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Purpose 

The NU Self-Service Transfer of Ownership Form is used to change the ownership of an order 

from one user to another user.   

This can be used when the owner of an order has changed departments or left the University.   

Procedure 

Click on Procurement & Payment Forms in Guided Buying.  

 

Click NU Self-Service Transfer of Ownership. 

 

Search for From User by clicking the dropdown arrow and enter the last name of the current 

owner. Click  for more details. 
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Once the owner’s name is located, click Select. 

 

Click the dropdown arrow and select a Reason For Transfer. 

 

Enter a reason for the change in Additional Comments. Note: additional comments are only 

required when selecting Other. 
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Search for To User by clicking the dropdown arrow and enter the last name of the new owner. 

Click  for more details if needed. Select the new user. 

 

Click the Approval Type dropdown and select All.  

 

  



NU Self-Service Transfer of Ownership Form 
Updated February 27, 2026 

Copyright © University of Nebraska Board of Regents 

4 

From the Date Range dropdown, select All. 

 

Enter the PR Number of the Order to be changed and click Apply. 

 

When the PR number appears, select the box and click Submit. 
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When complete, click Done.  

 

When completed, the new owner will receive an email to approve. Ownership will not change 

until the new owner approves the change. 

 


