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Step 1: Login

1.Login to CA Cloud Desk Partnerdesk.

2.From the left panel, click Document Vault.

Welcome
A s Karishma Sharma @ . 0o 0
0 0
kL - - 0 &N 2
T i ™ - ) —t
R 2 ' %9 | © 0 ® 0
o Lngatisn t ‘h R
@ naeg
A wesalte : o o
3 Reparty My Tasks
Open  Fnakoed for Sebwmesmion OeeTeR BNOT Completed LN Consutantion
Taak @ Tirdh Mase L el (=t i

Step 2: Select Document Vault, then select Fixed Asset Register.

From the available options, click Fixed Asset Register.
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Step 3: Fixed Asset Register screen.
1.0n the Fixed Asset Register page, click the Settings (gear) icon.

2.Click the +icon to add a new category.

3.Enter the Fixed Asset Type Name and required depreciation defaults (if

asked), then click Submit.
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Step 4: Register an Asset

1.Click the +icon to create a new asset entry.
2.Fill the asset details (basic, employee/branch/location, depreciation).

3.Click Submit to register the asset.
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A. Basic asset details

e Asset Type: Select asset type/category (example: Laptop).

e Name: Asset name (example: Laptop HP).

e Description: Optional notes/specifications.

e Employee: Select employee (if asset is assigned).
e Serial Number: Asset serial number (if available).
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B.Purchase & valuation
e Purchase Date
e Warranty Expiry Date

e Purchase Cost

e Current Value

e Salvage Value

C.Branch & location
e Branch: Select the branch where asset belongs.
e Location: Select the location (for example: Office/Room/City).
e Status: Select status (Active/lnactive as per your setup).

e Remarks: Any internal remarks.

D.Depreciation details
e Depreciation Method: Select depreciation method.
e Depreciation Percentage: Enter percentage.
e Depreciation Frequency: Select frequency (Monthly/Quarterly/Yearly as available).
e Asset Life: Enter asset life in terms of months.
e Computation Type: Select computation type.

e Depreciation Start Date: Select start date.
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After filling all the details click on Submit Button




