
Asset Workflow– Asset Transfer 

1 University of Texas at El Paso 

Follow the steps to transfer assets from one area to another within the campus. 

1. From the Employee Self -Service        
dropdown menu, select Asset Mgmt & 
Cap Expenditures. 

2. Select the Asset UT Customizations 
tile. 

3. Click on Add a New Value. 

4. Enter the following information: 

Transaction ID = NEXT 

Business Unit* = UTEP1 

Enter either Asset ID#* or Tag #* 

5. Click Add. 
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2 University of Texas at El Paso 

Follow the steps to transfer assets from one area to another within the campus. 

6001111111 

6.  Asset Details such as Type of Asset,  Current Location, Purchase Price & Funding 
Source will populate. 
7. To transfer asset, click on Asset Transfer. 
8. *Enter: 
        - Date of Transfer 
        - New location* (Location where the asset is being transferred to). 
        - Custodian Transfer Date (same as Date of Transfer) 
        - New Custodian* (600# of  whom the asset is being transferred to)  
        - New Department* (dept. where asset is being transferred to). 
9. Enter comments (provide detailed information of asset) 
10. Select Save , then Submit. 
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11. Transaction ID appears. 

12. Approval Status appears. 

13. Requester Name appears. 

14. Workflow appears. 
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