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1. Click on the Equipment menu in the upper left of the screen 
 

 

 

2. Search for the equipment record to be copied by using the search fields and clicking 
on the Search button. 

 
 

3. Use the scroll bar at the bottom of the search results field to scroll all the way to the 
right to see the Action column. 

 
 

Scroll to the Right 
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After the Copy button is clicked, a new Equipment Inventory Add/Edit window will 
appear. Assign a Control # and update the Serial # for the new piece of equipment, 
then save the record. 
 

 

Update 


