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Procedure 
 
Managers can view the department assets assigned to them and initiate a request to 
transfer the assets to another department, location, and or custodian.  
 
This process also allows for managers to approve transactions initiated by employees 
before it is routed to Property Control. You can also transfer assets in these pages.  
 
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. 
 
This process will replace the paper process. 
 
  

 

 
Step Action 

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

 
3.   Click the View Department Assets link. 

 
  

 

 
Step Action 

4.   Click an entry in the Department column. 
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Step Action 

5.   Click the scrollbar. 
 
To view all your assets for this department number, scroll down to the bottom 
of the page. 

6.   You can view asset details or you can transfer an asset from this page. 
Click the Transfer button. 
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Step Action 

7.   To transfer an asset, fill out the proper fields and click the submit button on the 
bottom of the page. 
Click the scrollbar. 

8.   To continue to view your Department's assets. 
Click the Return to My Assets List link. 
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Step Action 

9.   Click the Home link. 
 

10.   Congratulations. You have successfully viewed your Department's Assets. 
End of Procedure.
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