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Business Process Document

PS FIN Asset Management: Manager Self Service (MSS)- !

Viewing Department Assets

Procedure

Managers can view the department assets assigned to them and initiate a request to
transfer the assets to another department, location, and or custodian.

This process also allows for managers to approve transactions initiated by employees
before it is routed to Property Control. You can also transfer assets in these pages.

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.

This process will replace the paper process.

Personalize Content | Lavout

Menu

Search:

\ ®
[- My Favorites

[- Data Expansion Tools
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[ Customers

[- Partners

[+ Products

[+ Catalog Management
[- Promotions

[ Customer Contracts

> Orcder Management

[- Pricing Configuration

[ Customer Retumns

[ ltems

[ Cost Accounting

[+ Vendors

> Purchasing

[+ Inventory

[+ eProcurement

[+ Services Procurement
[+ Sourcing

[ Engineering

> Manufacturing Definitions
[ Production Control

[ Configuration Modeler
[ Product Configurations
1> 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

B 8B

! Iu E|M|M|Mbm|m

/1. Done, buk with errors on page.

Inkernet H100% -
v

Step | Action

1. Click the Manager Self- Service link.

[- Manager Self-Service|
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Step | Action

2. Click the Assets link.

3. Click the View Department Assets link.

[view Department Assets]

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

ustomize Page | 15,

— Apprave Asset Transfer
— Review Forecasted Time My Depanments
— Travel and Expense Center
- Supplier Contracts Peter Gold
[- Customers
[ Partners
[ Products
[> Catalog Management Click a Department link to view a list of department's assets.
[ Promotions
[+ Customer Contracts
> Order Management
[+ Pricing Configuration
[- Customer Returns

144000101
144000102

[ Items 144000102
[- Cost Accounting 144000104
[- Vendors -
[ Purchasing 122000102
> Inventory 144000106
[> eProcurement AMTHERZSOFT HUMAN RESQURCES 144000107
E ggs:léziisgwo:uremem Student Administration Uparade 144000108
> Engineering PANTHERSOFT CARRY FORWA 144000199
[> Manufacturing Definitions 144001109

> Production Control ) 144002199
[- Configuration Modeler E Soft Fi ol . a

© Product Configurations PantherSoft Financials - Carry 144003189
[+ 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 Receivable

[ Accounts Payable -

i Dene [T T T[] [pmtene i -

Step | Action

4. Click an entry in the Department column.

FANTHERSOFT SA
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W rentzseps

— Review Forecasted Time
— Travel and Expense Center
- Supplier Contracts

My Department's Assets

Home | Worklist | Mullichannel

Console | _Add to Favorites | Sian out

Mew Window | Customize Page | 15, =]

[- Customers Peter Gold —
- Partners PANTHERSOFT SA 144000101
[ Products
(- Catalog Management Click an Assetlink to view asset detail information.
(- Promations Click Transfer to review an Asset Transfer Approval request
[+ Customer Contracts
Pending
> Order Management
b B BT e Tag Number Custodian Approval  Transfer
Eﬁuﬁlﬂmef EEILTE 438000112543 Transfer
ems =
[+ Cost Accounting Cell Latitude D&10Intel ea7
> Vendors @Pe 4980007116878 Transter |
> Purchasing y 5|
o ge 185
[ Inventory z;;;m 2 185 498000117719 Transfer
[ eProcurement
[+ Services Procurement 495000118017 Transfer
(- Sourcing
e a 493000118910 Transter
[ Manufacturing Definitions M1210laptop —I
(- Production Control Dell XPE
> Configuration Modeler ) W1210iaptop..... 428000118911 _Transter |
> Product Configurations Dell 3PS
> Quality W12100aptop.. 498000118912 Transfer
> Demand Planning Latitude DA20Intel
- Inventory Policy Planning W 498000118176 Transfer
[ Supply Planning %‘ e
[- Grants Latitude DE20Intel
498000118177 Transfer
[ Program Management Eentium P _I
- Project Costing Dell Inspirion 640
[ Proposal Management laptopAs 495000119483 M
- Maintenance Management Dell Latitude DE20
[ Resource Management W 498000120926 Transfer
[ Lease Administration me a0
> Staffing et Latiude Loy 498000120698 Transfer
[ Travel and Expenses Educte 1002 —I
(> Travel Administration Dell Latitude
> Billing D830EQuote 100 498000120899 Transfer |
[- Accounts Receivable Dell Latitude .
P Accounts Payable | Ds20EQuote 100 428000120700 Transfer .|
[T T[] [cpmtene i -

Click the scrollbar.

To view all your assets for this department number, scroll down to the bottom
of the page.

You can view asset details or you can transfer an asset from this page.
Click the Transfer button.
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Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

w Window | Customize Page | iy %]

— Apprave Asset Transfer

— Review Forecasted Time

— Travel and Expense Center Asset Transfer Approval
- Supplier Contracts

> Customers Peter Gold

[ Partners 53 1® Core 2

© Products Latitude DE20 Intel® Core 2

(- Catalog Management Use this page to review vour employee’s assettransfer requests.

[+ Promotions You can edit the Activity Type section. When you finished, click Approve, Deny, or Hold
[+ Customer Contracts

> Order Management Asset Details

[+ Pricing Configuration

[ Customer Returns AssetID: 000000014611
[- ltems AssetTag Humber: 498000125304
(> Cost Accounting . 2CNMG
* Vendors Serial Number: 2CNMGH1
[ Purchasing Location: W10B 0125
[ Inventory Department: 144000101 PANTHERSOFT A
[ eProcurement Custodian:
[+ Services Procurement '
[Main Content]
[ Sourcing

- Engineering Activity Type

(> Manufacturing Definitions

Selectthe iate activity. For Transfer Asset ents ion in the i
e Select the apprcpflatk activity. For Transfer Asset, enter information in the Location

> Configuration Modeler =) Depariment, and Custedian fiekis as applicable.

[ Product Configurations  Transfer Asset .
(> Quality

e — Date of Transfer: (example: 1272112000

(> Inventory Policy Planning Location: | Q

> Supply Planning

[ Grants Department: Q

(- Program Management Custodian: Q
(- Project Costing I

- Proposal Management € Asset Lost or Stolen

[+ Maintenance Management Date Lostor Gl

(> Resource Management {example: 12/21/2000

> L Adi ot Stolen:
% 5?:;?.9 minstration ' Asset Not Assigned to Me
[- Travel and Expenses Date Reported: [ (example: 123172000

[- Travel Administration

=

[- Accounts Receivable j
- Accounts Payable - |
Done [T [T e mtenet 0k -

Step | Action

7. To transfer an asset, fill out the proper fields and click the submit button on the
bottom of the page.
Click the scrollbar.

8. To continue to view your Department's assets.
Click the Return to My Assets List link.

[Return to WMy Assets Lisd

Last changed on: 8/12/2009 7:50 AM Page 5




Business Process Document

PS FIN Asset Management: Manager Self Service (MSS)-

Viewing Department Assets

W rentzseps

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

Mew Window | Customize Page | 15, =]
— App Asset Transfer
B My Department's Assets
— Travel and Expense Center
- Supplier Contracts Peter Gold
[- Customers —
- Partners PANTHERSOFT S4 144000101
[ Products
(- Catalog Management Click an Assetlink to view asset detail information.
[+ Promotions Click Transfer to review an Asset Transfer Approval request
[+ Customer Contracts
Pending
> Order Management
© Pricing Configuration Taq Number Custodian Approval  Transfer
Eﬁuﬂﬂmer Returns 498000112543 Transfer
ems Hardware CS5-5
[+ Cost Accounting Cell Latitude D&10Intel ea7
e SPe 498000116878 Transfer
> Purchasing 5|
i ge 185
b T i, 498000117719 [ Transfer |
[ eProcurement
[+ Services Procurement fms conneclor: 495000118017 Transfer
(- Sourcing
e N 493000118910 Transfer
[ Manufacturing Definitions M1210laptop —I
(- Production Control Dell XPE
> Configuration Modeler ) W1210iaptop..... 428000118911 _Transter |
> Product Configurations Dell 3PS
> Quaity 11210030150, .. seBn0nTEnz Trenster |
> Demand Planning .
[ Inventory Policy Planning Latituds DAZ0nt] 498000118178 Transfer
> Supply Planning %_ TN
- Grants atitude DG20Inte!
498000118177 Transfer
[» Program Management Eentium P —I
[ Project Costing Dell Inspirion 540
> Proposal Management |antonAs 498000119483 ml
- Maintenance Management 60
- Resource Management 7?9” Lafitude DG20 498000120926 Transfer
[- Lease Administration m D33l
- Staffing Lell Latitude D220 498000120698 Transfer
[> Travel and Expenses Educte 1002
(> Travel Administration Dell Latitude
> Billing DB30EQuoate 100 CENSTTATER Transfer |
[ Accounts Receivable Dell Latitude .
pLEs SIS ~| DE30ECuste 100 498000120700 Transfer :
Dore [T T[] [cpmtene i -

[ Home

Click the Home link.

10.

Congratulations. You have successfully viewed your Department's Assets.
End of Procedure.
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