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PURPOSE AND DESCRIPTION

Purpose

This document explains the process involved in creating an asset via the Express Add
functionality.
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ACTIVITY 1: UPDATE THE TAG NUMBER AND POLICE REPORT
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Select the Finance / Supply Chain (FSCM) button.
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Select the Asset Tracking button.
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Select the Asset Management button.

Asset Tracking
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Select My Asset Transactions.

MIAMH

,é My Asset Integrations

~

< Asset Tracking Asset Manageme

Transaction Loader

ID: My Asset Transactions.

Enter any information you have and click Search. Leave fields blank for a list of all values.
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Select Define Asset Operational Info.
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New Window | Help | &
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Design Define Asset Operational Info
G My AssetIniegraions . Enter any information you have and click Search. Leave fields blank for a list of all values
£1 My Assae Tra — N Find an Existing Value Keyword Search Add @ New Value
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Select Search.
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Select the applicable Asset.
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Enter the desired information into the Tag Number field.

< Asset Tracl Asset Management _
New Window | Help | Personalize Page
< My Asset Management o ”
¥ Design Asset Information Asset Property Asset Supplemental Data MDC Asset Propenty MDC FedState/Grant Info
& My Asset Integrations . .
Define Asset Operational Information
[ My Asset Transactions ~
Asset|D 1AT-00014289
Asset Express Add "Asset Status | In Service =
Short Desc  TELECOPIER Profile ID  185MEMCHO7
Asset Basic Information
Description  GOPY MACHINE Customize Page Layout Attachments (0)
Asset Leases
Detailed Description TELECOPIER(FAX)
Asset Transfers
9 . m Asset Structure
Asset Book Ghange
Asset Type  Machinery ) Asset Subtype Q
Review Cost Component of Q
Dispasal Worksheet Tag Number Work Order Options for Components
Approve Asset Disposals
¥ Manufacturer Information
Copy Existing Asset
Serial ID | UB1635F0J173083
Define Asset Operational Info
Manufacturer ID Q
Refire/Reinstate Asset Manufacturer Name
B My Service and Maintenance v Model | FAX4100E a »
Get Related Actions % v
< Asset Trac! Asset Management _ =
New Window | Help | Personalize Page | &
< My Asset Management o ” ~
¥ Design Asset Information Asset Property Asset Supplemental Data MDC FedState/Grant Info
& My Asset Integrations . .
Define Asset Operational Information
[ My Asset Transactions ~
Business Unit AT Asset|D 1AT-00014289
Asset Express Add Tag Number x "Asset Status | |n Service v
Short Desc  TELECOPIER Profile ID  185MEMCHO7
Asset Basic Information
Description  GOPY MACHINE Customize Page Layout Attachments (0)
Asset Leases
Detailed Description TELECOPIER(FAX)
Asset Transfers
10 . m Asset Structure
Asset Book Changs
Asset Type Machinery ™ Asset Subtype Q
Review Cost Component of Q
Dispasal Worksheet Tag Number Work Order Options for Components
Approve Asset Disposals
¥ Manufacturer Information
Copy Existing Asset
Serial ID | UB1635F0J173083
Define Asset Operational Info
Manufacturer ID Q
Refire/Reinstate Asset Manufacturer Name
B My Service and Maintenance v Model |FAX4100E Q v
0% v

Get Related Actions
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11.

Enter the desired information into the Police Report Number and thePolice Report

Date field.
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12.

Select the Add button to attach the police report.
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13.

Select the Save button.

Note: The user should notify the Department Asset Manager for updating the Asset
Status from In Service to Suspended of the date of the Police Case Number Date.

¢ Asset Tracking Asset Management A Q = =
% ﬂ.éﬁf‘ Management v Missing Asset Information &
R by Aneet Intogeaions . Palice Report Number | PO4567 Police Report Date | 101152020 [t
) Attachment/ (or) Image  PSFIN-INO00203 docx View Deiate
[ My Asset Transactions ~
Asset Express Add

Other Information
Asset Basic Information

Disposition Supply (1) Disposition Supply (1) Preference
Asset Leases Disposition Supply (2) Disposition Supply (2) Preference
Asset Transfers Asset Usage Asset v
Condition
m Sensitive Asset [
Asset Book Ghange Automated Signaturs
Capability
Review Cost
Asset Disposal Worksheet Comments
Approve Assel Disposals Comment

Copy Existing Asset

Define Asset Operational Info
_ Return to Search Previous in List Next in List

Retire/Reinstate Asset

Assel Information | Asset Properly | Assel Supplemental Data | MDGC Assel Property | MDC Fed/State/Grant Info v
¥ My Service and Maintenance  ~ © ¢




