Check the Status of an Asset
Change Request (ACR)
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Checking the Status of the ACR

Select the Asset Mgmt & Cap. Expenditures (AM) Module to access the
“Asset UT Customizations” tile.
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Checking the Status of the ACR

After submitting an ACR, you may check the status of your pending request.

Navigate to the Asset Change Request
screen.
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Checking the Status of the ACR

To locate an existing value, you can
check the status of a pending
transfer.

» Enter the your “Department” ID
» Click “Search”

Asset Change Request

Enter any information you have and click Search. Leave fields blank for a list of all values.
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Checking the Status of the ACR

If status is “In Process,” click the link to view more details.

T
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Search Clear Basic Search & Save Search Criteria  Delete Saved Search

Search Results

View All First (4) 1-3of3 (k) Last
Tranzaction ID Business Unit Asset ldentification Tag Number Approval 5tatus Department Activity Type
0000000052 UTSAT 000000004275 170859 Complete BFAODOS  Transfer
0000000382 UTSAT 154004-1 154004 Complate BFAODOS  Surplus
0000003862 UTSAT 136000-1 136000 In Process BFAODOS  Surplus
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Checking the Status of the ACR
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Checking the Status After
the ACR Is Approved

When the status of the ACR shows approved, verify the update in the AM module.

To view the updated location, navigate to “Basic Add.”

@ Asset Mgmt & Cap. Expenditures
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Checking the Status After
the ACR Is Approved (cont’d

Select the “Location/Comments/Attributes” tab.

Asset Transactions

General Information

Unit UTSA1

Location

Effective Date 09/22/2021

Operation/Maintenance

AssetID 000000011292

Location NP1002

Area ID

Address 1
City
County
State
Country
Geo Code
Document

]
(&}
Q
UTSA
San Antonio
Bexar
TX Texas

USA United States

Asset Acquisition Detag

Location/CommentsiAttributes

LAPTOP CPU: LATITUDE

Effective Sequence 1

Morth Paseo Bld 1.002

Jurisdiction
Sector 1.002
Postal 75249

| atitudo

lanufacture/License/Custodian

In Service

Find | Wiew All

Asset Supplemental Data
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Checking the Status After
the ACR Is Approved (cont’d)

7«

View the “Location,” “Custodian Information” and “Chartfields” sections to verify
updated effective date, and department code.

Asset Transactions

General Information QOperation/Maintenance Asset Acquisition Detail Location/CommentsiAttributes
Unit UTSA AssetID 000000011292 LAPTOPR CPU: LATITUDE 7400 Tag 17
Location
Effective Date [09/27/2021 E{J Effective Sequence
Location 421118 a,
ArealD &)
Custodian Information - |
Chartfields
Effective Date 09/27/2021 [#] Fund Code 3105

Custodian |Smith, John Department BFADDS

EmplID |6001234567 | Cost Center [DXMO03

Function 700

Program Code

L L L L L L

Project
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