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of their respective owners.
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The information contained herein is subject to change without notice and is not warranted to be error-free.
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behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to U.S. Government
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use,
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065.

This software is developed for general use in a variety of information management applications. It is not
developed or intended for use in any inherently dangerous applications, including applications which may
create a risk of personal injury. If you use this software in dangerous applications, then you shall be
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use
of this software in dangerous applications.

This software and documentation may provide access to or information on content, products and services
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of
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SYSTEM POLICIES

The tasks in this documentation provide end users with the tools to enter data and collect data in system. It

is the responsibility of the agencies to comply with State Statutes, Federal Rules and Regulations, and State
policies. For further information concerning State Statutes and policies, please refer to both internal agency
resources and the Department of Administrative Services website.
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IT Equipment Pass Through

The Office of the Chief Information Officer coordinates technical projects with state agencies.
Occasionally, the OCIO may purchase IT equipment which qualifies as a Fixed Asset on behalf
of the Agencies participating in the project. To coordinate and streamline the process of these
purchases, the OCIO will purchase the equipment. The Supplier will ship the equipment directly
to the Agency. Once items and invoice are received, OCIO will re-bill the agency through the
OCIO IM Services IBT.

The purchases made on behalf of the Agency are limited to IT Equipment where the OCIO is
rebilling the receiving Agency for the actual cost of the equipment. There are no additional fees
included in this process.

Responsibilities:
OCIO Technical staff: Coordinate with Agency to determine IT Equipment needs

OCIO Technical staff: Initiate purchase with Procurement team

Job Code/Work Order

Item(s) for purchase — specifications
Delivery Address & Contact

Due Dates

Agency personnel: Physically receive IT Equipment

e Document physical receipt of goods
e Provide documentation — receipt date, quantities, etc. to OCIO Procurement team

OCIO Procurement team: Receive against PO in EnterpriseOne, E1. (The OCIO worked with
State Accounting to set up a special Pass Through Object Code attached only to Pass Through
Business Units used by the OCIO to do business on behalf of Agencies.)

OCIO Procurement team: Initiate rebilling against Job Code/Work Order. Rebilling
documentation will be included in the IBT to Agency.

e Memorandum to Agency includes: (1) Total cost; (2) Quantity; (3) Equipment
description; (4) Unit price; (5) Job Code and Work Order used for rebilling; (6) Location
of the assets

e Copy of the Purchase Order used to buy the equipment

e Copies of packing slips to document serial numbers

e Copy of invoice

AS Central Services: Complete IBT billing process

Agency Personnel: If the IT Equipment meets State requirements for a Fixed Asset or the
agency’s internal requirements, the Agency is responsible for:
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e Fixed Asset record creation

e Appropriate expense object coding of Accounts Payable transaction for IBT payment.
This will reflect a capital outlay object (i.e. 583300).

e Posting of cost to Fixed Asset
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