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Overview 
 
To complete the tasks demonstrated in this work instruction, you must have a role in 
Workday. In AssetWorks, cost center user profiles are maintained by the nightly user 
and profile integration from Workday.  
 
Submitting a transfer request or searching for an asset 
 
Departmental AssetWorks users may need to request access as a department data 
entry specialist – property control, along with their responsible cost center.   
 
Approving a transfer request 
 
Departmental AssetWorks users may need to request access as a cost center manager 
to approve transfer requests. Approvers will only have access to assets assigned to 
their approved Workday cost centers. 
 
Departmental AssetWorks users will only have access to assets assigned to their 
approved Workday cost centers.  
 
Apply for a role using the Workday role provisioning process via ServiceNow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://asu.service-now.com/sp?id=workday_landing_page
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Signing into AssetWorks  
 

1. Login to the AssetWorks system by clicking on the Login Using SSO link and 
sign in with your ASURITE ID and password. The AssetWorks homepage will 
display. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://asu.ams.incircuit.com/eams/f?p=1070:101:4341962375761:::::
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Submitting a transfer request  
 
Use this process when you need to dispose of surplus items. Create and submit the 
request in AssetWorks for approval. Once approved, your request will generate a pickup 
for items that need to be transferred to Surplus Property. 
 

1. Click the Transfers tab. The page will automatically open to the Create Surplus 
Transfer section.  
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2. Complete the following fields: 
 

Field Action 

From Cost Center The cost center field is prepopulated with the cost 
center assigned to the user in PeopleSoft. If you 
have access to more than one cost center, you can 
change this field. 

Pickup/Delivery Type Select either the Third Party Delivery or Scheduled 
Surplus Property Pickup. A Third Party Delivery is 
either a moving company or the department 
requesting the transfer.  

Building  Enter the building where the surplus items are 
located.  
Note: The system will perform a smart search 
based on the text you provide. 

 
Room Enter the room or cube number where the surplus 

items are located. 
Contact Information The contact information fields will prepopulate with 

your contact information, but you may change this 
information if you are not the contact.  

Terms and Conditions 
Checkbox 

Read the terms and conditions and check the box 
to indicate that you agree.  

 
3. Click Create to generate the transfer request header.  
4. Next, identify which assets will be sent to Surplus. If you have an ASU Property 

Control number, enter it in the Tag Number field. Each ASU Property Control 
number must be submitted on a separate line on the transfer request. 
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5. If the items you wish to send to Surplus do not have an ASU Property Control 
number, click Create New Asset.  
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6. If you are creating a new asset, the Insert Surplus Asset page will display. 
 

 
 

7. Complete the following fields: 
 

Field Action 

Description Enter a description of the item. 
Class Enter the item type. Use the next to the class 

field to see the options.   
Department Name Enter the department name. 
Condition  Enter the condition: Good, Fair or Poor.  
Quantity Enter the quantity of the items being sent. 
UoM The Unit of Measure prepopulates to Each, but 

you may click the down arrow for other choices.  
 

8. Click Save and Done if you only have one item to add. Click Save and New if 
you have other items to add, or click Save and Same if you have multiple items 
like the item just created.  
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9. Your item will now appear in the Assets section of the Transfer page. 
 

 
 
 

10. It is optional to add supporting documents. If you have documents or images to 
add to your request, click the down arrow next to Documents and Images and 
use the Insert File button. 

 

 
 

11. Click Submit for Approval. A success message will display.  
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Searching for an asset 
 
Use this process when you need to search for an asset to set up a transfer request for 
disposal. You will search for an item that has an asset tag attached to it as the first step 
in the transfer process.  
 

1. Click the Assets tab, and the Search Assets window will display.  
 

 
 
 

2. Complete the following fields: 
 

Field Action 

Tag Number Enter the asset tag number if you have it. 
Description Enter a description of the asset if you are 

searching by description. 
Asset Status Select an asset status to filter your results to a 

particular status. 
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3. Click Search. A list of assets will display based on the search criteria. 
 

 
 
Note: You may return many results if you run a broad search. Check the bottom right 
corner of the search results to see the number of returned results and click through the 
pages using the next button.  
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4. To open a line on the results page, click the view icon . The IT Asset Detail 
will open. 
 

 
 

The IT Asset Detail page will display information about the asset, including the 
cost center. This information is necessary if you wish to complete a transfer next.  
 
Tip: If you are planning to do a transfer next, make a note of the cost center for 
the asset you wish to transfer. 
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Approve a transfer request 
 
Use this process when you need to make an approval decision for an asset transfer.  
 

1. Click the Transfer tab. The transfer window will display.   
 

2. Enter the transfer number to be approved from the email you received on the 
Surplus Transfer Number field.   

 

 
 

3. Click Search. The item will display under Surplus Transfers. 
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4. Click the view icon .  The Surplus Detail screen will display. The assets 
being transferred to surplus are listed at the bottom of the page. 
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5. Click Approve to start the approval process. Some transfers will include multiple 
assets to be transferred. It there are multiple line items, you will need to approve 
or reject each line of assets.   
 

6. If you choose to approve, click on the drop-down menu for the approved column 
and change it from Pending to Approved. You can then click on the blue arrow 
to change all of the other statuses to Approved.   
 

7. If you choose to reject one or more items, change the pending status to Rejected 
and enter a reason. The item or items will be rejected and returned to the 
requester, and the other items will be approved and sent to Surplus Property.  
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8. Click Save once you have changed all of the statuses from Pending to either 
Approved or Rejected.  
 

 
 

9. The transfer request is sent to Surplus Property for processing. 

 
 


	Signing into AssetWorks
	Submitting a transfer request

