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Asset Management Business Process

Asset Management

Welcome to the new and improved system for accounting for your assets

Overview
This workshop gives an overview of the following items:
Information/samples of The New Departmental Inventory report

Accessing the CMS system for On-Line Query Report (Ad Hoc) to bring up assets assigned to your
Department ID

Gives you the capability of viewing asset information on-line for a particular asset tag number
(Property decal number).

Special notes

Asset Management Contacts

For help or corrections contact: 1
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Asset Management Business Process

Annual Inventory Report

The new Campus Inventory Report sent out by the Asset Manager every 18 months
Report will be based on the Dept. ID

Capitalized, Non Capitalized and Sensitive items

The report will show:
Asset Tag #

Location (xx-xxx represents the physical location of the asset. First component is the
building, the component is the room.)

Manufacturer (if listed)
Model (if listed)
Description

Serial Number
Acquisition Date
Amount

Signature section
SAMPLE OF THE INVENTORY REPORT

california State University, Sacranento

Report ID:  SACAMPYI Equipresat_Inventory Report Page Ho. 7 of 7
Department 43100 - Dyiversity Media Services Fun Date 03/17/2004
Fun Tine 13:56:53

Rsget Tag locationm Hanufacturer Model Lescription Serial Humber Aquisiticn Date Anount

LECTRISIH VLE 2008 SINTHEZIIED DIVERZITY REVEIVER 500 01 -JH-1258 £ 368,35

080331 52 7
082929 53:'-‘1 oY ks EETACAH 2P VIDED CAMERA 10351 01 -HCW-1587 13,071.00
092849 £1_71 i CYs0wy LVD CAHCCRDER 55356 Ol -JUH-2001 13,133.82
0572089 51_ENC13E IFEZAMI ITCT20R CAHERR 7180 Ol -AUG-1587 2,624.09
055504 53_LIEE H.':k 23CHZ MICROWAVE LINK 2099 01 -CCT-1587 §,015.50
955505 53 LIBG H/& 23GHZ MICROWAVE LINK 2310 01-COT-1267 §,015.50
085316 53_PICHR CEN.':‘FkLLEY FVIF-04 TRANEHITTER REPEATCR NTIk,-‘:D’I‘PD 05-04-01717 Ol -APR-1581 10,033,580
085318 53_PICHR CEH/VALLEY FVIF-04 TRANEWITTER REPEATER HTIA/FTFP 05-04-01717 Ol -APR-1581 10,033,580
054315 531_TUME FORD 128€ AERCETAR WAGON (VIN§ 1FHCALLUOZZE4ZTLO) E-413102 0l -JUL-1586 14 ,E72.13
057511 531_TME IVEZD ZATELLITE TRUCE (VIN ZOFELT72E331700100) E-423308 01 -HOV-1587 414 260,17
052838 53_VAULT EMZEE ITFE TRANZMITTER 214 01 -JUH-1585 12,080.00
053405 53_VAULT HATIH MA-E2 TRAHEHITTER RACKE 2535-DERSZ 01 -SEP-1585 14,268.32
082321 53_VAULT EMZEE A-1 ITFE TRANZMITTER £43 Ol -APR-158% 18,238.07
082323 53_VAULT EMZEE A-2 ITFE TRANZMITTER 135 Ol -APR-1520 18,000,040
082324 53_VAULT EMZEE A-3 ITFE TRANZMITTER 122 Ol -APR-1520 18,000,040
082325 53_VAULT EMZEE A-d ITFE TRANZMITTER 123 Ol -APR-1520 18,000,040
085311 53_VAULT CEH/VALLEY HTIA/RTFP MICROYAVE 25E MULTIPLEX 05-04-01717 Ol -APR-1581 §,547.00
972181 53_VAULT [ 3281-RI WAVELINE RECEIVER 211538 0l -JUH-1524 §,050.04
053038 53_WLEMT ANTCREW HML 11FT ANTEMWA g 01 -AUG-1585 E 835,72
053408 53_WLEMT HATIH MA-62 MICROYAVE TRANEMITTER SYSTEM S5350E854 01 -SEP-1585 14,268.32
0995135 53_YARD CHRYSLER 2002 T/C VAN (VIN ICBCPT4LAZREEGSE0) E-1118044 01 -DEC-2001 19,323.00
Total Dollar Valus R
This inventory was conpleted on (Cate)
BY {Printad Hams)

{Depignee, Department Chair or Cean of Department)

ZICHED
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Asset Management Business Process

Inventory Query on an Asset

Ad Hoc Query to list asset information by Dept ID
Navigation in CMS System

1. From the Menu, select REPORTING TOOLS

2. Select QUERY

3. Select QUERY VIEWER

4. Indicate QUERY NAME: SACS8ALL

5. Select SEARCH button

6. Goto SAC8BALL_DEPT_INVENTORY

7. Click on RUN

8. Type in your DEPT ID number (for example 43100)

9. Select VIEW RESULTS
Can be run on CSV file, these instructions will be covered in GLO2 Class

The QUERY can be modified to include other fields if requested

This report is real time. It can be accessed at any time and will show the most current
information.

SAMPLE OF INVENTORY QUERY

Wiew All | Eerun Guery | Download to Excel 1-100 07276 ] Last
= = = == =
I | 000000000113 (043540 GEMERATOR SIGMNAL EQUIP-10 m T 1410R BO10257 53_50B

2 000000000124 (045901 RECORDER EQUIP-10 43100 !a'r‘.ler\fice AG-4400C-2 45591805 53_52D0

3 0000000001245 (045902 RECORDER EQUIP-10 43100 !a'r‘.ler\fice AG-4400C-2 4551808 53_520

4 000000000126 (045904 RECORDER EQUIP-10 43100 !a'r‘.ler\fice AG-440-2 29491754 53_K3

A 0000000001249 (0462032 VIDEQ CAMERA EQUIP-10 43100 !a'r‘.lenfice 20 1202 53_K3

B 000000000132 (046287 ZOO0OM LENS EQUIP-10 43100 !a'r‘.lenfice 192372 53_K3

T 000000000135 (046487 FILM EVALUATOR 16MM EQUIP-10 432100 ger\fice [ E E12602 53_14C

2 000000000177 (050439 VIDEQ TEST MONITOR EQUIP-10 432100 genfice 280 3004951 53_50B

a 0000000001748 (050478 SYETEM 21 EWITCHER EQUIP-10 432100 genfice 24027284 53_42E
For help or corrections contact: 3
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Asset Management Business Process

Viewing Asset Basic Information

All information related to the Asset

1. Navigation>Menu>Asset Management>Owned Asset>Basic Add
2. ggeﬂi‘ftﬂgnel’ Asset Basic Information
Tag Number Enter any information vou have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

= |

Business Unit;

|sacsT

Asset I(Iemiﬁcmion:l hegins with j |

T
1

Tag Humber:

|hegin5 withjl

Parent [ egins with [z |

Description: | hegins with j |

[T nclude History [l Case Sensitive

Search |

Clear | Basic Search E Bawe Search Criteria

The following panels are examples of all Asset Information that will show

Asset Information

Asset Information Asset Acguisition Detail Y LocationiCommentsiAttributes Y CustodianiLicenseiManufacturer \'. ID

Unit:  SACST AssetlD: 000000000084  PIANO Tag: 0321499 In Service
Description: [Piano Short Description: [Pravo ]

CAP & I— Q seqz: I_ Q) SetRand D nfo... Lacal Tax Information
¥l Taggable Asset  Tag Number: W [ Clustered Asset

Asset Class: I— al [ capitalized Asset

"Asset Status: Im SLL

O Composite Asset Asset ID: I ﬂ

Acquisition Date: lm B [T Replacement Asset Asset ID: I— Q)
Collateral Asset: | [~ [T Assetis Available  Contact: I—
*Acquisition Code: W Phone #: I—

FERC Code: [ &l

Financing Code: I— ﬂ

Replacement Cost: I— Last Update: I— @

Index Name: | Q)

Sublndex Name: | Q)

Parent/Child: lm Parent ID: l— Q]  BookPage

Profile ID: E Y

For help or corrections contact: 4
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A

sset Management Business Proc ess

Asset Acquisition Detail

Location/Comments/Attributes

For help or corrections contact:

Mew Window | HI

| AssetInfarmaflon | Asset Acquisition Detail '_LodyfioniC

ommentsiAtributes | CustodianiLicenseifanufacturer | [

Unit:  SACST Assél

Acquisition Details

| FITTTaY

Dy

Tag: 032199 In Serice

1of 1

I 1.0000

Quantity:

Amount: IW

Sales Tax: 0.00

Use Tax: non

Freight: 0.0

Total Amount: §B,476.47

IAIready Capitalized 'l

‘Capitalize:

( System Source: ICD”"HSiU” j
Incentive 10T

Intetfaces Infa...

Category: IEQUIP
Cost Type: I_

Acnuisition Detail Chartfields

currency: UsD

QU Retun to Search| [ +5 NewtinList | | 15 Previous in List |

ﬁ Save

B add | [E @Include History) @ConectHistary]

Mewwindow | Help

PeopleSoft.

=

[ Asset O msset Al Detd]_} Location/C: A1 er [
Unit: SACST AssetiD: G In Service

Effective Date:

106122004 Effective Sequence:

Location: 01_168
Address:
city:
County:
State:

SACRAMENTO HALL

Country: USA  United States
Geo Code:

Document:

SACRAMENTO HALL-155

Building: o

Floor =

Status:
Name:

DateTime:

10/18/2004 1115:32PM

Name:

Comment:

~ Physical Attributes

Effective Date: 10/18/2004

Color:

Height: Units:

Wide: nits:

Length: Units:

Weight: Units:

Capacity: Units:

Power Rating: Units:
»
Clbekunts Sech) (1B NextinList) (48 Pravious nList) st tistory)
Asset I et, Detail | LocationiCi | Custodianl | Asset Entry Wurkl | Asset Entry VirkZ | Asset Book Wikl | Open Trans1 Wit

al

| >

David Shannon, Procurement & Contracts
Ext. 87322 Email: procman@csus.edu
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Asset Management Business Process

Custodian/License/Manufacturer

For help or corrections contact:

PeopleSoft.

=
Mew Window | Heln
Asset Asset Acquisition Detail ) Locations i/ Custodiant
Unit: SACST AssetiD: 0DDDODDODDSE  computer equipment Tag: 10578 | Toe
=
Serial ID:

Manufacturer Name:
Model:

Product Version:
Production Date:
Plant:

Contact:

~ License Information

Agency ID:
Vendor ID:
Reg#:
Issue Date: 1011812004
Expiration Date:

Reg.

Address

Comment:

~ Custodian Information

Effective Date:
Custodian:

EmpliD:

100212004 Effective Sequence:

. I This Assetis Offsite

Status:
Name:

Operating Unit:
Fund Code:
Department:
Program Code:
Class Field:
Budget Reference:
Product:

Project:

G04DS
48100

GF-General Fund Support 04105
Procurement Services

e ) e

Asset | Asset i

Detail | Locat

ot istory)

<l

| Asset Entry Wirk! | Asset Entry Wrk3 | Asset Book Wik | Dpen Trans1 Wi

1 >

David Shannon, Procurement & Contracts

Ext. 87322 Email: procman@csus.edu
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Asset Management Business Process

Special Notes

New naming convention
Property management is now Asset Management

Asset disposal is now Asset Retirement

Conversion of assets from the Property Management System (PMS)

Only “active” assets will be converted into the new system (as of November 1, 2004)

Changes to an asset (Location, Department, etc.)

Departments will no longer have the capability of requesting changes on-line. All changes
must be written or emailed to the Asset Management Supervisor, Thurman Watson, email
address: twatson@csus.edu .

Definition of Asset ID number vs. Tag Number.
Asset ID number is a sequential number assigned by the system.

Tag number is the Property decal number

Contacts for Asset Management
Thurman Watson, Asset Management & Receiving Supervisor
Phone: Ext. 86015

Email: twatson@csus.edu

David Shannon, Manager for Procurement Services, Asset Management & Receiving

Phone: Ext. 87322

Email: procman@csus.edu

For help or corrections contact: 7
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