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Approving Asset Transfer

Procedure

In this topic you will be approving an Asset Transfer.

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.

Fersonalize Content | Lavout

Menu
search

®
[ My Favorites
- Data Expansion Tools
- Employee Self-Service
> Manager Self-Service
[ Supplier Contracts
[ Customers
[ Partners
- Products
- Catalog Management
- Promaotions
[- Customer Contracts
> Order Management
[ Pricing Configuration
(- Customer Returns
[ ltems
> Cost Accounting
- Wendors
[ Purchasing
[- Inventory
[ eProcurement
I Services Procurement
- Sourcing
- Engineering
> Manufacturing Definitions
(- Production Control
> Configuration Modeler
> Product Configurations
- Quality
> Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[ Grants
I Prograin Mahagement
[ Project Costing
- Proposal Management
- Maintenance Management
- Resource Management
(- Lease Administration
[+ Staffing
[ Travel and Expenses
[- Travel Administration
> Billing

=0 -§%]

Step | Action

1. Click the Manager Self- Service link.

Manager Self-Senvice|
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FIU

Menu

I Budgets
[» Procurement
[ Assets
- Review Forecasted Time
- d Expense Genter
(> 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
(- Program Management
(- Project Costing
(- Proposal Management
- Maintenance Management
- Resource Management
[ Lease Administration
[+ Staffing
> Travel and Expenses
(- Travel Administration
> Billing
(- Accounts Recefvable

[ Accounts Payable

Manager Self-Service

] iew Forecasted Time

hange status, or print or revisw forecasted
time

Procurement

Manage requisiions, receiveing and schedule
intervigws

B wanage Approvals

B Approve Change Requests

Travel and Expense Center

[=] Marager Travel and Expense Certer

Assets

Use the self-service manager role to manage a
department's assets

B vigw Departmert Assets

B tpprove Asset Transfer

Eciit "Mananer Self-Service" Folder

Budgets

Access Budgets.

B Budget Search

I hctify Preferences

Step

Action

Click the Approve Asset Transfer link.
Approve ezet Transfed
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W rentzseps

~ Bevlew Forecasted Time
= Trawel and Expense Center
(- Supplier Contracts
[- Customers
(- Partners
[ Products
(- Catalog Management
[ Promotions
(- Customer Contracts
> Order Management
(- Pricing Configuration
[- Customer Returns
[ tems
(- Cost Accounting
[ Wendors
[ Purchasing
- Inventory
[ eProcurement
(- Services Procurement
> Sourcing
(> Engineering
> Manufacturing Definitions
- Production Control
(> Configuration Modeler
[ Product Configurations
(> Quality
(- Demand Planning
(- Inventory Policy Planning
- Supply Planning
[- Grants
> Program Management
[ Project Costing
(- Proposal Management
> Maintenance Management
- Resource Management
[ Lease Administration
(- Staffing
[ Travel and Expenses
[ Travel Administration
[ Billing
[ Accounts Recefvable
(- Accounts Payable
[ eSettlements

Approve Asset Transfer

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Mew Window | B

=]

Business Unit:

[==

FluoT [

begins with
Search Clea -

not=

«

2=

-

ez

Save Search Criteria

Step | Action

3. Click the Asset Identification cell.

Select contains from the table menu.
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Mew Window | B

=]

Approve Asset Transfer

~ Review Farecasted Time - .
— Travel and Expense Center Enter any information you have and click Search. Leave fields blank for a listof all values

(- Supplier Contracts

- Customers Find an Existing Value

(- Partners

[ Products . .

. Catalog Management Business unit: = - Flum Q
> Promotions Asset Idemiﬁcaﬁun:ﬁ contains ﬂ |

o CustomerContracts | | RERmAns

> Order Management
[> Pricing Configuration Search Clear |Basic Search [=] Save Search Criteria
[- Customer Returns —I _I
[ tems

(- Cost Accounting

[ Wendors

[ Purchasing

- Inventory

[ eProcurement

(- Services Procurement

> Sourcing

(> Engineering

> Manufacturing Definitions
- Production Control

(> Configuration Modeler

[ Product Configurations

(> Quality

(- Demand Planning

(- Inventory Policy Planning
- Supply Planning

[- Grants

> Program Management

[ Project Costing

(- Proposal Management

> Maintenance Management
- Resource Management

[ Lease Administration

(- Staffing

[ Travel and Expenses

[ Travel Administration

[ Billing

[ Accounts Recefvable

(- Accounts Payable

[ eSettlements LI

Step | Action

4. If you know the Asset Identification number you can use this field.
If you do not know the Asset ID number, simply click search.
Enter the desired information into the begins with field. Enter "2219".

5. Click the Search button.

This will search for any existing Asset Transfer requests that contain the digits
2219.

6. Click the 000000002219 link.

Select the desired link to be brought to the Asset Transfer Approval page.
000000002214
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— Assets New Windaw | Customize Page | B 2]
- View Depament Assets "
~ Bevlew Forecasted Time
- Travel and Expense Center Asset Transfer Approval
(- Supplier Contracts
[ Customers Peter Gold
(- Partners
> Products Dell Latitude DE10 Intel Penti
(- Catalog Management Use this page to review your employee’s asset transfer requests
(- Promotions You can edit the Activity Tvpe section. When you finished, click Approve, Deny, or Hold
(- Customer Contracts
> Order Management Asset Details
[ Pricing Configuration .
e e Asset ID: 0000000022149
- tems Asset Tag Number: 482000113967
[- Cost Accounting Serial Number: 1477071
- Vendors —
- Purchasing Location: OFF CAMPUS-FACULTY /ISTAFF
(- Imzentory Department: 142000101 ADMINISTRATIVE COMPUTING
(- eProcurement Custodian: Pathy Panther
(- Services Procurement
> Sourcing Activity Type
(> Engineering
> Manufacturing Definitions Select the appropriste activity. For Transfer Asset, erter information in the Location,
(- Production Control Department, and Custodian fields as applicable
(> Configuration Modeler - &
[ Product Configurations Transfer Asset |
[ Quality Date of Transfer: [04/02/2009 [ (example; 120312000
(- Demand Planning .
[ Inventory Policy Planning Location: I"‘” 0C 0104 Q
Eguﬂ'l""v (FLTIT) Department: 143000101 X ADMINISTRATIVE COMPUTING
rants
(> Program Management Custodian: |Pamher, Pathy Q
[ Project Costing el
(- Proposal Management Asset Lost or Stolen
[> Maintenance Management Date Lost or el (Escample: 12/31/2000)
> Resource Management Stolen:
[> Lease Administration © asset Not Assigned to Me
(- Staffing .
b T TS Date Reported: [Hl (example: 12/3172000)
- Travl Adminisiraion
[ Billing = Sold
> Accounts Recefvable eter Gold requested to have azset transferred hefore May 31, 2009,
(- Accounts Payable
[ eSettlements LI -

Step | Action

7. Click the Vertical scrollbar.

Move the scroll bar down.

8. Click the Approve button.
Apprave
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~ Bevlew Forecasted Time

Asset Transfer Approval

= Trawel and Expense Center
(- Supplier Contracts
[- Customers
(- Partners
[ Products
(- Catalog Management
[ Promotions
(- Customer Contracts
> Order Management
(- Pricing Configuration
[- Customer Returns
[ tems
(- Cost Accounting
[ Wendors
[ Purchasing
- Inventory
[ eProcurement
(- Services Procurement
> Sourcing
(> Engineering
> Manufacturing Definitions
- Production Control
(> Configuration Modeler
[ Product C i

Submit Confirmation

“ The Submit was successful

Approval Process
Raole Name Status

Originatar Pathy Panther Pending

Approver 1 Peter Gold Approved

QK

(> Quality
(- Demand Planning

(- Inventory Policy Planning
- Supply Planning

(- Grants

> Program

AReturn to Search | Elwatity |

[ Project Costing

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

(- Staffing

[ Travel and Expenses

[ Travel Administration

[ Billing

[ Accounts Recefvable

(- Accounts Payable

- eSettlements ~|4] |

n
Submit Date

04i01/2003

04/02/2009

Mew Window | Custorize Page | B

=]

Comments
Peter Gold
reguested to have
assettransfered
before May 31,
2008,

Peter Gold
requested to have
asget fransfered
before May 31,
2008

Step | Action

9. Click the OK button.

Notice how the Approval Process has one more entry showing the approver
with an updated Status and Submit Date.
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— Assets New Windaw | Customize Page | B 2]
- View Depament Assets "
~ Bevlew Forecasted Time
- Travel and Expense Center Asset Transfer Approval
(- Supplier Contracts
[ Customers Peter Gold
(- Partners
> Products Dell Latitude DE10 Intel Penti
(- Catalog Management Use this page to review your employee’s asset transfer requests
(- Promotions You can edit the Activity Tvpe section. When you finished, click Approve, Deny, or Hold
(- Customer Contracts
> Order Management Asset Details
[ Pricing Configuration .
e e Asset ID: 0000000022149
- tems Asset Tag Number: 482000113967
[- Cost Accounting Serial Number: 1477071
- Vendors —
- Purchasing Location: OFF CAMPUS-FACULTY /ISTAFF
(- Imzentory Department: 142000101 ADMINISTRATIVE COMPUTING
(- eProcurement Custodian: Pathy Panther
(- Services Procurement
> Sourcing Activity Type
(> Engineering
> Manufacturing Definitions Select the appropriste activity. For Transfer Asset, erter information in the Location,
(- Production Control Department, and Custodian fields as applicable
(> Configuration Modeler - & oo
[ Product Configurations Transfer Asset
[ Quality Date of Transfer: [04/02/2009 [ (example; 120312000
(- Demand Planning .
[ Inventory Policy Planning Location: I"‘” 0C 0104 Q
Eguﬂ'l""v (FLTIT) Department: 143000101 X ADMINISTRATIVE COMPUTING
rants
(> Program Management Custodian: |Panlher‘ Paity Q
[ Project Costing el
(- Proposal Management Asset Lost or Stolen
[> Maintenance Management Date Lost or el (Escample: 12/31/2000)
> Resource Management Stolen:
[> Lease Administration © asset Not Assigned to Me
(- Staffing .
b T TS Date Reported: [Hl (example: 12/3172000)
- Travl Adminisiraion
[ Billing = Sold
> Accounts Recefvable eter Gold requested to have asset fransferred hefore May 31, 2009
(- Accounts Payable
[ eSettlements LI -

Step | Action

10. Click the Home link.

11. | Congratulations. You have successfully approved an Asset Transfer.
End of Procedure.
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