
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.
● You will receive notification when a driver as been assigned to pick up your items.









For everything WITH an asset tag

Start with this link:

https://columbusk12oh.sharepoint.com/sites/Purchasing/SitePages/Delivery-Services.aspx

It will take 
you here.

←–

https://columbusk12oh.sharepoint.com/sites/Purchasing/SitePages/Delivery-Services.aspx












Finishing up

- Remember to save your work

- Save as a .xlsm (PDF won’t work)

- Email the .xlsm with all your information to 

FIXEDASSETPICKUP@COLUMBUS.K12.OH.US

- Include every bit of information you can!

mailto:FIXEDASSETPICKUP@COLUMBUS.K12.OH.US

