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Procedure 
 
In this topic you will be approving an Asset that has been requested to be sent to 
Surplus. 
 
Any computer related equipment with data storage (Hard Drives) must be cleansed 
before a transfer is completed.  
 
IT Security will contact the department to schedule a time/date to have the data 
storage cleansed. IT Security will either cleanse the asset on-site or take the asset 
and return within 3 business days if located on UP campus or 5 business days if 
location is off campus. 
 
  

 

 
Step Action 

1.   Click the Manager Self- Service link. 
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Step Action 

2.   Click the Assets link. 
 

3.   Click the Approve Asset Transfer link. 
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Step Action 

4.   Click the Search button. 
 

5.   Click an entry in the Asset Identification column. 
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Step Action 

6.   Click the scrollbar. 
7.   Click the Approve button. 
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Step Action 

8.   Click the OK button. 
 

  

 
      

 
 



 

Business Process Document
PS FIN Asset Management: Manager Self Service 

(MSS)- Approving an Asset to be Surplused 
 

Last changed on: 8/12/2009 7:51 AM  

 

 
Step Action 

9.   Click the scrollbar. 
10.   Notice: 

 
Once you have approved this action, the buttons are grayed out. 

11.   Click the scrollbar. 
12.   Click the Home link. 

 
13.   Congratulations. You have successfully approved sending an asset to surplus. 

End of Procedure.
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