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* Web pages displayed by the system may vary slightly depending on the browser you are using.



‘ Annual Fixed Asset Inventory Verification System — Link / Login / Logout

e In abrowser (Internet Explorer) type in: https://www.eiu.edu/busofc/FA/fa_login2.php

~ Eastern lllinois University :: Fixed Asset Inventory Verification System

G

il hittps: [ e edufous:

e  Use your EIU Net ID and Password to Login to the system.

(&) Eastern Tinos University == Foeed Asset Inventory Ve, .. R B 1 M - Pages Safetye Toose @)

search siu. edu/dinactony

Ato Z | Panthermail

giw.ady » Busness Office
Login to the Fixed Asset Inventory Verification System

welcoma to the Fixed

I order do anline inventory ve
using your EIU usemame

ation, you first need to login to the EIU Online Fixed Asset Inventory Verification System
ta log inte your computer

WO b -';
Login
-/

Password:
. After n-mls;{'\::u:

: Login

to enter the system

For security reasons, the system will sautomatically log you out after a period of inactivity of 15 minutes. If that occurs, you will simply need to
login again to view your Equipment Inventory Listing.

1f you have any questions please contact:

Hinots University
Charleston, 1L 61920

e After successfully logging in you will arrive at the Annual Fixed Asset Inventory Verification System home page.

‘ Annual Fixed Asset Inventory Verification System — Home Page

Home | Logout | Sortby: Tag# | Missing Tags List | Feound (Red TAGs Only): Add View
Welcome to Annual Fixed Asset Inventory Verification

Gary D. Reed's Asset summary as Custodian

" Equipment Total  Inventory Inventory Tags Export
ST Manager Assers. Done: . |NotDote. NotEound, . To
Cary O Reed - 1582 © 1884 0 Add Proxy x
Gary D. Reed's Asser summary s Custodian by Equipment Manager

A Equipment Total  Inventory Inventory Tags Export

P
S Manager Assets Done Not Dene  NotFound i To
Cary O Reed g 0 i o AddProxy XL
Cary O Reed 2 0 : AddProxy K
Cary D Reed 14 0 14 0 AddProxy XL
¥ D Reed 45 4 AddProxy XL

Reed ) 0 & 0 Add Prox XL
Cary D Reed a2 0 42 0 AddProxy XL
Cary O Reed 38 38 0 AddProxy XL
GCary D Reed 166 166 0 AddProxy XL

D Reed a1 0 i 0 AddProxy XL
¥ D Reed 81 0 [l ‘ AddProxy XL

e When you are finished working in the system please use the Logout link found throughout the system and the following screen will be
displayed showing you have properly exited the system.

Click here to Login



. Annual Fixed Asset Inventory Verification System Home Page — Breakdown by Levels

Homs | Logout | Sortby:location | Missing Tags List

| Found (Red TAGs Only): Add Visw
Welcome to Annual Fixed Asset Inventory Verification

as Custodian Level - shows
all of the Fixed Assets a

Rondal K. Mathenia’s Asset summary as Custodian Certify Assets custodian is n charge of and
Py e . . = their status in the system.
uipment inventory Inventory 93 port
= Manager Assets Done  MotDone: NotFound o) To
[ a - 3 g 0 5 n as Custodian by Equip M
Level - shows the Fixed Assets 2
Rondal K. Mathenia’s Asset summary as Custodian by Equipment Manager custodian is in charge of and their status
in the system broken down into the totals
Equipmant Total Inventory Inventory Tags Expart o e "
Custodian R : ey [ NotDone. NotFound. ==Y = of individual Equipment Managers
ch FKegfeka 1 i b X
Rondal K Mathenz 7 I 2 x as Equipment Manager under Other
Custodianship Level - shows the Fixed
Rondal K. Mathenia’s Asset summiary 35 Equipment Manager under Other’s Custodianship Assets an Equipmenl Mmagﬁ isin
e Equipment Total Inventory Inventory Tags e Export charge of under another Custodians’
Manager Assets Done Not Done  NotFound i To directive and their status in the system.
Cary D Read Rondad K kisthan o 1 - Chrstes
Gary D Ry ondal K Mathena  BSE z s z T X
Rondal K. Mathenia's Asset summary as Froxy as Proxy - shows the Fixed Assets an
Equipment Total  Inventory Inventory Tags Export Equipment Manager is in charge of which
Custodian Manager Assets | Dane Mot Done NotFound To have been delegated to the proxys'
N directive and their starus in the system.
Cathy L Komba 4 2 1 i A #
Matheniz  John F Krapefaka 1 i 3 xn
Rondsl K Mathena  Aondsl K Mathena 7 z 5

* This screen may appear differently (i.e. fewer levels) depending on the users access role.

‘ Annual Fixed Asset Inventory Verification System Home Page — Breakdown by Columns

Home | Logout | Sortby: location | Missing Tags List
Welcome to Annual Fixed Asset Inventory Verification
Ropd thaniay Asset summary as Custodian
Total Assets

Column -
when clicked

nt Total Inventory Inventory Tags

Assets Done Not Done  NotFound —

| Found (Red TAGs Only): Add View

Certify Assets <7

Certify Assets Link - when clicked will open
an electronic certification page where the
Custodian can sign off for their Fixed Asset
Inventory.This link is only displayed after all
Fixed Assets for a Custodian are displayed in

the Inventory Done Column.

Export
To

Export To Column - when clicked an Excel
spreadsheet opens listing of all of the Fixed
Assets a person s in charge of dependent
upon their role in the system. This spreadsheet
is a pre-inventory listing of Fixed Assets.

-

A
—~

shows a

listing of all
of the Fited ot Sannoer,
P::;:t::m Inventory Not Done Column - when chicked shows a
charge of listing of all of the Fixed Assets that are not completed
dependent for reporting purposes. This link also contains sub links
upon their that allow the Equipment Manager and the Location to
role in the be edited for an individual Fixed Asset. When a zerois

displayed the link is no longer click-able.

Tags Not Found Column - when clicked shows
the Fixed Assets list with a link to add a date of
when the asset was in a known location.

Christing
Chidrass

Inventory Done Column - when clicked shows a listing of all
of the Fixed Assets that are completed for reporting purposes.
This link also contains a sub link that opens a form which
allows changes to be made to an individual Fixed Asset.

Rond

Rondal K Mathenia  Rondal K Mathena 1 z 0 3

e  Each column number on this page shows the total number of Fixed Assets pertaining to that columns’ heading. (i.e. Total Assets are the
total number of assets per each user’s role. Inventory Done shows the total number of assets that are accounted for in the system per each
user’s role. Inventory Not Done shows the total number of assets left to be accounted for per each user’s role. Tags Not Found shows the

Proxy Column - when clicked opens a form
that allows the Custodian or Equipment
Manager to assign a Proxy in charge of

reporting the Fixed Asset.

-

A

(-3

B

number of lost, stolen, or missing assets per each users role)

e  ‘Add Proxy’ will be displayed in the ‘Proxy’ column before ‘Total Assets’ equal ‘Inventory Done’. The ‘Add Proxy’ link will open a form
to allow a Proxy to be assigned. If an assigned proxy name is already present clicking the ‘Proxy’s Name’ will open the form allowing

changes to be made to the proxy assignment.

e When the ‘Total Assets’ column equals the ‘Inventory Done’ column the ‘Certify Assets’ link is displayed for the Custodian to

electronically certify their inventory.



. Annual Fixed Asset Inventory Verification System Home Page — Main Menu Links

(Red Tags are inventory items valued greater than $500.00, or items between $100.00 and $500.00 that are high theft items)

| fd Home | i

Home | Logout | Sortby:Tag# | Missing Tags List | Found (Red TAGs Only): Add View

. P ES ‘s Custodianship
Home - when clicked iz

usad to return to the
main system page. (Page
will not change if clicked
while on Home Page)

Inventory Tags

Found Red Tags: Add - when
clicked will display a form to
add found Fixed Assets.

Sart by: - when clicked
gives the option to sort
by inventory location or
by inventory tag number.

Found Red Tags: View -
when clicked will show a list of
found Fixed Assests that have

been added to the system.

Cary D Reed

Mizsing Tags List - when
clicked will open a list of
missing fixed assets

Logout - when clicked
will log the user out of
the system.

6 Annual Fixed Asset Inventory Verification System — Sort by Page

Home Logout

Choose your Choice for Sort by Option for Inventory Listing

{3_} Sort by Location(Building & Room ).

Sort by Location -
when choosen Fixed
Asset List is sorted by

Building & Foom
number.

() SortbyTag#.

Submit - When
clicked Fined Asset
List 1= sorted and

the user is returned
to the Home Page.

Sorthy Tag & -
when choosen
Fined Asset List is
sorted by Tag #'s.

Sort by Page Options

e When ‘Submit’ is clicked all pages throughout the system are sorted by the option of choice. (Tag # or Location)



6 Annual Fixed Asset Inventory Verification System — Main Missing Tags List Page

ﬁissingfsmlenﬂ.ost Inventory Report

Home |Logout - when clicked will open a form that
— will provide 2 means of electronically
Missing Fixed Asset List certifying and sending a police repot Missing/Stolen/Lost Inventory Report
to the EIU Campus Police Department.
5 EqQW  Tius hnkis only displayed after a Last Last 5een  Police
Tag#  Description Custodian Mal Seen Date has been added to a Fixed Serial # Date Freen Notes
Pp— . Asset and a Police report has not been . _
135561 Computer Cateway E-420 Cary D Reed filed for that Asset. 50 14151656 Add Date
1364392 Computer Gat indal 18405299 03/13/2012 missing date
Missing Fixed Asset List - this Last Seen Date - when clicked will
145267 Computer Cat page shows a listing of Fixed reopen the form that will allow Add Date
149269 Computer Gatd A ssets that are not accounted modification of the date of last known 0035773178 Add Date
forin the Fixed Asset sighting of the Fixed Asset. The Last
029086 Microscope A Inventory Svstem Seen Date is displayed after the mitial 530959 Add Date
T form is opened but before a Police
Tank Oil Quen report has filed for that Asset.
057590 nda Add Date
Mcenglevan 001
4438 P r R R I 5 A
064438 rojector Opaque Gary D Reed ondal Add Date - when clicked will opena HZS:ZD Add Date
form that will allow the addition of
131257 Camera Image Jvc Rondal K Mathenia John Fi|  date of last known sighting of the 02/01/2012  Filed still not found
Fixed Asset. Add Date is displayed
before the initial form is opened.
147152 Computer Gateway E-6100-C Rondal K Mathenia Rondal 02/01/2012  Filed not found
122552 Record Storage Mobile Media Rondal K Mathenia Rendal K Add Date change
Police Report Filed - after the
Police Report is filed the link
122553  Record Storage Mobile Media Rondal K Mathenia  Rondal K pecomes non-editable and displays Add Date
R e the Last Seen Date that was
uminum Dock Boar: . g .
123324 Rondal K Matheniz Rondal]  reported and an indicator shows Add Date

&' Height

Missing/Stolen/Lost Inventory Item Report

the report has been Filed.

e  To Include a Fixed Asset into Missing/Stolen/Lost Inventory Item Report, the User has to assign a Last Seen Date to a Missing Tag
number.

e  The User can assign Last Seen Date either from ‘Missing Fixed Asset List’ (Missing Tags List Link from Home page) or ‘Fixed Asset
List — Not Found’ (Tags NotFound link from Home Page)

e  On the ‘Missing Fixed Asset List’” page, the Missing/Stolen/Lost Inventory Report link will only be seen when the Last Seen Date has
been assigned to at least one Fixed Asset tag, and a Police report has not already filed for that Fixed Asset tag number.



G Annual Fixed Asset Inventory Verification System — Inventory Not Done Page

Home Logout
Fixed Asset List - Inventory Not Done
Custodian : Bonnie D Irwin

OK NF

Home Logout | Mark Al Found

Alert: *** You have one or more tags without a Location (Building and Roam), Location must be assigned for all tags.

Alert: this will appear when a Fxed Asset does not have 2 Building or Room = assigned to it. If
these fields are left blank the Asset will remain on the Fixed Asset List - Inventory Not Done listing'.

Tag = Description Equipment Manager Acqn_Date Building Room Model # Serial = Notes
163523 External Hard Drive Lacie Hard Disi  Bonnie D Irwin v 03/26/2012 Lacie Hard Disk Max 4

163524 External Hard Drive My Boox Essen Bonnie D Irwin 2 My Book Essential 2TE

163525 External Hard Drive My Book Essen Bonnie D lrwin 2 My Book Essential 2Tt

163526 Externsl Hard Drive My Book Essen  Bonnie D lrwin - 03/22/2012 My Book Essential 2TE

163527 External Hard Drive My Book Essen Bonnie D Irwin - 22/2012 My Book Essential 2TE

155302 Computer, XSERVE QUAD Bonnie D lrwin - 8 Stu Serv Bldg 2312 G88272N4aX8S

155367 Computer XSERVE QUAD Bonnie D Irwin w 06/25/2008 Stu Serv Bldg v (2312 G88271JVX8S

“** Mark ALL Found will mark all above listed assets as found, except any NF check box marked assets

Inventory Not Done Report

This page gives the user the option of marking the Asset as ‘OK’ — (accounted for) or ‘NF’ — (Not Found). When the Asset is marked OK
or NF and then the changes are ‘Saved’; OK Assets are moved to the ‘Inventory Done’ page and the NF Assets are moved to the ‘Tags
NotFound’ page and they can then be found under those columns on the ‘Home’ page. After clicking ‘Save’ the user can then stop and
return to completing the list at a later time.

For users whose pages have many assets displayed check marking ‘NF’ for only assets that are Not Found and then check marking the
‘Mark All Found’ box displayed at the bottom of the page, then clicking the ‘Complete’ button will mark all unchecked assets as ‘OK’
and move them to the ‘Inventory Done’ page, and move all NF checked assets to the ‘Tags NotFound’ page; this eliminates the need of
check-marking each asset as ‘OK’ on the list.

The Description, Equipment Manager, Building, Room Number, Model Number, Serial Number, and Notes can be added (if not present)
or reassigned or modified from this page.

Changes made on this page must be committed by clicking the ‘Save’ button.

If all Assets are found to be in the OK status the user can check the ‘Mark All Found’ checkbox and then click the ‘Complete’ button to
update all Assets listed on this page.

All changes made on this page will update the database in the Fixed Asset system and then the Business Office will use this information to
update the Banner system.

If a Fixed Asset does not have a Building or Room Number location assigned to it an Alert will be presented at the top of the Fixed
Asset List. A Building and or a Room Number must be assigned to the Fixed Asset or it will remain on the Fixed Asset List — Inventory
Not Done listing.

System Timeout Alert

A Session Timeout alert popup will be displayed if there is no activity on the ‘Inventory Not Done’ listing for 20 minutes. Once this
popup occurs the user will be given 2 options to proceed:

0  The user can click “Save Form Now” - Changes made to the page will be saved and the session will be reset for another 20
minutes.

0  The user can click “Continue Working on Form” - Changes made to the page will remain but the changes will NOT be saved at
this time and the session will be reset for another 20 minutes.

Your seston b sbout tn

** If neither one of these 2 options are taken the Session Timeout popup will remain on the screen for 1 minute, the page will then be
automatically saved, and the system will then display the Annual Fixed Asset Inventory Verification System home page.

el | Tt Wi | ot ok s et

‘Walcnme te Annual fixed Asset Inventory Varification




Inventory Not Done Report — Find Function

Pressing the ‘Ctrl + F’ keys on the keyboard will show the Find function toolbar. The user can enter the Tag # to search for in the Find

input box and press Enter. The tag # will be searched for within the displayed list and if the tag # is found it will be highlighted and
displayed for the user. (Some browsers may not support this function).

Jibeme = B3 c v mpn e e sl et e e -
e L T yvw—— ua
prevos. et (7] ossions | L maten |
= oxE £
ot e |
o Fixed Asset List - Total Assets
z - Comaen ot
Fixed Asset List - Inventory Not Done

v — e .

(Internet Explorer version 9.0.8112.1624) (Google Chrome version 33.0.1750.154m)
[T prpmr—p— [t bt wreniy .-+ [ (e
S T eivomtE e T i e, | @ st 03 . |

B C ¥ a o
Fixed Asset List - Total Assets | unsy alvi1en
e i B B M (1 Y PP — M
onox e s owemes DU none basey  momwsas  swws  wes
o Paper ARt 7Y ot kel oVIR2008 FaM Sesh Lo
N i Fixed Asset List - Inventory Not Done
y g S o e
= Find: 152272 # Hext ¥ Previous »* Highlight all || Match case EEREENe Gy $Bane Sl ] ae . D
(FireFox version 28.0) (Opera version 20.0.1387.82)

G Annual Fixed Asset Inventory Verification System — Found Red Tags Add Page

(Red Tags are inventory items valued greater than $500.00, or items between $100.00 and $500.00 that arc high theft items)

Fixed Assets - Add Found Red Tag ( Only $500 or More)

oo [

Verify PTag - verifies if a found Fised
| | Asset tag number s already in the system.

PTag - allows input of a found
R Fixed Asset tag number.

Description

Custodian: | v
Dropdown Menus - when clicked each
ent Manager | v

displays a menu allowing changes to be made

£ to the assignment of the Custodian, Equipment
Building: | v

Menager, or the Building location for the Fixed
Room

Add Found Red Tag - is an B ¥
input form allowing Fixed

Assetinformationtobeadded | —

info the tracking system. F———
w |

Home | Logout

Add PTAG - when clicked
adds the found Fixed Asset
into the tracking system.

Found Red Tags Add Page

. A found Fixed Asset tag can be typed into the input box and the User can click ‘Verify PTag’ to see if the item has been accounted for in

another location or by another Custodian. If the tag is already in the system a screen similar to the one below will be displayed.

If the Fixed Asset is not already in the system the user can fill in all information for the asset and click ‘Add Ptag’. The information is then
submitted to the Found Red Tags View Page.

Fixed Assets - This Tag Already Exists in Inventory- Please contact
PTag 112816
Description Car 93 Dodge Spirit #146
Custodian Gary D Reed

Equipment Manager :  Jo Anne Thill

Building :  Central Stores
Room 1000
Model # Safety Program
Serial # B3XA46KEPF563574
Home | Logout Back




6 Annual Fixed Asset Inventory Verification System — Found Red Tags View Page

Home Logout
Found Fixed Asset List

Tag#  Description Cu Equipment Manager  Building Room Model & Serial & Notes
rtetertet Aaron B Al Aaron B Allison Alexander Barn 1212
FAFAFAADFGFAFD Aaron B Allisen Billy M Waddell Brainard House a2

912188 didifhfh Adam | Duz am | Due Alexander Barn

3385898 diafdfdfg Adam ] Due Alexander Barn

922222 rtretreterer Adam | Dus Chad P & FP&M North

Found Fixed Asset List - is a view only
listing of all Found Red Tags that have
been added in to the system.

‘ Annual Fixed Asset Inventory Verification System — Add Last Seen Date Page

Fixed Assets Missing Tag Change - Add Last Seen Date and Notes
Custodian Rondal K Mathenia

PTag : 131

ra
wi
~

Description - Camera Image Jvc

e M hn F Krajefsk Last Seen Date - allows editing of the date
SR dohin ralet=ia of the last accounting of the Fixed Asset.
Please be sure to use the format

Locatian Property Warehouse - 1000 MMDD/YYYY to enter the date.

Model #:  Aa-P700u

Serial # 063K1477

Notes - allows editing of notes
pertaining to the Fized Asset.

Last Seen Date | | MM /DD /YYYY

Note - | |
ﬁpﬂne - sumbits all changes input with this
1 form to the system and then remums to the
Home | Logout — Main Missing Fixed Asset List. After

returning to the list a link on that page will
be available for submitting a Police report.

Last Seen Date and Notes Form

Changes made with this form are sent to the ‘Missing Fixed Asset List’ which is accessible from the Home page.
Existing Last Seen Date’s and Notes can be edited from this form.

Changes made on this page must be committed by clicking the ‘Update’ button.



. Annual Fixed Asset Inventory Verification System — Tag Change Post Inventory Page

Fixed Assets Tag Change - Post Inventory Fixed Assets Tag Change - is an input
form allowing Fixed Asset information to
be changed in the tracking system after
being added to the inventory.

Custodian Rondal K Mathenia

PTag: 131257 [ Found Net Found
Found / Not Found checkboxes - allows
Description Camera Image Jvc ‘ editing of Fixed Asset status.

Equipment Manager John F Krajefska v
e Dropdown Menus - when clicked each
displays a menu allowing changes to be made
to the assignment of the Equipment Manager,
or the Building location for the Fixed Asset.

Building _PlopertyWarehouse v_'

Room - |1000

Model % - [4a-P700u |
Serial #:  |063K1477 \

Note ‘

Update - sumbits all changes
Home | Logout { input with this form and
T

etums to the Fixed Asset List
Inventory Done page.

Tag Change Post Inventory Page

e  This page is accessed from the ‘Inventory Done’ column link.
e  Changes made on this page are made after an Asset is added into the system but before being certified by the Custodian.

e Information can be changed on this form to all input boxes, checkboxes, and dropdown lists.

. Annual Fixed Asset Inventory Verification System — Inventory Certification Page

Home | Logout | % | Missing Tags List | Feund (Red TAGs Onlyl: Add View
ocabion

Welcome to Annual Fixed Asset Inventory Verification

Certify Assets

fencal| Certify Assets Link -

| found on Home Page Inventory Tags Export
L5zt g Mot Done NotFound "o To
fenast g 8 [ 5 AddProxy KL
Mathaniz o - - - - s -
(Home Page)
Home Logout

2012 Inventory Cenification

Physical examination of the records and property under my control and supervision has been completed. The

resuits of that examination are as indicared
Certification Report -

gives a summary of
Fixed Assets under the
Custodians control.

& Number of my Inventory ltems located

0 Number of my Inventory ltems not located.
1 Number of my Inventory Items Reported as Missing/Stolen/Lost Items.
0 Number of assets found but not on my Inventory fist

Submit - when clicked
sends the Custodians Fixed
Assets certification.

Custodians Name -
auto-filled.

Certification Checkbox -
when checked serves as the
Custodians electronic signature.

(Inventory Certification Page)



How to Certify Inventory

On the system Home Page, when the ‘Total Assets column’ equals the ‘Inventory Done column’ the ‘Certify Assets’ link is displayed
for the Custodian to electronically certify their inventory. After clicking the ‘Certify Assets’ link the ‘Inventory Certification page’ will

be displayed (as shown above).
The Custodian is given a summary of their Fixed Assets available for certification and their status in the system. Displayed are the

number of Assets located, the number of Assets not located, the number of Assets reported as missing, and the number of Assets found
but not on the Custodians’ inventory list. Also automatically displayed is the name of the Custodian who is certifying the inventory.

Check the ‘Certification’ Check box and click the ‘Submit’ button at lower left side of the report. The following actions will take place

when the Custodian clicks the ‘Submit’ button.
0  All Assets will be finalized in Fixed Asset database for the respective Custodian and they will be presented with a message

similar to the one below.

0  After the message is displayed the Custodian can return to the system Home page but no further changes to their inventory can
be made. The Custodian can return to the system Home page and still be able to file a Police report within the system.

Rondal K Mathenia,

Thank vou, You successfully certified vour Fiscal Year 2012 Fixed Asset Inventory Certification.

Home

‘ Annual Fixed Asset Inventory Verification System — Missing/Stolen/Lost Inventory Page

Missing / Stolen / Lost Inventory Item Report -
o Logout gives alisting of Fixed Assets that are being
reported to the EIU Campus Police Department.

Missing/Stolen/Lost Inventory Item Report
Reporting Person @ Rondal K. Mathenia Date Reported : 09-Mar-2012 Signature : rkmathenia@139.67.18.149@03092012135513
Value Date Last Seen Location Last Seen

7850.00 02/01/2012 Property Warehouse - 1000

Tag # Description Serial #

121257  Camera Image Jvc 063K1477
Warehouse - 1000

503.00 02/01/2012 Prop

47152 Computer Gateway E-6100-C
500.00 03/07/2012 Property Warehouse - 7642

23350 Pallet Truck Bischma N 48" X

ting is correct and by submitting this form I, (Rondal K. Mathenia), am electronically filing a Missing/Stolen/Lost Inventory |tem Report with Eastern lllinois

POLICE DEFARTMENT.

Submit - when clicked submits the
Missing / Stolen / Lost Inventory
Item Report directly to the EIU
Campus Police Department.

Certification Checkbox
-when checked serves

as the Custodians
electronic signature

Current Logged in
Users Name - auto-filled.

Missing/Stolen/Lost Inventory Item Report

To Include a Fixed Asset into Missing/Stolen/Lost Inventory Item Report, the User has to assign a Last Seen Date to a Missing Tag
number.

The User can assign Last Seen Date cither from ‘Missing Fixed Asset List’ (Missing Tags List Link from Home page) or ‘Fixed Asset
List — Not Found’ (Tags NotFound link from Home Page)

On the ‘Missing Fixed Asset List’ page, the Missing/Stolen/Lost Inventory Report link will only be seen when the Last Seen Date has
been assigned to at least one Fixed Asset tag, and a Police report has not already filed for that Fixed Asset tag number.

10



How to file Missing/Stolen/Lost Inventory Item Report Electronically

e  Assign Last seen Dates’ to all the Fixed Asset Tags which need to be filed on the Police report.

e  Click the Missing/Stolen/Lost Inventory Report link on op left hand corner of Missing Fixed Asset List Page.

e  The link will open a Missing/Stolen/Lost Inventory Item Report page and provide a list of all Tags that could be included with police
report.

e Check the ‘Check box’ and click the ‘Submit’ button at lower left side of the report. The following actions will take place when user
clicks the ‘Submit’ button.
0 Report will be E-mailed to Police as a PDF attachment with CC to User and Fixed Asset Accountant in Business office.

0  All Tags in the report are flagged to indicate Police report has been filed.

0  The User will then be presented a message page which should say the following: “Your Missing/Stolen/Lost Inventory Item
Report submitted electronically to EIU Police Department. Copy of the report is E-Mailed to you for your records”, Please check
your email.”

Rondal K. Mathenia,

Your Missing/Stolen/Lost Inventory Item Report submitted electronically to EIU Police Department.
Copy of the report is E-Mailed to yvou for your records, Please check your email.

Home

The user only sees the above message if all the actions are successful. The User can click the Home link to return to the system Home page.

Attachment sent to Fixed Asset Accountant

Subject: Missing/Stolen/Lost Inventory ltem Report Attachment

oI Message | I MIR_03122012120734.pdf 5 KB)

Hl

Jenifer,

Please see atached Missing/Stolen/Lost Inventory Item Report. This report is signed digitally and submitted electronically by Rondal K. Mathenia

11



. Annual Fixed Asset Inventory — Excel Inventory Completion Spreadsheet

You have the option to print out your completed inventory in Excel format — if you need a copy of your inventory with all the changes you
have made and your notes upon completion or certification you can export your inventory to an Excel spreadsheet. To do this you can click
on either the ‘Total Assets’ or the ‘Inventory done’ links on Fixed Asset Verification System Home page.

& Home

i \ Found (Red TAGs

Only):

| Sortby : Location | Missing Tags List

.
Barbara A Burke'’s Asset suffynary as Custodian

Welcome to Annual Fixed Asset Inventory Verification

~ Equipment + Total Inventory Imqm Tags Export
Custodi . Proxy
S Manager Assets Done , 4%t Done NotFound To
Barbara A Burke — 891 691 0 4 XL
Barbara A Burke'’s Asset summary as Custodian by Equipment Manager
e Equipment Total  Inventory Inventory Tags Export
< Manager Assets Done Not Done  NotFound Lay To
sarbiraABurke U0 ' 4 0 0 X
Bonnstetter
Barbara A Burke BarbaraABurke 687 687 o 4 XL

Add View

You will then be able to click ‘Export to XL’ and you will be asked to open an Excel spreadsheet (click ‘Open’) then a spreadsheet will

show your post-inventory Fixed Asset information.
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Bt to 4L
Saviad & Wigen
amar
hacar
frers—— =)
Tk st 1 e o s s Pk
O )
_] T 80 Bt 90 00 wurnirent
e
D o | Cece
Wik i B ] g L bl i e 109 i Py
9 b i e i i el Il e . 0 S
v T e ]
Fall=] o FA InvDone 05-30-2012(1]ds [Protected View] - Microsoft Excel =]
Home  Insen  Pagelayout  Formuls  Data  Review  View c@o@F@ B
K692 ~{= 5| 1302 &
Ty 0 ERE | G I H | || L ™ -
1 Rowdt Custodian Chy OK NF Tag & Tag Description i Manager Date Building Room Model Serial Num
2 1 Barbara A Burke Y 151073 Computer Apple Xserve RAID 14x: Barbara A Burke 12/07/2006 Stu Serv Bldg 3012
3 2 Barbara A Burke Y 155889 Hall of Fame Trophy Cases in Lant; Barbara A Burke 04/30/2008 Lantz 0001 il
4 3 Barbara A Burke Y 124102 Remote Positioning Unit Barbara A Burke 01/01/1997 Lantz 0135 21102970216620
5 4 Barbara A Burke Y 124103 Timing System Timetech Sprint 8 Barbara A Burke 01/01/1958 Lantz 0135 419
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