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Follow the steps to transfer an asset to Surplus Department when asset is no longer used or retired.  
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Assets transferred to Surplus will be            
reviewed by the following departments: 

Computer → IT 
Hazardous Material → EHS 
Drones → EHS 
Weapons → Police 
Other → Surplus 
 

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. 

6. Asset Details: Type of Asset, Current    
Location, Purchase Price & Funding 
Source will populate.  5 
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7. To transfer asset, click on Asset     
Transfer to Surplus. 

8. Enter the following: 
 -Date of Surplus 
 -New Location* (Command Center 

101 for weapons; Hertzog 170 for 
hazardous material/drones; Physical 
Plant F100 for computers and other). 

 -Custodian Transfer Date 
 -Asset Condition (dropdown) field is 

optional. 
 -Hazardous Asset (click if            haz-

ardous). 
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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