Asset Refresh/Renewal
I. IT Service Desk verifies ownership of asset through inventory software

II. Onsite Support completes “Asset Return Form” to determine if asset hardware is present and functioning.

A. If “YES”, IT Service Desk creates ticket for asset to be returned to inventory.
1. Onsite support places asset back into stock.

2. Onsite Support updates asset information in inventory software.

B. If “NO”, Onsite Support follows the IT Asset Return Procedure.
III. IT Service Desk creates ticket to install new asset.

IV. Onsite Support prepares new asset for deployment.

V. Onsite Support installs new asset.

VI. Onsite Support follows up with user.

VII. Onsite Support closes ticket.
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