Edit Alerts for a Software Asset Purchase
1. Click the Software Licenses Quick Link
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2. Find the Software License record by using queries in the top left corner, the search bar at
the top left or scrolling through your list of assets, to know more about how to use the
advanced search, see the Advanced Search article

3. Open the record by double-clicking it
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4. Click on the Purchases Tab to show the purchase information about the software asset
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Edit License: Adobe Creative Cloud H g. zﬁ g«éﬂ
(+] Update the information for the license Adobe Creative Cloud. History =~ NewEmaill  Emalls

License | Purchases I Keys | Allocation Installations Compliance Details Description | Business | Related Licenses |@

3

Software: ‘Aduhe Creative Cloud ] ‘
Vendor: Adobe Systems, Inc. Version: | ‘
Edition: ‘ | Language: |English ; |
Software Type: ‘Cmud : ‘ Environment: | ; |
Contact. ‘l Catherine Dewey £ ‘ srans | Inactive "
Serial Number: ‘ 820-028-019-007 | Contract Number: | ‘
Licensing Model. ‘ Per User : ‘

No. Licenses: ‘ 0 |

* This color indicates a required field H || OK ‘ | Close




5. Select a Related purchase again need to capitalize both or neither “Select the purchase
you need to edit the alert for?”
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Edit License: Adobe Creative Cloud H @ ;?’Eﬂ X b
L
?)J Update the information for the license Adobe Creative Cloud. =) LT usls ]
| License | Purchases | Keys | Allocation Installations | Compliance Details Description Business | Related Licenses |@ B
«
Ne. Licenses: ‘ 300 |
Related Purchases:
Start Date End Date Type Quantity Cost Status PO Number Purchase Date
Add... i
8/6/2020 New License 300 $0.00 Active [ Received
2/3/2016 2/3/2017 Subscription 18 $ 8,982.00 Inactive 84556 2/3/2016 |
2/3/2017 2/3/2018 Subscription 23 $13,777.00  Inactive 5678 2/3/2017 View Purchase...
7/2/2018 7/2/2019 Subscription 25 $ 14,975.00 Inactive 2207 7/2/2018
View Line Item...
Edit Alerts...
Costs QuerTime ... Average Costs per Un|
$ 37,734.00 Total cost over time $ 0.00 Average Total Cost Per Unit Remove
$ 37,734.00 Licenses costs over time $ 0.00 Average License Cost Per Unit
$ 0.00 Maintenance casts over time $ 0.00 Average Maintenance Cost Per Unit
$ 0.00 services costs over time
-
* This color indicates a required field Back || Next || OK H Apply || Close




6. Click on Edit Alerts. This will open another window where you will be able to edit alerts
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Edit License: Adobe Creative Cloud H &2
@  Update the information for the license Adobe Creative Cloud. AL NG ETEE] EoEE
| License | Purchases | Keys | Allocation Installations | Compliance Details Description Business | Related Licenses |@
No. Licenses: ‘ 200 |
Related Purchases:
Start Date End Date Type Quantity Cost Status PO Number Purchase Date
Add...
8/6/2020 New License 300 $0.00 Active [ Received
2/3/2017 2/3/2018 Subscription 3 $13,777.00 Inactive 5678 2/3/2017
7/2/2018 7/2/2019 Subscription 25 $14,975.00  Inactive 2207 7/2/2018 View Purchase...
View Line Item...
— Edit Alerts...
Costs Qver Time Average Costs per Unit
$ 28,752.00 Total cost over time $ 0.00 Average Total Cost Per Unit Remove
$ 28,752.00 Licenses costs over time $ 0.00 Average License Cost Per Unit
$ 0.00 Maintenance costs over time $ 0.00 Average Maintenance Cost Per Unit
$ 0.00 services costs over time
* This color indicates a required field Back || Next || 0K H Apply || Close

=




7. Fillin when you want to get an alert for this purchase and set the renewal date. Select
the appropriate days prior setting (you can select more than one) then fill in the
Stakeholders. In other words, who will receive the alert you want the alerts to go to
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his color indicates a required field OK Close



8. Click OK to save and close the alert settings

Edit License: Adobe Cre

Stakeholders:

No ‘ Yes
No L/- Yes
No L/- Yes
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History

<Supervisor of: Contact>

* This color indicates a required field OK

Close




9. Click OK again to save and close the changes to the software asset
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Edit License: Adobe Creative Cloud \@. @ g‘iﬁ

Updare the information for the license Adobe Creative Cloud. iRy i TS

E

License Purchases | Keys I Allocation I Installations I Compliance I Details l Description I Business I Related Licenses @ B
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No. Licenses: ‘330 |

Related Purchases:

Start Date | End Date Type ‘ Quantity | Cost Status PO Number Purchase Date
Add... i
8/6/2020 New License 300 $ 0.00 Active [ Received
2/3/2017 2/3/2018 Subscription kxS $13,777.00  Inactive 5678 2/3/2017 |
7/2/2018 7/2/2019 Subseription 25 $14,975.00  Inactive 2207 7/2/2018 View purchase...

View Line Item...

Edit Alerts...
$ 28,752.00 Total cost over time $ 0.00 Average Total Cost Per Unit Remove
$ 28,752.00 Licenses costs over time $ 0.00 Average License Cost Per Unit
$ 0.00 Maintenance costs over time $ 0.00 Average Maintenance Cost Per Unit

$ 0.00 Sservices costs over time

* This color indicates a required field Back | | Next | OK ‘ Apply | | Close




