
Verification Link Training
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1.On your phone or laptop -  Open &
review the KEPR verification link.

2.The verification link will come from
HITS@hcamgt.com. 

The verification link will be sent to
the dept. POC.
The dept. POC will be able to
delegate assets using the link. 

3.Click on the locate assets button at
the bottom of the email to get started. 

STEP 01 2

Review

Note - Delegation or updating can be
done from a desktop. Verification will
require use of a mobile device.
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Questions?  Reach out to property.control@umich.edu 



KEPR
When reviewing assets, be sure to look
at both the not found list and the
pending surplus list (PS). 

Pending surplus will need found or
proof of proper disposal will need
to be provided to Property Control.

Select the filter icon. 
Select the tab you want to view. 
Click apply.
New assets will appear and the filter
icon will show as being in use. 

STEP 01

Review

click filter select and apply review assets

Questions?  Reach out to property.control@umich.edu 



KEPR
DESKTOP

Review
Reviewing Using a Desktop Computer

When reviewing assets be sure to look
at both the not found list and the
pending surplus list (PS). 

Pending surplus will need found or
proof of proper disposal will need
to be provided to Property Control.

Toggle between tabs at the top of the
page to view all assets in that
category. 

Note - Verification must be done using a
mobile device.  
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4.To delegate, click the arrow of the
asset you wish to delegate. This opens
the asset information.

5.Click the delegate button midway
down. 

6.Enter the name and email of the
delegate. Enter your name as the
sender. - click delegate

You must fill in all fields in order to
delegate an asset. 

STEP 02

Delegate

click arrow open delegate option fill in fields
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Note - If assets are just being delegated,
updated, or reviewed, this can be done
from a desktop.

Questions?  Reach out to property.control@umich.edu 



KEPR
DESKTOP

Delegate
Delegate Using a Desktop Computer

4.Select by clicking the box to the left of
each asset. 

You can make multiple selections.
5.Click the delegate button.
6.Enter the name and email of the

delegate. Enter your name as the
sender. - click delegate

You must fill in all fields in order to
delegate an asset. 
An emailed verification link will be
sent to the delegate. 
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Questions?  Reach out to property.control@umich.edu 



Delegated Verification Link Preview  (View From Recipient)
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7.To update asset information, click the

arrow to the right of the asset name.
8.Click the edit button at the bottom.
9.Update custodian info, notes, serial

number, etc. - click save
Move onto verification process. 

STEP 03

Edit Info

click arrow update/ save
Note - You can also make updates to the
asset info during step 16 by selecting the
pencil icon under notes. (custodian, serial
number, notes, etc.)

Note - Updating asset information can be
done from a desktop.
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click edit

8 9

Questions?  Reach out to property.control@umich.edu 



KEPR
DESKTOP

Edit Info
Update Info Using a Desktop Computer

7.To update asset information, click the
eyeball icon to the right of the asset
status.

8.Click the edit button on the
information display page. 

9.Update custodian info, notes, serial
number, etc. - click save

Move onto verification process. 

Note - You can also make mobile updates
to the asset info during step 16 by
selecting the pencil icon under notes.
(custodian, serial number, notes, etc.)
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10.To verify, click the arrow of the asset
you wish to verify. This opens the asset
information.

11.Click the verify button at the bottom. 
12.Select the scan tag button to begin

verification. 
Other selections are available, but
please note these are for field staff.
Consult with Property Control if you
have any questions.  

STEP 04

Verify

click arrow click verify to begin click scan tagNote - Any pending surplus assets will
need proof of proper disposal provided to
Property Control. 
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Questions?  Reach out to property.control@umich.edu 



KEPR
13.Enter/ Select the building number and

room number based on the assets
current location. - click continue

Both fields are drop down menus
with updated U-M space data.

14.Allow KEPR to have access to you
camera for verification purposes. 

15.Enter the tag number or serial number
of the asset you’re verifying. - click
search 

STEP 04

Verify

fill in fields allow acces to camera enter tag #
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Questions?  Reach out to property.control@umich.edu 



KEPR
16.Make a note or update asset

information prior to clicking the verify
button. - click verify

17.KEPR will access your camera. Click
take picture to photograph asset.

 

You can take more than one
picture at a time. Stacked images
will show at the top. 

18.Once all photos are taken, click save. 

STEP 04

Verify

update asset take photo(s) click save 
Note - You can make updates to the asset
info during step 16 by selecting the pencil
icon. (custodian, serial number, notes,
etc. can all be updated.)
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Questions?  Reach out to property.control@umich.edu 



DO YOU KNOW WHERE YOUR
ASSETS ARE?Let’s Work Together

Questions?  Reach out to property.control@umich.edu 


	Verification Link Training
	KEPR
	STEP 01
	Review
	On your phone or laptop -  Open &  review the KEPR verification link.
	The verification link will come from HITS@hcamgt.com.
	The verification link will be sent to the dept. POC.
	The dept. POC will be able to delegate assets using the link.
	Click on the locate assets button at the bottom of the email to get started.
	Note - Delegation or updating can be done from a desktop. Verification will require use of a mobile device.
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	When reviewing assets, be sure to look at both the not found list and the pending surplus list (PS).
	Pending surplus will need found or proof of proper disposal will need to be provided to Property Control.
	Select the filter icon.
	Select the tab you want to view.
	Click apply.
	New assets will appear and the filter icon will show as being in use.
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	Note - Verification must be done using a mobile device.
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	To delegate, click the arrow of the asset you wish to delegate. This opens the asset information.
	Click the delegate button midway down.
	Enter the name and email of the delegate. Enter your name as the sender. - click delegate
	You must fill in all fields in order to delegate an asset.
	Note - If assets are just being delegated, updated, or reviewed, this can be done from a desktop.
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	Select by clicking the box to the left of each asset.
	You can make multiple selections.
	Click the delegate button.
	Enter the name and email of the delegate. Enter your name as the sender. - click delegate
	You must fill in all fields in order to delegate an asset.
	An emailed verification link will be sent to the delegate.
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	Click the edit button at the bottom.
	Update custodian info, notes, serial number, etc. - click save
	Move onto verification process.
	Note - Updating asset information can be done from a desktop.
	Note - You can also make updates to the asset info during step 16 by selecting the pencil icon under notes. (custodian, serial number, notes, etc.)
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	To verify, click the arrow of the asset you wish to verify. This opens the asset information.
	Click the verify button at the bottom.
	Select the scan tag button to begin verification.
	Other selections are available, but please note these are for field staff. Consult with Property Control if you have any questions.
	Note - Any pending surplus assets will need proof of proper disposal provided to Property Control.
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	Enter/ Select the building number and room number based on the assets current location. - click continue
	Both fields are drop down menus with updated U-M space data.
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	Enter the tag number or serial number of the asset you’re verifying. - click search
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	Make a note or update asset information prior to clicking the verify button. - click verify
	KEPR will access your camera. Click take picture to photograph asset.
	You can take more than one picture at a time. Stacked images will show at the top.
	Once all photos are taken, click save.
	Note - You can make updates to the asset info during step 16 by selecting the pencil icon. (custodian, serial number, notes, etc. can all be updated.)
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