
Tag and Issue Asset



Ctrl+Click Directly to Information:
• Log into Workday to find Assets
• Configure Workday Search - optional
• Select Asset
• Select Asset to Edit
• Tag Asset
• Issue to a Worker
• Completing Asset
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1. Login to Workday
2. Enter an Asset Number into the search field.
3. Click Enter.

Log into Workday to find Assets



If a BA number does not appear, you may need 
to Configure your search.
• Click Configure Search, lower left.
• Grab Assets and move to the top.
• Click Save at the bottom

Configure Workday Search
*optional*



• Click selected asset from center pane. 
• Standard format BA-#######

Select Asset

Back to Top



• Hover Asset ID in the upper left, twinkie will 
appear.

• Click twinkie to open Actions panel.

• Hover Business Asset to show Edit option.
• Click Edit.

Select Asset to Edit



Tag Asset

• Populate these fields in the General Information:
• Asset Identifier (CAE tag#)
• Serial Number
• Manufacturer
• Asset Coordinator

• Scroll down page for all fields
• Click “OK”

Back to Top



• Hover the Asset ID in the upper left, twinkie 
will appear.

• Click twinkie to open Actions panel.

Issue to a Worker

• Hover Business Asset to show Issue to a Worker 
option.

• Click Issue to a Worker.



Issue to a Worker

• Complete these fields on Asset Information Page:
• Issue To: Enter Custodian’s Name
• Location:  Enter Location of the Asset

• Click Submit when complete.

Back to Top



Options:
• Done- Finished with Asset settings
• Do Another- Modify a different asset

Issue to a Worker



• Click Done to finalize all changes.

Issue to a Worker

Back to Top



Select the related actions menu next to the Asset ID, then select Additional Data, then View All.



Select Edit.
o Model No. – Enter the asset model number
o Taggable – Select Yes or No.
o Sub-Location Detail – Enter additional information if applicable.
o Off-site – Select Yes or No.
o Transferred/ Donated – Select if the asset was transferred or donated.
o Property Coordinator – Enter additional information if applicable.
o Requires Special Disposal – Select Yes or No.



Select OK.
After the To Do steps are completed, return to the inbox, locate the business asset, and select Submit.

After this step, the process is in a Successfully Completed status.
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