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Surplusing an Asset

Procedure

In this topic you will be transferring an asset that was deemed surplused.

Any computer related equipment with data storage (Hard Drives) must be cleansed
before a transfer is completed.

IT Security will contact the department to schedule a time/date to have the data
storage cleansed. IT Security will either cleanse the asset on-site or take the asset
and return within 3 business days if located on UP campus or 5 business days if

location is off campus.

*If the asset was used off campus, update the bottom section of the Off campus form:

*Off Campus form: http://finance.fiu.edu/controller/Docs/offcampus.pdf

FIU

Personalize Content | Lavout

Menu

Search:

[ ®
- My Favorites

[ Student Administration
[ Data Expansion Tools
- Employee Self-Service
- Manager Self-Service
I Supplier Contracts

[- Customers

[- Partners

[+ Products

[+ Catalog Management
[- Promotions

[ Customer Contracts

> Order Management

[> Pricing Configuration

[ Customer Returns

[ ltems

- Cost Accounting

[ Vendors

I Purchasing

[ Inventory

[- eProcurement

[+ Services Procurement
[+ Sourcing

[+ Engineering

> Manufacturing Definitions
[- Production Control

> Configuration Modeler
[ Product Configurations
[ Quality

[- Demand Planning

I Inventory Policy Planning
[+ Supply Planning

[- Grants

[ Project Costing

> Proposal Management
> Maintenance Management
- Resource Management
[- Lease Administration
- Staffing

[ Travel and Expenses

[ Travel Administration

280

_Home | Workist | MuliChannel Console | _Add to Favoriles | Sian out

Help

& Done

Internet H100% -
A

Step | Action
1. Click the Employee Self- Service link.
[- Employee Self-Service]
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rlu Home | _Workiist | MuliChannel Console | _Add o Favorites | _Sian out

> Service Request

I Procurement Employee Self-Service Edit "Employee Self-Service” Folder
[ Assets

I> Travel and Expenses

— Open Resource Requests Open Resource Requests Employee Project Center E Staffing Apply Online

— Emplovee Project Center Open Resource Requests I’;Lccsaa the key arsas for entering and Staffing Apply Online

— Staffing Apply Online viewing project team member information
— Travel and Expense Center
> Manager Self-Service
(- Supplier Contracts Travel and Expense Center Service Request Procurement
[ Customers g Employee Travel and Expense Center Add or manage self-service Service Requesis uisitions, receiveing and schedule
[ Partners
[ Products
(- Catalog Management
[ Promotions
[- Customer Contracts
> Order Management
[+ Pricing Configuration
[- Customer Returns

pense reports, casn
advan or travel authorizations

[- ltems

[> Cost Accounting By Walist
[- Vendors

> Purchasing

(> Inventory ]

[ eProcurement

[+ Services Procurement

(- Sourcing

- Engineering

(> Manufacturing Definitions
[- Production Control

> Configuration Modeler

> Product Configurations

[ Quality

> Demand Planning

[+ Inventory Policy Planning
> Supply Planning

[ Grants

(- Project Costing

(- Proposal Management

[ Maintenance Management
- Resource Management

[- Lease Administration

[+ Staffing

[ Travel and Expenses j

i Done [ [T € nternet e -

Step | Action

2. Click the Assets link.

3. Click the View/Transfer Assets link.

4, Click the View/Transfer Assets link.
ViewlTransfer Assets
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[ Travel and Expenses
— Open Resource Requesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
[- Manager Self-Service
(- Supplier Contracts
[ Customers
[ Partners
[+ Products
[+ Catalog Management
(- Promotions
[- Customer Contracts
> Order Management
[+ Pricing Configuration
[- Customer Returns
[ Items
[- Cost Accounting
[ Vendors
(- Purchasing
(> Inventory
[- eProcurement
[+ Services Procurement
(> Sourcing ]
> Engineering
> Manufacturing Definitions
(- Production Control
(> Configuration Modeler
- Product Configurations
(> Quality
(- Demand Planning
(> Inventory Policy Planning
(- Supply Planning
[ Grants
[ Project Costing
> Proposal Management
[+ Maintenance Management
> Resource Management
[- Lease Administration
[+ Staffing
(- Travel and Expenses
[ Travel Administration
> Billing -

My Assets

Fatvy Panther

Click an Assetlink to view asset detail information
Click the Status link to view Approval Status or click Transfer to submit a Transfer Request

Tag Number
498000112415

318770 LASERJET

23958
21007 498000112385

the way the men
20

498000112581

498000112582

print by Harvey Zipkin
FIU200 498000112583

Department

PANTHERSOFT FINANCIALS

PANTHERSOFT FINANCIALS

PANTHERSOFT FINANCIALS

PANTHERSOFT FINANCIALS

PANTHERSOFT FINANCIALS

Home | _Workiist | MuliChannel Console | _Add o Favorites | _Sian out

Status

Pending

Approved

Mew Window | Help | Customize Page | 15

Transfer

i Done, buk with errors on page.

[

| tnternet

0% -

Action

Click the Transfer button.
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[ Travel and Expenses

— Open Resource Requests
— Employee Project Center
— Staffing Apply Online

— Travel and Expense Center

[- Manager Self-Service
(- Supplier Contracts

[ Customers

[ Partners

[+ Products

[+ Catalog Management

(- Promotions

[- Customer Contracts

> Order Management

[+ Pricing Configuration

[- Customer Returns

[ Items

[- Cost Accounting

[ Vendors

(- Purchasing

(> Inventory

[- eProcurement

[+ Services Procurement
[+ Sourcing

> Engineering

> Manufacturing Definitions
(- Production Control

(> Configuration Modeler
- Product Configurations
(> Quality

(- Demand Planning

(> Inventory Policy Planning
(- Supply Planning

[ Grants

[ Project Costing

> Proposal Management
[+ Maintenance Management
> Resource Management
[- Lease Administration
[+ Staffing

(- Travel and Expenses

New Window | Hslp | Customize Pace | 5 =]

Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

Asset Transfer Request
Fatvy Panther
eswde” 1964 FIU2003.54

Use this page to indicate if an assetis lost, stolen, or not managed by you. Complete the Activity
Type section and click Submit. The Transfer Request will be sent to your manager for review

Asset Details

AssetID: 000000000008
AssetTag Humber: 498000112582
Serial Number:

Location: ART MUSEUM STORAGE/OFFSITE
Department: 144000102 PANTHERZOFT FINANCIALS
Custodian: Patty Panther

Activity Type

Select the appropriate activity. For Transfer Asset, snter information in the Location
Department, and Custodian fields as applicable
 Transfer Asset

Date of Transfer:

Location: | Q
a

Custodian: | xQ

" Asset Lost or Stolen

Date Lost or [&
Stolen:
" Asset Hot Assigned to Me

(example: 12/31/2000

Department:

(example: 12/31/2000)

Date Reported: [ (example: 12/31/2000)

[> Travel Administration =
_D ?\IHDQ j -
Done [T [T € mtenet e -

Step

Action

Click the Transfer Asset option.

" Transfer Asset

Enter the desired information into the Date of Transfer field. Enter
"04/21/2009".

Click the Look up Location (Alt+5) button.

Use O0W070100 1 for all assets to be surplused.

Enter the desired information into the begins with field. Enter "OW070100 1".

10.

Click the Look Up button.

11.

OWO70100 1

Click an entry in the Location Code column.

12.

Click the Look up Department (Alt+5) button.

13.

You can use a partial department number to look up Surplus Warehouse.

Enter the desired information into the begins with field. Enter "111100110".

14.

Click the Look Up button.
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Step

Action

15.

111100110,

Click an entry in the Department column.

16.

Click in the Comments field.

17.

damage".

Enter the desired information into the Comments field. Enter "Surplus: water

18.

Click the Send Email to Approval Manager option.
||- Send Email to Approval r‘.’lanageri

19.

Click the Submit button.

> Travel and Expenses
— Dpen Resource Reguesis

Asset Transfer Request

Home | Worldist | MuliiChannel Console | _Add to Favorites | Sian out

Mew Window | Helo | Customize Pag Saved

— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
- Supplier Contracts
[- Customers
[ Partners
[ Products
(- Catalog Management
[ Promotions
[- Customer Contracts
> Order Management
[+ Pricing Configuration
[- Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
(> Inventory
[ eProcurement
[+ Services Procurement
(- Sourcing
- Engineering
[~ Manufacturing Definitions
(- Production Control
> Configuration Modeler
> Product Configurations
[+ Quality
> Demand Planning
[+ Inventory Policy Planning
> Supply Planning
[ Grants
(- Project Costing
(- Proposal Management
[ Maintenance Management
- Resource Management
[- Lease Administration
[+ Staffing
[ Travel and Expenses
[- Travel Administration

L P

Submit Confirmation

“ The Submit was successful.

Approval Process
Role Name

originatar Partty Panther

Customize | Find | 8 First (] 4 or4 ] Last
Submit Date Comments

04/22/2009

Surplus: water
damaage

»

Done

Internet 0% -
Y

Step

Action

20.

Click the OK button.
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[ Travel and Expenses
— Open Resource Requesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
[- Manager Self-Service
(- Supplier Contracts
[ Customers
[ Partners
[+ Products
[+ Catalog Management
(- Promotions
[- Customer Contracts
> Order Management
[+ Pricing Configuration
[- Customer Returns
[ Items
[- Cost Accounting
[ Vendors
(- Purchasing
(> Inventory
[- eProcurement
[+ Services Procurement
(> Sourcing —
> Engineering
> Manufacturing Definitions
(- Production Control
(> Configuration Modeler
- Product Configurations
(> Quality
(- Demand Planning
(> Inventory Policy Planning
(- Supply Planning
[ Grants
[ Project Costing
> Proposal Management
[+ Maintenance Management
> Resource Management
[- Lease Administration
[+ Staffing
(- Travel and Expenses
[ Travel Administration
> Billing -

Home | _Workiist | MuliChannel Console | _Add o Favorites | _Sian out

Mew Window | Help | Customize Page | 15

My Assets

Patty Panther

Click an Assetlink to view asset detail information
Click the Status link to view Approval Status or click Transfer to submit a Transfer Request.

Tag Number

POWERBOOK 498000112415 FPANTHERSOFT FINANCIALS Pending  Transfer

SERJET 498000112395 PANTHERSOFT FINANCIALS Approved  Transfer

way the
men dance 498000112581 PANTHERSOFT FINANCIALS - Transfer
Fluzo

498000112582 PANTHERSOFT FINANCIALS Pending  Transfer

print by Harvey
Zipkin FIU200 498000112582 PANTHERSOFT FINANCIALS - Transfer,

Done

[T T [emtene ES

Step

Action

21.

[ Home

Click the Home link.

22.

surplused.

End of Procedure.

Congratulations. You have successfully completed requesting an asset to be

Last changed on: 8/12/2009 7:49 AM

Page 7




	Department
	Responsibility/Role
	File Name
	Version
	Document Generation Date
	Date Modified
	Last Changed by
	Status
	Employee Self Service (ESS)- Surplusing an Asset
	Required Field(s)
	Comments
	Output - Results
	Comments
	Additional Information
	 Procedure
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action




