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DIGITALVODKA · COMPANY ASSETS · V104.0.29

How to run Company Assets
Short on purpose. For the person who has to set it up today, and the person who uses it every morning.

How-To · Windows and Linux · v104.0.29 · September 2, 2026

1. Get it on the computer
Windows. Unzip CompanyAssets_v104.0.29-Windows.zip. Double-click the MSI inside. Windows asks for
permission first — click Yes. Setup copies the program to C:\Program Files\CompanyAssets and puts Company
Assets on the Start list (CA shield, not a white tile). Setup does not plant a Desktop icon (that used to make two).
When Setup finishes, the program opens by itself.

Linux. Unzip the Linux zip. Run bash Install-Company-Assets.sh. Do not open CompanyAssets.html in Chrome or
Firefox. The program is its own window.

Windows Start after Setup — Company Assets on the Start list with the CA shield. Open it from here if the window did not appear.

2. First time it opens
You get the End User License Agreement, large enough to read. Scroll to the last paragraph. Tick the box. Click I
Agree. The program then writes one Desktop shortcut for you. You can download the full EULA PDF from that
same screen.
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EULA on first open — Scroll to the last paragraph, tick I have read this, then I Agree. Download EULA PDF is on this screen.

Practice login while you are still in Demo: User ID Demo / password 12345. Demo cannot change that password.
After you activate, Demo is gone. In Demo you can use Inventory, People, Vendors, Reports, Vault, Print, and
Email. Save company and User Management stay off. You can keep 10 live devices and 15 deleted. Printed reports
show company name Demo. After you agree to the license, write down the database key. Linux keeps that key on
this computer, not in the shared folder.

Sign in — User ID Demo, password 12345 until you activate. Remember me is optional.
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Admin is a master key, not your daily login. Use Admin to set the program up. Then make a login that is
you — first name is fine — with role Admin or Manager and a recovery question. Sign out (the program
closes). Open it again as yourself every morning. Keep Admin written down in a sealed envelope.

Overview after you sign in — Scoreboard, inspection queue, and the tabs across the top. This is home every morning.

Settings → User Management — Your User ID, role Admin or Manager, recovery question filled in.
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3. The buttons, said plainly
• Sign out — closes the program. Open Company Assets again when you come back.

• Overview — the scoreboard: how many devices, who is joining or leaving, what is overdue.

• To-Do — setup steps check off. Add your own item at the top. Waiting work (overdue inspections, no kit) shows
here. Hide is for generated items on this login only.

• Inventory — the big table. Click a row. The bottom dock is notes, email, cell, extension, and files. Scroll
sideways if a column is cut off.

• Add asset — new blank row at the top. Pick the person in User, type a device name, click Save. Nothing is stored
until Save.

• Save / Discard — Save on the row and Save asset on the Inventory toolbar write the live row, including Device
Type. Discard throws away unsaved typing. Grey until User and device name are filled.

• Add files — Inventory toolbar (next to Add asset). Select a device row first. Opens a separate file window.
Browsing folders cannot close Company Assets.

• Delete asset — Inventory toolbar. Asks first. Keyboard Delete on Inventory does the same.

• People — employees. Add them here before you give them a laptop. Two people cannot share a name. Save
person and Delete person sit on the People toolbar only.

• Vendors — 401(k) and payroll. Passwords stay sealed. Only Admin can Reveal.

• Reports — onboard / offboard kit, company phonebook, Excel phonebook.

• Vault — Admin secrets. If you cannot use it, the tab is not shown. Search a person or a site. There is no show-all.

• Help — this story inside the program. Settings — left rail: company name, activate, appearance, SSO (Admin),
backups, program logins. You only see what your account can use.

• Print PDF — color PDF of the page you are on (hidden if you cannot print). It stays in this window and lands in
Documents/CompanyAssets/exports. Print stays light paper even in dark mode.

Inventory with the dock open — Selected row, horizontal scroll bar, Email only, Cell phone, Extension, files on the right.
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To-Do — Setup steps check off. Waiting work is on this page. Hide is for this login only.

4. A new hire, start to finish
• People → Add person → real first and last name → Save person on the People toolbar. Delete person is next to

Save; it asks first.

• Fill employee ID, work email, cell, extension, department, title, hire date. Save again.

• Inventory → Add asset → pick them in User → device name → Save. Repeat for laptop, phone, badge.

• Click the row. Fill company email, mailing address, cell, extension, tech notes. Drop files on the right.

• Vendors: add each 401(k) login (person, username, password, MFA). Passwords stay encrypted.

• Reports → pick them → walk the checklist → Print PDF or Export kit CSV. Passwords are never in those files.

• People → Mark active when they are live.
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People card for a new hire — Name, cell, extension, hire date, Save person.

5. Someone is leaving
• People → Start offboarding. End date fills in if it was empty.

• Reports → Onboard / offboard — leaving → Select. Tick: collect devices, revoke access, disable vendor logins,
email, vault, badge.

• Collect the laptop in real life first. Then Inventory → Delete (it goes to Show deleted) or change User after the
next owner is on People.

• Vendors → Remove each employee login after the portal is closed.

• Set the person to Inactive. Do not delete them. Old devices still need a name on file.

6. Single sign-on (optional)
• After you activate, Admin opens Settings → Single sign-on. Turn it on. Pick Google, Microsoft 365, OpenID, or

SAML (Linux).

• Copy the Redirect URI from that page into the identity provider. Paste the Client ID back in Settings.

• On User Management, put each person's work email in Sign-in email. SSO matches that email. It does not create a
new login.

• Require SSO hides User ID and password. Forgot password still works. Demo hides SSO until you activate.

7. If it will not cooperate
• Windows: unzip the zip, then the MSI. Do not open CompanyAssets.exe from a folder of loose files.

• Cannot add a device? Add the person on People first.

• Cannot add a second device? Save the first row, then Add asset again.

• Save grey? Pick a User and type a device name. Save on the row and Save asset on the toolbar light up when those
two are filled.
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• The list says busy, or a close-file window? Close extra Company Assets windows. Only one write at a time. Try
again.

• Demo password changed? It cannot. Practice is always Demo / 12345 until you activate.

• Signed out by surprise? Idle lock, default 10 minutes. Open the program and sign in again.

• Forgot password? Use the recovery question you set in User Management. This still works if Require SSO is on.

• SSO button does nothing? Admin turns it on in Settings after activate, and your work email must be on User
Management → Sign-in email.

• Need the long book? Open Help in the program, or the User Manual PDF next to this one.

Support: www.digitalvodka.com


