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Designation of Equipment 
Representatives 



• Fixed Asset Workflow is an online process  
for equipment transactions. 
 

• It can only be initiated by designated 
Equipment Representatives. 
 

• Only ONE equipment representative per 
organization. 
 

• Financial Manager must designate an 
equipment representative for the 
Organization through the Finance Program 
Guide (bf.memphis.edu/spectrum/users). 

 

http://bf.memphis.edu/spectrum/users


Financial Manager selects “assign equipment reps” and login. 



Financial Manager will add the UUID in the appropriate blank and select “add”. 
The Financial Manager may designate him/herself as the equipment 
representative. 



The “action” will then indicate “pending” until it has been approved by 
Business & Finance Support Services.  This takes approximately 2 weeks. 



The list of current equipment representatives can also be viewed at 
http://bf.memphis.edu/spectrum/eqreps.php  

http://bf.memphis.edu/spectrum/eqreps.php


Questions? 
 

Workflow Instructions: 
http://bf.memphis.edu/spectrum/fahelp.php 

 
Fixed Asset Workflow Helpdesk:              
wf-fixedasset-admins@memphis.edu 

 

Accounting Office: 678-2271 
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