
Uploading assets from a .csv file 
 
Small errors can make this upload process very frustrating. Take care when you create your .csv file and contact us if you have 
trouble with an upload.  When contacting us please email fmsurplus@colorado.edu and provide the following 

• Your transfer number 

• A screenshot of the error detail 

• Your .csv file.  
 
 

1. Open up the .csv file you created and verify you have 
a. No colors in your data 
b. Only 1 tab that says Import Form 
c. You have saved it as a .csv file (ms dos)  

 
2. Log into the Asset Management Platform (AMP) 

 
3. Select Surplus from the let margin 

 
4. Search for your existing Transfer, or if you have not yet created a Transfer shell 

create a shell and write down your transfer number 

• If you don’t know your transfer number use the lower section to 
search by department number or your name 
 
 
 
 
 
 
 
 
 
 
 
 

5. Once in your shell look down below the Add Assets section where you will find Import Assets 

 
 

 
6. Click the Choose File button in the middle of the Import Assets section, browse for your file, select it and click open 
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7. Your file will be listed in the Drag and Drop section 
 

 
 

8. Look in the lower left of the Import Assets area, find the Import Assets button and click it. AMP will attempt to import 
the assets for you.  If there is a moving dot or circle on the Surplus Detail tab in your browser the system is thinking. 

 
 

9. The Import Run Log log will show you the status of the import.  If you have errors you will see them in the column on the 
right.  

 
 
Errors! 
The number in the Number of Errors  column is a link, click it to see details.  Here we see that the Department number in the 
transfer doesn’t match the department number in the spreadsheet.   

 
 

• If you’re not sure why you are getting an error, take a screenshot and send it to us along with your 
transfer number and the .csv file.  

 
No Errors! 
If the import Run Log is showing a 0 in the errors column your import was successful, you should also receive an email to let you 
know this is the case.   

 
 
 



10. Look just under the Import Run Log and you’ll see your assets listed.  

 
 

• 10 assets are listed, use the Next button  to see additional assets 

• Click the paper/pencil to add notes, document and photos 
 

11. Verify you have the correct number of assets 
 

12. Add any passwords, lock codes, documents or photos 
 

13. Scroll back up to the top of your transfer to view the Transfer Shell and Submit your transfer. 

 


