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Property Inventory System

As a state supported educational institution, the TTUHSCEP property inventory system must
meet the requirements of the state Purchasing and General Services Act (Texas Government
Code § 403.271 [a] and [b]) with regard to personal property, and the Texas Capital Trust Fund
(Texas Government Code 8§ 403.271 [a] and [b] and § 2201.002) relating to real property.
These requirements apply regardless of funding source. Additionally, if the property was
acquired with non-state fund sources or by donations, the requirements associated with those
funds or donations must be met. The inventory system at TTUHSCEP is subject not only to
these requirements, but also to those of the State Auditor. HSC OP 63.10 defines the scope of
property management at TTUHSCEP, and provides the policy and procedures to manage,
control and account for all institutional property at TTUHSCEP. For additional information on
property management policy and procedures, please review HSC OP 63.10.

State law requires that a complete physical inventory be taken each year. This inventory, or
Annual Certification, will be taken by the departmental Property Custodian and other
departmental personnel using the most recent listing from the Fixed Asset System. The listing
and instructions will be provided through the online Property Inventory System. The inventory
process will occur over a two-month period in the spring of each year. Email notifications will be
sent to property custodians. All updates and changes that need to be made must be entered
and reflected in the inventory reports before the certification can begin. The inventory reports
necessary for certification include: the Department Inventory Report, the ltems Not Tagged
Report, the Missing Report, and the Lost and Stolen Report. It is important to note that you
must allow sufficient time before the certification deadline for updates and changes to process
in the system to ensure all inventory reports contain the correct information before submitting
the reports for certification.

Annual Certification Process

To access the Property Inventory System, log into the WebRaider portal and select the F & A
Work Tools tab. Under the Finance channel and Property Inventory, click on the Property
Inventory System link.
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The Property Inventory page will display. The first step of the Certification Process requires
the verification of all property that is tied to your department listed on the Departmental
Inventory Listing report. To access this report, click on the Reports link in the menu bar on
the left side of the page.

PROPERTY INVENTORY

» Pro

o=

Repo HSC Home » Fina
Search Fix: sets

D Property Inventory

Transfers
Forms \ Welcome to Property Inventory. Modification and annual certification of departmental inventory information are now available online. All
certil
Contacts \ .
w Click Reports
Help The

This site provides reports in Adobe Acrobat PDF format. Click the link to below to download Adobe Acrobat Reader.

Get .
Pamd A DOBE" READER™
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The Select Report page displays a list of your Organizations and a list of Available Reports.
Select the Organization and then select the report you wish to view by clicking on the

appropriate radio button for each. After you have completed
Report.

Reports HSC Home » Finance & Administration » Froperty Inventory »

Select Report

Search Fixed Assets

your selection, click on Go To

PROPERTY INVENTORY

O Missing Property
O Lost and Stolen Property

2 Annual Certification

Transfers
Forms Below iz a list of H H ilable. Select an Organization and then select the report you

wenowen. o - Select the Organization
Contacts
o Edit assets or T| and Report tory or lterms Mot Yet Tagoed report.

“"ou are authoriz departments, choose a different department from the drop
down menu below and click Change D

Sign out H % | Business Affairs Lbk Change pPept.
Org
@ 201101 - Bu=iness Affairs Lbk @ Departmental Inventory Listing (includes ability to edit and transfer)

O tems Mot vet Tagged (includes ability to edit and transfer)

(6o To Reporc Click Go To Report

If you are authorized to view inventory for more than one Department, you can change
Departments by selecting a different Department from the drop down menu and click on

Change Dept.
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Reports

Search Fixed Assets

Select Report

Transfers

e eeowisal  Select the Department
wizh to vig .

coce caeed) @Nd click Change Dept.

=lp

yr yors than one department. To change

“ou are authorized to wiews iny
down menu below and clic

eRalder
Sign Ouk

H »

SOP Admin Dal
Ty TOCJ Lbk

@ 201101 - Business Affairs Lbk

O Kiz=ing Property
2 Lost and Stolen Property

O Annual Certification

PROPERTY INVENTORY

rts available. Select an Organization and then select the report vou

| Inventary or ltems Mot Yet Tagged report.

departments, choose a different department from the drop

Available Reports:

@ Departmental Inventory Listing (includes ability to edit and transfer)

O tems MNot Y'et Tagged (includes ability to edit and transfer)

Go To Report

The Department you selected will display. Select the Departmental Inventory Listing from the

Available Reports and click on Go To Report.

Reports C Home » Finance & Administration » Property Inventory »

Select Report

Search Fixed Assets

PROPERTY INVENTORY

Transfers
Forms Below is a list of Organizatio
S wish to view. Click the 'Go Select Departm ental
onta A .
o Edit assets or Transfer a |nvent0|’y Listin
elp
“ou are authorized to view imfvemg ST TS O e e o

down menu below and click Change Dept.

H |»| [ 0P Admin Dal ~|[_change Depy/ |

eRalder
Sign Quk

Organizations for

Available Reports:
SOP Admin Dal (40600): RIS L i

(%) 406001 - SOP Admin Dal

@ Departmental Inventory Listing (includes ability to edit and transfer)

ct an Organization and then select the report you

ms Mot Yet Tagged report.

Entz, choose a different department from the drop

O Mizzing Property
O Lost and Stolen Property

(O Annual Certification

O ltems Mot v'et Tagged (includes ability to edit and transfer)

Click Go To Report

Go To Report
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The Departmental Inventory page will display. You can print the report by selecting the Click
Here to get a PDF version of this report link. You can also return to the Select Report page
to change your selection by clicking on the Select Different Report or Organization link.

The first step of the Certification Process requires the verification of all property that is tied to
your department listed on the Departmental Inventory Listing report. This process includes
verifying the Serial Number, the Building and Room location, and the Condition of the asset.
You can edit these fields if you need to make corrections. To edit an item, click on the Edit link
to put the row in Edit Mode.

I FROPERTY INVENTORY _

Reports HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

Departmental Inventory

Transfers
Forms 406001 - SOP Admin Dal
Contacts Richard Leff
Help Below ie a list of inventory items for the selected Organization. To edit an item click the edit link to put the row in "edit mode”. In this mode there are four fields which you o
MNumber, Room, and Building. After editing one or more fields, either save the changes by clicking the "Update’ link for that row or cancel the changes by clicking the "Cancyg
eRalder that have been changed are highlighted in yellow. VWhen done, click the "Save Changes’ button. Thie will queue your changes to process in Banner. To cancel all your cl
Sign Ouk Changes' button

*The Serial Number field must centain only the serial number of the asset. Placing other information in this field renders the asset unsearchable by the Property Managemq

Select Different Report or Organization

C“Ck Ed It Click here to get a POF version of this report.

Py
Description Manufacturer Serial
Humber

Computer Laptop Dell Computer 812 Dallas SOP
Inspiron 5000 100
Edit Transfer P CA 63413 Computer Laptop Dell Computer Surplus 8EDYT 812 Dallas SOP
Inspiron 5000 100
Edit Transfer P CE 63417 Balance Mettler Toledo Ax205 119381374 805 SW
Professional
Bldg Dal 428
Edit Transfer G CE 70540 Chest Freezer U260-270696-VO 605 SW
Professional
Bidg Dal 428
Edit Transfer G CE 70541 Centrifuge Epindorf 30032 605 SW
Professional
Bldg Dal 428
Edit Transfer G CE 70542 Balance MetierToledo 1125220584 605 SW
Professional
Bidg Dal 428
Edit Transfer G CE 70950 Centrivap Agueous 50131326 605 SW
_ it —

To edit the Condition of the asset, click on the drop down arrow under the Cond (Condition)
field and select from New, Good, Fair, or Poor.
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Search Fixed Assets

Transfers

Contacts

Help

FROPERTY [NVENTORY _

HSC Home » Finance & Administration » Property

Departmental Inventory

406001 - SOP Admin Dal
Richard Leff

Below iz a lizt of inventory tems for the selected Organization. To edit an item click the edit link to put the row in ‘edit mede’. In thiz mode there are four fields which you are able to edit: Condition, Serial
Number, Room, and Building. After editing one or more fields, either save the changes by clicking the ‘Update’ link for that row or cancel the changes by clicking the 'Cancel ink.  After updating, rows
that have been changed are highlighted in yellow. When done, click the 'Save Changes® button. Thiz will queue your changes to process in Banner. To cancel all your changes, click the "Undo Al
Changes’ button

*The Serial Number field must contain only the serial number of the asset. Placing other information in this field renders the asset unsearchable by the Property Management office.

Select Different Report or Organization

Click here to get a PDF version of this report.

Tag *Serial Acquired
. Manufacturer

Update = Transfer Computer Dell Computer Surplus BEDYT Building: 1142172000 2,653
Cancel Dallas SOP Dal v
Se|ect from the Room: | 812 Dallas SOF 100 |

Edit Transfer P1374 605 SW Professional Bidg Dal 428 11/27/2000 597494

Edit Transfer G CE 70 drop down menu -270696-V0 605 SW Professional Bldg Dal 428 10/2/2004

8243.05

Edit Transfer G CE 7 s ™ 605 SW Professional Bidg Dal 428 101272004 6,337.50
Edit Transfer G CE 70542 Balance lletier/Toledo 1125220584 605 SW Professional Bldg Dal 428 101272004 7,688.08
Edit Transfer G CE 70350 Centrivap 50131326 605 SW Professional Bldg Dal 428 2022005 5987.01

Agueous

System
Edit Transfer P CA 71118 Computer Dell Computer SN-4JBM5T1 605 SW Professional Bldg Dal 428 3/30/2005 1,089.77

Optiplex

Gx230

__

To edit the Serial Number, enter the correct serial number in the textbox under the Serial
Number field. It is important to note that the serial number must be entered as the serial
number assigned by the manufacturer. Do not enter any other information in this field. Placing
other information in this field renders the asset unsearchable.

Reports

Forms

Search Fixed Assets

Help

Departmental Inventory

406001 - SOP Admin Dal
Richard Leff

Below

i

is a list of inventory items for ed Organization. To edit an item which you are able to edit: Conditio
Number, Room, and Building. After editing one or more fields, either save the ch) clicking the *Cancef link. After updating, ro

that have teen‘ changed are‘ mgnh‘ghted in yellow. ?‘\-r;en‘dan.e. cllck;ne‘sa:e Ci Enter the Co rreCt nner. To ca;wel aﬁyour c‘hangea. cu;k the ‘Undo AII\‘.’I3
Changes' button .
: Serial Number

*The Serial Humber field must contain only the serial number of the asset. Placi| by the Property Management office.

Select Different Report or Organization

Click here to get a PDF version of this report.

--- Manufacturer

Update Transfer | poor 63413  Computer Dell Computer Surplus
Cancel Laptop
Inspiron 5000

Date
Building: 1112112000 2,653.00
Dallas SOF Dal A
Room: | 812 Dallas SOP 100 |+

Edit Transfer B CE 63417 Balance Mettler Toledo Ax205 119391374 605 SW Professional Bldg Dal 428 1112772000 557494
Edit Transfer G CE 70540 Chest Freezer U260-270696-V0 605 SW Professional Bldg Dal 428 1001272004 8,243.05
Edit Tranzfer G CE 70541 Centrifuge Epindorf 30032 605 SW Professional Bldg Dal 428 10/12/2004 6,337.50
Edit Transfer G CE 70542 Balance Metler/Toledo 1125220584 605 SW Professional Bidg Dal 428 10M12/2004 7,888.08
Edit Transfer G CE 70950 Centrivap 50131326 605 SW Professional Bidg Dal 428 21272005 5.887.01
Agqueous
System
Edit Tranzfer P CA 71118 Computer Dell Computer SN-4JBMST1 605 SW Profeasional Bldg Dal 428 3/30/2005 1,069.77
Optiplex:

.

TTUHSCEP Finance Systems Management  [6] Rev. March 2015




TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
. EL PASO

To edit the Room location, you must first select the correct Building from the drop down menu.

PROPERTY INVENTORY

Ector County Jail
Engineering Ctr TTU

Reports

Search Fixed Assets

HSC Home » Final Admini:

Departmental Inventory

Number, Reom, and Building. After editing one or more field:
that have been changed are highlighted in yellow.
Changes' button.

ifhen do

*The Serial Number figld must contain only the serial numb:

Select Different Report or Organization

Click

.
-- Menufacturer Mode! ser“;ﬂ Ks"Dgg P Elp I
& Huribay LAAC 842 Pine Sireet Abi Tate

Update Transfer | pgor |w CA 83413 Computer Dell Computer Surplus EDYT T T 1172172000 2,853.00
Cancel Laptop Dallas S0P Dal

Inspiron 5000 -

Hoom: | ©T< Ll

Edit Transfer P CE 63417 Balance Mettler Toledo Ax205 119381374 605 SW Professional Bidg Dal 428 1112712000 5,974.94
Edit Transfer G CE 70540 Chest Freczer U260-270696-V0 605 SW Professional Bidg Dal 428 10/12/2004 8,248.05
Edit Transfer G CE 70541 Centrifuge Epindorf 30032 605 SW Professional Bidg Dal 428 1001272004 6,337.50
Edit Transfer G CE 70542 Balance MetierToledo 1125220584 605 SW Professional Bidg Dal 428 1001272004 7,888.08
Edit Transfer G CE 70950 Centrivap 50131326 605 SW Professional Bidg Dal 428 21212005 598701

Agueous

System
Edit Transfer P CA 71118 Computer Dell Computer SN-4JBMST1 605 SW Professional Bidg Dal 428 33012005 1,069.77

Optiplex

Gx280

I

tion » Property Inventor

Transfers

Forms 406001 - SOP Admin Dal

Contacts Richard Leff

Help Below iz a list of inventory items for the selected Organizatiog 4 I

Select the
Building from the
drop down menu

Exp Sci Rerch Bidg TTU
Eye Consultants 4004 82nd Lbk
Fabens KCP Clin Elp
Fam Med Elp
Formby Unit Plainview
Ft Stockton Unit Ft Stockion
Gayle Greve Hunt SON Elp
Grace Hosp Lbk
Grand Expectations Clinic Lbk
Harrington Cancer Ctr Ama
In this {Hart School
[ or can Havine Unit Brownwood
=< to pri Health Cir Ode
Hendrick Fam Hith Ctr Abi
Hendrick Medical &bi
azset yr Highland Lakes TTU
Hithpeint OB/Gyn Clin Lbk
140 Bell Storage Ama
Internal Medicine Mid
International Pain Cir Lbk
International Pain Ctr Lbk
Jordan Unit Pampa

able to edit: Condition, Serial
After updating, rows
nges, click the "Unde All

Ink.

office.

After you have selected the correct Building, select the correct Room number from the drop
down menu. If you wish to cancel the changes you made for an item, click on the Cancel link.
After all the changes are complete, click on Update.

Departmental Inventory

Chal

ges’ button.

Click

Transfers
Forms 406001 - SOP Admin Dal
Contacts
Help Cllck U p d ate ms for th ed Organization. To edit an tem click the dit link to put the row in "edit mode

y clicking the Upda
& Changes’ button

here to get a PDF version of this report.

Select the Room

Transfer [poor [w| CA

Edit  Transfer P ce

Edit Transfer G CE 70540 doWn menu

Edt  Transfer E CE 70541

Edt  Transfer c CE 70542 Balance Tetler/Toledo TT2e220584

Edt  Transfer G CE 70950 Centrivap 50131326
Agueous
System

Edt  Transfer P CA 71118 Computer Dell Computer SN-4JBMST1
Optiplex
Gx250

Edt  Transfer G CA 71677 Printer Hewlett Packard SG54I61045
Designiet 00

Edt  Transfer G CE 72218 Solvent Shimadzu 120104320127 US B
Deiivery Unit

Edt  Transfer c CE 72219 Solvent Shimadzu 120104350128 US B
Deiivery Unit

¢ for that row or can
This will ueue your changes to pro

812 Dallas SOP 108

€12 Dallas SOP 107
812 Dallas SOP 108
812 Dallas SOP 1084
€12 Dallas SOP 1098
212 Dallas S0P 110
212 Dallas SOP 1104
12 Dallas SOP 111
212 Dallas SOP 1124,
212 Dallas SOP 1128
212 Dallas SOP 120

In this mode:

212 Dallas SOP 2004
212 Dallas SOP 2008
212 Dallas SOP 201
212 Dallas SOP 202
212 Dallas SOP 202
212 Dallas SOP 204
212 Dallas SOP 205
e 812 Dallas 50P 206
Buikini 513 palias 50P 207

»( 812 Dallas SOP 100

805 SW Professional Bidg Dal 428
605 SW Professional Bldg Dal 428
805 SW Professional Bidg Dal 428

605 SW Professional Bidg Dal 428

€05 SW Professional Bidg Dal 428

505 SW Professional Bidg Dal 401

805 SW Professional Bidg Dal 428

805 SW Professional Bidg Dal 428

rou are able to edit: Condition, Serial
After updating,
ur changes, click the "Undo

gement office.

Acquired
-

11/21/2000 2,653.00
7
= I

112712000 5,974.94
101272004 8,248.05
10/12/2004 6,337.50
10/12/2004 7,888.08

2i2/2005 5,967.01
3/30/2005 1,089.77

Bi3/2005 4,995.00
10/31/2005  10,333.53
10/31/2005  10,333.52
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After Updating, the rows where you have made your changes will be highlighted in yellow. To
cancel all your changes, click on the Undo All Changes button. Verify that all the changes you
have entered are correct and then click on Save My Changes.

PROPERTY NVENTORY _

_Reports HSC Home » Finance & Administration » Froperty Inventory »

Search Fixed Assets

Depaltmental Im entory

Transfers

406001 - SOP Admin Dal

Contacts Richard L

Help Below is a lig| CIICk Save My edit an item click the edit link to put the row in "edit mode’. In this mode there are four fields which you are able to edit: Condition, Serial

| Number, Roo rsave the changes by clicking the "Update’ link for that row or cancel the changes by clicking the ‘Cancel link. After updating, rows
eRalger that have be Ch an g es k the "Save Changes’ button. This will queue your changes to process in Banner. To cancel all your changes, click the ‘Undo All
Changes’ but|

*The Serial Number field must contain ply the serial number of the asset. Placing other information in this field renders the asset unsearchable by the Property Management office.

Zelect Different Report or Organization

—
[ Undo All Changes I[ Save My Changes lC\icl here to get a PDF version of this report

*Serial Acquired
.- Menutscturer fode!

Edit Transfer CA 63413 Computer Laptop Dell Computer Surplus 8EOYT 812 Dallas SOP 11421/2000 2,653.00
Inspiron 5000 100

Edit Transfer P CE 83417 Balance Mettler Toledo Ax205 119391374 605 5W 2712000 5,974 .94
Professional
Bidg Dal 428

Edit Transfer G CE 70540 Chest Freezer U260-270696-VO 605 SW 10M12/2004 8,248.08
Professional
Bldg Dal 428

Edit Transfer G CE 70541 Centrifuge Epindorf 30032 605 SW 10M12/2004 6,337.50
Professional
Bidg Dal 428

Edit Transfer G CE 70542 Balance MetlerToledo 1125220584 605 5W 10M2/2004 7,838.08
Professional

Blda Dal 428

Selecting Save My Changes will queue your changes to process in Banner. You will be able to
verify your changes the next business day in the Property Inventory System.

TEXAS TECH UNIVERSITY SYSTEM
Online Property Inventory

FROPERTY INVENTORY _

Reports HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

Changes Confirmed

Transfers

Forms “our changes have been queued to process into Banner. These changes should take effect within the next few minutes if not immediatehy.
Contacts Select Different Report or Organization

Help

eRalder
Sign Out
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The next step in the certification process requires you to complete the Items Not Yet Tagged
report. Click on the Reports link from the menu bar on the left side of the page.

Reports

noe & Adrmini i Froperty Inventory »

Search Fixed Pegets

~ Property Inventory

Tranzfers

Forms \ 1 nnual certification of departmental inventory information are now available online. All
4 Click on Reports

Contacts
The current active fizcal year iz 2012

Help The Property Inventory reportz apply only to this year.

Thiz site provides reports in Adobe Acrobat PDF format. Click the link to below to download Adobe Acrobat Reader.

Ju Get *
el ADOBE® READER®

¥,

From the Select Report page, select the appropriate Organization and the Items Not Yet
Tagged report from the Available Reports. When you have completed your selection, click on
Go To Report.
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Repo&a HSC Home » Finance & Administration » Froperty Inventory »

Select Report

Searclt Fixed Assets

Transfers
Forms Select the Organlzatlon and le. Select an Organization and then select the report you
::ﬂﬂds Items NOt Tagged report ry or tems Mot Yet Tagged report.

o epartments, choose a different department from the drop

down menu below and click Changg2ent.
Sl H ~| [50PAdmin Dal [ qhange Dept.

Organiza*ions for
S0P Adrmin Dal (40600):

Available Reports:

&7 406001 - SOP Admin Dal i Departmental Inventory Listing (includes ability to edit and transfer)

) ttems Mot et Tagged (includes ability to edit and transfer) I

O Miz=ing Property

O Lost and Stolen Property

O Annual Certification

[ecmri3t—— 1 Click Go To Report

The Items Not Yet Tagged page will display a list of inventory items from the selected
Organization that have not yet been tagged. To edit an item, click on Edit.

PROPERTY INVENTORY

Reports HSC Home » Finance & Adminishation » Froperty Inventory »

[tems Not Yet Tagged

Search Fixed Assets

Transfers
Forms 406001 - SOP Admin Dal
Contacts Richard Leff
Help Below iz a list of inventory items for the selected Organization that have not yet been tagged. To edit an item click the edit link to put the row in ‘edit mode”. In thiz mode th
are able to edit: Condition, Serial Number, Room, and Building.  After edtting ene or more figlds, etther save the changes by clicking the "Update’ link for that row or cancel th
Cancel link. After updating, rows that have been changed are highlighted in yellow. When done, click the "Save Changes’ button.  This wil queue your changes to proc:
Sign Out days for Property Management to remove the updated azsets fromthe report. To cancel allyour changes, click the ‘Unde Al Changes® button.

*The Serial Number field must contain only the serial number of the asset. Placing other information in this field renders the asset unsearchable by the Property Managemy

Click Edit

rt or Organization

Click here to get a PDF version of this report.

-
N CE 83552

Forma 955 uttralow Forma 955 605 SW Professional
freezer PO# POOS2060 uttralow freezer Bldg Dal 428

Edit | Transfer

By selecting Edit, you will place the row in the Edit Mode allowing you to enter any missing
information or edit the Condition, Serial Number, Room and Building fields. It is important to
note that the Serial Number must be entered as the serial number assigned by the
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manufacturer. Do not enter any other information in this field. Placing other information in this
field renders the asset unsearchable. You can cancel the changes by clicking on the Cancel
link, or you can save these changes by selecting Update for each row that a change was

entered.

PROPERTY INVENTORY

Reports HSC Home » Finance & A

Search Fixed Assets

Items Not Yet

» Property

Tacoed

Transfers
Forms 406001 - SOP Admin Dal Edit Condition, Serial Number,
Contacts Richard Leff Bu”dlng and Room
Help Below is a list of inventory items fi nk to put the row in "edit mode’.  In this mode thy
are able to edit: Condition, Serial N| licking the "Update’ link for that row or cancel th

VWhen done, click the "Save Changes’ button. This will gueue your changes
all your changes, click the "Undo All Changes' button

to proce

eralger
Sign Out

= e fLES ing, rows that have been changed are highlights; FEM
ment to remove the updated assets from Wpf@port. Ti
Click Update must contain anly the serial numbgp#fthe asset. s field renders the asset unsearchable by the Property Manageme

¥ Or: n

Click here to get a PDF version of this reporl

Manufacturer

Model

| Update | Transfer CE Forma 956 Forma Building:
Cancel ultralow 956 SW Pro- Bidg Dal "
freezer PO# ultralow Room:
POOSZ2060 freezer

605 SW Professional Bldg Dal 428 |+

After Updating, the rows where you have made your changes will be highlighted in yellow. To
cancel all your changes, click on the Undo All Changes button. Verify that all the changes you
have entered are correct and then click on Save My Changes. This will queue your changes to
process in Banner. Allow 3 to 5 business days for Property Management to remove the
updated assets from the Items Not Yet Tagged report.

To continue the Certification Process, click on the Forms link in the menu bar on the left side of
the page.

PROPERTY INVENTORY

Reports

HSC Home

» Finanoe & A

Items Not Yet Tagg=<
Click Forms

dministration » Froperty Inventary »

Search Fixed Assets

Transfers

Forms «— 1 ==TUGU0T - SUP Admin Dal

Contacts Richard Leff

Help Belo g = i e i b t vet been tagged. To edit an item click the edit link to put the row in "edit mede”. In this mode th
are a . g one or mo elds, either save the changes by clicking the "Update’ link for that row or cancel th

o Click Save My Changes e s o sy e e, Tt s chnses e
*The Serial Number field must containpnly the serial number of the asset. Placing other information in this field renders the asset unsearchable by the Property Managemd

Select Different Report or Qg

[__undo an changes I[ Save My Changes | ik here to get a POF version of tnis report.

*Serial
.- Manufacturer Mode!

Tranzfer 83552 Forma 556 ultralow Forma 556 F9S8UL 505 SW Professional
freezer PO# POOS2060 ultralow freezer Bidg Dal 428

The Forms page will display. If there are inventory items that are on the Departmental
Inventory List or Items Not Yet Tagged report and you cannot physically locate the items, you
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must report the items as missing. Due diligence must be made to locate the items before you
report them as missing. Report the missing items by completing and submitting a Missing or
Stolen Property Report to Property Management. Click on the form link (Attachment C) to
access the form.

PROPERTY INVENTORY _

Reports HSC Home » Financs & Administration » Property Inventory »

Search Fixed Asssts

Tranzfers FOI mS

Fnrméﬂh\ Attachment A - Departmental Certification for Surplus of an Inventoried kem

L‘.nnta‘é’[‘aj .ﬁt‘lac,hrn_snt B quuss_tlu Delete Property Which Cannot Be Located 3

Help I Attachment C - Missing or Stolen Property Rs:mrl4 Click form ||nk
Attachment D - Temporary Use of Property Authorization Form

=Ralcer
Attachment E - Request to Transfer Property Between Departments
Attachment F - Inter-Agency Property Transfer Request
Attachment G - Request to Add Property to Departmental Inventory That Has Been Discovered or Transferred from Off Campus or Donated
Attachment H - Fabrication of Equipment Authorization
Attachment | - Class Codes - Property Controlled but not Capitalized

Attachment J - Final Disposition of Surplus Property

Complete the Missing or Stolen Property Report form and submit it to Property Management.
Please allow 3 to 5 business days for Property Management to process the form. The missing
or stolen items must appear on the Missing Report before proceeding with the Certification
Process.

Missing or Stolen Property pr—
MISSING OR STOLEN PROPERTY REPORT
* Report inventory items on S G e ST .
Departmental Inventory List or Items e - —
Not Yet Tagged Report that you cannot — [T I
locate — T
* Items that are missing will be — - -
reported to the State Comptroller after e e
atwo year period if not located —— E——
* State funding could be reduced if —— — —
dollar amountof missing items is
substantial Freass creck ore box oo
* Complete form and submit to — e =
Property Management, Stop 6209 in R -
LUbeCk ot o ATy oot W 7 S e o Aoae & o g o S o Sty e Comar . o ey o
T e —
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After allowing adequate time for the missing or stolen items to be processed, you can proceed
to the Missing Property step of the Certification Process. Click on the Reports link in the menu
bar on the left side of the page. Select the Missing Property report from the list of Available
Reports and click on Go To Report.

Reports

SC Home

» Finance & Administration » Property Inventory »

Search Fixed Assets

Transfers

Select Report

Forms

Below is a list of Organizations within the Department and a list of reports available. Select an Organization and then select the report you

Contacts

wizh to view. Click the "Go To Report button to proceed.

Help

Edit assets or Transfer an asset by choosing the Departmental Inventory or ltems Mot Yet Tagged report.

eRalder
Sign Ouk

“ou are authorized to view inventory for more than one department. To change departments, choose a different department from the drop
down menu below and click Change Dept.

H % | | SOP Admin Dal ' Change Dept.

e Available Reports:

S0P Admin Dal (40600):

@' 406001 - SOP Admin Dal O Departmental Inventory Listing (includes ability to edit and transfer)

Select Miss | n g O tems Mot Yet Tagaed (includes ability to edit and tranzfer)

Property

O‘ Lozt and Stolen Property

O‘ Annual Certification

(oo Reson ) Click Go To Report

The Missing Property page will display. You can print this report for your records by selecting
the Click here to get a PDF version of this report link. Please verify that the items listed on
the Missing Property page are actually missing. If there is an item on this list that has been
located, notify Property Management at propertymanagement@TTUHSCEP.edu. If an item on
this list has been stolen, you must submit the Request to Delete Property Which Cannot Be
Located as a Result of Theft or Loss form to Property Management. You can access this
form by clicking on the Forms link in the menu bar on the left side of the page. Please make
every attempt to locate all missing items as they will be reported to the State Comptroller’s
Office after two calendar years from the date that it was determined the property was missing.

To proceed, click on the Reports link in the menu bar on the left side of the page.

TTUHSCEP Finance Systems Management  [13] Rev. March 2015




TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
EL PASO

Reports

noe & Administration » Property Inventory »

Search Fp

Mlssm0 Propert
Transfers \ p )
Forms \ CI|Ck RepOI’tS

Contacts

Help Below iz a list of property reported migsing for the selected organization.

eRaldar
Sign Out

Click here to get a POF version of thiz report.

Serial Acquire
Cond T Tag # D i M fact Model Ro.
eseription antrastarer Number Date I

63413 Computer Laptop Inspiren 5000  Dell Computer Surplug BEDYT 812 Dallaz SOP 100 11210210

The Select Report page will display. Select the Lost and Stolen Property report from the list
of Available Reports and click on Go To Report.

Reporﬁ HSC Home » Finance & Administration » Froperty Inventory »

Searc:b@Fixe Assets
DI Select Report

Tranzfers

Forms Below is a list of Organizations within the Department and a list of report= available. Select an Organization and then select the report you
wiizh to view. Click the 'Go To Report’ button to proceed.

Contacts
Edit assets or Transfer an asset by choosing the Departmental Inventory or ltems Mot Yet Tagged report.

Help

“ou are authorized to view inventory for more than one department. To change departments, choose a different department from the drop
down menu below and click Change Dept.
Sign Out H || | S0P Admin Dal w || Change Dept.

Organizations for Available Reports:

S0P Admin Dal (40600):

@ 406001 - SOP Admin Dal O Departmental Inventery Listing (includes ability to edit and transfer)
O tems Mot et Tagged (includes ability to edit and transfer)
Select Lost and [ issig roperty
Stolen Property I :)Loatand Stolen Property I
O Annual Certification

5o To Report C“Ck GO TO Report

The Lost and Stolen Property page will display. If items on this list have been located, please
notify Property Management at propertymanagement@TTUHSCEP.edu. After two years, the
items that have been reported as missing are moved to the Lost and Stolen Property report
and submitted to the State Comptroller’s Office. If the amount of loss is substantial,
TTUHSCEP could lose a proportional amount of state funding. Please make every effort

possible to locate missing
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property before it is submitted to the State Comptroller’s Office. You can print this report for
your records by selecting the Click here to get a PDF version of this report link.

To proceed to the next step, click on the Reports link in the menu bar on the left side of the
page.

PROPERTY INVENTORY

Finance & Administration

Lost and Stolen P10p61t3

Reports

Click Reports

Contacts

Help Below iz a list of property reported lost or stolen for the selected organization.

eRalder
Sign Out

Click here to get a POF version of this report.

Serial Acquire:
Manufacturer Mode!
CA 70242

Powerbook Computer Apples 053 SOP Ama 347 8192

The Select Report page displays. After you have completed all edits and transfers, reported
missing items, and verified that your Departmental Inventory Listing is correct, you are ready
to submit this year’s reports for certification. Please keep in mind that any changes that were
submitted to Property Management could take several days to process and you must ensure
these items are appropriately reflected on the reports. Select Annual Certification from the list
of Available Reports and click on Go To Report.

FROFERTY MVENTORY _

Reports,, HSC Home » Finanos & Administration » Property Inventory »

Select Report

Search Fiked Assels

Transfers

Forms Below iz a list of Organizations within the Department and a list of reports available. Select an Organization and then select the report you
wigh to view. Click the "Go To Report’ button to proceed.

Contacts
Edit assets or Transfer an asset by choosing the Departmental Inventory or ltems Mot Yet Tagged report.

Help

“"ou are authorized to view inventory for more than one department. To change departments, choose a different department from the drop

down menu below and click Change Dept.
SIS H & S0P Admin Dal s Change Dept.

Organizations for
S0P Admin Dal (40600):

Available Reports:

O Departmental Inwentory Listing (includes ability to edit and tran=zfer)

O tems Mot et Tagged (includes ability to edit and transfer)

Select Annual
Certification

O Missing Property

2 Annual Certification

Go o roporr -] Click Go To Report
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The Annual Certification History page displays. This page includes a listing of previous years’
certified inventory reports for the selected Organization. Click on Submit This Year’s

Inventory Reports for Annual Certification link.

Fiscal
Year

2009 Terry Dalton B/29/2012 4:13:57 PN
2010 Terry Dalton 82912012 4:15:
201 Terry Dalton B/29/2012 4:16:20 PM

PROFPERTY INVENTORY

ELLIE HSCHome » Finance & Administration » Property Inventory »
Search Fixed Assets a . .
Annual Certification History

Transfers
Forms 406001 - SOP Admin Dal
Contacts Below iz a listing of previous years' certified inventory reports for the selected department. The reports are static =napshots of the inventory at the time they were submitt§
o this year's inventory to a preperty custodian for annual certification, click the link below.

Elp
eRalder - - .
Click this link

Department
Approve Date i
View Report
View Report

View Report

Items Not
Tagged

View Report View Report Vil
View Report iew Report Wil
View Report View Report Vil

The Submit Annual Certification page displays. The top part of the page provides links to
each of the inventory reports that will be submitted. Click on the links and make sure each of
the reports is correct. The middle of the page contains a statement that you are asserting to
when you submit your certification. It is important to read this statement and understand that
you are affirming that the condition and location of all property is accurately reflected in the
TTUHSCEP Property Inventory System. The bottom of the page lists the name of the
person designated as the approver for the certification of the annual property inventory. If
the person listed is not the correct person, contact Property Management. The bottom of the
page also contains the button to submit the certification. After verifying the inventory is
correct, click on The Reports above are correct. Submit for Annual Certification button.
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Reportz

» Finance & Administration » Pro

Submit Annual Certification for FY12

Search Fixed Assets

Transfers

Forms 406001 - SOP Admin Dal

Contacts Make sure each of the reportz below are correct. An email will be 2ent to the current property custedian notifying them that they have an
Help 2

Department Inventory Report

A

eRalder
Sign Ouk

Items Not Tagged Repﬁé‘t

Inventory Report links

Missing Report

Lost and Stolen Report

By submitting these reports for annual certification, you are asserting the following statement:
A physzical inventory haz been conducted for all capitalized and controlled personal property for the above department.  The condition and
location of all property iz accurately reflected in the TTUHSC Property Inventory system. Changes needed a2 a result of thiz inventory were

made to the TTUHS] 1the above listing. Paperwork for missing, lost or stolen property
el itte H H iatel reflectes e Kiz=il ety Stolel erby
giapubrutun aubmitted C“Ck button to Sme|t riately reflected on the Miz=ing Property or Lost and Stolen Property

Richard Leff iz currently designated az the apgrover for thiz annual certification. Once you submit these reportz for annual certification, an
email wil be =ent to thiz person indicating that fhey need to log in to approve. If you believe this is not the correct person to approve these
ftems g gy lnventory office

I_ The reportz above are correct. Submit for Annual Certification. J

Back to Annual Certification History

Select Different Report or Department

When the departmental inventory is submitted for certification, the submitter and the date the
report was submitted will display on the Annual Certification History page.

HSC Home » Finznoe & Administration » Property Inventory »

Search Fixed Assets

Annual Certification History

Transfers
Forms 406001 - SOP Admin Dal
Contacts Below iz a listing of previous years' certified inventory reports for the selected department. The reports are static snapshots of the inventory at the time they were submitted for certification. To submit

i - this year's inventory to a property custodian for annual certification, click the link below
Elp

Select Different Report or Organization

Submit This Year's Inventory Reports for Annual Certification

Figcal X . Department Items Not Lost and
Submitted B Submit Dat P ty Custod A = Date
Year | Submitted By ubmit Date roperty Custodian | Approve Date T Tagged m stolen

2009 Terry Dalton BI29/2012 41357 Pl View Report View Report Wiew Report View Report
2010 Terry Dalton B8/20/2012 £15:07 PM View Report View Report View Report View Report
2011 Terry Daton 8(20/2012 41620 Pl View Report View Report Wiew Report View Report
I 2012 Terry Dalton B30/2012 10:32:38 AM I View Report View Report Wiew Report View Report

Submitted By and
Submit Date
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The Confirmation screen confirms the Annual Certification has been submitted for approval.

PROPERTY WVENTORY _

Reports HSC Home » Finance & Administration » Property Inventory »
Search Fixed Assets - e - - .
Annual Certification Confirmation
Tranzfers
Forms “our request has been submitted for approval. An email has been =sent to notify the property custodian.
Contacts Back to Annual Certification History
Help Select Different Report or Property Manager
aRalder

An automated email is sent to the departmental property custodian to notify them that the
inventory is ready for annual certification. When the property custodian receives the email
notification, they must click on the link in the email and log into the TTUHSCEP Property
Inventory System. Select Certify the Annual Inventory to approve the Property Inventory
Annual Certification and complete the process.

From: PropInv@www.fiscal.tuhsc.edu [mailto: PropIny @www.fiscal.tuhsc.edu]
Sent: Wednesday, January 04, 2012 3:04 PM

To: Bradshaw, Cindi

Subject: Property Inventory Annual Certffication - 695001 - CMHC Administration

Terry Dalton has requested that vou approve this vear's Property Inventory Annual Certification. Department: 693001 - CMHC
Administration Propertv Custodian: Jerry Hoover To approve or deny this request, log onto the TTUHSC Property Inventory system:

I hittps:/‘www fiscal ttuhsc edu/propinv. je———__ | Click this link to log in

Intended recipient: Jery Hoover@ttuhsc.edu
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Search Fixed Assets

The Property Inventory System has two search options to search for Fixed Assets. You can
Search by Category and Search by Tag/Serial Number. To search by category, select the
Search Fixed Asset link from the menu bar on the left and click on Search by Category.

Reports HSC Home » Finasnce & Administration » Prop) )
Click Search by Category
—— ntory
Tranzferz Search by Tag/Serial Number
Forms Welcome to Property Inventory. Modification and annual cerification of departmental inventory information are now awvailable online. All
certifications are due on or before June 30, 2012
Contacts

The current active fizcal year iz 2012

Help The Property Inventory reports apply only to this year.

Thiz =ite provides reports in Adobe Acrobat PDF format. Click the link to below to downlead Adobe Acrobat Reader.

Ju G-t *
Pl ADOBE" READER®

The Search by Category page displays. Select the Category from the drop down menu and
click on Search.

Reports

HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

Search by Category

Transfers
Forme Category:
Contacts =

" =t
Audio Generator
Help Audio Visual Egpt
Audiometer
Cren Auto Fiber Testing System
Automatic Pipettor
Automatic Point Counter
Automotive Shop Eqpt

Select the
Category from the

g:z:zgeﬁatch File dl’Op dOWﬂ menu
g::'lﬂ:ﬁatrumema and CIle Seal’Ch

Barcode Scanner

Base Station

Belt Sander

Biology Eqpt

Bldg Fire Protection Syst
Bldg Network Cabling/Telep
Bldgs Large Prefabricated
Blood Cell Counter

Boats

Book Security System
Book Stack

Bookcase
Books/Periodicals
Brailer Machine
Buffer

Building ElectricalLight
Building Elevator b
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A list of all items at TTUHSCEP that are in the category selected will display with the Tag
Number, Description, Department and Property Custodian. To continue to search
fixed assets, click on the Search Fixed Assets link in the menu bar on the left side of the

page.

atic

Reports Finance & Administ

Search Ficed Asselsg —— - 5AT CI|ck Search Fixed Assets

== Search D} Categor

Forms Category: | Blood Gas Analyzer v

Contacts
86552 HWX Analyzer PN 6505768 PO# P0131021  Student Health Services Lbk Ronald Cook

35465 Gas Analyzer Ortho Surgery Dept Lbk Genl Carole Berry
37086 Blood Gas Analyzer P11 WiAcc Surgery Dept Lbk Genl John Grizwold
43485 Blood Cell Procezssor Surgery Dept Lbk Genl John Griswold
56364 Cell Counter WiPrinter Pharmaceutical Sci Ama Desmon Dunn
56539 Chemistry Analyzer Student Health Services Lbk Ronald Cook
56860 Blood Analysis System Regional Administration Operations  Jerry Hoover
65024 Hrx Hematology Anafyzer Student Health Services Lbk Ronald Cook
55104 Chemistry Analyzer Bldg Maint and Op Ode Wiliam Tolbert
66216 Chemiluminescense Analyzer Internal Med Dept Lbk Genl Cynthia Jumper
69582 Blood Gas System Pharmaceutical Sci Ama Desmon Dunn
6973 Laser Doppler Blood Monitor Pharmaceutical Sci Ama Desmon Dunn

The Search Fixed Assets page displays. If you find items in your department that are not on
your inventory list, you can search by either tag or serial number to determine whose inventory
list the item is on. It is possible that one department transferred an item to your department, but
the documentation was not completed. Please notify Property Management if this is the case.
To search by tag or serial number, click on the Search By Tag or Serial Number link.

HELTiE » Finsnoe & A& party Invents
e Semch F1xed Assets

L r carch 9y Cotegery Click Search By Tag or
ontacts = Search By Tag or Serial Numi sr(l A

:ltd Serial Number

Elp

eRalder
Sign Ouk
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Enter the Tag Number or Serial Number and click on Search.

PROPERTY INVENTORY

Reports HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

Search by Service Tag Number/Serial Number

Tranzfers

Forms Tag Number or Serial Number; m
Contacts ]:

Hel
: Enter Tag Number or Serial
Number and Click Search

The search results will display with the Tag Number, Serial Number, Manufacturer, Model,
Description, Location (Room and Building), Acquisition Date, Department, Organization,
and Property Custodian.

Reports HSC Home » Finanoe & Administration » Froperty Inventory »

Search Fixed Assets

Search by Service Tag Number/Serial Number

Transfers
Forms Tag Number or Serial Number: |74703
Contacts
Help *Tag Serial Acquisition
M fact Model De t Ro COAS De t t
eRalder 74703 VEBWC1 Dell Computer Comput r Precizion 055 TTMCSW MOB 12007 Busineszs Affairs  Busine
Sign Out

Lbk 240H Lbk Affairg
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Transfers

If during the verification process you have inventory items that need to be transferred to
another department, select the Transfers link in the menu bar on the left side of the page and
click on Initiate.

PROPERTY INVENTORY _

Reports HSC Home » Finanoe & Administration » Property Inventory =

Search Fixed As=et=

Transfers

CSelect Renart

Forms Pending weithin th le. Select an Organization and then =elect the report you
b . .y
Contacis Detegate < Click Initiate
hsset by [v or ltems Mot Yet Tagged report
Help Search

ToU are authorized 1o view nventory for more than one department. To change departments, choose a different department from the drop

down menu below and click Change Dept.
=dls szl H [+| [=oP Admin Dal «|[ change Dept.

Organizations for

Available Reports:
SOP Admin Dal (40600): LS s e

@ 408001 - SOP Admin Dal @ Departmental Inventory Listing (includes ability to edit and transfer)
O ltems Mot et Tagged (includes ability to edit and transfer)
O Miz=ing Property
 Lost and Stolen Property

O Annual Certification

Go To Report

You can transfer an asset from the Departmental Inventory Listing or Items Not Yet Tagged
Report. Select the report from the list of available reports and click on Go To Report.

PROPERTY INVENTORY _

Reports HSC Home » Finance & Administration » Property Inventory »

Select Report

Search Fixed Assets

Transfers

Forms Elow iz a list of Organizations within the Department and a list of reports available. Select an Organization and then select the report you
wish to view. Click the "Go To Report’ butten to proceed.

Contacts
Edit assets or Transfer an asset by chggsj Ly L et Tagged report.

Help
“"ou are authorized to view inventory for mol =& a different department from the drop

down menu below and click Change Dept. SeIeCt the Report

Sign Out H % | | S0P Admin Dal w || Ccharteme=me

Organizations for

Available Reports:
SOP Admin Dal (40600): po

@ 406001 - SOP Admin Dal @& Departmental Inwentory Listing (includes ability to edit and transfer)

O tems Not et Tagged (includes ability to edit and trans fer)

O Mis=ing Property

O Lost and Stelen Property

O Annual Certification

< Click Go To Report
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You can initiate a transfer by clicking on the red Transfer link located on the line item of the
asset you wish to transfer.

FROPERTY INVENTORY _

R

HSC Home » Finance & Administration » Propery Inventory »

Depaltmental Im entory

Forms 406001 - SOP Admin Dal
Contacts Richard Leff

Below is a list of inventory tems for the selected Organization. To edit an item click the edit link to put the row in ‘edit mode’. In this mode there are four fields which you are able to edit: Condition, Serial
Number, Room, and Building. After editing one or more fields, either save the changes by clicking the ‘Update’ link for that row or cancel the changes by clicking the ‘Cancer link. After updating, rows
that have been changed are highlighted in yellow. When done, click the "Save Changes’ button. Thig will gueue your changes to process in Banner. To cancel all your changes, click the "Unde Al
Changes’ button

*The Serial Number field must contain enly the serial number of the asset. Placing other information in this field renders the asset unsearchable by the Property Management office.

Select Different Report or Organization

Click here to get a PDF version of this report.

*Serial Acquired
Type Tag # Description Manufacturer Model Room
-- Humber - Date m
63413

3 Computer Laptop Dell Computer Surplus BEDNT 812 Dallaz S0P 11/21/2000 2,653.00

Inzpiron 5000 100
Edit Transfer 2 2al LemlecTo s Ax205 118391374 605 SW 1112712000 5874594
. Professional
Click Transfer 3g0s1428
Edit Transfer G CE U260-270696-V0 605 SW 10122004 8242.08
Professional
Bidg Dal 428
Edit Transfer G CE 70541 Centrifuge Epindorf 30032 605 SW 10M2/2004 6,337.50
Professional
Bldg Dal 428
e G CE 70542 = etiar Tole: ScoonEza 05 S

The Transfer page will be pre-populated in the left box with the Tag#, Description, Orgn and
current Room location of the asset you have selected to transfer. Displayed in the right box are
the Department, Orgn, Building and Room the asset is to be transferred to. The initiator must
enter the Department and Orgn from the drop down menu for submission. The Building, Room
and Transfer Reason may be entered at this point but are not required for submission. From the
drop down menu, select the Department and Orgn and click on Submit.

PROPERTY INVENTORY
HSC Home »

Rey ify)

Finanos & Administrstion » Property Inventory »

Transfer

Initiated by Terry Dalton

Tag# 63413 Department: ~

Desc: Computer Laptop Inspiron argn: 7
5000
Orgn: 406001
¢ Building 3 R4

Room:  &12 Dallas SOP 100

Reom: v

Transfer Reason: Select Departm ent
and Org

Click Submit
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You will receive a Confirmation screen indicating the transfer has been successfully submitted
and the Transfer Number will also be provided. An automated email is sent to the property
custodian of the Department the asset is being transferred to.

Reports (Edit, T

eRaldar
Sign Out

T —
- Confirmation
. Transfer 1300003 successfully submitted.

: Return to Deptartment Inventory Listing

Finance & Administistion » Property Inventory »

To view the transfer, mouse over the Transfers tab in the menu bar on the left side of the page

and select Pending.

Reports

Search Fixed Assets

HSC Home » Finanos & Administration » Property Inventory »

Initiate
Forme Pending Select Pen d | n g f departmental inventory information are now available onling. Al

Contacts

Help

Pranertu Tnx rlentory

Delegate
2012
apphy only to this year.

Search

Thiz =ite provides reports in Adobe Acrobat POF format. Click the link to below to download Adobe Acrobat Reader.

Ju G-t '
P ADOBE® READER®

The Pending Transfers page will provide a list of transfers on which you are either the initiator,
the custodian of the Department the asset is being transferred to, or the delegate approver for
that custodian. Click on the red transfer ID number link to view the transfer.
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Reports (Edit, Transfer, Certify) HSC Home » Finance & Administrstion » Property Inventory »

Search Fixed Assets

Pending Transfers

Transfers
Forms The following iz a list of tranzfers on which yvou are either the initiator, the custodian of the orgn the az=et i= being transfered to, or the
delegate approwver for that custodian. Click on the red tranefer id number to view the transfer.
Contacts
53413 Computer Laptop Ingpiron 5000 Terry Datten 408001 201101
eRalder
Sign Ouk

Click Red ID Number

If you are the initiator of the transfer you can cancel a transfer if the transfer is in a submitted
status (not approved or rejected). Entering comments for the reason of cancellation is
recommended but not required. When the initiator of a transfer cancels a transfer, an
automated email will be sent to the property custodian. In some instances, the initiator of the
transfer may also be the approver as the receiving department’s property custodian or the
custodian’s delegate. To approve this transfer, enter the Building and Room from the drop
down menu and enter a Transfer Reason. When completed, click on Approve.

FROPERTY INVENTORY _

Reporis (Edi Transfer Crify) | G Home » Finance & Administrstion » Property Inventary »

-- Transfer 1300003 Enter the Building
farmemel DO and Room
i ::nrr:scﬁ — Initiated by Terry Dalton on Sep 18, 2012
Tag# 63413 Department

ey Desc:  Computer Laptop Inspiron Orgn

RI0er =000 . '

Room:  ZN100 wne ¢
Room: v
TianserReason Enter a Transfer

Reason

Click Approve
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You will receive a confirmation screen indicating the transfer has been successfully approved.
An automated email will be sent to the initiator when a transfer has been approved.

FROPERTY IHVENTORY _

Reports (Edit Transfer Certify) HSC Home » Finance & Administration » Property Inventon

Confirmation

Transfer 1300003 successfully approved.

eRalder
Sign Ouk

To view and approve transfers initiated to the Department where you are the property custodian
or delegate approver, mouse over the Transfers tab in the menu bar on the left side of the
page and select Pending.

Reports HSC Home » Finanos & Administration » Property Inventory »

Search Fixed Assets D‘r‘nﬂp‘r‘f" TI"‘I e -

_ Initiate
Forms Pending Select Pen d | n g artmental inventery information are now available enline. All

Contacts Delegate

2012
apphy only to this year.

Help Search

Thiz =ite provides reports in Adobe Acrobat POF format. Click the link to below to download Adobe Acrobat Reader.

Ju G-t '
Pl ADOBE® READER®

On the Pending Transfers page, locate the transfer you wish to view and approve, and Click on
the red transfer ID number link.
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Reports

Search Fixed Assets

Transfers

Forms

Contacts

Help

Admin

eRalder
Sign Ouk

HSC Home » Finance & Administration » Property Inventory »
Pending Transfers

The following iz a list of transfers on which you are either the initiator, the custodian of the orgn the asset is being transfered to, or the
delegate approver for that custodian. Click on the red transfer id number to view the transfer.

Printer Laserjet 2100xi Cindi Bradshaw 201201 201101
IS 58024 Dell Dimension 4600 Desktop  Cindi Bradshaw 201161 201101
1200035 \J4713  Computer Optiplex 745 Cindi Bradshaw 201201 201101

Click on red ID

As the receiving department’s custodian or custodian’s delegate, you can reject a transfer by
clicking on Reject if the transfer is in a submitted status (not approved or cancelled). Entering
comments for the reason of rejection is recommended but not required. An automated email is
sent to the initiator when a transfer is rejected. To approve this transfer, enter the Building and
Room from the drop down menu and enter a Transfer Reason. When completed, click on

Approve.

TEXAS TECH UNIVERSITY SYSTEM

</ Omnline Property Inventory

PROPERTY INVENTORY

Reports HSC Home » Finanocs & Administrstion » Froperty Inventory »
— Transfer 1200037 Enter the Building
Transfers and Room

orms I
; i Initiated by Cindi Bradshaw on Aug 23, 2012 i
P Tag # 63023 Department:

Orgn:

Admn Enter a Transfer w y
e R n Building: TTMCSW Med Ofc Bidg Lbk v
€aso Room: 055 TTMCSW Lbk 100 n

Tranzsfer Reazon: |Meeded an additional printer

Click on Approve
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You will receive a confirmation screen indicating the transfer has been successfully approved.
An automated email will be sent to the initiator when a transfer has been approved.

FROPERTY INVENTORY

Reports HSC Home » Finanos & Administration » Property Inventory »

Confirmation

Search Fixed Assets

Transfers

FIIIE Transfer 1200037 successfully approved.
Contacts

Help

Admin

eRalder
Sign Ouk

Department custodians by default always have access to approve transfers to their department.
As the custodian, you are able to assign a delegate who will also be able to approve transfers
to your department. The Delegates page will allow you to assign a delegate. To access the
Delegates page, mouse over Transfers in the menu bar on the left side of the page and select

Delegate.

Reports HSC Home » Finanos & Administration » Property Inventory »

Search Fixed Assets

Pranertvu Tny ntOl‘}r

Forms Pending ental inventory information are now available enline. All
Contacts W Select Delegate
Help Search lapphy only to this year.

Thiz =ite provides reports in Adobe Acrobat POF format. Click the link to below to download Adobe Acrobat Reader.

Ju G-t '
Pl ADOBE® READER®
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On the Delegates page, you can find and select a new delegate by clicking on Update. To
remove a current delegate, click on Remove.

Reports HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

Delegates

Tra

By default department custodians always have access to approve fransfers to their department. This page allows you, a= a custodian, to assign a delegate who will also be able to approve transfers to
your department. Click Update to find and choose a new delegate. Click Remove to remove your current delegate.

Coni
HEID ] Your Delegate is: (No current delegate) Update | | Remove
Admin

You Are a Delegat

Click Update

The ligt of people below have] ent.
o |

RO0531374  Mike Crowder

RO0S07170  Carole Wardroup

Names are searched in “First, MI, Last” format. You may use the percent symbol (%) as a wild
card to help you search. Enter all or part of a name to search and click on Search.

PROPERTY INVENTORY

Reports HSC Home » Finance & Administration

» Property Inventory »

Search Fixed Assets

Delegates

Transfers

Forms = to approve transfers to their department. This page allows you, as a custodian, to assign a delegate who will alzo
w delegate. Click Remove to remove your current delegate.

Contacts Enter a name and

He click Search
eRalder

Enter all or part/Af a nameNg search. You may use % as a wild card to help you search. Names are searched
in "First M1 Lg/ft" format. OniNhe first 50 results will be displayed. (This search my take 30= or more at times. )

jeziic}tmcgahd Close Search)

You Are a Delegate

The lizt of people below have assigned you as a delegate to approve transfers to their department.
[0 deme |

RO0531374  Mike Crowder

RO0S07170  Carcle Wardroup
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Select the delegate by clicking on the red R number link.

FROPERTY IHVENTORY _

Reports HSC Home » Finsnce & Administrstion » Frop

Delegates

Tranzfers

Forms By default department custodians always have access to approve transfers to their department. This page allows you, as a custodian, to assign a delegate who wil also be able to approve transfers to
your department. Click Update to find and choose a new delegate. Click Remove to remove your current delegate.
Contacts
| Hew B vour Deiegsies: (hocurrent Undate W}

to help you search. Names are searched
L1 his search my take 30s or more at times.)

I e C“Ck on red R number
(Close Search)

Jessica Ann McGaha Unit Manager Property Management Lbk

Jessica mcgahg

RO0534338 Jessica Ann McGaha Section Coordinator  Property Management Lbk

You Are a Delegate

The list of people below have assigned you as a delegate to approve transfers to their department.
o | e |

RO0531374  Mike Crowider

RO0S07170  Carole Wardroup

The new delegate will now be assigned.

XAS TECH UNIVERSITY SYSTEM
Online Property Inventory

FROPERTY INVENTORY _

Search Fixed Assets

Transfers ~

Farms By default department custodians always have access to approve transfers to their department. This page allow's you, as a custodian, to assign a delegate who wil alzo be able to approve transfers to
S ————your department. Click Update to find and choose a new delegate. Click Remove to remove your current delegate

Contacts
| Help s I Your Delegate is: Jessica Ann MeGaha I [upaste | [Remove

Admin

You Are a Delegate

:
he list of people below have assigned you as a delegate to

——— New Delegate

RO0S07170  Carole P

e transfers to their department.

To search for a Transfer, mouse over Transfers in the menu bar on the left side of the page
and click on Search.
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PROPERTY INVENTORY _

Reports HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

‘entory

Transfers Initiate

Modification and annual certification of departmental inventory information are now available online. All
pre June 30, 2012,

Forms Pending

Contacts Delegate

Click Search

Thiz =ite provides reports in Adobe Acrobat PDF format. Click the link to below to download Adobe Acrobat Reader.

N G-t s
Pand ACOBE" READER"

Help

On the Transfer Search page, you can enter parameters to view a list of transfers. The search
feature uses “AND” when more than one criteria is specified, so the results will match all the
criteria specified and not just one or the other. For the initiator, enter all or part of the name to
search. You may use the percent symbol (%) to help you search. Enter the desired search
criteria and click on Search.

Reports

PROPERTY INVENTORY

Search Fixed Assets

Transfers

Forms

Contacts

Help

emalder
Sign Out

HSC Home » Finance & Administiation » Property Inventory »
Transfer Search

Enter parameters and click on search to view a list of transfers. The search feature uses '"AND" when more than one criteria is specified (such as Transfer ID AND Initiator
rezultz will match all the criteria 2pecified and not just one or the other.
For the Initiator, enter all or part of the name to search. You may use % as wild card to help you search.

Click on the ID in read to view the transfer.

1D: COAS: H »

Tag #: From Dept: ~

Initiator:  |cindi tradsha| I Orgn: w
Sz

Status: To Dept: LV
Orgn: ~
~

Enter search criteria
and click Search

Click on the red ID number link to view the transfer.
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Reports

anoe & Admi

Transfer Search

Search Fixed Assets

Transfers
Forms Enter parameters and click on search to view a list of tranafers. The search feature uses 'AND" when more than one criteria is specified (such as Transfer ID AND Inttiator AND Status). Therefore the
[r———— results wil match all the criteria specified and not just one or the other.
. CD"“’@S e For the Initiator, enter all or part of the name to =earch. You may use % a2 wild card to help you =earch
e e Clckonthe D i read to view the transfer
Admin ID: coas: How
Tag # From Dept: v
Initiator: | .ingi bradshaw Orgm: v
Status: w To Dept: -
Orgm: v

=)
[0 [iss|  vescrpton | intiator | from | To | staws |

1200050 &10%8  OptiPlex 760 Winitower-PO# PO025735 Cindi Bradshaw 201111 101001 Canceled
1200049 82961 Dell OFTIPLEX 780 COMPUTER P0064528  Cindi Bradshaw 201111 101001 Canceled
1200048 81180 Dell Laser Printer 5210n PO# PO027420 Cindi Bradzhaw 201111 201101 Canceled
1200047 81090  OptiPlex 760 Minitower-PO# PO025735 Cindi Bradshaw 201111 101001 Canceled
1200046 82959  Del OPTIPLEX 780 COMPUTER PO064628  Cindi Bradshaw 201111 101001 Canceled
1200045 82560 Dell OPTIPLEX 780 COMPUTER
1200044 81088  OptiPlex 780 Minitower-PO# Pl
1200043 63181  Printer Laserjet 4050
1200042 78248  Comptuer Proaef®n T
1200041 z aser Printer Cindi Bradshaw 201111 201101 Canceled
2 ©643  Color Laser Printer Cindi Bradshaw 201111 201101 Cancelled
74713 Computer Optiplex 745 Cindi Bradzshaw 201201 201101 Submited

1200038 68024 Dell Dimension 4600 Deskiop Cindi Bradshaw 201161 201101 Submitted

BO0SAE2A  [indiBradsh, 200000 0001 Caoceled

Click the red ID number

I PROPERTY INVENTORY _

Reports HSC Home - v E

Search Fixed Assels
Smemers . Transfer 1200039
Transfers
Forms (+Help
e |pitiated by Cindi Bradshaw on Aug 23, 2012
Contacts
Tag#  T4713 Department:
Help
S Desc:  Computer Optiplex 745 Orgn:
EE Orgn: - 201201
Room:  ABBOS7 Building
Room:

ransfer Reason:

For additional information, please contact Property Management at
propertymanagement@TTUHSC.edu or by calling Cindy Collazo at 915-215-4512 or
Jennifer Meinberg at 915-215-4515.
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