
Step 2: Adding Assets to Your Transfer Shell 
 

Access Your Transfer Shell 

If you do not have the transfer shell open, locate it by selecting the Surplus 
Truck in the left margin.  It’ll take you to a list of transfers you have recently 
started or submitted. 

 

 

 

 

Scroll down, or if it’s an older transfer or one someone else in the department submitted a while ago 
change the Creation End Date or use the Search Surplus Transfers option towards the bottom of the 
page, add the department or name of the person and search.  Details on locating a transfer are here.  

Click the paper/pencil to open the transfer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Add Assets 

Once you are in your transfer shell, add the assets you wish to dispose of. 

 
 

 Click on the Create New Asset link from the Surplus Detail 
 This opens a pop-up where you will add the asset information 

 

 * denotes a required field 

  or a drop down arrow indicates that you need to pick a value from a list of options 
 Number of copies = number of labels you need 
 Serial Numbers required for Hard Drives, Computers, & Server 
 Don’t forget to add the CU Tag ID if the asset has one 
 Credit speed type for cash back to dept if items sells for $100 + net value 
 
 
 
 

Save 
Once all assets are entered click Save and Done  or Back 

 
 Save & Same to duplicate the record and update # labels, color, serial numbers, etc.  
 Save & New brings up blank pop-up to repopulate from scratch 
 Save & Done returns the users to the Transfer shell 
 Save & Add Images is a great place to add pictures for large or unusual items as well as 

items being sold for pick up at their current, on campus location. 
 



If you scroll down you’ll see the list of assets you’ve entered for this transfer. 
 

 
 

 Documents: 
o Add photos of the entire transfer to the Documents option at the bottom of the transfer 

shell 
 
 
 
You are ready to add any additional information needed to individual assets before you submit your 
transfer.  
 

Adding Notes 



o Open the asset record using the paper/pencil icon 
o Use Notes 1 for passwords, lock codes for Apple products such a iPhones, iPads, 

Mac’s etc. 
 

o Add photos of an asset to the bottom of the asset record! 
o Add EH&S form to the bottom of the asset record!  


