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Verification Reports are read only PDFs that are true reflection of the verification data



Select the Cost Center to view Assets verified and assets not yet verified



Verified Assets and Assets to Verify will load

Verified? is Yes

Verified? is empty or No



Select Cost Center Owner from List of Users



Add Name and surname of signee

Important Note: 

Reports should be signed by Cost Center Owners

Instances where reports are generated on behalf of 

Cost Center Owners, the Name, Surname & 

Signature must belong to custodian or person 

responsible for the Assets.



Click Submit



All Reports generated are sorted in descending order according to date (latest to earliest)



Select a Verification Report to view details 



Select ‘More’ to export the template format as a PDF



Select ‘More’ Settings 



Add a timestamp, Page # and title as a header & footer



Check your downloads folder



Back To

Index
>>
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