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How to Add an Asset Tag number in Buy-to-Pay 

 When a Cart has been created, you’ll Proceed to Checkout 
 During the Final Review (bottom check mark in your left navigation), you’ll add the Asset Tag for any Capital 

Equipment/Fabrication 
 Under the Lines Section (bottom section), you can click the second “Edit” button under Product Description to add an 

Asset Tag number (as shown below). A popup will appear and you’ll be able to Save the Asset Tag: 


