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Procedure

EnterpriseOne Menu 2] | = ]} Welcome!
Open Applications
You have na running applications The EnterpriseOne Menu contains several links to the applications

Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work,

ate of Nebraska »

SR AL I

Core [ [@meemet

0% -
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Alien Asset Verify-Reject A
Step Action
1. This functionality enables an end user with appropriate business unit security in

Fixed Assets to review alien assets. Upon review, the end user can either "verify"
the scan or "reject” the scan.

When the alien asset scan is "verified" the following records are updated:

0 Asset Master Information - "Scanned" field populates with a "V" for verified
scan

0 F/A Scanning History - "Transaction” changes from an "A", Alien, to a "V",
Verified Scan

o0 Alien Asset Verification History - updates with verification record

When the alien asset scan is "rejected™:
0 F/A Scanning History - Alien asset scan is purged
0 Alien Asset Verification History - updates with a rejection record

Note: An alien asset in a "disposed™ status cannot be "verified" or "rejected".

T R = )

EnterpriseOne Menu BEO

Welcome!
‘You have no running applications. The EnterpriseOne Menu contains several links to the applications.
Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work.

e of Nebraska »

Done

[T [ @ mternet i -

Step

Action

Click the NIS State of Nebraska link.

MIS State of Nebraska
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Step Action

3.

[Fixed AssetsiCapital Asset Mai

Click the Fixed Assets/Capital Asset Mgt link.

Fixed Assets

Click the Fixed Assets link.

[Fixed Assets - Barcoding|

Click the Fixed Assets - Barcoding link.

Eien Asset Verification|

Click the Alien Asset Verification link.

Alien Asset Verification - Verify Scanned Alien ltems

T

Seect Fnd  Close Took
Ve

Scanned Tag Mumber

Records 1-10

Customize Gri

Scanned Asset | Scanned Tag Scanned SerialVIN Scanned
Number Description

o 03L11073 DESK 00034 01018

[ 03L11085 DESK NONINY PRESS 3RDFL

s 03111088 DESK 00015 01403

[ 03L11155 BKCASE NONINV 00033 01529

s 03L11159 DESK 00045 01118

9] 03L11160 TYPNG STAND 00042 01012

[ 03L11161 TYRING TABLE NONINV CLERK CLERK

s 03L11166 FILING CAB NONINV CLERK VLT15

[ 03L11169 CHAIR NONINY OMBUD OMBUD

s 03L11179 TABLE NON INV TECHA STOR3

il | 3
Dane | [ [ [ & mtemet % -

Step Action

7. VERIFY SCAN

Click the Select button.
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Alien Asset Verification - Fix/Inspect Scanned Alien Items @

Cance] Tooks

Scanned Fixed Asset Information

Asset Number _ Tag Number 03111073

Description |DESK

Serial Number/VIN |

Location 1 (00034

Location 2 (01018

Location 3 |

Scanned by [McLAIN, DIANE K

Fixed Asset Master Information

Asset Mumber 53857
Description |pESK ExECUTIVE

Serial Number/VIN |

Location 1 (00038
Location 2 [o1018
Location 3 | oo11073
Date Disposed or Retired Equipment Status WK
Verify Scan I Reject Scan |
Cane [ [ [@meemet 0% -

Step Action

8. SCANNED FIXED ASSET INFORMATION:
Populates with data entered by the scanning individual and identifies who scanned
the alien asset.

9. FIXED ASSET MASTER INFORMATION:
Populates with data from the Fixed Asset Master in NIS.

10. "Verify Scan™ will only update the "Scanned" field on the Fixed Asset Master. All
other Fixed Asset Master fields will retain current data.

11.

Click the Verify Scan button.
| Verify Scan I
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Alien Asset Verification - Verify Scanned Alien Items @
Scect Fpd  Cose ook
e
Scanned Tag Number ’a—
Records 1-10
Scanned Asset Scanned Serial/VIN Scanned
Humber Number Description
& 03L11085 DESK NONINY PRESS 3RDFL
s 03111089 DESK 00015 01403
s 03L11155 BKCASE NONINV 00033 01529
s 03L11159 DESK 00045 01116
[al 03L11160 TYPNG STAND 00042 01012
s 03L11161 TYPING TABLE NONINV CLERK CLERK
s 03L11166 FILING CAB NONINV CLERK VLT1S
s 03L11169 CHAIR NONINV oMBUD OMBUD
s 03L11179 TABLE MON INV TECHA STOR3
[al 03L11204 SOUND SYSTEM MONINY TECHA 81507
il | 3
Core [ [ [@meemet 0% -

Step Action

12. Once alien asset is verified, it is no longer available on the grid.

13. REJECT SCAN

Click the Select button.
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Alien Asset Verification - Fix/Inspect Scanned Alien Items @

e

Cance] Tooks

Scanned Fixed Asset Information

Asset Number _ Tag Number 03111085

Description [DESK MONINY

Serial Number/VIN |

Location 1 |PRESS

Location 2 [3RDFL

Location 3 |

Scanned by [McLAIN, DIANE K

Fixed Asset Master Information

Asset Number 53860
Description |DESK SECRETARIAL Wi5 DRWRS

Serial Number/VIN |

Location 1 |PRESS

Location 2 [sRDFL

Location 3 | oo11085

Date Dispased or Retired 1 Equipment Status fo

Verify Scan I Reject Scan |

Done:

[T [@intermet 00w -

Step

Action

14.

15.

Click the Reject Scan button.
| Reject Scan I
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Alien Asset Verification - Verify Scanned Alien ltems

e

DD®E

Seect Fnd  Close ook
Ve

Scanned Tag Number

Records 1-10

Scanned Asset
Number

Scanned SerialiVIN
Number

o

03L11089
03L11155
03111159
03L11160
03L11161
03L11166
03L11169
03111179
03L11204
03111231

i 1l Nt S T Bl H e e N

Scanned
Description

DESK

BKCASE NONINV

DESK

TYPNG STAND

TYPING TABLE NONINY
FILING CAB MONINV

CHAIR NONINV

TABLE NON INV

SOUND SYSTEM NONINY
CABINET BASE WOOD NONINY

00015
00033
00045
00042
CLERK
CLERK
OMBUD
TECHA
TECHA
OMBUD

01403
01529
01118
01012
CLERK
VLT16
OMBUD
STOR3
81507
OMBUD

@ start| |3] office Communicator

T
| © 20 Ederds solution Exl. .|| 7 Alien Asset Verificatio... € About - Windows

[l el el el .

Inter... | 9] 20090410 barcadingmar. ..

| [« .%‘gé"é:sa P

Step Action

16.

Once alien asset is rejected, it is no longer available on the grid.

17. DISPOSED ITEM

Click the Select button.
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e —

Alien Asset Verification - Fix/Inspect Scanned Alien Items [ Y] =

Cancel Took ‘

Issues (click each label for more information):
b The Item was Disposed P

Please look for the highlighted fields, correct the entries, and resubmit your
request

Scanned Fixed Asset Information

Asset Number Tag Number 03111089

Description [DESK

Serial Number/VIN [

Lacation 1 o005

Lacation 2 (01403

Location 3 [

Scanned by [MCLAIN, DIANE K

Fixed Asset Master Information

Asset Number 53862
Description |DESK EXECUTIVE Wi7 DRWRS

Serial Number/VIN ‘

Location 1 ‘00024 —]
Location 2 ‘01403
Location 3 ‘ 0011089

nnnnnnnn + Dhatun | r— |

[ el Sl el .

. . c
5 T 5 oo
Ejstart| Office Communicator | () 10 Edwards Solution Expl... | & hlien Asset Verificatio... € About - Windows Intern... | /] 20090410 barcadingman. . | « @3 e

Step Action

18. An alien asset in a Disposed Status cannot be "verified" or "rejected." Further
review of the alien asset is required. Work with AS Materiel Division - Surplus
Property to determine the steps required to work with the asset.

Send e-mail to dasmat.surplusproperty@nebraska.gov with specific details, to
include Tag Number, Equipment Status, etc.

19.
Click the Cancel button.
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Alien Asset Verification - Verify Scanned Alien ltems

]

Seect Fnd  Close ook
Ve

Scanned Tag Number

Records 1-10

Scanned Asset
Number

Scanned SerialiVIN
Number

o

03L11089
03L11155
03111159
03L11160
03L11161
03L11166
03L11169
03111179
03L11204
03111231

i 1l Nt S T Bl H e e N

Scanned
Description

DESK

BKCASE NONINV

DESK

TYPNG STAND

TYPING TABLE NONINY
FILING CAB MONINV

CHAIR NONINV

TABLE NON INV

SOUND SYSTEM NONINY
CABINET BASE WOOD NONINY

Scanned Scanned
Location 1 Location 2
00015 01403
00033 01529
00045 01118
00042 01012
CLERK CLERK
CLERK VLT16
OMBUD OMBUD
TECHA STOR3
TECHA 81507
OMBUD OMBUD

3

@ start| [3] office Communicator

T
| © 0 Ederds solution Exl...| [ Alien Asset Verificatio... (] 20090410 barcodi

ingman. ..

[

Step Action

20.
Click the Close button.

Page 9




Training Guide Q
Alien Asset Verify-Reject Aamiss

R AL

EnterpriseOne Menu 2] | = ]
‘Open Applications

You have no running applications The EnterpriseOne Menu contains several links to the applications

Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work,

Welcome!

< NIS State of Nebraska
— View Job Status
[» Address Book
< Fixed Assels/Capital Asset Mgt
<~ Fixed Assets
[ Fixed Assets - Statewide
= Fixed Assets - Barcoding
— Asset Master Information
— ElA Scanning History - View Only
— ElA Scanning History - Alien Assets
— FiA Scanning History - Missing Tag

n Histol
[ FiA Scanning Reports

[ Roles

[:_Actions

> Preferences

Cane [T [ [@meemet 0% -

Step Action

21. VERIFIED ASSET UPDATES:

Asset Master Information - "Scanned"” field populates with a "V" for verified scan
Click the Asset Master Information link.

EssetMasterlnformation
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Asset Master Information - Work With Assets @
Selec Fnd  Add  Copy Dekle Clpse Row Form Ioos

v & + B 0 X H B B

Display | Additional Selections | Cat Codes 1-10 | CatCodes 11-20 | Cat Codes 21,22,23

Skip To Description ‘i

Resp. Business Unit * Location [+

Skip te Unit Number ‘

‘ Sequence Grid By @ Asset Number " Asset Description © User Defined ‘

No records found. @S:annad - [

|| Asset | Tag Asset
Humber | Humber Description Location Line 1 Location Line 2 Location Line 3

Core [ [ [@meemet 0% -

Step Action

22.
Click in the Tag Number field.

[ ]

23.

Enter the desired information into the Tag Number field. Enter a valid value e.g.
"03L11073".

24,
Click the Find button.

25.
Click the 53857 option.

26.
Click the Select button.
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e

Asset Master Information - Asset Master Revisions

0 th A

OK Cancel Form Previous Next Tools

8 X b3
‘ Asset Number 53857 Last Asset Number Entered ‘

Asset Information | Location | Category Codes 1-10 | Category Codes 11-20 | Additional Info

Identification Description

Asset Number 53857 |DESK EXECUTIVE
Tag Number 03111073 [

Serial NumberVIN | [

Parent Number 03L11073

Accounting Information

Fund = W STATE GENERAL FUND

Responsible BU + | 3122301 | SENATORS ADMIN EXPENSES

AccountNumber * [ 10000.173000 FURNITURE AND OFFICE EQUIPMEM

Date Acquired ,W Date Disposed ,7 F.0. ,7

Status WK WORKING Date 03/04/2000 Time 00:02:14

Subledger Inact. ACTIVE SUBLEDGER

Address Number I~ Allow WO

Inventory Number |

=]
Core [ [ [@meemet 0% -

Step Action

27.
Click the Additional Info tab.

Additional Info
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Jol
B X 8 B B &

e

Asset Master Information - Asset Master Revisions ] |

o th Asse

Cancel Form Previous Next Took

‘ Asset Number 53857 Last Asset Number Entered ‘
Asset Information | Location | Category Codes 1-10 | Category Codes 11-20 | Additional Info

Location: Building/Room/Comments Extended Category Codes
looo3g| SPN Mumber
[o1018 County
‘ 0011073 Date Sold

Other Information
New or Used
Ownership/Master Lease
Scanned v VERIFIED SCAN
Tax Entity
Fair Market Value

Cane [ [ [@meemet 0% -

28.

"Scanned" field populates with "V" - verified.

This is the only field updated when an alien asset scan is verified.

29.

Click the Cancel button.

30.

Click the Close button.
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EnterpriseOne Menu 2] | = ]
‘Open Applications

You have no running applications The EnterpriseOne Menu contains several links to the applications

Open New Window These links will always be atthe left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work,

Welcome!

7 NIS State of Nebraska
— View Job Status
[» Address Book
< Fixed Assels/Capital Asset Mgt
<~ Fixed Assets
[ Fixed Assets - Statewide
= Fixed Assets - Barcoding
et Master Information »
— EiA Scanning History - View Only
— ElA Scanning History - Alien Assets
— ElA Scanning History - Missing Tag
— Alien Asset Verification
— Alien Asset Verification History
[ FiA Scanning Reports

[ Roles

[:_Actions

> Preferences

Cane [ [ [@meemet 0% -

Step Action

31. VERIFIED ASSET UPDATES

F/A Scanning History - "Transaction" changes from an "A", Alien, to a "V",
Verified Scan

Click the F/A Scanning History - View Only link.

[F/A Scanning History - View Only
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FiA Scanning History - View Only - Fixed Asset Historical File @
Find  Close Compare hformaton Form ook

B ENEY

' View Al Transactions

" View Scanned ltems Only (S)

€ View Alien ems Only (A)

" View Missing Tag ltems Only (N)
£ View Verified ltems Only (V)

No records found.

Description Location 1 Location 2 Location 3

Core [T [ [@meemet 0% -

Step Action
32.
Click in the Tag Number field.
1
33. Enter the desired information into the Tag Number field.
34.
Click the View Verified Items Only (V) option.
35. Use the Scroll Bar to view the rest of the record
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FiA Scanning History - View Only - Fixed Asset Historical File @

Find Close Compare hformation Form Tools

@ X id 8 B

1 View Al Transactions

" View Scanned ltems Only (S)

€ View Alien ems Only (A)

" View Missing Tag ltems Only (N)
' View Verified ltems Only (V)

Records 1-1

Transaction Transaction

(S/NIA) Description Comments

VERIFIED SCAN DMCLAINOD1 02i03/2009 73704 065005006

Core [ [ [@meemet 0% -

Step Action

36. Transaction reflects "V" - VERIFIED SCAN

37.
Click the Close button.
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ORACLE »

EnterpriseOne Menu

BEO

Open Applications
You have no running applications

Open New Window

7 NIS State of Nebraska
— View Job Status
[» Address Book
< Fixed Assels/Capital Asset Mgt
~ Fixed Assets
[ Fixed Assets - Statewide
= Fixed Assets - Barcoding
aster | i

— ElA Scanning History - Alien Assets
— ElA Scanning History - Missing Tag
— Alien Asset Verification

— Alien Asset Verification History

[ FiA Scanning Reports

[ Roles

[:_Actions

> Preferences

Welcome!

The EnterpriseOne Menu contains several links to the applications.

These links will always be at the left of your screens, no matter what application you are using

You can also hide the menu when you need more space for your work,

Done:

[ [ @ ntemmet

SR

Step

Action

38.

VERIFIED ASSET UPDATES

Click the Alien Asset Verification History link.
[&lien Asset Verification Histony

Alien Asset Verification History - updates with verification record
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Alien Asset Verification History - Review Verified ltems @
Scect Fpd  Cose ook
e
Records 1-10
— —
Description Location 2
& 03L10039 CABINET FISCL FISCL
(ol 03110146 CABINET NOMINV TECHA 81507
s 03110217 TABLE ACCTG ACCTG
s 03110796 CALCULATOR ACCTG ACCTG
s 03L1080 DESK 00024 01107
s 03110992 TABLE 00020 01103
(ol 03L11054 FLNG CAB NONINY FISCL FISCL
s 03110094 CABINET NONINV CLERK CLERK
s 03111056 CHAIR WOOD SIDE 00015 01403
s 03111056 CHAIR WOOD SIDE 00015 01403
4| | 3
Cane [ [ [@meemet 0% -

Step Action

39.
Click in the Tag Number field.

40. Enter the desired information into the Tag Number field.

41.
Click the Find button.

42. Use the Scroll Bar to view the rest of the record
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Alien Asset Verification History - Review Verified ltems @

Seect Fnd  Close ook

X B

Can [ [ [@meemet 0% -
Step Action
43, When an alien asset scan is verified, the following fields reflect:
o Review Date
0 Review Time
o Review User ID
44,
Double-click in the Tag Number field.
[03L11073 |
45, Enter the desired information into the Tag Number field.
46.
Click the Find button.
47. Use the Scroll Bar to view the rest of the record
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Alien Asset Verification History - Review Verified Items

e ——

[y ]

Seect Fnd  Close ook
Ve

142542 UATTRAINSO

Stan Rejected

[T [@intermet SR

Step Action

48. When an alien asset scan is rejected, the following fields reflect:

0 Review Date
0 Review Time
o Review User ID

0 Scanned Comment = Scan Rejected

49,
Click the Close button.

50. End of Procedure.
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