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Cost Center Changes
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• 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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Cost Center Changes

• Select “My Cost 
Center Assets” from 
the “Asset 
Management / CVT” 
section on the left 
side of the page

• A listing of assets is 
then displayed
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Cost Center Changes – Individual Change

• For an individual 
change, Select 
the “Assigned to” 
column heading 
then right-click

• Then click and 
select “Assigned 
to” from the “Go 
to” drop down 
menu at the top 
of the screen
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Cost Center Changes – Individual Change

• Right-click the “Assigned to” heading and then select “Group by Assigned to”
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Cost Center Changes – Individual Change

• Service Now will display assets grouped by individual

• Select the individual by clicking on their name and the asset details will be 
displayed for the individual
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Cost Center Changes – Individual Change

• Click NEXT to (not on) the cost center for the first item

• Holding both "Alt"+"Shift" keys simultaneously while using down arrow to 
highlight the Cost Centers below first Center number selected
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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

• Service Now displays the new cost center for the assigned individual
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Cost Center Changes – Mass Change

• For a Mass Change, Select the “Cost Center” column heading then right-click 
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Cost Center Changes – Mass Change

• Then right-click and select “Group by Cost Center”
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Cost Center Changes – Mass Change

• Service Now will display assets grouped by Cost Center – Select Appropriate 
Cost Center

• Service Now will display asset details for the selected Cost Center
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Cost Center Changes – Mass Change

• Click NEXT to (not on) the cost center for the first item

• Holding both "Alt"+"Shift" keys simultaneously while using down arrow to 

highlight the Cost Centers below first Center number selected
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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

• Service Now displays the new cost center for the assigned services
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Cost Center Changes – Equipment Change

• For an Equipment Change, Select appropriate Asset Tag
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Cost Center Changes – Equipment Change

• System displays the details, Select the Financial tab
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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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Cost Center Changes – Equipment Change

• The update is now reflected to the particular asset tag
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