INFORMATION TECHNOLOGY DIVISION

IT ASSET MANAGEMENT Step-By-Step Navigation

SECTION 1: ISSUE DEVICE TO STUDENT
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Step 3

STUDENT INFORMATION

e Select from dropdown the site you
are checking out device

e Scan or enter Student ID or Student
SSO (email address)

e Press the enter key

* Student information will
be displayed

Step 4

ASSET INFORMATION

e Scan or enter asset tag/case tag or
serial number

e Press the enter key
* Asset data will be displayed

* Maximum of 40 devices can be
scanned or entered per
transaction

. Click Submit
Step 5

CONFIRMATION

e Device information is updated when
message “Your request
REQ has been
submitted” appears

e Click OK

Requested By Diana Gutierez Edit
Requested For Diana Gutierrez

Press "Enter” key after populating Student ID, Student SSO, Asset Tag, Serial Number to fetch the details.
If any changes made to Student ID or Student 550 fields after populating, student data wil be wiped out and you need to restart again
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