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Overview
Transaction Description:
This form and workflow will enable users in business areas and departments to transfer an asset off campus.
 
Penn State Purpose:
This smart form and workflow is for departments and business areas to populate when the need arises to retire, transfer or trade-in an asset. 
 
Use cases include:
· Transferring an asset from one business area to another, e.g., OPP centrally buys equipment for a campus then transfers it to that campus. 
· Sending equipment that needs to be disposed of through Lion Surplus, e.g., ARL has obsolete equipment to send to Lion Surplus.
· Reporting equipment that is lost, stolen, or destroyed.
· Returning equipment to a customer or sponsor that has been loaned or relocated.

Process Steps
 
[bookmark: TS_9173C90A23D747119A81D7021267E38E]Asset Transfer & Retirement Form

	[bookmark: class_standard_table_1]Step
	Action

	1.
	The Create Request button is clicked.


 
[bookmark: TS_F2B9E6E9CA564C7FB98F89DBAB398132]Asset Transfer & Retirement Form

 
	[bookmark: class_standard_table_2]Step
	Action

	
	Enter the Requestor Name, Business Area, and Phone number.

	2.
	Thomas Weber is entered in the Requestor Name field.

	3.
	3200 - Schreyer Honors College is entered in the Business Area field.


 
[bookmark: TS_7CC000CABF6649D5A4AE5B1436569CB6]Asset Transfer & Retirement Form

	[bookmark: class_standard_table_3]Step
	Action

	4.
	814-554-5656 is typed into the Phone Number field.


 
[bookmark: TS_A36D2B623B4C48769808E757F1B14D1F]Asset Transfer & Retirement Form

	[bookmark: class_standard_table_4]Step
	Action

	5.
	The Off Campus: Temporary transfer to non-PSU location radio button is clicked.


 
[bookmark: TS_B52E8115EC2046AAA8A6FAE35D281AF0]Asset Transfer & Retirement Form

	[bookmark: class_standard_table_5]Step
	Action

	6.
	Research at woodland location is typed into the Purpose field.

	7.
	Rothrock State Forest is typed into the Off campus location field.

	8.
	John Hall is typed into the Name field.

	9.
	jha34@psu.edu is typed into the Email field.

	10.
	570-990-8989 is typed into the Phone field.


 
[bookmark: TS_ACB1023D59D44925847F29FB420610C0]Asset Transfer & Retirement Form

 
	[bookmark: class_standard_table_6]Step
	Action

	
	We need to list the amplifier under Tagged Items and to do so, we must add a row.

	11.
	The Add Row button is clicked.


 
[bookmark: TS_63E9A274D9984697B11DA2D413FF05A0]Asset Transfer & Retirement Form

	[bookmark: class_standard_table_7]Step
	Action

	12.
	The Inventory No field is clicked.

	
	The F4 key is pressed.


 
[bookmark: TS_74265C21CCF64A3E9B81B63D610037C9]Asset Transfer & Retirement Form

	[bookmark: class_standard_table_8]Step
	Action

	13.
	The Go button is clicked.


 
[bookmark: TS_2CBCE81B9D79472EA39607B878DA037B]Asset Transfer & Retirement Form

 
	[bookmark: class_standard_table_9]Step
	Action

	
	Select the amplifier asset from the results returned.

	14.
	The 150000024464 Asset is clicked.


 
[bookmark: TS_91B5EFEC637F4D5CBFA542B4B1DA6769]Asset Transfer & Retirement Form

	[bookmark: class_standard_table_10]Step
	Action

	15.
	Essential for research is typed into the Comments field.

	16.
	The Submit Request button is clicked.


 
[bookmark: TS_2FB2C9FF278B479DB23ABDCA35324F0D]Asset Transfer & Retirement Form

 
	[bookmark: class_standard_table_11]Step
	Action

	
	The Asset Transfer & Retirement Form confirmation dialog is displayed along with the request reference number, which should be recorded.


 

Disclaimer
 
Alternative Format Statement 
This publication is available in alternative media upon request. 
 
Statement of Non-Discrimination 
The University is committed to equal access to programs, facilities, admission, and employment for all persons. It is the policy of the University to maintain an environment free of harassment and free of discrimination against any person because of age, race, color, ancestry, national origin, religion, creed, service in uniformed services (as defined in state and federal law), veteran status, sex, sexual orientation, marital or family status, pregnancy, pregnancy-related conditions, physical or mental disability, gender, perceived gender, gender identity, genetic information, or political ideas. Discriminatory conduct and harassment, as well as sexual misconduct and relationship violence, violates the dignity of individuals, impedes the realization of the University’s educational mission, and will not be tolerated. Direct all inquiries regarding the nondiscrimination policy to Affirmative Action Office, The Pennsylvania State University, 328 Boucke Building, University Park, PA 16802-5901; Email: aao@psu.edu; Tel: 814-863-0471.
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