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nssC

NASA Shared Services Center

Cost Center Changes

In the left pane, click on “My Cost Centers” within the
Asset Management / CVT Section

Displays the cost centers authorized for the user
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nssC

NASA Shared Services Center

Cost Center Changes
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NASA Shared Services Center

Cost Center Changes — Individual Change
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NASA Shared Services Center

Cost Center Changes — Individual Change

- Right-click the “Assigned to” heading and then select “Group by Assigned to”
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NASA Shared Services Center

Cost Center Changes - Individual Change

- Service Now will display assets grouped by individual
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- Select the individual by clicking on their name and the asset details will be
displayed for the individual
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NASA Shared Services Center

Cost Center Changes - Individual Change

- Click NEXT to (not on) the cost center for the first item
.
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NASA Shared Services Center

Cost Center Changes — Individual Change

- Double click with cursor within highlighted area. Click on spyglass next to

Cost Center number that has pre-populated the field. Select the appropriate
cost center for the update and click the green check mark

. SerV|ce Now displays the new cost center for the assigned individual
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nssC

NASA Shared Services Center

Cost Center Changes — Mass Change

- For a Mass Change, Select the “Cost Center” column heading then right-click
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NASA Shared Services Center

Cost Center Changes — Mass Change

- Then right-click and select “Group by Cost Center”
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NASA Shared Services Center

Cost Center Changes — Mass Change

- Service Now will display assets grouped by Cost Center — Select Appropriate
Cost Center

Yl 'mPersonating: SUSAN LEMON ¥ [Logout] g & ™

AAT = ASSetS v Goto Costcenter —j 1 wwdolse
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« My Profile
My Fro Cost center: 23AH
Asset Management 2
» Cost center: 23C4 (3)
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- Service Now will display asset details for the selected Cost Center
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NASA Shared Services Center

Cost Center Changes — Mass Change

- Click NEXT to (not on) the cost center for the first item
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‘ Seat)
‘ 1 302 ]

¢ Holdlng both "Alt"+"Shift" keys simultaneously while using down arrow to
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o E — o
< 8 o B herps st 51 SV E-POWCOM airn_asset It 07 yparm foed_query=Eisyip. £ + afacx][=w,uwser,““m A .. Ak T

Ne Edt View Favorites Tools Help
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nssC

NASA Shared Services Center

Cost Center Changes — Mass Change

- Double click with cursor within highlighted area. Click on spyglass next to
Cost Center number that has pre-populated the field. Select the appropriate
cost center for the update and click the green check mark

=1 L - SUSAN LEMON &
o) v : A
AAZT = Asmv Goto  Cont cemser I~ Q 1 B3er2

Selt-Sarvice 2 » All> filterCostCenter=yes > Cost center = 23AH
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Asset Management 2 (S-Seat)
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7 My Approvais Astiond 0n seiacted rows @) ©2

& My Cost Centers

- Service Now displays the new cost center for the assigned services
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NASA Shared Services Center

Cost Center Changes — Equipment Change

- For an Equipment Change, Select appropriate Asset Tag

Impersonating: KIM AVERY LR
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NASA Shared Services Center

Cost Center Changes — Equipment Change

- System displays the details, Select the Financial tab
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NASA Shared Services Center

Cost Center Changes — Equipment Change

- In the Cost Center field you can type in the cost center or select the spy glass

and select the appropriate entry
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NASA Shared Services Center

Cost Center Changes — Equipment Change

- The update is now reflected to the particular asset tag
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