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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains the process involved in creating an asset via the Express Add 
functionality. 
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ACTIVITY 1: UPDATE THE TAG NUMBER AND POLICE REPORT 

 

Step Action 

1.  

Select the Finance / Supply Chain (FSCM) button. 
 

 

2.  

Select the Asset Tracking button. 
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3.  

Select the Asset Management button. 

 

4.  

Select My Asset Transactions.  
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5.  

Select Define Asset Operational Info. 
 

 

6.  

Confirm the Business Unit. 
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7.  

Select Search. 
 

 

8.  

Select the applicable Asset. 
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9.  

Enter the desired information into the Tag Number field.  
 

 

10.  

Select the MDC Asset Property tab. 
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11.  

Enter the desired information into the Police Report Number and thePolice Report 
Date field.  
 

 

12.  

Select the Add button to attach the police report. 
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13.  

Select the Save button. 
 
Note: The user should notify the Department Asset Manager for updating the Asset 
Status from In Service to Suspended of the date of the Police Case Number Date.  
 

 

 


