Asset Transfer Request

From the OCM BOCES web site select Management Services, then Facilities.
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transfer forms. Select as needed, complete, and save to your computer (name the

file for easy reference). On the left side of the Facilities web page screen select Work Request.
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Enter your Username and Password to log on to Facilities Management System.
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Select Work Orders, then Create Work Order. On the Service Area pull-down menu select Asset Transfers. Complete the
rest of the pull-down selections as needed for your location. Enter a Description of your request. Under Additional
Information, attach your completed Transfer form by clicking on the Browse button to find and select your saved
document, and then clicking Upload to add your document to the work order. Click on the Update button (it appears at
both the top and bottom of the Create Work Order screen) to save your request.

3l & http://quecentre2.cnyric.org/ocmboces/WarkOrder/WorkO .aspx?WorkOi
—

& Que Centre x

File Edit View Favorites Tools Help % @jConvert v [ Select
g Facilities Management System OyE\

O CenTrE

OCMBOCES < OCM BOCES ©0006

- Work Orders | = -

Create Work Order — e e
[ Update And Print P Return To List
View My Work Orders

e o order
Work Order Contact

McLaughlin, V

In case of EMERGENCY, call 433-2644.
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