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PURPOSE AND DESCRIPTION

Purpose

This document explains the process involved in manually scanning an asset record without
scanning a barcode.
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ACTIVITY 1: MANUALLY SCAN ASSET RECORD WITHOUT SCANNING A BARCODE

Step Description

1.

Navigate to Finance/Supply Chain>Asset Tracking>Physical Inventory

Enter the PIID
Select the Done button

< Asset Tracking Physical Inventory aQ

PIID [PI2021ID xQ

PIName IDPI2021

]

Business Unit 1D
Scan Location Q
Scan Area D Q

Select the three dots on the top righthand corner

Physical Inventory
Al Scanned  Remal PIName 1D P12021
2 @ ©
& Business Unit 1D
viewsy (_Tog () Scan Location
Locati
L Scan Area ID
200us P —
scanBy ( Tag
w P—
Duplicate Scan ID Default () No )
M00-008966A
2021 CHEVROLET VAN Scan Value ||
SerallD >

Locaton 100000001
© scamed On 061021 463500

M00-008718A

2021 CHEVROLET COLORADO

SerdlD 1GCOTSENOM 14514 )
Locaton 00000300

© sumed n 0217450500

Select Find Asset

Physical Inventory

Al Scanned  Remai
@ @ © Select a Physical Inventory
ViewBy (_ Tag () Find Asset
Location < -
Scan Area ID
Notfy
2rous e
ScanBy (__Tag [ ) ‘Addto Favories
N -
Duplicate Scan ID Default () No ) iy Prefences
M00-008966A
2021 CHEVROLET VAN Scan Value -
seralID > elp
Location 1000000001

© Scannec 0n 061021 74535800

M00-008718A

2021 CHEVROLET COLORADO

SrD 1GCGTBENOU 34514 >
Location 00000200

© scamed 0n 061021 745050

Input the Unit ID
Select the Search button

< Physical Inventory Physical Inventory

v Search Criteria Search for an asset

v Search Results

inferms
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inferms

Select the Asset ID of the asset to inventory

< Physical Inventory

» Search Criteria

v Search Results
6607 rows

M0-008718A S
2021 CHEVROLET COLORADO

AsstID 000000000001

SerialID. 1GCGTBENOM1 134514 >
Mig Name CHEVROLET

© Scamned 0102021 745 0881

M00-008966A

2021 CHEVROLET VAN

AssetID 000000000002

Serial|D 1GCZGGFTOM1145464 >
Mig Name CHEVROLET

© scamea 10201 7463580

M00-009339A

2020 DODGE SPORT UTILITY
AssetID 000000000003

Seral D 1C4RDIFGALCA2T11
Mig Name DODGE

M00-009342A
2020 DODGE SPORT UTILITY.

Mig Name
Motkel

M00-009694A

2021 FORD EXPLORER
AssetiD 000000000005
Serial D FUSKEAWSMNAGETOT
Mig Name FORD

Motkel

M00-009016A v

Physical Inventory

Search for an asset

]|

Select the Confirm Manual Scan button

< Physical Inventory

» Search Criteria
v Search Results

M00-008748A

2021 CHEVROLET COLORADO
AssetID 000000000001

Serial D 1GCGTRENOM1 134514 >
Mig Name. CHEVROLET

© scamea 610201 7480580

M00-008966A

2021 CHEVROLET VAN

AssetD 000000000002

Serial D 1GCZGGFTM1145464 >
Mig Name. CHEVROLET

© scames 10201 7463580

M00-009339A

2020 DODGE SPORT UTILITY
AssetD 000000000003

Serial D 1C4RDIFGALOA2T 11
Mig Name DODGE

M00-009342A

2020 DODGE SPORT UTILITY
AssetID 000000000004

SeriallD

Mig Name

Mokl

M00-009694A

2021 FORD EXPLORER
AssetID 000000000005
Seral D FUSKEAWSMNAGSTOT
Mig Name FORD

Motkel

M00-003016A v

Physical Inventory
Confirm To PIID PI2021ID

PIName 1D PI2021

Unit 1D
AssetID 000000000004
Tag MOO-009342A
Serial ID
Description 2020 DODGE SPORT UTILITY
Asset Status. In Senvice
Location Code PD00000019
Location Fred Taylor Miami-Dade Police
ArealD
Area
Mig Name
Model
DeptID PDO3100100
Department FLEET TRANSPORTATION SUPPORT
Custodian Deptid
Custodian Department
Custodian
Empl 1D
1P Alias

IP Address

Repeat this procedure with each asset that lacks a barcode.




