See below for instructions on how to update the asset coordinator (Individual who will be using the asset) and location field in Workday.

How to update the Asset Coordinator for an Asset Record:

1. Enter the Asset ID in the search bar in Workday (example: AST-0138687)
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Description automatically generated with low confidence]
1. Click on the orange actions button (…) located next to the Asset ID and hover over Business Asset and select the “Edit” Function.
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Description automatically generated]
1. On the “Edit Asset” screen, under the General Information section you will find the Asset Coordinator (Individual who is using the asset) field towards the bottom. Type in the name and click OK. Also, on the “Edit Asset” screen, you will be able to input the tag number in the “asset identifier” field and update serial number, asset name, and manufacturer.
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How to update the Asset Location for an Asset Record:

1. Enter the Asset ID in the search bar in Workday (example: AST-0138687)
1. Click on the orange actions button (…) located next to the Asset ID and hover over Business Asset and select the “Transfer” function.
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Description automatically generated with medium confidence]
1. On the “Transfer Asset” screen, fill out the “Transfer To Location” field and click Submit.
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Description automatically generated with medium confidence]*Columbus Campus is not an acceptable location option. A Building and Room # should be specified.

Note: Please do not complete the “Transfer To Worker” field since it is not used by the university.
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