[bookmark: _GoBack]Copy an Asset
1. Navigation: Main Menu > Asset Management > Asset Transactions > Owned Assets > Copy Existing Asset
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2. Enter: Business Unit, asset ID to be copied from, then Search. The Copy Asset page is displayed.
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3. Enter the number of copies you want to make in the 'Num of Asset Copies to create’ field. Click ‘Create Assets’.
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4. For each new copied asset, enter an asset ID, Description and Serial ID. 
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5. Click the Save button to save the page.
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Copy Asset

Enter any information you have and click Search. Leave fields blank for a list
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