
Manual for carrying out TMT 
Asset and Non- Asset

(For TMT Staff)



Carry-out Items

Choose the type of carrying out. 

1. TMT Asset
2. Non - TMT Asset
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Carry-out Items

Fill in an email (@toyota.co.th) and wait an OTP from your email.2

admin@toyota.co.th



Carry-out Items

For Non-Asset (The yellow form)3

Fill in the information of carrying out
• Pick up date
• Choose Assistant Manager of requester
• Choose Assistant Manager of the area 

owner
• Driver’s name
• Telephone Number and Email
• Car’s detail 
• Gate
• Location
• Return date
• Items

Change a form here



Carry-out Items

For Asset (The pink form)4
Fill in the information of 
carrying out
• Pick up date
• Choose the manager of requester
• Choose the manager of the area 

owner
• Choose the department director
• Driver’s name
• Telephone Number and Email
• Car’s detail 
• Gate
• Location
• Return date
• Items

Change a form here



Carry-out Items

When TMT Staff already completed and submitted the form. The approval will receive an 
email and need to approve or reject the request.
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Carry-out Items

During waiting approval, TMT Staff can also edit details from backend website.6

How to edit car’s detail.



Carry-out Items

You will see this screen after the staff approved and you can cancel or postpone this 
appointment if you are not available by clicking on green and red button.
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Carry-out Items

The requester will receive the email for carrying out items. But if you don’t carry out by 
yourself, you must send the link to the driver who you contact with before they entry TMT 
area and let them use this link in front of security guards.
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The driver must show the QR Code in front of security guards and let them scan and check 
your item lists. 
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Show QR Code

Carry-out Items

Check in



After you get the items from TMT staff, You must come back to security guards for check-out
1. TMT Staff must confirm items by clicking on the green button on backend website before the driver check out.
2. The driver must show the QR Code to security guards.
3. The security guards will scan the QR Code and check your items before you leave.

Carry-out Items

TMT Staff must click on this button to confirm security 
guards that all items are correct and the driver 
already took it.1
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Check out



Carry-out Items

3

2

10 After you get the items from TMT staff, You must come back to security guards for check-out.
1. TMT Staff must confirm items by clicking on the green button on backend website before the driver check out.
2. The driver must show the QR Code to security guards.
3. The security guards will scan the QR Code and check your items before you leave.

Check out



Carry-out Items

Red lists show the people who must bring items back to TMT area. 12



Carry-out Items

If you want to delete red lists, TMT staff or admin can log in to backend website and change the 
status to not return.
1. Find the name.
2. Click on edit items button.
3. Click on return status and change to already returned or click return types and change to not return.
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