Create Request for Asset Transfer

1 Click the "Search" field.

Q | search

‘eports
Bst

rit Group

fring Journal Template
rting Time Period

est Type

“asks and Reports

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

Asset Transfer

=D

a=
-

Asset Transfer

Describe the Request # | |

Date:
{Required)

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

Date:
(Required)

Asset ID
(Required)

Asset Description
(Required)

Enter "Asset Description" field.
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ASSET-00007896

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

Asset ID
{Required)

ASSET-00007896

Asset Description
(Required)

turbo oven

From Cost Center
(Required)

|
% ( Save for Later ) ( Cancel )

12 Enter cost center number and name in the "To Cost Center" field.

From Cost Center
(Required)

1973, De Leon Springs F&EB

To Cost Center
(Required)

Reason For Asset Transaction
(Required)




13  Enter the "Reason for Asset Transaction" field.

To Cost Center
(Required)

3095, Boeing East

Reason For Asset Transaction
(Required)

Q¢

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

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