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PURPOSE AND DESCRIPTION

Purpose

This document explains the process involved in a TRF Transfer
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inferms

ACTIVITY 1: TRF TRANSFER

‘ Step ‘ Action
Select the Finance / Supply Chain (FSCM) button.
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Select the Asset Tracking button.

Finance & Accounting

Supply Chain Operations

- .

Supplier Administration
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Finance / Supply Chain (FSCM)
Grants Management Customer Contracts
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Project Management
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Select the Asset Management button.

Asset Tracking

Asset Management WorkCenter Asset Management Physical Inventory Scan Asset
- " LU (T
Scan By Location Find Asset

* L .

Select My Asset Transactions.

< Asset Tracking Asset Management

New Window | Help | @

- My Asset Management o
~ Design Asset Management Definition
R Enter any informalion you have and click Search, Leave fields blank for a lis of all values
Unit
Find an Existing Value Add a New Value
Asset Calegories
 Search Criteria
Asset Profiles
Business Unit = ] a
Define Display Group

4 Accounting Entry Templates — .
. g Cloar | Basic search & Save Search Criteria

Define Spreadsheet Template m

% My Asset Integrations. v

Asset Transachions.

Asset Express Add

Find an Existing Value | Add a New Value

Asset Basic Information

Asset | eases

Asset Transfers

Asset Book Change
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Select Asset Transfers.

< Asset Tracking Asset Management y : =

. New Window | Help | &
[Z My AssetManagement Design ~ v*

Asset Basic Information

[ My Asset Transactions ~ Enter any information you have and click Search. Leave fields blank for a list of all values
Asset Express Add Find an Existing Value Keyword Search Add a New Value
Asset Basic Information ~Search Criteria
Asset Transfers Business Unit | = [v] | Q
Review Cost Asset identification | begins with[/]

Asset Disposal Worksheet Tag Number | begins with[v]
Copy Existing Asset m ParentID | begins with[w] a

% My Asset Processing v Description | begins with[v]

4% My Physical Inventory v Asset Type | = ~ =

=) My Reporting & Analysis v Asset Subtype | begins with ] Q

Ze) Asset Management WorkCenter Dinclude History []Correct History []Case Sensitive

“j Clear | Basic Search & Save Search Griteria

¥ Find an Existing Value | Keyword Search | Add a New Value

iavascrintnAction "ASSET SRCH BUSINFSS £100% v

Confirm the Business Unit.

L T T T i i I T I SRR T e R =

< Asset Tracking Asset Management

? My Asset Management Design v
Asset Cost Adjust/Transfers

["L My Asset Transactions (a3 Enter any information you have and dlick Search Leave fields blank for a list of all values
Asset Express Add Find an Existing Value |
Asset Basic Information ¥ Search Criteria
Asset Transfers Business Unit [pH x Q
Review Cost Asset Identification | begins with
Asset Disposal Worksheet Tag Number | begins with
Copy Existing Asset m ParentID | begins with Q
B My Asset Processing ~ Description | begins with
% My Physical Inventory ~ Asset Status | =

[include History []Case Sensitive
= My Reporting & Analysis v

4z Asset Management WorkCenter

Clear Basic Search EF Save Search Criteria
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Select Search.

< Asset Tracking Asset Management _ -, =

/3 New Window | Help | &
[ My Asset Management Design A

Asset Basic Information

[1 My Asset Transactions A Enter any information you have and click Search. Leave fields blank for a list of all values
Asset Express Add Find an Existing Value Keyword Search Add @ New Value
Asset Basic Information ~ Search Criteria
Asset Transfers. Business Unit | = [v] CA xQ
Review Cost Asset Identification | begins with[v]
Asset Disposal Worksheet Tag Number | begins with[v]
Copy Existing Asset m ParentID | begins with|v] Q
T My Asset Processing ~ Description | begins with|v/]
4 My Physical Inventory ~ Asset Type | = E >
=) My Reporting & Analysis v Asset Subtype | begins with ] Q

Dinclude History []Correct History []Case Sensitive
<) Asset Management WorkCenter

Clear | Basic Search & Save Search Griteria

¥ Find an Existing Value | Keyword Search | Add a New Value

0% -

Select the applicable Asset ID.

< Asset Tracking Asset Manageme!

Only the first 300 results can be displayed
? My Asset Management Design v

View All 1-100 of 300 Y
My Asset Transactions ~
Unit Asset i i Tag Number ParentID Description Asset Status
Assel Express Add CH 1CA-00000607 828644 {blank) | COMPUTER EQUIPM  In Service
Asset Basic Information cH 855175 {blank) | COMPUTER EQUIPM I Service
cH 1CA-00000609 847453 (blank) | COMPUTER EQUIPM  In Service
Asset Transfers
cH 1CA-00000610 828516 (blank) | COMPUTER EQUIPM  In Service
Review Cost CH 1CA-00000611 853636 {blank) | COMPUTER EQUIPM  In Service
Asset Disposal Worksheet CH 1CA-00000612 830141 (blank) | COMPUTER EQUIPM  In Service
cH 1CA-00000613 849416 {blank) | COMPUTER EQUIPM I Service
Copy Existing Asset
cH 1CA-00000614 849415 (blank) | COMPUTER EQUIPM  In Service
Y My A ErEesiy Y cH 1CA-00000615 849413 {blank) | COMPUTER EQUIPM  In Service
Yy P iy .« cH 1CA-00000625 844037 {blank) | COMPUTER EQUIPM I Service
cH 1CA-00000626 844032 (blank) | COMPUTER EQUIPM  In Service
(=4 My Reporting & Analysis v
cH 1CA-00000627 844041 {blank) | COMPUTER EQUIPM I Service
'z Asset Management WorkCenter CH 1CA-00000628 844036 (blank) | COMPUTER EQUIPM  In Service
cH 1CA-00000629 844040 (blank) | COMPUTER EQUIPM  In Service
cH 1CA-00000630 844042 {blank) | COMPUTER EQUIPM I Service
cH 1CA-00000631 844044 (blank) | COMPUTER EQUIPM  In Service
cH 1CA-00000632 844033 {blank) | COMPUTER EQUIPM I Service
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Transaction Date: Typically, this date represents the date the asset is
acquired. Depreciation is calculated from this date. (This date defaults to the
Acquisition Date.)

Accounting Date: The date the transaction will post to the general ledger.

Confirm the Transaction Date and Accounting Date.

< Asset Tracking Asset Management a Qe =

% My Asset Man L Ox New Wind Help | Personalize Pag ]
% set Management Design
= & Main Transaction
|"L My Asset Transactions. A~
Unit CH AssetID 1CA-00000808 COMPUTER EQUIPM Tag 855175 In Service
9 Asset Express Add
Main Transaction
Asset Basic Information == [ Copy Changes to Other Books
Transaction Date [04/02/2021  [:=:]
Asset Transfers Fopy to Other Books Options
Accounting Date 040212021 5]
Transfer Other Books by ~ Amount v
Review Cost
Transaction Code Q Adjust Other Books By ~ Amount v
Asset Disposal Worksheet
Include Convention ~ Exclude Convention v
Rate Type CRRNT Q
Copy Existing Asset
U My Asset Processing < Action | — Select Action v ot
43 My Physical Inventory v
My Reporting & Analysis > Save. Return to Search Previous in List Next in List Notify Update/Display Include History

{51 Asset Management WorkCenter

Miami-Dade County allow you to perform these actions on assets from the Main
Transaction page:

* Recategorize (RCT) changes an asset category or cost type.

 Transfer transfers (TRF) an asset within the same business unit.

Select the Action drop down and select Transfer.

< Asset Tracking Asset Management

R M Aacet M o New Window | Help | Personalize Page |
b ] set Management Design
i > Main Transaction

|"L My Asset Transactions. ~
Unit CH AssetID 1CA-D0000608 COMPUTER EQUIPM Tag 855175 In Service
Asset Express Add
Main Transaction
10_ Asset Basic Information M Copy Changes to Other Books:
Transaction Date 040172021 [i]
Asset Transfers Copy to Other Books Options
Accounting Date 04/01/2021
. Transfer Other Books by = Amount v
Review Cost
Transaction Code Q Adjust Other Books By =~ Amount ~|
Asset Disposal Worksheet
Include Convention = Exclude Convention ~|
Rate Type CRRNT Q@
Copy Existing Asset
% My Asset Processing v P
% My Physical Inventory v
") My Reporting & Analysis v Notify Update/Display Include History

{z1 Asset Management WorkCenter
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Select the GO! button.
< Asset Tracking Asset Management «_
New Window Help Personalize Page :
T My Asset Management Design
% My £ Main Transaction
"] My Asset Transactions. ~
Unit CH AssetiD 1CA-00000808 COMPUTER EQUIPM Tag 856175 In Service
Asset Express Add
Main Transaction
Asset Basic Information ¥ Copy Changes to Other Books
Transaction Date 04/01/2021 [i&
Asset Transfers Copy to Other Books Options
Accounting Dats | 04/01/2021
Transfer Other Books by | Amount v
Review Cost
Transaction Code Q Adjust Other Books By = Amount [~
Asset Disposal Worksheet
Include Convention | Exclude Convention v|
1 1 Rate Type CRRNT ~ Q
. Copy Existing Asset
7 My Asset Processing v Action co
Addition
- Adjustment
% My Physical Inventory > Fixed Price MarkUp
InterUnit Transfer
) My Reportng & Analyss S Recategorize Nextinlist | Nty Update/Display  Include History
Transfer
4] Assel Management WorkGenter
A% v
Select the Change Location link
< Asset Tracking Asset Management 3 =
= As Man: Desk New Window Help Personalize Page
sel Management Design
% My g Main Transaction || CostInformation
"] My Asset Transactions. ~
Unit  CH AssetiD 1CA-00000808 COMPUTER EQUIPM Tag 855175
Asset Express Add
Asset Basic Information Book Q | Tof2)v| Mooy
ST Book Name CAFR CAFR Reporting Book Base Currency  USD Convention  MDC Actual Month Depr Cnv-GASB  [v]
Review Cost » Cost History
Asset Disposal Worksheet Edit Cost Information
Copy Existing Asset m
Quantity Cost Salvage Catenorv Cost Tvoe Unit
% My Asset Processing v 1.0000 5500 0.00 MCEQP cH
. £ My Physical Inveniory . Chartfields
s Q 11 0f1)v] View All
") My Reporting & Analysis. v 5,500
Fund Dept Grant oject ChartField 1 ChartField 2 ChartField 3 Product
471 Asset Management WorkCenter
scoot Q| [CHO010101 Q| [NOGRANT Q a Q Q a Q
P
Adjust Current Row By wo T Apply
Comments (0) Attachments (0) hd
< >
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Input the new Location.

Change Asset Location

Location 4 tof1v]

13. e Lo

ArealD | Q

-

Input and confirm the ChartFields.

sset Tracking Asset Management w -
New Window | Help | Personalize Page | B o

(% My Asset Management Design -
B e | [
|1 My Asset Transactions ~
Unit  CH AssetiD 1CA-00000608 COMPUTER EQUIPM Tag 855175
Asset Express Add on
Asset Basic Informaticn Book Q1 4 4 lnﬂzfl LI (B
IS Book Name CAFR GAFR Reparting Book Base Cumency USD Convention ' MDC Actual Month Depr Cv-GASB [
Review Cost B2
o Edit Cost Information
14- Copy Existing Asset n
Quantity Cost Salvage Catenorv Cost Tuoe Unit
% My Asset Process . 1.0000 | 5500 | 000 MCEQP CH
. . Chartfields
] 5 a €4 o1y b M| Viewan
=) My Reporting & Analysis ~
Fund Dept Grant Project ChartField 1 ChartField 2 ChartField 3 Product
i1 Asset -
scost Q| cHoioiniol Q| [NooranT Q ff a | al | Q| a] || Q

Adjust Current Row By | wo ° | Apply

Comments. (0} Attachments (0)
<
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Note: The Transfer Component in Asset Management within Informs Application allow
to add comments and attachments before selecting the save button.

Select the Save button.
Note: After you select Save button, the transfer information is loaded into the worklist

items or Approve Tile for your Department Asset Manager within your Business
Unit review and approve this transaction.

< Asset Tracking Asset Management

Unit CH AssetID 1CA-O0000608 COMPUTER EQUIPM Tag 855175 In Service

% My Asset Management Design Change Location a2
|"[ My Asset Transactions. ~ Book Q Tof2 ¥ M Al

Asset Express Add

15 Book Name CAFR CAFR Regorting Book Base Currency  USD Convention  MDC Actual Month Depr Cnv-GASE v

Asset Basic Information » Cost History

Asset Transfers Edit Cost Information

Review Cost

Quantity Cost Salvage Cateaory Cost Tuoe Unit

Asset Disposal Warksheet 1.0000 5,500 000 MCEQP CH

Copy Existing Asset m Chartfields
~ B Q 1-10i1[¥] View All
% My Asset Processing v

Fund Dept Grant Project 1 2 3 Product
% My Physical Inventory v
G1001 Q| [CHO1010300 Q| [NOGRANT Q a Q Q Q Q
=) My Reporting & Analysis v
Adjust Current Row By “ Apply
{71 Asset Management WorkCenter uso
i Attachments. (0}
m Rsturn to Search Previous in List MextinList | Notify Update/Display Include Hi
Main Transaction | Cost Information b
< >

10




