Delivery Services
Quick How To



For weeded books and anything WITHOUT an asset tag

Go to Staff and select CCSDAS

Login using current Credentials.

Select General Request>> Delivery Services>>Create

Complete Drop-Down Information. You will use General Pick Up for Weeded Books. Transfer to send something to
another school building

Complete information and Submit

You can print the Delivery Services Review to attach to the item. Be sure to use pulp labels available to print on the
CCS Library Services website under Forms.

e You will receive notification when a driver as been assigned to pick up your items.
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For everything WITH an asset tag

Start with this link:

https://columbusk12oh.sharepoint.com/sites/Purchasing/SitePages/Delivery-Services.aspx
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It will take
v you here.

Delivery Services Work Request.ur]

HDC Warehouse's Fixed Asset Procedures.url

HDC Warehouse's Record Retention Information

HDC Warehouse's Shred Information

Staff Packing Training.mov
Staff Transfer Instructions -- Delivery Services -- 240410.pdf

Staff Transfer - Box Label Template.docx

Building Renovation Packing Info.pdf
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Instructions for Successfully Completing the AQ Fixed Asset Pickup Form

Start by selecting the appropriately sized pickup request form. You
have six different forms to choose from:
Maximum # of 17, 45, 100, 297, 521, or 997 assets

To download a copy to your Desktop;
Select the circle before the file you want, then select |, Download from
the ribbon above, and then select your desktop as the save to location.

The Requestor, Building, Email Address, Asset Number(s), and Working
Condition fields are MANDATORY.
If the working condition is unknown, mark the asset as "No".

It is strongly recommended that you enter the Serial Number for any
asset tagged item that has one.
By doing so, you are giving the Fixed Asset Department a second
opportunity to properly account for your assets in cases where tags
have changed, removed, or damaged.

Once complete, save as a .xIsm (macro enabled workbook) file to your
desktop and then email that file to
FIXEDASSETPICKUP@COLUMBUS.K12.0H.US . Please allow up to ten
business days for Delivery Services to pick up your assets.

Upon the receiving process at HDC the requestor, if they entered their

email address, will receive an email as to the status of the receiving.
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Finishing up

Remember to save your work

Save as a .xIsm (PDF won’t work)

Email the .xIsm with all your information to
FIXEDASSETPICKUP@COLUMBUS.K12.0H.US

Include every bit of information you can!
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