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STEP 1

From Main Menu, click Fixed Assets Controller responsibility (Refer to Fig. 01)
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STEP 2

Click the Assets folder, then click the Asset Workbench (Refer to Fig. 02)
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STEP 3

The Find Assets window will appear. Click the ellipsis button beside the Book field
(yellow fields are required fields)to select a book from the asset book list then click Find
button (Refer to Fig. 03)
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STEP 4

Window of list of assets will appear. Select the asset item to be retired then click the
OPEN button (Refer to Fig. 04)
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Expected Results

e An asset will tagged as “To be Retired”




