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IT & software keeps track of your equipment, software, and vendors.
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The cards on the Dashboard are clickable. Click one to open the list behind it.

e Dashboard: Condition, Seat use, Checked out, Spend, Renewals, and Needs a look.

e Equipment: laptops, projectors, and other things you own. Click Add equipment.

e Software: subscriptions and licenses. Click Add software.

e Vendors: who you buy from. Click Add vendor.

e Categories: your own groups, like Laptops or Furniture. Enter a Category name and Parent
category, then click Add.

Open the Dashboard. Check Needs a look and Renewals so nothing gets missed.



