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Assets on the Floor Statuses

New Asset Status

1. Logged = Asset Created, not sent to 
Cost Center Owner

2. In Review = Sent to Cost Center
Owner, Awaiting Approval

3. In Progress = Approved or Declined, 
Sent to finance

1. Completed = Reviewed by Finance,  
Added to SAP

2. Non-Asset = Declined, Added to Non-
Approved Asset List
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Email and Attachment to Cost Center owner
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Cost Center Owner Reviews (Approves)

*Comple te  Par t  2

1. Add comments

2. Est imated Fair  Value

3. Select  Cost Center Sign of f

4. Add Signature

5. Add Date

6. Approve or Decl ine

7. Reason for Decl ine



Cost Center Owner Approves



Cost Center Owner Reviews (Declines)

*Comple te  Par t  2

6.  Approve or Decl ine

7. Reasons for Decl ine



Cost Center Owner Reviews 

(Declined adds to the Non-Approved Report)



Assets on the Floor - Verifiers

Unregistered assets found on the floor during verification are 
physical items (such as equipment, furniture, or tools) that 
exist in the facility but are not documented in the official 
asset register. Identifying and reconciling these discrepancies 
is essential for accurate asset management. 

1. Select the Assets on the Floor menu option
2. Create a temporary asset number
3. Select a Cost Centre
4. Select a predefined Asset Description (Or Create)
5. Select a Location Name (Or Create)
6. Select the Building Name where the Asset is located (Or 
Create)
7. Select the Room Number (Or Create)
8. Select the Floor (Or Create)
9. Open the camera and scan the serial number
10. Select the relevant Verification Code
11. Add the Verification Date & Time
12. Select your name in the Verified By
13. Select a condition for the Asset
14. Comment (If Any)
15. Add Expected Retirement Date according to the prompt
16. Send to Cost Centre Owner for review -
17. Enter Cost Centre Owner e-mail

- End of Part 1 -
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Assets on the Floor – Cost Center Owner

1. Check email 
2. Navigate to the Report via the link
3. Select relevant Asset
4. Select Edit
5. Review the Asset
6. Add comments relating to Asset or Reason for 

Approval or Decline

7. Enter Estimated Fair Value

8. Select Name on Cost Center Sign off

9. Add Signature

10.Select Date
11. Approve if a registered Asset
12. or Decline
13. If Declined, select a Predefined Reason for Decline

-End of Part 2 -

Finance will review Assets on the Floor weekly report
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