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Property Transfer screen

Overview

In an effort to make the process of asset transfer better for university departments, we have created the electronic
transfer system. This will not only eliminate paper but will improve the time needed to process a request through the
system.

In addition to transferring assets with a permanent property tag (PTAG) to another organization or location, you should
also use the property transfer application if you are sending assets to Surplus Property or requesting that Facilities assist
with the transfer of assets. All requests for transfers, with or without property tags, should be requested in the Property
Transfer application. If you are transferring an asset that is not tagged and does not require any Facilities or Surplus
Property services you do not need to fill out a request. Users will be notified via email when they need to approve a
request and when their request is complete.

The Property Transfer form allows you to transfer Tagged and non-Tagged Assets. There are five options,

1) Change Location Room and/or Building

2) Transfer property to another Organization

3) Relieve property from responsibility/accountability
4) Surplus Service

5) Review/Search Request

Uses of options:

Option 1) Change Location room and/or building if your organization will maintain financial responsibility for the asset
but are changing the physical location of the asset.

Option 2) Transfer property to another Organization if your organization will not maintain financial responsibility for the
asset even if the asset stays in the same location.

Option 3) Relieve property from responsibility/accountability if the asset is lost, stolen, destroyed or any other cause of
complete loss.

Option 4) Surplus Service if you are dropping off or requesting pickup for non-tagged or tagged property that will be
turned over to the Surplus Property group.

Option 5) Review/Search Request if you want to review previously reported transfer requests.



The transfer request will require approvals. The approvers in the requisition queues will be used for approval routing.
Emails will sent to the approvers automatically.

Main Menu
Select the change Location Room and/or building option from the main screen.

Change Location Room and/or Building

m;‘ U https://ssbtest.aubumn.edu/pls/TEST fzgfatf p_fzgfatf main N-@Bex a Fied Asset Transfer for Pro.., %

File Edit View Favorites Tools Help
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AUBURN Banner Self Service 2

UNIVERSITY TEST

Personal Information Employee WebTailor Administration

Search SIEMAP  HELP  EXIT

Fixed Asset Transfer for Property Services

Change Location: Room and/or Building —

Transfer property to another Organization
Relieve property from responsibility/accountability
Surplus Service

Review/Search Request

Back to Finance Menu

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-

Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]
RELEASE: 8.6

H00% ~



Basic Information submission screen
m w‘U https://ssbtest auburn.edu/pls/ TEST/fzgfatf.p_fzgfatf main?PAGENAME=btnLocationChange P-@aBox
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W Fixed Asset Transfer for Pra...
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Search

Fixed Asset Transfer for Property Services

Change Location: Room and/or Building

Basic Information

Organization : 113500- Information Systems Support (4 properties)

{Only propesties tat i Righer Than £5,000 or in the categary of scence/art will e sted)

Reason for Transfer

[Are there any items listed that have been used in conjunction with Hazardous, Radiological, or Biological materials?

Hazardous : O)Yes @ No

Does Facilities need to make arrangements to pick-up this property?

Arrangement : ()Yes @ No

Back Next

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]

RELEASE: 8.6

#100% -

The organization(s) you have access to will default as a selection criteria in the Organization drop down box. Select the

appropriate Organization codes from the drop down list.

Enter a reason for the transfer, then mark whether the asset is hazardous or needs Facilities pickup then seIect.
After you select , a list of assets that you can select will be displayed. You have the option to enter your own

description for assets not on the tagged list.



Select Assets to Transfer
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AUBURN Banner Self Service

UNIVERSITY TEST

WebTailor inistrati m

search

Fixed Asset Transfer for Property Services

Change Location: Room and/or Building

| _[Property Taglasset Description _______lunit{Manufacturerlmodel ______]serial Num/Vehicle Tag|
7] 212212 Server, Pc Dell Poweredge 2650 LOT DELL POWEREDGE 2650 8NPFX11

[F] 215210 sedan, chevrolet 2006 Malibu Maxx Chevrolet Malibu Maxx 1G17s618x6F 136918

[] 216040 SCANNER, COLOR FUJITSU FI-5750C EA  FUIITSU FI-5750C 010846

[F] 217575 PRESSURE SEALER LASERMATE LM-7 LOT LASERMATE  LM-7 JAY0643

Optional: List items that are not on the above list

Property Tag |Full Description of Item Current Location| Other Comment | ]
1 [x1

Back Next

SITEMAP HELP EXIT

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-

Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]

RELEASE: 8.6

H100% -

Check the box next to the Permanent Property Tag (PTAG) for the asset you are transferring or enter the asset

information in the box at the bottom of the screen. If you have selected the asset(s) for which you need to change
locations, select . After you select a new screen will allow you to enter the details on the new location.

If you selected the change location in error select to return to the main menu.



PTAG Detail on Transfer

uburn.ed btnLocationChange o

EST/fzgfatf.

xed Asset Transfer for Pro,

File Edit View Favorites Tools Help

B - ~ [ @ ~ Page~ Safety~ Tools~ @~ (i (]

AUBURN Banner Self Service =

UNIVERSITY TEST
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Search

SITE MAP  HELP EXIT

Fixed Asset Transfer for Property Services

Change Location: Room and/or Building

PTA 122 =
OTAG : T00010335
Asset Description : Server, Pc Dell Poweredge 2650
Unit 1LOT
Asset Type : Computers
Market value : $7,325.60
Model : POWEREDGE 2650
Manufacturer : DELL
Serial Num/VIN : BNPFX11
Vehicle Tag 1212212
Current Location : 030011 - Ingram Hall
New Location * Building:
Room #:

Back Next

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Temnlate | eCollection Renorts | elournal Vouchers | eTravel Vouchers | eVendor Vouchers | Fffort Certification | Fncumbrance Ouerv | Inter/Intra Funds Processina | Mv Fundina | Al Fundina | On-

100% ~

Fill in the name of the Building and the Room number for the new location, then select

to change any details.

Confirmation screen on Transfer
Review the information on the confirmation screen.

https auburm.edu

Fixed Asset Transfer for Pr

~ File Edit View Favortes Tools Help
fi =~ B - [ #h = Page= Safety~ Took~ i~ J| Nl

Search |Go) SITE MAP  HELP EXIT T

Fixed Asset Transfer for Property Services

Change Location: Room and /for Building

Please review the request then dick "Confirm™

Transler Type : Change Location: Reom and/or Duilding
Reason : giving asset to someone alse
Original Department : 113500- Information Systems Support (4 properties)
Request for facility pick-up : Mo
0TAG 5
Aszet Description Dell Poweredge 2650
unit
Asset Type : Computers
Market value i $7,325.60 _
Modael : POWEREDGE 2650 1
Manufacturer : DELL
Serial Mum/VIN @ BNPFX11
vehide Tag @ 212212
Current Location 1 020011 - Ingram Hall020011ingram Hall
New Location : Building:
Room 1
Back Confirm

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIFES) | Budget Transfer | Budget Transfer - Multl Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Frocessing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for 1SS | View Document | Works History ]
RELEASE: 8.6 e

HI00% -



Confirmation popup

F B
Message from webpage ﬁ

P

Subrnitting the request. Are you sure?

~ 4

| ok | [ Cancel

4| O hitps.ssktest aubuam.edu/ph TEST Kzgtatl ot B - @ B R WY Fived Ascet Transfer for Pro.,

Fie Edn  View Favortes Tools Help
B v B - W v Pagee Seletyr Tosh- @ il B

kS Pmcessin. o

For any attachment, please scroll down to the “File
Attachments" saction.

wow v

You will see a message notifying you that the transfer request is processing and that you can add attachment’s the
request when it appears on your list.



b edu

Fined Asset Transfer for Pro.

Favorites  Tools  Melp

fif - B - @ - Pager Salety~ Took~ - 8 [

ST TEW =
Last Activity Date 1 08/07/2014 01:39:30 PM

Reason : tested

Hazardous i No

Request for facility pick-up
Original Drganization

No
113500+ Information Systems Support

__________________________~f
P-Tag : 212212
Federal Item : No

: MNon-hazardous
1 030011 ingram Hall
: OD Senith Hall - 120
Server, Pc Dell Poweredge 2650

‘

Request Craated
: Falicia Roberson(ROTERFE)
: (134) 8443660
1 roberfe@auburn.edu
08/07/2014 01:39:30 PM
Approval Queus

[}
Io ‘

Michael Mille;
08/07/2014 01:39:34 PM

Pendin
Tel: (334) 8440601
E-Mail: millems@auburn. edu

File Attachments|

No attachment was uploaded.

Mote the maximum fle size is 5 Megs and only pdf,jpo,jpeg,gif,pro, UL files can be uploaded.
Browse to desved file to upload then chek upload

Document Comments:

uplaad |

You can attach multiple files but you must add each file one at a time.
pdf,jpg,jpeg,gif,png,tif,tiff. The file size must be less than 5 mgb

LR

You can add a number of formats including



Transfer property to another Organization
Select the Transfer to another organization from the main menu

fall_smain R - & G X || WY Ficed Ascet Transfer for Pro... %

bt/ fesblesd auburm.edu/pk T

Rle Edt View Favontes lools Help

B~ B - = @ v Pagew Safetyw Toakv @ 88 [N
AUBIURN Banner Sell Service

UNIVERSITY TEST

P 1 Tnf . Empl L Tatlor Akl .
SITEMAP  HELP EXIT

Fixed Asset Transfer for Property Services

Change Location: Room and/or Building

Transfer property to another Organizabion _

Ruglieve properly from responsibility/ accountabilivy
Swiplus Service

Review/Search Request

Back to finance Menu

[ AU eCover Furm | AU eDocs | Approve Documents | Athlelic Account Balance | Budyel Queries | Budgeling - Finance - (STRIPES) | Budygel Transler | Budgel Transfer - Mulli Line | Code Lovkup | Contact List |
Delete Minance Template | eCollection Reports | elournal Vouchers | eTravel Viouchers | elendor Vouchers | Fitort Certitication | Fncumbrance Query | Inter/Tntra Ffunds Processing | My Funding | ALl Funding | On-
Line Bid Syslem | Property Transfer Form | Purchasing Card | Reguisition | Salary Waye Transler | Securily Tool Tor 1SS | View Document | Works History ]

RELEASE: 8.0




Transfer Reason screen

a st.auburn.edu/pls/TEST/fzgfatf.p_fzgfatf main?PAGENAME=btnDeptChange P-aBcX

File Edit View Favorites Tools Help
B B -2 @ v Pagev Safetyr Toos+ @+ { [

AUBURN Banner Self Service

UNIVERSITY TEST

ool et
ARAL L

8 Fixed Asset Transfer for Pro...

Personal Information Employee WebTailor Administration W
SITEMAP HELP EXIT

Search

Fixed Asset Transfer for Property Services

Transfer property to another Organization

Basic Information

Organization * 113500- Information Systems Support (4 properties) ~

{Ony propertes Mat i higher 0 e categary of science/aft wil be iated)

Reason for Transfer

New Organization

Location Change : @ vYes (INo
Are there any items listed that have been used in conjunction with Hazardous, Radiological, or Biological materials?
Hazardous I O)Yes @No
Arrangement I O)Yes @ No
Back | Next

[ AU eCover Form | AU eDacs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History |

RELEASE: 8.6

0% ~

The organization(s) you have access to will default as a selection criteria in the Organization drop down box. Select the

appropriate Organization codes from the drop down list.

Enter the Reason for Transfer.

A new pop up will appear for you to enter the Organization that will accept the asset.

10



New Organization popup screen

Fixed Asset Transfer for Pro,

File Edt View Favorites Tools Help

B = B - L0 i o+ Page~ Salety~ Took~ - | [

AUBURN Banner Self Service ‘
UNIVERSITY TEST

Search [Ge) SITEMAP  MELP  EXIT

Fixed Asset Transfer for Property Services

Transfer property to another Organization

Basic Information

Organization 113500- Information Sys PO (4 pEoperti
Reason for Transfor 1 gving to sncther org
HNew al :
Organization Carcal
Location Change = Mo o

Arrangement Yes & No

Back Next

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Quenes | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Viouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for 1SS | View Document | Works History ]

100%

Enter the whole or part of the Department name click Go and new pop up list will appear. Select the Organization.

https://ssbtest.auburn.edu/pls/ TEST/fzgfatf. & GEMAME=btnDeptChange 2 © X || P Fixed Asset Transfer for Pro

File
B - v [ dmh v Pagev Safety~ Tooks~ (@~ QN W]

Edit View Favorites Tools Help

AUBURN Banner Self Service

UNIVERSITY iESH]

Personal Information Employ

SITE MAP HELP EXIT

Search

Fixed Asset Transfer for Property Services

‘Organization Code Finder

Enter part of organization name and click "Go"|

Transfer property to another Organization

Basic Information
P 113236 - College of Agriculture Tuition-Fees ~
Organization I 113500- Information Systems Support (4 properti¢
{Criy propertie that i Higher th the category of sence/ak
Reason for Transfer * giving to another org ok Cancel
New Organization g 4

Location Change

Arrangement : OYes @No

Back Next

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]
< 1

] b

.

#100% ~

Select

and then select the yes or no option for Location Change, Hazardous material and Facilities pickup

arrangements.
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Selection screen

e uset Tranafes for Pro.. ¥

File Edit View Favorites Took Hep
P B -7 g v Pagew Saiety~ Took+ @~ N W

AUBURN I Banner Self Service

UNIVERSITY I TEST

=

Search =] SITEMAP  HELP  EXIT

Fixed Asset Transfer for Property Services

Transfer property to another Department Number

| _lProperty Taglasset Description ______lunitlManufacturerlviodel

[ uxiz Server, Pc Dell Poweredge 2650  LOT DELL POWEREDGE 2650 SNPFX11
| 215210 sedan, chevrolet 2006 Malbu Maxx Chevrolet Malibu Maixx 1G1zs518x0F 136918
| 216040 SCANNER, COLOR. FUJITSU FI-5750C EA  FUIITSU FI-5750C 010846
] 217575 PRESSURE SEALFR LASERMATE LM-7 LOT LASERMATE  LM-7 JAYDEA3

‘Oplional: List items that are not on the above list

Property Taq_[Full Description of Item |Quantanty _[Current Location|new Location _[other Comment | |
1 &3]

Back HRext

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Quenies | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Mult Line | Code Lockup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Secunty Tool for 1SS | View Document | Works History ]
RELEASE: 8.6

s -

Check the box next to the property tag, if you are transferring a tagged asset. If you are transferring an asset not on the
list, fill in the fields on the bottom. If you click in the box and start typing another blank line will appear to add more
assets.

Select when you have entered all of the assets to transfer.

Building/Room screen

Fined Asset Transfer for Pro.

File Edn View Favontes Teols  Help

v B -0 v Page= Selety= Tock- @- @ [
AUBURN Banner Self Service A
UNIVERSITY TEST

Personal Informati ! desiistration (IR

Search SITE MaP  HELP  EXIT

Fixed Asset Transfer for Property Services

Transfer property to another Department Number

OTAG = TOO000025
Asset Description  : sedan, chevrolat 2006 Makbu Maxx
Unit 2 A
Asset Type : Automobiles
Market value 2 50.00
Model = Malibu Mancx
Manufacturer * Chevrolet
Serial Num/VIN 1 1G125618x6F 136018
Current Location @ MKOOO = Qutside (For Property Control)
Now Location * Budding:
Room #:
Back Mext

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multl Uine | Code Lookup | Contact Ust |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AL Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for 1SS | View Document | Waorks History | b
Hloon -
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Fill in the Building name and Room number, then select

Review/confirmation screen

hitp

t.auburn.edu/pls/TEST/fagfatf.p_fzgfatf_ma

=btnDeptChange

W Fixed Asset Transfer for Pro... % | 2 Banner INB - PROD (SYS017)

File Edit View Favortes Tools Help
B B v & v Pagev Sefety~ Tooks~ @~ J M

Souvo ==

Fixed Asset Transfer for Property Services

Transfer property to another Organization

Please review the request then dick "Confirm"

Transfer Type : Transfer property to another Organization
Reason : giving to Ag
Original Department 1 113500~ Information Systems Support (4 properties)
New Department 1 113236 - College of Agriculture Tuition-Fees
Request for facility pick-up : No
OTAG : T00010335
Asset Description : Server, Pc Dell Poweredge 2650
Unit : LOT
Asset Type : Computers
Market value 1 $7,325.60
Model : POWEREDGE 2650 £
Manufacturer : DELL
Serial Num/VIN : 8NPFX11
Vehicle Tag 1 212212
Current Location : 030011 - Ingram Hallo30011Ingram Hall
New Location : Building:
Room #:
Back Confirm
[ AU eCover Form | AU eDacs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]

RELEASE: 8.6 -

H10% ~

Review and Select

. If there is something to change Select and alter the data.

If you selected Confirm a popup window will prompt you to select @I or

Message from webpage ﬁ

Subrnitting the request. Are you sure?

| ok || Cancel

13



httgs. barn.edu ‘ied Asset Transfer for Pro..,
Fie Edn View Favontes Took Help
fi v B -2 v Pager Seletyr Toch~ @~ J [

= Proces: |n. o

For any attachment, please scroll down to the “File
Attachments" saction.

Hloow -

You can attach multiple files but you must add each file one at a time. You can add a number of formats including
pdf,jpg,jpeg,gif, png,tif,tiff. The file size must be less than 5 mgb

/| ¥¥ https:
Fie Edit View Favorites Tools Help
Fiv B v 2 &b v Pagev Safety~ Tooks~ @~ J [/

test.auburn.edu/pls/TEST/fzgfatf.p_fzgfatf main?PAGENAME=DETAILADOCCODE=PT00040830&msg=File%20Uploaded %20sanford.gif P-@aZcx B Fixed Asset Transfer for Pro... %

Locauon Derore transrer T US0ULL- Ingram man n
New Location Desc : Samford Hall - 100
Asset Description : Server, Pc Dell Poweredge 2650

Document Log

Request Created

Person entered request : Felicia Roberson(ROBERFE)
Contact Number 1 (334) 8443660

Contact E-mail : roberfe@auburn.edu
Created Datetime : 08/07/2014 01:48:26 PM
Michael Miller : Pending

08/07/2014 01:48:21 PM Tel: (334) 8449691

E-Mail: millems@auburn.edu

File Attachments|
Documents that have been uploaded.

File Name Upload Date Comments
peaksicon.gif 08-07-14 13:49:37 I |
sanford.gif 08-07-14 13:49:50

Note the maximum file size is 5 Megs and only pdf,jpg,jpeq,gif, png, tif tiff files can be uploaded.
d

Browse to desired file to upload then click uploas

Document Comments:

I

Back

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |

Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Asset Listing | Property Transfer | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for 1SS | View Document | Works History ]

RELEASE: 8.6 2

®100% -
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Detailed screen

& ¥¥ hitps://ssbtest.auburn.edu/pls/ TEST/fzgfatf.p_fzgfatf_main?PAGENAME=DETAIL&DOCCODE=PTO P~ & 2 C X || ¥ Fixed Asset Transfer for Pro... 1 ke

File Edit View Favorites Tools Help
i~ B - I d® - Page~ Safety~ Tools~ @~ J] &

Fixed Asset Transfer for Property Services

Detail for Request: PTOD040764

: Transfer property to another Department Number

@ New

1 02/11/2014 09:11:19 AM
Reason : traded with another department
Hazardous : No
Request for facility piclk-up : No
Original Orgnization : 113500- Information Systems Support
Receiving Orgnization : 113500- Information Systems Support

Properties with P-Tag

P-Tag 1 215210

Hazardous Status : Non-hazardous

Location before transfer : MKOOOO- Outside (For Property Control)
New Location Desc : Ingram Hall - 212

Asset Description : sedan, chevrolet 2006 Malibu Maxx

Document Log
Request Created|

n

Person entered request : Felicia Roberson{ROBERFE)
Contact Number e

Contact E-mail : roberfe@auburn.edu
Created Datetime : 02/11/2014 09:11:19 AM
Michael Miller : Pending

02/11/2014 09:11:17 AM Tel: (334) 8449691

E-Mail: millems@auburn.edu

Back

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]
RELEASE: 8.6 =

®100% +

Your Transfer request is complete at this point.

Select

to use another feature in the Property Transfer App or select any of the option(s) in blue at the bottom to
go to any other option of Banner Finance.

15



Relieve property from responsibility /accountability

test.auburn.edu/ pls/ TEST/fzgfatf.p_fzgfatf_main

B

File Edit View Favorites Tools Help

Biv B v @ v Pagev Safetyr Tookv @+ B M
AUBURN Banner Self Service .

UNIVERSITY TEST

P+ @ B & X || ¥ Fixed Asset Transfer for Pro.., %

Employ WebTailor Administration

Search SITEMAP HELP EXIT

Fixed Asset Transfer for Property Services

Change Location: Room and/or Building

Transfer property to another Organization

Relieve property from responsibility/accountability —

Surplus Service

Review/Search Request

Back to Finance Menu

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-

Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]
RELEASE: 8.6

#®100% ~

Select the Relieve property from responsibility/accountability.
This option is used if an Asset is traded-in, Lost, Stolen, Destroyed or other cause of complete loss.

You must attach the appropriate documentation, i.e police report on theft.

16



‘ed Asset Transfer for Pro.

hetgs barn. eds

File Edn View Favontes Teols  Help

v B -0 v Page= Selety= Tock- @- @ [
AUBURN Banner Self Service
UNIVERSITY TEST

Personal Informati ! desiistration (IR

Search SITE MaP  HELP  EXIT

Fixed Asset Transfer for Property Services

Relieve property from responsibility faccountability

organization : 113500- Information Systems Support (4 progerties) =
- :

a reprer e emcn a4 5 e bt

Reason lor Relieve : Trade-in -

Detall/ Comment

Back | Mext

Other Cause

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Ling Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for IS5 | View Document | Works History |

RELEASE: 8.6

Select Reason for Relieve and enter a comment, then select
to view a list of tagged assets to select or enter an asset.

Selection screen

hitps ikt aubuinedu/ s TEST feglat!

File Edn View Favontes Teols  Help

v B -0 v Page= Selety= Tock- @- @ [
AUBURN Banner Self Service
UNIVERSITY TEST

Personal Informati ! desiistration (IR

Search SITE MaP  HELP  EXIT

Fixed Asset Transfer for Property Services

Relieve property from responsibility faccountability

[Property Taglasset Description _______Junit/Manufacturer)
L nnz Sarver, Pc Dell Poweredga 2650 ED&L POWEREDGE 2650 BNPFX11

215210 sdan, chevrolet 2006 Makbu Maxx Chevralet Malitu Maxx 16125618268 136918
| 216040 SCANNER, COLOR FUNTSU FI-5750C EA  FUNTSU F1-5750C 010846

217575 PRESSURE SEALER LASERMATE LM-7 LOT LASERMATE  LM-7 AV 0643

Back HNext

[ AU eCover Form | Al eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Warks History |

RELEASE: 8.6

Hloon -

Check the box next to the tagged asset. This option is only applicable for assets with Permanent Property tags.

17



Review and confirmation screen.

=binPropertyRelieve P-adcX _ B Fixed Asset Transfer for Pro... %

File Edit View Favorites Tools Help

f v B v d= v Pagew Safetyv Tools~v @+ S [

Personal Information Employee WehTaiInrMml'nistratl'nn

Search SITEMAP HELP  EXIT
Fixed Asset Transfer for Property Services
Relieve property from responsibility / accountability

Please review the request then dick "Confirm"

Review Information

Transfer Type : Relieve property from responsibility/accountability
Reason : Trade-in
Detail/Comment : traded to another org
Original Organization : 113500~ Information Systems Support (4 properties)
PTAG: 212212
OTAG : T00010335
Asset Description : Server, Pc Dell Poweredge 2650
Unit : LOT
Asset Type : Computers
Market value : §7,325.60
Model : POWEREDGE 2650
Manufacturer 1 DELL
Serial Num/VIN : BNPFX11
Vehicle Tag 1 212212
Current Location : 030011 - Ingram Hall030011Ingram Hall
Back Confirm

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | evendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History ]
RELEASE: 8.6

m

H100% -
Review and Press Confirm

Confirmation Popup

Eessage from WEEpage ﬁ

:I Subrnitting the request, Are you sure?

| ok || Cancel

Select to proceed or to return to review. After you Select your request is complete.

Select twice to return to the Property Transfer main menu. If you have completed your property transfer request

you can select any option in blue at the bottom of the page.

18



|1 hiags ubam.edu Fived Aszet Transfer for Pro.
Fie Edn  View Favortes Tools Help
Bir B - @ v Pagew Seldyr Tock @ Gl [

ng

For any attachment, please scroll down to the “File
Attachments" saction.

waw -

The request is processing and will require that you attach documentation.

‘ed Asset Transfer for Pro.

File Edn View Favorntes Tools Help

fi - B - v Pager Selety= Tooh- - 8 [

Criginal Grganization : 113500 Information Systems Suppert 5
T

- ________________~0

P-Tag : 212212

Federal tem : No

Hazardous Status = Non-hazardous

Location = 030011- Ingram Hall

Asset Description i Server, Pc Dell Poweredge 2050

Person entered request : Felicia Roberson(ROBERFE)
Contact Numbar = (334) 8443660
Contact £-mail = roberfedbaubum.adu

Created Datetime 08/07/2014 01:52:49 PM
Michael Miller i
08/07/2014 01:52:48 PM

No attachment was uploaded.

Nete the maximum file size is 5 Megs and only pdf,jpa.ipeq,olf,png,tif Ui files can be uploaded.
Browsa to dosired file to uplaad then chick upload
[(Bowse ]

Documant Commants:

(opiona )

Back

[ AU eCover Form | Al eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On
Line Bid System | Praperty Asset Listing | Property Transfer | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for 1SS | View Document | Warks History )
RELEASE: 8.6 ad

Hloon -

19



| Message from webpagg —

l‘__-: File Uploaded peaksicon.gif

?
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Surplus services

P-aBdx U Fived Asset Transfer for Pro.. X

File Edit View Favortes Tools Help

Bov B v O @ v Pager Sefetyv Took+ @+ NN (]

AUBURN | Banner Self Service :

UNIVERSITY | TEST

Personal Information Employee WebTailor Administration m

Search SITEMAP HELP EXIT

Fixed Asset Transfer for Property Services

Change Location: Room and/er Building
Transfer property to another Department Number

Relieve property from responsibllity/accountablity

Supus Senic mmmmse———

Review/ Search Request

Back to Finance Menu

[ AU eCover Form | AU eDacs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History |
RELEASE: 8.6

H100% ~

Select Surplus Service. Use this option to transfer an asset to Surplus Property.

21



Reason screen

aubum.edu EST/fzgfatf,| NAME=btnSurplus

O - &2 S X || ¥ Ficed Asset Transfer for Pro... iy 3t |

File Edit View Favortes Tools Help
f v B v ® v Pagev Sofety Toolsv @+ & [

AUBURN Banner Self Service

UNIVERSITY TEST

| jon E WebTailor Administration m

Search SITEMAP HELP EXIT

Fixed Asset Transfer for Property Services

Surplus item(s)

Basic Information

Department  113500- Information Systems Support (4 properties) ~

{Only p 3 that i higher tha gory of somns/ad will b ted)

Reason for Surplus : Not repairable -

Detail/Comment = not working

Does Surplus need to make arrangements to pick-up this property?

Arrangement 2 0 Yes @No

University Policy related to Surplus

© warning: According to university policy. Ttems that are hazadrous has to
be decontaminated first prior surplus process. Contents in digital media like
hard drives has to be erased before sent to surplus.

Back Next

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lockup | Contact List |
Delete Finance Template | eCollection Reports | eJournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History |

RFEI1EASF: 8.6
#100%

Complete Reason for Surplus from the drop down box. Fill in a detail/comment and select the appropriate option for

Arrangements to pick up the property. If you select YES a box will be displayed for you to enter the FOAP for the

Facilities charge.

D= @ 2| P Foed Asset Transler for

Eddit

%S - E) - [ i v Page= Safety= Toohk- - G [H]
AUBURN Banner Self Service 2
UNIVERSITY TEST

SITE MAP  HMELP  EXIT

Search Gol

Fixed Asset Transfer for Property Services

Surplus item(s)

Basic Information

Department

Infarmatio ort (4 properties)

Raason for Surplus @ Nol reparable -

% o pick-up this property?

Arrangemaent : Mo
Arrangement [cont.) : Please enter the FOAR (Fund, Account, - code for the ity surph
charge
r o A P

ed to Surplus
© warning: According to university policy. Items that are hazadrous has to be decontaminated first prior

surplus process. Contents in digital media like hard drives has to be erased before sent to surphus.

Back Naxt

[ AU eCover Farm | AU eDacs | Approve Documents | Athletic Account Balance | Budger Queries | Budgeting - Finance - (STRIFES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List | -
0% -

Select

to proceed.

22



Select screen

hegs: buarm.edu ¢ P-aBcx

File Edn View Favontes Teols  Help

fi- B -0 & - Page= Selety= Tock= - G [
AUBURN Banner Self Service

UNIVERSITY TEST

Search SITE MaP  HELP  EXIT

Fixed Asset Transfer for Property Services

Surplus item((s)

[Property Tagl [anufacturedmodel _lserial Hum,/ Vehicle Ta] I
[ 212212 Sarvar, Bc Dell Powaredga 2650 gm POWEREDGE 3650 BNBFX11 1
215210 sedan, chevrolet 2006 Makbu Maxx Chavrolet Malibu Maxx 1G125618x6F 136918
| 216040 SCANNER, COLOR FUNTSU FI-5750C EA  FUNTSU F1-5750C 010845
217575 PRESSURE SEALER LASERMATE LM-7 LOT LASERMATE LM-7 IAY 0643

Optional: List items that are not on the above list

[Proporty 1ag [Full Description of Item [guantanty |current Locationiow Location —[Other Comment | |
1

OIT BUILDING Surplus desk inrocm 12 =1
1 [x]

desk

Back | Mext

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budgel Transfer | Budget Transfer - Multi Line | Code Lookup | Centact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Viouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for IS5 | View Document | Works History | -

Hloon -

Check the box next to the property tag from the list of tagged assets or enter the non-tagged item you would like to
send to surplus.When you start typing in the data entry box another blank line will be added to enter the next asset.

buarn.edu {68 Wieds Wieh Friends on Facebo...| I Ficed Asset Transfer for Pre.

File Edn View Favontes Teols  Help

fi- B -0 & - Page= Selety= Tock= - G [

Personal rioanee

Search SITEMAP  HELP  EXIT

Fixed Asset Transfer for Property Services

Surplus item(s)

Please review the request then dick "Confirm”™

ew Information

Transter Type : Surplus item(s)

Reason : Mot repairable

Destail/ Comment : broken piece

original Drganization : 113500- Information Systems SUpPort (4 propertios)

: Mo

: TODO31901
: PRESSURE SEALER LASEAMATE LM-7 -,
LT

: Office & Business Ma

Manufacturer
Serial Num/VIN T JAYDE43
Current Location : 030007 - Ingram HallD30007Ingram Hall

Back Confirm

[ AU eCover Form | Al eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Toal for 1SS | View Document | Warks History ]
RELEASE: 8.6 ad
Hios -

Confirmation screen

23



Confirmation popup

Review the information. If correct select If you need to make changes seIect.
B
Messaﬂe from webpage ﬁ

| ok || Ccancel

Select |OK| Then selec .

If you have selected no for pickup please take the asset to Surplus Property.

You will be allowed to attach files after you Select m

1 hitgs

P - @ 5 C X || Y Fixed Asset Transter for Pre.
Fie Edn View Favontes Tools Help

L

fif - B - @ - Pager Salety~ Took~ - 8 [

Criginal Grganization : 113500- Information Systems Support -
w

P-Tag i 212212

Federal Ttem : No

Hazardous Status 2 Mon-hazardous

Location 2 030011- Ingram Hall

Asset Description : Server, Pc Dell Poweredge 2650

Person entered request : Felbicia Roberson(ROBERFE)

Contact Numbaer : (334) B443660

Contact £-mall : roberfe@auburn.edu

Created Datetime : 0B/07/2014 01:55:54 PM
. Approval Queuc]
Michael Miller 1 Pending

08/07/2014 01:55:53 PM Tel: (334) 8449691

E-Mad: milamspaubium.adu

No attachment was uploaded.
MNote the maximum file size is 5 Megs and only pdf.jpa,jpeq,qlf,pn,tf,tif files can be uwploaded.
Browse to desired file to upload then click upload
[
Document Comments:

Upload |

Back

[ AU eCover Form | Al eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | evendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On
Line Bid System | Praperty Asset Listing | Property Transfer | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for 1SS | View Document | Warks History )
RELEASE: 8.6 ad
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Review/Search Request

If you select the Review/Search Request you can see a list of Transfer request(s) in the system.

You can review both previous and current Property transfer request(s). The current status is visible in the fourth
column. Select to see more information on the asset and the request.

P-agex U Fixed Asset Transfer for Pro... %

File Edit View Favorites Tools Help
Bov B - O @ Pager Sefetyv Tookw @+ N (]

AUBURN Banner Self Service

UNIVERSITY TEST

Personal Information Employee WebTailor Administration m

Search SITEMAP HELP EXIT

Fixed Asset Transfer for Property Services

Change Location: Room and/or Building
Transfer property to another Department Number
Relieve property from responsibility/accountabiity

Surplus Service

R/ Seach Request —————

Back to Finance Menu

[ AU eCover Form | AU eDocs | Approve Documents | Athletic Account Balance | Budget Queries | Budgeting - Finance - (STRIPES) | Budget Transfer | Budget Transfer - Multi Line | Code Lookup | Contact List |
Delete Finance Template | eCollection Reports | elournal Vouchers | eTravel Vouchers | eVendor Vouchers | Effort Certification | Encumbrance Query | Inter/Intra Funds Processing | My Funding | AU Funding | On-
Line Bid System | Property Transfer Form | Purchasing Card | Requisition | Salary Wage Transfer | Security Tool for ISS | View Document | Works History |
RELEASE: 8.6

0% -

On the main menu you can select Review/Search Request to see the status of your request and review any details.

25



Selection Screen

m 8 https://sshtest aubum.edu/pls/ TEST/fz

ofatt p_fzafatf_main?PAGENAME=btnReview

P-aBCX 6 Fived Asset Transferfor Pro.. *

ol i

File Edit View Favortes Tools Help

fr B v m v Pagev Sefeyv Tookv @ [ [

AUBURN |

Banner Self Service

UNIVERSITY |

TEST

Personal Information Employee WebTailor Administration

Search

Fixed Asset Transfer for Property Services

Show my inbox ~ Search with keyword

Request ID |Original Dept Request Type Activity Date -

SITEMAP  HELP  EXIT

PT00040764 Information Systems Department Property Servicas 02/11/2014 00:48:38  Detail _ E
Support Change Completed AM
PT00040767 Information Systems Relieve property  Property Services 02/11/2014 09:47:34  Detal
Support Completed AM
PT00040770 Information Systems Surplus item(s) ~ Onginal Dept. Approved  02/11/2014 09:37:11  Detall
Support AM
PT00040761 Information Systems Change Location  Property Services 01/27/2014 03:51:19  Detal
Support Completed PM
PT00040758 Information Systems Change Location  Property Services 01/22/2014 01:22:03  Detal
Support Completed M
PT00040746 Information Systems Change Location  Original Dept. Approved  01/09/2014 11:17:54  Detal
Support AM
PT00040749 Information Systems Department Original Dept. Approved ~ 01/09/2014 11:17:37  Detail
Suppart Change AM
PT00040752 Information Systems Relieve property  Original Dept. Approved  01/09/2014 11:17:22  Detal
Support AM
PT00040755 Information Systems Surplus item(s)  Original Dept. Approved ~ 01/09/2014 11:16:55  Detall
Suppart AM
Back
[ AU eCover Form | AU eDocs | Aporove Documents | Athletic Account Balance | Budaet Oueries | Budaeting - Finance - (STRIPES) | Budaet Transfer | Budaet Transfer - Multi Line | Code Lookup | Contact List | Z
H100% -+
Select to review current status and details of a transfer request.

26



Detailed screen

B e ————

The expanded Property Details screen will show the details associated with the transfer and the asset.
has approved the asset and the approvals that are pending.

Select to return to the Property Transfer screen.

a‘a https://ssbtest.aubum.edu/pls/TEST/fzgfatf.p_fagfatf_main’PAGENAME=DETAIL&DOCCODE=PTO0040746 L-aBexX H a Fixed Asset Transfer for Pro... f’u'h :‘/\? Ear}
File Edit View Favortes Tools Help
f’-} v v [ o v Pagev Safetyv Tools v ﬂ'@@
Fixed Asset Transfer for Property Services
Type : Change Location: Room andj/or Building
Status : Original Dept. Approved
Last Activity Date : 01/09/2014 11:17:54 AM
Reason : mvoing to another office
Hazardous : No
Request for facility pick-up : No
Original Orgnization : 113500- Information Systems Support
#1f
P-Tag 1 212212
Hazardous Status : Non-hazardous
Location before transfer : 030011- Ingram Hall
New Location Desc * ingram hall - 26
Asset Description : Server, Pc Dell Poweredge 2650
:
Person entered request : Felicia Roberson(ROBERFE)
Contact Number :
Contact E-mail : roberfe@auburn.edu
Created Datetime : 01/09/2014 10:46:33 AM
Michael Miller : Approve
01/09/2014 11:17:52 AM Comments: Approved
Jennifer Holt : Pending
01/09/2014 11:17:54 AM Tel: (334) 8445937
E-Mail: richaje@auburn.edu
Nicholas Pugh : Pending
01/09/2014 11:17:54 AM Tel: (334) 8444000
E-Mail: nep0003@aubum.edu
Malcolm Hartzog : Pending
01/09/2014 11:17:54 AM Tel: (334) 8444761
E-Mail: hartzmd@auburn.edu
Back v
w10% ~

You can see who
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Approval

The approval process for the Property Transfer application will use the Requisition queue definition.

pending your approval you will receive and email. See example:

15t notice to current owner of asset

=% Preperty transler reqUESt o Feview

a e 5 " B | To Manages 5% (S fules - ¥ 1 di #fino [ ;
% Ignare x . | [ Meeting | 13 Perana - s
- = (34 Team E-mail o Dume L fil anetiate | & 2y Related - {
Gy ook - Delete | Beply  Repy Torward B o || s Mave Mark  Cstegonze Follow  Translate Zoom
7 v L Moply B Oelete  2x Cronte Mew T B adienr g Up* T g seleat s
Diete Revpond Quick Heps a Mowe Tags 5 Edsting Zoom
Fram: FoberfeSabom. edu Sent Tue LLE0LA 1150 AM
o Michaci Miler
e
Subject: [TEST) [Property Transfer] You have new property transfer request to review.
il
[This 1 i test] f'
Please use Property Transfer System Lo review the following request.
Request 10 : PTO0030TEL
Cliek on x phots 1o wee social network updates and smail mescages from thic peesan. [ zhh2

2" notice to group receiving the asset

Metsage | Adobe POF

e Y " 25 perional i To Manages A% [ Rt ) ' 5. MFno (3]
e X G ) @ W For,  Fo LG B H Y S

Qremegs |V
o Desete | Feply Repl Forward B . Wovt Mic Calegarize Follow | Praniste Zo0m
& durk P Ao WO i Reply i Delete P Create New il WP Wity sl e Ly Select-
Daiete mespand Quick Stegn A Move Tagt Egitmg 280m
From: milems afam. ey Sent Tue J/102014 11:33 A
T LieltLankie; Mok Hos g Sereafie sl s Pught
3
Subjert  [TEST) Froperty Transter] You nave new propery ramsler requeat to review,
5
[This is 2 tesi] %
Please uge Property Transfer System fo review the following requess.
Requast 1D : FTO0AA07E
Chck see socal network updstes and emsai from this pessce. o

When a transfer is
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3" notice to processing the change requested

Adube FOF

- || nessage
N B e o Manege 3 @ g N M Fne 3]
..h,,mx N [seeting || 0 oronsl 4 To Manag ik Y
: S B B3 Ruenm e oo L g e | BB | 3
Gyuunc Duete | Reply Reply Forwnis By More | o peginosiete S Creste tiew T MO i | (WA Eotegure Sk e | RO
Delete Reipend Quick Stest G Mave Tagt o Egitmg 208m
From: leudets Pauourm edy Sert Tue VIBG004 1205 P
Te Musicoim Hartrog; Seresfer Holt; Nichelas Pugh
e
Subjeet Trwnstert Ho sction i needed —
[This is 2 tast] !?
d s reviewed and
Thire i no acton needad for the requast.
Clck " —~ et ' s - F
= — —~ :

29



	Property Transfer screen
	Overview
	Main Menu
	Change Location Room and/or Building
	Basic Information submission screen
	Select Assets to Transfer
	PTAG Detail on Transfer
	Confirmation screen on Transfer
	Confirmation popup


	Transfer property to another Organization
	Transfer Reason screen
	New Organization popup screen
	Selection screen
	Building/Room screen
	Review/confirmation screen
	Detailed screen

	Relieve property from responsibility/accountability
	Selection screen
	Confirmation Popup


	Surplus services
	Reason screen
	Select screen
	Confirmation screen
	Confirmation  popup


	Review/Search Request
	Selection Screen
	Detailed screen

	Approval

