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To make the screens more user-friendly, it is recommended that you maximize the size of the
active window. To do this, click on the box shape in the upper right corner of the active
screen.
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Click the Show List button on the bottom bar and the Allocation box opens. Holding the mouse
button in the blue title bar, you can also drag the box to an open screen area, making all of the
information visible.

These last few steps have been optional, but most people find it much easier to work with
the data when all of the information is fully visible.
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The next step is to enter the PO number in the PO field. Then hit the ‘enter’ or ‘tab’ key on
your keyboard.

e [f the PO is available in the interface, the information will populate in the data fields

(see next page)

e |[fthe PO is notin the interface, you will receive an error message stating “no identifier
found”

Note: It takes an overnight process in Oracle Financials for a PO to migrate into Sunflower
after it has been received in the iProcurement system.
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Here is an example of a PO in the interface.

Notice that in the header box the PO number,the Supplier, and the four-alpha org code
appear. This org code is tied to the Award used to make this purchase, it may be different
from the Department org code. The PO lines appear below, in the PO Item Details screen.
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Click the small box to the far left of the line you wish to include on your record. Repeat

this action for each line you wish to include in the asset record.

Note: If ALL of the lines in the PO should be included, you can move them all at once by using
the >> button. If you move a line into the Allocation screen in error, you can remove it by

highlighting it in the Allocation screen, and clicking on the << button.
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Notice that the line(s) selected have entered the Allocation screen. Once you have all of the lines
you want in the Allocation screen, click the “Allocate” button.

Note: If more than one PO is involved in the asset being recorded, before hitting the “Allocate”
button, you may search for and process additional POs, again selecting the lines to move into
the Allocation screen. The Allocation screen can hold as many lines from as many POs as
necessary.

Hint: If your asset involves multiple POs, make sure all of the POs are in the PO Interface
before you begin the process.
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This is the Asset Record screen, where you will input the physical information about the
asset. In the background, all of the lines you have allocated for this record are “rolled
together” financially into this single record.

Enter your selected SUID tag number (excluding leading zeros) in the SU Barcode # field.

When completed hit the ‘tab’ key, creating the framework for the Asset Record and tab again
to move your curser to the Identifier Type field.
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Identifier Type

The identifier type field is where you can enter ‘taggable’ or untaggable’ you can select an
option, or type “T” and tab for Taggable, or “U” and tab for Untaggable.

Model/Manufacturer

Once entered place your cursor in to the Model field. Enter the first 2 or 3 characters of the
model number and then double click or “tab” in the field. A list of choices will pop up, which
includes all model numbers in the database that begin with those characters. This list is
arranged alphabetically by manufacturer name. These combinations are referred to as
“catalog items”.

Note: Occasionally, a manufacturer may be in the system with two different spellings, so
beginning by selecting the manufacturer name could result in your not being able to find the
model number. Since model number is a field required by the program, you will not be able to
move the cursor from the model number field and will have to close the window, losing all of
the work you’ve just done. Always start with the model number to avoid this.

Hint: Fields highlighted in yellow are mandatory.
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In this example, the first two characters of the model number are “XE”. When that is entered
in the field, and we double-click or tab, we get a list of all model numbers that begin with XE.

Simply scroll down the list, highlight the manufacturer/model/description you want, then
click the OK button.

Note: If the model number you need is not on the list, and you’ve verified that the number is
correct, please complete a Catalog Request in SPARC to have the new model number added
to the database.
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Notice that all of the fields that pertain to the make and model automatically populate in
the appropriate fields.
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Serial Number

When entering the serial number, please omit any spaces, dashes, or other non-
alphanumeric characters. This will help facilitate any searches based on serial numbers in
the future.

If there is no serial number, please leave the field blank and make a note in the comments
section of the record. If you do, subsequent entries using the same model combination could
run into difficulty, as the system will not permit catalog items with identical serial numbers.
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Use the tab key to move through the next field, and allow “today's date” to default to the

date you are entering the record. The acquisition date should be the date the item was

physically received (or installation completed, if being installed by the vendor). This is often

the date received in Oracle iProcurement and payment made but there are exceptions, such

as releasing funds for a down payment.

Activity status defaults to “In Service”, which is correct unless you will be placing the asset into

storage for at least thirty days.
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Asset Flags

The next field is the “Flags” field, which identifies several attributes of the asset. Double-click
in the “Flags” field.

A pop-up box appears with 6 fields. A “Y” or “N” must be entered into each of these fields,
indicating whether the asset meets the specific criteria for each.

e Capital means the asset cost $5,000 or more (including tax & freight).
e Sensitive means the asset could contain electronic data, or is a high theftitem.

e Electronic Waste means the asset requires special disposal to prevent
electronic components from enteringlandfills.

e Hazardous means the asset will be used in a lab environment that is subject
to biohazards or radiological contaminants and/or containsFreon.

e Bulkis rarely used. If the PO has 25 or more identical items, each of which is over $400,
the items could be considered a bulk purchase. Contact your PPM if you think this may
be the case.

e Donated is self-explanatory — contact your PPMthough!!

Tip: You can navigate between the fields simply by hitting the down or up arrow on
your keyboard.
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Once all of the fields are populated with Y or N, you must SAVE the data by clicking on the blue
save icon in the upper left corner.
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Next, enter the appropriate Condition. Double-click on the field, and the 5 choices will
appear. (New assets should be “good condition”)

Business Unit, Owner and Department

The information entered is based on your department and the ownership of the asset.
Contact your PPM if you are unsure which to choose.

Tip: Entering just the first few characters of any of these fields and hitting Tab will bring up a
narrowed-down list of choices to select from, or will even auto-populate the field if there is
only one choice in the database that begins with that sequence.

The name of the primary DPA for the department will automatically populate in the DPA field
once the record is completed and saved.
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Custodian

The next field to complete is the Custodian field. The Custodian is the person who has

control over the asset’s use and movement — usually a Pl or Administrative/Department

Manager.

To select the name, type the last name of the custodian into the “Last Name” field, and hit

the Tab key. A list of all personnel with that last name will appear, as seen on the next page.

If there are multiple people with the same first and last name you may need to ask the

custodian for their employee ID number in order to verify the correct person was selected.

Note: The first field in the Custodian line is the employee ID number. Skip that field and go to

the field for the custodian’s last name.
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_Lnprocessed Interface Recoeds Do Mot Use
o Assely
0 Agset Vaiue Components
Mossage
[ dsetectea pus |
Chokees in list 127 |
Racorg 11 | Listof vam. |

From the list that appears, highlight the name of the custodian and click the OK button. All
of the custodian fields will populate accordingly, as shown on the next page.

**For instances where there are multiple people with the same first and last name, you may
need to ask for their employee ID # to verify you selected the correct individual.
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: cor =
Action Edt Query Block Beewrd Field Lochup Help Window
' BEB QD & 71 HeiBesverODERELGA&R
T | SN ssoonn Owats
Ok SU Barcode # * Nw Axnet
(1259739 o - - ¢
e Identifier Typé [TAGGABLE
Catalog [151145 3 Manutacturer AL
Model [T Offciad Name [WEATHERING CHAMEER
Senial Numbar !‘S!ZT‘S‘)BH Acquisition Date [04/16/2016
Record Last Updated [06/032016 Tedsy's Date
Actnaty Status N SERVICE Fiogs [C ]
Asset Condtion |1 1GO0D CONDMON
Business Unit |MAAA - VICE PROVOST AND DEAN OF RESEARCH
Qwnar [STANFORD UNIVERSITY
Custodian idertifier (05
> Last Nome [BURKHARD f Fust [GEORGE wd [FRE
(Gomata | [ 1 assats User Ideotifior (0531682 0
= st [CEDRCE [
Use next svailable identifier? Last Nae | ENETRIRGR st Mid} et
Location |
Unprocessed Interface Recoeds Do Not Use |
[of Assels =
| o 38t Value C: ents
Message |
[ dseieca Pos |
ThE persce's lastname, 8,5 SMITH |
Rocows 11 |1 — | tstorvak. |

This field should be completed the same way as the custodian field. If the user is not a
Stanford employee, or is a group of people, leave this field blank — there is an additional space

for entering free-form user names.
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Action Edit Query Block Record Field Lookup Help Window
BHEH A/asy BEEEEE ZHI? HeEEe VS EOEEL8 O &

-4 Maintain Locations - sacr2110

Locations I i | I LT | Location Identifier ‘
oL - AREAS NOT IN 1-14) [~
BLDG-FLOOF [974R-02 [Room [204 Leave Blank
Leave Blank |
eps1 [ epsz [ ers3 [
Manufacturer HEIDELBERG [IMaterial Model HRA+OCT
Official Name SPECTRALIS TRACKING OCT SYSTEM Model Name
Serial Number SPEC-KT-06964 Stock Number
Acquisition Method PURCHASE User Fields®
Acquisition Cost™ $175 457 52 Acquisition Date  08/20/2017 Today's Date  12/01/2017
Asset Condition 1 GOOD CONDITION Record Last Updated  01/27/2020 Due Date (PMO Use Only)
Activity Status |N SERVICE Flags* CSE Do Not Use
Business Unit VAAA - SCHOOL OF MEDICINE Owner  STANFORD UNIVERSITY
Department  XDCI - OPHTHALMOLOGY Accepted? Y DPA  BENNETT BRIANNA 09621517
Custodian 50002043 Last Mame™ DUBRA First ALFREDO Mid
User 50002043 Last Name* DUBRA First ALFREDO Mid
Location®
Document* Container Number Ql
Do Mot Use* Drawing Mo
Global User Fields™ 1242771__Insided room 204 with dongles inside drawer next to OCT__90653.09__2017__ALLOW
Add to Working List Add Information Col od Comment / Picture / Attachment Re-Reguest Asset Configuration Asset Kit
The site’s long name, e.g. LIVERMORE ‘ J
Record: 1/1 1 . | Listofvalu... |
Location

Location is an important and required field. To enter a location, you must first double-click on the
field, and a pop-up multi-part form will appear.

The multi-part location screen consists of 8 fields, but only 3 are in use at Stanford.

Quad is where you enter the Quad number. Double-click on this field for the list of quads.
Highlight the quad you want and click OK.

Building-Floor, is the blank field underneath Quad. You can enter the number combination
directly, or double-click for a list of buildings in the selected quad.

Room number is treated the same way as building — double-click and you get a list of all

rooms in the selected building.

** |f you already have the QUAD-BLDG- FL-RM combination you do not need to double
click to open the list. You just can select TAB to move quickly through each field.

Note: Room numbers are in numeric order, but there’s a catch — the order first lists all rooms
that are purely numeric, then lists all rooms that are alphanumeric, and finally lists all rooms
that are purely alphabetic.
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Action Edit Query Block Record Field Lookup Help Window

EFHED Aay BEEEEE ZH 7  He§ev=SECEBELNSG G2

Locations

[dmaintain Locations - sacr2110

Cancel

| Location Identifier |

[RoOM [204 Leave Blank

Leave Blank |

GPS 1

GPS 2

GPS 3

Manufacturer
Official Name
Serial Number
Acquisition Method
Acquisition Cost™
Asset Condition
Actiaty Status
Business Unit
Department
Custodian

User

Location™
Document™

Do Not Use*
Global User Fields™

Add to Working List

HEIDELBERG
SPECTRALIS TRACKING OCT SYSTEM
SPEC-KT-06964
PURCHASE
$175.457 52
GOOD CONDITION

-

IN SERVICE
VAAA - SCHOOL OF MEDICINE
XDCI - OPHTHALMOLOGY
50002043
50002043

Last Name*

Last Name™

Model
Model Name
Stock Mumber

[CIMaterial

User Fields®

Acquisition Date  08/20/2017
Record Last Updated  01/27/2020

Flags®™ CSE Do Mot Use
Owner

Accepted? v DPA

DUBRA First
DUBRA First

HRA+OCT

Today's Date  12/01/2017
Due Date (PMO Use Qnly)

STANFORD UNIVERSITY
BENNETT BRIANNA 09621517

ALFREDO Mid
ALFREDO Mid

Container Number

Drawing Mo.

1242771__Insided room 204 with dongles inside drawer next to OCT__80653.09__2017__ALLOW

Add' Information

Comment / Picture / Attachment

Re-Reguest

Asset Configuration Asset Kit

Record: 1/1 |

The site’s long name, e.g. LIVERMORE

| Listofvalu_ | |

Once all of the location fields are completed, click SAVE or by clicking on the blue save icon

in the upper left corner.
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([ T T T Hﬁﬁ
Action Bt Query Block Becad Field Lockup Help Window
 HEEBD & ay BEEEEH EH 7 HEGEe VoSG OEDENGGA&R

I Proce =5 krvenbory Abs#1 0 Indetacs Rrecords - 22000030 Page-3 o) - -irr el
[pes ST ctoni 0otz
Ok SU Barcade # * Nw Asuet
I he (= ettt
:ﬁm— Identifiet Typd [TAGGABLE
e
% Cataleg 1511458 Manutacturer SHHOVA
| Model {ES Offcial Hame Wﬁrmﬁmsﬁ
I[ Serial Number (1512716134 Acquisition Date [041182016
T Record Last Updated [06/03/2016 Tedsy's Date |
: Actmty Status [IN SERVICE Fisgs [C
Asset Condtion |1 {G00D CONDMON
: Business Unit [MAAA - VICE PROVOST AND DEAN OF RESEARCH
. Quner [STANFORD UNIVERSITY
! — Department |MWHO - GLAM OPERATIONS
— Custodian identifier [05331682
: = Last Name [BURKHARD Fust [GEORGE W [FRE
Crtate 1 Assats User idernifine [05381682
S 4 e Last Name |BURKHARD First [GEORGE W |FRE
S |ccaicn (4 - NEAR WEST_BLOG-FLOOR_430-02_ROOM_277 —
—Unprocessed Intarigce Recoeds Do ot Use |
0| Assels |
| o[ Agset vaive ents
Mossage |
Y
Sbooett 111 1 1 = B e l

Notice the information entered in the location screen populates as a string of data in
the main record.

You are ALMOST done.
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Action Ecit Query Block Becoid Field Lockup Help Window

vy HEEEH

- ¥ N

HREesVeES OB

[ohssats
O SU Bacods ¥
Y = idantifet Type [TAGGABLE
% cotslog [E1is Manutacturer SHHOVA
f Model [{ET Offcial Mame [ WEATHERING CHAMBER
- I[ Serial Numbar [15127161X3H Acqisition Date (0411672016
Recerd Last Updated [06/0372016 Tedsy's Data |
! Actty Status N SERVICE Fiegs G
| Assel Condtion [{ {000 conpmon
} Business Unit [NARA - VICE PROVIOST AND DEAN OF RESEARCH
| Cwnér [STANFORD UNIVERSITY
— Departmant |VINHQ - GLAM OPERATIONS
%' Custotian identifier 05331687
= Last Mame [BURHIARD Fust [GEGRGE W [FRE
(Gooatn] [ 7 assats Useeidectfoe [p3ateez
e R Last Name [BURKHARD First |GEORGE M [FRE
Location (4 - NEAR WEST__BLDG-FLOOR_ 430-02_ROOM__277]
—Lnorotesasd ntedace Recteds Dol U
) r—
[0 [_agset vaiue erts
Message |

[ dseiecwoaras |
Thie locason of the a53#1 Press Ecd o display of sditlocation
- I

Recorg 11 |

Next click on the “Additional Details” tab at the top of the page.
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: cor ele
Acion Edt Query Block Hecord Field Lookup Help Window
' HEBD & ay BEEEEE ZH 7 HeEEeVy=COEBEREANGOER
r Assats 1 Asset m
O SU Barcode # *liow Asst
|T259739 W (s
| Initial Evert
Acquiition Method | SEETERERSS =
UserFieids |
Asset Value Campanents
PO identifer (51205433 -
am # |1 {1al1)
Value Typs [ACQUISITION COST |
Acquation Cost [ 51200000
Usar Fuiridls 551205-\38 1 INNOVA DYNAMICS
(greate || 1 assets
o) Giobal User Freids |
Use next available identfler?
Do Het Use |
—LUnpmcessed interface Recosds
e >
[0 Assels
| o 38t Value C: ents
Message |
E;g.um.uPua |
The 55581 vent {yD4's 1ong nName. &.0. PURCHASE. TRANSFER |
Rocorg 111 | — | tstorvak.. |

Global User Fields
When the new tab opens, look for the Global User Fields towards the bottom and double click

inside the box.

This will open the final screen you need to complete.
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L& tespeise - Production SO0 cot T o
Adfion Ecit Query Block Becord Field Lochup Help Window

su @ aw EBEEE EE 7

HREe¢ood B!EBD&I

FA Asset ID
Other Daserption ]
Location Detail C——
Dapartmant Tag Mumbar
Asset User |
Het Book Valwe |
Yoar Manufactured 01 Gu—
Date Retired |
Cest Retwed
Retirament Status |
Altgrnate Location * | Y
IDC Flag (PAMO Use Only) [aLLOW
Last Calibration/Maritenance
Hext Calibration/Maimiznance
PMO Ause |
Fleel Garage 108 |
Fab 15t Notice
Fab 2nd Netice |
Fab Completion Form

WUMBER(4.0) The ear the asset was manufactured |
Rocord 111 (| | |

On this page, you can enter additional description details and more location detail.

The field to always populate is the Year Manufactured, complete with the appropriate year and
once finished click the blue save icon in the upper left corner of the icon ribbon.

Additional Fields to Consider:

e Location Detail field- If the asset is located in a box on a shelf on the right lab bench you
could enter that information in free form text.

e Other Description field- if the asset was comprised of several parts or contains additional
distinguishing features

e Fleet Garage ID#- If your asset is a vehicle, populate the four digit Fleet Garage Number for
easier identification.
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) COT
Action Ecit Query Block Becord Field Lockup Help Window

| HE&D & &w

itace

- Asssts
Ok SU Barcode #
|T259739
k Initial Evert
Acquiition Method | SEETERERSS =
UserFields |
Asset Value Campanents
PO identifer (51205433 =
e # |1 {10l 1)
Vaiue Type [ACOUISITION COST —— 1
AcqustionCost | §12,000.00
Usar Furkdls |61205438__1_INNOVA DYNAMICS
(Cratn 1 Assets e
— Gicbal User Frebds [2016__ALLOW
Use next available identfler?
Do Het Use |
—LUnpmcessed interface Recosds
[o] Assels |
[ o [agset vaise C erts

] Message

[ Josiecssn Fos I

The asset event ype's long name. 8.0 PURCHASE. TRANSFER
11 — | tstorvak.. |

Once saved, you will return to the additional details tab.

Next click on the assets tab to return to the original page.

NOTE: The record is not yet saved.
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e Coraveon S
gicn Ecit Query Block Becord Field Lockup Help Window
BEEEHHB H 7 ReRBe¢eSoR
i I e e
Ok SU Barcode # * Hew Aswet
[rossrs & = —
P — Identifier Type [TAGGABLE
e —_—
% Cataleg 151145 Manutacturer  SHMOVA
| Model [{EST Offcial Mame [ WEATHERING CHAMBER
I[ Serial Numbar [15127161X3H Acauisition Date [04/16/2016
P Record Last Updated [06/032016 Today's Date |
: Actmity Status IN SERVICE Fisgs (¢
! Asset Condtion [1 {GO0D CONDMON
1
I Busingss Unit [MAAA - VICE PROVOST AND DEAN OF RESEARCH
T Cwner [STANFORD UNIVERSITY
— Depastment [MWHG - GLAM OPERATIONS
— Custodian Kdentifer 05331582
! = Last Mo [BURKHARD Fust [GEORGE W [FRE
Grsatn 1 Assats User identifior (05381602
Use next availsble identier? Last Name [BURKHARD First |GEORGE M |FRE
Location (4 - NEAR WEST_BLDG-FLOOR_480-02_ROOM_277
—Unprocessed Interdgce Recoeds Do Net Use |
o Assels |
| o [ Agsetvaise erts
Message |
racking Ioenunarmmunom Inferest asset |
n 11 = | I

Review the information one final time and when ready, select the SAVE icon to save the record.
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BEEH @ ay BEEEEH ZH 72 BeEe/=SEEELNS & & &

A Process Inventory Asset PO Interface Records - aspo0020 (Page 2 of 3)

REEEs Additional Details
Ok SU Barcode # * New Asset
[ 7246029 M - —
entimer Type TAGGABLE
[} [}
[} [}
o o Catalog 167454 Manufacturer  PHC CORPORATION
0 Model MDF-DU702VH-PA Official Name  FREEZER
[}
. Acquisition Date  01/10/2020
o SU Barcode # ol
Flags C H
] I AS-01380: Transaction complete. Successfully
O 4 creatediupdated 1 of 1 asset(s)
[m]
[m]
[m]
[m] : )
First JANINE Mid
Create -
Use next ok First Mid
G-FLOOR__472R-02_ROOM__M202
Ur
0 Assets
0 Asset Value Comp 1ts
- Message
Selected POs

You will receive the confirmation above if the record saves correctly.

Exit Agree Contract Mgmt Maintenance Finance Inactive Excess Review |T Components Barcode Configuration Shipments Admin Reports Functions Utility Window F

(BEEH = av HEEEN =ZH 7 HeBe¢/=SOEBEDOH&E

[] Purchase Orders - aspo0010 (Page 1 of 3)

i~ Purchase Orders

Cmpl? NP PO Identifier Po Supplier Organization Pmo Update Flag
[ [0 10039900 COHERENT LASER GROUP QEDS N
Comments
4 3

- PO Item Details
QUANTITY ALLOCATED

NP ltem # Description Ordered  Received Assets * Non-Material * Material®  Remaining Balance
MO 1043698SABRE TSM 15 VIS TUBE 1 1 1 1 0 $.00 =
MO 2 0167-535-00EXTENSION ASSY, AUTO APERTL 1 1 1 1 0 .00
s 1 0 .00
W | Material? Processed? 1 0 $259.80
W O SU Barcode # Stock Number Allocated 1 0 $1.470.00
00| B nv72ri7as 1@ [+
oo =) o
oo o =
oo| b o
oo o =
0 O Y
O O
O (= 4
Total Assets | 1 Total Allocated [ 1 Shaw List Change Lag

You will notice that there is a 1 in the Asset field, next to Number Ordered and Received (1). This means
one record has been created from this PO. If you double click on the 1 in the Asset field you will get a
pop up that shows you the SUID tag number that was entered and if the record processed completely
(check mark under Processed).
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Exit Agree Cumudm Maigtenance Finance Wachive Ewcess Reviow [T Components Bacode Configuiation Shigments Agmin Bepors Uity Window Help

M Imventory Asael Summary ana Histery

ugnage Matenal
Comyright © 199720 a0 ot mearch

Al righty peirserd
Ieatarial Seargh

Maintasn Catalog Entries
= Trarstes Imventory Asset Value
Meaintaen inventory Azs#t Qngeing Events
Crnati Inventory Asset Einal Evorts

ot inventory Asset intedace Records
ke Eit Material Assel inlerface Records
Fg-:"‘_. Egit Az 5ot Sruchure Inferface Recorcs
SRS Process inventory Assed interiace Rocscds
Process mvenlony Assel PO Inferface Records
~ EditAsset Yalue Component Interface Records
4 Chnange rventory As s et Information

4o Rbguestioweniory Asset Change
Cloye Irvenflory Asset Change Requests

Seaich Imuenlory Assel Reguesls

Meaintain Imventory Asded Uiser Figlds
baigtain nventory Asset CommentFicture
Mainkain Asset Strycures

Management Bepons

loWerEnterprise

Maintzin Inventeey ASSEts |
Racorg 11 | | | xo8c-

If you would like to visit the newly created record. Close the open windows within Sunflower
and select the MGMT tab and select Maintain Inventory Assets.

A blank record will open.
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Exit Agree Confract Mgmt Maintenance Einance [|nactive Excess Reyiew |T Components Barcode Configuration Shipments Admin Reports Fupctions Utility Window

BHEgH A asy BEEEENHIZ

Hi?2 He§evy«cDEBEMO & %2

Maintain Inventory 110 (Page 1 0f 2)
Inventory Assets ull I None Captured
Other Identifiers (1) |\NV /7246012
ur Type SU Barcode # Released? [y
SU Barcode # ’T_ Existing interest asset | [

Default Location®

-[&

Catalog Identifier* (170334 ] Gommaodity Asset Parenis [0 | Childien [p  CAP[
Manufacturer |PHC CORPORATION [ Material Model |MDF-DUT02VHA-PA
Official Name |FREEZER, UPRIGHT Model Name
Serial Number 190300665 Stock Number
Acquisition Method ‘PURCHASE User Fields™
Acquisition Cost* ’w Acquisition Date ,m Today's Date ’7
Asset Condition ‘1 ‘GOOD CONDITION Record Last Updated W Due Date (PMO Use Only) ’—
Activity Status ‘w SERVICE Flags® [c H Do Not Use |
Business Unit [VAAA - SCHOOL OF MEDICINE Omen
Department ‘VBNK- BIOBANKING Accepted? ’Y_ DPA |BARANY MICHAEL R 09749268
Custodian ’W Last Name* ,suusi First |JANINE Mid ,7
User ’7 Last Name® ,7 Frest [ Mid ,7
Location® |90 - AREAS NOT IN 1-14__BLDG-FLOOR__472R-02_ ROOM__M202
Document™ Container Number ’7@
Do Not Use* Drawing No. ’7
Global User Fields™ |2019__ALLOW
Add to Working List ‘ [ Add' Information | [ Commodity Comment / Picture / Attachment | I Re-Reguest ‘ I Asset Configuration ‘ [ Asset Kit |

Enter the new tag number and hit tab.

The record will populate with the newly created asset information, as well as the Primary DPA

name.
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