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1. Oracle Fixed Asset Application

The Office of School Financial Services is pleased to announce the launch of the new Oracle
Fixed Asset Application (FAA) Phase 1l on May 2, 2011. This enhanced and innovative, on-line
system is designed to make asset data more comprehensive and accurate as well as easy to
maintain. Changes were developed to improve school compliance with Board Policy 04-0526-
PO1. The Phase Il module has complete functionality enabled to track every asset from
acquisition to disposal. The system is integrated with Oracle Purchasing, the TechXL data base
and the Oracle Internal Accounts Management System. The system includes:

e Asset records automatically created from purchase orders through Oracle |-
Procurement from 2004 to date

e Budget lines or IAMS check numbers used in the purchase

e Images of Purchase Orders and Invoices

e Data from TechXL database matched whenever possible to Oracle I-Procurement
data

e Asset records for computer equipment leased and bought centrally on behalf of the
schools

e Conversion FY09 records for non-TechXL items

e Asset records for Donated assets added by schools

e Transfers and Disposal according to Board Policy

What Assets Are Required to Record and Track?

Assets are described as furniture and equipment purchased, leased or donated at a value of
$500.00 and a useful life of more than one year.

Schools are also required to maintain asset information on equipment purchased with federal
funds at $50 or more with a useful life of more than one year.

How was Data Combined from Phase | and Phase 11?

Assets records were created from Oracle I-Procurement because of its complete and accurate
Purchase Price, Date, P.O and Description supported by on-line P.O. and Invoice documentation.
Additional information was added to the records from the TechXL data base such as Asset Tag,
Serial Number, Make, Model, Warrantee and Leasing information.

Asset records created in Phase | were matched to the newly created Phase 11 records in order to
provide the other Physical Inventory information if already recorded by the schools and
departments. If a unique match could be made using elements such as P.O. number, asset
description, serial number or asset tag, then the following Phase | data elements were transferred
to the new records: Asset Description (in Remarks field), Room Type, Room /Description, Person
Doing Inventory, Date of Annual Physical Inventory and for Non-TechXL assets only Make an

Model.
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The new work flow functionality for Transfers and Disposals will require all of the records
inactivated last year to be re-processed so that proper approvals and acceptances are recorded.

Where to Direct Questions and Get Support

School Financial Services — Internal Accounts
Hotline: 773-553-2750
Email: InternalAccounts@cps.k12.il.us

A Fixed Asset Tutorial is linked to the Home Page of the Fixed Asset Application.



mailto:InternalAccounts@cps.k12.il.us
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2.

Tasks to Complete by June 30th

Review Asset Register.
Identify and mark records of Non-Assets/Duplicates.

Conduct a walk-through of your unit and complete physical inventory of all assets as of
May or June. Update records in FAA. The date of physical inventory and name of
person who completed inventory are required for each asset record.

Complete all records of new assets purchased through Oracle I-Procurement.

Create and complete records for all new assets donated to the school or purchased
through Internal Accounts.

Identify assets to transfer/dispose and update asset record in the system. Submit for unit
administrator’s approval.

Print the Asset Register for the unit administrator’s review and file in your
school/department. Do not mail to General Accounting as the on-line data is sufficient.

Maintain and update asset registers as needed.

Contact Internal Accounts via hotline at x3-2750 or e-mail at InternalAccount@cps.k12.il.us
if you have questions or need assistance.

Board Policy 04-0526-PO1 compliance requires the following by June 30"

Each asset record to include a date of physical inventory and name of person who
completed physical inventory.

Each asset record must be in “Complete” status.

Non-asset/duplicate records marked.

Transfers and disposals of assets are properly completed and recorded.



mailto:InternalAccount@cps.k12.il.us
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3. FAA Phase II - Updates/Changes

This section highlights the new design showing how much the system has been enhanced and
how much most screens have really remained the same.

Physical Inventory Screen

The physical inventory screen remains essentially unchanged. Our concept of ownership has
changed slightly so that assets that are “owned” by another Unit but reside at your location will
show on your inventory page for the purposes of doing the inventory. An example would be
assistive equipment purchased centrally that is in your building, but still owned by Specialized
Services.

ORACLE’

N Navigator v B Favorites ¥ Preferences Close Window

Fixed Asset Inventory
“TIP The required Annual Inventory are reflected by entering or updating Date and Person once a year.

Simple Search
Mote that the search is case insensitive

Reference 1D : Asset Data Source : =
Owner Unit : 12410 Q Status : -

PO Number : Asset Description :

Purchase Price Ranges : To Vendor Name :
Purchase Date Ranges : | @ To | =) Serial Number :

Asset Tag :
Room No/Description :

[ Go | | clear

Annual Physical Inventory Date : =]
Person Doing Physical Inventory : Non-Asset/ Duplicate : -
Room Number/ Description :

Save ‘ Export ‘ Print Asset Register ‘ Print Transfer / Disposal Form |

Person Annual
Doing Physical
Physical Inventory
Inventory |Date

Select All | Select None
Reference |Owner \Asset  |Serial Vendor Purchase | Purchase)
Select ID lUnit  |Asset Description PO Number|Tag Number HName/Make |Date Price|Status  |Location/Room/Person

347083 12410 |Quote 1006874562206, DellFlex, Lat 1676483 50850808 BS2VYH1  DELL 25-Jun- 1,780.26 Incomplete Corporate Accounting14FL
D630 Inst Notebook, gty = 3; Lat D630 2009
r Admin Notebook, gty = 2;48 mos lease,
1st yr payment, Dept of Finance, 12410,
Board Report 08-0625-PR4, TechXL,
Gretchen Lopez, 773-553-5562
347089 12410 |Quote 1006874562206, DellFlex, Lat 1676480 50854541 DS2VYH1  |DELL 25-Jun- 1,780.26 Incomplete Corparate Accounting14FL
D630 Inst Notebook, gty = 3; Lat D630 2000
r Admin Notebook, gty = 2;48 mos lease,
1st yr payment, Dept of Finance, 12410,
Board Report 08-0625-PR4, TechXL,
Gretchen Lopez, 773-553-5562
347090 12410 |Quote 1006874562206, DellFlex, Lat 1676489 50854736 GS2VYH1  DELL 25-Jun- 1,780.26 Incomplete Corparate Accounting14FL
D630 Inst Notebook, gty = 3; Lat D630 2000
r Admin Notebook, gty = 2;48 mos lease,
1st yr payment, Dept of Finance, 12410,
Board Report 08-0625-PR4, TechXL,
Gretchen Lopez, 773-553-5562 LI

o | T T [ Trusted sites T100% v
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Fixed Assets Inventory — Summary

ITS has added a new way to view your assets, summarized at the PO level. When doing a search
in the FAI screen, you can choose to show your results in the summary form. This will allow you
to see your assets grouped by PO number and see important bits of information like their status
(approved, incomplete), and whether any have been transferred or retired. On this screen, you
can click the PO number hyperlink to see the detail records of all the assets associated with that
PO.

B Favorites ¥

Fixed Asset Inquiry
Simple Search
Mote that the search is case insensitive
Reference ID : Asset Data Source : =
* Qwner Unit : (12410 Q Status : hd
Fund : Q Mon Asset : i
ErmiE g Q Vendor Name :
PO Number : Serial Number :
Asset Description : Asset Tag :
Purchase Price Ranges : To bz B ey ¢
Purchase Date Ranges : I a To I * Show Results For: | Asset Summary ¥
Creation Date Ranges : | a To | El G e
P qQ Transferred Out? : |No ¥
Go Clear
(6o ] [Gear | 5 |
- SRSy 5 L g iy
Purchase Purchase Total Total Approved Transfered Disposal Incomplete
Source PO Number Unit Date Amount Invoices Assets Assets Assets Assets Assets Budget Line
Oracle 8810008039|Corporate 27-Dec-2010 1.001 1 0 1] 0 1 12410.115.53405.252501.000000.2010
Purchasing Accounting
Oracle 1739408 Corporate 18-May-2009 10,743.361 i 0 0 0 4 12410.115.55005.252502.000000.2009
Purchasing Accounting
Oracle 1411843 Corporate 20-Aug-2007 1,142.971 1 0 0 0 1 12410.115.55005.252302.000000.2008
Purchasing Accounting
Oracle 1444683 Corporate 29-0ct-2007 2,170.48 1 1 0 o 0 1 12410.115.55005.252502.000000.2008
Purchasing Accounting
COracle 1447661 Corporate 02-Now-2007 2,832.08 1 2 0 0 0 2 12410.115.55005.252502.000000.2008
Purchasing ‘Accounting
Oracle 1452046 Corporate 14-Now-2007 969.10 1 1 0 1] 0 1 12410.115.55005.252501.000000.2008
Purchasing Accounting
Oracle 1482213 Corporate 31-Jan-2008 082.371 1 0 0 0 1 12410.115.55005.252501.000000.2008
Purchasing Accounting
Oracle 1484317 Corporate 05-Feb-2008 1,395.51|1 1 0 1] 0 1 12410.115.55005.252502.000000.2008
Purchasing Accounting
Oracle 1503697 Corporate 18-Mar-2008 1,160.73 1 1 0 0 0 1 12410.115.55005.252502.000000.2008
Purchasing Accounting
Oracle 1517489 Corporate 17-Apr-2008 1,425.391 1 0 0 0 1 12410.115.55005.252501.000000.2008
Purchasing Accounting
<) Previous |1-10 =] Next 10 &
| = o7 ~ |
[pane [T [ [ [ 7 Trosted sites [®iw -
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Fixed Assets Inventory — Detail

This screen has been unchanged from the current version and displays a single line of detail for
each of your assets. To see the complete record or to update fields that are currently incomplete,
you can click on either the reference ID or select the radial button and click the Asset Detail
button. This is also the screen you would choose if you are creating a new asset from scratch.

ORACLE’

M Navigator v B2 Favorites v Preferences Close Window
Fixed Asset Inquiry
Simple Search
Note that the search is case insensitive
Reference ID : Asset Data Source : 2
* Qwner Unit : (12410 Q Status : hal
Fund : Q Mon Asset : i
ErmiE g Q@ Vendor Name :
PO Number : Serial Mumber :
Asset Description : Asset Tag :
Purchase Price Ranges : To b B ey -
- + . —_l,
Purchase Date Ranges : I B To I Shows Results For: | Asset Details
Creation Date Ranges : | a To | El Gz e S
7 -
P qQ Transferred Qut? : | No
Go Clear
Asset Detail ‘ New Asset ‘ Export | Action History ‘ Print Asset Register ‘ Print Transfer / Disposal Form | <4
Reference Asset  (Serial 'Vendor Purchase|Purchase| Funding Inactivate
Select ID |Asset Description Tag [Number |Name/Make Date Price/Status  Source |Location/Room/Person|Reason/Remarks Budget Line
382642 OFTIPLEX 960 MT;OptiFlex 51610920 F5IDRL1  DELL 06-Apr- 3,006.90 Incomplete CPS Corporate 11010.115.55005.252401.000000.2010
© 960 Minitower Base MARKETING 2010 Accounting/OFFICE/
Standard PSU LP.
377063 Latitude E6400;IntelREG 51608291 6WP4XL1 DELL 01-Feb- 2,586.28 Incomplete CPS Corporate 12470.324.55005.261008.511039.2010
r CoreTM 2 Duo P8700 with MARKETING 2010 Accounting/14FLOOR/
VT (2.53GHz, 3M L2 Cache, LP.
1066MHz FSB)
355220  OptiPlex 760 50918113 GDC59K1 DELL 18-May- | 11,761.02 Incomplete CPS Corporate 12430.115.55005.252301.000000.2008
o Minitower;OptiPlex 760 MARKETING 2009 Accounting/14FL/
Minitower Base Standard L.P.
PSU
355200 OptiPlex 760 50908320 FDC59K1 DELL 18-May- | 11,761.02 Incomplete CPS Corporate 12430.115.55005.252301.000000.2009
~ Minitower;OptiPlex 760 MARKETING 2009 Accounting/14FL/
Minitower Base Standard LP.
PSU
355176 OptiPlex 760 50914182 DDC59K1 DELL 18-May- | 11,761.02 Incomplete CPS Corporate 12430.115.55005.252301.000000.2008
r Minitowver; OptiFlex 760 MARKETING 2009 Accounting/14FL/
Minitower Base Standard LP.
PSU
355149 OptiPlex 760 50906118 CDC59K1 DELL 18-May- | 11,761.02 Incomplete CPS Corporate 12430.115.55005.252301.000000.2008
~ Minitowver; OptiPlex 760 MARKETING 2009 Accounting/14FL/
Minitower Base Standard LP.
PSU
355129 50907115BDC59K1  DELL 18-May- | 11,761.02 Incomplete CPS Corporate 12430.115.55005.252301.000000.2008 -
Dene [T [ [ [ 7 mrosted sites ESE)
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Fixed Assets Detail

This screen also remains almost identical to the screen you see now. From this screen, you can
maintain the asset by adding additional details to the asset records as you do now or you can
transfer or dispose of the record by clicking the Transfer/Disposal tab.

ORACLE’

N Navigator v B Favorites v Preferences Close Window

Fixed Asset Detail

Save/Update ‘ Approve Return Inquiry

“TIP Fields marked with "*" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status is 'Complete’.
*TIP Flease enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID @ 382642 = Asset Category : il

Non-Asset/Duplicate : |No ¥ Status : Incomplete
* Purchasing Unit : 12410 - Corporate Accounting Q * Asset Data Source : Oracle Purchasing
Current Owning Unit : 12410 - Corporate Accounting Invoice Number @ XDRT7PMW3 Q

Parent Asset ; Purchase Price : 1,503.45

*Asset Description : |OPTIPLEX 5860 MT;OptiPlex 960 Minitower Base Standard PSU =l
Remarks : I ;I
Asset Detail | Affiliated Asset | Transfer / Disposal
Asset Location
* Serial Number : |FSIDRL1 Q = Location Name : |Corporate Accounting O\
= psset Tag : |51610020 Location Address : 125 South Clark Street 14th Floor, Chicago, IL-60603

* Make : |DELL Room Type : -
IOFFICE

* Room Number / Description :
Model : |DELL OPTIFLEX 960

Assigned Person :
* Funding Source : |CPS < I

* Condition : |Good ¥

Annual Physical Inventory Date : @

Person doing Physical Inventory :

Lease | Warrantee

Lease Type : ’_;[ Warrantee Start Date : Im
lesse StartDate: | | Warrantee End Date : [03-May2013 |
Lease End Date : B Extended Support Start Date : I— B
Extended Support End Date : I— s
Save/Update | Approve Return Inquiry | =
Done L | [ | [ Trostedsites [=woow -
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Transfer/Disposal

The transfer and disposal portion of FAA has changed quite a bit. In addition to the creation of a
Mass Transfer Screen, which allows you to move several assets at once, the options for transfers
have been expanded. The new application allows for both permanent and temporary transfers.
Temporary transfers are for cases where you may be loaning items to students, employees or
other schools. ITS has created a check-in process for when the temporarily transferred items are
returned.

For permanent transfers, where ownership truly changes, both the school that is sending the
item(s) and the school receiving the item(s) have to approve the transaction for it to be completed.
In all transfer or disposal cases, a transaction history will be maintained so that items can be
followed from the time of purchase/entry into FAA until they are ultimately disposed of.

For all cases of retirement or disposal, the Principal will be blocked from entering the initial
transaction. This restriction is put in place so that at least two persons are working on the
transaction, a submitter and an approver. Therefore, we can meet best practices in dual approval
for these types of transactions.

ORACLE’

1 Navigator ¥ B Favorites ¥ Preferences Close Window

Fixed Asset Detail

Save/Update ‘ Approve Submit Transfer/Disposal Return Inquiry
& TIP Fields marked with "=" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset v hnse status is 'Complete’.
*TIP Flease enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.
Reference ID : 382642 = Asset Category : -
Non-Asset/Duplicate : |No ¥ Status : Incomplete
* Purchasing Unit : (12410 - Corporate Accounting Q * Asset Data Source :  Oradle Purchasing

Invoice Number :  XDRT7PMW3 .| @
Purchase Price : 1,503.45

Current Owning Unit : 12410 - Corporate Accounting
Parent Asset :

*Asset Description : IOPTIPLD( 960 MT;OptiPlex 960 Minitower Base Standard PSU =l
|
Remarks : | =
Asset Detail | Affiiated Asset | Transfer / Disposal
Retirement / Disposal
Retire Unit
Police Transfer Transfer Transfer To Authorized Unit LsC
Transfer Type of Disposal /Transfer Dspos.al JTransfer Transfer Sale Report Transfer To To To Grantor Signature Authorized LSC Authorization Receipt Receipt
Number Transfer Reason Status Price Number To School Student Employee Others Amount Name Date Authorization Date By Date
118556 Complete Transfer to 23-Jan-2011 Approved 12410 - Winckler, |23-Jan-2011 Okrzesik, 23-Jan-
Transfer |School/Dept Corporate Ms. Alicia Mr. Daryl 2011
Accounting Joseph

New Transfer/Disposal

l—_l LSC Authorization : I
— LSC Authorization Date : I
* Disposal / Transfer / Inactivate Date : .
* Transfer/Disposal Comments I

* Disposal / Transfer / Inactivate Reason :

Save/Update | Approve Submit Transfer/Disposal ‘ Return Inquiry

Preferences Close Window

Copyright (c) 2008, Oradle. All rights reserved

Privacy Statement
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4.

Quick Reference

Buttons

Go — Displays all unit records or search results based on data entered in search fields
Clear — Clears all search criteria entered on screen to prepare for next search

New Asset — opens a new Fixed Asset Detail page with a unique Reference ID to create
an asset record for assets acquired from an IAMS Purchase, Donated or Manual data
source

Save — Saves the data entered. And, on Physical Inventory page, adds Quick Entry fields
to selected asset records.

Approve — updates status of the asset record if all required fields are completed

Return to Inquiry — system returns to the Fixed Asset Inquiry page

Action History — provide list of status changes

Asset Detail — provide asset information grouped by Purchase Order and invoice and
provides images to view or print.

Add Transfer/Disposal — opens Retirement/Disposal section. Screen changes based on
the Disposal / Transfer / Inactivate Reason

Submit Transfer/Disposal — forwards the transfer/disposal request to the unit approver
Export — Exports the data list to Microsoft Excel

Quick Entry Fields on Physical Inventory Page:

Annual Physical Inventory Date — required to be updated minimally once a year
Person Doing Physical Inventory — enables work to be divided and audit trail retained
Room No/Description — update whenever asset is moved

Purchase Date — date that invoice or IAMS check is recorded on the accounting system,
not when order is placed through opening of Purchase Order

Purchase Price — amount paid excluding shipping or market value of donated asset
Non-Asset/Duplicate — Items not required to report in physical inventory such as service
charge, shipping, keyboard, monitor, postage, etc.

Asset Data Sources:

Conversion FYQ9 — System-generated asset records of converted data from FY09 asset
register

Donated — School/Department created asset records of donated assets

IAMS Purchased — School/Department created asset records of assets purchased with an
internal accounts check

Manual — School/Department created asset record necessary when system did not
automatically create the record

Oracle Purchasing - System-generated asset record created from purchase orders
Unmatched TechXL/PO - System-generated asset record created from TechXL where
purchase order data is missing

Transfer/Disposal Types:

Transfer to Employee
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e Transfer to School/Dept.
e Transfer to Student
e Transfer to Others
e Lost/Stolen
e Disposal — Retirement
e Disposal — TechXL
e Disposal — Donated
e Disposal — Sale

Purchase Order Numbers:

Training Guide
Fixed Asset Application - Phase Il

PO numbers beginning with 88100 represent assets purchased by P-Card or I-Expense.
All other purchase orders numbers are assets purchased through an Oracle Purchase

Order
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5. Physical Inventory

Board Policy 04-0526-PO1 requires schools/units to conduct a physical inventory of all assets
purchased, donated or leased at a cost of $500 or more and with a useful life of one year. In
addition, schools are to inventory all assets purchased with federal funds at a cost of $50 or more
and a useful life of one year.

The physical inventory is a walkthrough of the entire school building(s) to identify and
check each asset. Principals must assign someone to complete this task.

e The physical inventory is due every June 30.
e The physical inventory must include a name of person who completed the physical
inventory and the date it was done for each asset record.
In addition, compliance includes updating each record to Complete status.
Schools must maintain the inventory throughout the school year by updating asset records and

adding or transferring/disposing of asset as needed in the system. This includes updating the
location of the asset as it is moved within the school/.unit.

Procedure

In this tutorial, you will learn how to complete the "'Annual Physical Inventory".

e Applications Home Page - Windows Internet Explorer

@ & ‘g http:/jcoorldasda.csc, cps. ki 2.1l.us 8089/ OA_HTMLIOA, jsp70AFUNc=0AHOMEPAGERDas=K 1gHXIUSIU-a4NEORMEGOR & V‘ healad | ‘ Qi
File Edit View Favorites Took  Help
b
o 4t [ﬁ@vade Applications Home Page I 1 (4 R ] g v [hPage - (FTods v
CLE" E-Business Suite
Logged In A5 PEMURPHY
Oracle Applications Home Page
Main ey Worklist
personalize e
eps pudnet Transfer 9 Previous Next 25 G
= [ ation From [Type [subject [sent+  pue
S iExpense - School Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 100340, Trip Date: 16-Hov-2010) is Approved... 15-Nov-2010
E= Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 96023, Trip Date: 06-0ct-2010) is 4pproved... 01-Oct-2010
Eeps ntemal Accounting Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 96214, Trip Date: 02-Cct-2010) is Approved...  01-Oct-2010
B Bps pe positions Painter, Alice  CPS Student Travel The Student Travel request (Request Number : 95665, Trip Date: 24-Sep-2010) s refected...  30-5ep-2010
Bcps reauestor - unit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95831, Trip Date: 08-0ct-2010) is Approved... 27-Sep-2010
Bleps spans user Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 95883, Trip Date: 01-Oct-2010) is Approved...  27-Sep-2010
s student Travel Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95890, Trip Date: 29-0ct-2010) is rejected. 27-Sep-2010
Elcps weh aury Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95895, Trip Date: 06-Oct-2010) is Approved... 27-Sep-2010
eps Workfiow User web (New) Moritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber : 95139, Trip Date: 17-Gep-2010) is rejected...  24-Sep-2010
Dicespo Reparts Moritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber: 95110, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
8 Dcpswo - self Dierted Schools Rodgers, Barry  CPS Student Travel The Student Travel request (Request Number : 95865, Trip Dale: 24-Sep-2010) s rejected.,,  23-Sep-2010
Dpreforences ssua Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95521, Trip Date: 07-Oct-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Date: 24-Nov-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 95562, Trip Date: 03-Nov-2010) s Approved... 22-Sep-2010
Fainter, Alice  CPS Student Travel The Student Travel request (Request Nurmber: 94318, Trip Date: 08-0ct-2010) is Approved... 21-Sep-2010
Murphy, Margaret CPS Work Order Approval Work Orcer 10-1-48345-0 for 46061 - Northside College Prep has been Approved. 07-1an-2010 A
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurber: 74627) is Approved... 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74629) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurber: 74734) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 74738) is Approved... 23-Now-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74742) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurber: 71445) is rejected. 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurrher: 74363) is Approved 18-No-2009
Moritz, Mariesa  CPS Student Travel The Student Travel request (Request Nurmber: 74095) is Approved... 16-Nov-2009 -
15:B089/0A_HTMLJO#. jsp? 0 AFUNc=0OAHOMEPAGE&oas=K L gHxudlu-a4MBoRME g0, . # & Intermet C:
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Step Action

1. Click the “CPS Fixed Asset Application” Responsibility.

2. Click the ""Physical Inventory" link.

The Fixed Asset Inventory page opens.

& Fixed Asset Inventory - Windows Internet Explorer,

@.\7 J - ] hitpidjccorldasns.csc. cos: k12..us13089/0A_HTMLIRF. jsprunction d=10421908resp id=626406resp_sppl id=2000tsecurity _qroup_id=08lang_code=USaparams=MaWasCIhUdoRsakelicazaTkrFsmers v | 42 | X | | |[2]-

File Edt View Favorites  Tools  Help

[+

o ot [ﬁﬁxedﬂssellnventmy I 1

ORACLE’ cpsFixed Assets Application

B B @ v [rPage - GhTock~

1 Navigator v B® Favorites ¥ Home Logout Preferences
Fixed Asset Inventory

“TIP The required Annual Inventory are reflected by entering or updating Date and Person once a year,

Simple Search
Note that the search is case hsensitive
ReferencelD: | | Asset Data Source v
Current Location Unit ; Q Status v
PO Nurmber Asset Description
PLrchase Price Ranges To ] wendar Name
Purchass Dats Ranges BTl @ Serial Nurmber

Asset Tag

Roorn Na/Description |

[Go | [ clear

Mass update Fields

Annual Physical Inventory Date B

Persan Daing Physical Tnventory MNon-Assety Duplicate
Room Number/ Description

save || Export

Owner  Asset PO Asset  Serial Vendor Purchase Purchase Person Doing Physical Annual Physical Inventory
Select Reference ID Unit Description  Number Tag Number  Name/Make Date Price Status Location/Room,/Person Inventory Date

o sezrch

corducted

Home Logout Preferences

Step Action

3. The Fixed Asset Inventory page has two (2) sections:

1. Simple Search - used to find specific records based on criteria entered in any of
the search fields.

4, And,

2. Mass Update Fields - used to update a group of records with any or all of the
same information below:

- Annual Physical Inventory Date

- Person Doing Physical Inventory

- Room Number/Description

It is also used to mark a group of assets as Non-Asset/Duplicate
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Step Action
5. The ""Current Location Unit™ is required on this page.

Enter the ""Current Location Unit"

For this example, enter "'46061"".

6. Click the Go button.
The system will display all asset records for the unit.
Go
7. To assist with the walkthrough, you will need to print the results below as a
checklist.
Perform the following steps:
1. Click the Location/Room/Person column heading to sort the report by location.
(The system will sort in ascending or descending order). This will group assets
by location and make the physical inventory a little easier.
2. Complete the Physical Inventory by walking through the entire building and
identifying assets in each area.
3. Check off assets on Physical Inventory report, add any assets found and not
listed, and note any asset on
report not found.
4. Check serial numbers, asset tags and locations.
5. Note assets to Transfer/Dispose.
6. Add the name of person conducting physical inventory and the date it was done
on the Physical Inventory Report.
Suggestion: You may want to split this task. Request each person to inventory the
assets in their area.
Location/Room/Person |
8. Once the walk through is completed, update the information in the system.
You will need to:
1. Add new assets to system - Go to Create a New Asset section
2. Update records of assets already on system — Go to Edit/View Asset Details
section.
3. Transfer/Dispose of assets — See Transfer/Disposal section
4. Mark non-asset/duplicates — See Non-Asset Duplicates section.
Once you have completed these tasks, you are now ready to complete the Physical
Inventory on the system.
Location/Room/Person |
9. Remember to enter the ""Current Location Unit".

For this example, enter *'46061"".
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Step Action
10. Click the Go button.

The system will display all asset records for the unit.
Go

11.

To complete the physical inventory, you need to add the Annual Physical
Inventory Date and the Name of the Person who Completed the Physical
Inventory.

Select the records by clicking the Select box.

Note: The ""Select All'* button can be used only if the date and person apply to all
records.

For this example, select Reference ID 2011000791.

=]

12.

Select the next record - Reference ID 2011000792.

13.

Click the "Calendar" icon at “Annual Physical Inventory Date"

14.

Select the date the "Physical Inventory” was completed by clicking on the date.
Note: Be sure to check month and year.

For this example, please select February 20, 2011.

15.

Enter the full name of the person who completed the physical inventory in the
""Person Doing Physical Inventory"" field.

16.

Click the "*Save™ button.
The system will display a confirmation at the top of the page.

Note: The system has populated the Annual Physical Inventory Date and Person
doing Physical Inventory (see last 2 columns) for the selected asset records.

Save

17.

Congratulations! You have completed the lesson on the *Annual Physical
Inventory"'.

End of Procedure.
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6. AssetInquiry

Procedure

In this tutorial, you will learn how to use the **Asset Inquiry®* page to find, view, and edit an
asset record.

Oracle Applications Home Page dows Internet Explorer
> ‘g http:/jcoorldasda.csc, cps. ki 2.1l us: 8089/ OA_HTMLIOA, jsp70AFUNc=0AHOMEPAGER0as=1Q7nH4q263baM 1 ZXfNuzaw, 4 V‘ healad | ‘ Qi
File Edit View Favorites Tooks  Help
o 4t [ﬁOvadeApphcalmnsHumePage I 1 DB &=
ORACLE" E-Business suite
Logged In A5 PEMURPHY
Oracle Applications Home Page
Main ey Worklist
Personalize Full List
eps pudnet Transfer 9 Previous o)
Foe oplca From [Type [subject [sent+  pue
" Expense - School Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 100340, Trip Date: 16-Hov-2010) is Approved... 15-Nov-2010
£ Incident Reportin Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 96023, Trip Date: 06-0ct-2010) is 4pproved... 01-Oct-2010
Beps mtemal Accountin Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 96214, Trip Date: 02-0ct-2010) is Approved... |01-Oct-2010
Cps pe positions Pairter, Alice CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejected...  30-Sep-2010
Bces Requestor - unit 46061 Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurmber: 95831, Trip Date: 08-0ct-2010) is Approved... 27-Sep-2010
Bleps spans user Moritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber : 95883, Trip Date: 01-0ct-2010) is Approved...  27-Sep-2010
s student Travel Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95890, Trip Date: 29-0ct-2010) is rejected. 27-Sep-2010
Dleps wet nour Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number ; 95895, Trip Date: 06-0Ct-2010) is Aporoved..,  27-Sep-2010
Eeps Workfiow User Web (New: Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Bcpspo reports Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Clcpswo - self Directed Schools Rodgers, Barry  CPS Student Travel The Student Travel request (Request Number: 95865, Trip Date: 24-5ep-2010) is rejected..  23-Sep-2010
Dpreforences ssua Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95521, Trip Date: 07-Oct-2010) is Approved...  22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Date: 24-Nov-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 95562, Trip Date: 03-Nov-2010) s Approved... 22-Sep-2010
Fainter, Alice  CPS Student Travel The Student Travel request (Request Nurmber: 94318, Trip Date: 08-0ct-2010) is Approved... 21-Sep-2010
Murphy, Margaret CPS Work Order Approval Work Orcer 10-1-48345-0 for 46061 - Northside College Prep has been Approved. 07-1an-2010 A
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurber: 74627) is Approved... 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74629) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurber: 74734) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 74738) is Approved... 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74742) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 71445 is rejected. 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurrher: 74363) is Approved 18-No-2009
Moritz, Mariesa  CPS Student Travel The Student Travel request (Request Nurmber: 74095) is Approved... 16-Nov-2009
http: [jcoorldas3.csc. cps. k12.il.us: B0B3/OA_HTMLOA. jsp? 0 AFunc=OAHOMEPAGE &oas=1Q7nH4q263bal 1 ZXFHu3aw. . # & Intermet

Step Action

1. Click the “CPS Fixed Assets Application” Responsibility.
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@_’\ + | ] http:Jjcooridesns.csc.cps.K12.1usiB0B9/0A_HTMLIOA. jsp?0AFnc=OAHOMEPAGEE:Das=1Q7nHIqR63baM | Z4THuSaw, . # w[4][x] [
File Edit Visw Favotites Tools  Help
9 & [@ome i e I 1 G- 8
ORACLE‘ E-Business Suite
Logged In A5 PEMURPHY
Oracle Applications Home Page
Main Menu TR
BI¢ps pudaet Transfer <) Previous Hext 25 &
5 B cps Fyed assets application e [Type subject [sent = |pue
E Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 100340, Trip Date: 16-Nov-2010) is Approved... 15-Nov-2010
Physical Inventary. Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurnber: 96023, Trip Date: 06-Oct-2010) is dpproved...  01-Oct-2010
1Mass Transfer. Moriz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber : 95214, Trip Date: 02-0Ct-2010) is Approved... 01-Oct-2010
Mass Check In Pairter, slice  CPS Student Travel The Student Travel request (Request Nurmber: 95865, Trip Date: 24-Sep-2010) is rejected...  30-Sep-2010
e Expense - School Moritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber: 95881, Trip Date: 08-Oct-2010) is Approved.., 27-Sep-2010
Ccps ncident Renarting Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95883, Trip Date: 01-0Ct-2010) is Approved...  27-Sep-2010
Bcps mtemal accounting Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95890, Trip Date: 20-Oct=2010) is rejected...  27-Sep-2010
Dices b positions Moritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber: 95895, Trip Date: 06-0ct-2010) is Approved.., 27-Sep-2010
Ccps Reauestar - Uit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-5ep-2010) is rejected..  24-Sep-2010
Bcps sipass User Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date; 17-5ep-2010) is rejected...  24-Sep-2010
s student Travel Rodgers, Barry  CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejectsd...  23-Sep-2010
EIcps web Inury Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95521, Trip Date: 07-0ct-2010) is Approved... 22-Sep-2010
Bcps workfiow User wieh (Hew) Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Dates 24-hov-2010) is Approved... 22-Sep-2010
cpera Reparts Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95562, Trip Date: 03-Now-2010) is Approved... 22-Sep-2010
C1cPSWO - Self Directed Schools Pairter, Alice  CPS Student Travel The Student Travel request (Request Wurber : 94918, Trip Date: 08-OCt-2010) is Approved...  21-Sep-2010
Dpreferences ssua. Murphy, Margaret CPS Wark Order Approval Wark Crcer 10-1-48349-0 fior 46061 - Northside College Prep has been Approved.... 07-1an-2010 T
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurber: 74627) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher: 74629) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber: 74734) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurber: 74738) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher: 74742) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher : 71445) is rejected... 16-NoV-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber : 74363 is Approved... 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurrher: 74095) is Approved 16-Nov-2009 v
hitp: fjcooridasos 18089/0A_HTML/RF jsprfunction_id=10421808res; & Internet 100% T

B2 <

Step Action

2. Click the “Fixed Assets” link.

The Fixed Asset Inquiry page opens.

3. Enter the ""Owner Unit number™.
Note: The Owner Unit is required for all inquiries.

For this example, please enter 46061

4. The top of this page represents the Simple Search area. You can search using any of
the fields.

In this Tutorial, we will look at some of the search fields in the right column.

13
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Step Action
5. Go to the ""Asset Data Source' and click the drop down arrow to view the list:

*Conversion FY09 — System-generated asset records of converted data from FY09
asset register

*Donated — School/Department created asset records of donated assets

oTAMS Purchased — School/Department created asset records of assets purchased
with an internal accounts check

*Manual — School/Department created asset record necessary when system did not
automatically create the record

*Oracle Purchasing - System-generated asset record created from purchase orders
sUnmatched TechXL/PO - System-generated asset record created from TechXL
where purchase order data is missing

Select the Asset Data Source.

6. After selecting the source, click Go.
The system will populate all of the asset records for the selected data source at the
bottom of this page.

7. Click the drop down arrow at "'Status"', to search an asset by status.
Click here for status descriptions.
After selecting the status, click Go. The system will populate all of the asset records
for the selected status at the bottom of this page.

8. Click the ""Non Asset"" drop down arrow to search for either assets or non assets.

Note: The default value for the ""Non-Asset™" field is ""No"*

- Click ""Yes" to search for records of all Non-Assets.
- Click ""No"" to search for all records of Assets.

After selecting the **Non-Asset™, click Go. The system will populate all of the asset
records for the selected search at the bottom of this page.
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Step Action
9. Click the drop down arrow at "'Show Results For' to search Assets by "'Details or

Summary"* for this example.

(1) Asset Details - Detailed information on assets. Search results will include
Reference IDs beginning with 2011 that represent assets purchased by P-Card or I-
Expense. All other PO#s are assets purchased through an Oracle Purchase Order.

(2) Asset Summary - Asset information by Purchase Order. Search results will
include PO#’s beginning with 88100 that represent assets purchased by P-Card or I-
expense. All other PO#s are assets purchased through an Oracle Purchase Order.

After selecting the "'Show Results™, click Go. The system will populate all of the
asset records for the selected criteria.

Note: The Fixed Asset Inquiry defaults to ""Show Results™ for **Asset Details"".

10.

Click the drop down arrow at ""Transferred Out". This field refers to assets
transferred (temporarily or permanently) from the owning School/Department.

Note: The default value at the "*Transferred Out™ field is ""No"*

To search for assets Transferred Out, select ""Yes".
To search for assets that were not Transferred Out, select ""No** and click Go

11.

To get a list of all assets records, click the Go button without entering any data in
search fields.

The system will display search results at bottom of screen.
Go

12.

To view and/or edit an asset record :

(1) Click on the Reference ID link to the asset record; or

(2) Click the Radio Button of the asset record and then click the Asset Detail
button.

For this example, click the link to Reference ID- "*330553"".

The system opens the Asset Detail page to the selected record

R 20553
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@ 5 = |8 htpyjeonridast.cac.cps. k1 2.i.5:3083]OA_HTHL{OA,jsp7page=cpsjoracle/appsfcustoct f pe=searchefukQBSearchTypeSource=jcpsforaciejappsfcustoatfafuebuii | €3 | | | -
File Edit View Favorites Tools  Help
+
- . »
9 [gaxednsgeuwenmy I 1 - B & - [Page - @ Tooks -

RACLE

CPS Fixed Assets Appli

Fixed Asset Detail

Save/Update | [ Approve | | Return Inquiry

FTIP Figlds marked with "** are mandatory when you dpprove & Asset
FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

Reference ID ¢ zzp552

* Agset Category :

Mon-assetDuplicate © Status © Incormplete
Purchasing Unit : 46061 - Northside College Prep * Asset Data SOUFCE ¢ Oracle Purchasing
Current Owning Unit : - 46061 - Northside College Prep Irwoice Mumber ; XCN7ENDF< Q

Parent fsset : PLrchass Price | 32,208.00

* psset Description ©

Remarks :

Asset Comments © This is an Oracle Purchsasing Asset(TECHXL Vendors).

Asset Detail Affiliated Asset  Transfer / Disposal

Asset Location

* Serial Number @ HBX1CGL
* AssetTag : S0621024
* Make : DELL
Model : DELL CRTIPLEX 755

Current Unit Lacation 46061 - Northside Callege Prep
Current Location Address @ 5501 North Kedzie Avenue ,Chicago 1L 60625
Room Type © v
* Raom Number / Description : 219

Funci\rvg Saurce i CTE PO Number : 1537429
Condition : | Good v PO Date : 23-ay-2008

Vendor Number © 44gda
vendor Mame @ DELL MARKETING L.P.

Annual Physical Irventory Date E

Ferson doing Physical Inventory :

Done & Internet

v

Hon -

Step Action

13. The Asset Detail page contains five (5) sections:
(1) General Section
(2) Asset
(3) Purchase Details
(4) Lease/Warrantee

(5) Funding Source

After viewing the asset details, click the ""Return Inquiry"* button to go back to the
Asset Inquiry page.
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o pe=searchefukQBSearchTypeSource=jcpsforaciejappsfcustoatfafuebuii | €3 5 | £~

File Edt View Favorites  Tools  Help

&

o & [@axedns;amqu l_w BB 8 Gree G- "
RACLE" cPs Fixed Assets Appl

Fixed Asset Inquiry

simple Search ¥

Note that the search is case insensitive
B ermERET) 5

* Owiner Unit 46061 . G Status -
Fund : Q Mon Asset : |Mo v
Grants : Q Vendor Name

PO Number : Serial Murmber
Asset Description Asset Tag

Furchase Price Ranges : To Raorn No/Description :
Furchase Date Ranges © B To| = * chow Resuls For: | Asset Detalls ¥
Creation Date Ranges : B To| =] Transferred Out: |[No v

Lacation Q

Go Clear
Asset Detail || New Asset | Export || Action History | © Previous 200 | 201-285 of 285 || Next &

Reference Asset [gerial  |vendor Purchase Fur:hasel Funding [nactivate
Select ID Asset Description Tag Number |Name/Make — Date Pri Source  Location/Room Reason/Remarks  Budget Line
330551 OptPlex 755 MinimwerIBIREG PentiumREG 5058071 J3wi1CG1 DELL 16tz 32,208.00 Complete  CTE Northsids College: 46061,360,55005.140020,322012,2008
(o] Dual Core Processor E2160 MARKETING 2008 Prep/219 / Compuiter
(1,80GHz, 1M,800MHz FSE) LF/DELL Lab
330554 OptiPlex 755 Minimwer;Int=IREG PentiumREG 50133611 Hox10G1  DELL 16y~ 32,208.00 Incomplets CTE Northside College 46061.369,55005. 140020, 322012, 2008
o Dual Care Processor E2160 MARKETING 2008 Pren/SHARED
(1.80GHz, 1M, B00MHz FSB) LP.fDELL
30953 OptiPlex 755 Minitower IteIREG PentiumREG  S0e21024 Hex1cGl DELL 16-May- 32,208.00 Incomplete CTE Northside College 46061,360,55005, 140020,322012, 2008
(¢] Dual Core Processor E2160 MARKETING 2008
(1,80GH2, 1M,800MHz FSE) LP.fELL
330552 OptiFlex 755 Minimwer;INtIREG PentiumREG  Spsssasa Haxicet DELL 16-tay- 32,208.00 Incomplete CTE Northside College 460061.368, 55005, 140020, 322012, 2008
(5} Dual Care Fracessor E2160 MARKETING 2008 Prep/219
(1.80GHz, 1M, B00MHz FSB) LP.fDELL
http: k12.1l.us:8089/0A_HTML, =|cps/oracle]apps/custoaf o hType & Intermet

Step Action

14. To view the details of a particular asset record, enter the ""Reference ID™ in the
reference 1D field.

For this example, enter reference ID as 330553 and then click Go.

15. Once you get the asset record, click the Radio button to select the record.

16. Click the "Asset Detail'" button to view the asset record details.
Asset Detail
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ventory - Windows Internet Explorer

+ [ ] http:jcooridasts.csc.cps.K12.1us:B089/0A_HTHLIOA. jsp?page=fcpsforacle/sppsfeustosf f pe=searchefukQBSearchTypeSource=jcpsforaciejappsfcustoatfafuebuii | €3 | | |

File Edt View Favorites  Tools  Help

IS

| @ riced nsset ivertary |_} B - B - 8 [ Paoe - € Took -
ORACLE" cPs Fixed Assets Application

Fixed Asset Detail

Save/Update | [ Approve | | Return Inquiry

FTIP Figlds marked with "** are mandatory when you dpprove & Asset
FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

Reference Dt 330553 * dsset Categary :
Hor-assetDuplicate © Status © Incomplete

Furchasing Unit : - 45061 - Northside College Frep * Asset Data Source © Oracle Purchasing
Current Owning Unit : - 46061 - Northside College Prep Irwoice Mumber ; XCN7ENDF< Q
Parent Asset : Q Purchase Price : 32,208.00

* psset Description ©

Remarks :

Asset Comments © This is an Oracle Purchsasing Asset(TECHXL Vendors).

Asset Detail Affiliated Asset  Transfer / Disposal

Asset Location
* Serial NUmber @ HBX1CGL Current Unit Lacation 46061 - Northside Callege Prep
* AssetTag: S0621024 Current Location Address @ 5501 North Kedzie Avenue ,Chicago 1L 60625
* Make : DELL Room Type : v

¥odl : CEL OPTIFLEX 755 s At

* Funding Source : CTE

i (s ] e
Annual Physical Inventory Date © E Vendor Nurber @ ddgde
Ferson daing Physical Inventary © vendor Name ¢ DELL MARKETING L.
hd
Done & Internet H1o0% v

74 start ZF

Step Action

17. After viewing the asset details, click the **Return Inquiry** button to go back to the
Asset Inquiry page.

£ Fixed Asset ry - Windows [nternet Explorer

(€]

File Edt View Favorites  Tools  Help

5 =[] htpyjeonridast.cac.cps. k1 2.i..5:B083] OA_HTHL{DA, jsp7page=cpsjoracle/appsfcustoct o

it

de gt | 8 Pced nsset gy |_} B - B - 8 - [ Paoe - € Tooks -
ORACLE" cPs Fixed Assets Application

Fixed Asset Inquiry

simple Search

Nate that the search is case insensitive

Reference ID 330553 Asset Data Source ¢ >

* Owiner Unit 46061 . @ Status -
Fund : Q Mon Asset Mo v
Grants : Q Vendor Name

PO Number : Serial Murmber
Asset Description Asset Tag

Furchase Price Ranges : To Raorn No/Description :
Purchase Date Ranges © B To| | @ * Show Results For: Atm’gfa‘ls—f
Creation Date Ranges : B To| | @ Transferred Out : |No_ ¥

Lacation Q

| Go | | Clear

Asset Detail || New Asset | Export || Action History |

Reference Asset |[serial  |vendor Purchase | Purchase Funding [Inactivate
Select ID |Asset Description Tag Number |Name/Make  |Date Price| Source  |Location/Room |Reason/Remarks  Budget Line
330553 OptPlex 755 Minitower INteIREG PentumREG 50621024 HEX1CG1  DELL MARKETING 16-May- 32,208.00 Incomplete CTE Narthside College 46061,360,55005.140020,322012,2008
Dual Care Pracessor E2160 LPfDELL 2008 Frep/2io

(1,80GHz, 1M,300MHz FS8)

Done & Internet H1o0% v
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Step Action

18. To Export data, click on the Radio button at the Reference 1D-330553

19. Click the ""Export" button to export the data into an Excel file.
Export

20. To view the Action History of a record, click on the Radio button at the Reference
1D-330553

21. Click the **Action History™ button, to view the asset actions.

{2 Action History - Windows Internet Explorer,

@.\7 e ‘1 hitp:/jcoorldasns.csc.cps. k1 2.i.us: 8089/ OA_HTMLIGA, jsp?page=/cps/oracleappsicustoaf o pe=: h&fkaBSear(hT‘fDeSuur(E=ﬂch/DradEﬂaDDsf:ustwaf/faﬂwebu\ﬂV‘ F|[X | ‘}J 2

File Edt View Favorites Took  Help

[+

9 ot [@A(tmnHlstmy lil B B @ v [rrage - GhTock~

ORACLE’ cpsFixed Assets Application

1 Navigator v BF Favorites ¥ Home Logout Preferences
Action History
Return Inquiry
Reference ID ¢ 2011000801 Statis ¢ Incomplete
Hon-Asset/Duplicate : Qwning Unit © - 46061 - Northside College Prep
Asset Data Source © Oracle Purchasing Parent asset ©
Asset Category @
Asset Description :
Rermarks :
|action Description [status |action pate |performed By [note / Comment:
1 Created Initial Asset for the Source CRACLE_ PURCHASING Carmpleted 19-Feb-2011 Sysadmin, Sysadmin Initial Asset Loading anly.

Return Inquiry

Home Logout Preferences

Step Action

22. The "Action History"" tracks when the status of a record changed.

Click the ""Return Inquiry'* button, to go back to asset inquiry page.

23. Congratulations! You have completed the lesson on how to find, view and edit
asset records using the Asset Inquiry and Asset Details.

End of Procedure.
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7. Asset Details

Procedure
In this tutorial, you will learn how to search for an Asset record by ""Asset Details™.

Note: Asset Details provides detailed information on assets. Search results will include
Reference IDs beginning with 2011 that represent assets purchased by P-Card or I-Expense and
also the IAMS, Donated, Manual assets... All other PO#s are assets purchased through an Oracle
Purchase Order.

{2 Oracle Applications Home Page - Windows Internet Explorer

G- = u

Fle Edt View Favories Took Help

18083/0A_HTMLJOA. J5p70AF e =OAHOMEP AGER 0as=IUBYHZZYBISOVIVI0Celd-A . v|[42][x] [ 2]~

e 4t | @orack pplcations ome page | B - B @ - [rege - Qoo -

ORACLE" E-Business suite

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu Worklist
Personalize Full List
3 cps Budget Transfer From Type Subject [sent~  [pue
[ lco Ficeg Ascets Appication) Murphy, CPS Fixed Assets et t 28-Feb-2011
DS iExpense - School Margaret Inventory
= s m:?:& ;:"ZSE”T:Ed Assets 27-Feb-2011,
3 cps Imtemal Accounting — e e
3 cps pe postions ol rventory
50 ¢ps e - Unit 46061 S =
LTS LT, Painter, Alice  CPS Student Travel 17-Feb-2011
Moritz, Marissa  CPS Student Travel 11-Feb-2011,
3 cps wworkfiow user web (tiew) Painter, Alice  CPS Student Travel 11-Feb-2011
233 cpspo Reports
Moritz, Marissa  CPS Student Travel 03-Feb-2011
Murphy, CPS Work Order Approv 07-Jan-2010
Margaret

Moritz, Matissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Mantwei, Lydia  CPS Student Travel e
acation Rules - Redirect or auto-respond ifications.
Worklist Access - Specify which users can view and act upon your notifications.

23-Nov-2000
23-Nov-2000
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2000
18-Nov-2000
16-Nov-2000
16-Nov-2009
03-Nov-2009
03-Nov-2009
05-0ct-2009
27-Apr-2009

hitp: fjcooridas03. csc.cps. K1 2.il.Us:B089/0A_HTML/OA. jsp?OAFUNC=0AHOMEPAGE R0 as=lBYHZ avBiS9]va0Cdo- A, # @ Intermet

2

Step Action

1. Click the “CPS Fixed Assets Application” Responsibility.
Click the expand button.
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s Home Page - Windows Internet Explore:

@\, v [ Pt iconidast, csc.cos. ki 2.1us¢B083/0A_HTMLJOA. sp OAFUNC=OAHONEP AGE & 0351V HE SNBSSV 0. v [#][x] |

Fle Edt View Favories Toos Help

e 4| @ orack appcations HamePage [:l—@mwmv”
ORACLE' Es8usiness suite

£ Favites v Diagnostics Logout Preferenc

Logged In As PEMURPHY

Oracle Applications Home Page
bain Menu, Worklist.
Personalize
3 cps Budget Transfer From [Type [subject [sent -
B E3cps Eixed Assets Application Murphy, CPS Fixed Assets Transfer of Asset 20741 from unit 46061 has been appro. 28-Feb-2011
Margaret Inventory
F—— Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has bee 27-Feb-2011
Diass Transfer e DS = — —
e Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
el Margaret Inventory
e e — Painter, Alce |CPS Student Travel |The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011) s 17-Feb-2011
CPS Incident Reportng o]
gCPS S Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011
CPS PC Postions =
(3 cps Requestor - unit 46061 Painter, Alce  CPS Student Travel The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
Approved...
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011

B cps wreb mauiry
3 cPS Workflow User Web (New) Murphy, CPS Work Order Approval Work Order 10-1-4884-0 for 46061 - Northside College Prep has been Approved. 07-Jan-2010

3 cpspo Reports Margaret — —

[ Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74627) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Numb: 629) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74734) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Traw (Reguest Numl 74738) is Appro 23-Nov-2009
Meoritz, Marissa  CPS Student Travel The Student Trav ( st Numl 7 23-Nov-2009
Moritz, Marissa  CPS Student Travel | The Student Travel request (Request Number: 7 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Trav (Request Numl 7 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74095) is Approved. 16-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Traw 73922) is Appro 16-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Traw 73080) is Appro 03-Nov-2009
Moritz, Marissa  CPS Student Travel IThe Student Travel re 72581) is Approved 03-Nov-2009
Moritz, Marissa | CPS Student Travel  The Student Trav 69702} is Appro 05-0ct-2009
Mantwi, Lydia CPS Student Travel The Student Travel request (Request Number: 60132) is Approved. 27-Apr-2009

“TIP Vacation Rules - Redirect or auto-respond to notifications.

“TIP Worklist Access - Specify which users can view and act upon your notifications.

_app_i _aroup_ic @ Incermer

it cocridas0g. coz.cps k12,15 B089/0R_HTMLIRF jspafunetian

Action

Click the ""Fixed Assets' link.

Enter your unit number at ""Owner Unit".

For this example, enter "46061".
46061

Click the Go button.
0o

To open Asset Details:
(1) Click on the Reference ID of the asset record or
(2) Click the Radio Button of the asset and then click the Asset Detail button

For this example, click at the reference ID- ''2011438835"".

2011438835

After viewing the asset record details at ""Fixed Asset Detail page, click
the ""Return Inquiry"* button to go back to Inquiry page.

Return Inquiry

21
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][] |

_code=Usa

089/08_HTML/OR,

Fle Edt View Favories Toos Help

v & [uaxeu;xssenwenmw

Fixed Asset Detail

T Navigator v B% Favorites ¥

BB e O

Fixed Assets Application

Diagnostics Home Logout P

STIP Please enter Fields marked with "#

Reference ID
Ton-Asset/Duplicate :
Purchasing Unit
Current Owning Unit
Parent Asset

*Asset Description

Remarks

Asset Comments :

Asset

= Asset Tag
* Make

= Funding Source
* Condition
Annual Physical Inventory Date

Person doing Physical Inventory

Lease / Warrantee

Lease Type
Lease Start Date
Lease End Date

= Serial Number :

Model :

#TIP Fields marked with "=" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status is 'Complete’,
in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

2011438835

orthside College Prep
46061 - Northside College Prep

= Asset Category :

Status =
= Asset Data Source :
Invoice Number :

This is an Oracle Purchasing Conversion Asset From Department Excel File,

Asset Detail | Affiliated Asset  Transfer / Disposal

871358

ote 5

Besson

School

E]
——

(=
— =
B =

Location.

= Current Unit Location :
Current Location Address :
Room Type

save/Update | [ Approve | [ Return Inguiry |

[Return Tnuiry|

Incomplete
Conversion-FY09

46061 - Northside College Prep Q
5501 North Kedzie Avenue ,Chicago IL 60625

e =

Warrantee Start Date :

Warrantee End Date

Extended Support Start Date

Extanded Support End Date :

& @ @ @

ating for hetp:/fcooridss3.csc cps k12.1.us:B083/0A_HTMLjblark.htr...

@ remer

Action

Point to the status bar.

End of Procedure.

Congratulations! You have completed the lesson to inquire an asset record from
"Asset Details™ page.

22
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8. Asset Summary Details

Procedure

In this tutorial, you will learn how to search for an Asset record by "*Asset Summary"".

Note: Asset Summary Details provide asset information by Purchase Order. This information
includes purchase order details, invoice details, budget lines and purchase order and invoice

images.

PO numbers beginning with 88100 represent assets purchased by P-Card or I-expense.

All other PO#s are assets purchased through an Oracle Purchase Order.

Asset Summary Details page can only be accessed from the Fixed Asset Inquiry page by
changing the Show Results For field to Asset Summary.

acle Applications Home Page - Windows Internet Explorer.

@_\’: + [ ] http:Jjcooridesns.csc.cps.k12.1LusiB0B9/0A_HTMLIOA. jsp?0AFunc=OAHOMEPAGE

Ie-

Fle Edt View Favorites Tools  Help

W o [ﬂovade Applications Home Page

ACLE’ EBusiness Suite

=

M B o v [Pege - GhTook -

Logged In As PEMURPHY

“TIP Vacation Rules - Redirect or auto-respond to notifications
“TIP Worklist Access - Specify which users can view and act upon your rotifications.

Logout P

Oracle Applications Home Page
Main Menu TR
Personalize Fll List

Cices Budget Transfer From Type |subject [sent~  pue
Bcps Fixed assets application Pairter, Alice  (CPS Student Travel The Student Travel request (Request Number; 104208, Trip Date: 15-Apr-2011) is Approved... 17-Feb-2011
B3¢ps iExnense - School Maritz, Marissa  CPS Student Travel The Student Travel request (Request Wumber: 104537, Trip Date: 15-Apr-2011) is rejected... | 11-Feh-2011
(G e = Pt Painter, Alice  CPS Student Travel The Student: Travel request (Reauest Number; 104653, Trip Date; 10-Feb-2011) is Approved...11-Feb-2011
CPS Internal Arcnurting Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104208, Trip Date: 15-Apr-2011) is rejected... 03-Feb-2011
CPS PC Positions Murphy, MargaretCPS Work Order Approval work Order 10-1-48845-0 fior 46061 - Northside College Prep has heen approved. 07-1an-2010
I¢ps Requestor - Unit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74627 is Approved... 23-Nov-2009
cps cipass user Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number ; 74629) is Approved. 23-Nov-2009
Ecps student Travel Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74734) is Approved, 23-Nav-2009
E¢ps web nguir Maritz, Marissa  CPS Student Travel The Student Travel reguest (Request Number : 74738) is Aporoved... 23-Nov-2009
3PS wWirkfiow User web (New) Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number ; 74742) is Approved. Z3-Nov-2000
CPSPO Renorts Maritz, Marissa  CPS Student Travel The Student Travel request (Request Wumber: 71445 is rejected 18-Now-2009
(CPSWO - Self Directed Schodls Moritz, Marissa  CPS Student Travel The Student Travel request (Regquest Number: 74369 is Approved... 18-Nov-2009
P preferences sswa Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 74095) is Approved... 16-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 73922) is Approved 16-Noy-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 73080) is Approved... 03-Nov-2009
Maritz, Marissa CPS Student Travel The Student: Travel request (Reauest Number; 72581} is Approved... 03-Nov-2000
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 63702) is Approved 05-Oct-2009
Mantwi, Lydia CPS Student Travel The Student Travel request (Request Number : 60132) is Approved... 27-Apr-2009

Action

1. Click the “CPS Fixed Assets Application” Responsibility.

2. Click the ""Fixed Assets" link.

The Fixed Asset Inquiry page opens.
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{Z Fixed Asset Inquiny - Windows Internet Explorer

@.\7 J - ] hiepidjccorldasns.csc. cos: k12..us13089/0A_HTMLIRF. jsprunction d=1042189%resp id=626406resp_sppl id=2000tsecurity_qroup_id=08lang_code=USaparams=MaWasCIhUdoRsakelicazaTkrFsmers v | 42 | X | | |[2]-

File Edt View Favorites Took  Help

o R [@erdhseumqu lil G- B @ - [Drae- @Toos -
ORACLE’ cpsFixed Assets Application

n Navigator ¥ avorites Home Logout Preferences

Fixed Asset Inquiry

Simple Search

Note that the ssarch is cass nsansitive
Referenced: | | Asset Data Source v

* Owner Unit ;46061 . 9 Status § -
Fund ; Q Hon Asset v
Eremim Q Verdor Narne

PO Number Serial Murnber :
Asset Description Asset Tag |

Purchase Price Ranges To| ] Roorm NoyDescr tion
Purchase Date Ranges @ = To| = * Show Results For: | Asset Details |
Creation Date Ranges ! B To| | @ Transfirred Out ; o4

Lacation © Q

clear

asset Detail || ew asset || Export | action History |

Select Reference ID Asset Description Asset Tag Serial Number Yendor Name,/Make Purchase Date Purchase Price Status Funding Source Location/Room Inactivate Reason/Remarks Budget Line
No search conducted,

Home Logout Preferences

tatement

Dane & Internet H00% -

¥ 1115 M

Step Action

3. Enter the ""Owning Unit" number.

For this example, please enter *"'46061"".

4. The default for this page in the “Show Results For” field is Asset Details.
Click the drop down arrow in **Show Results For*" field.

To view purchasing and invoice data, change the “Show Results For” field to
""Asset Summary".

5. Click on ""Asset Summary".

Immary
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Step Action
6. Click the Go button.

Note: The system will display all asset records grouped by purchase order.

Remember, PO#’s beginning with 88100 represent assets purchased by P-Card or I-
expense.

All other PO#s are assets purchased through an Oracle Purchase Order.
Go

The results display a summary of PO information.

Data includes:
- Total Invoices - per PO
- Total Assets - per PO.
- Approve Assets - records in - Approved status
- Transferred Assets - assets transferred out of school/unit
- Disposed assets - assets disposed and permanently removed
from school/unit
- Incomplete Assets - records in Incomplete status
- Budget Line

Click on the PO Number link to view purchasing details.

For this example, we will view "Oracle Purchasing™ invoice details. Click on PO
- 806573

Note: Click on any of the ""PO Number"" that does not start with 881 to view
Oracle Purchasing
Invoice details related to that particular PO.

The Fixed Asset Summary Detail page opens. It contains three sections:
1. PO Details

2. Invoice Details

3. Asset Details.

The PO Details section provides PO data.

To view and print the PO, click the ""Print PO button at the top right corner of the
age. The system opens the PO image.

Print PO
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@.\. + [ ] http:Jjcooridasns.csc.cps.k12.1Lus:B089/0A_HTHLIOA. jsp?page=fcpsforacle/sppsfcustosf UrmaryDekslsPae | = —HaCrJestHkD ¥ 45| % | £l

d [ comecting |_}

ORACLE" cPs Fixed Assets Application

Fixed Asset Summary Details

Return Inquiry | [ Print PO

PO Details
o iy ¢ ETETSE File Download - Security Warning X
PO Type : Oracle Purchasing \ 061-Morthsice College Prep
PO Status Do you want to open or save this file Licas

Purchase Date | 12-Aug-2004 ELL MARKETING L.P
24750

Purchase Amaunt ¢ Name: CPSPOIMGHD-1224490915_oLt.nf
Type: Unknawn File Type, 12,4KE

Invoice Details From:  coorldss03 . csc.cps.kiZ il.us

Invoice Image open | [ save | [ Concel

Select Invoice

e Number Invoice Number Invoice Accounting Date  Inv tion Budget Line

® 1 B40429390 01-0ct-2004 02+ tiplex GX 270 w/ 2.8 GH2 Pentium 4 4B061,324,55005, 140020,322007 2005

“while files from the Internet can be useful, this file type can
O 1 B33376197 01-Oct-2004 19 patentially harm your computer. If you do not tust the source, donat  ptiplex GXC 270 wif 2.8 GHz Pentium 4 46061.324,55005, 140020, 322007 2005
open of save this software. What's the risk?

Asset Details

Export

Reference ID |Asset Description Serial Number [Asset Tag [Room Type Room Number |Purchase Price/Status  Funding Source Warranty Start Date Warranty End Date Lease Start Date Lease End Date
ZE0L BOHQOS1 43752588 Reqular Classroom B 895 Incamplete: CPS 25-Sep-2004 24-Sep-2007

Z333L 2GHQQ5L 43733024 Regular Classroom a1s 895 Incomplete CPS 25-Sep-2004 24-Sep-2007

z3342 1HQQSL 43752733 Regular Classroom 208 895 Incomplete CPS 25-Sep-2004 24-Sep-2007

EEEIE] BOHOOS1 43752832 Dedicated Computer Lab 327 895 Incamplets: CPS 25-Sep-2004 24-Sep-2007

Z350 SFHOOS1 43753046 Regular Classroom 228 895 Incomplete CPS 25-Sep-2004 24-Sep-2007

3362 4FHOGS1 43752854 Regular Classroom 210 895 Incomplete CPS 25-Sep-2004 24-5ep-2007

Z63 FFHQGS1 43752740 Reqular Classroom 228 895 Incamplets: CPS 25-Sep-2004 24-Sep-2007

331 1HHQQSL 43752935 Regular Classroom 209 895 Incomplete CPS 25-Sep-2004 24-Sep-2007

2313 COHQO5L 43752603 Regular Classroom 228 895 Incomplete CPS 25-Sep-2004 24-Sep-2007

Z3152 HEHOQSL 43752957 Regular Classroom 200 895 Incomplete: CPS 25-Sep-2004 24-Sep-2007

23171 29HO0S1 43752991 _Reaular Classroom 209 895 Incomplete: CPS 25-Sen-2004 24-Sen-2007 c)

%, Start downloading from site: hity

-4 start

i coorldasta. csc.

18089/0A_HTML{OA.Jsp7pag

=[cpsoracefapps custoaf [fafwebuifFas A & Internet

Step Action

10. Click the "
Open

Open"' button.

26
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PSPO D-1224490915_0 pdf - Adobe Acrobat Professiona m]
Fle Edt Yiew Docment Comments Forms Tools Advanced Window  Help as=HoCr-JesUHKD ¥ [ 42| % | | e
= =F | T £ E - = e - - - S
BEEEE ) Sleeerr - Elcomnerisr Glepm- G @ A Fromse P
8 {Th @ s @ = 5 +
OB bE eee O K ©@0(ox e~ &
‘ B -8 @ [rwe- @Bk "
0 Public Schools Date: 2/20/2011
125 S Clark Street, Chicago, lllinois 60603
PO# 806753G -0 = =
Ship To:  Northside College Prep High Schoal (46061) Return,nguiny) |aRuintRo
Vendor: Dell Marketing L.P. (44646) 5501 Nerth Kedzie Avenue
Address: 1 Dell Way. Mail Stop 8707 Chicago, IL 60625
Round Rock, TX 78682 Tel. No: 773-534-3954
888 977-3355 Requestor:  Dimartino, Mr. Gharles D -
Creation Dt 12-Aug-2004 eg= Frep
Revision Dt R
Line Description Need By Date Unit Price Extension
NOTE: THIS PURGHASE ORDER WILL BE CANGELLED ON 31-Oct-2004 DELIVERY MUST BE RECEIVED BY
31-Aug-2004
1 Your #: 160309322 6-Aug-2004 30 Each 825.00 24,750.00
Entry Student Optiplex GX 270 w/ 2.8 GHz Budget Line
Pentium 4 2.8 GHz Pentium 4 46D61,324,55005. 140020,322007. 2005
Deliver To: Dimartino, Mr. Charles D (30) 2.8 GHz Pentium 4 46061.324,55005. 140020, 3220072005
46061.324.55005.140020.322007 2005
2 Your #: 160309322 6-Aug-2004 1Each 85.00 85.00 1
48x DVD/CD-RW Gombo
ate Warranty End Date Lease Start Date Lease End Date
Deliver To: Dimartino, Mr. Charles D (1) 24-Sep-2007
46061.324.55005.140020.322007 2005 24-sep-2007
24-Sep-2007
3 Your # 160309322 6-Aug-2004 30 Each 70,00 2,100.00 P
Upgrade to 512 MB Memory P
24-Sep-2007
4FHOGS1 43752854 Regular Classroom 210 635 Incomplets CPS 25-Sep-2004 24-Sep-2007
FRHQQS1 43752740 Regular Classroom 228 895 Incormplete CPS 25-Sep-2004 24-Sep-2007
1HHQQS1 43752935 Regular Classroom 209 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
COHIQSL 43752603 Regular Classroom 228 35 Incomplete CPS 25-Sep-2004 24-Sep-2007
HIHQQS1 43752957 Regular Classroom 209 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
29HODS1 43752991 _Reaular Classroom 209 895 Incomolete CPS 25-Sen-2004 24-Sen-2007

@ Internet

Action

Print).

Once you are done, click the ""Close'" button.

The system displays the PO image. From here you can view and/or print the PO.

Note: To print, click the printer icon or use the Menu Bar (click File and then click
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lows Internet Bxplorer;

@.\. 5 =[] htpyjeonridast.cac.cps. k1 2.i.u5:B083]OA_HTHL{DA,jsp7page=cpsjoracle/appsfcustoct o _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | | ¢ | | |

File Edt View Favorites  Tools  Help

[+

- — = - »
i & [@axedns;stsummayyoeta.\s I 1 - B - & - [rPage - @ Tooks -

ORACLE" cPs Fixed Assets Application

Home Logaut Pref

Fixed Asset Summary Details

Return Inquiry | [ Print PO

PO Details

PO Number : 806753

PO Type : Oracle Purchasing Owning Unit :  46061-Northside Callege Prep
PO Status Vendor Mumber ;44546
Purchase Date  12-Aug-2004 wendor Mame | DELL MARKETING L.P.

Purchase Amourt © 24750

Invoice Details

Invoice Image

Select Invoice Line Number  Invoice Number Invoice Accounting Date  Invoice Date Invoice Amount Invoice Quantity Invoice Description Budget Line
© B40429390 01-0ct-2004 02-5ep-2004 23770 28,8121212121212  Entry Student Optiplex GX 270 w/ 2.8 GH2 Pentium 4 4B061,324,55005, 140020,322007 2005
O 1 B33376197 01-Oct-2004 10-Sep-2004 980 1.18787878787679  Entry Student Optiplex GX 270 w/ 2.8 GHz Pentium 4 46061.324,55005, 140020, 322007 2005

Asset Details

Export

Reference ID |Asset Description Serial Number [Asset Tag [Room Type Room Number |Purchase Price/Status  Funding Source Warranty Start Date Warranty End Date Lease Start Date Lease End Date
29301 BOHOOS1 43752588 Reqular Classroom 228 895 Incarplete CPS 25-Sep-2004 24-Sep-2007
23331 2GHQQ5L 43733024 Regular Classroom a1s 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
23342 11HQQS1 43752739 Reqular Classroom 208 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
23343 E9HOOS1 43752632 Dedicated Computer Lab 327 895 Incarplete CPS 25-Sep-2004 24-Sep-2007
23350 SFHOOS1 43753046 Regular Classroom 228 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
23362 4FHOGS1 43752654 Reqular Classroom 210 695 Incomplete CPS 25-Sep-2004 24-Sep-2007
23363 FFHQOS1 43752740 Reqular Classroom 228 895 Incarplete CPS 25-Sep-2004 24-Sep-2007
23131 1HHQQSL 43752935 Regular Classroom 209 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
23136 COHQO5L 43752603 Regular Classroom 228 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
HIHQOQS1 43752957 Regular Classroom 209 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
29HOOS1 43752991 _Reaular Classroom 209 895 Incomplete: CPS 25-Sen-2004 24-Sen-2007 s
& Internet  100%

B3 =

Step Action

12. The "'Invoice Details™ section provides Invoice data by Line item.
To view the Invoice Image, click the Radio button to the selected line...

For this example, click the Radio button to Invoice Number 840429390 - line 1.

9]

13. Click the ""Invoice Image" button,

The system opens another screen and displays the invoice image.
Invoice Image
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/7 Fixed Asset Summary Details - Windows Internet Explorer

@_.\:/ + [ ] http:Jjcooridasts.csc.cps.K12.1us:B089/0A_HTHLIOA. jsp?page=fcpsforacle/sppsfeustosf UrmaryDekslsPae | = —HaCr-JestHkD %[44 % | (500l |2

File Edt View Favorites  Tools  Help

kA

& - [Drpogs - {FTook +

e [ (& Fixed nsset Summary Details
ORACLE

fi - B

>

 Oracle I/PM Express - Document Viewer - Windows Internet Explorer

@T\:} ~ | 2] httpsijco-ps-ip " s M) [$3] [ %] [Googe Horme
Fixed Asset Summary Del Fle Edt Vew Favortes Took Help
+ Return Inguiry
0 Details T oS W
Imageviewer
] | |ps1-northsice college Prep
Dozl oEnee|en (ar i Sladdassanw|®] 5k
— —— LL MARKETING L.P.
= [#f application/x-emedia.optika |
S—
Invoice Details L
& DeLL
N This i your invaice I
— I tion Budget Line
i fraiererkloi oty Il mor IO iplex GX 270 w/ 2.8 GHz Pentium 4 46061,324,55005, 140020,322007,2005
G e e oo ek ot von
2 Pt ety o s plex GX 270 w/ 2.6 GHz Pentium 4 46051.324.55005, 140020, 322007.2005
» ot G s et ety
= Hooman
Asset Details = s . L
SRR oo et . -
] o BRI
Reference ID |Asset De: rranty Start Date Warranty End Date Lease Start Date Lease End Date
F==m! L [ r— Sep-2004 24-Sep-2007
EEEENS [ smepes o i = e Sep-2004 24-Sep-2007
= o [T o
23342 m mew = ice _Amount | Sep-2004 24-Sep-2007
Oatiteg 333 Front S s e MR
2333 B o eme seesom s - Sep-2004 24-Sep-2007
23350 = m D e o u “ - —| | fsep-2004 24-Sep-2007
23362 S S o oo am ‘vl | k5Ep-2004 24-Sep-2007
23363 < |3 || fsep-2004 24-Sep-2007
23131 Sep-2004 24-Sep-2007
23138 one & Localintranet #aoov - fsepannd 24-Sep-2007
=1 GEEssE Toroem, Reguler Classroom s T Tcomplets 0 5 Sep-2004 24-Sep-2007
23171 29HO0S1 43752991 _Renular Classroom B} 895 Incomplete CPS 25-Sep-2004 24-Sen-2007
4 & Internet
Search Deckiop |2

Step Action

14. The system displays the Invoice image. From here you can view and/or print the
Invoice.

Note: To print, click the printer icon or use the Menu Bar (click File and then click
Print).

ﬁe you are done, click the *"Close™ button.
[x
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ed Asset Summary Details - Windows Internet Bxplorer,

@.\. 5 =[] htpyjeoaridast.cac.cps. k12,51 3083 OA_HTHIL{OA, jsp7page=cpsjoracle/appsfcustoct UrmaryDekslsPae | = —HoCrJestHkD ¥ 45| % | £

File Edt View Favorites  Tools  Help

kA

L &t | 8 Fixed nsso sumary Detaie = h-8 &

= »
|12 Page - £ Tools -

RACLE’ cPs Fixed Assets Appli

Fixed Asset Summary Details

Return Inquiry

PO Details

PO Number : 806753

PO Type : Oracle Purchasing Owning Unit :  46061-Northside Callege Prep
PO Status Vendor Mumber ;44546
Purchase Date  12-Aug-2004 wendor Mame | DELL MARKETING L.P.

Purchase Amourt © 24750

Invoice Details

Invoice Image

Select Invoice Line Number  Invoice Number Invoice Accounting Date  Invoice Date Invoice Amount Invoice Quantity Invoice Description Budget Line
® 1 B40429390 01-0ct-2004 02-5ep-2004 23770 28,8121212121212  Entry Student Optiplex GX 270 w/ 2.8 GH2 Pentium 4 4B061,324,55005, 140020,322007 2005
O 1 B33376197 01-Oct-2004 10-Sep-2004 980 1.18787878787679  Entry Student Optiplex GX 270 w/ 2.8 GHz Pentium 4 46061.324,55005, 140020, 322007 2005

Asset Details

Export

|Asset Description [Serial Number |Asset Tag Room Type Room Number |Purchase Price/Status  Funding Source Warranty Start Date Warranty End Date Lease Start Date Lease End Date

BOHQOS1 43752588 Reqgular Classroom 228 895 Incomplets CPS 25-5ep-2004 24-Sep-2007
2GHQ5L 43753024 Regular Classroom 215 895 Incomplete CFS 25-Sep-2004 24-Sep-2007
1HQQSL 43752733 Regular Classroom 208 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
6IHQOS1 43752832 Dedicated Computer Lah 327 895 Incomplets CPS 25-5ep-2004 24-Sep-2007
SFHQOS1 43753046 Regular Classroom 228 895 Incomplete CPS 25-5ep-2004 24-Sep-2007
4FHOOS1 43752854 Regular Classroom 210 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
FFHQQS1 43752740 Reqgular Classroom 228 895 Incomplets CPS 25-5ep-2004 24-Sep-2007
1HHQOS1 43752935  Regular Classroom 209 895 Incomplete CPS 25-5ep-2004 24-Sep-2007
C9H205L 43752603 Regular Classroom 228 295 Incomplete CFS 25-Sep-2004 24-Sep-2007
HEHQQS1 43752957 Regular Classroom 209 895 Incomplete CPS 25-Sep-2004 24-Sep-2007
29H0051 43752991 _Reaular Classroom 209 895 Incomolets CPS 25-5en-2004 24-Sen-2007

_HTIL =|cps/oracle/apps/custoal ummaryDetalsPGs, ti=6380

& Internet
| £

Step Action

15. The Asset Details section provides details on the actual asset.

To view the Asset Details, click the link to the Reference ID.

23342

16. To export the Asset Details list to Excel, click the ""Export"* button.
Export

17. Click the ""Return Inquiry" button, to go back to the Asset Inquiry page.

18. Congratulations! You have completed the lesson to view and find purchase order
and invoice information from the ""Asset Summary"* page.

End of Procedure.
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9. Create a New Asset Record

The Fixed Asset Application automatically creates an asset record for all assets (purchased,
leased or donated at $500 or more and assets purchased with federal funds at $50 or more with a
useful life of one year or more) that are:

e Purchased through a Purchase Order (Oracle Purchasing)
e Pulled from TechXL database with no Purchase Order (Unmatched TechXL/PO asset)
e Converted data (Conversion FY0)

A New Asset Record will need to be created for:
1. An asset purchased through Internal Accounts (IAMS Asset)

2. An asset donated to the school (Donated Asset)
3. An asset not automatically entered through the Purchasing System. (Manual Asset)
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A. Creating a record for an IAMS Asset

Procedure

ORACLE’

USER PRODUCTIVITY KIT

In this tutorial, you will learn how to create a New "IAMS Asset" - an asset purchased

with internal accounts funds.

Note: Fields with asterisks are required to complete an Asset record.

#|1%

@ ) v |2 httponndasns, cst cps. k12.Lus:8089/0R_HTML{OA JspTOAFUIC=0AHONEP AGERa5=VZDSy UMSHIOIBE VAUKRIQ,

Fle Edt View Favories Toos Help

| 2 @ | @orac spteaors Hone roge = Eh

- B

+ [ Page - ¥ Todk -

ORACLE" E-Business Suite

£ Faortes v Disgnostics Logout Pref

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu Workdist
Personalize Full List

£ 0pS Budget Transfer From [Type |subject [sent~ |pue

[ [CpS Fived Assets Appication} Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has been approve 01-Mar-2011

B3 cps iexpense - school Baijaied Do)

B3 ¢ps Incident Reportin: Murphy, CPS Fixed Assets Iransfer of Asset 22741 from wnit 46061 has been approv: 28-Feb-2011

sz ticaurn m:?:m lc";:”;‘nxeu Assets 27-Feb-2011

3 cps pe postions Marga‘:j!t oy
Murphy, CPS Fixed Assets 27-Feb-2011
Margaret Inventory
Painter, Alice CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011

B3 cps web maury

B3 ¢cps workfiow ser web (1 Moritz, Marissa  CPS Student Travel 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011

B cpspo reports

3 cpswo - Seff Directed Schools Painter, Alice CPS Student Travel 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
Meoritz, Marissa  CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
Murphy, CPS Work Order Approval Work Order 10-1-48; p has been Approved. 07-Jan-2010
Margaret
Moritz, Marissa  CPS Student Travel I es e er: 74627) is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74629) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74734) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74738) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel ( e umber: 74742) is Approved... 23-Nov-2009
Meoritz, Marissa  CPS Student Travel 71449) is 18-Nov-2009
Moritz, Marissa  CPS Student Travel 74369) is Approved. 18-Nov-2009
Moritz, Marissa  CPS Student Travel 74095) is Approved. 16-Nov-2009
Moritz, Marissa  CPS Student Travel 73922) is Approved. 16-Nov-2009
Moritz, Marissa  CPS Student Travel 73080) is Approved. 03-Nov-2009 b
Moritz, Marissa  CPS Student Travel 72581) is Approved. 03-Nov-2009
Meoritz, Marissa  CPS Student Travel 69702) is Approved... 05-Oct-2009
Mantwi, Lydia  CPS Student Travel e Student Travel 60132) is Approved 27-Apr-2009
/TIP Vacation Rules - Rediract or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications. 2

hittp: fjonridasn3, st cps.K12.1.Us:B089/OR_HTMLIOA.jsp?0AFUNC=ORHOMEPAGERD as=Y2DsyIwMShiCHBEY4LIRIQ . # @ Intermet

Step Action

1. Click the “CPS Fixed Assets Application” Responsibility

2 Click the “Fixed Assets” link.

The Fixed Asset Inquiry Page opens.

32
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£~ Fixed Asset Inguiry - Windows Internet Explorer

@\,/ v €] hip: K12, 1Lus:80890A_HTMLIOA, ti=11 rumb=tae )| |+ [ X |2
Fie Edt Uew Favortes Tools Hel

+
U b | e nssor iy | | R R e

ORACLE" cPs Fixed Assets Application

1 Navigator v 8% Favorites v Diagnostics Home Logout Preferences

Fixed Asset Inquiry

Simple Search
Note that the search is case
Asset Data Source v
Status v
Fund QU NonAsset: |No v

Grants Q Vendor Name :

PO Number ; Serial Number :
Asset Description Asset Tag

Room Ho/Roam Description :

Purchase Price Ranges To | ]
Purchase Date Ranges § & To | | @ Show Results For: | Asset Details %,
Transferred Out : [No_ v,
Creation Date Ranges @ To| | B T e (1 o
Disposal/Transfer Reason : v
Location Q
Asset Detail || New Asset || Export || Action History |

PO Asset  Serial Vendor Purchase Purchase Funding Inactivate Budget
n  Number Tag Number  Name/Make Date Price Status Source Location/ Room Reason/ Remarks Line

SelectReference D o
o search
conducted.

Diagnostics Home Logout Preferences

About this Page _ Privacy Statement ‘Gopyight () 2008, Oracie. Allights reserves

@ Intermet H100% v
B3 %% 8 w0oimm

Step Action

3. Click the “New Asset” button.

4, The Fixed Asset Detail pages opens.

Note this page has five sections:
1. General Information

2. Asset

3. Purchase Details

4. Lease/Warrantee

5. Funding Source

Fixed Asset Detail |

5. Click in the ""Purchasing Unit" field.
Note: the Purchasing Unit field is always required to start a record or inquiry.

All other fields with an asterisk are required fields to Complete a record.
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/2 Fixed Asset Inventory - Windows Internet Explorer

ORACLE’
USER PRODUCTIVITY KIT

CEX

GO - B

KI2.1.us B089/08_HTML/OA, et

][44 [x

B

Fie  Edt Ve

Favortes  Tooks  Help

Fixed Asset Detail

ORACLE"

9 g [ @ asettoverory =

fp v B) @ v [2hPags - Gk Took -

o1+

CPS Fixed Assets Application

i Navigator v B Favorites v

Diagnostics Home Logout Preferences

Asset

Purchase Details

“TIP Fields marked with " are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status is 'Complete.
STIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Refersnce It 2011451886

it
Parent Asset Q

=Asset Description :

Remarks

Asset Commen ts

Asset Detail || Affiliated Asset | Transfer / Disposal

Location.

= Serial Number = Current Unit Location

Current Location Address

= Asset Tag :

= Make

= Room Number / Description
Model

= Funding Source : |School

= Condition ~

Annual Physical Inventory Date B

Person doing Physical Inventory

L ]

Asset Categ
uplicate : [No (¥ Status
Q * Asset Data S

Room Type :

save/update | | Approve

Return Inquiry

Incomplete

[Thursday, March 17, 2011

28

Action

For this example, enter *'46061"".

Enter the appropriate Unit Number, in the ""Purchasing Unit" field and click the
Tab key.

Click the "'46061" object.

Note: The system may display the unit in an object box.

Click the drop down arrow at "*Asset Category"".

For this example, select "'Other Equipment™.

Other Equipment

Select the ""Asset Category'' that best describes the asset.

10.

Click the drop down arrow at **Asset Data Source".

Note: The system will open the Asset Data Source dropdown list only after the
Purchasing Unit has been entered.
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Fixed Asset Application - Phase |l

Step

Action

11.

Select the ""Asset Data Source™.

For this example, select "' IAMS Purchase' since we are learning to create an asset
purchased with internal accounts funds.

Note: Once you select the Asset Data Source as an IAMS Purchase, the system
populates the IAMS Check Number field. This field maintains a list of checks
written by the purchasing unit.

IAMS Purchase

12.

Click the Magnifying glass to search for the ""IAMS Check Number* used to
purchase the asset.

The Search and Select page opens.

/- Fixed Asset Inventory - Windows Internet Explorer

€| kil \_HTHML/ O af :_code=L || 4| [ X [Goegle
G- | EE

e

+

5 | @rved usekvertory = - B B e - s - 7

Fixed Asset Detail

19/0A_HTMLjcab

_t=ftedRCRenc=TF-88

Search and Select: * IAMS Check Number :
/

Reference ID ¢ on1146120 Y RSeanch
Non-Asset/Duplicate : [No_ v

* Purchasing Unit : 145061 forf| T find your item, select a filter item in the pulldovin list and enter a value in the text field, then select the "Go" button.

Current Owning Uit Search By | Check Number v | o
Parent Acset |
Results
* hsset Description
Select Quick Select Check Number  Purchase Amount  Purchase Date  Vendor Number  Vendor Name
Rerarks § o search conducted.

About this Page
Asset Comments

Asset Detail Transfer / Dispos:

Asset.

* Serial Nurnber

* hssat Tag T
* izke ¢
< >
Model = L]
Done @ et 100k -
* Funding Source : |School
* Condltion : v

Annual Physical Inventory Date

Person daing Physical Inventary :

Purchase Details

* Purchase Price * Vendar Nmber

Search Deskiop
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Step Action

13. Click the drop down arrow to the Search By field.
Note: There are three (3) ways to search:
1.Check Number and click the Go button;
2.Vendor Name and click the Go button;
3.0r, without entering any search criteria,
click the Go button to get a list of all checks written by the unit.

The system displays the search results.

For this example, click the GO button.

14. Select the appropriate ""Check" by clicking the ""Quick Select" button.

Note: Once a check is selected, the system will automatically populate data
(Purchase Price; Purchase Date; Vendor #, and Vendor Name) from the check.

%
=

(2 Fixed Asset Inventory - Windows Internet Explorer,

(X

File

2 12.15:9083/04_HTMLJOR, _code=! %] | |E2B

View Favories Tooks  Help

® & [y = BB e G-
ORACLE' cPsFixed Assets Application

i Navigator ¥ 8% Favorites ¥ Jiagne me Logout Prefersnces

Fixed Asset D etail

save/Update | | Approve | [ Return Inquiry

S TIP Fields marked with *** are mandatory when you Approve a Asset,
FTIP You can only transfer an Assef tatus s ‘Complete’
“TIP Ploase enter Fields marked with "#* in Retirement / Dispasal section to Transfer Dipas when you Approve a Asset

Reference ID : 2011461882 * st Category :
Nor-AssetDuplicats Stats : Incomplete
* Purchasing Unit : [46061- Norths de Callege Prep Q * #oset Data Source
Current Gwning Unit ; * [4MS Check Nurmber © 5345 @,
Farent asset : Q

*psset Description

Remarks :

fsset Comments

Asset Detail || Affiliated Asset | Transfer / Disposal

Asset. Lacation

* Serial Nurmber * Current Unit Lacation Q
* hsset Tag Current Location Address

e e

* Raom Nurmber / Description

Madel

* Funding Source : |School
*condtion : | v
annual Physical Inventory Date =]
Person doing Physical nvertory : ||

Purchase Details

* Purchase Price © 1,214,00] * Verdor Nurrber Sa524

Step Action

15. Click in the **Asset Description® field.
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Step Action
16. Enter the ""Asset Description™.

For this example, enter ""Epson Powerlite 83 Projector™.

17. Click in the ""Serial Number™" field.
18. Enter the *Serial Number*".
Note: Serial number is not required if the Asset Category is "'Furniture’ or
"Other™
For this example, enter *'53399"".
19. Click in the "Asset Tag' field.
20. Enter the ""Asset Tag"" number.
Note: All assets must have an Asset Tag.
For this example, enter "'456679"".
21. Click in the "*Make" field.
22. Enter the ""Make"" of the asset.
For this example, enter ""Epson™’
23. Enter the ""Model"* number.
For this example, enter ""Powerlite 83 Projector™.
24, The system will automatically populate the default ""Funding Source" as School for
an IAMS Purchase since funds from the school checking account was used.
School
25. Click the drop down arrow at **Condition*".
W
26. Good" as condition for all New Assets
27. Go to the ""Current Unit Location” field and click the Magnifying glass to search

for the unit.

The Search and Select page opens.

Q
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@\; Vv (el 12.1,u518089/04_HTHLIOR code=st V][4 [x |2
+
o & [@axed I — [7\ BB @ - [Erpage - @Tok - 7
~
C N
(= search and Select List of Values - Windows Internet Explorer £
&) k2. _HTMLfcobs _t=tredR Clienc=TF52 K]
Search and Select: Current Unit Location :
Cancel | | Select
Reference ID =
non-Asset/Duplicate : [No
Purchasing Unit : 48061 Norf| o find your item, select a filter tem in the pulldowin list and enter a value in the text ield, then select the "Go" button.
Current Qwning Unit : Search By | Unit ame [vI][ | 6o
Parent Asset |
Results
“hsset Description ¢ [Epson Pows
Select Quick Select Unit Number Unit Name: Address Unie
Rermarks No search conducted.
‘About this Page
Asset Comments |
e Cancel | | Select
Asset
Serial Nurrber © 53393
* hsset Tag : |456670 3
* Make  |Epson
E
todel : |Powerlite = ° =
ne Internet 100~
* Funding Seurce : |School
* Condition : | Good
Annual Physical Inventory Date
Person doing Physical Inventory :
Purchase Details
Purthase Price : 1,214.00 Verdor Nurmber : 524 .
7] @ irtemet

Step

Action

28.

Click the drop down arrow at "*Search By'* and select the Search Criteria.
There are five (5) ways to search for Current Unit Location:

1.Search by Unit Name and click the Go button

2.Search by Unit Number and click the Go button

3.Search by Unit Address and click the Go button

4.Search by Unit and click the Go button

5.0r, without entering any search criteria, click the Go button
to get a list of all units based on your unit security.

For this example, click the Go button.

The system displays the search results.
Go

29.

Select the Unit by clicking the unit’s ""Quick Select™ button.

(CPC, Branch, etc.)

*

=

ORACLE’
USER PRODUCTIVITY KIT

Note: Make sure to select the appropriate unit, if you have access for Multiple Units
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| & & | | e poset evertory [j BB B D G-

2 Fixed Asset Inventory - Windows Internet Explorer

@\,/ v €] hip: KI2.1.us B089/08_HTML/OA, _code=Usa v [42][x 2]

Fle Edt View Favories Toos Help

ORACLE" cPs Fixed Assets Application

7 Navigator v B8 Favorites ¥

Fixed Asset Detail

Save/Update | | Approve | [ Return Inquiry

GTIP Fields marked with *** are mandstory when you Approve 3 Asset.
TIP You can only transfer an Asset whose status is 'Complets’
GFTIP Flease enter Fields marked with *#* in Retrement / Disposal section to Transfer/Dipose when you Approve a asset

Reference 1D © 2011451882 * Asset Categary | Other Equipment v
amplets

Nor-asset/Duplicats Stats : Inc
* Purchasing Unit ;  [48061- Northside College Prep Q * hsset Data Source
Current Gwning Unit : * 1AMS Check Nurber : 5345 Q
Parent asset : Q

*asset Description © - [epson Powerlite 53 Projector

Remarks

Agset Comments

Asset Detail || Affiliated Asset | Transfer / Disposal

Asset. Lacation

* Serial Nurmber : 53399 * Current Unit Location : - Northside College Frep
* AssetTag : 456679 Current Location Address 5501 North Kerdzie Avenue, Chicago, IL 60625 3

9]
*Wake : [Epson R WD

 Room Nubar /Dsserpten: [
Model Fowerlite 83 Projector

* Funding Source : |School
* Condtion ;| Good v
annual Physical Inventory Date =]
Person doing Physical nvertory : ||

Purchase Details

* Purchase Price © 1,214,00] * Verdor Nurrber Sa524 a8

w @ reerme:

Step

Action

30.

Click the drop down arrow at *"Room Type"'

31.

Select the Room Type that best describes the location.

For this example, select ""Teacher's Office™
Teacher's Office

32.

Enter the desired information into the ""Room Number / Description® field.

For this example, enter **302 / Teacher's Room"™'.

Note: If the check was selected from the Search page, you are not required to enter
any data after ""Room Number / Description™ field. The system automatically adds
the Purchasing Details.

If check number was manually entered, you must enter the required Purchasing
information.

33.

Click the "'Save / Update'* button, to save the data entered into the system.

Note: The system will display a confirmation at the top.

Save/Update
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Step Action
34. Click the "*Approve' button to change the Status of the asset record from

Incomplete to Complete. Once record is successfully approved, the Approve button
will disappear from this page.

Note: Note: The system will display a confirmation at the top and the status will
change to ""Complete™.

If the system displays an error message, go back and make sure data is entered in all
Required Fields identified with an asterisk.

Approve
35. Click the ""Return Inquiry" button, to go back to the Asset Inquiry page
Return Inquiry |
36. Congratulations! You have completed the lesson on creating a new "'IAMS Asset™*

record.

End of Procedure.
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B.Creating a record for a Donated Asset

Procedure

A Donated asset is an asset donated to the school.

In this tutorial, you will learn how to create a New Asset record for a ""Donated Asset™.

Note: Fields with asterisks are required to complete an Asset record.

et Explorer

- ‘g http:/jcoorldasda.csc, cps. ki 2.1 us 8089/ OA_HTMLIOA, jsp70AFUNc=0AHOMEPAGERDas=NEAA L VS SkFxvXKSZVinSa. & V‘ healad |
File Edit View Favorites Took  Help
b
v & [ﬁ@vade Applcations Home Page I 1 v B # v [2hPage -+ () Took -
- -~
ORACLE" EsBusiness suite e
Logged In &5 PEMURPHY
Oracle Applications Home Page
Main Merw, Worklist
[personalize | Fall ist
eps pudnet Transfer 9 Previous Next 25 G
CPS Fixed T From [Type [subject [sent+  pue
5 Expense - School Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 100340, Trip Date: 16-Hov-2010) is Approved... 15-Nov-2010
expan
HeX2ls ncidentt Renorti Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 96023, Trip Date: 06-0ct-2010) is 4pproved... 01-Oct-2010
Beps mtemal Accountin Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 96214, Trip Date: 02-0ct-2010) is Approved... |01-Oct-2010
Ccps pe posttions Pairter, Alice CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejected...  30-Sep-2010
Bces Requestor - unit 46061 Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurmber: 95831, Trip Date: 08-0ct-2010) is Approved... 27-Sep-2010
Bleps spans user Moritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber : 95883, Trip Date: 01-0ct-2010) is Approved...  27-Sep-2010
s student Travel Maritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95890, Trip Date: 29-0ct-2010) s rejected. 27-Sep-2010
Bces web o Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurmber: 95895, Trip Date: 06-0ct-2010) is Approved... 27-Sep-2010
Eeps Workfiow User Web (New: Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Bcpspo reports Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Ecpswo - seff Drected Schodls Rodgers, Barry  CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Sep-2010) is rejected..,  23-Sep-2010
Dpreferences sswa Moritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber : 95521, Trip Date: 07-0ct-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Date: 24-Nov-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 95562, Trip Date: 03-Nov-2010) s Approved... 22-Sep-2010
Painter, Alice  CPS Student Travel The Student Travel request (Request Nurmber: 94518, Trip Date: 08-Oct-2010) is Approved... 21-Sep-2010
Murphy, Margaret CPS Work Order Approval Work Order 10-1-48345-0 for 46061 - Northside College Prep has heen Approved. 07-1an-2010 T
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurher: 74627) is Approved. 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74629) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurrber: 74734) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurher: 74738) is Approved. 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74742) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 71445 is rejected. 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 74369 is Approved... 16-NoV-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74095) is Approved... 16-Nov-2009
http:jcoorldast3.csc. cps. k12.il.us: BIBOA_HTMLJOA. jsp? OAFURC=0AHOMEPAGESDas=NEAA1 vSFIKFxvRXS2VtnSg, . # & Intermet

Step Action

1. Click the “CPS Fixed Assets Application” Responsibility.

2. Click the ""Fixed Assets" link.

Note: The Fixed Asset Inquiry page opens.
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@ 5 =[] htpyjeonridast.cac.cps. K1 2.1.us:B083]OA_HTMLRF jsprFunction_id=1042189%resp_idm62640resp_opplid=200038security _group_id=Ddang_code=US8params=MqWiqdC ShLI0REIkEICa2BTK rFSnée7s || 42 | |

ol-

File  Edit  View

Favorites  Tools  Help

i & [@axedns;amqu I_l

it

ORACLE" cPs Fixed Assets Application

Fixed Asset Inquiry

Furchase Price Ranges : To Raorn No/Description :

- "
Furchase Date Ranges : E Tol | @ Show Results For; | Asset Details |
Transferred Out v
Creation Date Ranges : B To ‘ ‘ =] ransferred Ou

simple Search

Note that the search is case insensitive
B ermERET) £

* Owiner Unit Q Status
Fund © Q Man Asset | v
[— Q Vendor Name

PO Number : Serial Murmber

Asset Descrption : Asset Tag

Lacation Q

| Go | | Clear

Asset Detail | New Asset || Export | Action History |

Select Reference ID

Mo search conducted,

Home Logout Prefe

Copyright (o

Asset Description Asset Tag Serial Number Yendor Name/Make Purchase Date Purchase Price Status Funding Source Location/Room Inactivate Reason/Remarks Budget Line

Done

& Internet

Hio0%

Action

Click the “New Asset” button.
Note: The Fixed Asset Detail page opens.

This screen has five sections:
1.General Information
2.Asset

3.Purchase Details

4 Lease/Warrantee
5.Funding Source
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@.\. 5 =[] htpyjconridast.cac. cps. k1 2.i.u5:3081OR_HTHL{DA,jsp7page=cpsjoracle/appsfcustoct f _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | | ¢ | | |2

File Edt View Favorites Tools  Help

d | @8 riced psset vertary |_} B - B - 8 - [ Paoe - € Tods -

ORACLE" cPs Fixed Assets Application

N Navigator v B Favarites

Fixed Asset Detail

Save/Update | [ Approve | | Return Inquiry

FTIP Figlds marked with "** are mandatory when you dpprove & Asset
FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

Reference ID: 2011304086 * Asset Categary :
Hor-AssetDuplicate @ Status : Incomplete

* Purchasing Unit ;|| Q * hsset Data Source :
Current Cwning Unit :

Parent Asset © Q

* pisset Description ©

Remarks :

55t Comments ©

Asset Detail  affiliated Asset | Transfer / Disposal

Asset Location

* Serial Number : * Current Unit Location : Q

* Asset Tag © Current Location Adcress ©

* Room Number / Descriation :

Model :

* Funding Source ¢ |School

* Caondition : v

Annual Physical Inventory Date © =]
Person doing Physical Inventory =

3

& Internet H100% v
/4 start {7 Fixed Asset Invertor Pl %)% ® asopnm

Step Action

4. Enter the appropriate Unit Number, at ""Purchasing Unit" and click the Tab key.

For this example, enter 46061.

5. Click the drop down arrow at "*Asset Category"".

6. Select the ""Asset Category'" that best describes the asset.

For this example, select "*Other Equipment"".

Crtier Equiprment

7. Click the drop down arrow at "*Asset Data Source"".

Note: System will open the Asset Data Source dropdown list only after entering the
Purchasing Unit.

8. Select ""Donated Assets".

Note: Once the ""Donated™ Asset Data Source is selected, the system adds the
Donated Price and Estimated Date to the Purchase Detail section of the page.

Donated |

9. Enter the description in the "*Asset Description™ field.

For this example, enter ""Alto Sax"
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Step Action

10. Enter the ""Serial Number".

For this example, enter "'97865"".

11. Enter the ""Asset Tag"".
Note: All assets must have an Asset Tag.

For this example, enter ""Note 5.

¢~ Fixed Aisset Inventory - Windows Internet Explorer - =%

@ y - ‘L hitp:/jcoorldasns.csc.cps. k1 2.i.us: 8089/ OA_HTMLIGA, jsp?page=/cps/oracleappsicustoaf af _code=US80AFMID=10237758searchType=searchafwkQBSearchTypesa V‘ #2[X | ‘P i

ks

v R [ﬁﬁxedf\ssellnventmy lil fi- B @ [hrae - Groos s 7

LE" cPs Fixed Assets Application

Fixed Asset Detail

Save/Update | | Approve | | Return Inquiry

TP Fields marked with "*" are mandatory when you Approve a Asset,
@TIP Yau can only fransfer an Asset whose status is ‘Complete’,
TIP Flease enter Fields marked with "#" in Retrement / Disposal section i Transfer/Dipose when you Approve a Asset,

304086 * Asset Category @ | Other Equipment %
NorrAsset/Duplicate : Status © Incomplete
* Purchasing Unit : 46061~ Northside College Prep Q * AssetData Source : | Donated Assets ¥

Current Owning Unit :
Parent Asset : Q.

Reference ID :

*aaset Description & [afm sax

Remarks :

Agset Comments :

Asset Detail | Affiliated Asset | Transfer / Disposal

Asset Location
* Serial Number : 97865 * Current Unit Location © Q
* AssetTag: |NomS Current Location Adcress ©
: 5
* Room Mmber /Deserttion s | ]
Madel : Yoty
* Funding Source : |School

* Condition : v
Anrual Physical Irventory Date : B
Person doing Physical Inventory : e

Done & Internet F00% -

Step Action

12. Enter the ""Make"".

For this example, enter, NE-345.




ORACLE Training Guide
UsER PRODUGTIVITY KT Fixed Asset Application - Phase II

_code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso v | ¢ | | -

File Edt View Favorites  Tools  Help

ity

= »
= |:rPage - £ Tools -

e

d &t | @ riced nsset ivertary = f-8

RACLE’ cPs Fixed Assets Appl

Fixed Asset Detail

Save/Update | [ Approve | | Return Inquiry

FTIP Figlds marked with "** are mandatory when you dpprove & Asset

FTIP Yiou can onily ransfer an Asset whase statls is Complete'.

FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.
Reference I ;2

304086 * Asset Categary | Other Equipment ¥
Hor-assetDuplicate © Statss ¢ Incomplete
* Purchasing Unit : |46061- Northside Callege Prep Q * Asset Data Source ¢ | Donated Assets v

Current Gwning Unit :
Parent Asset © Q

*asset Description @ [a(tg Sax

Remarks :

55t Comments ©

Asset Detail  affiliated Asset | Transfer / Disposal

Asset Location

* Serial Nurmber : |97865 * Current Unit Location : Q
* hssetTag: |Note S Current Location Adcress ©

. -

* Room Number / Descriation :

Model :

* Funding Source ¢ |School

* Caondition : v

Annual Physical Inventory Date © E]
Person daing Physical Inventory b

Done & Internet H1o0% v

-4 start

Step Action

13. Enter the ""Model"".

14. Check the ""Funding Source"".

Note: System defaults “School” as the Funding Source since the asset was donated
directly to the school.

15. Click the drop down arrow at **Condition™.
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o o [@axed Asset Invertory

Fixed Asset Detail

) | &) htpyjconridast.cac.cps. k1 2.i.5:B083]OA_HTHL{DA,jsp7page=cpsjoracle/appsfcustoct _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso v | ¢ | | |2
File Edit View Favorites Tools  Help
+
= . »
I 1 - B & - [hPege - ) Tooks -

ORACLE" cPs Fixed Assets Application

#TIP Fields marked with "*" are mandaton,

Mon-assetDuplicate

Asset

Reference ID ©

* Purchasing Unit :
Parent Asset :

* pisset Description ©
Remarks :

55t Comments ©

* Serial Nurmber : |97865

y when yau pprove a Asset

FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

2011304086

46061~ Northside College Prep

Current Owning Unit :

Q

* dsset Categary :
Status
* Asset Data Source :

Ao Sax

Asset Detail  affiliated Asset | Transfer / Disposal

Location

Save/Update | [ Approve | | Return Inquiry

Other Equiprment v

Incormplete
Donated Assets v

* Current Unit Location : Q
* AssetTag : |Not= 5 Current Location Address :
e e Rt
R X * Room Number / Descriptian I:l
* Funding Source ¢ |Schoal

* Gondition : v
Annual Physical Inventory Date © &l
Person doing Physical Inventory © E@Ea v

& Internet H100% v

Step Action

16. Select the ""Condition”.

For this example, select "*Good"".

Note: The Condition for all new assets should be Good.

46
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@_.\:/ + | ] http:jcooridasts.csc.cps.K12.1us:B089/0A_HTMLIOA. jsp?page=fcpsforacle/sppsfcustosf f _code=USBOAPMID=102377S8searchType=searchbfkQBSearchTypeso 3 | €| | X | [cocle

File Edt View Favorites  Tools  Help

o e [@axed Asset Inventory
ORACLE" cPs Fixed Assets Application

Fixed Asset Detail

| save/update | | Approve | | Return Inuiry

FTIP Figlds marked with "** are mandatory when you dpprove & Asset
FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

Reference ID @ 2011304086 * hgset Category ¢ | Other Equipment v

Nor-asset/Duplicate : Statss ¢ Incomplete
* Purchasing Unit : 460 1- Northsice Callege Prep Q * Asset Data Source
Current Gwning Unit :
Parent Asset © Q

*asset Description @ [a(tg Sax

Remarks :

55t Comments ©

Asset Detail  affiliated Asset | Transfer / Disposal

Asset Location

* Serial Nurmber : |97865 * Current Unit Location : Q

Current Location Address ©

* Room Number / Descriation :

* hssetTag: |NoteS
* Make : [NE-345

Model | Alto 53X

* Funding Source ¢ |School
* Condition : | Good ¥

Annual Physical Irventory Date E]

Person daing Physical Inventory b

Done & Internet H 00 v

Search Desklop B =

Step Action

17. Go to the ""Current Unit Location field and click the Magnifying glass.

The Search page opens.
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@_.\:: + [ ] http:jcooridasts.csc.cps.K12.1us:B089/0A_HTHLIOA. jsp?page=fcpsforacle/sppsfcustosf f _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso v | ¢ | | |2

b & | @

. | = »
- e~ |+ Page - () Tools -
2] bt/ K12.l.u5i8089/0R_HTMLjeabs - =fredRCeenc=UTF-88,1 . minHeight= A -8 & -5 o

Asset Detail

Search and Select: Current Unit Location :

cancel | [ select :_

Search

To find your item, select a filter item in the pulldown list and enter 2 value in the text field, then select the "Go" button.

Search By |Unithame [+ | Ge
Results

gory i |Other Equipment
select Quick Select Unit Number Unit Name Address Unit ot ¢

Ho search conducted. urce | | Donated Assets

Cancel Select

| &

Asset

Done & Internet 100w v

Annual Physical Inventory Date ©

Person doing Physical Inventory ©

Serial Nurber : |97865 Current Unit Location ©

* hssstTag: [NoteS Current Location Address :
* Make : [NE-345 Room Type :
* Room Number / Description :

Model : |alto 535

* Funding Source ¢ |School
* Condition : | Good

&

4 start

A & Internet H100% v

2 & )% 4:18PM

/7 Fized Asset

Step

Action

18.

Click the drop down arrow at "*Search By'* and select the Search Criteria.
There are five (5) ways to search for Current Unit Location:

1.Search by Unit Name and click the Go button

2.Search by Unit Number and click the Go button

3.Search by Unit Address and click the Go button

4.Search by Unit and click the Go button

5.0r, without entering any search criteria, click the Go button
to get a list of all units based on your unit security.




ORACLE' Training Guide
UsER PRODUGTIVITY KT Fixed Asset Application - Phase II

Fixed Asset ernet Explorer

% + [ ] http:Jjcooridasts.csc.cps.K12.1us:B089/0A_HTMLIOA. jsp?page=fcpsforacle/sppsfcustosf f _code=USBOAPMID=102377S8searchType=searchbfkQBSearchTypeso | | €| | X | [cocle |28

File Edt View Favorites  Tools  Help

&y
& - [rpogs - {FTook ~

ki

st B089/OA_HTMLcab _t=FredRCEenc=UTF-88_1 ighk=: nfigicontextURL: ¥

B hip:f

Search and Select: Current Unit Location :

cancel | [ select

Fixed Asset Detf WSearch;
T find your item, select 2 fiter term i the pulldawn list and enter 2 valde in the text field, then select the 'Ga® bution. Save/Update | | Approve | | Return Inquiry

#TIP Fields mar]

b v oo Search By [Unithame (V][ ‘E

#TIP Please ent

qory | Other Equipment v
Select Select Unit Number Unit Name Address Unit tats ¢ Incomplete =
Mo search conducted. urce © | Donated Assets (¥
Asset Detail b
<) i
Asset Done & Internet # 100%

* Serial Number : (97855 * Current Unit Location : o
Current Location Address ©
Room Type © v

* hssstTag: [NoteS
* Make : [NE-345
* Room Number / Description :
Model : |alto 535
* Funding Source ¢ |Schoal
* Condition ¢ | Gand [v
Annual Fhysical Inventory Date ©

Person doing Physical Inventory ©

& Internet

Search Desktop

Step Action

19. For this example, choose ""Unit Number”.

Fixed Asset ernet Explorer

G_g\ﬁ + [ ] http:jcooridasts.csc.cps.k12.1us:B089/0A_HTHLIOA. jsp?page=fcpsforacle/sppsfeustosf » _code=USEORFHID=10237758scarchTypemsearchafukQBSearchTypeso ¢ || £ | X | [cooie [2]-]

File Edt View Favorites Tools  Help

&y
v [ rPege - ThTook +

&] http:i K12.1.U5:8089/0A_HTMLjcah _t=fredRCeenc=LTF-88_minWinth=7508_minHeight=550%confighame=0AConfigacantetRT: ¥

Search and Select: Current Unit Location :

cancel | [ select

Fixed Asset Detf WSearch
To firdl your iter, select a fitter e i the pUlidown list and enter 3 vale in the text field, then seloct the "Ga® button. Save/Update | | Approve | | Return Inquiry

#TIP Fields mar]

“TIP vou can of| - Search By |UnitName v Go

#TIP Please ent

Search Category
qory | Other Equipment v
Select Select Unit Number Unit Name Address Unit tatus © Incomplete =
Mo search conducted. urce | Donated Assets |
Asset Detail b
< i} | 3
TR Done & Internet 100w v
* Serial Nurrber : |97865 * Current Unit Location : e

Current Location Address ©
Room Type © v

* pssetTag : [Note S
* Make : [NE-345
* Room Number / Description :
Model : |Alto 535
* Funding Source : [Schoal
* Condition ¢ | Gand [v
Annual Fhysical Inventory Date ©

Person doing Fhysical Inventory =
& Internet H 00 v

Search Deckiop =
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Step Action

20. Enter the unit number into the field.

For this example enter "'46061""

21. Click the Go button.

The system displays the search results.
Go

22. Select the unit by clicking the ""Quick Select™ button.

3

=

{2 Fixed Asset Inventory - Windows Internet Explorer,

@.\7 > ‘é hitp:/jcoorldasns.csc.cps. k1 2.i.us: 8089/ OA_HTMLIGA, jsp?page=/cps/oracleappsicustoaf af _code=US80AFMID=10237758searchType=searchafwkQBSearchTypese V‘ #2|[X | ‘P i

Fle Edt View Favorites Tools  Help

ks

o ot [ﬁﬁxedﬂssellnventmy lil B B & v [rrage - GhTock~

ORACLE’ cpsFixed Assets Application

Fixed Asset Detail

Save/Update | | Approve | | Return Inquiry

“TIP Fields marked with "*" are mandatory when you pprove a Asset,
#TIP You can only ransfer an Asset whose status is ‘Complete',
“TIP Please enter Fields marked with "#" in Retrement / Disposal section o Transfer/Dipase when you Approve a Assef,

Reference ID : 2011304086

* assstCateqory ¢ | Offer Equipment
Hon-asset/Duplicate © Status ¢ Incomplete
* Purchasing Unit : 46061~ Northside Callege Prep Q * Asset Data Source : | Donated Assets | ¥

Current Owning Unit :
Parent Asset : Q

*aaset Description & [afm sax

Remarks :

Agset Comments :

Asset Detail | Affiliated Asset | Transfer / Disposal 0

Asset Location
* Serial Murrber : 97855 * Current Unit Location ¢ Northside College Prep
* agsatTag: NS Current Location Adcress : 5501 North Kedzie Avenue, Chicago, IL 60625
: !
* Make : |NE-345 e Tz 8
* Room Number / Description :
Model : [Alto 53¢

* Funding Seurce ; [School
* Condition : | Good (%

Anrual Physical Irventory Date : B
Person doing Physical Inventory : »

Done: il & Internet F100% -

Step Action

23. Go to the ""Room Type" field and click the drop down arrow. Select the room type
that best describes the location.

For this example, click the **VVoc Ed Class room”.




ORACLE Training Guide
UsER PRODUGTIVITY KT Fixed Asset Application - Phase II

ed Asset Inventory - Windows Internet Explorer

@.\. + | ] http:jcooridasns.csc.cps.K12.1Lus:B089/0A_HTHLIOA. jsp?page=fcpsforacle/sppsfeustosf o _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso v | ¢ | |

File Edt View Favorites  Tools  Help

+|

ACLE

Fixed Asset Detail

St | @ riced nsset ivertary = f-8

e

~ i Page + {} Tooks -

CPS Fixed Assets Application

Asset

FTIP Figlds marked with "** are mandatory when you dpprove & Asset
FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

Hor-4ssetDuplicate © Status ¢ Ineomplete
* Purchasing Unit : |46061- Northside College Prep Q * Asset Data Source ;| Donated Assets v

Current Owning Unit :

*asset Description @ [a(tg Sax

55t Comments ©

Asset Detail | Affiliated Asset || Transfer / Disposal §

* Funding Source ¢ |School

Annual Physical Irventory Date E]

Person doing Physical Inventory ©

Save/Update

Approve | [ Return Inquiry

Reference ID: 2011304086 * pgset Category | Other Equipment v

Parent Asset © Q

Remarks :

Location

* Serial Number : 97865 * Current Unit Location : |Morthside College Prep
* AssetTag: (NoteS Current Location Address : 5501 North Kedzie Avenue, Chicago, 1L 60625
'/ o Ed m v
*Make : |NE34S Roorm Type: Ed m

e
Model : |Alto 53-X

* Condition : | Good (v

Done

«4 start

A & Internet

Step

Action

24,

Enter the desired information into the ""Room Number / Description™ field.

For this example, enter "*503 / Band Room™".

25.

Enter the ""Donated Price"".

Note: The donated price is the current market value or the best estimated value of
an asset.

For this example, enter 550",
550
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@_.\:: + [ ] http:Jjcooridasts.csc.cps.K12.1.us:B089/0A_HTHLIOA. sp?page=fepsforaclefappsicu: _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | €| | | £
+
= . »
e & [gaxed Asset Inventory I 1 - B & - [page - @ Took -
¥ As5et DESCr 0N | | alm Sax -
Remarks :
Asset Comments :
Asset Detail | Affiiated Asset | Transfer / Disposal
Asset Location
* Serial Nurrber : | 97855 * Current Uit Location © Northside College Prep Q
* pssetTag: MOw S Current Location Adcress : 5501 North Kedzie Avenue, Chicago, IL 60625
: v
N Room Type : | Vor Ed Classroom
* Room Number / Description : [S03 / Band Room
Model : [Alto 53¢
* Funding Source : |School
* Condition : | Good (¥
Anrual Physical Irventory Date : B
Person doing Physical Inventory :
Purchase Details
* Donated Price © S50 Svendorbumper s [ |
* Estimated Date : B SvendorMeme: | |
Lease / Warrantee
Lease Type : v \harrantee Start Date
Lease Start Date : & \Warrantee End Date : b
Lease End Date : = Extended Support Start Date ©
Extended Support End Date ¢
b
http: k12.1l.us:8089/0A_HTML, =|cps/oracle]apps/custoaf I & Intermet H1o0% v

Step

Action

26. Enter the “Estimated Date” by clicking the "Calendar" icon.

The calendar opens.

Note: The Estimated Date is the date the asset was donated.
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@1:;, + [ http:jcooridasts.csc.cps.K12.1us:B089/0A_HTMLIOA. jsp?page=fcpsforacle/sppsfcustosf f _code=USBOAPMID=102377S8searchType=searchbfkQBSearchTypeso 3 | €| | X | [cocle |2
File Edit Visw Favotites Tools  Help
+
o & Pick a Date do ernet Explore =] & 2 - s
& - ~ |2 Page - {} Tools -
[‘6 e € hitp://cooridasts csc.cps, ki 2l us:8089/0A_HTMLjcabofisps ¥ & & @
@ |February v [2001 v|® a
Sun Mon Tue Wed Thu Fri Sat
W 3L 1 2 3 4 5
6 7 8 9 10 11 12
pecetpe@ill @ 14 15 18 17 1B 19
20 21 22 23 24 25 2
27 28 1 2 3 4 S .
Asset Location
* Current Unit Location - [Northside College Prep
@ romet 00 - Current Location Adcress 1 5501 North Kedzie Avenue, Chicago, IL 60625
FETET 5 Room Type : | Vor Ed Classroom
* Room Number / Description : 503 / Band Room
Model : [Alto 53¢
* Funding Source ;| School
* Condition : | Good |%
Annual Physical Inventory Date ©
Person doing Physical Inventory :
Purchase Details
* Donated Price © 550 * Yendor Mumber
* Estimated Date : * yendor Name
Lease / Warrantee
Lease Type : v \harrantee Start Date
Lease Start Date : \warrantee End Date : A
Lease End Date : Extended Support Start Date :
Extended Support End Date ©
b
A & Internet H100%

Search Desktop

Step Action

217. Select the “Estimated Date”.
For this Example, select February 19, 2011.

Note: Be sure to check the Month and Year.
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& Fixed Asset Inventory, - Windows Internet Exploren

Purchase Details

Lease / Warrantee

* Funding Source :
* Condition :
Annual Physical Irventory Date @

Person doing Physical Inventory ©

* Danated Price :
* Estimated Date : | IENGaewe]

School
Good (¥

* Wendor Number

* Yendar Mame

@.\. 5 =[] htpyjconridast.cac.cps. k1 2.i..5:3083]OA_HTHL{OA,jsp7page=cpsjoracle/appsfcustoct _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | ¢ | |
File Edit View Favorites Tools  Help
+
- — = »
w R [@axed Asset Inventory I 1 - B & - [page - @ Took -
*A5581 DESCI 0N © |l Sax -
Remarks :
Asset Comments :
Asset Detail Affiliated Asset | Transfer / Disposal
Asset Location
* Serial Murrber ¢ (97885 * Cuprent Unit Location ¢ Northsids College Prep Q
* pssetTag: MOw S Current Location Adchess : 5501 North Kedzie Avenue, Chicago, IL 60625
Room Type : | Ve Ed Classroom v
*wiake : [NE-345 i
* Room Number / Description : 503 / Band Room
wodel : [l 53-x

Lease Type : v \Warrantee Start Date =]
Lease Start Date : & \Warrantee End Date : B b
Lease End Date : = Extended Support Start Date © =]
Extended Support End Date @ =]
iF2) & Internet

Step

Action

28.

Enter the ""Vendor Number"'.

For this example enter, *'23405"".

29.

Enter the ""Vendor Name"".

For this example, enter ""Hulton"".

30.

Scroll up to review the asset record. Make sure all fields with an asterisk are

completed.

31.

Click the "'Save / Update'" button, to save the data entered into the system.

Note: The system will display a confirmation at the top.

Save/Update
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Step Action
32. Click the ""Approve" button to change the Status of the asset record from

Incomplete to Complete. Once record is successfully approved, the Approve button
will disappear from this page.

Note: Note: The system will display a confirmation at the top and the status will
change to ""Complete"'.

If the system displays an error message, go back and make sure data is entered in all
Required Fields identified with an asterisk.

Approve

33. Click the ""Return Inquiry" button, to go back to the Asset Inquiry page.
Return Inquiry

34. Congratulations! You have completed the lesson on creating a new "'Donated

Asset"" record.

End of Procedure.
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C. Creating arecord for a Manual Asset

Procedure

In this tutorial, you will learn how to create a record for a New ""Manual Asset"".

A Manual Asset is an asset whose record was not automatically created by the system.

Note: Thoroughly check the system for the asset record prior to entering a new asset record.

 Oracle Applications Home Page - Windows Internet Explorer,

- ‘g http:fjcoorldasi.csc. cps. k1 2.il.us:B083/0A_HTMLCA. jsp?0AFURc=0AHOMEPAGEGDas=NEAA L vSFSKFxVXRS2VnSg. . # 2| % P~
File Edit View Favorites Tools  Help
e
= 2 »
w R [ﬂovade Applcations Hame Page I 1 fi - B @ - [Page - & Tooks
o ]
ORACLE E-Business Suite
Logged In As PEMURPHY
Oracle Applications Home Page
Main Menu worklist
hesizonztzay| Ful List
3PS pudaet Transfer 2 Previous hlext 25 &)
: Appli From Type [subject [sent~  |pue
P Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnher : 100340, Trip Date: 16-Nov-2010} is Approved... 15-Nov-2010
& Incident Reportine Maritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber | 96023, Trip Date: 06-0ct-2010) is Approved... |01-Oct-2010
Elcps ntemal accountin Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 96214, Trip Date: 02-OCt-2010) is spproved...  01-Oct-2010
Beps pe postions Pairtter, Alice CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejected...  30-Sep-2010
cps Requestor - Unit 46061 Maritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber: 95881, Trip Date: 08-0ct-2010) is Approved...  27-Sep-2010
s sipans user Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95883, Trip Date: 01-0ct-2010) is Approved...  27-Sep-2010
(e student Travel Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95890, Trip Date; 23-Oct-2010) is rejected...  27-Sep-2010
BIces web Inguir Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurrber: 95895, Trip Date: 06-0ct-2010) is Approved...  27-Sep-2010
Ccps workfiow User weh (New Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-5ep-2010) is rejected..  24-Sep-2010
Bcespo ranorts Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date; 17-5ep-2010) is rejected...  24-Sep-2010
Ecpgw0 - Self Directed Schodls Rodgers, Barry  CPS Student Travel The Shudent Travel request (Request Number: 95865, Trip Date: 24-Sep-2010) is rejected .. 23-Sep-2010
Olpreferences sswa Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95521, Trip Date:: 07-0ct-2010) is Approved...  22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Dates 24-hov-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 95562, Trip Date: 03-hiov-2010) is Approved... 22-Sep-2010
Fainter, Alice  CPS Student Travel The Student Travel request (Request Nurmber: 94918, Trip Date: 08-Oct-2010) is Approved.., 21-Sep-2010
Murphy, Margaret CPS Wark Order Approval Wark Crcer 10-1-48349-0 fior 46061 - Northside College Prep has been Approved.... 07-Jan-2010 q
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74627} is Approved 23-Nov-2009
Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurrher: 74629) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber: 747:34) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74738} is Approved 23-Nov-2009
Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurrher: 74742) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher : 71445) is rejected... 16-NoV-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74363} is Approved 16-Now-2009
Moritz, Marissa  OPS Student Travel The Student Travel reguest (Request Nurrher: 74095) is Approved 16-Nov-2009 v
& Internet H100% v

Step Action

1. Click the “CPS Fixed Assets Application” Responsibility.
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£ Oracle Applications Home Page - Windows Internet Explorer,

@_’\ + | ] http:Jjcooridasns.csc.cps.k12.1Lus:B0B9/0A_HTHLIOA. jsp?0AFc=ORHOMEPAGEEDas=NEAR 1YSF3KFxVXS2VtnSg. %) [4][x] [socte (2]
File Edit Visw Favotites Tools  Help
o o [ {& Oracls Applcations Home Page
ORACLE‘ E-Business Suite
Logged In A5 PEMURPHY
Oracle Applications Home Page
Main Menu TR
Eps Budget Transfer 2 Previous Hext 25 &)
B P¢ps Fixed ssets Application e [rype subject jsent~  |pue
E Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 100340, Trip Date: 16-Nov-2010) is Approved... 15-Nov-2010
Physical Inventary. Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurnber: 96023, Trip Date: 06-Oct-2010) is dpproved...  01-Oct-2010
1Mass Transfer. Moriz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber : 95214, Trip Date: 02-0Ct-2010) is Approved... 01-Oct-2010
Mass Check In Pairter, slice  CPS Student Travel The Student Travel request (Request Nurmber: 95865, Trip Date: 24-Sep-2010) is rejected...  30-Sep-2010
IS ixpense - School Moritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber: 95881, Trip Date: 08-Oct-2010) is Approved.., 27-Sep-2010
EJcps neident Reporting Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95883, Trip Date: 01-0Ct-2010) is Approved...  27-Sep-2010
Eeps mtermal Accounting Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95890, Trip Date: 20-Oct=2010) is rejected...  27-Sep-2010
EJcps PC positions. Moritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber: 95895, Trip Date: 06-0ct-2010) is Approved.., 27-Sep-2010
EJcps Requestor - Unit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-5ep-2010) is rejected..  24-Sep-2010
Eeps sipass user Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date; 17-5ep-2010) is rejected...  24-Sep-2010
eps student Travel Rodgers, Barry  CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejectsd...  23-Sep-2010
EIces web tnaury Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95521, Trip Date: 07-0ct-2010) is Approved... 22-Sep-2010
E3eps Workfiow User web (New) Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Dates 24-hov-2010) is Approved... 22-Sep-2010
CPEPO Reports Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95562, Trip Date: 03-Now-2010) is Approved... 22-Sep-2010
EcPsWO - Sef Directed Schools Pairter, Alice  CPS Student Travel The Student Travel request (Request Wurber : 94918, Trip Date: 08-OCt-2010) is Approved...  21-Sep-2010
B preferences sawa Murphy, Margaret CPS Wark Order Approval Wark Crcer 10-1-48349-0 fior 46061 - Northside College Prep has been Approved.... 07-1an-2010 T
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurber: 74627) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher: 74629) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber: 74734) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurber: 74738) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher: 74742) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher : 71445) is rejected... 16-NoV-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber : 74363 is Approved... 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurrher: 74095) is Approved 16-Nov-2009 v
hitp: fjcooridasos 18089/0A_HTML/RF jsprfunction_id=10421808res; & Internet

/4 start 5 arch Deskiop

Step Action

2. Click the “Fixed Assets” link.

The Fixed Asset Inquiry page opens.

3. Click the “New Asset” button. The Fixed Asset Detail page opens.

Note: This screen has five sections:
1.General Information

2.Asset

3.Purchase Details

4 |_ease/Warrantee

5.Funding Source
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& Fixed Asset Inventory, - Windows Internet Exploren

@.\. 5 =[] htpyjconridast.cac. cps. k1 2.i.u5:3081OR_HTHL{DA,jsp7page=cpsjoracle/appsfcustoct f _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | | ¢ | | |2

File Edt View Favorites Tools  Help

L gt | @8 riced nsset ivertary | ] B - B & - [3Pose - £ ook -

ORACLE" cPs Fixed Assets Application

Fixed Asset Detail

Save/Update | [ Approve | | Return Inquiry

FTIP Figlds marked with "** are mandatory when you dpprove & Asset
FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

Refrence 0t 2011304007 PR

Hor-AssetDuplicate © Status ¢ Incomplete
* Purchasing Unit ;|| Q * hsset Data Source :
Current Gwning Unit :
Parent Asset © Q

* pisset Description ©

Remarks :

55t Comments ©

Asset Detail  affiliated Asset | Transfer / Disposal

Asset Location

* Serial Number : * Current Unit Location : Q

* Asset Tag © Current Location Adcress ©

* Room Number / Descriation :

Model :

* Funding Source ¢ |School

* Caondition : v

Annual Physical Inventory Date © =]
Person daing Physical Inventory b

& Internet

Step Action

4. Enter the appropriate Unit Number, at ""Purchasing Unit"".

For this example, enter 46061.

5. Go to the ""Asset Category™ field and click the drop down arrow.

6. Select the ""Asset Category"".

For this example, select "'Other Equipment™'.

Crittier Equiprment

7. Go to the ""Asset Data Source™ field and click the drop down arrow.

Note: The system will open the "Asset Data Source" field only after entering the
Purchasing Unit.

Select ""Manual™ as the "Asset Data Source".

Enter the "*Asset Description™.

For this example, enter "'Flute™
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Step Action

10. Enter the ""Serial Number™.

Note: Serial Number is not required if the Asset category is “Furniture” or
“Other.”

For this example, enter "'4765"

11. Enter the ""Asset Tag"" number.
Note: All assets must have an Asset Tag.

For this example, enter "*Note-5"".

12. Enter the ""Make"" of an asset.

For this example, enter "*Gemeinhardt".

@d Asset Inventory - Windaws Internet Explorer

q;;r - ‘g‘ hitp:/jcoorldasda.csc, cps. ki 2.1l.us: 8089/ OA_HTMLIOA, jsn?page=/cps/oracle/ appsicustoaf a _code=USBOAFMID=10237758searchType=searchifukQBSearchTypeso V‘ heallad |GD0\;|E ‘ﬂ i

File Edt View Favorites Took  Help

[+

v R [ﬁﬁxed asset Inventory B v B - hPage - (JTook v

ACLG‘ CPS Fixed Assets Application

Fixed Asset Detail

| save/update | | Approve | | Return Inquiry

TP Fields marked with "*" are mandatory when you Approve a Asset,
@ TIP You can only ransfer an Asset whose status is 'Complete',
TIP Flease enter Fields marked with "#" in Retrement / Disposal section i Transfer/Dipose when you Approve a Asset,

Reference ID : 2011304087 * Asset Cateqory :
Hon-asset/Duplicate © Status : Incomplete
* Purchasing Unit : 46061~ Northside Callege Prep | & * Asset Data Source
Current Owning Unit :

Parentasset: [ | @

* psset Description & [Fieg

Remarks :

Agset Comments :

Asset Detail | Affiliated Asset | Transfer / Disposal

Asset Location

* Serial Murnber ¢ [4675 feuretunttlocaten: | @

* AssetTag: |Note-S Current Location Address

*Make : |Gemeinhardt Room Type :

* Roam Number / Description ©

Model :

* Funding Source | School
* Condition : v
annual Physical Tventory Data
Person doing Physical Inventory L
Done il @ Internet:

Search Desktop
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Step

Action

13.

Enter the ""Model"* number.

For this example, enter ""Model 3 Flute™.

£~ Fixed Asset Inventory - Windows Internet Explorer [- =]

@'\:, |2 http:jcooridas

103.csc.cps.k12.il.us: BOB3{0A_HTHLI#, jsp?page=/cpsforacle/appsicustoct o _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | ¢ | | |IE2E

Fixed Asset Detail

w R [ﬂﬁxedﬂssellnventwy I_l fir - B - ® - [5hPage - G Tooks -
ORACLE

CPS Fixed Assets Application

#TIP Fields marked with "*"

=

Asset Detail  Affiliated

Asset

Annual Physical

Person doing Ph

ETIP Vou can only ransfer an Asset whose status is 'Complets'.
TIP Please enter Fields marked with "#" in Retirement / Dispasal section tn Transfer/Dipose when you dpprove 3 Asset,

Hon-Asset/Duplicate : Status : Incomplete

* Purchasing Unit : | 46051- Northeide Collsge Prep a * Asset Data Source |
Current Gwning Unit :

* psset Description @ [Fius

Save/Update | [ Approve | | Return Inquiry

" are mandatory when you Approve & Asset

Reference ID ¢ 5011304087 * Asset Category ¢ | Other Equipment ¥

Parent Asset © Q

Remarks :

set Comments :

Asset || Transfer / Disposal T

Location

Serial Number : |4675 * Current Unit Location : Q
* pssetTag : |Note-S Current Location Address :

* Room Number / Description ©
Model : [Model 3 Fiute Ho==iE

Furding Source : | Schoal

* Caondition : v

| Trventory Date : =]

wsical Inventory v

Done

<4 start 7 Fixed Ass

A & Internet H100% v
6 P

Step

Action

14.

Check the ""Funding Source"".

Note: System defaults “School” as the Funding Source. Since we are creating a
Manual Asset record, he Funding source is probably CPS.

Schiool

15.

Go to the ""Condition"" field and click the drop down arrow. Select the Condition.
Note: The Condition for all new assets should be Good.

For this example, select "*Good"".

16.

Go to the ""Current Unit Location” field and click the Magnifying glass.
The Search and Select page opens.
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g;: - ‘g hitp:/jcoorldasda.csc, cps. ki 2.1l.us: 8089/ OA_HTMLIOA, jsn?page=/cps/oracle/ appsicustoaf _code=USBOAFMID=10237758searchType=searchifukQBSearchTypeso V‘ healibad | ‘ Qi
A
= sarch a =] = § »
& e v [k page = () Tonk -
7{,&% £ http:f K12.il.us:B089/0A_HTMLjcabt *_t=FredR Cenc=LITF-88_minWidth=7508:_mirHeight=S508confighlame=0ACorfighcontextURT: &-8 % - [eeg od
Search and Select: Current Unit Location :
Cancel | | Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By [UnitName v | | 6o
Results
qory | Other Equiprent
select Quick Select Unit Number Unit Name Address Unit tatus
No search conducted, wrce ;| Manual
Cancel | [ Select
Asset Detail 0
< |3
Asset Done. & Internet H100% -
Serial Number : |4675 Current Unit Location :
* pgsetTag: |Now-S Current Location Adcress :
*Make : |Gemeihardt Foom e ¢
* Room Number / Description :
Model : [adlel 3 Flute et
* Funding Source : |School
* Condition : | Good
Arrual Physical Tnwentory Date: ©
Person daing Physical Inventory : oal
2 & Internet F100% -
B <)% sarem
H LAl L] M H
17. Click the drop down arrow at **Search By'* and select the Search Criteria.

For this example, click the Go button.

The system displays the search results.

There are five (5) ways to search for Current Unit Location:

1.Search by Unit Name and click the Go button

2.Search by Unit Number and click the Go button

3.Search by Unit Address and click the Go button

4.Search by Unit and click the Go button

5.0r, without entering any search criteria, click the Go button
to get a list of all units based on your unit security.

18. For this Example, click on “Unit Number"

19. Enter the search data.

For this example enter "*46061".

20. Click the Go button.

Go
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Step Action

21. Select the Unit by clicking the ""Quick Select™ button.

B3

ixed Asset Inventory - Windows Internet Explarer

@.\7 > ‘L hitp:/jcoorldasda.csc, cps. ki 2.1l.us: 8089/ OA_HTMLIOA, jsn?page=/cps/oracle/ appsicustoaf a _code=USBOAFMID=10237758searchType=searchifukQBSearchTypeso V‘ heallad | ‘P i
File Edt View Favorites Tools Help

i
o ot [@F\xedﬂssellnventmy I 1

ORACLE’ cpsFixed Assets Application

Fixed Asset Detail

“TIP Fields marked with "*" are mandatory when you pprove a Asset,
“TIP You can only ransfer an Asset whose status is 'Complets's

Reference ID : 2011304087
Hor-Asset/Duplicate :
* Purchasing Unit : |46061- Northside Callege Prep
Current Owning Unit :
Parent Asset : Q.

“TIP Flease enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve 3 Asset,

Save/Update | | Approve | | Return Inquiry

* Asset Categary @ | Other Equiprent ¥
Status ¢ Incomplete
 seset e e

* psset Description & [Fieg

Remarks :

Agset Comments :

Asset Detail | Affiliated Asset | Transfer / Disposal

Asset

* Serial Wurrber @ |4675

* AssatTag: |Mote-S

* Make 1 |Gemeinhardt

Model : |Model 3 Flute

* Funding Seurce : [School
* Condition : | Good (%

Anrual Physical Irventory Date : B
Person doing Physical Inventory :

Location

* Cuprent Unit Location : | Northside College Prep Q
Current Location Address @ 5501 North Kedzie Avenue, Chicago, 1L 60625

* Roam Number / Description :

jril & Internet

Step Action

22. G to the ""Room Type" field and click the drop down arrow.
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ventory - Windows Internet Explorer

@_.\:/ + | ] http:jcooridasns.csc.cps.K12.1Lus:B089/0A_HTHLIOA. jsp?page=fcpsforacle/sppsfeustosf f _code=USBOAPMID=102377S8searchType=searchbfkQBSearchTypeso 3 | €| | | [cocle

File Edt View Favorites  Tools  Help

o o [@axed Asset Inventory
ORACLE" cPs Fixed Assets Application

Fixed Asset Detail

| save/update | | Approve | | Return Inuiry

FTIP Figlds marked with "** are mandatory when you dpprove & Asset
FTIP Yiou can onily ransfer an Asset whase statls is Complete'.
FTIP Please enter Fiskds marked with "#' i1 Retrement / Disposal section o Transfer/Dinose wher you Approve 3 Asset.

Reference ID ¢ 5011304087 * Asset Category ¢ | Other Equipment ¥
Hor-Asset/Duplicate :

Status @ Incomplete
* Furchasing Unit : 4605 1- Norhside College Prep Q + sset Data Source |

Current Owning Unit :

Parent Asset © Q
*Asset Description : [Fit Admin Office
auditorium
Dedicated Computer Lab
Rermarks : D
Engineer's Room
Gym
ssset Comments : Hallway
Lunch Room
Asset Detail | Affiliated Asset | Transfer / Disposal Wedia Center Library 1
Micbile Computer Lab
Other
= Reg Classroom
Asset Location o
Special Ed Classroom
* Serial Nurmber : [4675 * Current Unit Location : | Teacher's Ofice:
* pssetTag: Mot S Current Location Adcress : | icago, 1L 60625
Room Type

* Make : |Gemeinhardt
Model : [Model 3 Fiute
* Funding Source ¢ |School
* Condition : | Good ¥

Annual Physical Irventory Date E]

Person doing Physical Inventory © &
Done A & Internet H 00 v
Search Deckiop 3 <

* Room Number / Descriation :

Step Action

23. Select the Room Type that best describes the location.

For this example, click the ""Voc Ed Classroom™.
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dows Internet Explorer

@_.:: + [ ] http:Jjcooridasts.csc.cps.K12.1us:B089/0A_HTMLIOA. jsp?page=fcpsforacle/sppsfeustosf f _code=USBOAPMID=102377S8searchType=searchbfkQBSearchTypeso 3 | €| | X | [cocle |2

File Edt View Favorites  Tools  Help

o e [@axednsgeuwenmy
ORACLE" cPs Fixed Assets Application

Fixed Asset Detail

Save/Update | [ Approve | | Return Inquiry

&TIP Fields marked with "*" are mandatory when you dpprove 3 Asset
TIP Yau can anly transfer an Asset whaose status is 'Complets'.
&TIP Please enter Fields marked with "#" in Retirement / Dispasal section tn Transfer/Dipose when you Approve 3 Asset,

Reference ID ¢ 2011304087 * Asset Category ¢ | Other Equipment ¥

Nor-asset/Duplicate : Statss ¢ Incomplete
* Purchasing Unit : 460 1- Northsice Callege Prep Q * Asset Data Source
Current Gwning Unit :
Parent Asset © Q

* psset Description @ [Fius

Remarks :

55t Comments ©

Asset Detail affiliated Asset | Transfer / Disposal

Asset Location

* Serial urrber @ 4675 * Current Unit Location - [Northside College Prep
[ Current Location Address : 5501 North Kedzie Avenue, Chicaga, IL 60625

Room Type : | Voo Ed Classroom v
* Room Nurmber / Description @ |305 / Band Room

* psset Tag :

* Make : |Gemeinhardt
Model : [Model 3 Fiute
* Funding Source ¢ |School
* Condition : | Good ¥

Annual Physical Irventory Date =]

Person doing Physical Inventory © v
Done A & Internet H1o0% v

Search Desktop

Step Action

24, Enter the desired information into the *"Room Number / Description® field.

For this example, enter "*305 / Band Room™.

25. Enter the ""Purchase Price”.

For this example, enter *'575"

26. Enter the “Purchase Date” by clicking the "Calendar™ icon.

The calendar opens.

=
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27 28 1 2 3 4 5§

€ Internet F100% -

* Funding Source : |Schoal
* Condition | Good [
Annual Physical Irventory Date @

Person doing Physical Inventory ©

Purchase Details

* Purchase Price : 575.00

* Purchase Date ©
Lease / Warrantee

Lease Type ¢ v
Lease Start Date :
Lease End Date :

@1:; + [ http:Jjcooridasts.csc.cps.K12.1us:B089/0A_HTHLIOA. jsp?page=cpsforacle/sppsfcustosf _code=USBOAFMID=102377S8searchType=searchbfkQBSearchTypeso 3 [ €| | X | [cocle P~
File Edit Visw Favotites Tools  Help
+
o & Pick a Date do ernet Explore =] & 2 - s
& - ~ |- Page - () Tools -
[‘6 e £ hitp:f/cooridasts csc.cps, ki 2ilus:8089/0A_HTMLjcabofisps ¥ &8 B4 @
@ |February v [2001 v|® a
Sun Mon Tue Wed Thu Fri Sat
W 3L 1 2 3 4 5
Asset Detail
6 7 8 9 10 11 12
1314 15 16 17 18 19
disset, 20 21 2 23 24 B/ 6 Logatiog

* Current Unit Locatior :
Current Location Address :
Room Type

* Roam Number / Description :

* Wendor Number

* Yendar Mame

Warrantee Start Date

\Warrantee End Date
Exterided Support Start Date ©
Extended Suppart End Date :

Morthiside Callege Prep

5501 North Kedzie Avenue, Chicaga, IL 60625
“or Ed Classroom v

305 / Band Room

Save/Update | | Appi Return Inquiry | &

A & Internet H 100%

Search Desktop

Step Action

27. Select the “Purchase Date” of the Asset.

For this example, please select February 17, 2011.

Note: Make sure to check the Month and Year.
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7 Fixed Asset Inventory - Windows Internet Explorer &l
@.\.H 5 =[] htpyjconriast3.cac.cps. K1 2.ius: 083/ OA_HTHL{DA,jsp7page=cpsjoracle/a _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | €| | | | |2
File Edit View Favorites Tools  Help

+
R T — = BB B [P Gess - 7
— Remarks :

#sset Comments ©

Asset

Purchase Details

Lease / Warrantee

* Serial Nurmber :

Model :

* Funding Source :

* Condition :

Annual Physical Irventory Date @

Person doing Physical Inventory ©

* Purchase Price :

* Purchase Date :

Lease Type ¢
Lease Start Date ©
Lease End Date

Asset Detail | Affiliated Asset | Transfer / Disposal

4675

rvindel 3 Flute

schaol
Good v
=]

I
L ]

575.00
17-Feb-2011 | @

8]
]
]

Location

* Current Unit Locatian :
Current Lacation Address @

* Roam Number / Description :

* Wendor Number

* Yendar Mame

Wiarrantee Start Date
\Warrantee End Date

Exterided Support Start Date ©

Extended Suppart End Date :

Morthside College Prep

* AssetTag: |Mote-S 5501 North Kedzie Avenue, Chicago, IL 60625
8 -
* Make : |Gemeinhardt Room Type : | Vo Ed Classroom

305 / Band Room

il

3

Save/Update | | Approve | [ Return Inquiry | &
iF2) & Internet H100% v
|2 R )% 4:40pM

Step Action

28. Enter the ""Vendor Number"'.

For this example, enter the ""1234"" as vendor number.

29, Enter the ""Vendor Name"*

For this example, enter ""Music Arts"".

30. Scroll up to review the data entered into the system.

31. Click the "*Save / Update'* button, to save the data entered into the system.

Note: The system will display a confirmation at the top.
Save/Update

32. Click the **Approve' button to change the Status of the asset record from
Incomplete to Complete. Once record is successfully approved, the Approve button
will disappear from this page.

Note: Note: The system will display a confirmation at the top and the status will
change to ""Complete".

If the system displays an error message, go back and make sure data is entered in all
Required Fields identified with an asterisk.
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Step Action

33. Click the ""Return Inquiry"* button, to go back to the Asset Inquiry page.
Return Inquiry

34. Congratulations! You have completed the lesson on creating a new **Manual

Asset"" record.

End of Procedure.
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10. Completing an Asset Record

The Fixed Asset system automatically adds a record for assets purchased through a Purchase
Order from the Purchasing System. These system-created records will include assets purchased
at $500 or more, using non-Federal dollars, and at $50 or more if the assets are purchased using
Federal dollars. The status of these asset records are Incomplete. Units are required to enter
missing data to Complete the asset record.

In this tutorial, you will learn how to find all asset records in In-Complete status; add missing
data and Complete the asset records.

o Each school/department must add all required data to asset records in order to
Complete it. Records should be maintained throughout the year. After receiving an
item in the Purchasing system, go directly to the Fixed Asset system and Complete
the record.

e In addition to completing the Physical Inventory, schools/departments are required to
Complete all asset records by June 30.

Procedure

In this tutorial, you will learn how to find all asset records in **In-Complete status”; add missing
data and Complete the asset records.

® Oracle Applications Home Page - Windows Internet Explorer

@ (o) = |2 bitp:Jjcoordasna.csc.cps.k12.1.us:BOBS]OR_HTHLIOH, jsp7 ORFunc=ORHOMEPAGE w[4][x] [ |[2]-
File Edit View Favorites Tooks  Help
+
— T = »
w R [ﬂovade Applcations Hame Page I 1 fi - B @ - [Page - & Tooks
ORACLE" E-Business Suite
Logged In As PEMURPHY
Oracle Applications Home Page
Main Menu worklist
Full List
3PS pudaet Transfer <) Pravious hlext 25 (3
a3 lication From Type [subject [sent~  |pue
Hexpand e IExpense - School Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnher : 100340, Trip Date: 16-Nov-2010} is Approved... 15-Nov-2010
CPS Incident Reportin Maritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber | 96023, Trip Date: 06-0ct-2010) is Approved... |01-Oct-2010
Elcps ntemal accountin Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 96214, Trip Date: 02-OCt-2010) is spproved...  01-Oct-2010
CP'S PC Positions Pairtter, Alice CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejected...  30-Sep-2010
CPS Requestor - Unit 46061 Maritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber: 95881, Trip Date: 08-0ct-2010) is Approved...  27-Sep-2010
CPS SIPAAA User Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95883, Trip Date: 01-0ct-2010) is Approved...  27-Sep-2010
CPS Student Travel Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95890, Trip Date; 23-Oct-2010) is rejected...  27-Sep-2010
CPS Web Inguir: Maritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber: 95895, Trip Date: 06-0ct-2010) is dpproved...  27-Sep-2010
CPS Workfiow User Web (Hew Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-5ep-2010) is rejected..  24-Sep-2010
CPSPO Renorts Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date; 17-5ep-2010) is rejected...  24-Sep-2010
CPSWO - Self Directed Schools Rodgers, Barry  CPS Student Travel The Shudent Travel request (Request Number: 95865, Trip Date: 24-Sep-2010) is rejected .. 23-Sep-2010
Olpreferences sswa Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95521, Trip Date:: 07-0ct-2010) is Approved...  22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Dates 24-hov-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 95562, Trip Date: 03-hiov-2010) is Approved... 22-Sep-2010
Fainter, Alice  CPS Student Travel The Student Travel request (Request Nurmber: 94918, Trip Date: 08-Oct-2010) is Approved.., 21-Sep-2010
Murphy, Margaret CPS Wark Order Approval Wark Crcer 10-1-48349-0 fior 46061 - Northside College Prep has been Approved.... 07-Jan-2010 q
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74627} is Approved 23-Nov-2009
Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurrher: 74629) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber: 747:34) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74738} is Approved 23-Nov-2009
Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurrher: 74742) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher : 71445) is rejected... 16-NoV-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74363} is Approved 16-Now-2009
Moritz, Marissa  OPS Student Travel The Student Travel reguest (Request Nurrher: 74095) is Approved 16-Nov-2009 v
MLJOA, jsp7OAFUNC=OAHOMEPAGE # 0 Internet.
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Step Action

1. Click the “CPS Fixed Asset Application” Responsibility.

2. Click the “Fixed Assets” link.

The Fixed Asset Inquiry page opens.

= Fixed fisset Inquiry - Windows Internet Explorer

@.\. 3+ | 2] httpyjcooridast.cac.cps K1 2.1.u5:8083/0A_HTHMLIRF jspifunction id=10421898resp_id=626-+0Eresp_opp_id=20003ksecuriy_oroup,_id=Nelang_cod=Usiparams=MqWasCISNLI0R6aKEICozaTk rFSmnfer | 44| 3¢ | | |2E

Fle Edt View Favorites Tools  Help

it

>

* & [ﬂﬁxedﬂsseunuuw I_} fi - B ® - [rage - @rooks v 7

ORACLE" cPs Fixed Assets Application

n Navigator v B8 Favorites v Home Logout Prefare

Fixed Asset Inquiry

simple Search

Note that the search is case insensitive

P ermERET) £

* Qumer Unit : Q Status b
Fund : Q Mon Asset | v
fr— Q Vendor Name

PO Number ; Serial Nurber
Asset Descrption : Asset Tag

Furchase Price Ranges : To Raorn No/Description :
Furchase Date Ranges © B To| | @ * show Resuls For: | Asset Detalls ¥
Creation Date Ranges : B To| | @ Transferred Out v

Lacation Q

| Go | | Clear

Asset Detail | New Asset || Export | Action History |

Select Reference ID

Asset Description Asset Tag Serial Number Yendor Name/Make Purchase Date Purchase Price Status Funding Source Location/Room Inactivate Reason/Remarks Budget Line
Mo search conducted,

Home Logout Praferances

Done

& Internet

Step Action

3. Enter the ""Owner Unit number"'.

For this example, please enter 46061

4. Go to the "'Status™ field and click the drop down arrow.

5. Select the ""Incomplete™ status.

Incomplets
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Step Action

6. Click the Go button.

Note: The system will display a list of all asset records in Incomplete status.
Go

7. Select the record by clicking on the Reference 1D of the asset record you want to
complete.

The system will open the Asset Details to the selected record.
Note: To open Asset Details:

(1) Click on the Reference ID of the asset record; or
(2) Click the Radio Button of the asset and then click the Asset Detail button.

For this example, click at the reference ID- "*330561"".

{2 Fixed Asset Inventory - Windows Internet Explorer,

@.\7 e ‘é hitp:/jcoorldasns.csc.cps. k1 2.i.us: 8089/ OA_HTMLIGA, jsp?page=/cps/oracleappsicustoaf _code=US80AFMID=10237758searchType=searchafwkQBSearchTypese V‘ #2|[X | ‘P i

File Edt View Favorites Took  Help

[

o 4t [ﬁﬁxed Asset Invertory lil
ORACLE’ cpsFixed Assets Application

Fixed Asset Detail

Save/Update | | Approve | | Return Inquiry

“TIP Fields marked with "*" are mandatory when you pprove a Asset,
#TIP You can only ransfer an Asset whose status is ‘Complete',
“TIP Please enter Fields marked with "#" in Retrement / Disposal section o Transfer/Dipase when you Approve a Assef,

Reference ID : 330561 * asset Cateqory
NorvAsset/Duplicate : Stats ¢ Incomplete
* AssetData Source | Oracke Purchasing
Twoice Number @ XCN7EMDF4 Q
Purchase Price © 32,208.00

Furchaging Unit : 46061 - Northside Callege Prep
Current Owning Unit * - 45061 - Northside College Prep
Parent Asset :

* pisset Description ©

Remarks :

As3et COMMENtS © This is an Oracle Purchsasing Asset(TECHXL vendors).

Asset Detail | Affiliated Asset | Transfer / Disposal

Asset Location
* Serial Number :  13wW1CG1

Current Unit Location : 46061 - Northside Callege Prep
* AssetTag: 50658071

Current Location Address @ 5501 North Kedzie Avenue ,Chicago 1L 60625
* Wake : DELL M

Room Type ©
Model : DELL OPTIPLEX 755

* Room Nurer /Deseription
* Funding Source :  CTE

PO Number : 1537420
Condition : | Goad ¥ PO DA ¢ 23-viay-2008
Anrual Physical Irventory Date : =] Vendor Nurmber ;44646
Person doing Physical Inventory : Vendor Name : DELL MARKETING L,
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Step Action

8. Enter data for all Required Fields identified with an asterisk.

Note: Data must be entered in all Required fields in order to Complete the asset
record.

For this example, we are adding the missing date like "' Asset Category", ""Room
Type™, and ""Room Number / Description™.

Go to the ”Asset Category” and click the drop down arrow.

9. For this example, select ""Computer Equip' as the Asset Category.

10. Go to the ""Room Type" and click the drop down arrow.

Note: This is not a Required field.

11. For this example, select "'Dedicated Computer Lab".

12. Enter the desired information into the ""Room Number / Description™.

For this example, enter 219 / Computer Lab.

13. Scroll up to review the asset record. Make sure data is entered for all Required fields
identified with an asterisk.

14. Click the "'Save / Update'" button, to save the data entered into the system.

Note: The system will display a confirmation at the top.

Save/Update

15. Click the ""Approve" button to change the Status of the asset record from
Incomplete to Complete. Once record is successfully approved, the Approve button
will disappear from this page.

Note: Note: The system will display a confirmation at the top and the status will
change to ""Complete™.

If the system displays an error message, go back and make sure data is entered in all
Required Fields identified with an asterisk.

Approve
16. Click the ""Return Inquiry" button, to go back to the Asset Inquiry page.
17. Congratulations! You have completed the lesson on how to Complete an Asset
Record.

End of Procedure.




Training Guide v
F'Xed Asset Appllcat|0n - Phase 1 USER PRODUCTIVITY KIT

11. Non-Asset / Duplicate

Asset records are automatically created from purchase orders that are $500 or more (non-federal
funds) and $50 or more (federal funds) and where the furniture, equipment and supply accounts
were used. Therefore, some records may be created for items that are not assets (for example,
paper, postage, tee-shirts, etc.). And, duplicate asset records may have been created manually or
from the system. These records will need to be removed from the asset inventory by marking
them as a “Non-Asset/Duplicate record.

An asset record can be marked as a Non-Asset/Duplicate one record at a time or multiple records
at a time:

e Mark asingle asset record from the Asset Detail page
o Mark multiple asset records from the Physical Inventory — Mass Update Fields
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A. Non-Asset / Duplicate from Asset Details Page — A Single

Record

Procedure

In this tutorial, you will learn how to mark a single asset record as a ""Non-Asset /

Fixed Asset Application - Phase |l

Duplicate' from Asset Detail Page.

Oracle Applic:

s Home Page - Windows Internet Explorer,

Training Guide

Kzl

@‘\i/" \a

Fle Edt vew

Favories

Took  Help

0 &2 | @ orack dppcations Home Page

ORACLE"

E-Business Suite

B Favorites ¥

Logged In As PEMURPHY

Kizilus: HTNLOA jsp

Oracle Home Page
Main Menu e
Personalize e
[ cps Budaet Transfer From [Type [subject [sent~  [pue
[ [CPS Fxed Assote Application} Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been appro 28-Feb-2011
Flens iExpense - School Kaicae D)
T mr— Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been approved 27-Feb-2011
Bl ces sl Accantng fa e et — —
) cos pC potns Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has bee 27-Feb-2011
DS PCPostons Margaret Invent
£0o5 Reoussror - Uni 46061 Painter, Alice  CPS Student Travel (Request Number: 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
DI cos spana ser
CPS Student Travel Moritz, Marissa |CPS Student Travel  The Student Travel request (Request Number: 104501, Trip Date: 15-Apr-2011) s | 11-Feb-2011
E3ps web Ingury rejected
£ co workflow user reb (tew) Painter, Alice  CPS Student Travel  The Student Travel 104653, Trip Date: 10-Feb-2011) s |11-Feb-201L
B1cpsp0 Reports Approved...
Elswo-s Schooks Moritz, Marissa |CPS Student Travel | The Student Travel request (Reques! Number: 104203, Trip Date: 15-Apr-2011)is | 03-Feb-2011
=) rejecte
Murphy, (CPS Work Order Approval Work Order 10-1-48849-0 for 46061 - Northside College Prep has been Approved. 07-3an-2010
Margaret
Moritz, Marissa  CPS Student Travel  The Student Trav (Request Number: 74627) s Appro 23-ov-2009
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 74629) is Approved, 23-1iov-2009
Moritz, Marissa _ CPS Student Travel  The Student Tray (Request Num 23-Nov-2009
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 74738) is Approved 23-ov-2009
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 74742) is Approved 23-Nlov-2009
Moritz, Marissa  CPS Student Travel  The Student Tray (Request Number: 71445) s rejected.. 18-lov-2009
Moritz, Marissa  CPS Student Travel  The Student Travel r 74369) is Approved 18-ov-2009
Moritz, Marissa  CPS Student Travel  The Student Tray 4095) is Approve 16-ov-2009
Moritz, Marissa _ CPS Student Travel  The Student Tray 73922) s Agpro 16-Nov-2009
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request lumber: 73080) is Approved 03-Nov-2009
Moritz, Marissa _|CPS Student Travel _ The Student Travel request (Request Number: 72581) is Approved 03-Nov-2009
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 69702) is Approved 05-0ct-2008
Nantwi, Lydia|CPS Student Travel | The Student Travel request (Request Number: 60132) is Approve 27-Apr-2009
TIP Vacation Rules - Redirect or auto-respond to notiications.
TIP Worklst Access - Specify which users can view and act upon your notfications.
@ trcernet T ©

= <

Action

1. Click the “CPS Fixed Assets Application” Responsibility.

2. Click the ""Fixed Assets" link.

Note: The Fixed Asset Inquiry pages opens.
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2 Fixed Asset Inguiry - Windows Internet Explorer

G- e 2 s

_HTHLJRF jspfunction_ i X _appl_i

_aroup.id=08lang_code=UStparans:

=mawasc: v | 49| x| [ 2]~

Fle Edt View Favories Toos Help

v de [Emed Asset Inquiry

Fixed Asset Inguiry

ORACLE' cPs Fixed Assets Application

M Navigator ¥

B Favrites ¥

Diagnostics Home Logout Preferences

[ Poge - 5 Tooks -

f-8 -

Hote that the search is case insensitive

Simple Search

s I FmimmGETE 5
* Oumer Unit Q Status e
Fund Q Non Asset v
EarEs Q Vendor Name

Serial Number

PO Number
Asset Description

Asset Tag :

Purchase Price Ranges : To| ] Room Ho/Description
Purchase Date Ranges @ Tol |8 = Show Results For: | Asset Detalls %)
Creation Date Ranges : @ To| | @ Transferred Out v

Location Q

[ Go | [ clear

Asset Detail || New Asset || Export || Action History |

Select Reference ID.

About this Page  Privacy Statement

Asset Asset Serial Vendor Purchase Purchase Funding Inactivate Budget
Description  Tag Number  Name/Make Date i ce Location/ [Remarks Line

No search
conducted.

Diagnostics Home Logout Preferences
(Copyright (c) 2008, Oracle. Allighs ressrvea

@ Intermet H100% v
B %2 % ® nmoam

Action

Enter the ""Owner Unit"".

For this example, enter unit number as ""46061"".

Search and find the asset record to mark as a Non-Asset / Duplicate™.

Note: Search by:
(1) Using the search fields and clicking the Go to find specific records, or
(2) With no search criteria entered, clicking the Go button to view all asset
records.

For this example, Click the Go button.
GO

Open the asset details of the asset records by

(1) Clicking on the link of the Reference ID; or

(2) Clicking the Radio Button of the asset and then clicking the Asset Detail button

For this example, click the link to the reference ID- *'2011438825".

Once the Asset Details page opens, click the drop down arrow at "*Non-Asset /
Duplicate"

Note: The default value at **Non-Asset / Duplicate™ is "*No"*
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Go- o e

_HTML{OR,

¥ [#2][%] [co0ge (2]

Fle Edt View Favortes Took Help

e [ EFixed Asset Invetory

’7 v B) @ v [bpage - GpTook -

ORACLE" cpsFixed Assets Application

Fixed Asset Det;

i Navigator v B Favorites v

Diagnostics Home Logout Pref

“TIP Fields marked with ™" are mandatory v

hen you Approve a Asset.

S TIP You can only transfer an Asset whose status is 'Completa’.
STIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

[ savefupdate | [ Approve | | Return inquiry

Reference ID : 2011438825 = Asset Category v
Non-Asset/Duplicate : Incomplete
purchasing unit :  [ZSgliNorthside College Prep = Conversion-FY09
Current Owning Unit : [No___|Northside College Frep Q
FarentAsset: | | &

=Asset Description

Remarks

Asset Comments :

Violin

This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail || Affiliated Asset | Transfer / Disposal

Asset Location
* Serial Number @ |2431 * Current Unit Location : 46061 - Northside College Prep Q
- AssetTag: |Note s Current Location Address : 5501 North Kedzie Avenue ,Chicago ,IL 60625
= ok - [pass Room Type
= Room Nurmber / Descrpton
Model :

* Funding Source
= Condition :

Annual Physical Inventory Date
Person doing Physical Inventory

Lease / Warrantee

Lease Type :
Lease Start Date
Lease End Date :

school
Good ¥
&

Warrantee Start Date :

Warrantee End Date

Extended Support Start Date

Extended Support End Date ;

E & @ &

pone

@ Internet H100%

Search Deskiop

Action

Yes

Select ""Yes" to mark an asset record as a ""Non-Asset / Duplicate".
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2 Fixed Asset Inventory - Windows Internet Explorer
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O~ [Enw K12.15,8088/0A_HTHL[OA _cogemsac

Fle Edt View Favories Toos Help

v [@axed Asset Inventory
ORACLE’ cPsFixed Assets Application

T Navigator v B% Favorites v

Fixed Asset Detail

Diagnostics Home Logout Preferences

# TIP Fields marked with "=" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status is 'Complete’,
TIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID : 2011438825
Non-Asset/Duplicate :

*hsset Deseription : yjqlin

Remarks

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File,

Asset Detail | Affiliated Asset  Transfer / Disposal

= Funding Source : |School
* Condition : | Good ¥
Annual Physical Inventory Date B

Person doing Physical Inventary :

Lease / Warrantee

= Asset Category :

Status :
Purchasing Unit : 46061 - Northside College Prep * Asset Data Source
Current Owning Unit : 46061 - Northside College Prep Invoice Number :
Parent Asset Q

save/Update

Approve | | Return Inquiry

Non-Asset / Duplicate
: Conversion-FY09

46061 - Northside College Prep Q
5501 North Kedzie Avenue Chicago (1L 60625

Asset Location
= Serial Number : [2431 * Current Unit Location :
= AssetTag : [Note 5 Current Location Address
= Make : [A440 Room Type
* Room Number / Description :
Model :

Lease Type : > Warrantee Start Date:

Lease Start Date B Warrantee End Date :

Lease End Date B Extended Support Start Date

1 @ & @

@ remer oo -

= <

Step Action

8. Click the "*Save/Update'" button.

seen or included in the Physical Inventory.
Save/Update

Note: Status changes to ""Non-Asset / Duplicate' and this asset record will not be

9. Click the "'Return Inquiry"* button to go back to the Fixed Assets Inquiry page.

Return Inquiry

10. Congratulations! You have completed the lesson to Mark A Single Record as a

""Non-Asset Duplicate' from Asset Details page.

End of Procedure.




ORACLE’

USER PRODUCTIVITY KIT

B. Non-Asset / Duplicate from Physical Inventory Page -

Multiple Records

Procedure

In this tutorial, you will learn how to mark multiple asset record as ""Non-Asset /

Duplicate' from the Physical Inventory page.

Fle Edt View Favories Took Help

% & [@ovade Applcations Home Page [7 - B
ORACLE" E-Business suite

£ Favorites v

Logged In As PEMURPHY

@TIP Vacation Rules - Redirect or auto-respond to notifications.
Worklist Access - Specify which users can view and act upon your notifications.

Oracle Applications Home Page
Main Menu e
Personalize Tol LSt
£ cps Budget Transfer From [Type [sut [sent - [pue
[ [cS Foced Assets Aplicatior] Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been appro 28-Feb-2011
L F——— Margaret Inventory
| S —— Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been approved 27-Feb-2011
3 cps mtemal Accounting e DS = — —
=) Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
Dm Margaret Inventory
DMM Painter, Alice  CPS Student Travel The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
CPS SIPAAA User Approve
B3PS Stugent Trvel Moritz, Marissa  CPS Student Travel The Student Travel st (Request Number: 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011
B3 cps web maury rejected
3 cos workflow User Web (New) Painter, Alce  CPS Student Travel The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
DI cpseo Reports Approved...
B3 cpswo - seff Directed Schogls Moritz, Marissa  CPS Student Travel The Student Travel st (Request Number: 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
rejected
Murphy, CPS Work Order Approval Work Order 10-1-48845-0 for 46061 - Northside College Prep has been Approved 07-Jan-2010
Margaret
Moritz, Marissa  CPS Student Travel The Student Travel raquest (Request Number: 74627) is Approved 23-Nov-2008
Moritz, Marissa  CPS Student Travel The s uest (Request Number: 74620) is Approved 23-Nov-2008
Moritz, Marissa  CPS Student Travel The Stu 74734) is Appro; 23-Niov-2008
Moritz, Marissa  CPS Student Travel 74738) is Approve: 23-Nov-2009
Moritz, Marissa | CPS Student Travel 74 23-Nov-2009
Moritz, Marissa  CPS Student Travel ( 7144 d... 18-Nov-2008
Moritz, Marissa  CPS Student Travel Student Travel request (Request Number: 74369) is Approved 18-Nov-2008
Moritz, Marissa  CPS Student Travel Student Travel request (Request Number: 74005) is Approved 16-Nov-2008
Moritz, Marissa  CPS Student Travel Student Travel reque 16-Niov-2008
Moritz, Marissa  CPS Student Travel The Student Travel 3080) is Approved 03-Nov-2009
Moritz, Marissa | CPS Student Travel The Student Trav 581) is Appro 03-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 69702) is Approved 05-0ct-2009
Mantwi, Lydia  CPS Student Travel The Student Trau (Request Number: 60132) is Appro: 27-Apr-2009

it cooridasna. cst.cps KIZ.1.us:B089/OA_HTMLIOA, jsp70AFun:

H as=quysBHEXCoBsTbkXi%AuD. # @ Intermet

2

Training Guide
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Action

Click the “CPS Fixed Assets Application” Responsibility.
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£ Oracle Applications Home Page - Windows Internet Explorer

@\, ) (&t 5 csc.ps. K1 2..us:8083/0_HTHL]OA. JspTOAFLNC=0AH + v [#][x] | 2]~

Fle Edt View Favories Toos Help

e 4| @ orack appcations HamePage

ORACLE' EBusiness suite

£ Favites v Diagnostics Logout Preferences Help

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu S
Personalize -
Full List
3 ¢cps Budget Transfer From Type Subject sent~  [pue
Murphy, CPS Fixed Assets ¥ 4606 28-Feb-2011
Margaret Inventory
Murphy, CPS Fixed Assets 27-Feb-2011
Margaret Inventory
Murphy, CPS Fixed Assets 27-Feb-2011
Margaret Inventory
Painter, Alce  CPS Student Travel 17-Feb-2011
CPS Incident Reportng
CPS Intemal Accounting Moritz, Marissa  CPS Student Travel 11-Feb-2011
Painter, Alce  CPS Student Travel 11-Feb-2011
Moritz, Marissa  CPS Student Travel 03-Feb-2011
Murphy, CPS Viork Order Appro 07-Jan-2010

Margaret
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Meoritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Mantwi, Lydia CPS Student Travel
*TIP Vacation Rules - Rediract or auto-resp
“TIP Worklist Access - Specify which users can view and act upen your notifications.

23-Nov-2000
23-Nov-2000
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2000
16-Nov-2000
03-Nov-2009
03-Nov-2009
05-0ct-2009
27-Apr-2009

hittp: jjooridast3. esc.cps K12.ilUsB0B9/0A_HTMLIRF jsp2function_i i »_appl_i /_aroup_id= @ Intermet

100%

2

Step Action

2. Click the ""Physical Inventory" link.

The Fixed Asset Inventory (Physical Inventory) page opens.

Ephysical Invento

3. Enter the ""Current Location Unit"".

For this example, enter *'46061"".

4, Click the Go button.

Note: Search and find the asset records to mark as a ""Non-Asset / Duplicate™".
Go

5. Review the records displayed at bottom of page.

Select the records to mark as Non-Asset/Duplicate, by clicking the ""Select' check
box for each asset record that you would like to mark.

For this example, reference ID "*8190" is selected as the first record.

6. For this example, reference ID ""8241" is selected as the second record.

O
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Step Action
7. For this example, reference ID "'8327" is selected as the third asset to mark as ""Non

Asset/Duplicate™".

=

8. In the ""Mass update Fields'" section, click the drop down arrow at "'"Non-Asset/
Duplicate.
9. Select ""Yes" to mark the asset records as ""Non-Asset / Duplicate™.
Yes
10. Click the "*Save button.
Note: Status changes to ""Non-Asset / Duplicate' and these asset records will not
be included in the unit's Physical Inventory.
Save
11. Congratulations! You have completed the lesson on marking multiple asset

records as ""Non-Asset Duplicate™ from Physical Inventory page.

End of Procedure.
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12. Transfer / Disposal

Board Policy 04-0526-PO1 requires all assets to be taken off the Asset Register when transferred
or disposed. Any assets purchased with grant funds must be disposed of following grantor
guidelines. Transfer and disposal procedures vary according to the determination of functionality
of the asset. See the policy for details.

The asset record must be updated to reflect the "Asset Transfer/Disposal”.
There are nine (9) ways to Transfer/Dispose of an asset:

(1) Transfer to Employee
(2) Transfer to School/Dept.
(3) Transfer to Student

(4) Transfer to Others

(5) Lost/Stolen

(6) Disposal — Retirement
(7) Disposal — TechXL

(8) Disposal — Donated

(9) Disposal — Sale

A Transfer/Disposal can only be done when the asset record is in Complete status with the
exception of Transfer to School/Dept. and Lost or Stolen.

Assets can be transferred or disposed of one record at a time from the Asset Detail page or
multiple records at a time from the Mass Transfer link.

Transfers can be Temporary or Complete.

e Temporary Transfers refer to assets temporarily provided or on loan to a
person, school or department.

Requires receiving unit’s approval and acknowledgement of the asset.
Receiving unit is responsible for updating the Physical Inventory data.
Owning unit responsible for maintaining the asset record.

Transfers to Employee and Students can only be Temporary Transfers.

O O oo

e Complete Transfers refer to assets permanently given away.

0 Requires receiving unit’s approval and acknowledgement of the asset.
0 Transferred asset is responsibility of the receiving unit. Physical Inventory and asset data
must be maintained.
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A. Transfer to Employee

Transfers to Employees can only be made, when an asset record is in "Complete" status
and can only be "Temporary".

Procedure
In this tutorial, you will learn how to "' Transfer an Asset to an Employee™.
Note:

These Transfers can only be Temporary Transfers.
The asset record must be in Complete status before completing a Transfer.

et Explorer

~ [€] https/Jcoorldast.csc cos.ki2.us:8089/0A_HTHLIGH, jsa70AFUNG=0AHOMEPAGE | [*2] %] | J[2]-
File Edit View Favorites Took  Help
b
v & [@Ovade Applcations Home Page I 1 v B # v [2hPage -+ () Took -
ORACLE" E-Business suite
Logged In A5 PEMURPHY
Oracle Applications Home Page
Main ey Worklist
personalize e
Bl cps pudoet Transfer 9 Previous Next2s @
s e T From [Type [subject [sent+  pue
EXDE IExnense - Schoal Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber : 100340, Trip Date: 16-Nov-2010) is Approved... 15-Nov-2010
£ Incident Reportin Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurnber : 95023, Trip Date: 06-Oct-2010) is Approved... 01-Oct-2010
Bps ntermal Accountin Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 96214, Trip Date: 02-0ct-2010) is Approved... |01-Oct-2010
Blcps p¢ positions Pairter, Alice CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejected...  30-Sep-2010
P Requestor - unit 46051 Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurnber: 95831, Trip Date: 08-Oct-2010) is Approved... 27-Sep-2010
Blps spans User Moritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber : 95883, Trip Date: 01-0ct-2010) is Approved...  27-Sep-2010
CPS Student Travel Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95890, Trip Date: 29-0ct-2010) is rejected. 27-Sep-2010
Elcps web nquir Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number ; 95895, Trip Date: 06-0Ct-2010) is Aporoved..,  27-Sep-2010
s workfiow User web (hew Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Epspo Reports Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Ecpowo - seff Dierted Schnols Rodgers, Barry  CPS Student Travel The Student Travel request (Request Number: 95865, Trip Date: 24-5ep-2010) is rejected..  23-Sep-2010
Blpreferences sswa Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 95521, Trip Date: 07-Cct-2010) is Approved...  22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Date: 24-Nov-2010) is Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber: 95562, Trip Date: 03-Nov-2010) is Approved,.. 22-Sep-2010
Fainter, Alice  CPS Student Travel The Student Travel request (Request Nurnber: 94918, Trip Date; 08-Oct-2010) is Approved... 21-Sep-2010
Murphy, Margaret CPS Work Order Approval Work Orcer 10-1-48345-0 for 46061 - Northside College Prep has been Approved. 07-1an-2010 A
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurher: 74627) is Approved. 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74629) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74734} is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 74738) is Approved... 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74742) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnher : 71445) is rejected, 16-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurrher: 74363) is Approved 18-No-2009
Moritz, Mariesa  CPS Student Travel The Student Travel request (Request Nurmber: 74095) is Approved... 16-Nov-2009
http: {jeoarldasD3.csc. cps. k12.il.us:8089/0A_HTMLJOA. jsp?OAFUNC=OAHOMEPAGE# & Intermet

Step Action

1. Click the “CPS Fixed Assets Application” Responsibility.

81




Training Guide ORACLE
leed Asset App||cat|on - Phase 1 USER PRODUCTIVITY KIT

racle Applications Home Page - Windows Intennet Explorer

- ‘g http:/fcoorldasn3.csc. cps.k12.il.us:B089/0A_HTMLIOA. jsp? OAFURc=OAHOMEPAGE# v‘ 2| % | P~
File Edit View Favorites Tools  Help
+
= »
e o [@ome Applications Hore Page I 1 M- Bl @ - [rPage - £ Toos -
RACLE’ EBusinesss
Logged In A5 PEMURPHY
Oracle Applications Home Page
[iisin, ey worklist
Personalize Full List
9 cps Budaet Transfer 2 Previous hlext 25 &
5 B cps Fyed assets application From [Type [subject fpent~  pue
E Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnher : 100340, Trip Date: 16-Nov-2010} is Approved... 15-Nov-2010
hysical Inventor Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurnber: 96023, Trip Date: 06-Oct-2010) is dpproved...  01-Oct-2010
1Mass Transfer. Moriz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber : 95214, Trip Date: 02-0Ct-2010) is Approved... 01-Oct-2010
Mass Check In Pairter, slice  CPS Student Travel The Student Travel request (Request Nurmber: 95865, Trip Date: 24-Sep-2010) is rejected...  30-Sep-2010
s Expense - School Maritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber: 95881, Trip Date: 08-0ct-2010) is Approved...  27-Sep-2010
Cps ncident Reporting Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95883, Trip Date: 01-Oct-2010) is Approved.., 27-Sep-2010
Beps mtermal accountin Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 95890, Trip Date: 20-Oct-2010) is rejected. 27-Sep-2010
s pe positions Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95895, Trip Date: 06-0ct-2010) is approved...  27-Sep-2010
Ccps Requestar - Uit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Bcps sipass User Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95110, Trip Date; 17-5ep-2010) is rejected...  24-Sep-2010
s student Travel Rodgers, Barry  CPS Student Travel The Student Travel request (Request Number : 95865, Trip Date: 24-Gep-2010) is rejectsd...  23-Sep-2010
Bicps wee inauir Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95521, Trip Date: 07-Oct-2010) is Approved.., 22-Sep-2010
Eces wordiow User wieh (Hew Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 95560, Trip Dates 24-hov-2010) is Approved... 22-Sep-2010
Bepepo keports Moritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber : 95562, Trip Date: 03-Now-2010) is Approved... 22-Sep-2010
C1cPSWO - Self Directed Schools Painter, Alice  CPS Student Travel The Student Travel request (Request Number: 94916, Trip Date: 08-Oct-2010) is Approved...  21-Sep-2010
Dpreferences ssua. Murphy, Margaret CPS Wark Order Approval Wark Crcer 10-1-48349-0 fior 46061 - Northside College Prep has been Approved.... 07-1an-2010 T
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74627} is Approved 23-Nov-2009
Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurrher: 74629) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrber: 74734) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request hurnber: 74738} is Approved 23-Nov-2009
Moritz, Marissa  OPS Student Travel The Student Travel request (Request Nurrher: 74742) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher : 71445) is rejected... 16-NoV-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber : 74363 is Approved... 18-Nov-2009
Moritz, Marissa  OPS Student Travel The Student Travel reguest (Request Nurrher: 74095) is Approved 16-Nov-2009
8083/0A_HTMLIRF jsp7function_id=10421898resp_id=626408resp_appl_id=200038security_group_id= @ Internet

Step Action

2. Click the ""Fixed Assets' link.

Note: The Fixed Asset Inquiry page opens.

3. Enter the Unit Number at ""Owner Unit"".

For this example, enter "'46061"".

4, Click the Go button.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

Go

5. Select the record to Transfer by clicking the ""Radio™ button.

6. Click the ""Asset Detail'" button.

Note: Otherwise, just click the link to the Reference ID to open the Asset Detail.
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@.\7/ - ‘é hitp:/feooridasn3.csc.cps. ki 2uilus: 8089/ 0A_HTMLIOA, jsp?page=/cps/oracle/ appsicustoal

_Code=USEOAFMID= 10237758 searchTypemsearchifukQBSearchTypesa ¢ | 42| % | |

File Edt View Favorites Took  Help

W [@F\xed Asset Inventory

=

ORACLE

CPS Fixed Assets Application

Fixed Asset Detail

“TIP Fields marked with "*" are mandatory when you Approve a Asset,
“TIP You can only ransfer an Asset whose status is Complete',
“TIP Please enter Fields marked with "#" in Retrement / Disposal section o Transfer/Dipase when you Approve a Assef,

Reference ID : 330561
Norrésset/Duplicate :
Furchaging Unit : 46061 - Northside Callege Prep
Current Owning Unit * - 45061 - Northside College Prep
Parent Asset :

Save/Update | | Return Inquiry

* hsset Cateqory |

Cornputer Equip ¥

Stats | Complste

* AssetData Source | Oracke Purchasing
Twoice Number @ XCN7EMDF4 Q
Purchase Price © 32,208.00

* pisset Description ©

Remarks :

As3et COMMENtS © This is an Oracle Purchsasing Asset(TECHXL vendors).

Asset Detail | Affiliated Asset | Transfer / Disposal

Asset
* Serial Nurmber :  J3W1CGL
* assetTag ! S0E5E07L

* Make : DELL
Model : DELL OPTIPLEX 755
* Funding Source :  CTE

* Condition : | Good %

Anrual Physical Irventory Date : =]

Person doing Physical Inventory ©

Location

Current Unit Location ©
Current Lacation Address @

46061 - Northside College Prep

Room Ty -
* Roor Nurber /Deserbtin
PO Murber : 1537420
PO Date : 23-May-2008
Vendor Number © 44646

Vendor Name : DELL MARKETING L,

5501 Marth Kedzie Avenue ,Chicago 1L 60625

It i K12.il.u5:B085/0A_HTML, = cpsforacle]appsjcustosf

& Internet

Action

7. Click the "Transfer / Disposal' tab.
fransfer / Disposall

8. Click the ""Add Transfer Disposal' button.

The system will open up the Transfer options.

9. At the ""Disposal / Transfer / Inactivate Reason™ field, click the drop down arrow

to view Disposal/Transfer options.

The system will display all nine (9) options.

10. Click the Transfer Reason to select it.

record to an employee.

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

For this example, select " Transfer to Employee™ as we are transferring an asset

Note: Transfers to Employees can only be processed as Temporary Transfers.
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Step Action

11.

Click the "*Calendar' icon at "'Disposal / Transfer / Inactivate Date"".

" Fixed Asset Inventory - Windows Internet Explorer

@;: - ‘L hitp:/jcoorldasda.csc, cps. ki 2.1l.us: 8089/ OA_HTMLIOA, jsn?page=/cps/oracle/ appsicustoaf a _code=USBOAFMID=10237758searchType=searchifukQBSearchTypeso V‘ Realibad | Qi
EA
e & [ﬁﬁxed Asset Inventory I 1 f - B - @ - [sheege - {GToos -
L= ~
Hal Pick a Date do plore 3] Status b
£ hitp: fcoorldas03, csc.cps kL2.ius:B089(0A_HTML{cabofisps ¥ AssetData Source ;- Oracke Purchasing
Cur= Invoice Mumber © [XCN7BHDF#
@Febnary oo M@
Purchase Price © 32,208.00
Sun Mon Tue Wed Thu Fri Sat
ao m o1 2 3 4 s
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 1 2 3 4 5
Retirement / Disposal Gancel
@ Internet Riow - Unit
Thice Transfer Transfer Authorized  Unit
Transfer Typeof Disposal /Transfer Disposal /Transfer Transfer Sale Report Transfer To To Transfer Signature  Authorized Sold Contact Receipt Receipt Return Disposal
Number Transfer Reason Date Status  Price Number To School Student Employee To Others Address Name Date To  Number By Date  Date Comments
Ho results
found,
New Transfer/Disposal
LSC Authorization :
LSC Authorization Date :
* Disposal / Transfer / Inactivate Reason @ | Transfer o Employee
Department Name :
Disposal / Transfer / Inactivate Date :
Location Name :
Employee Name
Location Address :
Transfer/Disposal Comments
7 & Internet

Action

21

For this example, please select February 21, 2011.

Note: Be sure to check the month and year.

Select the ""Disposal / Transfer / Inactivate Date" of an asset.
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ed Asset Inventory - Windows Internet Explorer

New Transfer/Disposal

* Ernplayes Name

* Disposal / Transfer / Inactivate Reason : | Transfer to Employes ¥,

* Dispasal / Transfer / Inactivate Date ¢

&) - I http:Jjccoridasn.csc.cps.k12.1.us:B089/0A_HTMLIOA. jsp?page=jcpsforacle/sppsfeustosf _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | ¢ | | | P~
File Edit View Favorites Tools  Help
+
= = »
S Gt | @ riced nsset ivertary | I B~ B & - [ pege - {FToos -
— g e e =
Mon-assetDuplicate © Status © Complete y
Furchasing Unit : Narthside College Frep * Asset Data SOUCE | Oracke Purchasing
Current Owning Unit : 45061 - Northside College Prep Trwoice Mumber ;[ XCNZBNDF4
Parent Asset : Furchase Frice :  32,208.00
* psset Description ©
Rermarks :
Asset Comments © This is an Oracle Purchsasing Asset(TECHXL Vendors).
Asset Detail | Affiiated Asset || Transfer / Disposal
Retirement / Disposal
Unit
Palice Transfer Transfer Authorized  Unit
Transfer Typeof Disposal /Transfer Disposal /Transfer Transfer Sale Report Transfer To Transfer Signature Authorized Sold Contact Receipt Receipt Return Disposal
Number Transfer Reason Date Status  Price Number To School Student  Employee  To Others Address Name Date To Number By Date Date Comments
Ma results
found

LSC suthorization :

LSC Autharization

Department Narme :
* Location Name :
* Location Address ¢

* Transfer,Disposal Comments

save/update |

Date :

Submit Transfer/ Disposal Return Inquiry

Action

Click the magnifying glass at ""Employee Name'" to search for Employee.
The ""Search and Select™ Employee Name window will open.

Note: Each unit has access to Employees in their unit only.
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@.\. 5 =[] htpyjconridast.cac.cps. k1 2.i..5:3083] OA_HTHL{DA, jsp7page=cpsjoracle/appsfcustoct f _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | ¢ | | |2
+
- — = - »
e ke [@axed e I 1 - B - & - [Page - @ Tooks -
— - o = =
Horf - m] 0
& e K12, us:B083/0h_HTML [cab " t=fredRCRenc=LITF-88 o nfighcontextLRI: ¥
Cun

Search and Select: Employee Name

Cancel | [select | |

Search

To find your item, select a filter item in the pulldown list and enter a value in the text fisld, then select the "Go" button

Search By | Full Name v | Go

Results Search Category

Retirement / Disposal
Select Quick Select Unit Last Name First Name Employee Number Full Name Complete Address Contact Number Unit Name
Mo search conducted,

Transfer Type of Disp norized  Sold Contact Receipt Receipt Return Disposal

Number Transfer Real 3 To  Number B Date  Date Comments
cancel | | select v

Mo results

found

New Transfer,/Disposal

IS
v

Done & Intermet H100% -

A & Internet

74 start | (7 Foed Assat

Step Action

14. Click the drop down arrow at "'Search By'" and select the ‘Last Name' as search
criteria.

15. Enter the ""Last Name"".
For this example we are searching for the last name Andrews. Enter ""and%"".

Note: '%' acts as a wild card, if you are unsure about the exact name.

16. Click the Go button.

The system will display the search result.
Go

17. Select the Employee by clicking the ""Quick Select™ button.

Note: After selecting the Employee, the Location Name and Location Address
fields will be grayed in.
<1

=
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& Fixed Asset Inventory, - Windows Internet Exploren

@.\- 5 =[] htpyjeonridast.cac. cps. k1 2.i..5:3083] OA_HTHL{DA, jsp7page=cpsjoracle/appsfcustoct f _code=USBOAFMID=102377S8searchType=searchbfukQBSearchTypeso | ¢ | | | |2

File Edt View Favorites Tools  Help

+
= = »
& & [ @t = B8 8- G-
— T g e e =
Hor-Asset/Duplicate : Status © Complete 0
Furchasing Unit 46061 - Narthside College Frep * Asset Data SOUCE | Oracke Purchasing
Current Owning Unit : 45061 - Northside College Prep Trwoice Mumber ;[ XCNZBNDF4
Parent Asset : Q Purchase Frice :  32,208.00

* psset Description ©

Rermarks :

Asset Comments © This is an Oracle Purchsasing Asset(TECHXL Vendors).

Asset Detail || Affiiated Asset | Transfer / Disposal
Retirement / Disposal

Unit
Palice Transfer Transfer Authorized  Unit
Transfer Typeof Disposal /Transfer Disposal /Transfer Transfer Sale Report Transfer To To Transfer Signature Authorized Sold Contact Receipt Receipt Return Disposal
Number Transfer Reason Date Status  Price Number To School Student  Employee  To Others Address Name Date To Number By Date Date Comments
Ma results
found

New Transfer/Disposal

LSC suthorization :

LSC Autharization Date : =]
* Disposal / Transfer / Inactivate Reason : | Transfer to Employes ¥,
= Department Narme :
* Disposal / Transfer / Inactivate Date : |21-Feb-2011 T ——

* Location Mame @
* Emplayee Name  Ancrews, Miss victoria 4

* Lacation Address :

= TransferfDiposal Reason

save/Update | | submit Transfer/ Disposal | | Return inquiry

Home Logout Preferences

& Internet

[ &) % ® saoam

Step Action

18. In the "Transfer/Disposal Reasons' field, enter why this Transfer is being
processed.

For this example, please enter the reason as ""Transferred to support student
projects.

19. Click the "'Save/Update'" button to save the data entered in the record.

Note: The system will display a confirmation that the data was saved to database.
Save/Update

20. To complete the Transfer, click the "Submit Transfer/Disposal’* button.
The system will automatically send the record to the Unit Admin for approval.

Note: The system will display a confirmation that the asset record was successfully
changed.

Submit Transfer/Disposal

21. The system displays the Transfer information in the Retirement /Disposal section.
Notice the Transfer status is "InProcess."

The record is now pending the Unit Admin's approval.




Training Guide
Fixed Asset Application - Phase |l

ORACLE’
USER PRODUCTIVITY KIT

Step Action

22. The asset record cannot be edited.

The system removes the ”Save/Update’ and "Submit Transfer/Disposal'* buttons
from the page.

Click the ""Return Inquiry" button to go back to go back to Asset Inquiry page.

£ Fixed Asset Inquiny - Windows Internet Explorer,

@.\. 3 - i8] http:Jjccoridasn.csc.cps.k12.1.us:B089/0A_HTMLIOA. jsp?page=fcpsforak = 1080es=clfbeizW2CnZkgBo ¥ [ 44| X | |

appsicustasf X

Fle Edt View Favorites Tools  Help

* & [ﬂﬁxedﬂssellnqu\ry

=

ORACLE

CPS Fixed Assets Application

n Navigator v B Favarites v Home Logout Prefarences

Fixed Asset Inquiry

simple Search

Note that the search is case insensitive

Asset Descrption :

Reference ID : 330561 Agset Data Source v
* Owiner Unit 46061 Q Status ~
Fund : Q o Asset -
Graints : Q “endar Name
PO Number ; Serial Number

Asset Tag

Purchase Price Ranges Raom No/Description

To

Furchase Date Ranges © B To| | & * Show Results For: | assat Details |
Creation Date Ranges : B To| | & Transferred Out ¥
Locatian : Q
Clear
Asset Detail || New Asset | Export || Action History |
SelectI " |nsset Description T [ummmer emerake Date - | - Preeftatus Sowce Locotion/Room __Resson/Remarks _ Bueiget Line

230561 OptPlex 755 Minimweriint=IREG PentiumRES 50653071 JHAICGL  DELL MARKETING 1e-May-
Dual Core Processor E2160 LF /DELL 2008

(1,80GHz, 1, 800iIHZ FSB)

32,208.00 Complete CTE Morthsice College

Frep/219 / Computer Lab

46061,360,55003.140020,322012,2002

Home Logout Praferances

& Internet
|2 SRS

Action

The Initiator of the Transfer should later check the Action History for Approval.
Search and find the asset record.

Select the ""Radio’* button and then click the **Action History"* button.

Action History
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& Action History - Windows Internet Explorer,

@.\. 5 =[] htpyjeonridast.cac. cps. k1 2.i.u5:B083]OA_HTHL{OA, jsp7page=cpsjoracle/appsfcustoct f pe=searchefukQBSearchTypeSource=jcpsforaciejappsfcustoatfafuebuii | €3 5 | |2~

File Edt View Favorites Tools  Help

+
de | @ ncton vry |_1 B0 B D@ "
ORACLE" cPsFixed Assets Application
n Navigator v B8 Favorites v Home Logout Prefarences
Action History
Return Inquiry
Reference ID 1 330561 Status : Complate
Hor-tssetDuplicate © no Owining Uit © 48061 - Morthsice Callege Frep
48561 Data SOUMCE ¢ Oracle Purchasing Parent Asset :
Agset Calegory : Camputer Equip
Asset Description ©
Rermarks :
lAction Description Status Action Date Performed By |note / comment
1 Created Initial Asset for the Source ORACLE_PURCHASING Completed 19-Feb-2011 Sysadmin, Sysadmin Initial Asset Loading only,
2 User has approved this asset into 'Cormplete’ status Complete 20-Feb-2011 Murphy, Margaret
3 Transaction submitted 21-Feb-2011 Murphy, Margaret
4 Qwning Unit Approver Pending 21-Feb-2011 Rodgers, Barry

Return Inquiry

Home Logout Preferences

& Internet
| » IEYESC

Step Action

24, The system displays the sequences to the Action History.

Note: The Action History only displays status changes.

Notice the record is Pending at Owning Unit Approver.

After viewing the Action History, click the ""Return Inquiry'* button to go back to

the Asset Inquiry page.
Return Inquiry

25. Congratulations! You have completed the lesson on how to **Transfer an Asset to
an Employee".

End of Procedure.
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B. Transfer to School/Department
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Transfers to School/Department can be made from an asset record in "In Complete™ or

"Complete" status.

Transfers to School/Department can be completed as a "Temporary'
Transfer".

Procedure

In this tutorial, you will learn how to ""Transfer a Single Asset to a

School/Department".

" or "Permanent

Transfers to School/Department can be made from an asset record in InComplete or
Complete status and can be processed as a Temporary or Complete Transfer.

{2 Oracle Applications Home Page - Windows Internet Explorer

©- B K12.1.u5:B089/0A_HTMLJORisp - 9] (%] (] [
Fie Edt Vew Favortes Took Hep
+
5 4| @B orack appcaons Hame Page | | B - B @ - [Sreage - Grock -

ORACLE"

E-Business Suite
& Favorites v

Logout Preferences Help

Logged In AS PEMURPHY.

Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Maritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Maritz, Marissa

CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
Moritz, Marissa  CPS Student Travel
Manbwi, Lydia  CPS Student Travel
@TIP Vacation Rules - Rediract or auto-raspond to notifications.

“TIP Worklist Access - Specify which users can view and act upon your notifications.

Oracle Home Page
Main Menu e
Personalize e

3095 Budget Transfer From [Type [sent~ _|pue

| = /88 [Co5 Fced Assets Avplication Murphy, CPS Fixed Assets 01-Mar-2011

35 Expense - School et veuion)]

F—— Murphy, CPS Fixed Assets 28-Feb-2011

= ent Reporting

63 cps temal Accounting marg:rzt ‘c";;”;“wd — o]

3 cps pe postions T, Ul ©

B8 cps Requ Unit 46061 el T

Emrze -
ol = Murphy, CPS Fixed Assets 27-Feb-2011
S SPAA U Margaret Inventory

cps student Trave Painter, Alce |CPS Student Travel 17-Feb-2011
Moritz, Marissa  CPS Student Travel 11-Feb-2011
Painter, Alice  CPS Student Travel 11-Feb-2011
Moritz, Marissa  CPS Student Travel 03-Feb-2011
Murphy, CPS Work Order Approval roved 07-Jan-2010
Margaret

23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009 3
03-Nov-2009
05-0ct-2009
27-Apr-2009

[t fcocridast cst.cps.kIZ.ilusB089/0R_HTMLIOA. jsp?0AFunC=OAHOMEPAGE#

@ remer

Step Action

Click the “CPS Fixed Assets Application” Responsibility.
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s Home Page - Windows Internet Explore:
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@ ) v (2] e fcoordasts csc. s, K1 2.1u5:B0B9/0R_HTML{OA s OAFLn

AHOMEPAGEH

Fle Edt View Favories Toos Help

o g [ 8 0racl Applcations Home Page

ORACLE" E-Business Suite

B Favorites v

Logged In As PEMURPHY

Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Maritz, Marissa
Moritz, Marissa
Moritz, M
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Mantwi, Lydia
3

Oracle Applications Home Page
Main Menu Workist
Personalize Ful L5t
£30p5 Budget Transfer From [Type |subject [sent~ |pue
B B cps Fixed Assets Application Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has been approved... 01-Mar-2011
Margaret Inventory
Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been appro 28-Feb-2011
e Margaret Inventory
e Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been appro 27-Feb-2011
&= Hzss Check In Margarat Inventory
vas [Exporse - School Murphy, CPS Fired Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
CPS Incident Reportng b et
3 cps mtemal Accountin Fainter, Alice  CPS Student Travel The Student Travel st (Request Number: 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
B cps pc postions Approve
(3 ¢ps Requestor - unit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011
Ecps sipaaa user i
3 cps student Trav Painter, Alce  CPS Student Travel The Student Travel raquest (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Fab-2011
B3 cps web mauin CpmotC
3 cpS Workflow User Web (New) Moritz, Marissa | CPS Student Travel The Student Trav 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
e Murph CPS Work Order A \‘E Eflzdm 10-1-48840-0 for 46061 - Northside College Prep has been Approved. 07-Jan-2010
e T EalsEE urphy, ork Order Approval Work Order for 46061 - Northside Cof rep has been Approve an
e rra—— Margaret

74627) is Approve

CPS Student Travel (Request Numbe|

CPS Student Travel uest (Request Number: 74629) is Approved

CPS Student Travel uest (Request Number: 74734) is Approved

CPS Student Travel The Student Travel request (Request Number: 74738) is Approved

CPS Student Travel

The Student Trav (Request Num
(Request Numbe;
st Numbef

CPS Student Travel
CPS Student Travel

The Student Travel

equ

The Student Trav (Request Num

CPS Student Travel

CPS Student Travel The Student Travel request (Request Number: 73922) is Approved

CPS Student Travel The Student Trav 73080) is ADDIO:

72561) is Approve:

CPS Student Travel

CPS Student Travel (Request Num 702) is Approve

60132) is Appro;

(Request Num

CPS Student Travel

Rules - Redirect or auto-raspond to notifications.
st Access - Specify which users can view and act upon your notifications.

23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009
03-Nov-2009
05-0ct-2009
27-Apr-2009

_appl_i /_growp_id-

@ et

Action

Click the ""Fixed Assets

" link.

Note: The Fixed Asset Inquiry page opens.

For this example, please

46061]

Enter the Unit Number at "'*Owner Unit"".

enter ""'46061"".

Click the Go button.

to transfer.

Go

The system will display all asset records. Scroll down until you find the asset record

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

91
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Step

Action

5.

Select the record to Transfer by clicking the ""Radio" button.
Note: Otherwise, just click the link to the Reference ID to open the Asset Detail.

For this example, reference ID ”2011355313" is selected.

011355
201135

Click the "Transfer / Disposal' tab.
[Transfer / Disposal

Click the ""Add Transfer Disposal* button.

The system will open up the Transfer options.
Add Transfer Disposal

At the ""Disposal / Transfer / Inactivate Reason" field, click the drop down arrow
to view Disposal/Transfer options.

The system will display all nine (9) options.

= Fixed Asset Inventory - Windows Internet Explorer,

0o - & e T a  codem 9% ] | J[2f

File Edt Vew Favories Took Hep

o

¥ & [{emanssenmmw B - B @ - e - Qoo -

ORACLE’ CcPsFixed Assets Application

M Navigator v B2 Favorites ¥ Diagnostics Home Logout Preferences.

Fixed Asset Detail

save/Update | | Approve | | submit Transfer/Disposal | | Return Inquiry

TP Fields marked with "*" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status is 'Complete’.
“TIP Please enter Fields marked vith " " in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference - 201125212 « pesetcangory:

Non-Asset/Duplicate Status :  Incomplete

Purchasing Unit : 46061 - Northside College Prep » Asset Data Source ¢ Conversion-FY09
Current Owning Unit ;46061 - Northside Callege Prep Tnvoice Number : Q
Parent Asset ; Q

=Asset Description © [prum pad

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail = Affiliated Asset | Transfer / Disposal
Retirement / Disposal

Unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal [ Transfer Transfer Sale Report From  To To To To Signature Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Date Status  Price Number Unit School Student Employee Others Address Name Date To HNumber By Date Date
No
results
found.

New Transfer/ Disposal

LSC Authorization
* Disposal / Transfer { Inactivate Reason :
LSC Authorization Date @

= Disposal / Transfer / Inactivate Date : | |
Transfer to Schoul/Del * Transfer/Disposal Comments

Save/Update | | Approve | [ Submit Transfer/Disposal | [ Return Inquiry

Diagnostics Home Logout Preferences

About this Page  Privacy Statement
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Step Action

9. Click the Transfer Reason to select it.

For this example, select ""Transfer to School/Dept."" as we are transferring an asset
record to another unit.

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

Transfer to School/Dept

£~ Fixed Asset Inventory - Windows Internet Explorer

@ v [& 12.1,u518089/04_HTHLIOR code=st V][4 [x |[2]
File Edit Wiew Faworites Tools  Help

+
% & [ @iy = B B8 e e -

IRACLE" cPs Fixed Assets Application

i Navigator v 8% Favorites v Diagnostics Home Logout Preferences

Fixed Asset Detail

save/update | | Approve | | submit Transfer/Dispesal | | Return Inquiry

“TIP Fields marked with "" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status is 'Complete!.
& TIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID : 2011355313 = Asset Category :

Non-Asset/Duplicate Status : Incomplete

Purchasing Unit ;46061 - Northside College Prep * Asset Data Source : Conversion-FY09
Current Owning Unit : 46061 - Northside College Prep Invoice Number ; Q
Parent Asset : Q

=Asset Description © [prum Pad

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affilated Asset | Transfer / Disposal
Retirement / Disposal

Unit
police  Transfer Transfer Transfer Transfer Transfer Authorized unit
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To. To To To signature  Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Date Status Price lumber Unit  School ~Student Employee Others Address Name Date To NumberBy  Date Date |
No
resuits
found.

New Transfer/Disposal

LSC Authorization
* Disposal / Transfer / Inactivate Reason LSC Authorization Date B
= Type of Transfer : Department Name :
* Disposal / Transfer f Inactvate Date : | | & “locatonMame: | |

= Transfer to School/Dept : Q * Location Address

= Transfer/Disposal Comments

Saveltindare | | Annrove | [ Submit Transfer/ Disnnsal | [ Return tnauind | ¥

@ remer

Step Action

10. Click the drop down arrow at " Type of Transfer™.

Note: Transfer to School/Dept can be processed as Temporary or Complete
Transfers.
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Fixed Asset Inventor,

Fle Edt View Favories Toos Help

#2|X] |Google

5|

o 4 [{eaxmgeummw [* o8
ORACLE" cPs Fixed Assets Application

i Navgator v 8 Favortes v

Fixed Asset Detail

save/update | | Approve | [ Submit Transfer/Disposal | [ Return Inquiry

“TIP Fields marked with "" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status is 'Complete!.
#TIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID : 2011355313 = Asset Category
Non-Asset/Duplicate Status: Incomplete
Purchasing Unit : 46061 - Northside College Prep * Asset Data Source :  Conversion-FY09
Current Owning Unit : 46061 - Northside College Prep
Parent Asset :

Invoice Number :

=Asset Description © [prum Pad

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affiliated Asset | Transfer / Disposal

Retirement / Disposal
Unit
lice Transfer Trznsfer Transfer Transfer Transfer Authorized uni
Trznsfer Type of Disposal /Transfer D.spo;al [Transfer Trxnsfersale Repnrl From To signature Aulhonzed Sold con Iacl Receipt Recelpl Rehl m
mber Transfer Reason fatus Price Mumber Unit  School _ Student Employee Others |nddress tome y

No

resuits

found.

New Transfer/Disposal

\scauthorizaton: |
LSC Authorization Date : | | @
Department Hame :
= Location Name

Q * Location Address

= Transfer/Disposal Comments

* Disposal / Transfer / Inactivate Reason : | Transfer to School/Dept v

= Type of Transfer :

= Disposal / Transfer / Inactivate Date
= Transfer to School/Dept :

Complete Transfer
Temporary Transfer

B

Saveltindare | | Annrove | [ Submit Transfer/ Disnnsal | [ Return tnauind | ¥
>

Dare

@ remer

74 start 72 Fived ‘Search Deskiop

Step Action

11. For this example, select "*"Temporary Transfer."
Temporary Transfer

( Fixed Asset Inventory - Windows Internet Explorer,

Q- & iz s oron e e

Fle Edt View Favortes Took Help

42| %] |soogie |[2]-

& | e vty = -8
ORACLE’ CcPs Fixed Assets Application

- [ Page v (0 Tooks +

M Navigator v B Favorites v Diagnostics Home Logout Preferences

Fixed Asset Detail

Save/Update | [ Approve | [ Submit Transfer/Disposal | [ Return Inquiry

TP Fields marked with "*" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status i 'Complete’.
“TIP Please enter Fields marked vith "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference I : 2011355313

= Asset Category :
Non-Asset/Duplicate

Status i Incomplete

Purchasing Unit : 46061 - Northside College Prep = Asset Data Source : - Conversion-FY09
Current Owning Unit ; 46061 - Northside College Prep Invoice Number : Q
Parent Asset :

=Asset Description : [prum Fad

Remarks

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affiliated Asset | Transfer / Disposal
Retirement / Disposal

Unit
T I I e [ Authorized Unit
Transfer Type of Disposal /Transfer Dlsposal [Transfer Transfer Sale Report from  To Signature Authorized Sold Contact Receipt Receipt: T
Number Transfer Reason Date Status  Price Number Unit School Sludel!l [mployeeomars Address Name Date To HNumber By Date Date
No
results
found.

New Transfer) Disposal

LSC Authorization
= Disposal / Transfer / Inactivate Reason : | Transfer to School/Dept LSC Authorization Date =]
= Type of Transfer v Department Name :

* Disposal / Transfer / Inactivate Date : | | [ * Location Name

= Transfer to School/Dept : Q * Location Address J
* Transfer/Disposal Comments
Gavellindate | [ Annroue | [ Guhmit Trancfar/ Nicnacal | | Roturn Tnanins | ¥
< I >
o Lo . e @ et

Search Desklop

94
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Step Action

12. Click the ""Calendar" icon at "'Disposal / Transfer / Inactivate Date"".
13. Select the ""Disposal / Transfer / Inactivate Date" of the asset.

For this example, please select ""February 9, 2011".

Note: Be sure to check the month and year,

14. Enter the Unit Number of the School or Department the asset will be transferred
to.

Note: Location Name and Location Address will be grayed in.
For this example, enter "'46221" and hit the tab key.

Note: The system will automatically populate the unit and name.

15. In the "Transfer/Disposal Reasons'" field, enter why this Transfer is being
processed.

For this example, enter the reason as ""Assets not needed - Transferred to School
(Unit Number) for a program™.

16. Click the "*Save/Update' button to save the data entered in the record.
Note: The system will display a confirmation that the data was saved to database.
Save/Update
17. To complete the Transfer, click the "Submit Transfer/Disposal'* button.

The system will automatically send the record to the Unit Admin for approval.

Note: The system will display a confirmation that the asset record was successfully
changed.

Submit Transfer/Disposal

18. The system displays the Transfer information in the Retirement /Disposal section.
Notice the Transfer status is In Process

The record is now pending the Unit Admin's approval.

Once it is approved, the receiving unit will need to acknowledge asset.




Training Guide ORACLE’

Fixed Asset Application - Phase Il USER PRODUGTIVITY KT
Step Action
19. The asset record cannot be edited.

The system removes the "Save/Update' and "Submit Transfer/Disposal’* buttons
from the page.

Click the ""Return Inquiry"* button to go back to go back to Asset Inquiry page.

20.

Congratulations! You have completed the lesson on how to ""Transfer a single
Asset to a School/Department™.

End of Procedure.
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C. Transfer to Student

Board Report 04-0526-PO1 states that students who meet the standards may, by lottery,
receive, as a loan, functional computer equipment scheduled for disposal. The lottery is to
be held at each donor unit, at a time to be determined by the school principal.

For a student to participate in the lottery, the student must:

(1) Participate in school programs;

(2) Have maintained excellent attendance;

(3) Have maintained good behavior, with no major infractions.

The loan of this computer equipment is to be limited to one computer unit per
family every three years. The loan is to be a one-year loan to the parent/guardian
for the school year, and renewable annually at the option of the principal for a total
maximum of three school-years.

Units are to record the temporary transfer of the computer equipment as a "loan to (name
of parent/guardian)” on their Asset Register.

Note: Transfers to Student can only be made from an asset record in Complete status.

Procedure

In this tutorial, you will learn how to ""Transfer an Asset to a Student"".
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Oracle Applications Home Page - Windows Internet Explor

ORACLE’
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G~ [ Ptoicoodastsco, cos 1216089108 HTMLOA 5pTORPLI=ORHOMEP AGE 5= )03 TZBCHCIFTZESG, #3] ] [Gooze
Fie Edt Vew Favortes Toos Hep
+
o g [@ome Applications Home Fage [ a8 Page + @ Tooks -
ORACLE" E-Business Suite
B Favorites ¥
Logged In As PEMURPHY
Oracle Applications Home Page
Main Menu —r
3 0pS Budget Transfer From [rype [subject [sent~  |pue
W 1ChE Frced fesets Appication Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unt 36061 has been approve 01-Mar-2011
Margaret Inventory
Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approved 28-Feb-2011
3 ps mtemal Accounting argaret Ivenion)
oo ot e Murphy, CPS Fixed Assets Tronsfer of Asset 2011037266 from unit 36061 has 27-Feb-2011
D% ) Margarat Inventory
EmEz =
CB5 Requsstor - lint 465061 Murphy, CPS Fired Assets from unit 46061 has 27-Feb-2011
Margaret Inventory
Painter, Alice  CPS Student Travel 104203, Trip Date: 15-Apr2011)is  [17-Feb-2011
3 cps workflow User Web (1 Moritz, Marissa  CPS Student Travel 104591, Trip Date: 15-Apr2011) s |11-Feb-2011
3 cpspo Reports rejected...
¥ Directed Schooks Painter, Alice |CPS Student Travel | The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) s 11-Feb-2011
a5 SSWA Al
Moritz, Marissa  CPS Student Travel 109203, Trip Date: 15-Apr2011) is  |03-Feb-2011
Murphy, CPS Work Order Approval 07-Jan-2010
Margaret
Moritz, Marissa  CPS Student Travel 74627) Is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74629) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74734) is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74738) is Approved 23-Nov-2008
Moritz, Marissa  CPS Student Travel . 23-Nov-2009
Moritz, Marissa  CPS Student Travel 18-Nov-2009
Moritz, Marissa  CPS Student Travel 18-Nov-2009
Moritz, Marissa  CPS Student Travel tudent Tras 74095) is Approved. 16-Nov-2009
Moritz, Marissa | CPS Student Travel | The Student Travel 73922) is Approved 16-Nov-2009
Moritz, Marissa  CPS Student Travel 73080} is Approved 03-ov-2009 u
Moritz, Marissa  CPS Student Travel 72581} is Approved 03-ov-2009
Moritz, Marissa  CPS Student Travel 69702) s Approved... 05-0ct-2000
Mantwi, Lydia  CPS Student Travel 60132) is Approved 27-Apr-2009
“TIP Vacation Rules - Rediract or auto-respond to natifications.
TIP Worklist Access - Specify which users can view and act upon your notifications.
v
http: ffonmidas0s, st cps K12, Us:B089/OR_HTMLIOA.jsp?0AFUNC=ORHOMEPAGERD as=7fyvult7 28CIXCKIF 12750 # @ Intermet H100% v
Search Desklop \,c &% .

Action

Click the “CPS Fixed Assets Application” Responsibility.

(2 Oracle Applications Home Page - Windows Internet Explorer

G- & Kz _HTHL/QA.5EPOAFTG—OAHONER AGE B85 T1vvuJTZBCHEKEFTEZS, 3] ] [Gooai 28
File Ede Vew Favortes Took Help
+
i | @orare sopltionsHonePage | fi - B B e - oo -
ORACLE" EBusiness suite
£ Favorites v
Logged In As PEMURPHY
Oracle Home Page
Main Menu e
(3 cps Budaer Transfer From [Type [subject |sent - |pue
253 cps Fixed Assets Application Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has been approve 01-Mar-2011,
Margaret Inventory
e —— Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approu 28-Feb-2011
5 macs Trangfer Margaret Jnventory
s Murphy, CPS Fixed Assets Tranefer of Asset 2011037266 from unit 46061 has been approv 27-Fab-2011
Lol Margaret Inventory
e
DCVS L Murphy, CPS Fined Assets 27-Feb-2011
Dcvs Incident Reporting Margarat Invertory
CPS Interal Accounting Fainter, Alice  CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
itions
(3 cps Requestor - Unit 46061 Moritz, Marissa  CPS Student Travel 104501, Trip Date: 15-Apr-2011) is 11-Feb-2011
I cps spana user
den Fainter, Alce  CPS Student Travel 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
ol s Workion Moritz, Marissa  CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
I cpspo Reports o .
Flemoae Murphy, CPS Work Order Approval Work Order 10-1-48845-0 for 46061 - Northsid p has been Approved 07-Jan-2010
Fpre s Margaret
(IR AR Moritz, Marissa  CPS Student Travel Tl 74627) s Approved 23-Nov-2008
Moritz, Marissa  CPS Student Travel i 74629) is Approved... 23-iov-2009
Moritz, Marissa  CPS Student Travel T 74734) is Approved 23-1lov-2009
Moritz, Marissa  CPS Student Travel T Tra 74738) is Approved 23-Hov-2000
Moritz, Marissa  CPS Student Travel The Student Trave 74742) is Approved 23-lov-2000
Moritz, Marissa  CPS Student Travel 71445) i rejected... 18-Tlov-2000
Moritz, Marissa  CPS Student Travel 74369) is Approved 18-Tiov-2009
Moritz, Marissa  CPS Student Travel 74095) s Approved... 16-Tiov-2009
Moritz, Marissa  CPS Student Travel 73922) is Approved 16-Tlov-2009
Moritz, Marissa  CPS Student Travel Student Travel 73080) is Approved 03-Nov-2000 5
Moritz, Marissa  CPS Student Travel dent Travel 72581) is Approved 03-1iov-2000
Moritz, Marissa  CPS Student Travel 60702) is Approved 05-0ct-2009
Mantwi, Lydia CPS Student Travel The Student Travel request (Request Number: 60132) is Approved 27-Apr-2009
“TIP Vacation Rules - Redirect or auto-respond to notifications.
Worklist Access - Specify which users can view and act upon your notifications.
[etpfcooridasts. coc cpe KI5 3055{0A HTMLIRF Jopefunction, 2T — @ oot S -

Search Desklop
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Step Action
2. Click the ""Fixed Assets" link.

Note: The Fixed Asset Inquiry page opens.

[Exed Assets

Enter the Unit Number at ""Owner Unit"".

For this example, please enter ""46061"".

Click the Go button.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

Go

Search and find the asset records to transfer.

For this example, click the Next 200 link.

Select the record to Transfer by clicking the "*Radio™ button.
Note: Otherwise, just click the link to the Reference ID to open the Asset Detail.

For this example, click the reference ID 2011281698

Click the ""Transfer / Disposal™ tab.
| Transfer / Disposal |

Click the ""Add Transfer Disposal' button.

The system will open up the Transfer options.
Add Transfer Disposal

At the ""Disposal / Transfer / Inactivate Reason™ field, click the drop down arrow
to view Disposal/Transfer options.

The system will display all nine (9) options.




Training Guide ORACLE
leed Asset App||cat|on - Phase 1 USER PRODUCTIVITY KIT

Step Action

10. Select the Transfer Reason.

For this example, select ""Transfer to Student'" as we are transferring an asset
record to a student.

Note: Transfer to Student can only be completed as a ""Temporary Transfer".

Transfer to Studen

£ Fixed Asset Inventory - Windows Internet Explorer,

@:/ v e K12.1.U5tB0B9/0A_HTMLjOR, _code=Usi V(4] [x] | i

Fle Edt View Favories Toos Help

£

& - [ Page - 1 Took -

9 4| e nsso mvemory [ a

CPS Fixed Assets Application
i Navigator v 8 Favorites Diagnostics Home Logout P

Fixed Asset Detail

save/Update | | Submit Transfer/Disposal | | Return Inquiry

“TIP Fields marked with "" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset status is 'Complete!.
#TIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID : 2011281608

Non-Asset/Duplicate

Purchasing Unit ;46061 - Northside College Prep

Current Owning Unit : 46061 - Northside College Prep
Parent Asset : Q

Invoice Number :

“Asset DesCrption © [ Compaq tc4400 Laptop

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affilated Asset | Transfer / Disposal
Retirement / Disposal

Unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal / Transfer Transfer Sale Report From  To To To To Signature Authorized Sold Contact Receipt Receipt Returm
Number Transfer Reason Date Status Price Number Unit  School ~ Student Employee Others  Address Name Date To NumberBy  Date Date
fo
resiits
found.

New Transfer/ Disposal

\scAuthorization = | |
* Dispasal / Transfer / Inactivate Reason : LSC Authorization Date &
* Disposal / Transfer /InactvateDate: | | ) Department Name :
* Loan 1o Parent/Guardian of Student. Q ~ Location Name
*SudentMame: | | * Location Address : i
= Transfer/Disposal Comments

Sava/tindate | | Submit Trancfor/ Disnncal | | Rotuen tnauins | ¥

=

fopp < @ et

Step Action

11. Click the "*Calendar' icon at "'Disposal / Transfer / Inactivate Date"".

=
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o & [ @ Fixec st Invertory [7\

Retirement it/ Disposal
unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit

Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To To o signature  Authorized Sold Contact Receipt Receipt Return|
Number Transfer Reason Date Status Price Number Unit  School  Student Employee Others ~ Address Name Date Date Date |
o

restits

found.

B
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v 4| [x 2]

_code=Usa

+

Bv Bl @ v (hPage - hTodk - T

Sun Mon Tue Wed Thu Fri Sat

27 8 1 2 3 4 5

rRf 6 7 8 9 101112 * Asset Category : | Computer Equip

terssel gy 14 15 16 17 18 19 S

Furd * AssetData Source : Conversion-FY09
curertof 20 21 22 23 24 25 26 Ivaice Number ©
P27 28 29 30 31 1 2
*hsset

Cancel

00w -

@ et

Asset Comments

Transfer / Disposal

New Transfer,/Disposal

LSC Authorization
* Disposal / Transfer / Inactivate Reason : | Transfer to Stucent
Disposal / Transfer / Inactivate Date

Loan to Parent/Guardian of Stucent

LSC Authorization Date
Department Name ;
Location Name
Location Adcress L

Student Name

Transfer /Disposal Comments

7 @ rreere:

Step

Action

12.

Select the ""Disposal / Transfer / Inactivate Date' of the asset.
For this example, select March 16, 2011.

Note: Be sure to check the month and year.

16

13.

Click the magnifying glass at "Loan to Parent/Guardian of Student" field to
search for Employee.

The Search and Select: Loan to Parent/Guardian of Student' window will open.

Note: Each unit has access to Parents/Guardians and Students in their unit only.

14.

Click the Go button.
The system will display a list of all students in the unit.

Note: To narrow search, click the Search By dropdown arrow and select the
Student Last Name and click the Go button.

GO
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Step Action
15. Select the Student by clicking the ""Quick Select™ button.

Note: After selecting the Student, the Location Name and Location Address fields
will be grayed in.

*

16.

In the ""Transfer/Disposal Reasons'" field, enter why this Transfer is being
processed.

For this example, enter the reason as "'Student won lottery"".

17.

Click the "*Save/Update'" button to save the data entered in the record.

Note: The system will display a confirmation that the data was saved to database.

Save/Update

18.

To complete the Transfer, click the "Submit Transfer/Disposal** button.
The system will automatically send the record to the Unit Admin for approval.

Note: The system will display a confirmation that the asset record was successfully
changed.

Submit Transfer/Disposal

19.

The system displays the Transfer information in the Retirement /Disposal section.
Notice the Transfer status is "' InProcess.""

The record is now pending the Unit Admin's approval.

20.

The asset record cannot be edited.

The system removes the "Save/Update™ and "Submit Transfer/Disposal’* buttons
from the page.

Click the "'Return Inquiry"* button to go back to go back to Asset Inquiry page.

Return Inquiry
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£~ Fixed Asset Inguiry - Windows Intel

rnet Explorer
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G- e 2 s

rumb=he v || ¥4 X

_HTHLjOR,

{ti=1 187 10087

Fle Edt View Favories Toos Help

o 4 [ {8 e st Tnquiry

Fixed Asset Inquiry

=

B8 -

|2 Page - 5 Took -

o

ORACLE" cPs Fixed Assets Application

M Navigator ¥

& Favorites

Diagnostics

Home Logout Preferences

Simple Search
Hote that the search is case insensitive
Reference
= Oviner Uit ;
Fund
Grants
PO Number ;
Asset Description
Purchase Price Ranges
Purchase Date Ranges :
Creation Date Ranges

Location

46061 | A

[ 1

To | ]

& To |

@ To|

Asset Detail || New Asset || Export || Action History |

EDEIDII

Room No/Description :

Clear

Asset Data Source
Status

Non Asset : |No v

Vendor Name :

Serial Number

Asset Tag

= Show Results For:
Transferred Out :

Asset Detalls ¥
No v

2 Previous 200 [601-800 [¥] fext 200 ®

Reference |Asset Asset [serial [vendor Purchase | Purchase| Funding ‘ [nactivate Budget
Select 1D Description  Number [Tag Number  |Name/Make Date i Source Reason/Remarks  Line
02 Compaq tcdd400 881012680 50474356 CND7350G08  HP/HP 20-Hov- 1,350.00 Incomplete School  Northside College Prep/S M Mcgill
Laptop 2006
01 Compaq tc4400 81012680 50473991 CND7350FW4 HP/HP 20-Nov- 1,350.00 Complete School  Northside College Prep/S Avila
Laptop 2006
00 Compaq tc4400 881012680 50474057 CND7350GON  HP/HP 20-Nov- 1,350.00 Incomplete School  Northside College Prep/Miranda
Laptop 2006
Compaq tc4400 551012680 50474219 CND73SOFPG  HE/HP 20-Hov- 1,350.00 Complete 'School  Northside College Prep/Spare
Laptop 2006
Compaq tc4400 881012680 50474116 CND73SOFV1 HF/HP 20-Nov- 1,350.00 Complete  School Northside College Prep/P S Sodhi
Laptop 2006
Compaq tc4400 81012680 50474079 CND73S0DK1 HP/HP 20-Nov- 1,350.00 Incomplete School Northside College Prep/Spare
2006
g Compaq tcd400 831012680 50474518 CND73SOFTQ HP/HP 20-Nov- 1,350.00 Incomplete School  Northside College Prep/N Lim
Laptop 2006
5 Compaq tc4400 881012680 50474482 CND73SOFKD HF/HP 20-Nov- 1,350.00 Incomplete School Northside College Prep/N D Fineda
Laptop 2006
4 Compaq ted400 881012680 50474183 CND73SOFLC  HR/HP 20-Nov- 1,350.00 Incomplete School  Northside College Prep/Spare
Laptop 2006
3 (Compaq tcd400 351012680 50473980 (CND7350FNH | HP/HP At 1,350.00 Incomplete School  Northside College Prep/Spare v
@ irtemet

Action

Search and find the asset record.

For this example, click the 2011281698 option.

Select the ""Radio" button and then click the ""Action History"" button.

The Initiator of the Transfer should later check the Action History for Approval.

22.

Action History

Click the "Action History'* button.

23.

The system displays the sequences to the Action History.
Note: The Action History only displays status changes.

Notice the record is Pending at Owning Unit Approver.

After viewing the Action History, click the ""Return Inquiry"* button to go back to
the Asset Inquiry page.

Click the ""Return Inquiry" button, to go back to the Fixed Assets Inquiry page.
Return Inquiry
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Step Action
24. Congratulations! You have completed the lesson to how to ""Transfer an Asset to

a Student"'.

Note: The schools will be responsible for renewing the asset transfer annually for
up to three (3) years.

End of Procedure.
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D. Transfer to Others

e Transfers to Others can only be made from an asset record in "Complete" status.

Training Guide
Fixed Asset Application - Phase |l

o Transfers to Others can be made only as a "Temporary Transfer".

Procedure

In this tutorial, you will learn how to **Transfer an Asset to Others".

Note: "Others" refer to any person or group other than parents/students, employees and

school/units.

s Home Page - Windows Internet Explore:

Fle Edt View Favories Toos Help

o g [ 8 0racl Applcations Home Page

ORACLE" E-Business Suite

@ ) v |2 httpiconnidasns.cst. cps. k12, LustB089/0R_HTHL/OA, JED7OARUNC=OAHONEPAGE

B Favorites v

Logged In As PEMURPHY

Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Maritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Mantwi, Lydia
@

TP W

P Vacation Rules - Rediract or auto-respond to notifications.

CPS Student Travel The Student Travel st (Request Number: 74627) is Approved
CPS Student Travel The Student Travel request (Request Number: 74629) is Approved
CPS Student Travel The St uest (Request Number: 74734) is Approved
CPS Student Travel The St (Request Number: 74738) is Appro
CPS Student Travel The Student Travel

uest (Request Number: 74742) is Approved

CPS Student Travel Thy ( st Num! 1445) is 3
CPS Student Travel The Sty (Request Number: 74369) is Approve:
CPS Student Travel Th est (Request Number: 74095) is Approve
CPS Student Travel The Student Travel request (Request Number: 73922) is Approved
CPS Student Travel The Student Travel request (Request Number: 73080) is Approved
CPS Student Travel The Student Trav (Request Number: 72581) is Appro

CPS Student Travel The Student Travel (Res 69702) is Approve

CPS Student Travel The Student Travel 60132) is Approve

riist Access - Specify which users can view and act upan yaur notifications,

Oracle Home Page
Main Menu Worklist
Personalize
£ 0ps Budget Transfer From [Type |subject [sent ~
CDS Fied Assets Anplication] Murphy, CPS Fixed Assets Iransfer Request 2 of Multiple Assets from unit 46061 has been approv 01-Mar-2011
DS iExpense - School Baijaied Do)
oy ——— Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approv 28-Feb-2011
d fent Reporting
M 't I It
3 ps mtemal Accounting largaret (IS = — —
Ea Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been approve 27-Feb-2011
CPS PC Posiions KD s
Ecpsre questor - Unit 46061 e Tventory
equestor - Unt e 30 oo =
&= e Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
CPS SIPAAA User Margaret Inventory
Painter, Alice CPS Student Travel The Student Travel (Request Number: 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
B cps web maury Approved
B3 ¢cps workfiow ser web (New) Moritz, Marissa  CPS Student Travel The Student Trav (Request Number: 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011
B cpspo reports rejected...
3 cpawo - Seff Directed Schools Painter, Alice CPS Student Travel The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
(e s S5V Approved...
Meoritz, Marissa  CPS Student Travel The Student Travel 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
rejected.
Murphy, CPS Work Order Approval Work Order 10-1-48849-0 for 46061 - Northside College Prep has been Approved. 07-Jan-2010
Margaret

23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009
03-Nov-2009
05-0ct-2009
27-Apr-2009

it cocridasna, cot.cps kI2.1.usB089/OA_HTMLIOR, j5p 0AFun:

AHOMEPAGE#

@ remer

Action

Click the “CPS Fixed Assets Application” Responsibility.

105




Training Guide ORACLE
leed Asset Appllcat|0n - Phase 1 USER PRODUCTIVITY KIT

o g [gomenppummmmepage [7\ BB @ - [Erpage - @Tok- 7

£ Oracle Applications Home Page - Windows Internet Explorer

@ () v | httpconnidasns, cst. cps. k12.1Lus:8085/0R_HTHLJOA, JSpTOAFUIC=0AHOMEPAGE S vl [ #2][x

Fle Edt View Favories Toos Help

[+

ORACLE" E-Business Suite

B Favorites v

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu S
Personaiize e
£30p5 Budget Transfer From [Type |subject [sent~ |pue
)53 CpS Fyeed Ascers Appleation Murphy, CPS Fixed Assets 01-Mar-2011
El Margaret Inventory
Murphy, CPS Fixed Assets 28-Feb-2011
Margaret Inventory
. Murphy, CPS Fixed Assets 27-Feb-2011
tass Check In Margaret Inventory
ense -
3”5 s i Murphy, CPS Fired Assets 27-Feb-2011
CPS Incident Reportng b et
B cps mtemal Accounting Painter, Alice  CPS Student Travel 17-Feb-2011
Moritz, Marissa  CPS Student Travel 11-Feb-2011
Painter, Alce  CPS Student Travel 11-Feb-2011
Moritz, Marissa  CPS Student Travel 03-Feb-2011
Murphy, CFS Work Order Appro 07-Jan-2010

Margaret
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Meoritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Meoritz, Marissa  CPS Student Travel
Nantu, Lydia  CPS Student Travel
*TIP Vacation Rules - Rediract or auto-raspont otifications.

“TIP Worklist Access - Specify which users can w and act upen your notifications.

23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009 3
03-Nov-2009
05-0ct-2009
27-Apr-2009

hittp: jjooridast3. esc.cps K12.ilUsB0B9/0A_HTMLIRF jsp2function_i i »_appl_i /_aroup_id= @ Intermet

2

Step

Action

Click the “Fixed Assets” link.

The Fixed Asset Inquiry page opens.

Enter your Unit Number at ""Owner Unit".

For this example, "'46061" is selected.

Click the Go button.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

GO

Search and find the asset record to transfer.
Select the record by clicking the Reference ID link to open the Asset Detail.

For this example, select Reference ID **2011355310."

2011355310
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Step

Action

6.

Click the "Transfer / Disposal' tab.
Transfer / Disposal |

7.

Click the ""Add Transfer Disposal’ button.

The system will open up the Transfer options.
Add Transfer Disposal

to view Disposal/Transfer options.

The system will display all nine (9) options.

At the ""Disposal / Transfer / Inactivate Reason™ field, click the drop down arrow

d Asset Inventory - Windows Internet Explorer
G- = izl T On, o _coge 92 [ [ £l

Fle Edt View Favortes Took Heb
&

5 4| @rved ausetvertory | B - B 8- o - oo -

M Naiigator v B Favori Home Logout

Fixed Asset Detail

Save/Update | | Submit Transfer/Disposal | [ Return Inquiry

TP Fields marked with "*" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status i 'Complete’.
“TIP Please enter Fields marked v in Retirement / Disposal section to Transfer/Dipose vihen you Approve a Asset.

[P « peset cangory:
Non-Asset/Duplicate Status : Complete
Purchasing Unit : 4 lorthside College Prep * Asset Data Source :  Conversion-FY09
Current Owning Unit : 46061 - Northside College Prep TInvoice Number :
Parent Asset :

=Asset Deseription : [Trumpet

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail = Affiliated Asset | Transfer / Disposal
Retirement / Disposal

Unit
Poiice Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal [ Transfer Transfer Sale Report From  To To To To Signature Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Date Status  Price Number Unit School Student Employee Others Address Name Date To HNumber By Date Date
No
results
found.

New Transfer/ Disposal

LSC Authorization

= Disposal / Transfer / Inactivate Reason : v
LSC Authorization Date &

= Disposal / Transfer / Inactivate Date
Transfer to School/Dept = Transfer/Disposal Comments

Transfer to Student
Disposal-Retirement
Disposal-TechXL
Lost Stolen Save/Update | | Submit Transfer/Disposal | | Return Inquiry
Disposal-Donated
Transfer to Employee  JETTCTE ===
frmritreE (imsSE T Disposal-Sale Copyright (<) 2008, Oracle. Allights reserved. B8
Transfer to Others #

< ] s>

@ inerme:
2
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Step

Action

9.

Select the Transfer Reason.

to an employee.

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

Note: Transfer to Others can be completed only as a Temporary Transfer.

Transfer to Others

/- Fixed Asset Inventory - Windows Internet Explorer

@\,/v [E] e 1215 18089/0A_HTMLIOA,

Fle Edt View Favories Toos Help

[BEEs

. code=UE V][] [x (o[-

o+

U 4| e nsso vemony = B-B8

& - [2hPage - Took -

ORACLE" cPs Fixed Assets Application

1 Navigator v B Favorites ¥ Diagnostics Home Logout Preferences.

Fixed Asset Detail

save/Update | | Submit Transfer/Disposal | | Return Inquiry

“TIP Fields marked with "" are mandatory when you Approve a Asset.
“TIP You can only tran. ss tus is'Complete'.
& TIP Please enter Fields marked with "2" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID : 2011355310
Non-Asset/Duplicate
Purchasing Unit ;46061 - Northside College Prep
Current Owning Unit : 46061 - Northside College Prep

= Asset Category : | Other Equipment (¥
Status:  Complete
= Asset Data Source ;  Conversion-FY09

Invoice Number :

Parent Asset : Q
=Asset Description : [Trumpet
Remarks :
Asset Comment s : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affilated Asset | Transfer / Disposal
Retirement / Disposal

Unit
police  Transfer Transfer Transfer Transfer Transfer Authorized unit
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To. Te To signature  Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Status Price lumber Unit  School ~Student Employee Others Address Name Date To NumberBy  Date Date |
Mo
resuts
found.
New Transfer/ Disposal

isCAuthorzation = ||
LSC Authorization Date : | | [
= Transfer to Others :
* Transfer/Disposal Comments

* Disposal / Transfer / Inactivate Reason

[Transfer to Others v

= Disposal / Transfer / Inoctivate Date: | | &

save/Update | | Submit Transfer/Disposal | | Return Inquiry

Diagnostics Home Logout Preferences

_HTHLJOA,

Action

Click the ""Calendar' icon at "'Disposal / Transfer / Inactivate Date"".

Select the ""Disposal / Transfer / Inactivate Date' of the asset.
For this example, please select ""March 9, 2011"".

Note: Be sure to check the month and year,

B
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Step Action
12. In the "Transfer to Others" field, enter who or where the asset was transferred to.

For this example, enter ""Teen Living Program™.

13. In the ""Transfer/Disposal Reasons' field, enter why this Transfer is being
processed.
For this example, enter "'For project work"".
14. Click the "'Save/Update' button to save the data entered in the record.
Note: The system will display a confirmation that the data was saved to database.
The entered information is now seen in the Retirement /Disposal section. Notice the
Transfer status is "'In Process™.
Save/Update
15. To complete the Transfer, click the "Submit Transfer/Disposal'* button.
The system will automatically send the record to the Unit Admin for approval.
Note: The system will display a confirmation that the asset record was successfully
changed.
Submit Transfer/Disposal
16. The asset record cannot be edited.
The system removes the ”Save/Update'* and "Submit Transfer/Disposal’ buttons
from the page.
Click the ""Return Inquiry"* button to go back to go back to Asset Inquiry page.
Return Inquiry
17. Congratulations! You have completed the lesson on how to ""Transfer an Asset to

Others™.

End of Procedure.
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E. Lost or Stolen

Assets Lost or Stolen can be reported from an asset record in **Incomplete™ or
"Complete' status.

Procedure

In this tutorial, you will learn how to record an asset as "*Lost or Stolen"'

Oracle Applications Home Page - Windows Internet Explor

@\, - [ K12.1.u5:B089/0A_HTHLIOA, isp?OAFURe—0AHOMEP AGER — ) 4| [x
File Edit View Faworites Tools Help
&2 | @orack appications HomePage = -8

ORACLE" EBusiness Suite

#: Favites v Diagnostics Logout P

Logged In As PEMURPHY

Oracle Applications Home Page
Bain Menu, Worklist.
Personalize Full List
[3cpS Budaet Transfer From [Type |subject [sent~  [pue
CDS Fied Assets Anplication] Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has been approved... 01-Mar-2011
school Margarat Inventory

iExpens:

T —— Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approved. 28-Feb-2011
et Reportng
Margaret Invents
3 ps mtemal Accounting largaret (IS = — —
Murphy, CPS Fixed Assets Tronsfer of Asset 2011037266 from unit 36061 has 27-Feb-2011
Margaret Inventory
Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has 27-Feb-2011
Margaret Inventory
Painter, Alce  CPS Student Travel T quest (Request Number: 104203, Trip Dote: 15-Apr-2011) is 17-Feb-2011
B3 cps wyorkflow user Web Moritz, Marissa  CPS Student Travel equest (Request Number: 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011
B3 cpspo Reports
3 cpswo - Seff Dire Painter, Alce  CPS Student Travel el request (Request Number: 104653, Trip Date: 10-Feb-2011) s [11-Feb-2011
[}
Moritz, Marissa | CPS Student Travel quest (Request Number: 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
Murphy, CPS Work Order Approval 849-0 for 46061 - Northsid 2 hos been Approved. 07-Jan-2010
Margaret
Moritz, Marissa  CPS Student Travel Tl est Number: 74627) is Approved 23-Nov-2009
Moritz, Marissa _ CPS Student Travel uest Number: 74629) is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel Number: 74734) is Approved 23-Nov-2009
Moritz, Marissa _ CPS Student Travel st Number: 74738) is Approved, 23-Nov-2009

Meoritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel

Number; 74742) is Approved... 23-Nov-2009
Number: 71445) is rej x 18-Nov-2009
uest Number: 74360) is Approved 18-Nov-2009
uest Number: 74005) is Approved 16-Nov-2009
est Number: 73022) is Approved 16-Nov-2009
uest Number: 73080) is Approved 03-Nov-2009 N

Moritz, Marissa  CPS Student Travel Number: 72581) is Approv . 03-Nov-2009
Moritz, Marissa  CPS Student Travel west Number: 69702} is Approved 05-0ct-2009
Nantwi, Lydia CPS Student Travel Tl Number: 60132) is Approved. 27-Apr-2009

P Vacation Rules - Rediract or ato-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

K2t CE d27nvAgFazrfQ. & @ Intermet

It cooridast. csc.cps.kIZ.il.us:B089/0R_HTMLIOA, jsp?0AFunc=0AHOMEPAGERD

+4 start

Step Action
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£ Oracle Applications Home Page - Windows Internet Explorer

G~ 2] Ptolicoodastsco.cos 12, L.si6089108_HTMLI OB J5pTORFUIK=ORHONEP AGE 25 =S 2 CEGTnv AP vl [#s][x =28
File Edit Wiew Faworites Tools  Help

+
o g [gome Applications Home Fage [ ] B - B - @ - [Erpage - GFTodk -

ORACLE" E-Business Suite

B Favorites v Diagnostics Logout Preferences Help

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu T
Personalize "
Full List

£30p5 Budget Transfer From [Type [sent~ |pue
Murphy, CPS Fixed Assets 01-Mar-2011
Margaret Inventory
Murphy, CPS Fixed Assets 28-Feb-2011
Margaret Inventory
Murphy, CPS Fixed Assets 27-Feb-2011
Margaret Inventory
Murphy, CPS Fixed Assets 27-Feb-2011

3 cps meident Reporting Ma,ga!ﬂ Inventory

B cps mtemal Accounting Painter, Alice  CPS Student Travel 17-Feb-2011

B3 ¢ps pe positions
Moritz, Marissa  CPS Student Travel 11-Feb-2011
Painter, Alce  CPS Student Travel 11-Fab-2011
Moritz, Marissa | CPS Student Travel 03-Feb-2011
Murphy, CPS Work Order Approval 07-Jan-2010
Margaret

Moritz, Marissa  CPS Student Travel 23-Nov-2009

Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Meoritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Meoritz, Marissa  CPS Student Travel
Nantu, Lydia  CPS Student Travel
*TIP Vacation Rules - Rediract or auto-raspond to cations.

“TIP Worklist Access - Specify which users can viev d act upon your notifications.

23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009 3
03-Nov-2009

hittp: jjooridast3. esc.cps K12.ilUsB0B9/0A_HTMLIRF jsp2function_i i »_appl_i /_aroup_id= @ Intermet

Step

Action

Click the ""Fixed Assets' link.

The Fixed Asset Inquiry page opens.

[Fixed Assetd

Enter your Unit Number at ""Owner Unit".

For this example, 46061 is entered.

Click the Go button.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

Go

Search and find the asset record(s) to record as ""Lost or Stolen*".

Click the Next link to go to search on the next page.
Mext 200

Select the record by clicking the Reference ID link to open the Asset Detail.

For this example, reference ID is 2011281702 is selected.

2011281702
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Step Action

7. Click the ""Transfer / Disposal'* tab.
Transfer / Disposal

8. Click the ""Add Transfer Disposal’ button.

The system will open up the Disposal options.
Add Transfer Disposal

9. At the ""Disposal / Transfer / Inactivate Reason™ field, click the drop down arrow
to view Disposal/Transfer options.

£5 Fixed Asset Inventory - Windows Internet Explorer CEE®
Go- = s oueson IR ot %)) ] | |5
File éd\t View Favorites  Took  Help

b
U & [@rednsetioveniory = B B @ [P - Grods - 7

ORACLE" cPs Fixed Assets Application

i Navigator v 8 Favorites ¥ Diagnostics Home Logout Pre

Fixed Asset Detail

save/Update | | Approve | | submit Transfer/Disposal | | Return Inquiry

“TIP Fields marked with "" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status is 'Complete!.
¥ TIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer,/Dipose when you Approve a Asset.

Reference ID : 2011281702 = Asset Category ©

Non-Asset/Duplicate Status : Incomplete

Purchasing Unit ;46061 - Northside College Prep * Asset Data Source : Conversion-FY09
Current Owning Unit : 46061 - Northside College Prep Invoice Number 5 Q
Parent Asset : Q

“Asset DesCrption : [ Compaq tct400 Laptop

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affilated Asset | Transfer / Disposal
Retirement / Disposal

Unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal / Transfer Transfer Sale Report From  To To To To Signature  Authorized Sold Contact Receipt Receipt Returm
Number Transfer Reason Date Status Price Number Unit  School  Student Employee Others Address Name Date To NumberBy  Date Date |
fo
resiits
found.

New Transfer/ Disposal

LSC Authorization
= Disposal / Transfer / Inactivate Reason :
LSC Authorization Date ]
* Disposal / Transfer / Inactivate Date
Transfer to Schoal/Dept * Transfer/Disposal Comments

Lost Stolen

save/Update | | Approve | [ Submit Transfer/Disposal | [ Return Inquiry

Diagnostics Home Logout Prefe
About this Page _Privacy Statement

74 start /5 Fixed Asse

Step Action

10. Select the Transfer Reason.

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

For this example, select "*Lost or Stolen™.

Lost Stolen
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@d Asset Inventory - Windows Internet Explorer

@ v [& 1215 18089/0A_HTMLIOA, - code=Us V][4 [x |[2]

Fle Edt View Favories Toos Help

[+

% & [ @iy = BB @ e G- ”

ACLE" CPs Fixed Assets Application

i Navigator v 8 Favori Diagnostics Home Logout Pre

Fixed Asset Detail

save/Update | | Approve | | submit Transfer/Dispesal | | Return Inquiry

“TIP Fields marked with "" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status is 'Complete!.
“TIP Please enter Fields marked v Retirement / Disposal section to Transfer/Dipose vhen you Approve a Asset.

Reference ID : 2011281702
Non-Asset/Duplicate
Purchasing Unit : 46061 - Northside College Prep
Current Ouning Unit : 46061 - Northside College Prep
Parent Asset :

= Asset Category :
Status: Incomplete
* Asset Data Source :  Conversion-FY09
Invoice Number :

~Asset Description : - [Compaq tc4400 Laptop

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affilated Asset | Transfer / Disposal
Retirement / Disposal

Unit

police Transfer Transfer Transfer Transfer Transfer Authorized Unit

Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To. To To To signature  Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Date Status Price lumber Unit  School ~Student Employee Others Address Name Date To Number By |
Mo
resuits
found.

New Transfer/ Disposal

LsCAuthorzation: [ |
LSC Authorization Date : | | [
= Police Report Number :
* Transfer/Disposal Comments

* Disposal / Transfer / Inactivate Reason : |[EEEGRaEN v
L I=

= Dispasal / Transfer / Inactivate Date :

Save/Update | | Approve | [ Submit Transfer/Disposal | [ Return Inquiry

Diagnostics Home Logout Preferences

Ki2.1.us:8089/0R_HTMLIOA,

-4 start {2 Fies

” @ remer

Step

Action

11.

Click the **Calendar " icon at "'Disposal / Transfer / Inactivate Date"".

=

12.

Select the ""Disposal / Transfer / Inactivate Date' of the asset.
For this example, please select **March 11, 2011"".

Note: Be sure to check the month and year.

13.

For all lost or stolen assets, a police report must be filed.

Enter the ""Police Report Number"'.

For this example, enter *'99999""
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2 Fixed Asset Inventory - Windows Internet Explorer

@\,/ v [&]hip: K12, 1Lus:80890A_HTMLIOA, _code=USé v|[4|[x 2]

Fle Edt View Favories Toos Help

U 4| e nsso mvemory = fB-B8

ORACLE" cPs Fixed Assets Application

7 Navigator v B8 Favories

Fixed Asset Detail

Save/Update | | Approve | | Submit Transfer/Disposal | | Return Inquiry

S TIP Fields marked with *** are mandatory when you Approve & Asset
FTIP You can only transfer an Asset whose status is Complete”
TIP Floase enter Fields marked with "#* in Retirement / Dispasal section to Transfer/Dipase when you Approve a asset

Reference D : 2011281702
Mon-asset/Duplicate : [No_ v
Purchasing Lt ;46061 - Northside College Prep
Currert Owning Unit : 46061 - Northeidz College Prap
Parent Asset :

* hsset Category :
Status : Incomplete
* fsset Data Source : Conversiorr P09
Invoice Number :

* 4552 DESETIPUON : [ ormpag to4400 Laptop

Remarks

Asset Comments : This is an Oracle Purchasing Conversion Asset Fram Department Excel Flle.

Asset Detail | Affiliated Asset || Transfer / Disposal
Retirement it / Disposal

unit

Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To 0 o signature Authorized Sold Contact Receipt Receipt Return|
Number Transfer Reason Date Status Price Number Unit  School  Student Employee Others ~ Address Name Date Date Date |
Ho
restits
found.

New Transfer,/Disposal

LSC Authorization

LSC Author zation Date ]

* Police Report Nurmber : |39999]

= Transfer/Disposal Reason

* Disposal / Transfer / Inactivate Reason : | Lost Stolen v
* Disposal / Transfer / Inactivate Date ;| 11-Mar-2011 | [

Save/Update | | Approve | | Submit Transfer/Disposal | [ Return Inquiry

Action

In the ""Transfer/Disposal Reasons' field, enter why this Disposal is being
processed.

For this example, enter the reason as ""Lost 09-Mar-2011" (the approximate date it
was lost).

15.

Click the "'Save/Update' button to save the data entered in the record.

Note: The system will display a confirmation that the data was saved to database.

Save/Update |

16.

To complete the Disposal click the "Submit Transfer/Disposal’* button.
The system will automatically send the record to the Unit Admin for approval.

Note: The system will display a confirmation that the asset record was successfully
changed.

Submit Transfer/Disposal
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2 Fixed Asset Inventory - Windows Internet Explorer

@\,/ v [&]hip: KI2.1.us B089/08_HTML/OA, _code=Usa v [#2][x 2]

Fle Edt View Favories Toos Help

o+

U0 | e nsso mvemony = B-8

& - [2hPage - Took -

ORACLE" cPs Fixed Assets Application

1 Navigator v 82 Favorites v ics Home Logout Preferences

(4 Confirmation
Status on the Asset record has been successfuly changed.

Fixed Asset Detail

Return Inquiry
“TIP Fields marked with ™" are mandatory when you Approve a Asset
#TIP You can only ransfer an Asset whose stats is 'Complete’,
#TIP Plezse enter Fields marked with "#" in Retirement / Disposal section to Transfer,Dipose wher you Approve 3 Asset.

Reference ID 1 2011281702 * Azset Category ©
Non-#sset/Duplicats ; No Status : Incomplete
ing Unit : 46061 - Northside College Prep * hsset Data Source : Corversion-FY09
Currentt Owning Unit 4601 - Northside College Frep Inwoice Number :
Parent Asset
* hsset Description
Remarks
Asset Comments : This is an Oracle Purchazing Canversion Asset From Department Excel File.
Asset Detail | Affiliated Asset || Transfer / Disposal
Retirement it/ Disposal
unit
Police  Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal / Transfer Transfer Sale Report From T To i To Signature Authorized Sold Contact Receipt Receipt Return|
Number Transfer Reason Date Status PriceNumberUnit  School Student Employee Others  Address Name Date To MumberBy ~ Date Date |
177728 Lost Stolen 11-Mar-2011 InFrocess 90000 46061- {
Northsice
College
Frep

Return Inquiry

Diagnostics Home Logout Preferences

<=

7] @ Intermet #100%

e |

Action

The system displays the Disposal information in the Retirement /Disposal section.
Notice the Transfer status is "'InProcess."

The record is now pending the Unit Admin's approval.

18.

The asset record cannot be edited.

The system removes the ”Save/Update’ and "Submit Transfer/Disposal'* buttons
from the page.

Click the ""Return Inquiry"* button to go back to go back to Asset Inquiry page.

19.

Congratulations! You have completed the lesson on how to record an asset as
"Lost or Stolen™.

End of Procedure.
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F. Disposal - Retirement

Procedure

In this tutorial, you will learn how to Dispose of assets using the *
(Disposal type).

Retirement

ORACLE’
USER PRODUCTIVITY KIT

Disposal -

(2 Oracle Applications Home Page - Windows Internet Explorer

Go- = e

_HTML[OR Jsp70AFuncm eGsath. a[x

Fle Edt View Favortes Took Help

ot | @orace seplcatons Homepae

ORACLE’

E-Business Suite
B Favorites ¥

[ v B) @ v page - CFTook -

Diagnostics Logout Prefe

Logged In As PEMURPHY

Moritz, Marissa
Maritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Maritz, Marissa
Moritz, Marissa
Moritz, Marissa

CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel
CPS Student Travel

74627) is Approved.
74629) is Approv
74734) is Approved.
74738) is Approved
74742) is Approved,
71445) is rejected...
74369) is Approved
74095) is Approve
73922) is Approv
73080) is Approved

The

uest Number:

Oracle Home Page
blain Meny, Workiist.

Personalize Full List
£ cps Budget Transfer From [Type [subject [sent -~ [pue
[R[ChS Fired Assets Application] Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has been approve 01-Mar-2011

295 iExpense - School apaied ENEn0]
Jexpandf L et Revortn Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approv 28-Feb-2011
(v —— Margaret Invents
3 cps mtemal Accounting oTnre ey = — —
. cps pC Postions Murphy, CPS Fixed Assets Tranefer of Asset 2011037266 from unit 46061 has been approv 27-Fab-2011
e Margaret Inventory
equestor - Unit
vas Requestor - Unk 46061 Murphy, CPS Fixed Assets 27-Feb-2011
CPS SIPAAA User Margarat Inventory
Boss = Painter, Alice  CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
3¢S web Iuin
3 cps workflow User Web (New) Moritz, Marissa  CPS Student Travel 104501, Trip Date: 15-Apr-2011) is 11-Feb-2011
Fainter, Alce  CPS Student Travel 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
Moritz, Marissa  CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
Murphy, cPs work Order Approval p has been Approved 07-Jan-2010
Margaret

23-Nov-2009
23-Nov-2009
23-Nov-2008
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2009
16-Nov-2009
16-Nov-2009
03-Nov-2000 5

Moritz, Marissa  CPS Student Travel I T Number: 72581} is Approved. 03-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Tray quest (Request Number: §9702) is Approved. 05-Oct-2009
Mantwi, Lydia CPS Student Travel The Student Travel request (Request Number: 60132) is Approved. 27-Apr-2009
“/TIP Vacation Rules - Redirect or auto-respond to notifications.
TIP Worklist Access - Specify which users can view and act upon your notifications.
[t jcocridasos, csc.cps ki 6089/0A_HTML/OA, jsp ?0AFUNC=0AHOMEPAGE B0 as=chRIKFINW 7F-71 8Gsabh, # @ Intermet H100% ~

Action

Click the “CPS Fixed Assets Application” Responsibility.

116




ORACLE’

USER PRODUCTIVITY KIT

s Home Page - Windows Internet Explore:

Training Guide
Fixed Asset Application - Phase |l

@ ) v (2] e fcoordasts csc. s, K1 2.1u5:B0B9/0R_HTML{OA s OAFLn

AHOMEP AGE&035=ChRZIKFINW/7F-718G538hw. .

Fle Edt View Favories Toos Help

o g [ 8 0rack Applcations Home Page

ORACLE" E-Business Suite

B Favorites v

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu Workist
Personalize Ful L5t
£30p5 Budget Transfer From [Type |subject [sent~ |pue
B B cps Fixed Assets Application Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has been approved... 01-Mar-2011
Margaret Inventory
Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been appro 28-Feb-2011
e Margaret Inventory
) Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been appro 27-Feb-2011
£3cps iExpense - School Nargaret ooty . s e
Bl cos ettt nan Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
CPS Incident Reporting Margaret Inventery
B cps mtemal Accounting Painter, Alce  CPS Student Travel The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
B cps pc postions Approve
(3 ¢ps Requestor - unit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011
Ecps sipaaa user i
3 cps student Trav Painter, Alce  CPS Student Travel The Student Travel raquest (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Fab-2011
B3 cps web mauin CpmotC
3 cps Workflow User Web (New) Moritz, Marissa | CPS Student Travel The Student Trav 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
3 cpspo Reports feaded, - - -
AN A, Murphy, CPS Work Order Approval Work Order 10-1-48840-0 for 46061 - Northside College Prep has been Approved 07-Jan-2010
e rra—— Margaret -
Moritz, Marissa  CPS Student Travel (Request Number: 74627) is Approve: 23-Hov-2000
Moritz, Marissa  CPS Student Travel uest (Request Number: 74620) is Approved 23-lov-2000
Moritz, Marissa  CPS Student Travel uest (Request Number: 74734) is Approved 23-1lov-2000
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74738) is Approved 23-lov-2009
Moritz, Marissa  CPS Student Travel The Student Trav (Request Numi 23-iov-2009
Moritz, Marissa | CPS Student Travel (Request Numbe 18-Tiov-2009
Moritz, Marissa  CPS Student Travel The Student Trave (Request Numbe 18-Nov-2000

Moritz, Marissa  CPS Student Travel

Moritz, Marissa  CPS Student Travel

Moritz, Marissa  CPS Student Travel

Moritz, Marissa  CPS Student Travel

Meoritz, Marissa  CPS Student Travel

Nantw, Lydia
2

The Student Trav (Request Num

The Student Travel request (Request Number: 73922) is Approved

The Student Trav 73080) is ADDIO:

72561) is Approve:

(Request Num

702) is Approve

60132) is Appro;

(Request Num

CPS Student Travel

Rules - Redirect or auto-respond to notifications.

st Access - Specify which users can view and act upon your notifications.

16-Nov-2009
16-Nov-2009
03-Nov-2009
03-Nov-2009
05-0ct-2009
27-Apr-2009

_appl_i /_growp_id-

@ remer

Action

Click the ""Fixed Assets

" link.

The Fixed Asset Inquiry page opens.

Enter your Unit Number at "*Owner Unit".

For this example, 46061 is selected.

to transfer.

Click the Go button.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

The system will display all asset records. Scroll down until you find the asset record
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Step

Action

5.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

For this example, click the link to Reference ID- 2011355304.

Click the "Transfer / Disposal'" tab.
Transfer / Disposal

Click the "*Add Transfer Disposal’* button.

The system will open up the Disposal options.
Add Transfer Disposal

At the ""Disposal / Transfer / Inactivate Reason" field, click the drop down arrow
to view Disposal/Transfer options.

118

72 Fixed Assel Inventory - Windows Internet Explorer HEX

G- & Kzl _HTML{On, o pesoure=fc | | 44| x| | 28

File Edt Vew Favories Took Hep

¥ [{emxed Asset Inventory
ORACLE’ CcPs Fixed Assets Application

Fixed Asset Detail

Save/Update | | Submit Transfer/Disposal | [ Return Inquiry

TIP Fields marked wi pprove
TIP You can only transfer mplete’.
S/TIP Please enter Field / Disposal section to Transfer/Dipose when you Approve a Asset.

in
nce 2011355304 = Asset Category : | Other Equipment v
icate

Hon-As ca No (v Status: Complete
Purchasing Unit : 46061 - Northside College Prep = Asset Data Source : - Conversion-FY09
Current Owning Unit ; 46061 - Northside College Prep Invoice Number ¢
Parent Asset :

=Asset Deseription : [vioin

Remarks

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail = Affiliated Asset | Transfer / Disposal
Retirement / Disposal

u
police  Transfer Transfer Transfer Transfer Transfer Authorized Unit

Transfer Type of Disposal /Transfer Disposal [ Transfer Transfer Sale Report From  To. o e signature  Authorized Sold Contact Receipt Receipt Return

Humber Transfer Reason Date Status Price lumber Unit  School ~Student Employee Others Address Hame Date To HNumberBy  Date Date |

Mo

results

found.

New Transfer) Disposal

LSC Authorization

= Disposal / Transfer / Inactivate Reason : v
LSC Authorization Date &

= Disposal / Transfer / Inactivate Date
Transfer to School/Dept = Transfer/Disposal Comments

Transfer to Student

Save/Update | | Submit Transfer/Disposal | | Return Inquiry

About this Page  Privacy Statement

Transfer to Others
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Step

Action

9.

Select the Transfer Reason.

For this example, select "'Disposal-Retirement"".

Disposal-Retirement

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

£ Fixed Asset Inventory - Windows Internet Explorer,

G- =

KI2.1.us 18089/08_HTML/OA,

Fle Edt View Favories Took

Help

o 4 [ e st Invertory

Fixed Asset Detail

=

ORACLE" cPs Fixed Assets Application

M Navigator ¥

& Favorites v

Diagnostics Home Logout Preferences

Fare

Asset Detail | Affilated Asset
Retirement / Disposal

Number Transfer Reason
No
results
found.
New Transfer/Disposal

Reference ID
Non-Asset/Duplicate
Purchasing Unit :
Current Owning Unit :

Remarks :

Asset Comments

2011355304

nt Asset :

“TIP Fields marked with "" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status is 'Complete!.
¥ TIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer,/Dipose when you Approve a Asset.

46061 - Northside College Prep
46061 - Northside College Prep

Q

= Asset Data Source :

save/Update

Submit Transfer/ Disposal

Return Inquiry

 Asset Category :
Status:  Complete

Invoice Number :

=Asset Description :  [Violin

Transfer / Disposal

Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To.

* Disposal / Transfer / Inactivate Reason

This is an Oracle Purchasing Conversion Asset From Department Excel File.

* Disposal / Transfer / Inactivate Date

Diagnostics Home Logout Preferences

Other Equipment |¥

Conversion-FY09

Unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
T TC To Signature Authorized Sold Contact Receipt Receipt Return
Status Pricelumber Unit  School Student Employee Others Addresslame  Date To NumberBy  Date Date
LSC Authorization
Disposal-Retirement__ o3 LSC Authorization Date &
[ T@ Retire To Grantor Amount :
* Transfer/Disposal Comments
save/Update | | Submit Transfer/ Disposal | | Return inquiry | "

Action

Click the ""Calendar" icon at "'Disposal / Transfer / Inactivate Date"".

Note: Be sure to check the month and year.

For this example, please select "*March 10, 2011".

Select the ""Disposal / Transfer / Inactivate Date' of the asset.
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Step Action
12. In the ""Transfer/Disposal Reasons' field, enter why this Disposal is being

processed.

For this example, enter the reason as ""Obsolete™.

13.

Click the **Save/Update' button to save the data entered in the record.

Note: The system will display a confirmation that the data was saved to database.

Save/Update

14.

To complete the Disposal click the "Submit Transfer/Disposal’* button.
The system will automatically send the record to the Unit Admin for approval.

Note: The system will display a confirmation that the asset record was successfully
changed.

Submit Transfer/Disposal ||

15.

The system displays the Disposal information in the Retirement /Disposal section.
Notice the Transfer status is In Process.

The record is now pending the Unit Admin's approval.

16.

The asset record cannot be edited.

The system removes the "Save/Update™ and "Submit Transfer/Disposal'* buttons
from the page.

Click the ""Return Inquiry" button to go back to go back to Asset Inquiry page.
Return Inquiry

17.

Congratulations! You have completed the lesson on how to Dispose of a Retired
Asset.

End of Procedure.
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In this tutorial, you will learn how to Dispose of assets using the "'Disposal - TechXL"

disposal type.

/= Oracle Applical

ns Home Page - Windows Internet Explorer

@73, - & Kz L0 o — o ¥ [%][%] [cooge
Ede Vew Favortes Took Help
£A
o 4t | @orace seplcatons Homepage | Zo v B v shPage v ook -
ORACLE" EBusiness suite
£ Favorites ¥ Diagnostics Logout Preference:
Logged In As PEMURPHY
Oracle Home Page
Main Menu S
3 cps Budget Transfer From [rype |subject [sent - [pue
ED¢ps Fixed Assets Application Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has b 01-Mar-2011,
I crs iexpense - school Margaret Inventory
(S — Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approu 28-Feb-2011
£3cps mtemal Accounting Margaret Jnventory
B cps o post Murphy, CPS Fixed Assets Tranefer of Asset 2011037266 from unit 46061 has been approved 27-Fab-2011
bw Margaret Inventory
equestor - Unit T 37266 606 =
DC”S Reousstor-Lng 46061 Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
Dw Margaret Inventary
R Painter, Alice  CPS Student Travel The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
3 cps web Inquiy Approved
3 cps workflow User Web (New) Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104501, Trip Date: 15-Apr-2011) is 11-Feb-2011
3 cpspo Reports rejecte
CPSWO - Sef Directed Schools Fainter, Alce  CPS Student Travel The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
= Approved
Moritz, Marissa  CPS Student Travel uest (Request Number: 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
rejecte
Murphy, CPS Work Order Approval Work Order 10-1-48845-0 for 46061 - Northside College Prep has been Approved 07-Jan-2010
Margaret
Moritz, Marissa  CPS Student Travel The Student Trav (Request Numi 627) is Appror 23-iov-2009
Moritz, Marissa  CPS Student Travel The Student Trav (Request Numi 629) is Appro! 23-Tiov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74734) is Approved 23-1lov-2009
Moritz, Marissa  CPS Student Travel Student Trav (Request Numi 738) is Appro 23-Nov-2000
Moritz, Marissa  CPS Student Travel Student Travel request (Request Number: 74742) is Approved 23-Nlov-2000
Moritz, Marissa  CPS Student Travel Student Travel request (Request Number: 71445) s rejected... 18-Tlov-2000
Moritz, Marissa  CPS Student Travel Student Trav (Request Number: 74368) is Appro 18-Tlov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74095) is Approved 16-Tiov-2009
Moritz, Marissa | CPS Student Travel The Student Trav ( st Numbers 73922) is Appro 16-Tiov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 73080) is Approved 03-Nov-2000 5
Moritz, Marissa  CPS Student Travel The Student Trau (Request Number: 72581) is Appro: 03-Nov-2000
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 69702) is Approved 05-0ct-2009
Mantwi, Lydia  CPS Student Travel The Student Travel request (Request Number: 60132) is Approved 27-Apr-2009
“TIP Vacation Rules - Redirect or auta-respond to notifications.
fTIP Worklist Access - Specify wihich users can view and act upon your notifications.
@ meemet 1% -

Search Deskiop

Action

Click the “CPS Fixed Assets Application” Responsibility.
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Oracle Applications Home Page - Windows Internet Explorer

G~ [0 Ptoicoodastsco, cos 1 2518089708 HTMLOA 5pTOAFLIYC=ORHOMER AGE a5 =YOSHYFXalTBHTCHNSGA. & ][44 [E28

Fle Edt View Favories Toos Help

5|

o g [gome Applications Home Fage [7\ B - B @ - [ErPage - GTodk -

RACLE’ EBusiness Suite

B Favorites v Diagnostics Logout

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu T
Personalize Ful L5t
£30p5 Budget Transfer From [Type j [sent~ |pue
B3 cps Fived Assets Application Murphy, CPS Fixed Assets I ple nit 464 01-Mar-2011
Margaret Inventory
Murphy, CPS Fixed Assets 28-Feb-2011
Margaret Inventory
Murphy, CPS Fixed Assets 27-Feb-2011
e Margaret Inventory
ense -
3”5 s i Murphy, CPS Fired Assets 27-Feb-2011
CPS Incident Reportng Margaret Inventory
B cps mtemal Accounting Painter, Alice  CPS Student Travel 17-Feb-2011
B cps e postions
(3 ¢ps Requestor - unit 46061 Moritz, Marissa  CPS Student Travel 11-Feb-2011
Bcps stpaaa v
Painter, Alce  CPS Student Travel 11-Fab-2011
Moritz, Marissa | CPS Student Travel 03-Feb-2011
Murphy, CPS VWork Order Approv 07-Jan-2010

Margaret
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa | CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa | CPS Student Travel
Mantwi, Lydia  CPS Student Travel
s tion Rules - Redirect or auto-respond to notifications.

Worklist Access - Specify which users can view and act upan your notifications.

23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009 3
03-Nov-2009
05-0ct-2009
27-Apr-2009

hittp: jjooridast3. esc.cps K12.ilUsB0B9/0A_HTMLIRF jsp2function_i i »_appl_i /_aroup_id= @ Intermet

Step Action

2. Click the ""Fixed Assets' link.

The Fixed Asset Inquiry page opens.

[Fnced Assetd]

3. Enter the Unit Number at ""Owner Unit".

For this example, 46061 is selected.

[

4, Click the Go button.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

5. Search and find the asset records to transfer.

Click the Next link to view the next page.
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Step Action

6. Select the record by clicking the Reference ID link to open the Asset Detail.
For this example, click the link to Reference ID 2011343325.

2011343322

7. Click the "Transfer / Disposal'" tab.
| Transfer / Disposal |

8. Click the ""Add Transfer Disposal’* button.

The system will open up the Disposal options.
Add Transfer Disposal

9. At the ""Disposal / Transfer / Inactivate Reason™ field, click the drop down arrow
to view Disposal/Transfer options.

(2 Fixed Asset Inventory - Windows Internet Explorer,

e jon, a pesourcontc 9 2] [ | e

Fle Edt View Favortes Took Help

[+

| e sty | fi - B B [ - oo -

ORACLE' cPsFixed Assets Application

M Navigator v B Favorites v Diagnostics Home Logout Preferences

Fixed Asset Detail

Save/Update | | Submit Transfer/Disposal | [ Return Inquiry

“TIP Fields marked with "*" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status i 'Complete’.
“TIP Flease enter Fields marked vith "#" in Retirement / Disposal section to Transfer/Dipose when you Apprave a Asset.

Reference ID : 2011343322 = Asset Category : | Other Equipment ¥
Non-Asset/Duplicate Status : Complete
Purchasing Unit : 4 Northside College Prep * Asset Data Source :  Conversion-FY09
Current Owning Unit : 46061 - Northside College Prep Tnvoice Number :
Parent Asset :

=Asset Description ; [Lcp 58 FROJECTOR

Remarks

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail = Affiliated Asset | Transfer / Disposal
Retirement / Disposal

Unit
police  Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From To e signature  Authorized Sold Contact Receipt Receipt Return
Humber Transfer Reason Date Status Price lumber Unit  School ~Student Employee Others Address Hame Date To HNumberBy  Date Date |
Mo
results
found.

New Transfer) Disposal

LSC Authorization
= Disposal / Transfer / Inactivate Reason : v
LSC Authorization Date &

= Disposal / Transfer / Inactivate Date
Transfer to School/Dept = Transfer/Disposal Comments

Transfer to Student
Disposal-Retirement
sposal-TechXL

Save/Update | | Submit Transfer/Disposal | | Return Inquiry

Disposal-Donated
[Transfer to Employee
Privacy Statement Disposal-Sale Copyright (<) 2008, Oracle. Allights reserved. B8
| Transfer to Others v

About this Page

@ internet
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Step

Action

10.

Select the Transfer Reason.

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

Select the Transfer Reason. - ""Disposal TechXL".

% & [ @iy = B B @ e - e -

About this Page _Privacy Statement

5 Fixed Asset Inventory - Windows Internet Explorer FEX

(€18

& 12,105 G085/0A_HTHL[OA, ypesounce=/c v | ¢2| X | | [Z28

Fle Edt View Favories Took Help

e

ORACLE" cPs Fixed Assets Application

i Navigator v B Favorites ¥ Diagnostics Home Logout Preferences.

Fixed Asset Detail

save/Update | | Submit Transfer/Disposal | | Return Inquiry

“TIP Fields marked with "" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status is 'Complete!.
¥ TIP Please enter Fields marked with "#" in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID © 2011343322 = Asse Category : | Other Equipment U
Non-Asset/Duplicate Status : Complete

Purchasing Unit ; 46061 - Northside College Prep = Asset Data Source :  Conversion-FY09
Current Owning Unit : 46061 - Northside College Prep

Parent Asset : Q

Invoice Number :

=Asset Description : [Lcp 58 PROJECTOR

Remarks :

Asset Comment ts :  This is an Oracle Purchasing Conversion Asset From Department Excel File.
Asset Detail | Affilated Asset | Transfer / Disposal
Retirement / Disposal

Unit

Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal / Transfer Transfer Sale Report From  To T T To Signature  Authorized Sold Contact Receipt Receipt Returm
Number Transfer Reason Date Status Price Number Unit  School  Student Employee Others Address Name Date To NumberBy  Date Date |
fo
resiits
found.

New Transfer/ Disposal

LSC Authorization
= Disposal / Transfer / Inactivate Reason : [ EaEII v
LSC Authorization Date ]
* Disposal / Transfer / Inactivate Date : | | [
* Transfer/Disposal Comments

save/Update | | Submit Transfer/ Disposal | | Return Inquiry

Diagnostics Home Logout Preferences

Action

Click the "Calendar” icon at "'Disposal / Transfer / Inactivate Date"".

Select the ""Disposal / Transfer / Inactivate Date' of the asset.
For this example, please select **March 10, 2011".

Note: Be sure to check the month and year.

13.

In the ""Transfer/Disposal Reasons™ field, enter why this Disposal is being
processed.

For this example, enter the reason as ""Obsolete™.
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Step Action
14. Click the "*Save/Update' button.

Note: The system will display a confirmation that the data was saved to database.

15. To complete the Disposal click the "Submit Transfer/Disposal’* button.
The system will automatically send the record to the Unit Admin for approval.
Note: The system will display a confirmation that the asset record was successfully
changed.
16. The system displays the Disposal information in the Disposal - TechXL section.
Notice the Transfer status is In Process.
The record is now pending the Unit Admin's approval.
17. The asset record cannot be edited.
The system removes the ”Save/Update’* and "Submit Transfer/Disposal’ buttons
from the page.
Click the ""Return Inquiry"* button to go back to go back to Asset Inquiry page.
18. Congratulations! You have completed the lesson on how to Dispose of assets

through TechXL.

End of Procedure.
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H. Disposal - Donated

Procedure

In this tutorial, you will learn how to Dispose of assets using the

(Disposal type).

ORACLE’
USER PRODUCTIVITY KIT

Disposal-Donated""

(2 Oracle Applications Home Page - Windows Internet Explorer

@\,/ - & Wz _HTMLOA J5p ~ + 4|[x |2
File Edt Uew Favortes Took Heb
+
i | @ovare opltonsHonePage | B - B 8- o - oo -
ORACLE" EBusiness suite
B Favorites ¥
Logged In As PEMURPHY
Oracle Home Page
blain Meny, Workiist.
[ personaize | Full Lt
£ cps Budget Transfer From [Type |subject [sent -~ [pue
|8 [C5 Frced Aissors Application) Murphy, CPS Fixed Assets Tronsfer Request 2 of Multiple Ascets from unit 46061 hes been approves 01-Mar-2011
e ——_— Margaret Inventory
ezeandk 1 oot Reportin Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approv 28-Feb-2011
v —— Margaret Invent
3 cps ntemal Accounting oTnre ey ~ — —
B cps o post Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been approv 27-Fab-2011
:‘7”‘ 1 Margaret Inventory
equestor - Unit
£y 25 Reduestor - nf 46001 Murphy, CPS Fixed Assets 27-Feb-2011
CPS SIPAAA User Margaret Inventory
Blces s = Painter, Alice  CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
3¢S web Iuin
3 cps workflow User Web (New) Moritz, Marissa  CPS Student Travel 104501, Trip Date: 15-Apr-2011) is 11-Feb-2011
Fainter, Alce  CPS Student Travel 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
Moritz, Marissa  CPS Student Travel 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
Murphy, CPS Work Order Approval p hos been Approved 07-Jan-2010
Margaret
Moritz, Marissa  CPS Student Travel 74627) is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74629) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74734} is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel 74738} is Approved 23-Nov-2000
Moritz, Marissa  CPS Student Travel 74742) is Approved 23-Nov-2009
Moritz, Marissa  CPS Student Travel 71445) is rejected... 18-Tlov-2000
Moritz, Marissa  CPS Student Travel 74369) is Approved 18-Nov-2009
Moritz, Marissa  CPS Student Travel 74095) is Approved... 16-Nov-2009
Moritz, Marissa | CPS Student Travel 73922) is Approved... 16-Nov-2009
Moritz, Marissa  CPS Student Travel west Number: 73080} is Approved 03-Nov-2009 5
Moritz, Marissa  CPS Student Travel T T Number: 72581) is Approved 03-Nov-2009
Moritz, Marissa_CPS Student Travel | The Student Travel request (Request Number: 60702) is Approved 05-0ct-2009
Mantwi, Lydia |CPS Student Travel  The Student Travel request (Request Number: 60132) is Approved 27-Apr-2009
TIP Vacation Rules - Redirect or auto-respond to natfications.
orklst Access - Specify which users can view and act upon your notifications.
[t jcocridasos, csc.cps ki 6089/0A_HTHML/OA, jsp’ # @ Intermet H100% ~
|2

Action

Click the *

CPS Fixed Assets Application™ Responsibility.
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@ ) v (1] e fcoordasts cs. s, K1 2.1u5:B0B9/0R_HTML{OA s OAFLn

AHOMEP AGED35=skIzi CEd27ny ASFa2rfQ.

Fle Edt View Favories Toos Help

o g [ 8 0racl Applcations Homs Page

ORACLE" E-Business Suite

B Favorites v

Logged In As PEMURPHY

Moritz, Marissa
Moritz, Marissa
Moritz, Marissa
Moritz, Marissa

Moritz, M

Moritz, Marissa

Moritz, Marissa

Moritz, Marissa

Moritz, Marissa

Moritz, Marissa

Nantw, Lydia
2

Oracle Applications Home Page
Main Menu Workist
Personalize Ful L5t
£30p5 Budget Transfer From [Type |subject [sent~ |pue
B B cps Fixed Assets Application Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has been approved... 01-Mar-2011
Margaret Inventory
Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been appro 28-Feb-2011
e Margaret Inventory
) Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been appro 27-Feb-2011
£3cps iExpense - School Nargaret ooty . s e
Bl cos ettt nan Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
CPS Incident Reporting Margaret Inventery
23 ps mtemal Accounting Fainter, Alice  CPS Student Travel The Student Travel st (Request Number: 104203, Trip Date: 15-Apr-2011) is 17-Feb-2011
B cps pc postions Approve
(3 ¢ps Requestor - unit 46061 Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104591, Trip Date: 15-Apr-2011) is 11-Feb-2011
Ecps sipaaa user i
3 cps student Trav Painter, Alce  CPS Student Travel The Student Travel raquest (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Fab-2011
B3 cps web mauin CpmotC
3 cps Workflow User Web (New) Moritz, Marissa | CPS Student Travel The Student Trav 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
3 cpspo Reports feaded, - - -
AN A, Murphy, CPS Work Order Approval Work Order 10-1-48840-0 for 46061 - Northside College Prep has been Approved 07-Jan-2010
e rra—— Margaret -
Moritz, Marissa  CPS Student Travel (Request Number: 74627) is Approve: 23-Hov-2000
Moritz, Marissa  CPS Student Travel uest (Request Number: 74620) is Approved 23-lov-2000

CPS Student Travel uest (Request Number: 74734) is Approved

CPS Student Travel The Student Travel request (Request Number: 74738) is Approved

CPS Student Travel

The Student Trav (Request Num
(Request Numbe;
st Numbef

CPS Student Travel
CPS Student Travel

The Student Travel

equ

The Student Trav (Request Num

CPS Student Travel

CPS Student Travel The Student Travel request (Request Number: 73922) is Approved

CPS Student Travel The Student Trav 73080) is ADDIO:

72561) is Approve:

CPS Student Travel

CPS Student Travel (Request Num 702) is Approve

60132) is Appro;

(Request Num

CPS Student Travel

Rules - Redirect or auto-respond to notifications.

st Access - Specify which users can view and act upon your notifications.

23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009
03-Nov-2009
05-0ct-2009
27-Apr-2009

_appl_i /_growp_id-

@ remer

Action

Click the ""Fixed Assets

" link.

The Fixed Asset Inquiry page opens.

46061]

For this example, please enter *

Enter the Unit Number at ""Owner Unit"".

46061"".

to transfer.

GO

Click the Go button.

The system will display all asset records. Scroll down until you find the asset record

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.
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Step

Action

5.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

For this example, click the Reference ID - 2011343323.

T ———
2011343323

Click the ""Transfer / Disposal'" tab.
| Transfer / Disposal |

Click the "*Add Transfer Disposal’* button.

The system will open up the Disposal options.
Add Transfer Disposal

At the ""Disposal / Transfer / Inactivate Reason" field, click the drop down arrow
to view Disposal/Transfer options.
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0o - & iz mon E ot (5] [ ol
File Edt View Favortes Teols Help

&
I &t | @rednsset vertory - B @ [2rPae v ook -

Disposal-Donated
Transfer to Employee  EIi== =

About this Page  Privacy Statement Disposal-Sale (Copyright () 2008, Oracle. All igns reseres. (o8
Transfer to Others v

= Fixed Asset Inventory - Windows Internet Explorer,

ORACLE’ CcPs Fixed Assets Application

M Navigator v B2 Favorites ¥ Diagnostics Home Logout Preferences.

Fixed Asset Detail

Save/Update | | Submit Transfer/Disposal | [ Return Inquiry

TP Fields marked with "*" are mandatory when you Approve a Asset.
“TIP You can only transfer an Asset whose status i 'Complete’.
“TIP Please enter Fields marked vath " " in Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.

Reference ID : 2011343323 = Asset Category : | Other Equipment v

Non-Asset/Duplicate Status : Complete

Purchasing Unit : 46061 - Northside College Prep » Asset Data Source ¢ Conversion-FY09
Current Owning Unit ;46061 - Northside Callege Prep Tnvoice Number :
Parent Asset ; Q

~Asset Description © [PROJECTOR

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail = Affiliated Asset | Transfer / Disposal
Retirement / Disposal

Unit

Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal [ Transfer Transfer Sale Report From  To To To To Signature Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Date Status  Price Number Unit School Student Employee Others Address Name Date To HNumber By Date Date
No
results
found.

New Transfer/ Disposal

LSC Authorization

* Disposal / Transfer { Inactivate Reason : v
LSC Authorization Date @

= Disposal / Transfer / Inactivate Date
Transfer to School/Dept = Transfer/Disposal Comments

Transfer to Student

Disposal-Retirement
Disposal-TechxL
Lost Stolen save/Update

Submit Transfer/ Disposal | | Return Inquiry

@ et
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Step

Action

9.

Select the Transfer/Inactivate Reason.

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

For this example, click the ""Disposal-Donated"".

Disposal-Donated

File Edt Vew Favories Took Hep

¥ & [{emanssenmmw B - B @ - e - Qoo -

= Fixed Asset Inventory - Windows Internet Explorer,

06 & s A, e S]] | 2k

ORACLE' CcPsFixed Assets Application

Diagnostics Heme Logout Preferences

Fixed Asset Detail

Save/Update | | Submit Transfer/Disposal | [ Return Inquiry

TIP Fields marked vi
“TIP You can only transfer
#TIP Please enter Fields m:

when y e 2 Asset.
Reference D 23 = Asset Category : | Other Equipment | ¥
Non-Asset/Duplicate Status : Complete

Purchasing Unit : 46061 - Northside College Prep = Asset Data Source : - Conversion-FY09
Current Owning Unit ; 46061 - Northside College Prep Invoice Number :
Parent Asset :

~Asset Description © [ROJECTOR

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail = Affiliated Asset | Transfer / Disposal
Retirement / Disposal

Unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal [ Transfer Transfer Sale Report From  To To To To Signature Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Date Status  Price Number Unit School Student Employee Others Address Name Date To HNumber By Date Date
No
results
found.

New Transfer) Disposal

LSC Authorization
LSC Authorization Date @
* Disposal / Transfer / Inactivate Reason : | e v * Donated to Organization/Person

* Disposal / Transfer / Inactivate Date B = Address

= Phone Number a

= Transfer/Disposal Comments

Gava/tindzte | | Gubmit Teancfori Dienneal | [ Rotuen tnauirs | ¥
>

_rTon a g @ et

B <)% zirem

Step

Action

10.

Click the ""Calendar" icon at the "Disposal / Transfer / Inactivate Date".

=]

11.

Select the ""Disposal / Transfer / Inactivate Date" of the asset.
For this example, please select March 11, 2011.

Note: Be sure to check the month and year.

12.

organization receiving the asset.

In the ""Donated to Organization/Person' field, enter the name of the person or
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13. In the ""Address" field, enter the receiver's address.
14, In the ""Phone Number field, enter the receiver's phone number.
For this example, enter "'773-553-1000"".
15. In the ""Transfer/Disposal Reasons' field, enter why this Disposal is being
processed.
For this example, enter the reason as ""Not in use".
16. Click the "*Save/Update'" button to save the data entered in the record.
Note: The system will display a confirmation that the data was saved to database.
Save/Update
17. To complete the Disposal click the "Submit Transfer/Disposal'* button.
The system will automatically send the record to the Unit Admin for approval.
Note: The system will display a confirmation that the asset record was successfully
changed.
Submit Transfer/Disposal ||
18. The system displays the Disposal information in the Retirement /Disposal section.
Notice the Transfer status is In Process
The record is now pending the Unit Admin's approval.
19. The asset record cannot be edited.
The system removes the ”Save/Update'" and "Submit Transfer/Disposal buttons
from the page.
Click the ""Return Inquiry" button to go back to go back to Asset Inquiry page.
Return Inquiry
20. Congratulations! You have completed the lesson on how to Dispose of Donated

assets.

End of Procedure.
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Disposal - Sale

Training Guide

Fixed Asset Application - Phase |l

In this tutorial, you will learn how to Dispose of assets using the *'Disposal - Sale"*

disposal type.

/= Oracle Applical

ns Home Page - Windows Internet Explorer

0o- & i

_HTML{OA s

vl 42 [x

Google

Edt View Favorkes

Took  Help

et | @orace seplcatons Homepage

ORACLE’

E-Business Suite

[ v B) @ v vpage - CFToos -

€2 Favorites v

Logged In As PEMURPHY

Oracle Home Page
Main Menu S
3 cps Budget Transfer From [rype |subject [sent - [pue
Murphy, CPS Fixed Assets Transfer Request 2 of Multiple Assets from unit 46061 has b 01-Mar-2011
h Margaret Inventory
Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approu 28-Feb-2011
3 cps mtemal Accounting Margaret Jnventory
. cps pC Postions Murphy, CPS Fixed Assets Tranefer of Asset 2011037266 from unit 46061 has been approved 27-Fab-2011
£ cps Requestor - Unit 46061 Margarat ventory
£y oo Reaest & Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been 27-Feb-2011
CPS SIPAAA User Margaret Inventary
R Painter, Alice  CPS Student Travel The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011) i 17-Feb-2011
3 cps web mauiy Approved
3 cps workflow User Web (New) Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104501, Trip Date: 15-Apr-2011) is 11-Feb-2011
3 cpspo Reports rejecte
CPSWO - Sef Directed Schools Fainter, Alce  CPS Student Travel The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) is 11-Feb-2011
Approved
= Moritz, Marissa  CPS Student Travel uest (Request Number: 104203, Trip Date: 15-Apr-2011) is 03-Feb-2011
rejecte
Murphy, CPS Work Order Approval Work Order 10-1-48845-0 for 46061 - Northside College Prep has been Approved 07-Jan-2010
Margaret
Moritz, Marissa  CPS Student Travel The Student Trav (Request Numi 627) is Appror 23-iov-2009
Moritz, Marissa  CPS Student Travel The Student Trav (Request Num! 629) is Appro! 23-Tiov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74734) is Approved. 23-1lov-2009
Moritz, Marissa  CPS Student Travel The Student Trau (Request Numi 738) is Appro 23-Nov-2000
Moritz, Marissa  CPS Student Travel The Student Travel raquest (Request Number: 74742) is Approved 23-Nlov-2000
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 71445) is rejected... 18-Tlov-2000
Moritz, Marissa  CPS Student Travel The Student Trav (Request Number: 74368) is Appro 18-Tlov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 74095) is Approved 16-Tiov-2009
Moritz, Marissa | CPS Student Travel The Student Trav ( st Numbers 73922) is Appro 16-Tiov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 73080) is Approved 03-Nov-2000 5
Moritz, Marissa  CPS Student Travel The Student Trau (Request Number: 72581) is Appro: 03-Nov-2000
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 69702) is Approved 05-0ct-2009
Mantwi, Lydia  CPS Student Travel The Student Travel request (Request Number: 60132) is Approved 27-Apr-2009

“TIP Vacation Rules - Redirect or auto-respond to notifications.

T

m

P Worklist Access - Specify which users can view and act upon your notifications.

it coorldasta, csc.cps KiZ.i us:089/0R_HTMLIOA, j5p70AFun:

AHOMEPAGER

@ Internet

Search Deskiop

Action

Click the ""CPS Fixed Assets Application™ Responsibility.
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Oracle Applications Home Page - Windows Internet Explorer

G~ [ Ptoicomdastsca, cos 12518089708 HTML/OA KpTORFLYC=ORHONEACE vl [#2][x =28
File Edit Wiew Faworites Tools  Help

+
o g [gome Applications Home Fage [ ] B - B @ - [ErPage - GTodk -

RACLE’ EBusiness Suite

B Favorites v

Logged In As PEMURPHY

Oracle Applications Home Page
Main Menu T
Personalize Ful L5t
£30p5 Budget Transfer From [Type j [sent~ |pue
B3 cps Fived Assets Application Murphy, CPS Fixed Assets I ple nit 464 01-Mar-2011
Margaret Inventory
Murphy, CPS Fixed Assets 28-Feb-2011
Margaret Inventory
Murphy, CPS Fixed Assets 27-Feb-2011
e Margaret Inventory
ense -
3”5 s i Murphy, CPS Fired Assets 27-Feb-2011
CPS Incident Reportng Margaret Inventory
B cps mtemal Accounting Painter, Alice  CPS Student Travel 17-Feb-2011
B cps e postions
(3 ¢ps Requestor - unit 46061 Moritz, Marissa  CPS Student Travel 11-Feb-2011
Bcps stpaaa v
Painter, Alce  CPS Student Travel 11-Fab-2011
Moritz, Marissa | CPS Student Travel 03-Feb-2011
Murphy, CPS VWork Order Approv 07-Jan-2010

Margaret
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa | CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa | CPS Student Travel
Mantwi, Lydia  CPS Student Travel
s tion Rules - Redirect or auto-respond to notifications.

Worklist Access - Specify which users can view and act upan your notifications.

23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
23-Nov-2009
18-Nov-2009
18-Nov-2000
16-Nov-2009
16-Nov-2009
03-Nov-2009 3
03-Nov-2009
05-0ct-2009
27-Apr-2009

orldast3. esc.cps K12

+B0B9/OA_HTMLIRF. jsp2function, i ¥ ,_app_i ,_aroup_id= @ Intermet

Step Action

2. Click the ""Fixed Assets' link.

The Fixed Asset Inquiry page opens.

3. Enter the Unit Number at *"Owner Unit"".

For this example, please enter 46061.

4, Click the Go button.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

GO

5. Scroll down until you find the asset record to transfer.

For this example, click the Next 200 link.
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Step

Action

6.

Select the ass

2011281701

et.

Click the Reference ID to open the Asset Detail.

For this example, click the Reference 1D - 2011281701.

Click the "Transfer / Disposal' tab.

| Transfer [

Disposal |

Click the "Add Transfer Disposal “button.

The system will open up the Disposal options.

Add Transfer Disposal

At the ""Disposal / Transfer / Inactivate Reason' field, click the drop down arrow
to view Disposal/Transfer options.

[cISG 2.,

089/0A_HTML/OA. .

Fle Edt View Favortes Took Help

v 4 [feaxed Assek Inventary

Fixed Asset Detail

RACLE" cps Fixed Assets Appl

1 Navigator ¥ 8% Favorites ¥

Home Logout

“TIP Pleace enter Fields marked v

Non-Asset/Duplicate

Current Owning Unit

Remarks

Asset Comments

Retirement / Disposal

Number Transfer Reason
No
results
found.
New Transfer/Disposal

* Dispos

About this Page:

Privacy Stat

Reference ID :

Purchasing Unit :

~Asset Description :

= Disposal / Transfer / Inactivate Reason : v

Submit Transfer/Disposal | | Return Inquiry

#TIP Fields marked with "" are mandatory when you Approve a Asset.
#TIP You can only transfer an Asset whose status is 'Complete’.

save/Update

n Retirement / Disposal section to Transfer/Dipose when you Approve a Asset.
2011281701 * Asset Category :
No |9 Status
46061 - Northside College Frep * Asset Data Source :
46061 - Northside College Prep Tnvoice Number :

Parent Asset :

Compaq tc4400 Laptop

This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail | Affiliated Asset | Transfer / Disposal

Unit
police  Transfer Transfer Transfer Transfer Transfer Authorized unit
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To. To To To Signature Authorized Sold Contact Receipt Receipt Return

Status Price lumberUnit  School Student Employee Others Address Hame

al / Transfer | Inactivate Date

Transfer to Student
Disposal-Retirement
Disposal-TechXL

Lost Stolen save/Update

LSC Authorization
LSC Authorization Date ]
Transfer to School/Dept * Transfer/Disposal Comments

Computer Equip |¥
Complete
Conversion-FY09

To Number By Date Date

Submit Transfer/ Disposal | | Return Inquiry

Disposal-Donated
Transfer to Em

Logout

‘Copyright (=) 2009, Oradie. All rights reserved. [

@ remer

#100% v
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Step

Action

10.

Select the Transfer/Inactivate Reason.

The system will populate appropriate fields based on the selected Reason.
All fields are required to complete the Transfer.

For this example, select "'Disposal-Sale™.

Disposal-Sale

= Fixed Asset Inventory - Windows Internet Explorer,

06 & s A, e S]] | 2k

File Edt Vew Favories Took Hep

I &t | @rednsset vertory - 8
ORACLE' CcPs Fixed Assets Application

@ - [poge v (3 Took -

Diagnostics Heme Logout Preferences

Fixed Asset Detail

save/Update | [ Submit Transfer/Disposal | [ Return Inquiry
S TIP Fields marked v Approve a Asset.

#TIP You can only transfel tus is 'Complete’.

TIP Please enter Fields ment / Disposal section to Transfer/Dipose when you Approve a Asset.

Re D: 2011281701 = Asset Category : | Computer Equip |¥
Non-Asset/Duplicate Stotus : Complete
Purchasing Unit : 46061 - Northside College Prep = Asset Data Source :  Conversion-FY0g
Current Owning Unit : 46061 - Northside College Prep

Invoice Number :
Farent Asset :

~Asset Description : - (Compaq tc#400 Laptop

Remarks :

Asset Comments : This is an Oracle Purchasing Conversion Asset From Department Excel File.

Asset Detail = Affiliated Asset | Transfer / Disposal
Retirement / Disposal

Unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal [ Transfer Transfer Sale Report From  To To To To Signature Authorized Sold Contact Receipt Receipt Return
Number Transfer Reason Date Status  Price Number Unit School Student Employee Others Address Name Date To HNumber By Date Date
No
results
found.

New Transfer) Disposal

LSC Authorization
LSC Authorization Date =]
= Disposal / Transfer / Inactivate Reason v
= * Sold To Organization/Person
* Disposal / Transfer / Inactivate Date : | | [

* Address
* Phone Number
* Transfer/Disposal Comments

Gavaltindata | [ Guhmit Trancfar/ Dicnacal | [ Rarurn tnanirs | ¥
| >

IS

_rTon a g @ et

Step

Action

11.

Click the ""Calendar” icon at "'Disposal / Transfer / Inactivate Date™".

12.

Select the ""Disposal / Transfer / Inactivate Date" of the asset.
For this example, please select "*March 15, 2011"".

Note: Be sure to check the month and year.

13.

In the ""Sale Price" field, enter the amount received from the sale.

For this example, enter “600.00"".
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Step Action

14. In the "'Sold To Organization/Person™ field, enter the name of the Purchaser.

For this example, enter "Sold to Young Organization™.

15. In the ""Address" field, enter the Purchaser’s address.

For this example, enter "'15 E. 5th Street, Chicago, 1L--60605"".

16. In the ""Phone Number™ field, enter the Purchaser’s phone number in the

For this example, enter “773-553-1000"".

(= Fixed Asset Inventory - Windows Internet Explorer,

Go- i

_HTML{OR,

_code=| ¥4 (%] [ |[2]-
File Edt View Favortes Tools Help
EA
o & | @rednsset invertory - B - [P v 7ok -

ORACLE’ CcPs Fixed Assets Application

B Faviites v

M Navigator »

Fixed Asset Detail

Save/Update | [ Submit Transfer/Disposal | [ Return Inquiry

TIP Fields marked with **" are mandatory when you Approve a Asset.
STIP You can only transfir an Asset whose stats s Complets’
#TIP Please enter Fields marked with " # in Retirement / Disposal section to Transfar/Dipase when you Apprave a Asset

Reference ID

Hon-asset/Duplicate
Purchasing Urit :
Current Owning Uit ;
Parent Asset |

2011281701
No (v

* asset Category : | Computer Equip v
Stas : Complete
* hsset Data Sourcs : Corversion-Fv09

Invoice Nurmber

46061 - Morthside College Prep
46061 - Northside Collegs Prep

*bsset DesCrpton | [Compag 14400 Lapiop

Remarks :

Asset Comments © This is an Oracle Purchasing Corwersion Asset From Department Excel File.
Asset Detail | Affiliated Asset || Transfer / Disposal
Retirement / Disposal

Unit

Police  Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To To o o Signature Autharized Sold Cantact Receipt Receipt Return|
Number Transfer Reason Status PriceNumberUnit  School  Student Employee Others  AddressName  Date To NumberBy  Date Date |
Mo

results

found.

New Transfer/Disposal

* Disposal / Transfer / Inactivate Reason

Disposal-Gale v
15mar-2011 |
60000

* Dispasal / Transfer / Inactivate Date ©

* sale Price

=

LSC Authorization
LSC Authorization Date

* Sold To Organization/Person
* Address

* Phone Number

= Transfer/Disposal Reason

Saue /lindata | [ Gubmit Transfar/Nienncal | [ Ratur

[ |=
Id t5 Young Organ zatior

773-553-1000
e

1SE. 5th Street, Chicage, L-60605

[

@ Internet

Step

Action

17.

processed.

For this example, enter "*Never Used".

In the ""Transfer/Disposal Reasons'" field, enter why this Disposal is being
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@\,/v (&1 1215 18089/0A_HTMLIOA,

_code=Ust v (42 [x 128

|2 @ | @rceamsatinventory =
ORACLE’ cPs Fixed Assets Application

7 Navigator v B8 Favories

Fixed Asset Detail

Save/update | | Submit Transfer/Disposal | | Return Inquiry

GTIP Fields marked with *** are mandstory when you Approve 3 Asset.
TIP You can only transfer an Asset whose status is 'Complets’
TIP Flease enter Fields marked with *#* in Retrement / Disposal section to Transfer/Dipose when you Approve a asset

Reference D : 2011281701
Mon-asset/Duplicate : [N v
Purchasing Lt ;46061 - Northside College Prep
Currert Owning Unit : 46061 - Northeidz College Prap
Parent Asset :

* Asset Category : | Computer Equip |
Status : Complete
* AssetData Source : Conversion-FY03

Inwoice Numer :

* 4552 DESETIPUON : [ ormpag to4400 Laptop

Remarks

Asset Comments : This is an Oracle Purchasing Conversion Asset Fram Department Excel Flle.

Asset Detail | Affiliated Asset || Transfer / Disposal
Retirement it / Disposal

unit
Police Transfer Transfer Transfer Transfer Transfer Authorized Unit
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To To o signature Authorized Sold Contact Receipt Receipt Return|
Number Transfer Reason Date Status Price Number Unit  School  Student Employee Others ~ Address Name Date Date Date |
Ho
restits
found.

New Transfer,/Disposal

LSC Authorizatian
LSC Authorization Date =]
* Dispasal / Transfer / Inactivate Reason : | Disposal-Sale v
= * Said To Crganization/Person | to Young Organ zatior
* Dispasal / Transfer / Inactivate Date : |15-Mar-2011 | [
* address © |15E. Sth Street, Chicago,IL-60605
* Gale Price ¢ &00.00
* Phone Number |773-553-1000
- Transter/Disposal Reason [Neverused |

Saue (indate | [ Suhmit Transfer/Nisnasal | [ Renen inmie | ¥

B

<=

I @ reerme:

B )% ® sziam

Step

Action

18.

Click the "*Save/Update' button to save the data entered in the record.

Save/Update

19.

To complete the Disposal click the "Submit Transfer/Disposal’* button.

changed.
Submit Transfer/Disposal

20.

Notice the Transfer status is In Process.

The record is now pending the Unit Admin's approval.

21.

The asset record cannot be edited.

from the page.

136

Note: The system will display a confirmation that the data was saved to database.

The system will automatically send the record to the Unit Admin for approval.

Note: The system will display a confirmation that the asset record was successfully

The system displays the Disposal information in the Disposal - TechXL section.

The system removes the ”Save/Update'* and "Submit Transfer/Disposal’ buttons

Click the ""Return Inquiry" button to go back to go back to Asset Inquiry page.
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Step Action

22. Congratulations! You have completed the lesson on how to Dispose of an asset
from a Sale.

End of Procedure.
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13. Mass Transfer

A Mass Transfer is used when transferring a group of assets to the same person/organization on
the same day and with the same transfer type.

Procedure

In this tutorial, you will learn how to do a "*Mass Transfer"".

Note: A Mass Transfer is used when transferring a group of assets to the same
person/organization on the same day and with the same transfer type.

ions Home Page lows Internet Explorer
J) - ‘g http:/jcoorldasn.csc. cps. k1 2.il.us:B083/0A_HTMLOA. jsp?0AFURc=0AHOMEPAGEGnas=DRQkyAESBMHCZLE0NKeTA. . #
File Edit View Favorites Tooks  Help
+
= »
w [{&Ovade Applications Home Page I 1 B8 - Do @ o -
usiness Suite
Logged In As PEMURPHY
Oracle Applications Home Page
Main Menu worklist
Personalize P
Full List
3PS pudaet Transfer 2) Previous | 1~ Hext 25 (&)
Jex ol oc P 0 From [Type [subject [sent~  |pue
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurnber: 100340, Trip Date: 16-Nov-2010) is Approved... 15-Nov-2010
) P'S Incident Reportine Maritz, Marissa  CPS Student Travel The Student Travel request (Request Murmber | 96023, Trip Date: 06-0ct-2010) is Approved... |01-Oct-2010
Blcps ntemal accountin Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number : 96214, Trip Date: 02-OCt-2010) is spproved...  01-Oct-2010
Bcps e positions Fainter, Alice  CPS Student Travel The Student Travel request (Request Nurmber: 95865, Trip Date: 24-Sep-2010) is rejected...  30-Sep-2010
cps Requestor - Lnit 46061 Maritz, Marissa  CPS Student Travel The Student Travel request (Request Mumber: 95881, Trip Date: 08-0ct-2010) is Approved...  27-Sep-2010
s sipans user Maritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95883, Trip Date: 01-0ct-2010) is Approved...  27-Sep-2010
(e student Travel Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurmber: 95890, Trip Date: 20-0ct-2010) is rejected...  27-Sep-2010
Beps web Inour Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95895, Trip Date: 06-Oct-2010) is Approved... 27-Sep-2010
Ecps workfiow User weh (New Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 95139, Trip Date: 17-5ep-2010) is rejectsd..  24-Sep-2010
Bcespo ranorts Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurmber: 95110, Trip Date: 17-Sep-2010) is rejected...  24-Sep-2010
Ecpgw0 - Self Directed Schocls Rodgers, Barry  CPS Student Travel The Shudent Travel request (Request Mumber: 95865, Trip Date: 24-Sep-2010) is rejected...  23-Sep-2010
Clpreferences sswa Moritz, Marissa  CPS Student Travel Ihe Student Travel request (Request Number: 95521, Trip Date: 07-0ct-2010) is Approved...  22-Sep-2010
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Nurmber: 95560, Trip Date: 24-Nov-2010) ik Approved... 22-Sep-2010
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber: 95562, Trip Date: 03-Nov-2010) is Approved... 22-Sep-2010
Fairter, Alice  CPS Student Travel The Student Travel request (Request Nurrber: 94318, Trip Date: 08-Oct-2010) is Approved...  21-Sep-2010
Murphy, Margaret CPS Work Order Approval work Orcler 10-1-48349-0 fior 46061 - Northside College Prep has been Approved.... 07-1an-2010 T
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurber: 74627) is Approved. 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurrher: 74629) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurmber : 74734) is Approved... 23-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74738) is Approved... 23-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurnber: 74742) is Approved 23-Now-2009
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Nurher: 71445) is rejected... 18-Nov-2009
Moritz, Marissa  CFS Student Travel The Student Travel request (Request Number: 74369) is Approved... 18-Nov-2009
Moritz, Marissa  CPS Student Travel The Student Travel reguest (Request Nurber: 74095) is Approved. 16-Nov-2009 v
+ffcooridastd csc, cps, ki 2.1l.us 8089/0A_HTMLJOA, jsp70AFUNC=0AHOMEPAGE S0 as=0RQky AESBMHCZLEONNKEIA,  # & Internet o0 v

Step Action

1. Click the “CPS Fixed Asset Application” Responsibility.

2. Click the “Mass Transfer” link.

The Fixed Assets Mass Transfers/Disposals page opens
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& Fixed Assets Mass Transfers/Disposals - Windows Internet Explorer

@.\. 5 =[] htpyjconriast3.cac. cps. K12.1.us: 3083/ OA_HTHLRF jsprFunctian b p_appl_i Lriy_group,id=0Blang_code=USBparams=MgWigaC SLI0REKEICg2BTI iFSmee7s v | €| 5% | |2
File Edit View Favorites Tools  Help

+
- — = - »
iy 4 [@axed fisseks Mass Transfers/Disposals I 1 - B - & - [rPage - @ Tooks -

ORACLE" cPs Fixed Assets Application

n Navigator v B8 Favorites v Home Logout Prefarences

Fixed Assets Mass Ti

simple Search
Note that the search is case nsensitive:
* Owmer Unit Q Assat Data Source § v
PO Nurmber Status : i3
Invoice Number : Vendor Name :
Furchase Date Ranges | @ To I:l =]
| 6o | [ ciear

* Dispasal / Transfer / Inactivate Reason : —
* TramsforDiposal Ccomments ||
* Disposal / Transfer /InactveDate: | | "

Submit Mass Transfer | Export
Asset

select Asset ID DescriptionUnit  Source Serial Number Asset Tag Funding Source Purchase Date Location Asset Status
No search conducted,

Home Logout Praferances

Done & Internet H1o0% v

Pl %)= % 1001 AN

Step Action

3. Enter the Unit Number at ""Owner Unit"".

For this example, enter 46061.

4, Click the Go button.

The system will display all asset records. Scroll down until you find the asset record
to transfer.

Note: To search and find the asset record to transfer, use the search fields in the
Simple Search section and click the Go button.

Go

5. Select the records to Transfer by clicking the ""Radio' button on each record.

For this example, select the first five assets.

6. At the ""Disposal / Transfer / Inactivate Reason™ field, click the drop down arrow
to view Disposal/Transfer options.
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Step Action

7. Click the Transfer Reason to select it.
The fields on the screen will change based on your Transfer Reason.

For this example, Select ""Transfer to School / Dept"
|Transfer to School/Dept |

8. At the " Type of Transfer' field, click the drop down arrow.
b
9. Select the Type of Transfer.

For this example, select ""Temporary Transfer"'.

v Transfer
10. Click the ""Calendar" icon at "'Disposal / Transfer / Inactive Date""
11. Select the ""Disposal / Transfer / Inactive Date" of the Asset.

For this example, please select February 20, 2011.

12. In the Transfer to School field, enter the unit number.

For this example, click search for the unit by clicking the Magnifying glass.
The Search and Select screen opens.
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Fixed Assets Mass Transfers: ernet Explorer
G‘C’;’ + [ ] http:Jjcooridasts.csc.cps.K12.1us:B089/0A_HTHLIOA. jsp?page=cpsforacle/sppsfeustosf _code=USBOARMID=10237758secarchType=searchfwkQBSeerchTypeso | [ 44 | [aooclc |28
File Edit View Favorites Tools  Help
+
& - [Drpogs - {FTook ~
A
K12.il.us:80890A_HTML jeah *_t=FredRCaenc=UTF-88_minkidth=7508_minHeight=5508configame=CAConfigloontextURI= v m|
Search and Select: Transfer to School :
Fixed Assets Mass T [ cancet | [ seect | 3
simple Search  search ]
Mot ot the scerch o] T find yaur e, select 2 filtsr item in the pulldown list and enter 2 vale in the text field, then select the "Go" button
Search By |Unit v | Go
| Result:
Furg 5 o o
Select Quick Select Unit Name Unit Address
Mo search conducted,
* Dispasal / Trar
i chool 2
ments
* Disposal /
Submit Mass Tran| 1100 || Next 100 @
Select All | Selert Ho
A Purchase Asset
Select Asset ID D Funding Source  Date Location Status
[7] 2011000801R: cPs 01-Jun-2005  Morthside College  ncomplete
@ i |3 Frep
[ 20110008008 i Done € nternet #100% - (=53 1z2-Mar-2005  Morthside College  ncomplete
I Frep
[ 2011000799 Purchase #1 45061 Cracle cPs 31-Mar-z0pa  Marthside College  fncomplete
Furchasing Frep
[ 2011000798 Furchase #1 45061 Cracle cPs 12-May-2010 Morthside College  1reormplete
PLrchasing Frep
[@] 2011000757 DALY COMPUTER PAID WITH SCHOOL CHECK 46061 Oracle cPs 01-Jun-2005  Morthside College  ncomplete
Purchasing Frep
[] 2011000786 DALY COMPUTER PAID WITH SCHOOL CHECK 46061 Oracle cPS 01-Jun-2005  Mertheide College Tncomplete
Furchasing Frep
2011000795 RENTAL OF TABLES FOR PSAE TESTING PLUS DELIVERY CHARGE. 46061 Oracle cPS 01-lun-2005 _ Morthside College incomniete | S8
Done & Internet
Search Deckiop 2

Step Action

13. Click the drop down arrow at "'Search By"'.

Fixed Assets Mass Transfers: ernet Explorer

G{; + [ ] http:jcooridasts.csc.cps.k12.1us:B089/0A_HTMLIOA. jsp?page=fcpsforacle/sppsfeustosf _code=UISBORFMID=10237758scarchype=searchtfukQBSearchTypeso ¥ | [ 4| X | [soogle [[2]-]

File Edit View Favorites Took Help
e

v [ Pege « ChTook +

ist of Values - Windows Internet Explorer

ki

i us:B089/0A_HTMLjcab: _t=fredRCaenc=UTF-88,_mintWidth—7508_minHeight=5508confighame=CAConfighcantextLRL: ¥

Search and Select: Transfer to School :

Fixed Assets Mass T [ Cancet | [ select | q
simple Search  search ]
Mot fhat the search of T find your item, select 2 filter item in the pulldown list and enter 2 value in the text field, then select the "Go" button
Search By |Unit v |_Go
R lect Unit Name unit Address
Mo search conducted,
* Dispasal / Trar
i chool 2
ments
* Disposal /
Submit Mass Tran| 1100 || Next 100 @
Select All | Selert Ho
A Purchase Asset
Select Asset ID D Funding Source  Date Lacation Status
[7] 2011000801R: cPs 01-Jun-2005  Morthside College  ncomplete
@ )3 Fra
[ 2011000800 i Done € intermet How - cPs 12-Mar-2005  Morthside College  ncomplete
i Frep
[ 2011000799 Furchase #1 45061 Cracle cPs 31-Mar-z00a  Narthside College  fncomplete
Furchasing Frep
[ 2011000798 Furchase #1 45061 Cracle cPs 12-May-2010 Morthsice College  1rcormplete
Purchasing Frep
[] 2011000757 DALY COMPUTER PAID WITH SCHOOL CHECK 46061 Oracle = 01-un-2005  Morthside College 1ncomplete
Purchasing Frep
[] 2011000786 DALY COMPUTER PAID WITH SCHOOL CHECK 46061 Oracle cPS 01-Jun-2005  Mertheide College Tncomplete
Furchasing Frep
— 2011000795 RENTAL OF TABLES FOR PSAE TESTING PLUS DELIVERY CHARGE. 46061 Cracle cPs 01-lun-zo0s  Mortheide College ineompiete | )
Done & Internet H 00 v
Search Deckiop 2
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Step Action
14. Select the search criteria.

For this Example, select ""Unit'* as search criteria.
Unit :

Enter the unit number into the search field.

15.
Note: That the '%' acts as a wild card if you are unsure about the unit number.
For this example, please enter ""4622%"".
16. Click the Go button.
17. Select the unit by clicking the ""Quick Select™ button.
*
18. In the ""Transfer/Disposal Comments" field, enter why these Transfer are being
processed.”
For this example, please enter ""Transferring some computers™.
19. Click the "*Submit Mass Transfer® button to transfer the selected assets.
Note: The system will display a confirmation that the data was saved to database.
Submit ass Transfer
20. Congratulations! You have completed the lesson on how to complete a *"Mass

Transfer of assets.

End of Procedure.
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Procedure

In this tutorial you will learn how to do a "*"Mass Check In'* of one asset or a group of assets

temporarily loaned out to Students, Employees or Others.

Oracle Applic:

ﬂ’i[ (& Oracks Applications Home Page ’*‘

e

s Home Page - Windows Internet Explorer
@:ﬂ Gl kizi HTIL O 5 - g, # a4l [x] |
File Edt View Favortes Tools Help
a8 - [ Page - Tooks -

ORACLE"

E-Business Suite

B Favorites ¥

Diagnostics Logout Pre

Logged In As PEMURPHY

Moritz, M

Mantwi, Lydia
T

TP Vs cess

Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
CPS Student Travel
Moritz, Matissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel
Moritz, Marissa  CPS Student Travel The Student Trav
Moritz, Marissa  CPS Student Travel
CPS Student Travel The Student Trav
P Vacation Rules - Redirect or auto-respond to notifications.
st

Student Trav
Student Trav
The Student Travel req
Student Trav
Student Travel re
Student Travel r
Student Trav
The Student Travel re:

(Request Num
(@ st Num|
uest (Request Number: 74742) is Approved

(Request Num
uest (Request Number: 7.
uest (Request Numb:
(Request Num
uest (Request Numbs
(@ st Num!
uest (Request Number: §9702) is Approved
60132) is Appro;

4369) is Approved
4095) is Approved.

The Student Travel r¢

(Request Num

Specify which users can view and act upon yaur notifications,

Oracle Home Page
Main Menu e
Personalize e
3 cps Budget Transfer From [Type [subject [sent~ [pue
JI1Co Fred csot Appication] Murphy, CPS Fixed Assets Tronsfer Request 2 of Multiple Assets from unit 46061 has been approved.. 01-Mar-2011
oS iExpense - School Keicaie: ey
[T — Murphy, CPS Fixed Assets Transfer of Asset 22741 from unit 46061 has been approved. 28-Feb-2011
3 ¢cps mtemal Accounting Margaret nventory = e
) cos e potns Murphy, CPS Fixed Assets Transfer of Asset 2011037266 from unit 46061 has been appro 27-Feb-2011
<09 PCPoskuns Margaret Inventory
EIcrs Requestor - Une 46061 Murphy, CPS Fived Assets Transfer of Asset 2011037266 from unit 46061 has bee 27-Feb-2011
B cps spaaa vser Margaret Inventory
Painter, Alice  CPS Student Travel | The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011)is |17-Feb-2011
Ecps web maury Approve
£ cpS workflow user reb (tew) Moritz, Marissa  CPS Student Travel  The Student Travel 104591, Trip Date: 15-Apr2011)is  [11-Feb-2011
Ecpspo Reports rejected...
Elpswo-s Schaole Painter, Alice |CPS Student Travel | The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) s |11-Feb-2011
=) Approved..
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 104203, Trip Date: 15-Apr-2011)is |03-Feb-2011
rejected
Murphy, (CPS Work Order Approval Work Order 10-1-48849-0 for 46061 - Northside College Prep hos been Approved. 07-Jan-2010
Margaret
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 74627) is Approved 23-Niov-2009
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 74629) is Approved 23-Niov-2009

23-Nov-2009
23-Nov-2009
23-Nov-2008
18-Nov-2000
18-Nov-2009
16-Nov-2009
16-Nov-2009
03-Nov-2009
03-Nov-2009
05-0ct-2009
27-Apr-2009

it cooridasna, cst.cps K121 us:5089/0R_HTMLIOA, j5p?0AFun:

AHOMEPAGEBDa5=317IrBag1 30

dvaaleVgCia, # @ Intermet

%100%

B2

Action

1. Click the “CPS Fixed Assets Application” Responsibility.

2. Click the "*"Mass Check In*

B [Mass Check In

143




Training Guide
Fixed Asset Application - Phase Il

(2 Fixed Assets Mass Check In - Windows Internet Explorer

ORACLE’
USER PRODUCTIVITY KIT

G- e 2 s

_HTHLJRF jspfunction_ i X _appl_i

_aroup_id=0aisng_rode=Usiparams=Hawasc ¥ 4| X | |

B

Fle Edt View Favories Toos Help

& de [Emed Assets Mass Checkn

ORACLE’

CPS Fixed Assets Application

& Favorites ¥

M Navigator ¥

Fixed Assets Mass Check In

B8 -

Diagnostics Home Logout Preferences

[ Poge - 5 Tooks -

simple search
Hote that the search is case insensitive
Reference I0 : Asset Data Source
Disposal / Transfer / Inactivate Reason v Status :
Transfer / Inactive Date =] Location Q

= Asset Return To:

- AssetRewmpate: [ | @
Submit Mass Check In || Export

Current Owning ~ Asset Serial Asset  Funding
Unit Description SourceNumber  Tag

Invoice
Number

Asset

Purchase
Date Location Status

conducted.

Diagnostics Home Logout Preferences

About this Page

Privacy Statement

Disposal / Transfer / Tnactivate

Ki2.1.us:8089/0R_HTMLIOA,

heckinpGalan

@ remer

B <)5% & saoem

#100% -

Action

3. Click the Go button.

Go

The system will display all assets temporarily transferred out of your unit.

4. Select the asset records that have been returned to your unit.

All"" button to do a check in of all assets all at one time.

=

For this example, select the record for ''2011438829" by clicking the Select box.

Note: If all of the transferred assets are being returned, click the *"Select

5. Select the record for 2011438828 by clicking the Select box.

Note: Make sure to only select those assets returned to you.

=]

6. At the “Asset Return Date” field, enter the date the asset was received by clicking

the ""Calendar'" icon.

For this example, select March 01, 2011.
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Step Action
7. In the ""Return Reason'" field, enter why the assets were returned.

Enter the desired information into the field.

For this example, enter *'"Project work completed*".

8. In the "Asset Return To" field, enter the name of the school/unit staff person who
physically received the returned assets.
For this example, enter the name Apel.
9. To complete the Check-In, click the **Submit Mass Check In** button.
The system removes the selected assets from the Transfer page.
Submit Mass Check In
10. Congratulations! You have completed the lesson on how to do a ""Mass Check In**

of assets returned to your unit.

End of Procedure.
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15. Approving a Transferred Asset Record

All Transfers require the approval of the owning unit to transfer the asset.

If an asset is transferred from a unit to another unit, the Receiving Unit must acknowledge receipt
of the asset by approving the transfer" from the owning unit.

"Only Principals™ and "Unit Administrators" have approval authority in the system.

Procedure

In this tutorial, you will learn how to "'Approve a Transferred Asset" record.

lows Internet Explorer,

+ | ] http:Jjcooridasns.csc.cps.K12.1us:B089/0A_HTHLIOA. jsp?0AFLNc=OAHOMEPAGEEDas=LITDFJCgnB-MeNPDvy62Cy.

File Edt View Favorites Tools  Help

W R [ﬂOvadeAuuhcalmnsHomePa\;E I_l -8
ORACLE" EBusiness suite

B

Logged In As BPRODGERS

Oracle Applications Home Page
Main Menu worklist
Personalize
BIcps Approver - Urit 46061 2 Previous
Ccps Budaet Transfer From [Type lsubject [sent~  |pue
Bces Fred sssets apolicstion Murphy, Margaret CFS Fixed Assets ‘Approval Request for Transfer of Asset 2011037266 fram unit 46061... 27-Feb-2011
[¢ps Grant Gift Donation Irventory
Dips Ewpense - schonl Fairtter, Alice CPS Student Travel The Student Travel request (Request Nurmber: 103493, Trip Date: 24-Feb-2011) is Approved, 18-Feb-2011
Beps mcident renorting Fainter, Alice CPS Student Travel The Student Travel request (Request Number : 104203, Trip Date: 15-Apr-2011) is Approved... 17-Feb-2011
Beps 1ntemal Accounting Chappelle, Dianne (CPS PC Transaction 2 |Unknavn Error Fosition Transaction request from Chappelle, Dianne (Request Number: 2011606681 has been | 15-Feb-2011
Eips pe positions approved...
BIcps pead user Rodgers, Barry PO Approval Standard Purchase Order 2084186 has heen spproved 14-Feb-2011
BIcps spasa User Espinaza, Reqguisition Purchase Requisition 6208854 for Espinaza, Aljandra (165,57 USD)... 14-Feb-2011
CIcps student Travel Alejandra
I e st Ty S e Moritz, Marissa  CPS Student Travel The Student Travel request (Request Number: 104591, Trip Date; 15-Apr-2011) is rejected... 11-Feb-2011
PI¢p3 Web [gul: Fairtter, Alice CPS Student Travel The Student Trawel request (Request Nurmber: 104653, Trip Date: 10-Feh-2011) is Approved, 11-Feb-2011
e Rodgers, Barry PO Approval Standard Purchase Order 2086971 has been approved... 09-Feb-2011
E3cpsP0 Reports PO Create Documents Standard Purchase Order : 2086971 created.... 09-Feb-2011
Pl o R e Rodgers, Barry PO Approval Standard Purchase Order 2086870 has been approved 09-Feb-2011
[ —— PO Create Documents  Standard Purchase Order : 2086970 created.... 09-Feb-2011 L
Moritz, Marissa  CPS Student Travel The Student Trawel request (Request Number: 103493, Trip Date: 24-Feb-2011) is rejected... 07-Feb-2011
Moritz, Marissa  CPS Student Travel The Studentt Travel request (Request Nurnber: 104631, Trip Date: 04-Feh-2011) i rejected... 07-Feb-2011
Moritz, Marissa  (CPS Student Travel The Student Travel request (Reauest Nurmber: 104635, Trip Date: 05-Feh-2011) is rejected... 07-Feb-2011
Rodgers, Barry  CPS Student Travel The Student Trawel request (Request Number: 104653, Trip Date: 10-Feb-2011) is rejected... 07-Feb-2011
PO Create Documents |Standard Purchase Order : 2084186 created 04-Feb-2011
Fitzpatrick, Janet (CPS PC Transaction 2 |Update Bucket Position Transaction request from Fitzpatrick, Janet (Request Nurrber: 2011494703) has been 31-Jan-2011
approved
Fitzpatrick, Janet (CPS PC Transaction2  |Undate Bucket Position Transaction reguest from Fitzpatrick, Janet (Request Nurrber; 2011494703) has been 31-Jan-2011
approved...
Moritz, Marissa  CPS Student Travel The Student Travel request (Request Rurnber : 104085, Trip Date: 30-Jan-2011) is rejected 31-Jan-2011
Moritz, Marissa  (CPS Student Travel The Student Travel request (Request Nurmber: 104203, Trip Date: 15-Apr-2011) is rejected 31-Jan-2011 3
J2.] Done, but with erars on page. & Intermet
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Step Action

1. After the Unit Admin has logged into Oracle, the system will display all Requests
requiring the Approver's action under the Worklist heading.

Click the ""Approval Request Notification for Transfer of Asset record” link to
the request requiring approval.

For this example, click the ""Approval Request for Transfer of Asset 2011037266
from unit 46061"".

The Approval Request for Transfer Asset detail page will open.

{2 Notification Details - Windows Internet Explarer

@.\7 3 =[] hitpiicooridas0.cot, cos. k1 2.ius: 3083/ OR_HTMLIOA,JspTOAFUnC=FND._WFNTF DETAILSGN X i nndagorairena., |42 [ X | |[2]-

Fle Edt View Favorites Tools  Help

W [ﬁmummtmnuem.\s liw -8
ORACLE" EsBusiness suite

v [ihPage + ([ ook ~

&

M Navigator v Home Logout Preferences Help

Oracle Applications Home Page >
Approval Request for Transfer of Asset 2011037266 from unit 46061

Approve | [ Reject | [ Delegate

From  Murphy, Margaret

To Rodgers, Barry
Sent 27-Feb-2011 14:05:51

1D 29750384

AssetID: 2011087266 Agset Categary
Man-sssetDuplicate : No Status : Complete
AgsetData Source : Conversian-Fiig Owning Unit ;46061 - Narthsice Callege Frep
Parent psset ;
Asset Description 1 DESKTOP
Remarks :
Asset Location
Serial Nurmber : hvt7x21 * Location Mame : Northside Callege Prep 5
AssetTag: 45170434 Location Address : 5501 North Kedzie Avenue—-Chicago--IL—60625
Make : DELL Room Type ©
Model ¢ * Room Nurmber / Description @ 303
Funding Scurce @ School Assigned Persan 1 Mary Grasz

Condition :  Good
Annual Physical Irventory Date + 30-1n-2010
Person doing Physical Inventory ©

Lease / Warrantee

Lease Type © Warrantee Start Date :
Lease Start Date : \Warrantee End Date :
Lease End Date Extended Support Start Date ©

Extended Support End Date :

I3

& Internet

Bl &% zucem

Step Action

2. Review the request for accuracy.
Click the ""Approve™ button.

The system returns to the Worklist.
Approve
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racle Applications Home Page - Windows Intennet Explorer

@_’: < ‘Ehttw/ K12.il.us:8089/0A_HTHLIOA. - rumb=NB:OAMC=( v‘ 2| % | ‘}5 ©

File Edt View Favorites  Tools  Help

* R [ﬂovadeAuuhcalmnsHomEPage I 1 fi - B @ - [Page - & Toos

ORACLE" EsBusiness Suite

Logged In As BPRODGERS

Oracle Applications Home Page
Main Menu worklist
Personalize
BIcps Approver - Urit 46061 2 Previous
Dcps pudget Transfer From [rype |subject |sent = jpue
s Fed Assets Application Painter, alice CPS Student Travel | The Student Travel request (Request Number: 103493, Trip Date: 24-Feb-2011) is Approved. 18-Feb-2011
s Grant Gift Donation Painter, &lice CPS Student Travel | The Student Travel request (Request Nurmber: 104203, Trip Date: 15-Apr-2011) is Approved 17-Feb-2011
Dlcps iexpense - school Chappelle, Dianne |CPS PC Transaction |[Unknown Error Position Transaction request from Chappelle. Dianne (Request Mumber: 2011606681) has been 15-Feb-2011
Beps mcident renorting 2 approved,
Bcps intermal Accounting Rodgers, Barry PO Approval Standard Purchase Order 2084186 has been approved 14-Feb-2011
Dips pe positions Espinaza, Requisition Purchase Requisition 6208854 for Espinaza, &lejandra (16557 USD) 14-Feb-2011
B cps prard user Alejandra
BIcps spasa User Moritz, Marissa  |CPS Student Travel |The Student Travel request (Request Number; 104591, Trip Date: 15-Apr-2011) s rejected... 11-Feb-2011
CIcps student Travel Pairter, Alice CPS Student Travel |The Student Travel request (Request Nurmber : 104653, Trip Date: 10-Feb-2011) s Approved. 11-Feb-2011
B3 ¢ps supnlemental Payment Approver Rodgers, Barry PO Approval Standard Purchase Order 086971 has heen approved 09-Feb-2011
BI¢ps web Inquir PO Create Standard Purchase Order : 2086971 created.... 09-Feb-2011
3PS Workfiow User Wsh (New) DEEUELD
[y Rodgers, Barry PO Approval Standard Purchase Order 2086070 has been approved 08-Feb-2011
PIepSwO - Self Diccted Schodls PO Create Standard Purchase Order : 2086970 created, 09-Feb-2011 L
O preferences ssvia pocuments
Moritz, Marissa  |CPS Student Travel | The Student Travel request (Request Number: 103993, Trip Date: 24-Feb-2011) is rejected.., 07-Feb-2011
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 104631, Trip Date: 0d-Feb-2011) is rejected.., 07-Feb-2011
Moritz, Marissa  |CPS Student Travel |The Student Travel request (Reousst Mumber: 104695, Trip Date: 05-Feb-2011) is rejected... 07-Feb-2011
Rodgers, Barry  (CPS Student Travel | The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) is rejected.., 07-Feb-2011
FO Create ‘Standard Purchase Order : 2084186 created.... 04-Feb-2011
Documents
Fitzpatrick, Janet  (CPS PC Transaction |Update Bucket Position Transaction renuest from Fitpatrick, Janet (Request Numiser: 2011494703) has been 31-Jan-2011
2 approved...
Fitzpatrick, Janet  (CPS PC Transaction |Update Bucket Position Transaction request from Fizpatrick, Janet (Reguest Number: 2011494703) has been 3L-Jan-2011
2 approved...
Moritz, Marissa(CPS Student Travel  The Student Travel request (Request Nurmber 104085, Trip Date: 30-Jan-2011) is rejected 31-Jan-2011
Mnritz. Marissa CPS Student Travel The Shudent Travel reniest (ReoURst Nomber: 104203, Trin Date: 15-anr-2N117% s reierted A1-Jan-2n11 b

& Internet H100% v

Step Action

3. Once the transfer request is approved, the notification will disappear from the
"Worklist™ (Oracle Applications Home page).

4. Congratulations! You have completed the lesson on how to "*Approve a
Transferred Asset' record.

End of Procedure.
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16. Rejecting a Transferred Asset Record

Procedure

In this tutorial, you will learn how to "'Reject a Transferred Asset™ record.

2 Oracle Applications Home Page - Windows Internet Explorer

+ [ ] http:Jjcooridesns.csc.cps.k12.1LusiB0B9/0A_HTMLIOA. jsp?0AFunc=OAHOMEPAGE w[4][x] [ (2]
File Edit View Favorites Tools  Help
* R [ﬂovade Applcations Hame Page I 1 M- B - o - [Drpege - {BTook v
RACLE“ E-Business Suite
Logged In As BPRODGERS
Oracle Applications Home Page
Main Menu worklist
Personalize Fall List
Eps approver - Unit 46061 2 Previous ®
Ccps Budaet Transfer From [Type lsubject [sent~  |pue
Dcps Fixed assets appcation Murphy, Margaret CFS Fixed Assets \Approval Request for Transfer of Asset 2011037266 from unit 46051 27-Feb-2011
[E¢ps Grant Gift Donation Irwentory
Beps Ewnense - schoal Painter, slice  (CPS Student Travel The Student Travel request (Request Nrmher: 103493, Trip Date: 24-Feb-2011) is Approved, 18-Feb-2011
Beps mcident renorting Painter, slice  CPS Student Travel The Student Travel request (Reauest Nurher: 104203, Trip Date: 15-Apr-2011) is Approved... 17-Feb-2011
Beps ntemal Accounting Chappelle, Dianne |CPS PC Transaction 2 Unknown Error Position Transaction request from Chappelle, Disnne (Request Nurber; 2011606681) has been | 15-Feb-2011
D¢ps pe positions approved. .
PIcps prard User Rodgers, Barry PO Approval Standard Purchase Order 2064186 has been approved 14-Feb-2011
Pcps sipass User Espinoza, Requisition Purchase Requisition 6208654 for Espincea, Alejandra (165,57 USD)... 14-Feb-2011
CIcps student Travel Alejandra
ey — A S Moritz, Marissa CPS Student Travel The Student Travel request (Request Number : 104593, Trip Date: 15-Apr-2011) is rejected, 11-Feb-2011
Ealcoe Wanou Painter, slice  (CPS Student Travel The Student Travel request (Request Nurmher: 104653, Trip Date: 10-Feh-2011) iz Approved, 11-Feb-2011
ol o5 Wiorkauw Lser Wb (Naw Rodgers, Barry PO Approval Standard Purchase Order 2086971 has been spproved.., 09-Feb-2011
I pspo Reorts PO Create Documents | Standard Purchase Order ; 2086074 created.... 00-Feb-2011
Rl ool o Dreta e te Rodgers, Barry PO Approval Standard Purchase Order 2086370 has been approved 09-Feb-2011
[ o ——— PO Create Documents Standard Purchase Order : 2086970 created. .. 09-Feb-2011 L
Maritz, Marlssa CFS Student Travel The Student Travel request (Reauest Number; 103493, Trip Date: 24-Feb-2011) s rejected... 07-Feb-2011
Moritz, Marissa CPS Student Travel The Student Travel request (Request Number : 104631, Trip Date: 04-Feb-2011) & rejected... 07-Feb-2011
Moritz, Marissa  CPS Stuent Travel The Student Travel request (Reauest Nurmher: 104635, Trip Date: 05-Feh-2011) i rejected... 07-Feb-2011
Rodgers, Barry  CFS Student Travel The Student Travel request (Reauest Number; 104653, Trip Date: 10-Feb-2011) s rejected... 07-Feb-2011
PO Create Documents Standard Purchase Order : 2084185 created 04-Feb-2011
Fitzpatrick, Janet |CPS PC Transaction 2 Undate Bucket Position Transaction request from Fitzpatrick, Janet (Request Nurmber: 2011494703) has heen 312011
approved
Fitzpatrick, Janet |CPS PC Transaction 2 Undate Bucket Position Transaction request from Fitzpatrick, Janet (Request Hurrber: 2011494703) has been 31-Jan-2011
approved...
Moritz, Marisss CPS Student Travel The Student Travel request (Request Number : 104085, Trip Date: 30-Jan-2011) is rejected 31-dan-2011
Moritz, Marissa  (CPS Student Travel The Student Travel request (Reauest Nurmher: 104703, Trip Date: 15-Apr-2011) is rejected, 31-an-2011 @
& Internet

Step Action

1. After the Unit Admin has logged into Oracle, the system will display all Requests
requiring the Approver’s action under the Worklist heading.

Click the "*Approval Request Notification for Transfer of Asset record” link to
the request requiring approval.

For this example, click on the "Approval Request for Transfer of Asset
2011037266 from unit 46061"".

The Approval Request for Transfer Asset detail page will open.
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ion Details - Windows Internet Explorer.

@.\. 5 =[] htpyjconridast3.cac. cps.K12.ius:083/OA_HTHL{DA, jsp? OAFunc=FHD_WFNTF_DETAILSENEf ti= =78nas=2TLP2NEIWRPOO3MOSIl vl[4][x] | |2
Fle Edt View Favortes Took Help
= = = »
w & [ﬂNotwﬁcalmn Detals I 1 fi - B @ - [-hPage - i Toos -
]
Serial Number @ hut7x2l * Location Narme: : Narthside College Prep
AssetTag: 45170434 Location Address 1 5501 North Kedzie Avenue—Chicago—-IL--60625
Make : DELL Roorm Type :
Wodel : * Room Nurmber / Description @ 303
Funding Source :  Schoal Agsigned Person © Mary Grasz
Condition :  Good
Annual Physical Inveniory Date : 30-Jun-2010
Person daing Physical Inventory :
Lease / Warrantee
Lease Type : \iarrantee Start Date ©
Lease Start Date : Warrantee End Date
Lease End Date Extended Support Start Date
Extended Support End Date
Retirement / Disposal
Police Retire To Unit Lsc
Transfer Typeof  Disposal /Transfer Disposal /Transfer Transfer Sale Report  Transfer Transfer Transfer Grantor  Unit Authorized Authorized LSC Authorization Receipt Receipt
Number Transfer Reason Date Status  Price Number  To School To Student To Others Amount  Signature Name Date Authorization Date By Date
95826 Temporary  Transfer o Employes  16-Feb-2011 InProcess
Transfer
Action History
Num Action Date Action From To Details
1 27-Feb-2011 13:28:31 Submit turphy, Margaret Rodgers, Barry
Response
Note:
Return to warklist Approve | | Reject || Delegate
Done & Internet H1o0% v

Step Action

2. Review the request.
Enter the reason for Rejecting this asset transfer record in the "*Note" field.

For this example, enter ""This Project is Cancelled"'.

3. Click the ""Reject"" button.

The system returns to the Worklist.
Reject
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£ Oracle Applications Home Page - Windows Internet Explorer,

@_’\ < ‘E hitp: /) K12.il.us:8089/0A_HTHLIOA. - rumb=NB:OAMC=( v‘ 2| % |Gungle ‘ P~
File Edit Visw Favotites Tools  Help
* R [@Ovade Applcations Hame Page I M- B - o - [Drpege - {BTook v
ORACLE‘ E-Business Suite
ut Preferen
Logged In As BPRODGERS
Oracle Applications Home Page
Main Menu worklist
Eps approver - Unit 46061 2 Previous lext 25 (31
Ecps purinet Transter From [rype |subject |sent = jpue
Eps Fixed Assets Appication Painter, alice CPS Student Travel | The Student Travel request (Request Number: 103493, Trip Date: 24-Feb-2011) is Approved. 18-Feb-2011
E1ps Grant Gift Donstion Painter, &lice CPS Student Travel | The Student Travel request (Request Nurmber: 104203, Trip Date: 15-Apr-2011) is Approved 17-Feb-2011
Eps wpense - school Chappelle, Dianne |CPS PC Transaction |[Unknown Error Position Transaction request from Chappelle. Dianne (Request Mumber: 2011606681) has been 15-Feb-2011
Blps inodent Renorting d approved
395 Intermal Accounting Rodgers, Barry PO Approval Stancard Purchase Order 2084186 has been approved 14-Feb-2011
Clcps pe postions Espinaza, Requisition Purchase Requisition 6208854 for Espinoza, &lejandra (165,57 USD) 14-Feb-2011
Icps peard user Alefandra
BIcps spasa User Moritz, Marissa  |CPS Student Travel |The Student Travel request (Request Number; 104591, Trip Date: 15-Apr-2011) s rejected... 11-Feb-2011
CPS Student Travel Pairter, Alice CPS Student Travel |The Student Travel request (Request Nurmber : 104653, Trip Date: 10-Feb-2011) s Approved. 11-Feb-2011
3PS supplemental Pavment Approver Rodgers, Barry PO Approval Standard Purchase Order 086971 has heen approved 09-Feb-2011
Beps web nauire PO Create Standard Purchase Order ; 2086971 created... 09-Feb-2011
3PS Workfiow User Wsh (New) DEEUELD
[y Rodgers, Barry PO Approval Standard Purchase Order 2086070 has been approved 08-Feb-2011
PIepSwO - Self Diccted Schodls PO Create Standard Purchase Order : 2086970 created, 09-Feb-2011 L
Epreferences sswa pocuments
Moritz, Marissa  |CPS Student Travel | The Student Travel request (Request Number: 103993, Trip Date: 24-Feb-2011) is rejected.., 07-Feb-2011
Moritz, Marissa |CPS Student Travel | The Student Travel request (Request Number: 104631, Trip Date: 0d-Feb-2011) is rejected.., 07-Feb-2011
Moritz, Marissa  |CPS Student Travel |The Student Travel request (Reousst Mumber: 104695, Trip Date: 05-Feb-2011) is rejected... 07-Feb-2011
Rodgers, Barry  (CPS Student Travel | The Student Travel request (Request Number: 104653, Trip Date: 10-Feb-2011) is rejected.., 07-Feb-2011
FO Create Standard Furchase Order : 2034136 create: 04-Feb-2011
Documents
Fitzpatrick, Janet  (CPS PC Transaction |Update Bucket Position Transaction renuest from Fitpatrick, Janet (Request Numiser: 2011494703) has been 31-Jan-2011
2 approved...
Fitzpatrick, Janet  (CPS PC Transaction |Update Bucket Position Transaction request from Fizpatrick, Janet (Reguest Number: 2011494703) has been 3L-Jan-2011
2 approved...
Moritz, Marissa(CPS Student Travel  The Student Travel request (Request Nurmber 104085, Trip Date: 30-Jan-2011) is rejected 31-Jan-2011
Mnritz. Marissa CPS Student Travel The Shudent Travel reniest (ReoURst Nomber: 104203, Trin Date: 15-anr-2N117% s reierted A1-Jan-2n11 b
Done & Internet

-4 start 5 arch Deskiop

Step Action

4. Once the asset transfer request has been rejected, the notification will disappear
from the ""Worklist™ (Oracle Applications Home page).

5. Congratulations! You have completed the lesson on how to ""Reject a
Transferred Asset" record.

End of Procedure.
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17. Unit Receipt of a Transferred Asset

When an asset is transferred from one unit to another unit, the Receiving Unit must acknowledge
receipt of the asset in the system. This can only be done by Principals or Unit Administrators.

Procedure

RACLE’ EBusiness Suite
Logout Preferences Help
Logged In As GZSZKAPIAK
Oracle Applications Home Page
Main Menu Workist
[ cps Approver - Unit 46201 J Previous 1-25 v Next25 G
o 05 gt T From Type subject [sent+  |Due
£ 0ps Fixed Assets Anpliation Briggs, CPS Fixed Assets  Approval st for Transfer of Asset 2011131244 from unit 22071... 14-Apr-2011
3 ps grant Gt Donation Susan Tnventory
Beps iExpense - School Parker, Teresa CPS Fixed Assets  Approval Request for Transfer of Asset 2011217254 from unit 46201... 13-Apr-2011 L
3 ps ncident Reporting Inventory i
3 ¢ps mternal Accounting Szkapiak, George  |CPS PC Transaction PC Transaction request (Reguest Num! 11606813) tered an error while 17-Feb-2011
3 s pe postions 2 performing the Position Transaction. F: Fund for 353...
£ cps spaAA User Szkapiak, George PO Approval Standard Purchi rder 2090737 has 17-Feb-2011
3 ¢ps student Trvel FO Create Standard Purchase = 2090737 cre 17-Feb-2011
1 cps supplemental Payment Approver Doctments - —
T Szkapiak, George PO Approval itandard Purchase Ordel 287287 _has een approved. 10-Feb-2011
B3 S Woriow User Web (New] PO Create Standard Purchase : 2087787 cre 10-Feb-2011
Documents
S%M Szkapiak, George PO Approval Standard Purchase Order 2087205 has been approved... 10-Feb-2011
e PO Create Standard Purchase Order : 2087205 cre: 10-Feb-2011
Documents
Szkapiak, George PO Approval Standard Purchi 09-Feb-2011
PO Create Standard Purch 09-Feb-2011
Documents
Szkapiak, George PO Approval Standard Purchase Order 2085772 has approved... 08-Feb-2011 |
PO Create Standard Purch : 2085772 cre 08-Feb-2011
Documents
Szkapiak, George PO Approval Standard Purchase Order 2084170 has been approved... 04-Feb-2011
FO Create Standard Purchase = 2084170 cre 04-Feb-2011
Documents
Szkapiak, George PO Approval Standard Purchase Order 2084169 has been approved. 04-Feb-2011
PO Create Standard Purchase : 2084169 cre 04-Feb-2011
Documents
Szkapiak, George PO Approval Standard Purchase Order 2082795 has been approved... 31-Jan-2011
PO Create Standard Purchase Order : 2082795 cred 31-Jan-2011
Documents
Szkapiak, George PO Approval Standard Purchase Order 2082794 has been approved... 31-Jan-2011 -
http://coorldast3.csc.cosk12.il.us8089/0A HTML/OA jsn?0AFunc=0AHOMEPAGES @ Internet | Protected Mode: Off i &10% -

Step Action

1. Once the Unit Admin's logs into Oracle, the Worklist will be displayed on the
right.

For this example, notice the first row displays the transfer request for Asset
2011131244. Click the Approval Request for Transfer of Asset 2011131244
from unit 22071 link.
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1 Navigatorv B2 Favorites ¥ Diagnostics Home Logout Preferences Help

Oracle Applications Home Page >
Approval Request for Transfer of Asset 2011131244 from unit 22071
Approve | | Reject | | Delegate
From Schmauderer-Briggs, Susan
To Kibane, Susan
Sent 14-Apr-201110:27:57
D 29791444
AssetID: 2011131244 Asset Category :
Non-Asset/Duplicate :  No Status @ Incomplete
Asset Data Source :  Oracle Purchasing Owining Unit: 22071 - New Field School
Parent Asset :
Asset Description : - Lexmark Inkjet - X5270 Business Edition 22/15PPM 3 yr. warranty w/ush cable
Remarks
Asset Location
Serial Number : * Location Name :  New Field School
Asset Tag : Location Address : 1707 West Morse Street, Chicago, IL-60626
Make : Room Type :
Model : * Room Number / Description :
Funding Source : CPS Assigned Person :

Lease / Warrantee

Retirement / Disposal

Condition : Good i
Annual Physical Tnventory Date :
Person doing Physical Inventory ©

Lease Type : Warrantee Start Date :
Lease Start Date : Warrantee End Date :
Lease End Date : Extended Support Start Date :

Extended Support End Date :

Retire  Unit
Police  Transfer Transfer Transfer Transfer To Authorized Unit 1sC
Transfer Type of Disposal /Transfer Disposal /Transfer Transfer Sale Report From  To To To  Grantor Sinature Authorized LSC ization Receipt Receipt
Done € Internet | Protected Mode: Off A v Ri0% ~

Step

Action

The Unit Admin reviews the request and clicks the Approve button.
The system will transfer the asset record to the Receiving Unit.

Approve

The Receiving Unit should now ensure the asset record is in their database.
Go to the Fixed Asset Inquiry page and search for the asset.

For this example, we are searching by Reference ID. Enter ?2011131244" in the
field.

Click the Go button.
GO

Click the Radio button to select the record for Reference ID 2011131244,

(o]

Click the Action History button.
Action History

The system displays the Action History of the asset transfer.
Point to the Return Inquiry button.

Click the Return Inquiry button.

Return Inquiry
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Step Action

8. To view the Asset Detail, click the Reference ID link.

For this example, click Reference ID 2011131244,

9. Notice the system displays the original Purchasing Unit and the Current Owning
Unit.

The Receiving Unit is now the Current Owning Unit.

10. Congratulations! You have completed the lesson on how to Receipt a
Transferred Asset.

End of Procedure.
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Fixed Asset Policy

Chicago Public Schools Policy Manual

Title: MAINTENANCE AND DISPOSAL OF ASSETS

Section: 401.9

Board Report: 04-0526-PO1 Date Adopted: May 26, 2004
Policy:

THE CHIEF EXECUTIVE OFFICER RECOMMENDS THE FOLLOWING:
Amend Board Report 99-0421-P0O4, Policy on the Maintenance and Disposal of Assets.

PURPOSE:

The “Policy on the Maintenance and Disposal of Assets” presents comprehensive guidelines that regulate
efficient asset utilization and disposal procedures to assure that Chicago Public Schools’ assets are
deployed effectively throughout their useful lives, and that obsolete assets are disposed of when no
longer useful to the Chicago Public Schools.

POLICY TEXT:
POLICY ON THE MAINTENANCE AND DISPOSAL OF ASSETS
I MAINTENANCE OF ASSETS ON INVENTORY

The adoption of this policy requires the maintenance of inventories of assets regardless of funding
source. Assets which are tangible, nonexpendable properties, or non-real estate purchased by or donated
to Chicago Public Schools (CPS) which have a value of $500 or more per unit having a useful life of more
than one year must be entered on the “Asset Register” (Attachment A).

This Asset Register is to be maintained and updated quarterly and upon receipt of new asset(s) by the
responsible administrator to accurately define the inventory of a school or department, collect necessary
information, put personnel on notice that assets are being monitored, and provide the basis for planning
future purchases. Each asset unit should be tagged with its control number that can be referenced on the
Asset Register.

In addition to updating the inventory quarterly, each unit administrator must complete a physical inventory
of all assets every year, beginning with June 30, 1999, and every year thereafter.

At the end of the fiscal year, the unit administrator in charge of a school shall review his/her Asset
Registers for accuracy, sign, keep one copy, and forward copies to the Bureau of General Accounting of
the Office of School Financial Services and the Bureau of Asset Management of the Department of
Operations. Each school unit shall provide a copy to their Area Office Business Manager.

All assets purchased by or donated to CPS and in functional use shall remain on the Asset Register until
such time as they are deemed appropriate for disposal.

The unit administrator has the responsibility of maintaining assets -- whether purchased, donated, or
leased -- in an appropriate manner so as to maintain their value through their useful life.

1. TRANSFER AND DISPOSAL OF ASSETS
All assets are to be taken off the Asset Register when disposed of, per the Internal Accounts Manual. Any

assets purchased with grant funds must be disposed of following grantor guidelines. The "Asset
Transfer/Disposal Form" (Attachment B) is to be completed whenever asset disposal occurs.

A-1
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Transfer and disposal procedures vary according to the determination of functionality of the asset:

A. Criteria for Removal of Obsolete, Not-Needed, but Functional Assets:

1.

1.

The school or unit should notify the Area Office Business Manager with details on
assets that are available for transfer. Central Office departments are to notify the
Bureau of Asset Management of the Department of Operations with details on
assets that are available for transfer.

Any unit that needs the asset/equipment, from the donor unit, shall add the asset
to its Asset Register making note of all the donated asset information.

The donor unit must strike the asset from its register and indicate the destination
on the Asset Register. The donor unit must provide the receiving unit with a list of
the asset's serial number, make, model, funding source, or other identifying
information.

If no receiving unit contacts the donor unit within thirty days after the donor unit
notified the Area Office Business Manager or the Bureau of Asset Management
the donor unit should dispose of the asset in line with the Criteria for Removal of
Non-Functional Assets, except that students who meet the standards set out
below may, by lottery, receive, as a loan, functional computer equipment
scheduled for disposal. The lottery is to be held at each donor unit, at a time to
be determined by the school principal.

For a student to participate in the lottery, the student must: (1) participate in
school programs; {2) have maintained excellent attendance; and (3} have
maintained good behavior, with no major infractions. The loan of this computer
equipment is to he limited to one computer unit per family every three years. The
loan is to be a one-year loan fo the parent/guardian for the school year, and
renewable annually at the option of the principal for a total maximum of three
school-years.

Units are to record the temporary transfer of the computer equipment as a "lcan
to (name of parent/guardian)" on their Asset Register.

The Bureau of Asset Management and the Bureau of General Accounting are to
be notified of any transfer or disposal of assets, with the administrative units
retaining copies of their own records. The Bureau of General Accounting is to
create and maintain a data base of the assets inventories.

Criteria for Removal of Non-Functional Assets

Determination should he made by the administrator in charge that non-functional
assets that contain hazardous waste materials may require special handling in
disposal. The Department of Operation is to be contacted prior to disposal of any
asset containing hazardous waste materials to make determination of special
disposal requirements.

Determination may be made by the administrator in charge that non-functional
computer equipment may be offered to school-based student computer recycling
courses and Chicago Public Schaoois' programs which provide training for, or
ownership of, computers as part of an approved curriculum. See the Department
of Operations for the list of approved computer recycling programs.
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Determination may be made by the administrator in charge that non-functional
assets are to be donated to not-for-profit community organizations. The
administrator n charge is to ascertain that the not-for-profit organization is tax
exempt by verification of appropriate documentation. These organizations
should be contacted and, as a condition of the donation, must be willing to pick
up the item(s).

Determination may be made by the administrator in charge that non-functional
assets are to be turned over to salvage/scavenger companies. The school or
office may contact the school's property advisor to arrange for disposal, or the
school or office may contact the Department of Operations. If applicable, the
school or unit is to pay disposal charges.

The Bureau of General Accounting of the Office of School Financial Services will
produce a report at the close of each school fiscal year, detailing Chicago Public
Schools' obsolete equipment. This office will inform all appropriate federal, state,
or other funding sources of the disposal of assets which had been purchased
originally under the terms of the grants.

The Bureau of Asset Management and the Bureau of General Accounting are to
be notified of any transfer or disposal of assets. Copies of the annual Asset
Register are to be forwarded to the Bureau of Asset Management of the
Department of Operations and to the Bureau of General Accounting of the Office
of School Financial Services, with the administrative units retaining copies for
their own records.

The Office of School Financial Services will promulgate such rules and regulations as are necessary to

effectuate this policy.

Amends/Rescinds:

Cross References:
Legal References:

Amends 99-0421-P0O4; Rescinds 88-0928-P0O2




