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* Future Year Travel Authorizations - LaTisha Williams
* Fixed Assets Workflow Overview - Darya Maksimova
 What's New? Who Knew? What’s Due? - Monica Goldsby
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N
Future Year Travel Authorizations

LaTisha L. Williams - Asst. General Manager
Accounting Department
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Purpose of Request for Future Year
Travel Authorization

 To request authorization for travel in the
next fiscal year.

— Any travel dates that extend past June 30" are
considered future year. (i.e. June 26t" - July 3"9)

— Travel begins early in July.
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Is a'Request for Future Year Travel

Authorization required?

* No

— There will be no transactions related to the trip
in this fiscal year.

e Yes

— Reservations related to the trip will be made in
this fiscal year. (i.e. airline)

— Expenditures related to the trip will be paid in
this fiscal year.

— International Travel and the 21-day requirement
includes current fiscal year.




Future Year Travel Authorization Form

Fully Complete the Request for Future Year Travel Authorization
Form. (Signatures are not required by Accounting, however,
departmental authorizations apply.)

— International Travel - Include a detail listing of expenditures.
(Memo or Estimated Travel Expenses Worksheet)

Submit to Accounting for data entry.

After Accounting has created the PO, an email will be sent to the
contact person notifying that the PO has been created and
approval is required. (Please be sure to review and approve PO.)

After all approvals are complete, the traveler may begin making
reservations and submit Check Requests.




General Travel - Frequently Asked
Question

e |s Hawaii, Alaska, Puerto Rico, Canada, or
Mexico considered international?
— Yes, they are considered international and

require detailed expenses and the 21-day rule
applies.
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Applicable Forms

Request for Future Year Travel Authorization

http://bf.memphis.edu/forms/trav/travO1.
htm

Estimated Travel Expenses Worksheet
http://bf.memphis.edu/forms/trav/travel
worksheet.xls
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Fixed Asset Workshop

—

Darya Maksimova, Accountant Il
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Fixed Asset Team

Kathy Archie, Manager Financial Reporting
Darya Maksimova, Accountant Il

wf-fixedasset-admins@memphis.edu
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Agenda

* Fixed Asset Account Codes
 Fixed Asset Additions
e Fixed Asset Changes (Fixed Asset Workflow)

— Overview

— ldentify Ptag_Code

— ldentify “Active” Items

— Workflow Types

— Locate Location Code

— Resolve Workflow Error

— Workflow Incomplete Log

— Workflow Examples / Problems

e Inventory Confirmations
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Fixed Asset Account Codes

**Not Tagged (Under $1,500)**
Account Number Account Title Examples
74500 Supplies ¢ |Pad/Printer/Computer/AppleCare
¢ Chairs/Monitors/Wall Mounts
* USB Drive/Cables/Mouse/Pens/Cases

Tagged Equipment - Single Item/All Components (Under $1,500)

Account Number Account Title Examples
74504 Controlled Equipment under $1,500 ¢ |Pad/Computer/Scientific Equipment
* Equipment tracking required by Grant

Tagged Equipment - Single Item/All Components (51,500 - $4,999)
Account Number Account Title Examples
74510 Sensitive Equipment (51,500 - $4,999) |+ Lab Equipment
* Copiers
74511 Computers (51,500 - $4,999) * Computers
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Tagged Capital Equipment - Single Item/All Components (Over $5,000)

Account Number Account Title Examples
78110 Office Equipment * Office Equipment
* Copiers
78111 Furniture and Fixtures ¢ Custom Furniture/Trophy Case
* Lockers
78120 Operational Equipment * Athletic Equipment

¢ Air Compressor/Generator
* Yard Equipment

78130 Instructional Equipment * Audio Visual Equipment
¢ Lab Equipment
78190 Other Equipment * Forklift
* Heavy Equipment
78195 Works of Art * Fine Art

The University requires all capital equipment and sensitive equipment (costing between 51,500 and
54,999) be tagged and maintained in the Fixed Asset System.
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Additions

e A decal/inventory tag should be affixed to the equipment as
soon as possible after the item is acquired and placed in
operation.

 When Financial Reporting staff identifies new items, they will
contact the department to obtain the pertinent information
(serial number, model, location) in order to assign a decal to
the item.

e Departments may complete the “Tagging Log Form” and

submit Financial Reporting via email at wf-fixedasset-
admins@memphis.edu; or Admin. Bldg 275 when an item is

purchased to obtain an inventory tag.




Tagging Log Form

Decal #

Purchase Order #

Description

Asset Type

Make

Model

Serial # [Service Tag #

Location

MEMPHIS.
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AL Location Code Search

search by index

search by fund

search by organization
search by program
search by activity
search by multiple fields
search by orgn title

search by index title

signatures by org /
signatures by name

approval gueues by org

approval gueues by name

Enter all or part of the building name and click S
Code matches.

Search Location: Dunn|

el

SIGNATURES

EQUIPMENT REPS
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FOAPALs
search by index
search by fund
search by organization
search by program
search by activity
search by multiple fields
search by title

SIGHATURES
signatures by org
signatures by name
approval queues by org
approval queues by name

CODES,
account code list
rule code list
location code search
program code hierarchy
data standards manual

TRAINING
instructor-led training
training materials
online traini

Location Code Results

201 record(s) found.

on Title
112684 Dunn Elementary Schaol
925 Dunn Elementary School
040 Dunn Hall
105238 Dunn Hall 101
105229 Dunn Hall 103
105240 Dunn Hall 105
105241 Dunn Hall 106
105242 Dunn Hall 107
105243 Dunn Hall 109
105244 Dunn Hall 111
105245 Dunn Hall 113
105246 Dunn Hall 115
105247 Dunn Hall 117
105248 Dunn Hall 118
105249 Dunn Hall 119
105428 Dunn Hall 120
105250 Dunn Hall 120A
105429 Dunn Hall 1208

Finance

Program Guide

Print Version

Pred Title
Dunn Elementary Schoal
OFf Campus
Main Campus

Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall
Dunn Hall

Dunn Hall

assign eguipment reps

Done

/" Trusted sites , 100%

view equipment reps

fixed asset workflow help
CODES

account code list

rule code list

location code search

program code list

data standards manual
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Changes to Equipment

e LOST, STOLEN, OR DESTROYED — Complete/submit the Report
of Lost or Stolen Property form to Police Services and copy to
Accounting Office / Financial Reporting to update the Fixed
Asset System.

e REMOVAL FROM PREMISES - Complete/submit the Request for
Off-Campus Use of Equipment form to Financial Reporting.
Department updates the location via the Fixed Asset Workflow
system.

e TRADE-INS - When a trade-in is desired, the department must
notify Financial Reporting. Financial Reporting will facilitate
the transaction with Procurement and Contract Services.
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Changes to Equipment — Con’t

 Changes to description, make, model and serial
number are made by Financial Reporting.

e Changes in location, department/organization, zero
value, cannibalize and surplus made through the Fixed

Asset Workflow System.
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Fixed Asset Workflow

e Equipment Transfer Workflow is an online process for
equipment transfer transactions including location changes,
transferring to another department, to surplus, and to declare
an item zero value or cannibalization.

e Each organization has a Financial Manager and an Equipment
Representative in workflow.

 The Financial Manager is assigned through Banner. There can
only be ONE financial manager. The designee can not be a
Financial Manager.

 The Financial Manager assigns the equipment representative.
There can only be ONE equipment representative for each org.
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Financial Manager assigns/reassigns the equipment rep at
https://bf.memphis.edu/spectrum/users/

WV Finance

Program Guide

COAPALS Equipment Representative Maintenance (oot

search by index ] d ) ! ) ) ]
search by fund Please login below to view/edit the users on organizations for which you have authority.

search by organization oer Hame:

search by program Example: jsmith

search by activity Password:

search by mulbiple fields

search by orgn title 5

search by index title
SIGHATURES

signatures by org

signatures by name

approval queues by org

approval gqueues by name
EQUIPMENT REPS

assign equipment reps

view equipment reps
fixed asset workflow help

MEMPHIS.




Financial Manager (or designee) will add the UUID in the
appropriate blank and select “add”. The Financial Manager may
designate him/herself as the equipment representative.

MEMPHIS. FlnaPir.tljgrEm Guide

Equipment Representative Maintenance -z

FOAPAL:
search by index
by Equipment transactions are processed through Fixed Asset Workflow. In order to use Fixed
Asset Waorkflow, 2ach organization must have an Equipment Representative assigned.
search by crgantzatson
soarch by program Below is the current Equipment Representative assignment for each of your Organization
search by activity (s). To change the Equipment Rep, you must first Remowve the existing Equipment Rep
zeanch by muslitiple fields then Add the new one. If you do not know the UUID of the user you wish to add, you may
search by orgn titde look it up in the Whitepages.
search by index title
o Note that changes may take up to ten business days to appear in Workflow/Banner.
SIGHATURES Changes pending approval will be noted in the "Pending changes" section. Once approved,
dignatines by org they will appear in the table below.
stgnatunes by name y B
approval queues by org Current Equipment Representatives
spproval gueses by name
ECUNPMENT REPS | Org Code | Org Mame | wUID (Loockup) | Mame
azign e QUiDmERE rece | si1z000 | Payroll Office [MrsomM [Montoya williams
e eauamert rem 511030 |  Gants and Contracts Accounting  |MISOM g
e o I 3 : 2 i
: | si1ip000 | Accounting Office |
CODES ! L | i _ == —
| 510000 | AVP Finance IAECOLE | Barmomfin Tzl
sooount oode Bt -
rule oode st .
Pending Changes
program onde ot
e i skt prit * Remove MISOM from org 511000. (Requestaor: EWSHELTN)
TRAMING I understand that the ultimate responsibility for any action taken by the above individual
lewrning ourve (=) is mine. Contact bfsssecurity@memphis.edu for additional information.
UTIITIES & REPORTS Logout
budget oversxpenditeres
e=Prnt
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The list of current equipment representatives can be viewed at
http://bf.memphis.edu/spectrum/eqreps.php

-
THE UNIVERSITY OF Flnance
MEMPHIS. Program Guide

Print Version =L,

A Equipment Reps List by Organization
search by index

search by fund Expand All Collapse All Export to Excel
search by organization

search by program == 10000

search by activity =+ 20000

search by multiple fields <+ 30000

el o e + 40000

search by index title + 50000

SIGHATURES + 60000

AR + 70000

signatures by name + 80000

approval queues by org

SEPTDVA GUEICS e Narrow results displayed by entering any part of the organization code number, title, or

EQUIPMENT REPS equipment rep name below.
assign equipment reps

view egquipment reps

fixed asset workflow help
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Fixed Asset Workflow instructions can be viewed at
http://bf. memphis.edu/spectrum/fahelp.php

THE UNIVERSITY OF

MEMPHIS.

FOAPALs
search by index
search by fund
search by organization
search by program
search by activity
search by multiple fields
search by orgn title
search by index title

SIGHATURES
signatures by org
signatures by name
approval queues by org
approval queues by name

EQUIPMENT REPS
assign equipment reps
view equipment reps
fixed asset workflow help

Fixed Asset Workflow Help

PDF Documents:

Designation of Equipment Representatives
Changing Equipment Reps

Location Change

Transfer to Another Org

Surplus

Zero Value / Cannibalization

Errors

Finance

Program Guide

’ o
Print Yersion (=5
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Making Changes

in Banner Fixed Asset

System

Change:s to Maks,
mModel, Serial Mumber,
DesCript o

¥

Changes to Location

Changes to
Orzanization

Zero Walue f
Cannibalize

Sunplus —
Auctive 1tem

Mo tify Financial
Reporting —
it ] sme st~

e s e s esd

+

+

Fimed Aszet wwior kflow
[Equipment Rep)—
Exyuii prmeent Location

Chang=

Finamncial Reporting
updates BEanner Fxed
Azzet

+

o kfl o wp diates
Banner Fed Azset

¥

Fined Azzet Waor kflow
[ Exgpusi pmeent. Rep ) —
Exyuil pinneent TransTer

Sunplus —
In-&uctive Item

+

Fimed fs=et Wor kflow —
Finamcia! hMansgsr

Docwmeentation ot Active
FFIMAST
FFRIFRC

Ernail

Fhy=ical Plant WoRO
Systenn [Wor k Order
Req uest) -
vt B esnp i ed wypp
g EnE

Approwval
¥ ¥ ¥
Fimed &szet Fixed fszet Fined
W kfl o — wnor kfloww —
N _ o bl onee —
Mew Org Finanecial
- - Swrplus Waork
Equip Rep Reporting Cnder
Approval Approval
Fied &==et
Whor kfloww -
Complete
Fixed f==zet
Wi kflonee —
Surplus
Approwval
|
L

o kfl oo pdates
Banner Fixed Asset
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Fixed Asset PTAG Code

e PTAG_Code is an UOM Asset tag (also refers to a Permanent
TAG, P-tag, Decal). This is a silver tag with UOM logo.

e Avalid 9-digit decal number is needed. Three different kinds
of decals have been used.

woBLAtY o 1

Standard decal. Drop the 1st zero Standard decal.
Enter all 9 digits and enter the rest of Enter all 9 digits
in Workflow. 9 digits in Workflow. in Workflow.

MEMPHIS.




Use Banner INB screen FFIMAST to check asset status

x @ ellucian

Asset Tag: 012599200

Fixed Asset Master Query FFIMAST 9.3.6 (PROD)

&% RELATED ¥ TOOLS

Start Over

~ MASTER INFORMATION

&3 Insert .
Qrigination Tag ~ TOOT18678 Permanent Tag Date 12032012
Permanent Tag 072599200 Last Adjustment Date
Origination Tag
Cancel Date
ubordinate Type System Status Code | Invoiced
Origination Tag Date 06042012
Asset Description  Dell OptiPlex 990 Minitower SN Sensitive under $1,500
Commaodity User Status Code
Unit of Measure  EA Each
Insurance Value Replacement Value
Market Value Book Value
Capitalization Indicator Tag In Use
Asset Text Exists Gift Indicator
Cost 1,212.06 Net Book Value 0.00
Total Cost 1,212.06 Total Net Book Value 0.00
X  @elluclan  Fixed Asset Master Query FFIMAST 9.3.6 (PROD) 4% RELATED % TOOLS
Asset Tag: 011327300
~ MASTER INFORMATION &3 Insert

Origination Tag
Permanent Tag

Primary Tag

Subordinate Type
Origination Tag Date
Asset Description
Commodity

Unit of Measure

Insurance Value

011327300

011327300

09/30/2003

Apple Computer Emac

Permanent Tag Date  09/30/2003
Last Adjustment Date

Qrigination Tag
Cancel Date

System Status Code D

AsS NC Sensitive ltems Not Capitalized

u: itus Code

Replacement Value

Market Value Book Value 1,274.00
Capitalization Indicator Tag In Use
Asset Text Exi Gift Indicator
Cost 1,274.00 Net Book Value 0.00
Total Cost 1,274.00 Total Net Book Value 0.00
= | = |
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Use Banner INB screen

X  @ellucian

Fixed Asset Master Query FFIMAST 9.3.6 (PROD)

FFIMAST to check asset status

SLRELATED ¥ TOOLS

Asset Tag: 011327300

T ACQUISITION INFORMATION

Origination Tag
Acquisition Method

Make
Model

Manufacturer
User Reference
Number
Barcode Number
In Service Date

Last Inventory Date

Disposal Method

011327300

B

Converted from Legacy System

Apple Computer

DI

Disposed

Permanent Tag
Acquisition Date

Serial Num

rt Number or

Vehicle Tag

Percentage Used

Work In Progress
Condition

Title To

Disposal Date

011327300

09/30/2003

Apple Computer Emac

YM3296V7NM2

GD Good

um University of Memphis

07/17/2009

Record 1 of 1

et Master Query FFIMAST 9.3.6 (PROI

Asset Tag: 011327300

Start Over

T PROCUREMENT INFORMATION

. Filter

Origination Tag
Vendor Code
Purchase Order
Purchase Item
Receiver
Receiver Date
Invoice

Invoice Date

Other Source Data

Document
Type
Sequence

Transfer Data
Date

CoA
Organization

Location

011327300

0772372009

U] University of Memphis
235000 Health Studies
101774 Fieldhouse 361

Permanent Tag
Submission Number
Invoice ltem

Cancel Date

Credit Memo
Installments

Recurring

Document Tag Date

Source Submission

Grant
Custodian ID

Equipment Manager

011327300

Apple Computer Emac
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Complete Physical Plant’s Work Order Request Form.

If the item is not an active inventory item (System Status Code “D”) you can go straight to
physical plant’s website (http://www.memphis.edu/pp/worg.php) and complete the form.
Please include a copy of the FFIMAST screen shot and Data Removal Verification Form.

Physical Plant

WORQ System i ] )
Staff Directory Units WORQ System Recycling Rental Property
Enter and check the status of
campus work orders
Home > Physical Plant > WORQ System

Environmental Health &
Safety

The Web site of Environmental

Health & Safety wWO RQ System

Forms
All of B&F's forms in one place

Work Order Request Query System

Business & Finance / Enter a new work request

The Division of Business &

Finance at the UofM Search for the status of an existing work request by Reference Number

Search for the status of an existing work request by Building MName

Labor Rates

MEMPHIS.




To initiate the workflow, the Equipment Representative:

1. Log into the My Memphis Portal at http://my.memphis.edu
2. Select the ‘Workflow’ tab

Home UofMOnline Employee
THE UNIVERSITY OF

| MEMPHIS

.

MBI =2 o

MEMPHIS.




Scroll down

[ 40 Jof0 b b 440 Jofo b b

My Processes

Mo Processes found.

OR

My Processes

uam
UOM Eguipment Location Change
UOM Equipment Transfer
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3. Scroll down to ‘My Processes’ and select the three dots
4. Select one of the two types of Equipment Workflow based on your need.

My Processes

Mo Processes found.

@
bt o? My Processes
Worklist

UOM Equipment Location Change

UOM Equipment Transfer
User Profile /

My Processes

User Information
Change Password

Administration

User Management

Banner Workflow Modeler

Workflow System
Administration
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Two types of Workflow

 Equipment Location Change Workflow:

 Change location within an organization

 Equipment Transfer Workflow:
* Transfer between organizations
e Surplus
e Zero value
e Cannibalization

MEMPHIS.




The initial screens for the two Workflows are the same except
the names of Workflow. Enter decal number in ‘PTAG_CODE’
field then click on ‘Start Workflow’.

:0 Start Workflow

Organization: UoM
Workflow Name: UOM_FIMN_EQUIP_LOCN_CHANGE:Q

Worlkflow SpecifM |
Priority:

Waorkflow Note:

Required Parameters

= PTAG_CODE: | |

Description: Equipment Decal Number

| start Workflow || Reset | Cancel |

:0 Start Workflow

Organization: Uom

Workflow Name: UOM_FIN_EQUIP_TRAMNSFER:1
Workflow Specifics : |

Priority:

Workflow Note:

Required Parameters

= PTAG _CO} |
| Start Workflow || Reset | Cancel |

Attach File

<C




Click “OK” to view your Worklist OR click on the link in the email that will be sent to you.

Start Workflow

The warkflow was started successfully.

(E-E_D el = -8 g A (&, ) = SaER )= Documentl - Microsoft Word - = x
L N :
~ Home Insert Page Layout References Mailings Review Wiews Develaper (7]
& : o : = : ! : 5 : : ; 5 P

From: mcarterl @memphis.edu [mcarterl@memphis.edu]
X Sent: Tuesday, January 17, 2012 10:06 AM
To: Michael L Carter (mcarterl)
Subject: Equipment Location Change - 011353700 - Enter New Location *** TBANR **%*

Please login to Banner Workflow to enter the new location and transfer reason for the following
i equipment:
- Decal #: 011353700
Description: Dell Computer Latitude D600
Make: Dell
Model: PPOSL.
Serial Number: CTYTN31
= Organization: 400000 - VP Student Affairs
Current Location: 100209 - Administration 222
(=)

Page:1 of1 | Words: 72 | <&  English (U.s) | B3 |

I
£
(1
It
I
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Click the job on the Workflow Worklist to continue.

- ] -
Worlklist

Workflow Sta s Search

Organization = Workflow Activity Priority Created
Workflow Alerts UoM Equipment Location Change - 012300200 Enter Correct PTAG Mormal 27-Mar-2017 02:54:39 PM _'\
Ready

User Profile Show Reserved Items
My Processes 1-1of 1 First < Previous Next o Last Goto page:

User Information
Change Password

Administration

User Management

Banner Workflow Modeler

MEMPHIS.




N
Location Change Workflow

Verify the asset info, enter the new location code and enter the
reason for location change. Click ‘Complete’ to finish the workflow.

*Requirad Fiald
=== TRANE ===

Paase enter a new lpcation code and lecaton change reasen for this equipmant
or Stop the workfow:

Decal =: 011748700
Descnption: DELL OPTIFLEY GRG0 COMPUTER
Make; DELL
Miodel: CXED
Senal Mumber: GOTIRS]
Organizatmon: / 232103 - CEPR D Lushig
Current Locabon 103492 - Patterson Hall 1114
= New Location Code [Must be & digits): 1171915

Chek hira to saarch for & vahd bk on coda.
= Lecation Change Reason | 150 Char): we dan'lhke il

= Stop Workflow: Ma -

-=NOTE=*
If you are Stopping this worklow, you must enter spaces of vahd values in the New Location
Code and Location Change Reason fiekds.

Save & Close || Cancel |

~
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You are done with the location change. The workflow will update
Banner and a final notification email will be sent to you (Equipment
Representative).

D\ H2-0EQ R0 H8a0 - Documentl - Microsoft Word
o .
Home Insert Page Layout References Mailings Review View Dreveloper
; T T A O R A T T O O e |
_ mi S =

From: donotreply@memphis.edu [donotreply@memphis.edu]

Sent: Tuwesday, January 17, 2812 18:88 AM

To: Michael L Carter (mcarteril)

Subject: Equipment Location Change - 81135378 - Completed *** TBANR **=*

The location change for the following equipment has been processed:

Decal #: 811353786 \
Description: Dell Computer Latitude DGBB

Make: Dell

Model: PPOSL

Serial Number: CTYTN31

Organization: 4860808 - WP Student Affairs

Previous Location: 160282 - Administration 222

New Location: 111915 - FedEx Institute of Tech 226

Transfer Reason: we don't like it

I (=)

Page:2 0f 2 | Words: 254 | <%  English (U.S) | [ ElEAIR | = | = | 1008 (=)
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I .
Transfer between Organizations

Verify the asset info, select the “Transfer Between Departments”
transaction type, enter transfer reason and enter new organization
code. Click on ‘Complete’.

=Required Field
== THANE =**

Decal =: 011748700

Descnpisan: DELL OPTIPLEX GXN620 COMPMITER
Makea: DELL

Maodel: GXMEZ0

Senal Numbar: GATeRI1

Current Qrganzation; 232103 - CEPR D Lustyg
Current Lecationg 103452 - Patterson Hall 1114
* Trans, Type: Transter Betwaen Departmants. =
= Transfer Reasong Case
= New O a de! 235115

t
Plaase BED r Surplus.,
Click fere to h for a walid organizatson code.
= Stop Workflaw: Ma -
aayOTE==

If you are Stopping this workflow, you must enter spaces or valid values in the
Transfer Reason and Mew Ongamzation Code fields before dong so.

==Cannibahzabion Note™=

If this equipment & biing canmbalized, plésse remave and dspose of the UafM decal
after you receive the email stating that this requast has been approved by
Accounting,

If necessary, you can then create a work order for Surplus to pick up the remaining
equipment shell withaut going through this process since the equpment will no

longer be tagged.
Save&Chose | Cancel

>
-
-
&
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The Relinquishing Financial Manager will receive an email with
instructions to login to workflow to approve/decline the transfer.

MER9- o EETe " Documentl - Micrasoft Word ol O
Home  Insert  Pagelayout  Refersnces  Mallings  Review  View v @
)
-

From: llim@memphis.edu [mailto:|lim@memphis.edu]

Sent: Tuesday, May 10, 2011 9:23 AM

To: Rong Lin (rlin)

Subject: Equipment Transfer - 012076300 - Approve Transfer *** TBANR ***

Please log into Banner Workflow to access this workflow worklist item and approve/decline the
following equipment transfer:

Transfer Type: Transfer Between Departments

Decal #: 012076300

Description: 223-5982-OptiPlex 740 Small Form Factor; AMD ATHLON
Make: Dell

Model: Optiplex 740

Serial Number: 61pthh1

Current Organization: 415000 - Health Center Test
Current Location: 100252 - Administration 275

New Organization: 512000 - Hotel Conference Center

-

o

PagesLofl | Words:85 | G5 English(US) | [E8E == s%0—=0—F
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Relinquishing Financial Manager selects the job from the Workflow Worklist to
approve/decline the transfer, then accept/decline the transfer and click “Complete”.

o e Fiedd
- BE P L]
Home 0@ Worklist " TR
Worklist
Workflow Status Search Organization | Workflow
uom Equipment Location Change - 012300200 Pinirie bopoavs o Detfre P spuoment Famler ool

Ready

User Profile
My Processes 1-1of1 First { Pre Duecnl @ B TS

Cenriphion DELL QPTHREN GOV COMSRITER
M beu
Model n LY
Administration Geral Nasmhe aTEa|
T erermTa Cievent Oegasization JIFIE - CERR O Lt Test

Banner Workflow Modeler Conpst Lambion 1004 - PaTinesan Hall (A1

Waorkflow System

Administration fw I:II'I‘:l'li'l'!l:l'l 155115 « H55 Ratara Bollpsaban Test
Eesment Rey:  Rong L

Trmaction T, Trersie Betwein Defadtmests
Tramfer Rasun et

* Decigion
Besson [l rus) i
Dcimad

..ﬂh_' (1]
¥ou must avie g ressn i Beon Declimed o pou are declining this sdqeprent

S
(] st | s

~—
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After the Relinquishing Financial Manager’s approval, an email will

be sent to the Receiving Equipment Representative notifying of the
transfer.

(s Ho-v&EWOE0 =536 - Dacuments - Microsoft Word i
| l=af2
h = b : Lo
= Home Insert Page Layout References Mailings Review View Developer
A N - N T O O
4 | ; ; : : : ] : | : : a

From: sprhlthn@memphis.edu [sprhithn@memphis.edu]
i Sent: Friday, January 20, 2012 1:57 PM
To: Michael L Carter (mcarterl)
Subject: Equipment Transfer- 011551700 - Enter New Location *** TBANR ***

o

The following equipment is being transferred to your organization. Please log into Banner
. Workflow to access this worklist item to enter a new location code for this equipment and
- 'Accept' the transfer or mark the transfer as 'Declined' and enter a reason.

Decal #: 011551700

Description: Dell Computer Latitude Laptop

Make: Dell

"\ Model: Latitude X

-~ Serial Number: JPCBJ71

" Previous Organization: 286000 - Vice Provost Extended Programs

.| Previous Location: 112688 - Temporary Qff Campus|

" New Organization: 400000 - VP Student Affairs
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Receiving Equipment Representative needs to verify the
information, enter the new location code, accept/decline the
transfer and click ‘Complete’ to finish the workflow.

e it You Hioy Bookmate oo e N sl

x

ftbanr/home/newLaunch.do?workltemPK=282140 alQ

Finance Program Guide ¥ University of Memphis.

UMIT72 - EquipmentL. @ Policies and Guideline... %9 umhelpdesk {B U of M Business & Fin... © GASE @ LexsNeds® Custom S

| workforum
‘Workdist i
:o Enter New Location Code Help
Workflow Status Search
Workflow Alerts *Required Field
=== TBANR *==
User Profile
My Procasses
User Infarmation The following equipment is being transferred to your organization.
Change Passward Please enter a new location code for this equipment and 'Accept’ the
transfer or mark the transfer as 'Declined' and enter a reason.
Administration Please contact Accounting if you have any questions about the location code.
User Management
Banner Work Modeler Decal #: 012725700
ﬁmiﬂ:t::;m Description: Apple Mac Pro
Make: Apple
Model: Mac Pro
Serial Number: CO7IVOAXFS4MH
Transaction Type: Transfer Between Departments
Transfer Reason: giving to dept
Previous Organization: 216000 - CERI E
Previous Location: 110654 - CERI 3876 Central 106
New Orgnization: 217400 - Navy ROTC
* New Location Code (Must be 6 digits): 106591
Click here to search for a valid location code.
* Accept / Decline: Accept -
Reason Declined:
FENOTE**
If you are Declining this equipment transfer, you must enter a reason in the the Reason Declined
field and enter either the Previous Location value or spaces into the New Location Code field.
| Complete H Save & Close H Cancel |
Top
© 1999-2015 Ellucian Company L.P. and its affiliates.
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After accepting, the workflow will update Banner and a final
notification email will be sent to Relinquishing Equipment

Representative, Receiving Equipment Representative, and
Receiving Financial Manager.

”/:nﬂ =90 "‘Eﬁi refE-NRRERCT TR Documents - Microsoft Word i .
3 -z g : : . —
- Home Insert Page Layout References Mailings Review View Dreveloper '@

I N T T T T T e e O =
g : % : : : : ; : : : : : o

From: donotreply@memphis.edu [donotreply@memphis.edu]
Sent: Friday, January 20, 2012 2:02 PM

To: Sri Prahalathan (sprhithn)

Cc: Michael L Carter (mcarterl)

Subject: Equipment Transfer - 011551700 - Transfer Between Departments - Completed *** TBANR

Ak

Transfer Between Departments action completed. \
Decal #: 011551700

Description: Dell Computer Latitude Laptop

.. Make: Dell

~ Model: Latitude X

- Serial Number: JPCBJI71
Previous Organization: 286000 - Vice Provost Extended Programs
Previous Location: 112688 - Temporary Off Campus

"I New Organization: 400000 - VP Student Affairs

»|  New Location: 100188 - Administration 209A

: ®
i m P
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SURPLUS

A work order is completed for all equipment to be picked up by
Physical Plant.

* For active inventory items (system status code —1, N, J, G) the
department should request the transfer and work order via the
Fixed Asset Workflow system or ZV and work order.

e Inactive items (system status code — D or C), go to Physical Plant’s
website and complete the work order. Include support FFIMAST
screenshot.

* University-owned computers and portable devices or media must
have all confidential and official University data erased from the
computer or portable device or media prior to its transfer out of
University control, and/or destroyed, using current best practices.

e Decals are to remain on the equipment.

MEMPHIS.




Transfer to Surplus

Verify the asset info, select the “Surplus” transaction type, enter 860000 for
organization code and enter the transfer reason. Click on ‘Complete’.

L TE.&-NR £

Decal #: oooo9<4720
Description: Sony Recorder
Make: Sony

mModel: PYW2E00 \

Serial Mumber:

Current Organization: 286000 - Vice Prowvost Extended Programs
Current Location: 105723 - Meeman Journalism Building 3298
* Transaction Type: Transferto Surplus v |
* Mew Organization Code: 'asnnnn | \

Please enter 860000 for Surplus. \h
Click here to search for a valid organizati code,

Transfer Reason: .Cﬂge 4 - Transfiaer
If wou would like to stop this workflow instance, select "Wes [

* Stop Workflow: No [~ |

| Complete || Save & Close || Cancel

A

"~

—
i
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Relinquishing Financial Manager selects the job from the Workflow Worklist to
approve/decline the transfer, then accept/decline the transfer and click ‘Complete’.

*Required Field
rEx TEANR ===

Please Approve of Decline this equipment transfer raquest:

Decal £:: 011748700

Destription: DELL OPTIPLEX GX620 COMPUTER
Make: DELL

Model: GXa20

Serial Number: GAT9RI1
Current Organization: 232103 - CEPR D Luskig Test

Cumant Location: 103492 - Patterson Hall 1114
New Ovgnization: 235115 - HS5 Barbara McClanahan Test
Equipment. Rep: Rong Lin

Transaction Type:  Transfer Between Departments
Transfer Reason:  fest

* Decision:

Reason Declined:

!F”u‘l’E’*
‘fou must enter a reason in Reason Dedined if you are declining this equipment
transfer]

St O |Gl

~~
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If financial manager approves, the Equipment Representative will receive the following
email asking to create a Work Order. Click on the link to go to the Work Order System.

(Oa) EI e L] @uﬂ EURCE 7.';;1__'3;:1_ s Document2 - Microsoft Word i
L |

Home Insert Page Layout References Mailings Review View Developer
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From: sprhlthn@memphis.edu [mailto:sprhlthn @memphis.edu]

Sent: Tuesday, January 17, 2012 11:13 AM

To: Sri Prahalathan (sprhlthn)

Subject: Equipment Transfer - 000094720 - Create Work Order *** TBANR ***

E}l@’)"

=

Please Create a Work Order for SURPLUS

| Work Order System

Decal #: 000094720 \

Description: Sony Recorder

| Make: Sony

- Model: PVW2800

Serial Number:

Organization: 286000 - Vice Provost Extended Programs
Location: 105723 - Meeman Journalism Building 329B

| Please mark this work item completed in Banner Workflow once the work order has been created.

Page:1 ofl | Words: 78 | QES English (U.S) | 23 | ngaﬂulﬂ-}
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Or you may select the job from the Worklist, and click on the link to create the work order.

“) myTest - Mozilla Firefox

Eil= Edit iew Higkory Eookmarks Tools
Js e I + | File Edit Wiews Hiskory Bookmarks Tools Help
ny Tes
J s ey Tesk I = | -
(— L | s rvkbesk.memphis.edu/tag. 70af021 30512509 re [ | |"" - - . —
. € | S test.memphis.edu/tag, F0AF02 15051 2509, e c |-]" Pad k. 3

my MEMPHIS

= &

E-miail Datebook «

Welcome 5Sri Pral

rrently lagged in. Manual Activity @viorkflow Help

Employe, *okok THRANR F*E
(i orkflove Worklist Qs Please Create a work order for SURPLUS by clicking here
Equipment Information:
Organization Warkflow Mame Fuckivity Created
LA Equipment Create wWork COrder 17-1an-Z012 11:13:18 AN Decal #: 000094720
Transfer - Description: Sony Recorder

000094720 Make: Sany
Ready rModel: PWwW2800
Seral Mumber:

[+ Refresh [*] Show Entire wWorklist [+ Open W

e Current Organization: 286000 - Yice Prowvost Extended
Programs
wWorkflow Alerts =0 Current Location: 105723 - Meeman Journalism Building
F29B
Instance Mame D ate Proced

MNew Organization: 260000 - General Plant
Mew Location: 112218 - Building 45 Central Receiving 273

[ Show Alerts Page [F] Open VW Complete | | Cancel

Top powered by SUNGARD
SCT HIGHER EDUCATIOMN
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Complete Physical Plant’s Work Order Request Form.

Physical Plant

WORQ System i ) )
Staff Directory Units WORQ System Recycling Rental Property
Enter and check the status of
campus work arders
Home = Physical Plant > WORCQ System

Environmental Health &
Safety

The Web site of Environmental

Health & Safety wWO RQ System

Forms
All of B&F's forms in one place

Work Order Request Query System

Business & Finance / Enter a new work request

The Division of Business &

Finance at the UofM Search for the status of an existing work request by Reference Number

Search for the status of an existing work request by Building Name

Labor Rates

MEMPHIS.




Important note: remember to go back to Workflow to Complete the task once the
work order is submitted.

%) myTest - Mozilla Firefox
Eile Edit Eookmarks

J S mylest I =+ |
Eile EBookmarks
6 S rmvTest I =+ | =

—
my M EM I I IS ! o : é S mvtest.memphis.eduftan, FOAF02 1505 12509, re <R B || ™

- myMemphis

Wiew Hiskory Tools  Help

Edit Wisw Hiskory Tools Help

s rvkbesk.memphis.edu/tag. 70af021 30512509 re

= I

to
orkflow Tab E-miail Dateboolk

Manual Activity @ workflow Help

*kok TRAMNR ***

eCampus Resources Advising Ethnicity Survey

("W orkflows Worklist
Please Create a work order for SURFPLUS by clicking here

organization workflow Mame Activity Created i i
Equipment Information:
L Equipment Create Work Srder 17-lan-2012 11:1
Transfer - Decal #: DODD94720
000094720 Description: Sony Recorder
Ready
Make: Sany
MModel: PYWWAW2E00
3} sh [*] Show Entire Worklist [+ O Serial Mumber:

-

Current Organization: 288000 - VWice Provost Extended
Programs

Current Location: 105723 - Meeman Journalism Building
Instance Marme D ate je=1=1:1

["wWorkflow Alerts

MNew Organization: 860000 - General Plant
[l Show Alerts Page [ O Mew Location: 112218 - Building 45 Central Receiving 273

Complete | Cancel |

P powersd by SUMNGARD
SCT HIGHER EDUCATION




Once you have completed the surplus transaction, you will receive an email with the
Equipment Surplus Transaction Form. Print the form and have it ready when the item
is picked up by Surplus personnel. Surplus personnel will finish the Workflow, and you
will receive a final notification of the completion of the surplus.

(Da) H 924 PR e - T (Ve FEE N A Document2 - Microsoft Word - o X
it )
—‘/ Home Insert Page Layout References Mailings Review View Developer
) - Fipgn a W B O 090909090

' e — — —
- gFrom: donotreply@memphis.edu [donotreply@memphis.edu]
Sent: Tuesday, January 17, 2012 11:22 AM

To: Sri Prahalathan (sprhlthn)

Cc: Ryan Gail Seidner (rgsidner) I
Subject: Equipment Surplus Transaction Form (Decal #: 000094720) *** TBANR ***

— ©

Equipment Surplus Transaction Form

% Please print this form and have it ready when the equipment is picked up.

. |Decal# Location Description |Operable
; 000094720 105723 - Meeman Journalism Building 329B Description: Sony Recorder Yes
Make: Sony No

Model: PVW2800
Serial Number:

= |Transferred from |Transferred to
" | Khandakar Islam E-‘Ignigozii{ /
: Authorized Date Picked up by Date
© |Signature Custody & responsibility of the above item is hereby
Custody & responsibility of the above  accepted. x
_| |item is hereby relinquished. 2

Page: 1 of 1 | Words: 110 | 4% English (Us) | 3




After physical plant approves, the workflow will update Banner and a final
notification email will be sent to the Equipment Representative.

(WTR LIRS N N L

Home Insert Page Layout References Mailings Review View Add-Ins

j fi Times MewRom =~ 12 = | A" A7 | Aa~ | %f;l,a

E|
¥4

Y e | AaBbCd

T Narmal

(=
*_

Paste B 7 U ~abe 3 x| /[0

DYMO Label  Acrobat a2

ABOC AaBbC || A | #
[~ Change | Editing
| 7| Styles = -

T Mo Spaci... Headingl

Clipboard

fa |

Font |

Styles

f | |

] S

[AESa]

T T R R

T

.?...H\...;r...

1

From: donotreply@memphis.edu [mailto:donotreply@memphis.edu]

Sent: Wednesday, Movember 19, 2014 1:28 PM

To: Antoinette K Harris (khrris11)

Subject: Equipment Transfer -000108465 - Transfer to Surplus - Completed

Decal #: 000108465

Description: #167 - Dodge Ram 330 Pickup
Make: Dodge

Model: 2167 - Dodge Ram 350 Pickup
Serial Number: 2BTEKB31YX1K522062

Transfer to Surplus completed.

Previous Organization: 543200 - Mail Services
DPrevious Location: 109237 - Printing Services Outside

New Organization: 860000 - General Plant
New Location: 112218 - Building 45 Central Receiving 273
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Zero Value or Cannibalization

Verify the asset info, select the transaction type, enter the org code
(current code), enter the transfer reason, and click ‘Complete’.

= mylest - Windows Internet Explorer

'@ o | 5 hEbp: fimvkest, memphi | | g e |FireFDx

o Logitech  ~ a! = | &y - |Web Search

i::? Eﬁ? l s my»T=esk ] — l - D @

T myMiemphis

Back to
wrorkflow Tab

EL]

-

HESESE T BAMNMR T

Decal #: 0113248500

Description: Pomeroy Computer

MMalkoe: Pomeaeroy

Model: FOOo \

Sarial Mumber: DEZZLMY 1HOOZ2

Current Organization: Z28a000 - Wice Prowost Extended Programs

Current Location: 100022 - Aadministration 106
*= Transaction Type: FeraoZWalue -
= pMlaww Organization Code: |1 ransfer Between Departments

Transfer to Surplus

Please enter 860000 for |[Cannibalization

Click here to search for
= Transfer Reason: |Transfers Case 2 |

If wou would ke to stop this workflows instakselect eas' below. TN
= Stop workflow :

[ cCompiete | Save & Close || cancer |

4

=% h !
Done ‘ Inktermnekt

1 ||¥

)

= 100%:




Relinquishing Financial Manager selects the job from the Workflow
Worklist to approve/decline the transfer, then accept/decline the transfer

and click ‘Complete’.
& myTest - Windows Intemet Explorer S T — i@

% |'§ hitp://mytest.memphis.edu/tag. 2527 e54bk31 58690, render.userl ayoutRonthode target u5 4071 n201 PP tparam= Bt %2Fep 2Fip2FlogintedFsys3aDbannenw a26url%aDhttp2S3AIS2F 25 Fworkdlowtestlme v | ) | 44 | X MyH P
W pifmy P . g f e & ’
File Edit View Favorites Tools Help ]
¢ Favortes 515 ¥ Google ] Weather ] MSN 2] CASHNet § TPortal Y INBTest 2| Fineoy 2] Hyperion & APPWORX g Touchnet % FIB | Matrx oy My B HM | TSCPA | RS & Fann £]PS & | HHS &) WM ] Yahoo! & Web Slice Gallery v

»
§ mylat BB 2 @~ pager

( Backto | . E ‘3 a & z

Workflow Tab
RN 1 E-mail Datebook Groups Admin Logout  Help

*Required Field
Hk ‘I’BANR HEx

Please Approve or Decline this equipment transfer request:

Decal #:: 011748700

Desription: DELL OPTIPLEX GX620 COMPUTER
Make: DELL

Model: GX620

Serial Number: (G979R91
Current Organization: 232103 - CEPR D Lustig Test

Current Location: 103492 - Patterson Hall 111A

New Orgnization: 235115 - HSS Barbara McClanahan Test
Equipment Rep: Rong Lin

Transaction Type:  Transfer Between Departments
Transfer Reason: test

* Decision:

Approved
Reason Declined: ADD A
Declined \
*NOTE**
You must enter a reason in Reason Declined if you are declining this equipment
transfer!

Complete Save & Close ‘ Cancel‘
Done \ J/ Trusted stes | Protected Mode: Off 7| Rk v




If approved, the workflow will be sent to Accounting for approval and update. Once
approved by Accounting, the following final notification email will be sent to the
Equipment Representative.

. S ~ ‘
WHRD 65T e (R e [ |
Home  Insert  Pagelayout  References  Mailings  Review  View <@

2
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From: donotreply@mempbhis.edu [mailto:donotreply@memphis.edu]

Sent: Wednesday, July 18, 2012 12:37 PM

To: Rong Lin (rlin)

Subject: Equipment Transfer - 011748700 - Zero Value - Completed *** TBANR ***

Decal#: 011748700

Description: DELL OPTIPLEX GX620 COMPUTER

Make: DELL

Model: GX620 L
Serial Number: G979R91

Zero Value completed.

Previous Organization: 235115 - HSS Barbara McClanahan Test
Previous Location: 103492 - Patterson Hall 111A

New Organization: 235115 - HSS Barbara McClanahan Test

New Location: 103492 - PattersonHall 111A
& (Ctel)

(Hla o w4

160% (=)
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Location Codes

@ myTest - Windows Internet Explorer. -
@\) \s hittp://mm
View Favorites Tools Help

Google ] Weather ] MSN | CASHNet § TPortal sffe INBTest ] Fineoy || Hyperion w APPWORX g Touchnet B2 FTB | Matrix fe My &7 HM 2| TSCPA £ RS @) Farm & PS &) HHS ] WM g Yahoo! & | Web Slice Gallery

2s2Fwerklantestme | B [ 4 | x [[ £

<t memphis.edu/tag 252

01.uP?uP_tparam=utftutf= 3Dhttp’

~ B -~ = d - Page~-

W myvemphis T I
« Backto = -E ‘Q. O & @

Workflow Tab E -
E-mail Datebook Groups Admin Logout Help

| S myTest

*Required Field -
kkk TBANR *EE

The following equipment is being transferred to your organization.
Please enter a new location code for this equipment and 'Accept’ the
transfer or mark the transfer as 'Declined' and enter a reason.

Please contact Accounting if you have any questions about the location code.

Decal #: 011748700

Description: DELL OPTIPLEX GX620 COMPUTER

Make: DELL

Model: GX620

Serial Number: G979R91

Transaction Type: Transfer Between Departments =
Transfer Reason: test

Previous Organization: 232103 - CEPR D Lustig Test

Previous Location: 103492 - Patterson Hall 111A

New Orgnization: 235115 - HSS Barbara McClanahan Test

* New Location Code (Must be 6 digits):
Click here to search for a valid location code.

Accept / Decline: ‘Accept v

Reason Declined: Accept -
Declined i

\

*=NOTE**
If you are Declining this equipment transfer, you must enter a reason in the the Reason Declined
field and enter either the Previous Location value or spaces into the New Location Code field. =

Done " Trusted sites | Protected Mode: Off v ®usk v




Transfer Declined

What if a transaction is declined by your financial manager, receiving equipment
representative, Surplus, or Accounting?

You will receive the following email with the reason. You must log in to Workflow to
make the correction or to Stop the workflow.

WHRE 906 - Documentl - Microsoft Ward W [E=AEol o
Home  Insert Page Layout References  Mailings Review View @ @_
-
From: sprhithn@memphis.edu [mailto:sprhlithn@memphis.edu]
Sent: Friday, January 20, 2012 3:59 PM
To: Sri Prahalathan (sprhithn)
Subject: Equipment Transfer - 01132800, nter Transfer Details *** TBANR ***
We don't want a broken Mac's.
Please login to Banner Workflow to access this worklist item and enter the transfer details for the
following equipment:
Decal #: 011328000
Description: Apple Computer Mac
Make: Apple Computer
Model:
Serial Number: XB3380VONV9
Amount: $2,275.95
Original Organization: 286000 - Vice Provost Extended Programs
Original Location: 112680 - Carrier Center Collierville
Page:1lofl | Words:82 | (& English (U5 | H-Elmﬂ = 190% ‘-:—‘ ] .:



-Eﬂe Edit View History Euol‘(maris Tools Help

& Banner Workflow 8300 (w..

| (l @ workflowtestl memphis.edu:7777/witbanr/home/newLaunch.doTworkitemPK=282170 c | ‘ Q, Search

U of M Business & Fin.. “® GASE @ LexisNexis® Custom S.

Finance Program Guide **' University of Memphis, i UMLTR2 - Equipment L. ° Palicies and Guideline.. 9% umhelpdesk ) TN Summit || workforum

<A =I I

Worklist

:0 Enter New Location Code

*Required Field
=% TBANR =**

The following equipment is being transferred to your organization.
Please enter a new location code for this equipment and 'Accept’ the
transfer or mark the transfer as 'Declined’ and enter a reason.

Please contact Accounting if you have any questions about the location code.

Decal #: 011313000
i Description: Digital Seisometer
Make: Guarlap
Model: CMG-6TD
Serial Number: T6193
Transaction Type: Transfer Between Departments
Transfer Reason: giving to dept
Previous Organization: 216000 - CERI
Previous Location: 110672 - CERI 3876 Central Garage 100
New Orgnization: 217400 - Navy ROTC

New Location Code (Must be 6 digits): 110672

Click here to search for a valid location code.

* Accept / Decline: Declined ~
Reason Declined: could not find
FENOTE™*

If you are Declining this equipment transfer, you must enter a reason in the the Reason Declined
field and enter either the Previous Location value or spaces into the New Location Code field.

[ Complete || Save &Close || Cancel |

Top
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-E\Fe Edit View History Euol‘(maris Tools He‘fp

& Banner Workflow 8300 (w... %

(l @ workflowtestl memphis.edu:7777/witbant/home/ newLaunch.dolworkltemPK=282231 h C'||Q55th | * E + # 9 | =

o UOM Login T Finance Program Guide ¥ University of Memphis... || UML772 - Equipment L. & Policies and Guideline... 9 umhelpdesk & U of M Business & Fin... % GASE @ LexsNeds® Custom S.. {_ TN Summit (| workforum

Worklist

:0 Enter Equipment Transfer Transaction Type

*Required Field
=% TRANR =+

This transfer was declined by the Relinquishing Financial Manager - lellis3.
Reason Declined: Workflow Testing

Decal #: 011660800
Description: Sun Sb2500 Server
Make: Sun

Model: Sb2500

Serial Number: FE54450001

Administral

Current Organization: 216000 - CERI

Current Location: 110541 - CERI 3904 Central 215A
* Transaction Type: Transfer Between Deparments «
* Transfer Reason: giving to dept

* New Organization Code: 21740(

Please enter 860000 for Surplus.
Click here to search for a valid organization code.

* Stop Workflow: Yes v

=NQTE**
If you are Stopping this workflow, you must enter spaces or valid values in the
Transfer Reason and New Organization Code fields before doing sa.

**Cannibalization Note™*

If this equipment is being cannibalized, please remove and dispose of the UofM decal
after you receive the email stating that this request has been approved by
Accounting.

If necessary, you can then create a work order for Surplus to pick up the remaining
equipment shell without going through this process since the equipment will no
longer be tagged.

| Complete || Save &Close || Cancel |

Top
@ 1999-2015 Ellucian Company L.P. and its affiliates.



-E;E Edit View History Bookmarks Tools Ee.fp

& Banner Workflow 8300 (w... %

| ('-G'work:ﬂowtastl.memphis,edu:??ﬂ‘a‘wf‘tbanr_r‘homefnewLaunch‘do?warkltemF'K:EBZS#S ¢ | ‘ Q Search | * E + /& & | =

1§ UOM Login & Finance Program Guide ¥ University of Memphis... | | UMLTT2 - EquipmentL.. ) Policies and Guideline... 50 umhelpdesk Jj U of M Business & Fin... v GASB @ LexisNexis® Custom ..

:1 TH Summit :: workforum

‘Worklist

:e Enter Equipment Transfer Transaction Type Hide Menu (/L

*Required Field
EE TBANR EE S

This transfer was declined by Accounting - lellis3.
Reason Declined: Workflow Testing

Decal #: 011436500
Administration Description: #199 - 2004 Ford F150
User Management Make: Ford
[ Model: #199 - 2004 Ford F150
Serial Number: 1FTPX14594NC46219

Current Organization: 216000 - CERI

Current Location: 110559 - CERI 3904 Central Outside
* Transaction Type: Zero Value -
* Transfer Reason: no longer needed

* New Organization Code: 21600C

Please enter 860000 for Surplus.
Click here to search for a valid organizatio

* Stop Workflow: Yes v

FENOTE**
If you are Stopping this workflow, you must enter spaces or valid values in the
Transfer Reason and New Organization Code fields before doing so.

**Cannibalization Note®*
If this equipment is being cannibalized, please remove and dispose of the UofM decal
after you receive the email stating that this request has been approved by
Accounting.

If necessary, you can then create a work
equipment shell without going through
longer be tagged.

for Surplus te pick up the remaining
process since the equipment will no

| complete || Save & Close || Cancel |

Top
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Error Emails

Review the error and the suggested solution

(] el B 9 - 0...—,.- Dacumnint] - Meciorch Word T — o (50 il
Wime  buid Papelipmud  Mefeiencer  Mulleg  Roviow | View =@
From: rlin@memphis.edu [mallto rlin@memphis.edu]
Sent: Tuesday, July 10, 2012 11:06 AM
To: Rong Lin (rlin)
Subject: Equipment Location Change - 012138000 - Problem with Decal # *** TBANR ***

##* ERROR: Invalid System Status Code:I) #*#*

- oot W Vo Te— o WWRaY ‘w‘. v T Dacuriet - Mot Word T
T uﬂulld P - Pptlind Ndotsi g
From: rlin@memphis.edy {mailto:rlin@memphis.edu] : From: rlin@memphis.edu [mailta: flin@memphis.edu]
Sent: Tuesday, July 10, 2012 9:15 AM L Code: | Sent: Tuesday,July 10, 2012 11:16 AM
To: Rong Lin (rlin) 3 Lf’ €. To: Rong Lin (rlin)
Subject: Equipment Location Change - 011788800 - Problam with Decal # *** TBANR *** with th Subjeet: Equipment Location Change - 012138400 - Problem with Decal # *** TBANR ***
*** FRROR: Equipment with Decal #011788800 helongs to Org: 210104 and you are not 1_‘ HXXXN 4% ERROR: Another Fixed Asset Workflow is curvently active for equipment with Decal
authorized (o make changes, *** is work #012138400, You cannot continue this workflow until that one has completed, ***
ted equ
[ the errormessage is Decal A Not Found, please verify the decal numbeNg FFIMAST If the error message 1s 'Decal #xooo Not Found, please verify the decal number on FFIMAST
i g in Banner INB.
in Banner INB. Workfle E
[Fthe error message 15 'Tnvalid System Status Code: xx', this equipment has heen disposed or / rkflow If the error message is 'Tnvalid System Status Code: xx', this equipment has been disposed or
§ N T : whas ¢ . i PR f ;
zero-valued in Banner. You eannot continue with this location change. Please stop this workflow. zero-valued in Banner. You cannol continue with this location change. Please stop this work flow
4 gy ) back in oy i i
I the error message is Tquipment with Decal fxxxaxx belongs to Org xxxxxx and you are not or stop [Fthe error message is Equipmentwith Decal #xxxxxx belongs to Org xxxxxxand you are not
authorized to make changes', you can stop this work flow or contact the Financial Manager of the authorized to make changes', you can stop this workflow or contact the Finaneial Manager of the
specified ofg to request aceess as the designated equipmentrepresentative to process location 2 Fixed specified org to request aceess as the designated equipment representative to process location
changes in workflow. changes in workflow.

If the error message is '‘Another Fixed Asset Workflow is currently active for equipment with
siop Decal #xxxxxx. You cannot continue this workflow until that one has completed.', you can stop
this workflow or wait until the other workf{low has completed and continue,

I{the error message 1s *Another Fixed Asset Work[low is currently active for equipment wi
Decal #xxxxx. You cannot confinue this workflow until that one has complefed ', yo
this workflow or wait until the other workflow has completed and continue,

Onee you are ready to proceed, please log back into Banner Workflow to aceess (his Once you are ready to proceed, please log back into Banner Workflow to access this
worklist item and re-enter a valid Decal # or stop the workflow, worklist item and re-enter a valid Decal # or stop the workflow,
1f you have any questions, please emiail the Fixed Asset Workfow adminstrators at wl- ' If you have any questions, please email the Fixed Asset Workflow adminstrators at wi-

fixedasset-adminsia memphis.edu.

fixedusset-adlminga memphis edu,
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=wm TRANR B

=== ERROR MESSAGE: 1 Id System Status Code

ound’,
IME.

gt is 'Decal #xcos M
al rumber an FFIMAST in Bal

If tha ermor message is 'Invalid System Status Code
this equpment

has bean dsposed o zero-vaked n Banner. You C
contmue with

this transfer. Pleasse stop this workflow.

If tha @rror massage is 'Equipmant with Decal oo
belongs ba Org

wooay and you ara not authonzed to make change
can stop this

warklow ar contack the Fimancial Manager of the
specified org Lo request

access as the designated equipment representati
process

eguipmant transfers n workfow.

Once you have resalved the abowe issue, plaase re
a wald Decal =,
of sedect Yes' from the dropdown to stog thes work

If wou have any questions, please email the Fioed §
winrk law
adminstrators at wi-fivadassat- admins@mamphis &

" Decal #; OROOA0084
= Stop Workflow: Yes =

| compiete || save & Close | Cancel |

*Requred Field
wnx TEANR ®uE

=== ERROA MESSAGE: Anather Fixed Asset Workflow is
currently aciwve for equpment with Decal 012880200,
You cannol continue this workflow until that ane has
completed. =<

1f tha arror massage s Decal Fooooo Not Found', plea
wanfy the decal number on FFIMAST in Banner TNB.

I the &rrar massage = Trvwahd SFETEI'I'I Status Codea: xs
this equipment

has been dispased or zero-valued in Banner. You canng
contiruss with

this transfer. Plaase stop this warkflow,

If the arror massage s Equpment with Decal Sooo
bebongs o Org

axwxna and you are not authorized Lo make changes’, y
can stop this

workflaw or contack the Financial Manager of the
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accass as the dasignated aquipment reprasantativa to
process

aqupment transfers i wokiow.

Once you have resolved the above issue, please re-en
a walid Decal =,
or select "es' from tha dropdown to stop this workflow

1f wou have any quastions, please amail the Froed Asss
Workflow
administrators at wi-leedasset- admmsfmemphes. adu.

* Dacal = (12880200
* Slop Workllow: Yas -

Comglktn | Save & Closa

Cancal

*Reguired Fiald
=uE THANR ®=®

=== ERAOR MESSAGE: Equipment with Decal #0127
belongs bo Org: 215108 and you are nob authonzed
make changes. =**

If tha error messags is 'Dacal Fxooos WMot Found',
verfy tha decal number an FFIMAST in Banner THE,

If the error message 15 ‘Invalid System Status Code
this equipment

has= beean disposed or rero-walued in Bamner, You c
continue with

this transfar. Pleasa stop this workflow.

If the error messane is 'Equipment with Decal =
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sy and you are net authonzed to make change
can stop this

warkflow ar contact the Financial Manager of the
specified org to request

accass as tha designated aquipmant reprasantatin
proCass

equipmant transfers in workfaw,

Once you have resalved the above ig5us, pease re
a valid Decal &,
or sedect "Yes' from the dropdown ko stop this work

If you hava any quastons, please email the Fioad ¢
Workflow
adminestratars at wi-fisedasset- admens@memphis,

“ Dacal #; MEFET0
Stop Workflow ! Yas =

| Compiste || Save & Close

Cancel

*Requred Field
TE= ka HAE

**= ERROA MESSAGE: Decal #5WI1240S Not Found ===

If the error message = "Decal #xoooon Mok Found', please
wernify the decal number on FFIMAST in Banner INB.

1f tha arror massage & ‘Invalid System Status Coda: x',
this aquigment

has been deposed or zerg-valued in Banner, You Cannot
conbins with

this location change. Please stop this workflow.

If tha arror massage & "Equipmant with Decal Fxoooo
helongs to Org

ey and you are nok authanzed to makes changes', you
can stop this

wiorklMow or contact the Financial Manager of the
specifiad org Lo request

access as the designated squipment representative to
procaess location

changas in workflow.

If tha arror massage = ‘Awnother Fixed Assat Warkflow is
cumently achve

lor eguipment with Decal oo, ¥ou cannol conbnue
this workflow

until that one has completed.’, you can stop this
workflaw or wait until

tha athar workflow has complatad and continua.

ance you have resglved the above issus, FIIB-EBE re- entar
a walid Dacal #,
of gelect Yes' from the dropdown o stop this warkflow.
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WorkFlow
administrators at wi-fieadassat- sdmins@memphs.adu.

¥ [acal #: SWIMDS

= Stop Warkflow: Yes =
Comgiele | Ssve & Close | Cancel
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-EI'E Edit View History Buﬂk‘marhs Tools HE.Ip

Banner Workflow 8.3.0.0 (w... %

(' @ workflowtestl.memphis.edu:7777/witbant/home/saveCustomCompanent.do 'C'HO\SEGJ’rﬁ | ﬁ E 4+ & O | =

S UOM Login J Finance Program Guide % University of Memphis... {_| UM1772 - EquipmentL.. @ Policies and Guideline... % umhelpdesk 3 U of M Business & Fin.. o GASB @ LexisNexis® Custom S... {_ TN Summit { | werkforum

‘Worklist

:0 Equipment Location Change

An Error Has Occurred
@ You must correct the following error(s) before proceeding:
9 The "New Location Code (Must be 6 digits)” field requires text.
9 The "Location Change Reason (Max 150 Char)" field requires text.

*Required Field
=% TRANR *=*

Administration

BEIE I Please enter a new location code and location change reason for this equipment
or stop the workflow:

Decal #: 012929500

Description: Apple Desktop IMAC 21.5
Make: Apple

Model: IMAC

Serial Number:

Organization: 217400, vy ROTC
Current Location: 106591 - Hayden Hall 4A

* New Location Code (Must be 6 digits): 106591

Click here to search for a valid location code.

* Location Change Reason (Max 150 Char): error

* Stop Workflow: Yes -

*ENOTE**
If you are Stopping this workflow, you must enter spaces or valid values in the New Location
Code and Location Change Reason fields.

| Complete || save&Close || Cancel |

Top
© 1999-2015 Ellucian Company L.P. and its affiliates.



Error Email

* |nvalid decal

e Asset was previously disposed/zero valued —
must stop workflow item

 Another workflow is currently active - must
stop workflow item

e Asset belongs to another organization -
must stop workflow item

MEMPHIS.




FFIMAST — Enter Decal — “Go”
Next Block 2 times

X  @ellucian  Fixed Asset Master Query FFIMAST 9.3 6 (PROD) oo RELATED % TOOLS
Asset Tag: 011327300
™ PROCUREMENT INFORMATION nsert [ Delete  "mCopy | ) Fiter
Origination Tag 011327300 Permanent Tag 011327300 Apple Computer Emac
Vendor Code Submission Number
Purchase Order Invoice ftem
Purchase ftem Cancel Date
Receiver Credt Memo
Receiver Date Installments
Invoice Recurring
Invoice Date
Other Source Data
Document Document Tag Date
Type Source Submission
Sequence
Transfer Data
Date  07/23/2009 Grant
coa [ University of Memphis Custodian D
Organization 235000 Health Studies Equipment Manager
Location ﬂ Fieldhouse 361

7

MEMPHIS.




THE UNIVERSITY OF

MEMPHIS.

Finance

Equipment Reps List by Organization

Program Guide

Print Versicn (2,

FOAPALs
search by index
search by fund Expand All Collapse All Export to Excel
search by organization
search by program = 10000
search by activity = 20000
sedarch by multiple fields + 20000
m:wrﬁxmﬁ:e 000
o — 50000
SIS / ORGN Title Equipment Rep E-Mail
signatures by org . I
signatures by name S00000 | WP Business and Finance Ladonnal Curry lcurry
Appeceal queses by oo 500100 | University Initiatives Ladonnal Curry leurry
approval gueues by name —
500101 | Crisis Management Shelby Slater slslater
EQUIPMENT REPS T 3
assign equipment reps 500102 | Shared Services Center Ladonnal Curry lcurry
view equipment reps 501000 | Business and Finance Support Srvs David Parks dparks
fixed asset workflow help : ; -
502000 | Conference Planning and Operations | Monique Savage mlsavage
CODES Z :
RS 503000 | Police Services Derek Myers dmyers
rule code list 510000 | AVP Finance Amelia Cole abcole
location code search - = .
e o bt 511000 |Accounting Office Montoya Williams misom
data standards manual 511030 | Grants and Contracts Accounting Montoya Williams misom
TRAINING 512000 | Hotel Conference Center Lorrean Lim [lim
ook A R 513000 | Payroll Office Montoya Williams misom
ORI o0 RREORES 514000 | Bursar Keri Means kimeans
budget overexpenditures x : g /
Pk 515000 | Financial Planning Susan Hance shance

MEMPHIS.




No matter what kind of error or resolution is, you have to go back to
workflow to either continue or stop the workflow.

[i=ed)

yTest - Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help L7]
S myTest | + | -
(— L | s mykest.memphis.edu/tag, 70af0913f0512509, render.userLayoutRootNode  UPPUP _root=root&uP _sparam=activeTabis c| _".' d r. | A

Organization Workflow Name vity Created Details UomM . .
UOM Equipment Location Change
4 UOM Equipment Transfer

MYMEMPHIS (FF g )
3 \ z
o Equipment | ocation Change - Enter Correct PTAG  17-]an-201Z2 09:48:47 AN

i
! Production Staging
o~ )
T,
Home | eCampus Resources | Workflow | Ethnicity Survey | Employee | Finance | Alumni | Student | Account$ | eCampus Student | Adw
("Workflow Worklist n:m‘ (Wurkﬂow My Processes
000108592

g
Ready

[*] Refresh [t] Show Entire Worklist [+ Dpen Workflow
L "

(Workflow Alerts nﬂm‘

Instance Mame Date

Procesz Mame

] Show Alerts Page [ Dpen Workflow
A

sk TOM | Contack Us | Mernphis, TH 22152 | 901/6

000 | Copyright 2009 University of Marnphiz | Irnpartar

http: ffmytest. memphis. eduftag, 70af091 3F0.. e%:26hidenay % 30Erue%s2GmorkIbemPE 330 1 FOE7S | >

14 Start . ¢ ’ vindo... T Document1 - Mic




To stop the workflow, select ‘Yes’ and click ‘Complete’.

File Eookmarks=
| | sri Prahalathan (sprhlthnd - outlook wweb . o I S myTest > I -+ | -

Edit Wi Hizkorsy: Tools Help

= | 5 mytest.memphis.eduftag. 7O0af021 S3F0S 1509 ¢ [ & | 1 .P' - j.x'l -y

Back to

. .
Workfow Tab E-miail Datebook

Enter Equipment Transfer Transaction
Type

This is mnot surplus

Decal #: oo00111287F5
Description: Hewlett Packard Laser Jet Printer
MrMake: Hewlett Packard
rodel: 22000TrM
Serial Mumber: SCHESBO0S34
Current QOrganization: 26000 - Yice Prowost Extended Programs
Current Location: 102294 - Brister Hall 201
* Transaction Type: |Transfertn Surplus Vl

* Mlew Organization Code: |gr0000

Please enter 860000 for Surplus.
Click here to search for a walid aorganization code,

* Transfer Reason: |Case B -transfers | B

If wou would like to stop this workflow instance, select "ves' below.

* Stop wWorkflow:

| complete\|| Sawve & Close || cCancel |

$

MEMPHIS.




\
Unapproved or Incompleted Workflow

 Receive System Generated Emails
* Follow up email from Financial Reporting

e Periodically check workflow tab

MEMPHIS.




I
Annual Inventory Confirmations

 Equipment Inventory confirmation is an important part of our internal
control process. It enables us to accurately report the existence and
value of our equipment to the Board of Trustees, State of Tennessee
and other stakeholders.

e State Auditors and UOM’s internal auditors review Inventory
Confirmations as part of their normal audit procedures. Failure to
complete 100% of Inventory Confirmations could result in an audit
exception or finding.

e |f you still have not submitted Equipment Inventory Confirmations that

were due on March 31, 2019 please complete ASAP.




/ PDF

ePrint Report — FYFROO1 (Fixed Asset
Inventory Listing)

= Banner ePrint

L]

Banner Development Repository
Banner Foundation Repository
Banner Finance Repository
Banner Student Repository
Banner Financial Aid Repository
Banner HR Repository

- L] L] -

L]

B anner Select Report from Repository Banner Finance Banner Finance Repository
P

wigoodwn

ePrint

About Banner ePrint FAQ My ePrint Change CAS Repository Help Logout

Banner Finance

Report Description Latest Date
w—j FYFROO1- Fixed Asset Inventory Listing Fixed Asset Inventory Listing Thu Feb 11,2016 11:15am
—I FYGHDO02 - Schedule 2 - Current Funds Revenues Schedule 2 - Current Funds Revenues Fri Jul 10, 2015 12:30pm
PDF 1 FYGUDO1 - General Ledger Funds Summary General Ledger Funds Summary Mon Qct 12, 2015 10:00am
csVv —I FYGUDO1 - Gen Ledger Funds Summary - CSV General Ledger Funds Summary - CSV Wed Mar 09, 2016 10:15am
PDF 1 FYGUDO2 - Operating Ledger Summary by Organization Operating Ledger Summary by Organization Sat Oct 10, 2015 07:00am
csV —I FYGUDO2 - Operating Ledger Summary by Organization-CSV Operating Ledger Summary by Organization - CSV Mon Feb 08, 2016 2:15pm
PDF —I FYGUDO3 - General Ledger Accounts Summary by Fund General Ledger Accounts Summary by Fund Fri Sep 06, 2013 09:01am
PDF —I FYGUDO4 - General Ledger Accounts Summary by Fund Type General Ledger Accounts Summary by Fund Type Thu Jul 30, 2015 11:00am

g
g

‘FYFRDUP Fixed Asset Inventory Listing V| m

©2014 Ellucian Company L.P. and its affiliates, ellucian.
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FFIPROC

X @ellucian  Fixed Asset Procurement Query FFIPROC 9.0 (PROD) J% RELATED g% TOOLS

T FIXED ASSET PROCUREMENT QUERY insert [ Delete  TmCopy |V, Filter

Origination Tag @  Origination Tag Cancel Date -] Purchase Order
[ ] | Add Another Field ..

Clear All Go

Permanent Tag Origination Tag Cancel Date Purchase Order Submiagion Num Serial Number/VIN

X @ellucian  Fixed Assel Procurement Query FFIPROC 9.0 (PROD) SLRELATED 4} TOOLS

¥ FIXED ASSET PROCUREMENT QUERY Insert @ Delete  "m Copy | . Filter

Description @ | Origination Tag Cancel Date @ | Purchase Order @ | Serial Number/VIN -]
[ ) | ) | L] [ J 1 I

Clear All Go

Origination Tag Cancel Date Purchase Order Submission Num Serial Number/VIN

X @elucian  Fixed Assat Procurement Query FFIPROC 9.0 (PROD) S RELTED g TOOLS

" FIXED ASSET PROCUREMENT QUERY insett (@ Deiete TuCopy | ¥, Filler
Serial NumberVIN: CO2TLO2THFP @& Fitter Again

Origination Tap ~ PermanentTag  Description Cost Origination Tap Cancel Date Purchase Order  Invoice Receiver Vendor Other Sources | Type  Submission Num Serial Number/VIN Aszet Typ
‘ ‘ 013522900 A-MBP 13.3 SPGR2.9GHZSE... 1,699.00 P0210050 TB155923 U00004348 CO2TLOZTHFP NC

i — b
1 10 v | Per Page Record 1 of 1

9] MEMPHIS




Financial Reporting Website — Fixed Assets

http://www.memphis.edu/accounting/fixedassets.php
Fixed Assets

Questions? wi-fixedasset-admins@memphis.edu

Obtaining a New Decal
¢ Complete the Tagging Log Form

® E-mail the Tagging Log Form to wf-fixedasset-admins@memphis.edu
¢ Financial Reporting will provide the UOM decal and enter the information into the Banner Fixed Asset System

Inventory Confirmations
e Monthly Eprint Report - FYFRQO1 (Fixed Asset Inventory Listing) [Visit e~Print]
* Inventory Confirmation Instructions

* |tems in Department Not on Inventory Form

Fixed Asset Workflow

® Fixed Asset Workflow
® Fixed Asset Workflow Instructions

Forms

Report of Lost or Stolen Property

* Request for Off-Campus Use of Equipment Form
* Tagging Log Form

e List of Asset Types

® List of Account Codes

L]

Location Code Search

MEMPHIS.




Equipment Inventory Policy:
http://umwa.memphis.edu/umpolicies/UM1772.htm

Workflow Instructions:
http://bf. memphis.edu/spectrum/fahelp.php

Fixed Asset Helpdesk:
wf-fixedasset-admins@memphis.edu

Accounting Office: 678-2271

MEMPHIS.




Who Knew?
Workshops Date
% Guess Who’s Coming to CAMPus? Tuesday, April 23, 2019
UC Room261 10:00 - 11:00 AM
% Staff Assessment Management System Training Thursday, April 25, 2019

Admin Bldg. - Room 178 3:00 - 4:30 PM

Thursday, April 25, 2019

% TIGERBUY Training 9:00 - 10:00 AM

Admin Bldg. - Room 119

MEMPHIS.




What's New?

MEMPHIS.




What's Due?

Activity Deadline

Inventory Confirmations (for orgs/departments not yet submitted) Friday, April 26, 2019

Annual Staff Performance Appraisals and Evaluations Tuesday, April 30, 2019

Process FY-19 Purchase Requisitions that require bidding (510,000 or more) Tuesday, May 14, 2019

Process FY-20 Purchase Requisitions that require bidding (510,000 or more) May 14 - June 30, 2019

with July 1, 2019 contract start date

Process FY-20 Purchase Requisitions that do NOT require bidding Beginning Monday, May 14, 2019

MEMPHIS.




Next Focus on Finance

May 16, 2019
1:30-3:00 PM
FIT 103

 Comments or suggestions?
Email: bffin@memphis.edu

 Focus on Finance website:
http:// memphis.edu/focusonfinance

MEMPHIS.




