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Argos

Purpose: Argos reports will allow you to create your physical inventory reports to review and
verify any changes to your fixed assets.

e Click on Internet Explorer on the desktop.

e On the address bar, enter the following web address to access the Argos Client.
http://argos:8080/argos

e You can also log in into Banner and select Prod Argos.

|22 | Oracle Developer Forms Runtime - Web o |- 3]
File ), TJools Help

B LR DE G B PG X

¥ General Menu G U8 (PR = Tuesday, July 1 st log a: July 17, 2012 04:10:30 FM

Go To..| =] Welcome, Maria Ontiveros. Products: - Menu | Site Map | Help Center
My Banner My Links
|<Banner
—Istudent [*STUDENT] Change Banner Password
—IFinance System Menu [*FINANCE] Check Banner Messages

—Human Resources [*HRS]

Financial Aid [*RESOURCE] SunGard Higher Fducation
_1General [*GENERAL] Banner Self Service
@Banner Security [*SECURITY] Banner 8.x Bookshelf
—1Document Management Suite [*BDMS]
“ITexas Connection [*TXCN] Prod Argos

Prod Workflow

Your Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

@ South Texas College - Windows Internet Explorer =] Cx]
& b | v https://argos:BOBO/argos\ v| 3 | X || (=]| Bing P -
T./.@ Fawafia| Go o' hitps:/fargos:B080/argos | Enter
!ISouth Texas College @ - > [ Eé-'] v Page~ Safety~ Tools~ '@"

e Alogin box will display.
e Enter your e-mail username and password. Press the login button.

Username

(W ;

Pagsword

[ IRemember this user
[IRemember the password for this user

Edit Servers Server: argos  argos )

Tip: To access in-product help press the F1 key

A
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A list of menus will display on the right-hand side.
Click on Fixed Assets expand button.

a2 Argos - South Texas College

‘ Flle Edit Yew Tools Help

. Ra «
: Logout | Back

-

Explorer | GuickLaunch | Dashboards |

1
vy

)
‘ = Fixed Assets Physical Inventory Reports.Physical_Inwventory_by_Anum.,
|B - G'Zed Asse@

Click on Pl Reports Expand Button

a2 Argos - South Texas College

‘ Fle Edit Yew Tools Help

. Ra e
: Logout | Back

-

Explorer | GuickLaunch | Dashboards |

4
‘ = Fixed Assets Physical Inventory Reports, Physical_Inwentory_by_Anum.
= Fixed Assats

G. Physical Inventory Reports >

B Argos - South Tﬂﬁ

Fie Edit View Tools Help

fa e o 4 B X
Logout | Back Forward Cut Copy Fast= Deletel
Explorer | QuickLaunch | Dahboards|

x

Student Services

| &9

Banner A# Lookup
. Client Services
Fixed Assets

./ Physical Inventory Reports

¥ 3 Physical:lnventory:by:(:ampus
- &% Physical_Inventory_by_Campus_Bldg

- &% Physical_Inventory_by_Campus_Bldg_Cust
- &% Physical_Inventory_by_TAG

- &% Physical_Inventory_by_TAG_HISTORY
Physical Inventory Reports - Pending Approvals
& Pending_Approvals_With_Orig_Asset_Info

B

Click on PI by “A#” for PDF Report.
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Table — Argos Physical Inventory Reports
Title Description

Report by Custodian A#/Equipment Manager A# To view physical inventory report by searching with

the Custodian A# or the Equipment Manager A#. It
can also be viewed in PDF Format.

Report by Campus and Building It will search for inventory by Campus and building.

Report by Campus and Building Custodian It will search Campus building and Custodian.

Report by STC Tag# It will identify all information related to the Tag#.

Report by STC Tag# History It will display a report all the history for a silver Tag#.

Pending Workflow Approvals It will display all of pending workflow approval.

(Note: Reports can also be exported to an Excel format where it can be filtered to display specific data.)
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Physical Inventory by Anum (PDF)

B Argos - South Texas College
Fle Edit iew Tools Help

&
Back

o)
Logout

IC
[OP|
COOP Site

Y )

Suppart  Argos Help

o ]

Explorer |QuwckLaunch | Dashboards

‘.I. Fixed Assets.Physical Inventary Reports.Physical _Irve

& Barner A# Lookup
e Client Services
=l Fixed Assets

El Phiysical Inventory Reports

num

= {Generate report in POF Format
o Physical_Inventory_by_Campus_Bldg
o Fhysical_Inventary by Campus_Bldg_Cust
o Phiysical_Irwventory_by_TAG
o Physical_Inventory_by_TAG_HISTORY
e Student Services

&% Physical_Inventory_by_Anum

Physical Inventory report by Custodian A# or Equipment Mgr. A#

Execute this datablock to generate a quick

view/snapshot of the data. Right click on
the data to save the output to a CS¥ file.

Author: administrator
Date created: 7/13/2012 2:10:18 P
Date last modified: 7/18/2012 4:23:55 PM

Report Yiewer actions

Report Description

Quick¥iew | Run this DataBlock a5 a Quickview Report
Run Saved | Run this DataBlock by lnading 2 saved state
QuickLaunch|  add a QuickLaunch for this DataBlack

[ € Barrer a_proDe -

e Click on Physical Inventory Reports folder and expand on Physical Inventory by Anum
report and select “Generate Report in PDF format”.

B Argos - South Texas College

¢ File Edit Wiew Tools Help
By e, & X N 7}
i Logout | Back ©ocut Copy Delete Security  COOP Site Support  Argos Help
Expl .
*perer |Quidkaundh | Dashhoards =3 Generate report in PDF Format
x  J
Physical Inventory report by Custodian A# or Equipment Mgr. A#
= Fixed Assets.Physical Inventary Repaorts.Physical_Inventory_by_a V! b4 P! Y quip! !
+ Banner - Sample Reports
+ Business Office After Executing, click on the "Next ->" button
# CLM Reparts on the bottom right of the page to Preview,
% Dean-Chair Reports Click on Execute to Emiail, Print or Save the report in PDF format
4 Faculty Reports create the report.

= Fixed fssets
= Phrysical Inventory Reparts
= o Physical_Inwentary_by_Anum
— Generate report in PDF Format

& Physical_Inventory by _Campus
& Physical_Inventory_by_Campus_Bldg
&% Physical_Inventory_by_Campus_Bldg_Cust
o Physical_Inventory_by_TaG
‘ Physical_Inventory_by_TaG_HISTORY

+ Phrysical Inventory Reports - Pending Approvals
+ I8 HR REPORTS
% Information Systems - Student/aR
+ OIRE Reports
+ PROD
@ Test ODS
G Touchnet Reports

Author: administrator
Date created: 7/13(2012 3:10:16 PM
Date last modified: 7/31/2012 10:28:24 AM

Report Yiewer actions

Run this Report

Run this Report by loading a saved state

Add a QuickLaunch For this DataBlock

Report Writer actions

Edit the details of this Report
Edit the raw object data that defines this Report

Delete this Report

DataBlock Designer actions

Schedule this report For execution f distribution

Edit the security settings For this Repart

Notes b
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e Once the report is clicked. You will see on the right hand side of the screen in Argos a brief
description of the report at the top of the page and action buttons.

e Click on Execute button.

e Enter Custodian or Financial Manager A# and “Click on to Run”.

a Executing "Generate report in PDF Format”™

&STC

Physical Inventory Report

Enter Custodian A#: A00001779 Gomez, Alicia - A00001779
OR
Enter Equipment Mgr. A¥#:

Click to Run

Assets QuickView

CUST_ID  CUST_MAME EQUI_ID  EQUI_MAME PTAG ORGM POHD ASSET_DESC SILVER_TAG SERIAL_MNO - LOCN LOCM_TL..  ACQD_DT
A000D Gornez, Alicia A0000...  Gomez, Al.. 000000874 445000 P700365 P Workstations Ihrn 6587 70t ... 0000000710 FavYZW02 50 Mid Valley...  2/20/19C &
AD000, Gornez, Alcia £0000... Gomez, Al.. 000000S7S 445000 P700365 Pr Workstations Ibrn 6587 70t ... DOD00DOSEL F8ZARTE 50 mid valley...  2f20/19¢
AD000, Gornez, Alcia £0000... Gomez, Al.. 000000880 445000 P700365 Pr Workstations Ibrn 6587 70t ... DOD00DOSE3 Fa4VEs 50 mid valley...  2f20/19¢
A0000..  Gomez, licia £40000... Gomes, Al.. 000000334 445000 P700365 P varkstations Ibm 6587 79t ... 0000000709 FeZAME4 0 Mid valley... 2/20/19¢
A0000..  Gomez, alicia £40000... Gomeg, Al.. 000000836 445000 P700365 P Workstations Ibm 6387 79t ... 0000000586 78YZK9L 0 Mid valley... 2/20/19¢
A0000..  Gomez, Alicia A0000... Gomeg, Al.. 000000887 445000 P700365 P Warkstations Ibm 6587 79t ... 0000000587 FEZATOR S0 Mid valley... 2/20/19¢
A0000..  Gomez, Alicia A0000... Gomeg, Al.. 000000892 445000 P700365 P Workstations Ibm 6587 79t ... 0000000592 FEZAHE1 S0 Mid valley... 2/20/19¢
A0000..  Gomeg, Alicia A000Q...  Gomeg, Al.. 000000996 445000 P7003685 P Workstations Ibm 6587 79t ... 0000000597 7VZZ7I S0 Mid valley... 2/20/19¢
A0000...  Gomee, Alicia ADODO...  Gomeg, Al.. 000000997 445000 P700365 Pc Warkstations Ibm 6587 79t ... 0000000592 FEZAWA3 S0 Mid valley... 2/20/19¢
A0000...  Gomes, Alicda .. 000000393 445000 P700365 Pc Workstations Ibm 6387 79t 000000000 230BKBB 50 Mid Valley... 220195
A000D Gomez, Alicia 000000919 520004 P702339 Laser Prnfr 600 Dpi Pclf Ln17-C... 0000000752 BUA1000... 557045 - 5{7/1997
A000D Gornez, Alicia 000000951 520004 P7023356 Decrepeater 900tm  Detrime-| 0000000855 IRS5111884 557045 7{3/1997
A0000...  Gomes, Alicia . 000000952 520004 P702336 Decrepeater 900t Detram-Ma 0000000856 IR61501591 557045 - 7{3/1997
A0000...  Gomesz, Alicia . 000001083 520004 P703173 Digital Prioris Zx 6 200 #Fr-932...  D000000937 KMNG3BDF... 5560 Pecan Buill...  8/7/1997
A000D Gornez, Alcia .. 000001085 520004 P703032 T Tp 365 0000000944 FEKAZXS 55 Pecan Ca. 7{16/19¢
A0000. Gomez, Alicia . 000001169 520002 2-36020 Telephane Phyx Unit 0000000153 N 4020 Shipping a... 8/31/19¢
A0000..  Gomez, alicia . 000001305 520004 Po02913 Tbm Thinkpad Pentium #2656r3 DAMAGE 7E-¥HF22... 93 Pecan Ca...  Bf4[199€
Annnn R Alicia " annnniEsa annnm nenmanG Vi Cor Pl bk Fr i nin = [ Al1mfanr
< >
206 items

Right Click On Assets QuickView Output To Save Results

e Click on Next to create PDF report and several options appear for your selection.

d Executing "Generate report in PDF Format”

Your report is now ready t be executed. Flease choose the execution option below that best suifs your needs.

Preview this report

Save to Fle Click. this button to choose from a variety of formats to save the report.

Save the report to a temporary fle and then emal the fle to one or more recipients

Print the report to a local printer

e Press “Preview” to generate report in PDF Format and print.

7 | Technology Resources



Repert Preview : Argos Repor:

« @ = B |

Close [ fH

Thumbhals Search Resuts

LOCNTITLE
Wi Ve Campus
M Valky Ca s
Hid Ve T s
i Nl Ca s
Hhd Ve Ca oz
i Ve Camaz
i aley Ca s
Ml Ca s
Wi ey Campus
Ml Ca s
PEH-By MRm 131
PEM-Bty Wi 151
PEH-By MRm 131
Pran Bat gt
Prcan Camps
Srigging amd Recevig - Big C
Prcan Camps
Pecan Camps
PEM-Bl MR 131
PCH -8ty M 131
PHEG X Rm. 125
Praan Campis
Pran Camps

P Campis

Page 1

ACOD DT COST
1o zasen

219 2aasE
AT LS E
YHIT 205G
AT 2AEE
YR 2055
1o zasen
e 2aasEe
1o zasen
e 2aasEe
STHSW L TLAz
TUHEF  LISTAS
ST 2ASTAS
aTiaw

Figre 200
anyims

4199 326535
riyine

1311571995 2,667.25
7MLz
asy1em

107287196 139300
/199 1,30

107287196 139300

Feport Date: 7/25/2012 2:10:45 P

South Texas College
Physical Inventory Report

Cusiodian: Gomez, Alcia - ADDDDM779 Equipment Manager:
CUST ID CUST HAME EQUIID EQUINAME PTAG  DRGH POHD ASSETDESC TAG SERILNO LOCH
AODOITTS Ganer, Aida 400001773 G, aia QOO0 MO0 PAOCES P WasugonsIon G557 THAT  DOOOOTIO TATN2 M
ML Ganes, Alda H00008773 G, Aia QDO MO0 PANCES P Warktations im £557 7 A DOO000SHN PRARA 0
MIROIT Gaer, Ala HQUNLTS Gas, i ODOMON MO0 PAES P imnsonslon £5I7TA WONOLSD TAnE W
AODOITTS Ganer, Alda 40000773 G, Akea QUUMUEH MO0 PALES B iartgonsIin T TR Ar  WOOOOTH FEaMEs 0
MORGITTS Ganer, Alda AQO0RLTTS Gt AFca QOOMGEE M0 PACEE P iaeumorslin SI7TRAD WONGE TAZNL M
MOOOITTS Ganer, Alda 40000773 G, Aia QUM MO0 PALES P iatgonsIin ETTRAr  WOOOLST o M
MRRGITS Ganer, Alda A90L7TI Ga, A ODOMOMZ MO0 PANCES P WaisugonsIom £557TIAY WL T M
ML Gamex, Alda H0000177% Garms, Acia ODOMIONG MO0 PICES B Wretations Iom £587 T Ax  OOOOO0S FIZTT
MRRGITTS Ganer, Alda AI0L7TR Ga, Al ODOMONT MO0 PAOCES P WamugonsIom G557 T4 WML TRWE M
AOOOITTS Ganer, Alda 40000773 G, Afcia 0000 MO0 PICES B aretations Iom £57 A DOOD00END 210miE %
MIROITT Gaer, Ala HQUNLTS Ga, i ODOMESS OO0 PALSIS Lam P SONDR Pef niF-Ca ORISR SIEKNFL S50
MK Gamex, Alda H00008773 G, Acia QOMESE SN0 PIUNE Dmmpmse MGm Deeds ODODOOGISS TRSSLAEI S5
MIROITT Gaer, Ala HQUNLTS Ga, i ODOMUSS2 OO0 PALSIE Deepmam 00im Detts  OROGES TRESSOIS 5S04
MK Gamex, Alda 40000773 G, Akcia QUOOES SN0 PALLFS  ghalPiais 206 200 AF-Eidwe DO XIENDUSLA 5561
AOOOITTS Ganer, Alda 40000773 G, Afcia 00O SO0 PAR2 TumTp IS mNoe Tz 5
MRRGITTS Ganer, Alda AQORLTTS G, Acia DOULIER AL ESGU0 Teksmamefus Uk WAL W am
AOOOITTS Ganer, Alda 40000773 G, Afcia 00005 SNG4 PEUS1S Tom Thntpad ek M2ESGG  DAWAGE  70-tirzzasy 55
MK Gamex, Alda H00008773 G, Acia QRIS WOA0L PR Gomemm i Dimes Mz » i H
AOOOITTS Ganer, Alda 40000773 G, Afcia ODOUISA2 SN0 PEONES Dectdm SOL1 ook By 512566 UDODOONNSH 123219005745 SSTO4E
MIROITT Gaer, Ala HQ00LTTR G, Akcia 0OMZ SR PRLAD lmmmCswlm Wbk Rl U9 MISEINL S
MRRGITS Ganer, Alda AQORLTTS G, A2 000NN 000 PASZ Definty RESex Ean WIS 900021135 S5
MIROITT Gaer, Ala HQ00LTTR G, Akcia QOOLSSPA SO0 POOGTFT Tom P 00 P WO TR 5
MK Gamex, Alda H00008773 G, Acia 00N M0 PORTT Tum P 71 R
MIROITT Gaer, Ala HQ00LTTR G, Akcia QDO MO0 PIOGTT Tom P30 PI wN TeEr S

<

e After the preview you may email, save, or print the PDF file.

e Press the E-mail Button to e-mail Report.

4 Send an Email

Please choose the emal server and fil in the desired fields before sending the emai.

Email Server

stcmail v
To
dejor@southtexascolege.edu

Subject
Phys Report
Attachment Mame Format

attachment pdf Adobe POF Flles (%.pdf) v

Body

\ Send Cancel l
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Physical Invetory by Anum (Excel)

TC

South Texas College

Physical Inventory Report

Enter Custodian A00000051 Sanchez, Teresa - AOO0O0O0051
OR |
Enter Equipment Mgr.

Click to Run

Assets QuickView

CUST_ID CUST_MAME EQUI_ID EQUI_NAME PTAG ORGN POHD ASSET_DESC SILVER_TAG SERIAL_NO LOCN ACQD_DT
Sanchez, Teresa MO ID IAME NO... 000002686 445000 PB05059 Computer H Brio Pc 0000002063 us820941... 402010 8/31/19¢ .
Sanchez, Teresa NO ID 000002709 445000 P805059 Computer H Brio Pc 0000002087 Us8304 402010 8/21/19¢
Sanchez, Teresa NO ID 0000022905 221105 P901433 Gateway Pc E-3200 350 0000002329 00117511 402010 12/2/19¢
Sanchez, Teresa MO ID 000002979 210011 P902071 Hp Lsrjet 8000 24ppm C4085a 0000002533 USBBO16... 557133 4/9/199¢) =
Sanchez, Teresa MNO ID 000003043 410013 PO0D1083 Ibm Pc-300pl Pii 350 68624djj 0000002969 23MHFRV 3/5/199¢ ©
Sanchez, Teresa AD0DO 000002189 410012 PO03065 Ibm Pc Pii450 92fy) 0000002557 78HVMFF 4/12/19¢
Sanchez, Teresa A0000 000003190 410013 P203065 Ibm Dsktops 6862dii Pi350 0000002558 23MHNVB 4/12/1
Sanchez, Teresa NO ID 000003191 210011 POD2813 Gateway Solo 2500 Ls Pentium ... 0000004761 00137172... 4/6/199¢
Sanchez, Teresa MO ID 000003521 00 Mode... 0000002672 00141066. 6/21/19¢
Sanchez, Teresa NO ID 000003615 Save results . 0000003005 00145700, 6/199¢
Sanchez, Teresa NO ID 000003995 ~ 0000003359 00164324, 12/8/19¢
Sanchez, Teresa MO ID 000004297 Edit sort .. Minftower 0000003578 00178897 3/31/20C
Sanchez, Teresa MO ID 000004339 Edit filt 4200 550 0000003628 00182323... 4/5/200C
Sanchez, Teresa HO ID 000004484 lEilid=lr = 000003832 18705661 5/23/20C
Sanchez, Teresa MO ID 000004899 0000004481 E2K08506. 8/23/20C
sanchez, Teresa NO ID 000004946 Undo Ctrl+Z 0000004458 E2K08506. 8/23/20C
Sanchez, Teresa NO ID . 0000049052 0000004404 E2KD8506. 8/23/20C -
Sanchen o= MAR NamEme nAanacess cut Ctilax  feone Aontasa necas ol
49 items Cemy ik
Paste Ctrl+V
Right Click ¢ utput To Save Results
Select Al Ctrl+A
Help
e Select information options.
Click on “Save”
(] ICK ONn "Save
sare
¢ .
)| Save Results w8
Write headers
4[| & Renal [ use format "variable.Field"
[iCNAME
] ENAME T
| PTAG_NODUP
1| ¥lcusT D )
/] CUST_NAME L ls[
¥ EQUI_ID 1
/] EQUI_NAME ¢
| PTAG L
/| ORGN — |
K| POHD 7
"
| ASSET_DESC ;
|/ SILVER_TAG t
[#/] SERIAL_NO C
-
Wiorn C
" - {
Some fields have been disabled since they have NULL values. To enable these fields r
select a row from the corresponding control on the previous screen. 1
£
£
£
| C
all
3 l Save l l Launch l I Cancel l

e It will save to the computer.
e Please provide a file name and select “Save”.
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aLibraries

B Maria M. Ontivercs
& Computer

& Network

). Computer Errors.
bioc

b Work Orders

#¢Banner

#p Eviions MAP Server

A FootPrint

£ mariam's Home Folder

¥, Trax Administration - Home

ma Separated Files (*.csv)
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Sample Reports

Physical Inventory by Camp Bldg:

Physical Inventory Report

South Texas College

Select Campus: CAMPUS  CODE Multi-Select Buliding: LocN_TITLE LOCN_CODE

Pecan 55 A TCPB 5B -~

Starr 45 TC WF 108

Mid-valley 50 TC WF Open Area 1...

NAH 35 Edinburg High School

TEC 40 PSJA High School

Hidalgo 65 Shipping and Rece

La Joya 26

Walnut 10 J

< > v

TCRldn CRm 10A anono1
12 items, 1 selected 352 items, 1 selectad
Assets QuickView
BTAG cusT_ID CUST_NamE EQULID EQUINAME CRGN | POHD | ASSET DESC SILVER TAG | SERIALNOG | LOCN | LOCH_TITLE ACQD_DT
00001750 A00000048 Gonzalez, Arnalda A MAME MOT FOUMD Fu., 445000 PFO3048 Ibrn Pe 300 Gl 166 Mhz Pentiumn 0000001127 23CVYD0 402010 TC Blda € Client Sve Fence, BAIFI199
00002650 A00000047 De Leon, Daniel ADD00LTFS Gomez, Alicia 445000 PBOS059 Computer H Brio Pc 0000002031 UIS82341130 402010 TC Blda € Client Sve Fence, 8/31/193
00002686 A00000051 Sanchez, Teress A MAME MOT FOUMD Fu., 445000 PBOS059 Computer H Brio Pc 0000002063 US82941074 402010 TC Blda € Client Sve Fence, 8/31/193
00002709 A00000051 Sanchez, Teress A MAME MOT FOUMD Fu., 445000 PBOS059 Computer H Brio Pc 0000002087 UIS83040688 402010 TC Blda € Client Sve Fence, 8/31/193
QO000ZH0E A000OO0E L Sanchez, Teresa A& MAME MOT FOUMD F... 221105 Pa01423 Gateway Pc E-3200 350 0000002323 011751148 402010 TC Elda € Client Sve Fence, 12/2/13%
Q00003043 A0D0OO0E L Sanchez, Teresa A& MAME MOT FOUMD F... 410012 Pa013s3 Ibm Pc-300p| Rii 350 £362dii 0000002363 ZIMHFRY 402010 TC Elda € Client Sve Fence, 3811599
Q00003153 A0D0OO0E L Sanchez, Teresa A00000040 Elizonda, Maria L0013 P30Z0EE Ibm Pc Pi-480 E592R| 0000002EET TEHUMFF 402010 TC Elda € Client Sve Fence, 4/12/13%
Q000031590 A0D0OO0E L Sanchez, Teresa A00000040 Elizonda, Maria 0013 P30Z0EE Ibm Dsktops 6462dii Piizsn 00000N2EEE ZEMHNYE: 402010 TC Elda € Client Sve Fence, 4/12/13%
Q00003521 A0D0OO0E L Sanchez, Teresa A& MAME MOT FOUMD F... 610030 Pa0diz1 Gateway Pc E Series 200 Model A5 0000002672 0014106622 402010 TC Elda € Client Sve Fence, EJ21/13%
QO0003E L8 A0D0OO0E L Sanchez, Teresa A& MAME MOT FOUMD F... 445000 P30dEZE Gateway Pc E-3200 0000002008 014570002 402010 TC Elda € Client Sve Fence, BJEF1599
000003995 400000051 Sanchez, Teresa Hfa MAME NOT FOUND F.. 221106 P201463 Gateway Pc 500 Perfo 0000003353 0016432493 402010 TC Bldq C Client Sve Fence... 12/8/193
000004297 A00000051 Sanchez, Teresa Hfa MNAME NOT FOUND F... 445000 P202924 Gateway Pc E3400 Se Minitower 0000003578 0017889738 402010 TC Bldq € Client Suc Fence...  3,31/200
000004464 A00000047 De Leon, Daniel A00001779 Gomez, Alicia 210011 P203893 Gabeway Solo 2550 Lx Deluxe Laptop 0000003812 0018683450 402010 TC Bldq C Client Sve Fence... 54137200
000004484 A00000051 Sanchez, Teresa Hfa MAME NOT FOUND F... 4450000 P203338 Gateway Pc E3200 550 0000003832 18705661 402010 TC Bldq € Client Suc Fence...  5/23/200
000004346 A00000051 Sanchez, Teresa Hfa MNAME NOT FOUND F... 445000 P203374 M & & Computer 0000004458 E2KD850678 402010 TCBldq € Client Suc Fence...  8,/23/200
000005086 A00000047 De Leon, Daniel A00001779 Gomez, Alicia 4450000 P203374 M & & Computer 0000005485 E2K0851283 402010 TC Bldq C Client Sve Fence... 8237200
000005345 A00010250 Quintanilla, Gerardo MiA MAME NOT FOUMD F... 210007 P204327 M & & Conputer 0000005035 E2K0850809 402010 TC Blda C Client Sve Fence... 8/31/200 o,
nnNNNS4na ANNNINZSA Owiintanilla. Gerardn Ms MAMF MOT FOLIND F.. aq5nnn P2n4an17 Marda IR10 Car Pr nNNNNN39RA F2KNA447RS an>nin TC Rldn © Clisnt S Fenre... gdealann
134 items

Right Click On Assets QuickView Output To Save Results

Physical Inventory by Camp Bldg Cust

@ Executing "Physical_Inventory by Campus_Bldg_ Cust”

Physical Inventory Report

South Texas College

Select Campus: Multi-Select Buliding: Multi-Select Custodian:
CAMPUS CODE LOCN_TITLE LOCN_C... CUST_NAME CusT_ID
Pecan 55 A TCPB 5B 402546 A De Leon, Daniel A00000047
Starr as TC WF 108 402545 Galindo, Jose A00001423
Mid-Valley 50 TC WF Open Area .. 402544 jomez, Al | Anoo01779 ||
NAH 3s Edinburg High School 401621 Gonzalez, Arnalda A00000048
TEC 40 PSIA High School 401622 Gonzalez, Jose A00001239
Hidalgo 65 Shipping and Recei... 4020 Quintanilla, Gerarda A00010250
La Joya 26 TC Bldg C Client Svc... 402010 Sanchez, Teresa A00000051
walnut 10 TC Bldg C Client Svc... 402010 Trevino, Melba A00000035
2501 15 TC Bldq C IT Fenced... 402024
Rinfran  an TC Bldg C Rm 106 402021
< > TC Bldg C Rm 107 402013 ¥
12 ftems, 1 selected 352 items, 1 selected gitems, 1 selected
Assets QuickView
FTaG cusT o CUST_NAME EqUIID EQUI_NAME oRaN FOHD ASSET_PESC SIVER_TAG | SERIAL NG LOCN LocH_TITLE ACQD DT
00010832 AN00OLFTS Gannez, Alicia AO0001779 Gomez, Alicia 224012 PS02034 Dell Gx280 Computer 0000010643 2CRRAET 402010 T Bldg < Client Swe Fance., 12£3/2004
00011557 AD00OLFTS Gannez, Alicia AO0001779 Gomez, Alicia 445000 Ps01292 Dell Computer Gx280 Optiplex Q000011421 E4LEGEL 402010 T Bldg < Client Swe Fance., af1f2004
MO00 13217 AD00OLFTS Gannez, Alicia AO0001779 Gomez, Alicia 500010 POOO430 Dell OptiPlex GHE20 Minitower Pentium 4 12529 aT4LYe1 402010 T Bldg < Client Swe Fance., Lf24/2006 91,
MO0D 14173 AD00OLFTS Gannez, Alicia AD0001779 Gomez, Alicia R.14200 P0002492 Dell OptilPlex GX620Minitawer Pentium 4 15322 Fe8kal 402010 T Bldg < Client Swe Fance., 2f17 /2006
MO0 15447 ADO0OLFTS Gannez, Alicia AO0001779 Gomez, Alicia 540001 Po011088 Dell OptiPlex 745 Minitower 15946 FEBZOCL 402010 TC Bldg < Client Swe Fance., 47472007 12
< >

5 items

Right Click On Assets QuickView Output To Save Results
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Physical Inventor

by TAG:

a Executing "Physical_Inventory_by_ TAG"

& STC

South Texas College

Physical Inventory Report

By TAG
TAG: 16735
Custodian: Gomez, Alicia Cust. ID:  AQD001779
Equipment Mgr.: Gonzalez, Arnaldo Equip. ID:  A00000048
ORGN: 520005
POHD:  P0034595
Permanent TAG: N0Q018167
AssetDesc:  PowerEdge R710 with Chassis for Up to Eight
Serial &: 9PSWIM1
LOCN: 557159 PCN - Bldg M Rm 246
Aquired DT: 6/18/2010
Total Cost:  §7,728.97
TAG QuickView
TAG CUST_ID | CUST_MAME EQUIID | EQUI_NAME ORGN POHD PTAG ASSET_DESC SERIAL_.. LOCN LOCH_TITLE ACQD_DT
16735 AD00D17... Gomez, Alicia A0000C0.., Gorealez, Armaldo 520005 POO34595 MOOO1B.. PowerEdgeR7.. SPSWIM1 557159  PCM-BdgMR.. 6/18/2010
< P

Right Click On TAG QuickView Output To Save Result

Close

Physical Inventory by TAG_ Histor

4 Executing "Physical_Inventory_by_TAG_HISTORY"

TC

South Texas College

Physical Inventory Report
By TAG HISTORY

Enter TAG:

TAG History QuickView

PTAG ACT_DATE | USER_ID TRANSFE.. | TRANSFER_RSM TRANSFER_FROM...  TRANSFER_FROM_M... FROM_CO.. | FROM_CR.. | FROM_LOCN FROM_GR.. | TRANSFER_TO_ID | TR/
NODD18167  7/25/2011  LATAMEZ First Record gere... NO 1D MNAME NOT FOUND NO ID A,
NODD18167  7/25/2011 LATAMEZ ~ 7/25/2011 UPDATED LOCH/.. ADDOS688S Rodrigues, Maria s 520005 557012 400001779 Gal
< bd

Right Click On TAG History QuickView Output To Save Results
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JagNet

Purpose: You will use Jagnet to initiate the fixed assets transfer requests.

e Go to the South Texas College website.

1 South Teas Coleg - Windows et o
@ ‘J ity fwansoud exascullegeedu

e Click on the JagNet link.

Secure Access Login

Password

(=L ]

Ak | forgot my Jagnet P

Need Assistance?

e Click on the Employee Tab.

.MyJagnet i JagCard || Site Map | Student | JagMail

e Click on Employee Services.

My Services [=] k5 B3
( - Link
mployee Servic
View ployee payroll data such as your pay stub,
deductions, and leave balances.
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e Alist of options is listed.
a. Select Fixed Asset Transfer Request

Employee

Pay Information

Direct depesit zllocation, ezrnings and deductions history, or pay stubs.
Leava Balances

Supervisor Leave Balance Report

Request Parking Permit

Payroll Distribution Report

Fixed Asset Transfer Request «

e Fill out form accordingly.
(Note: Please enter all data correctly and do not leave any textboxes empty.)

|@ SunGard Higher Education - Windows Internet Explorer
@.\:/ - ‘* https: | /jagnetd. southtexascollege. edu i [v] g

File Edit View Favaorites Tools Help

¢ Favorites | W SunGard Higher Education

Back to
Employee Tab

“«

Personal Information Student Faculty Services JEN0 -k WebTailor Administration

Fixed Asset Transfer Request

Manager Requesting Current Financial Manager
Manager's Phonez Current Manager's phone#
Silver Tag Number Silver tag number to transfer

Justification A brief description of the

purpose to transfer the asset

To Financial Manager |[ged

RELEASE: 1.0

{*| Select the new financial manager's name from the dropdown box

e A confirmation page will be displayed automatically when request has been submitted.

Confirmation

+ Information saved successfully.

Done

? e Click on Done to process form.
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Banner Workflows

Purpose: Banner workflows will have all the approval forms from the fixed asset transfer
requests submitted on JagNet.

e Open Internet Explorer and type https://banner.southtexascollege.edu for Banner Access
(Note: Or select Banner shortcut on desktop if available.)
e Click on PRODS8 — Production.

@ South Texas College Banner 8 - Windows Internet Explorer =S
v L@J https://banner.southtexascollege.edu/ > % +y ‘ X ‘ ‘ _\ Bing yel

¢ Favorites | = @] Photoshop CS5 Tutorials .. @] Free Hotmail €| Web Slice Gallery v
| Ei’i b - [ ggg ~ Page ~ Safety = Tools~ @

ASTC  sanners

South Texas College

‘ @ south Texas College Banner 8

Banner Instances: Use First Link for Daily work and bottom 4 links for Testing

PRODS - Production

PPRDS8 - Test Instance
TRNGS - Test Instance
TCBMS - Test Instance
PLAYS - Test Instance
EBOXS - Test Instance
TESTS - Test Instance

e A Security Warning popup window may appeatr, select Yes

Security Warning

ﬁ Do you want to view only the webpage content that was delivered securely?

This webpage containg content thatwill not be delivered using a secure HTTPS
connection, which could compromise the security of the entire webpage.

][
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e Enter Banner username and password.

Username: ||

Password: |

Database: |PROD8

(Qonnect” Cancel )

e On the right-hand side, a menu for “My Links” should appear.

e Click on “Prod Workflow” for Banner Workflows.
|22 | Oracle Developer Forms Runtime - Web [E=N BOR ==

File:

Tooks Help

Go To | Welcome, Maria Ontiveros. Products: - Menu | Site Map | Help Center
LlMy Banner My Links
—iBanner

—Istudent [*STUDENT] Change Banner Password

—IFinance System Menu [*FINANCE]
—Human Resources [*HRS]
—IFinancial Aid [*RESOURCE]
_1General [*GENERAL] Banner Self Service
—IBanner Security [*SECURITY]
—1Document Management Suite [*BDMS]
“ITexas Connection [*TXCN] Prod Argos

Check Banner Messages

SunGard Higher Fducation

Banner 8.x Bookshelf

Your Personal Link 6

My Institution

SUNGARD HIGIEE EDUCATON

Banner Broadcast Messages

Or

Login to Jagnet and click on Employee tab and under Quick Links — Employee you will see the
Banner Workflow link:

il 7o i SR e ]

JJAGNET,

My Account ~ Welcome Ms Maday Avila '

Content Layout  You are cumrently logged in.

Portal Admin Logout  Help

MyJagnet | Library | JagCard | Site Map | Faculty .Emplpyee ] Sepmer a0
My Services [E 5 E |l Quick Links - Employee EEE
Pay My Bill | Enroll/View Payment Plans | View Account Summary Business Office

Faculty / Staff Email i

Enrallin a payment plan or view an existing payment plan. Grant Development, Accountability and Management Services L

Human Resources

; Purchasing

Link to Banner Worlflow —___ | | public Relations and Marketing
Student Services TRBanner Workflow
View grades, register for dasses, apply for financial aid, and much mare through Student Self
Service!

Business Office Forms of =]
+ View My Class Schedule

My 1098-T Tax Inf ti H H

e — Business Office - Forms
Common services Contacts Accounts Payable

Graduate On Time (GOT)

« B0-1200 - Emergency Hand Cut Form
o B0-1300 - Request for Prepayment Form
 BO-1800 - Departmental Sianature Autharitv Form
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The Banner Workflow login screen will display.

e Enter your Banner Workflow username and password (Use your banner account).

BANNER WORKFLOW

‘@_ﬂ_ SUNGARD HIGHER EDUCATION

=7
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Current FM Transfer Approval Form

‘€ Banner Workflow 8.0.1 (wiProd) - agomez - Windows Internet Explorer E]@

S| stecloc | [#1][ x| & e

File Edit View Favaorites Tools Help

¢ Favarites |55 |+ Ny sunGard Higher Education Bl panner workflow 8.0.1 (... % - B | g v Page~ Safety - Tools - (@~
Home %s Workli
Worklist
Workflow Stat Search
SrETiow SESRE Seare Organizatigge™ Activity Priarity Created
Workflow Alarts Rook Fixed Assets 19720 Transferapproval Hermal 17-3ul-2012 01:30:55 PM (5

User Profile
e 1-10of1 First { Previous Next » Last Go to page:

User Information
Change Passvord

Ready

Show Reserved Items

TOP | ered

by SUNGARD'
HIGHER EDUCATION

All assets pending approve will appear in the worklist for the Current FM (Transfer Approval form

]
name)

o The form will contain the Financial Managers contact information along with the equipment
information that is being transferred with all pertinent data.

e The Financial Manager will now “Approve” or “Disapprove” the form.

:o Transfer Approval Form

Transfer Information

Manager Requesting Move:  Alicia Gomez

Date: 17-Jul-0012 12:00:00 AM

Phone=: 872-5527

Justification: Fixed assets

FROM

Silver Tag Number/Desc: 19730 - Cisco VG224 Analog Voice
Gateway

Orgn/Title: 520002 - Phones Central Office

Location/Title: 557012 - PCN - Bldg M Rm 114

Asset Manager UserlD/Name: AGOMEZ - Alicia Gomez

Custodian UserID/Name: ddeleon - Daniel De Leon

TO

Financial Manager ID/Mame: A00001779 - Alicia Ruth Gomez

Financial Manager Email: agomez@southtexascollege.edu

Custodian UserID/Name: AGOMEZ - Alicia Gomez

* Transfer Approwval

O Approve O Disapprove

* —
@mmme |[ saveaclose || cancel | % >
—

Disaproval Comments:

(Note:

If Financial Manager “Disapprove” the transfer form, a disapproval comment needs to be entered
and press “Complete”.

If Financial Manager forgets or does realize there is a form to be approved, it will be available in the
worklist for five days afterwards it will display an Alert. After 5 days the FMs will receive an email.)

The Transfer Approval Form has several buttons:

Complete — Form will be submitted and transfer to New Financial Manager

Save & Close — Updates can be made and saved for it to be viewed for updates at a later time &
date.

Cancel — No changes were made and form will stay in the Worklist.
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New FM Validation Form

€ Banner Workflow 8.0.1 {wiProd) - agomez - Windows Internet Explorer

BEX

@\:‘; hd B stecloc % |i': Live Search ‘ £~

File Edt ‘View Favorites Tooks Help

f} Favortes |92« * SunGard Hisher Education ﬂBanner Workflow 8.0.1(,.. X

ﬁ‘ A 5 | uin v Page v Safety » Tools v @v

slLogoff | Help

Workflow Stat h
Organization | Workflow Activity
Workflow Alerts Root Fixed Assets 19730 ValidationForm

Ready

User Profile

My Brocesses 1-10of1 First ¢ Previous Next o Last Go to page: _

User Information
Change Password

Priority Created

Normal 17-Jul-2012 01:32:29 PM \

Show Reserved Items

TOP L oweredty SUNGARD'
HIGHER EDUCATION

o After the Current FM approves a transfer the new Financial Manager will have a validation form their

worklist.

e To view the pending approvals: click on the link for the Fixed Asset information to open the form and

update.
e The new Financial Manager will update the following information:
0 Asset Organization
0 Asset Location
0 Custodian (using e-mail username)

Once data is entered, please press “Complete” to update the changes.

Worklist

This form is to validate the asset information you are
transferring.

FROM
Manager Requesting Move: Alicia Gomez
Date: 17-1ul-0012 12:00:00 AM
Phone=: 872-5527
Silver Tag Number/Desc: 19730 - Cisco VG224 Analog Voice
Gateway
Justification: Fixed assets
Organization: 520002 - Phones Central Office
Location: 557012 - PCN - Bldg M Rm 114
0 Enter Banner
Financial Manager: agomez Organlzation Code
Financial Manager Name:  A00001779 - Alicia Ruth Gomez
Custodian Name: AGOMEZ - Alicia Gomez number
Inter-Depasis =F Displayed
e Current SI|VEI‘ Tag)
* Asset Orgn: 520002 Enter Asset
* Asset Location: 557012 LOC&tIOﬂ COde
* Custodian Email UserID: agomez number

Complete ‘ Save & Close ‘ Cancel

For new custodian
enter STC email
username TP cowerasy

SUNGARD'
HIGHER EDUCATION
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New FM Confirmation Approval F

orm

& Banner Workflow 8.0.1 (wfProd) - agomez - Windows Internet Explorer [._]E]EI
= * o >
Go-B o IR ®
Fle Edt View Favortes Tools Help
S Favorites |53 | N South Texas College - pawer.,, | [E Banner Workfow 8.0.1 (... - 8 v Pager Safetyr Toos+ @+
Home 3o Worklist
Worldist
ok ToEd Orgznizati Warkflon Activity Briarity Crested
Worldlow Alerts Root Fixed Assets 19730 Confirmation Approval  Normal 17-3U1-2012 01141116 PM &
Read
[TI—— Show Reserved Items
e — 1-10f1|First ¢ Previous |Next 3 |Last|Go to page:|1[v]
User Information
Change Passveord
TOP o ered by SUNGARD
HIGHER EDUCATION

appear in their worklist for final/confirmation approval.

Once the validation is completed, the New FM will have a Confirmation Approval form that will

Hide Menu [s/Logaff |~ Help

workli
:fonfirmation Approval FD

Asset Transfer Information

FROM

Manager Requesting Move: Alicia Gomez
Date: 17-Jul-0012 12:00:00 AM

Phone=: 872-5527

Silver Tag Number/Desc: 19730 - Cisco VG224 Analog Voice
Gateway

Asset PTag: NO0019250

Justification: Fixed assets

TO

Financial Manager ID/Name:
Orgn/Title:

Location/Title:

AD0D001779 - Alicia Ruth Gomez
520002 - Phones Central Office
557012 - PCN - Bldg M Rm 114
Custodian UserID/Name: agomez - Alicia Gomez

* Transfer Approval

O Approve O Disapprove

Disapproval Comments:

‘ Complete | Save & Close | Cance\‘ ’

Top

powerad by

SUNGARD'
HIGHER EDUCATION

e The New Financial Manager can “Approve” or “Disapprove”.

e The form has several button options:
o Complete — Form will be submitted
0 Save & Close — Updates can be made and saved for it to be viewed for u
0 Cancel — No changes were made and form will be in the Worklist

e After the confirmation approval form is approved and completed.

o0 Banner Fixed Assets will be updated with the new information.

pdates at a later time.

o0 Atfter all approvals have been completed the following will receive an email: Requestor,
Current FM and Fixed Assets Shipping and Receiving. If Disapproval — Requestor by

Current FM and Current FM will receive an email.
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Transfer Requestor Request Rework Form 1

|@ Banner Workflow 8.0.1 (wfProd) - mavila - Windows Internet Explorer | = n

S 73 g
Go-8 o o= 8 B
File Edit View Favorites Tools  Help
i Favorites |23~ W South Texas College - power... | [E] Banner workflow 8.0.1 (... - B | =y v Page - Safety - Toos - @)

Lz 2o Worllist
:
s Search
Organization i Activity Priority Created
Fixed Assets 19730 TranferRequestReworkFerml  Hormal 17-1ul-2012 01:56:24 PM &

W
W us Seard
Worlflow Alerts. Root
i

User Profile Show Reserved Items

1-1o0f 1 First| ¢ Previous Next 3 Last Goto page:|1[v]

My Procasses

Top

powsred by

SUNGARD'
HIGHER EDUCATION

e If you submit a JagNet Fixed Asset Transfer Request and the Current Financial Manager
doesn’t see the Transfer Approval form in their worklist due to error then the transfer
requestor should have it in her/his worklist.

e The Banner Workflow Worklist will display the Fixed Asset Transfer Request Form1 to the
Transfer Requestor who submitted the fixed asset transfer request on Jagnet.

(NOTE: The Fixed Asset Rework Form will only display in the transfer requestor’s worklist.
If he/she submitted a wrong silver tag on Jagnet; the transfer requestor will have to make
the correction to the silver tag. Once corrections have been made the Current Financial
Manager will receive the Fixed Asset Transfer Request approval form on their work list.
Please note below for Rework.)

e The following screen depicts the Fixed Asset Transfer Request requiring corrections.
Please note the validation indicators.

Worklist

:o Transfer Request Rework Form #

Validation Indicators:

Asset Silver Tag is Valid?: Yes
MNew Equip Manager is Valid?: No

Asset Transfer Information

FROM
Manager Reguesting Move:  Alicia Gomez
Date: 17-Jul-0012 12:00:00 AM
Phone=: 872-5527
* Silver Tag Mumber: 19730
Purpose of the Move: Test2
TO
* Financial Manager: agome
Complete || Save & Close || Cancel |
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New FM Request Rework Form 2

€ Banner Workflow 8.0.1 (wfProd) - agomez - Windows Internet Explarer ['—]@K‘I
& -8 stecdor | SR |[2]-
File Edit Yew Favorites Tools Help
e Favorites |95+ | N Sunard Higher Educstion Bl ssrmer workfows.0.1 (... v B ) #m - Pager Safety -+ Toos+ @+
Home %o Worklist
Workdist
Werkflaw Sttus Search Organization Werkflow Activity Eriority Created
Root Fixed Assets 19730 TranferfequestReworkFormz  Normal 17-Jul-2012 0L:3TI3T P &
Ready

User Profile Show Reserved Items

1-1of 1 First < Previous Next & |Last|Go to page:|1[v]

My Processes

User Information

Change Password

Top

powered by

SUNGARD'
HIGHER EDUCATION

e Once the Current FM approves the Transfer Approval Form. The New FM should have in their
worklist the Validation Form. Open the Validation Form and make updates to the Asset
Organization, Asset Location, and the Custodian Email UserID and click “complete” to
submit the changes. If data was entered incorrectly the New FM will have a Transfer Request
Rework Form2 waiting in their worklist to make the corrections. In the Transfer Rework Form
below you can see at the top of the form the Validation Indicators. The Validation indicators
have a question and if the answer is “Yes” it means is correct but if the answer is “No” then you
need to correct that indicator.

e Once corrections are made press “Complete” to submit.

Worklist

:o Transfer Request Rework Form

Hide Menu (=lLogoff | |Help

Validation Indicators:

New Orgn is Valid?:

Na
Na
g Custodian UserID is Valid?: Yg

New Locn is Valid?:

Asset Transfer Information

FROM

Manager Requesting Move: alicia Gomez

Date: 17-Jul-0012 12:00:00 AM

Phone=: 872-5527

Silver Tag Number/Desc: 19730 - Cisco VG224 Analog Voice
Gateway

Justification:

Fixed assets

Financial Manager: agomez

Inter-Departmental Assignments

“ Orgn: 52000

Enter Corrections

“ Location: 55701

* Custodian UserID:

agomez
Complete Save & Close Cancel

Top

powsred by

SUNGARD'
HIGHER EDUCATION

After the updates go through a validation process and everything is correct then the New FM
will receive the Confirmation Approval in their worklist.

Once the Confirmation Approval is approved by the New FM then the confirmation emails will
be sent to the Current FM, Transfer Requestor, and to Shipping and Receving.
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FAQ's

Who has access to Fixed Asset Transfer Request?

e The Financial Manager and their designated proxies have access to the Fixed Asset
Transfer Request.
(Note: Proxy is a staff member been provided access. The Financial Manager is the only one able
to appoint proxy.)
How long do Proxies have access to the Fixed Asset Transfer Request?
e The Financial Manager will provide a start and end date for assignment.
How does a silver tag look like?
e Itlooks like a barcode with South Texas College embroidered with a number.
Where can it be found?
e On a computer, it will usually be found on the CPU tower sides or on top.

South Texas College

e On a printer or scanner, usually on top.

What if equipment does not have silver tag # but purple or green tag#s?
a. The Fixed Asset Transfer Request Form is only for Silver Tag#s.
If staff does not have access to Banner or Banner Workflows, what is the procedure to give
them access?
a. A work order is opened for access.
i. It requires the Financial Manager’s approval.
How long does the request take to post in Banner Workflows?
a. It should take a couple of minutes.
b. Press F5 on the keyboard to refresh screen.
Will a confirmation e-mail be sent to the Transfer Requestor that form was submitted in
JagNet?
a. No, the form will only appear on the Transfer Requestor if corrections need to be
made to the form. Otherwise it will appear on the Financial Managers Worklist for
review.
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What if an error appears on the screen when submitting or accessing form, whether through
JagNet or Banner Workflows?

a. Contact the IS&P Help Desk at 872-2111 or e-mail at

isphelp@southtexascollege.edu so a work order can be created

b. Provide picture screens of the error for quicker response.
If form is disapproved, can it be re-opened for editing?

o No, a new Transfer Request Asset Request form needs to be created.
Is the option to have more than one proxy assigned for creating Fixed Asset Transfer
Request Forms available?

o Yes
Up to how many proxies can be assigned?

o0 It depends on the Financial Manager but only 1 proxy is recommended.
Proxies

o Jagnet proxies are only allowed to make transfer requests through Jagnet.

o Banner Workflow proxies can approve approval forms.
Where do we get information on location of the equipment?

0 Use the Argos Reporting section.

o0 Contact Fixed Assets at 872-2784.
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Fixed Asset Workflow Training
Inventory Asset Mass Transfer Request Form - Silver Tags

Inventory Assets
e Aninventory asset has a value of over $1,000 and a silver inventory tag.

Assistance
e |If assistance is required to complete the Fixed Assets in Jagnet or Banner Workflow,
please contact the Fixed Assets Department at 872-6176 or 872-2784.

Inventory Asset Mass Transfer Request Form

e The form must be used in Jagnet to begin the Banner workflow process.

e The form can be found using the Fixed Assets (FA) Transfer forms under the Jagnet
employee tab.

Steps to follow:
e Jagnet — Fixed Assets (FA) Transfer Forms
e Banner Workflow

Jagnet -- Log In
e Select the Employee tab
o Select the Fixed Assets (FA) Transfer Forms link.

K AGNETT

" Employss Tab

Parsonal Information  Student QT  Finance
Search Sa RETURN TO MENU  SITE MAP  HELP

Employee

Banefits and Daductions
Rt taxible spendin

e Then select the FA Mass Transfer (Silver Tag) for Orgn, Locn and Custodian:

K AGNETIT

b Back to
Employes Tah

Personal Information  Student m Finance

swearch So SITE MAP  HELP

Assets Form Menu

FA Transfer Request (Silver Tags)
FA Mass Transfer (Silver Tags) for Orgn, Locn and Custodian
Non Inventory Assets - Purple/Green Tags

RELEASE: 8.8.1

e FA Mass Transfer form will allow up to 20 silver tags to be transferred.

e The organization, location and custodian must all be the same for the new manager.

o If the asset has a silver and green tag, the silver tag must be used for all transfers of
grant funded assets.

Mass Transfer (Silver Tags) 1



FA Mass Tranfer (Silver Taq) Request Form — Jagnet continued

K HAGNETY

o Bkt
Employee Tab

Personal Information  Student Finance

P —]

Fix Assets Mass Transfer Silver Tags (Orgn, Locn and Custodian)

Manager Requesting ‘None v|

Manangers's Phone#[ |

Justification

null;

Financal Manager ‘None

Tag#s \ Il I[ Il I

1. Fill in the Manager Reguesting the move, relocation or update.

Fill in aphone number for the person initiating the request.

3. Fill in complete justification for the request. (Ex: condition of asset, transfer to
new financial manager, relocation from and to, current location of assets, new
location for the assets, etc.)

4. Fill in the New Financial receiving the asset(s).

5. A total of 1-20 asset(s) can be transferred using this form. Fill in the complete
silver tag number and submit form. After the form has been submitted, the option
to submit more transfers is available (see below).

N

Please note: This form can only be used for asset(s) with a silver tag.

Personal Information Student JETTU™% Finance

Search ||l
Confirmation

+ Infermation saved successfully.

Done

RELEASE: 1

o Click on “Done” to complete the Jaghet process.

Mass Transfer (Silver Tags) 2



FA Mass Tranfer (Silver Taq) Request Form — Jagnet continued

If an incorrect tag number is used in the mass transfer, an error message will follow.

ST} Finance

Search [ l=l

Fix Assets Mass Transfer Silver Tags (Orgn, Locn and Custodian)

Manager Requesting [Becky Cavazos i~

Manangers's Phone# [g7z-ass0

Justification Testing with an error

You have 107 characters left.
Financial Manager |Becky Cavazos |

Tag#s [15770 |[152872 |[1e522

RELEASE: 1

The confirmation page will show which tag is the problem.

« Batkta
Emplayee Tab

Personal Information Student JEREMN Finance

Search [ |l
Confirmation

A ALERT!

The following Tags do not exist or you did not enter 5 characters: 15287a
Please click on the back button to correct and re-submit

Go Back

RELEASE: 1

To correct the error click “Go Back” to begin the whole process again. All tags

will need to be re-entered.
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Banner -- Log In

Open Banner Workflow - Current Financial Manager

e |If the Jagnet submittal is correct, the following will appear in the Banner Worklist for
the current financial manager to review and approve. The worklist will list all the tags
beginning transferred through the mass transfer process.

] - _
B 5anrer Workflow 8.0.1 {wferod) - beckyc -8 7 g=h v Page~ Safety~ Took - @@~

—
Worklist

R SR S Organizaf tion | Workflow Activity Priority Created
Workflow Alerts Root Fixed Assets Tag#'s Transferapproval Hormal 08-Feb-2013 08121148 AM &

15770,15287,18982,19213,13803
Ready

User Profile Root dbarrera - Asset 8091 ValidationForm Hormal 07-Feb-2013 02:24:18 PM G
My Processes Rezdy
! Root ppedraza - Asset 0000008896 validationFarm Hormal 06-Feb-2013 02126105 PM (5
Ready
Change Password ! Root bnvalade - Asset 0000011694 wvalidationForm Mormal 06-Feb-2013 01:06:58 PM X
Ready
! Root mrsalina - Asset 0000008906 validationForm nHormal 06-Feb-2013 10:42:14 AM
Ready
| Root rpena - Asset 0000008344 ValidationForm Hormal 22-12n-2013 12:08:13 PM
Berfarmin g
! Root rpena - Asset 000008342 ValidationFarm Hormal 22-Jan-2013 12:09:03 PM &
Berformin g
| Root mrsalina - Asset 0000002031 validationFarm Hormal 04-Dec-2012 03133102 AM &
Performin 9
! Root mrsalina - Asset 0000002113 validationFarm Hormal 04-Dec-2012 09132:52 AM (5
Parforming
! Root mrsalina - Asset 0000006290 validationForm Hormal 04-Dec-2012 08:32:35 AM &
Parforming

Show Reserved Items

o Click to select the pending transfer request form

B Barvrer Wokfiow 0.1 (wfrod) - beckye Nr B = om o e sdeye loke e

F o gt n Por o |

E o

e The transfer approval form will list all the silver tags being transferred.
o If the information is correct, the current financial manager can approve and
complete this form.

e If theinformation is not correct, the form must be disapproved with a comment
then complete.

Note: If the transfer is approved and completed, the new financial manager will
receive the validation form in his/her worklist.
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Open Banner Workflow - New Financial Manager

The New Financial Manager will receive a validation form in his/her Banner Worklist for
review and approve.

[ anner workflow 6.0, (wfProd) - beckye e B =| @ - Page - Safety - Tools~ - i
Home %o Worklist
:
Warklist
| Wi SRS SR Organizstion Workflow Activity Priority Crested
Roat Fixed Assets Tag#'s ValidationForm Narmal 08-Fab-2013 02:34:04 AM
15770,15287,18982,19213,13803
Ready
Roat dbarrera - Asset 8091 validationForm Normal 07-Fab-2013 02:24:18 PM
My Processes Ready
1 Root ppedraza - Asset 0000008896 validationForm Normal 06-Feb-2013 02:26:03 FM (3
Ready
1 Root bnvalade - Asset 0000011694 validationForm Narmal 06-Feb-2013 01106158 PM (3
Ready
1 Root mrsalina - Asset 0000008906 ValidationForm Normal D6-Feb-2013 10:42:14 AM (4
Ready
1 Root rpena - Asset 0000008344 validationForm Narmal 22-13n-2013 12:09:13 PM (5
performing
1 Root rpena - Asset 000008342 validationForm Narmal 22-13n-2013 12:09:03 PM &
parforming
I Root mrsalina - Asset 0000002031 ValidationFarm Normal 04-Dec-2012 09:33:02 AM

e Click to select the pending validation approval form.

EEanner Warkflow 8.0.1 {wfProd) - beckye

Parforming

-8

7 g v Pager Safety« Took < @l

[r———

i

Farrd

If approving or this form, the following must be completed:

Wesn

2# Validation Form

Thia farmia ta velidetn the exeat informetion you ere tremfarring.

raom

e Department Banner Organization Number
¢ New Asset Location
¢ New Custodian email username

After all the information is updated, press complete for the confirmation form.

If disapproving the transfer, the validation form must be completed without changes.

The disapproval of this transfer is completed in the confirmation form.

Mass Transfer (Silver Tags) 5



Banner Workflow - New Financial Manager cont’'d

e After the validation process has been completed, the confirmation form will appear in
the worklist for the final approval or disapproval by the New Financial Manager.

Bl barmer Workflow 0,01 (wiProd) - backye M~ B N < Pags - Safaty - Tools = -

Workflow Status Search

Crganization  Werkflow Activiey Eriaity Created
Warkflow Alerts oot Fixed Assets Tag#®'s Confirmation Approval  Narmal OB-Fab-2013 O08:51:51 AM
15770,15287,18982,19213,13803
Keady
Reot dbarrera - Asset 5091 validavienferm sl OF-Fab-2033 OXi24118 PM 0
Randy
o Roa poedrnze - Assat 96 Harrmal OE-Fab-2013 03,3663 PM 6
Rasdy
Changs Pa I Root bnvalade - Asset 0000011694 walidationFarm Hormal 06-Fab-2013 01:06:50 BM
Raady
1 Root mrsalina - Asset 0000008906 validationform  Horma 1 SE-Fab-2013 10:42:14 AM
Kamdy
1 Reot rpena - Assel 000DO0D0S334 validatienFerm Merrel Z2-ImA-ZO1S 1Z109:13 BM 0
e ]
1 Reet ssel 00000U3a2 sl Z2-Jan-ZOLS 1210903 PM 06
o
I R 1 Narmal £4-Daa-2012 09,3363 AM 5
I Root mrsaling - Assat 0000007113 walidationFarm Hormal Od-Dec-Z0LZ 09:3T152 AM
rrrrrrrrrr
' Root mrsaling - Asset 0000006290 validationFarm Hormal ©4:Dac-2012 09:32:38 AM

rarforming

Show Reserved tems

e Click to select the pending confirmation approval form.

- = »
EEannerWorkFlow&D‘l(wamd)-beckyc & i D ] B8 7 Poger sty Took - @'
.
+# Confirmation Approvel Farm AT
TN
TN
Vawr Prafin
i
EESNN

szl frmmaely
R tmatzezs B 1708 2ot 412
e I

e If approving this form, the following must be completed:

= Shipping and Receiving Assistance —

» Yes, if assistance is required to relocate the asset(s) or pickup of an asset for
auction/surplus. This will also send an email to the Fixed Asset Department.

= Transfer Approval — The New Financial Manager must approve or disapprove to
complete the transfer.

= If approved or disapproved, an email will be sent to financial managers, fixed
assets and initiator.

Mass Transfer (Silver Tags) 6



Fixed Asset Workflow Training
Non-Inventory Transfer Request Form — Purple/Green Tag

Non Inventory Assets
e A non-inventory asset has a value under $1,000.
e The non-inventory asset will have a purple or green (grant) tag.

Assistance
e |If assistance is required to complete the Fixed Assets in Jagnet or Banner
Workflow, please contact the Fixed Asset Department at 872-6176 or 872-2784.

Non Inventory Assets Transfer Request Form

e The form must be used in Jagnet to begin the Banner workflow.

e The form can be found using the Fixed Assets (FA) Transfer Forms under the
Jagnet employee tab.

e This form can also be used for asset(s) valued under $100 which do not have
tags.

Steps to follow:
e Jagnet — Fixed Assets (FA) Transfer Forms
e Banner Workflow

Jagnet -- Log in
e Select the Employee tab
e Select the Fixed Assets (FA) Transfer Forms link.

K AGNETIN

v Dack o
Emphuywe Talr

Personal Information  Student IS  Finance
search [gs] RETURN TO MENU  SITE MAP  HELP

Employee

Benefits and Deductions

iramant. haalth, laxible spanding. miscallaneaus, bansfiriary, apen anraliment, Banefic Statemant.

WA Infermation, W Form oe T4 Farrm,

Leave Balances

Bupervisor Leave Balance Report

Request Parking Permit

Payrall Distribution Repaort

Rosters of Instructional Staff

Fixed Assets (FA) Transfer Forms
RELEASE: 8.8.1

e Then select the Non-Inventory Assets — Purple/Green Tags:

o Backto
Employee Tab

Personal Information Student JENNGa:% Finance

Assets Form Menu

FA Transfer Request (Silver Tags)
FA Mass Transfer (Silver Tags) for Orgn, Locn and Custodian
Non Inventory Assets - Purple/Green Tags

RELEASE: 8.8.1

Purple/Green Tag 1



This will bring you to the next form. Using this form, the tag(s) must be all purple
or all green. Please do not mix the two different types of tags.

e Non-Inventory Assets-Purple/Green Tag(s)

| Non Inventory Assets - Purple Tags

i

- i "
From Lzasien

=

. [
ogs  [serai® Descrip
1 — 1
— —
— —
1 — 1
— 1 — 1
— —
— —
1 — 1
— —
— —

1. Fill in the Manager Requesting the move, relocation or update.

2. Fill in aphone number for the person initiating the request.

3. Fill in complete justification for the request. (Ex: condition of asset,
transfer to new financial manager, relocation from and to, etc.)

4. Fill in the New Financial Manager receiving the asset(s).

5. Fill in the current location of the assets that are ready for pickup.

6. Fill in the new location that the asset(s) will be delivered to.

7. Fill in the complete asset information (Tag #, Serial #, and Description for
the item). A total of 1-10 asset(s) can be transferred using this form.

8. Click (Submit)

9. After the form has been submitted, the option to submit more transfers is

available (see below).

Please note: This form must not be used for asset(s) with a silver taq. If the
asset(s) doesn’t have atag or serial number, an “NA” without any symbols must
be used in these fields. If any of the fields (tags, serial number and description)
are left blank, the transfer will not appear in your Banner worklist and a rework
form will not appear.

K WAGNETIT

 Dackts
Cmplayee Tab

Personal Information  Stdent m Finance
Search [z SITE AP HELP

: AD0000D39 Rebecca R Cavazos
Purple Tags Submitted Feb 07, 2013 09:42 am

‘Your request has been processed.

Submit Another Request

RELEASE: 1.0
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e Click on “Submit Another Request” to begin another form. The entire process
will need to be completed again.

Banner --Log in

Open Banner Workflow — Current Financial Manager

e |If the Jagnet submittal is correct, the following will appear in the Banner
Worklist for the current financial manager to review and approve.

B earner workfiow 50,1 (wFFrad) - becky % v Bl [0 mm v Page~ Ssfaty- Took- @
2o orkis
Organiza tion | Workflow Activity Priority Creatad
Root Non Inventory Assets: beckyc - TransferApprovalForm  Normal 07-Feb-2013 09:37:34 AM (&
9000030492
Ready
User Profile {  Root ppedraza - Asset 0000008896 ValidationForm Normal 06-Feb-2013 02:26:05 BM &
My Bre Ready
! Root bnvalade - Asset 0000011694 validationForm Normal 06-Feb-2013 01:06:58 PM (5
Ready
! Root mrsalina - Asset 0000008906 validationForm Normal 06-Feb-2013 10142114 AM &
Ready
! Root rpena - Asset 0000008344 validationForm Normal 22-Jan-2012 12:08:13 PM &
Parforming
! Root rpena - Asset 000008342 validationForm Normal 22-Jan-2013 12:09:03 PM
Barforming
! Root mrsalina - Asset 0000002031 validationForm normal 04-Dsc-2012 09133102 AM
Barfarming
! Root mrsalina - Asset 0000002113 ValidationForm Normal 04-Dec-2012 09:32:52 AM (O
Berforming
| Root mrsalina - Asset 0000006290 ValidationFerm Nermal 04-Dec-2012 09:32:35 AM &
Performing
! Root casalinas - Asset 8400 TransfarApprova Normal 15-Nov-2012 02:08:33 PM
performing
Show Reserved Ttems

e Click to select the pending transfer request form

: = - -~ »
EEannerWnrkﬂnwﬁ‘D.l(warnd)-hs:kyc H f’h - f_J 7| pmm v Page - Safety ~ Tools - @--

E=ETr
=TT

e |If the information is correct, the form can be approved and completed.
e If the information is not correct, the form must be disapproved with a
comment then select complete.

Purple/Green Tag 3



Note: If the transfer is approved and completed, the new financial manager
will receive the confirmation approval form in their worklist after his/her email
username and asset location are validated.

Open Banner Workflow — New Financial Manager

e The New Financial Manager will receive a confirmation approval form in
his/her Banner Worklist for review and approve.

- - . o»
[l Banner Workflow 8.0.1 (wfProd) - beckyc -8 | g=n v Page~ Zafety - Tools~ (-
K alLogeff [ JHelp
War
Seard Organizaf tion  Workflow Activity Priority Created
o Root Non Inventory Assets: beckyc -  CenfirmationApprovalFerm Hormal 07-Feb-2013 10:09:51 AM (&
9000030492

Ready

I Root ppedraza - Asset 0000008896  ValidstionForm Hormal 06-Feb-2013 02:26:05 PM (3
Ready

! Rost bnvalade - Asset 0000011694  ValidationForm Hormal 06-Feb-2013 01:06:58 PM &
Ready

! Root mrsalina - Asset 0000008906 validationFerm Hormal 06-Feb-2013 10142:14 AM &
Ready

! Root rpena - Asset 0000008344 validationForm Hormal 22-18n-2013 12:09:13 PM &
Performing

I Root rpena - Asset 000008342 ValidationForm Hormal 22-1an-2013 12:09:08 PM &
Performin a

| Rost mrsalina - Asset 0000002031 validationForm Hormal 04-Dec-2012 05:33:02 AM (&
Parformin 3

! Rost mrsalina - Asset 0000002113 validationForm Hormal 04-Dec-2012 05132:52 AM &
Performing

! Root mrsalina - Asset 0000006290 validationForm Hormal 04-Dec-2012 09132135 AM &
Performing

I Root casalinas - Asset 8409 Transferapproval Hormal 19-Nov-2012 02:08:39 PM &
Performin a

Show Reserved Items
1-100f 73 First| ¢ Previous Next ©» Last Go to page:

e Click to select the pending confirmation approval form.

i N —
B barner workflow 6.0.1 (wiProd) - beckye i~ B O Pager Sefetys Took- @
o
===
=
o
ECET

e |If approved the following must be completed:
= Shipping and Receiving Assistance —
> Yes, if assistance is required to relocate or pickup an asset for
auction/surplus. This will also send an email to the Fixed Asset
Department.
= Transfer Approval — The New Financial Manager must approve or
disapprove to complete the transfer.
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= If approved or disapproved, an email will be sent to both financial
managers and the initiator.
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