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Purpose:  This manual provides instruction on changing the property bin of an item within 

eAICS.  
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Definitions: 

None 

Section 1: Changing Property Bin  

a. Changing bin location without changing the property status: 

i. Select the new bin location by completing the Bin field.  

ii. Complete Addition Info field only if it applies or the field can be left blank. 

iii. Click the Save button to save the journal entry and update the bin location. 

 

Following the above steps will change the bin location without changing the property status.  

 

IMPORTANT: All property items which have the following statuses: RELEASED, DESTROYED, SOLD, and 

RETAINED are no longer considered to be in possession therefore the user will not be able to complete a 

journal entry to change the bin location. 
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