
Asset Management System 
Asset Transfer Guidelines

WELCOME



Asset Management Section

1. Access the Asset Management System:
• Navigate to URL https://assetsms.sharjah.ac.ae or login from 

MYUOSPORTAL.
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To Access ‘MYUOSPORTAL’
From the UOS website: Click on Quick 
Links dropdown menu then click MyUOS 

https://assetsms.sharjah.ac.ae/
https://www.sharjah.ac.ae/en/Pages/default.aspx


Asset Management Section

1. Access the Asset Management System:
• Click on ‘MY FIXED ASSETS’ link from MYUOSPORTAL.
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Click on ‘MY FIXED 
ASSET(S)’ link



Asset Management Section

2. Home Page
• You will be greeted with Asset Management System Home page as 

indicated below
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Asset Management Section

3. Menu
• To initiate the transfer of the asset between locations / custodians /

departments, navigate to the Transaction Menu and select the Asset
Movement sub-menu, as indicated below.
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Click on ‘Asset 
Movement’ menu



Asset Management Section

4. Asset List 
• Within the Movement Screen, you will find a list displaying all assets

currently registered under the user login. To proceed with the transfer,
locate and select the specific asset from the asset list.
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Select Assets from 
the list



Asset Management Section

5. Asset Transfer Request
• The following are the various scenarios in which asset transfers can be 

conducted.
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1
•Transfer to different 

Location

2
•Transfer to a different 

Custodian



Asset Management Section

• To change Asset custodian only, select same location but specify new Custodian.
• To change Asset Location but same Custodian, select new location and select same custodian.
• You can also transfer assets in new location and new custodian by specifying on corresponding dropdown 

list 
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• All the dropdown have option to search or select from the list.
• Custodian and department could be searched by their IDs.
• A Movement Reason text box is provided for the user to specify the reason for Movement

Search by Custodian 
ID or Custodian 
name

Search by Department 
ID or Department 
name

Receiver location 
details can be 

selected from here

Enter Movement 
reason



Asset Management Section

5. Assets Transfer Request
• After filling the required information, click the ‘Move’ button. This action will 

trigger an email notification to the receiver, prompting them to proceed with the 
approval process. 
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Click on Move button



Asset Management Section

6. Assets Transfer Request Success
• Upon a successful transfer request, a notification popup will appear, stating 

"Asset sent for Approval."
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Transfer request 
success message



Asset Management Section

7. Receiver - Assets Transfer Approval
• The receiver will be greeted with a marquee message displayed at the top of 

the home page. To access the asset transfer approval screen, click on the 
marquee message, which will redirect to the approval page. 
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Click on the message 
to navigate to 
Approval screen



Asset Management Section

7. Receiver - Assets Transfer Approval
• The approval screen will present a list of pending assets for transfer as 

shown below. 
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Assets pending for 
transfer approval



Asset Management Section

7. Receiver - Assets Transfer Approval
• Select the Asset you wish to approve or reject as part of Asset 

transfer
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Click on the asset that 
need to approve the 
transfer request



Asset Management Section

7. Receiver - Assets Transfer Approval
• In the case of a valid transfer request, the user should select ‘Approve’ option followed 

by clicking  the 'Approve' button located at the bottom of the page. Upon completion, 
the asset will be successfully transferred to the new custodian, and an email 
notification will be sent to both parties involved. 
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1. Select Approve 
option

2. Click on the 
‘Approve’ button to 
approve the transfer 
request



Asset Management Section

8.Receiver - Assets Transfer Approval Success
• Upon successful approval, an 'Approve Success!!' popup message will 

appear, confirming that the process has been completed. 
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Approve Success 
message on successful 
approval



Asset Management Section

9.Receiver - Assets Transfer Reject
• In case the request is invalid, the receiver should select reject option located at 

the bottom of the page. A 'Reject Reason' text box is provided for the user to 
specify the reason for rejection. Click on the Reject button to proceed. 
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1. Select Reject option
2. Enter the Reject 
reason (Optional)

3. Click on the Reject 
button for rejecting 
the approval



Asset Management Section

10. Receiver - Assets Transfer Reject Success
• Upon successful reject, a ‘Reject Success!!' popup message will appear, 

confirming that the process has been completed. 
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Reject Success 
message on successful 
rejection



Asset Management Section

Notes

• In case of multiple assets intend to transfer, receiver can approve 
partially as well as reject partially according to his/her decision.
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Thank you!
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