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Create Request for Asset Transfer

1 Click the "Search" field.

2 Type "create request" then hit enter"
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3 Click "Create Request" field.

4 Click the "Request Type" field.
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5 Type "asset transfer".

6 Click "OK".
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7 Enter information in the "Describe the Request" field.

8 Enter today's date.
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9 Enter "Asset ID" field.

10 Enter "Asset Description" field.



6

11 Enter cost center number and name in the "From Cost Center" field.

12 Enter cost center number and name in the "To Cost Center" field.
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13 Enter the "Reason for Asset Transaction" field.

14 Enter Quantity.
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15 Enter "Asset Cost" field.

16 Enter "Asset NBV" field.
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17 Click "Submit".


