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Business Process Document

PS FIN Asset Management: Employee Self Service (ESS)- !

Reporting Lost or Stolen

Procedure

Loss or Stolen:
-Notify the University’s Public Safety Office or the appropriate law enforcement agency.

-The custodian will send a memo of the theft and a copy of the police report to the

accountable Manager of this property.

-Once you have completed the actions above, then your Manager can approve the

action in PantherSoft.

-The Manager will report the loss to Property Control, along with the copy of the police
report, including the statement of the person claiming the loss. The manager will also

complete the Report of Survey (ROS).

ROS form found: http://finance.fiu.edu/controller/Docs/Report_Of Survey
_Form.doc

! Iu E|M|M|Mbm|m

Personalize Content | Lavout

Menu

Search:

®
[- My Favorites
[+ Student Administration
I Data Expansion Tools
[~ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[ Customers
[- Partners
[+ Products
[+ Catalog Management
[ Promotions
[> Customer Contracts
[- Order Management
[- Pricing Configuration
[ Customer Retumns
[ ltems
[ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[+ eProcurement
[- Services Procurement
- Sourcing
[ Engineering
[> Manufacturing Definitions
[ Production Control
[ Configuration Modeler
I 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

28 B8

Help

i Ervor on page.

Inkernet H100% -
v

Step

Action

Click the Employee Self- Service link.

[- Employee Self-Service|
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Step

Action

Click the Assets link.

Flu Home | Workist | MutiChannel Console | Add to Favories | _Sign aut

B 1ain Menu > Emplovee Seif-Service >

— View/Transfer Assets

I Travel and Expenses Assets
— 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 j

Use the self-service employes role to manage assets

ViewiTransfer Assets
Review assigned assets and submit transfer reguesis

Edit "Assets” Folder

[

& miernet

00w -

Step

Action

ViewTransfer Ass ets|

Click the View/Transfer Assets link.
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W rentzseps

— View/Transfer Assets
[ 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

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.

PANTHERSOFT FINANCIALS

> tems ERIET 498000112395 PANTHERSOFT FINANCIALS
[- Cost Accounting 5100TH
- Vendors the way the
> Purchasing 493000112581 PANTHERSOFT FINANCIALS
(> Inventory
(> eProcurement
- Services Procurement 498000112562 PANTHERSOFT FINANCIALS
(> Sourcing T

LEE
> Engineering orint by HANey 4 q50011425g3 PANTHERSOFT FINANCIALS

> Manufacturing Definitions

Zipkin FIU200

(- 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 | Worklist | MulliChannel Console | Add to Favorites | _Sian out

Mew Window | Help | Customize Page | 15

50150 L

Status

Pending  Transfer|
_ Transfer,

_ Transfer,

_ Transfer,
_ Transfer!

i Done

T @ ternet

0% -

Action

Click the Transfer button.
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> 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 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

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

New Window | Hslp | Customize Pace | 5 =]

Asset Transfer Request

Patty Panther
318770 LASERJET 5100TN
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: 000000000002

Asset Tag Humber: 498000112395

Serial Number:

Location: PC 0515

Department: 144000102 PANTHERZOFT FINANCIALS
Custodian: Patty Panther

Activity Type

Select the appropriate activity. For Transfer Assef

enter 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 | =

bBiing = =l

Done [T [T € mtenet e -
Step | Action

Click the Asset Lost or Stolen option.

| " Asset Lost or Stolen|

Enter the desired information into the Date Lost or Stolen field. Enter
"04/15/2009".

Click the scrollbar.

Enter the desired information into the Comments field. Enter "Laser printer
stolen from my car at BBC while teaching. Police report filed an".

Click the Send Email to Approval Manager option.

| [ send Email to Approval F.ﬂanager{

10.

Click the Submit button.
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Home | Worklist | MultiChannel Console | Add to Favorites | _Sian out

s New Window | Help | Customize Page | 15

— View/Transfer Assets

[ Travel and Expenses
— Dpen Resource Requests Asset Transfer Request

— Employee Project Center A N
_ Staffing Apply Online Submit Confirmation
— Travel and Expense Center
[- Manager Self-Service
i Supplier Contracts V' e Submit was successtul
[ Customers
[ Partners
[+ Products
[- Catalog Management Approval Process Customize | Fin
> Promotions > T
> Customer Contracts Role Name Status Submit Date Comments
[ Order Management Patty Laser printer stalen fram my car at BBC while
[» Pricing Configuration Originator Panther Pending  04/15/2009  teaching. Folice reportfiled and copy submitted to
[- Customer Returns supenvisor Mr. Peter Gold.
[ Items
[ Cost Accounting -OK
[ 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 -4

i

bone ) [ L] |cmenes

00 -

Step

Action

11.

Click the OK button.
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Home | _Workiist | MuliChannel Console | _Add o Favorites | _Sian out

s New Window | Help | Customize Page | 15

[ Travel and Expenses
— Open Resource Requesis My Assets
— Employee Project Center
— Staffing Apply Online Patty Panther
— Travel and Expense Center

[- Manager Self-Service

(- Supplier Contracts Click an Asset link to view asset detail information.

[ Customers Click the Status link to view Approval Status or click Transfer to submit a Transfer Request.

[ Partners

[+ Products

[+ Catalog Management

(- Promotions

> Customer Contracts 282,

[> Order Management POWERBOOK 498000112415 FPANTHERSOFT FINANCIALS Pending  Transfer

[+ Pricing Configuration

[- Customer Returns

[ Items

[- Cost Accounting

[ Vendors

ize | Find | View All| st 1505 ¥ Last

Tag Number

498000112395 PANTHERSOFT FINANCIALS Pending  Transfer

the way the

- Purchasing men dance” 498000112581 PANTHERSOFT FINANCIALS _ Transfer
(> Inventory FIU20

- eProcurement _
[+ Services Procurement 954
[+ Sourcing FIU2003.54
[ Engineeri print by Harvey
DMr;gnu‘lﬂr.lﬁng Definitions Zipkin FIU200 498000112582 PANTHERSOFT FINANCIALS _ MI
(- 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 -

Dore [T T [emtene i -

498000112582 PANTHERSOFT FINANCIALS Transfer,

Step

Action

12.

Click the Home link.
| Home|

13.

Congratulations. You have successfully completed reporting your lost or stolen
asset.
End of Procedure.
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