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Inter-Unit Asset Transfer 2.0
Supplemental Job Aid
Date: 11/14/2016 

Revision History
	Date
	Version
	Location
	Update Description

	11/14/16
	2.0
	Pages 1-29
	The Inter-Unit Asset Transfer transaction process was modified in Wave 2.

	11/14/16
	2.0
	Pages 1-29
	Screenshots updated to PeopleSoft Version 9.2.



Target Audience:

Departments with End-User Roles Assigned:
Department Asset Processor, Department Asset Manager, Department AM Approver 1, Department AM Approver 2, DGS AM Approver, Receiving Department Transfer Approver, Asset Viewer

Departments with Summary Roles Assigned:
AM Processor, AM Manager, AM Approver 1, AM Approver 2, DGS AM Approver 1

Purpose: 

This Supplemental Job Aid provides Asset Management (AM) personnel the instructions for transferring an asset to another FI$Cal Departmental Business Unit (BU), including the approval workflow and approval from the Department of General Services (DGS), and generating the STD. 158 Property Transfer Report.  If either of the departments included in the Inter-Unit Asset Transfer transaction are not a FI$Cal department, the STD. 158 approval process remains as it is done today outside of FI$Cal.




Part 1: Perform an Inter-Unit Asset Transfer:
Step 1: The Department Asset Manager/AM Manager with the asset to be transferred will initiate the transfer in FI$Cal as follows:

· Log in and complete this navigation: Main Menu  FI$Cal Processes  FI$Cal Interfaces  AM  Inter Unit Asset Transfer

· Click the Add a New Value tab and enter values in the following fields:
· Transaction Number: Will already be Auto Populated
· From Business Unit: Defaulted Value or Your BU number

· Click the Add button.
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· In the Inter Unit Asset Transfer page, enter values in the following fields:

· From Business Unit: Defaulted Value or Your BU number
· Contact Person: last name, first name (no space between names)
· Contact Phone: enter the contact person’s phone number
· Reason for Transfer: type in the reason for the asset transfer – this field is required
· To Business Unit: enter the BU number of the department you are transferring the asset to
· Asset Type: select the appropriate Asset Type (from drop-down menu)
· Asset ID: enter the Asset ID of the asset to be transferred
· Tag Number: auto populates
· Profile ID: auto populates
· Fund: auto populates

· Click Save.

· Document the Transaction Number.

· Click the Submit button. Sign Out.
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Step 2: The Department AM Approver 1/AM Approver 1 will need to approve the transaction in FI$Cal as follows:

· Log in and navigate to the Worklist page by clicking on the Worklist hyperlink at the top right of the Home page.
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· Click the Transaction Number hyperlink documented in Step 1 to pull up the Inter Unit Asset Transfer approval page.
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· Click the Approve button.

· Sign out.
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Note: The Department AM Approver 1/AM Approver 1 has the option to Approve, Deny (terminates the transaction however it can be resubmitted by the AM Manager) or Hold (workflow will be paused and the transaction will remain in the approver’s worklist for follow-up) the transaction.




Step 3: The Department AM Approver 2/AM Approver 2 will need to approve the transaction in FI$Cal as follows:

· Log in and navigate to the Worklist page by clicking on the Worklist hyperlink at the top right of the Home page.
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· Click the Transaction Number hyperlink documented in Step 1 to pull up the Inter Unit Asset Transfer approval page.
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· Click the Approve button.

· Sign out.
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Note: The Department AM Approver 2/AM Approver 2 has the option to Approve, Deny (terminates the transaction, however it can be resubmitted by the Department Asset Manager/AM Manager), Push Back (push back the transaction to the Department AM Approver 1/AM Approver 1) or Hold (workflow will be paused and the transaction will remain in the approver’s worklist for follow-up) the transaction.
The Department AM Approver 1/AM Approver 1 must be a different user than the Department AM Approver 2/AM Approver 2, as required by SAM Section 3520.2.




Step 4: The DGS AM Approver 1 will need to approve the transaction in FI$Cal as follows:

· Log in and navigate to the Worklist page by clicking on the Worklist hyperlink at the top right of the Home page.
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· Click the Transaction Number hyperlink documented in Step 1 to pull up the Inter Unit Asset Transfer approval page.
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· Click the Approve button.

· Sign out.
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Note: The DGS AM Approver 1 has the option to Approve, Deny (terminates the transaction; however it can be resubmitted by the Department Asset Manager/AM Manager), Push Back (push back the transaction to the Department AM Approver 2/AM Approver 2) or Hold (workflow will be paused and the transaction will remain in the approver’s worklist for follow-up) the transaction.




Step 5: The Receiving Department Transfer Approver/AM Approver 1 will need to approve the transaction in FI$Cal as follows:

· Log in and navigate to the Worklist page by clicking on the Worklist hyperlink at the top right of the Home page.
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· Click the Transaction Number hyperlink documented in Step 1 to pull up the Inter Unit Asset Transfer approval page.
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· Click the Approve button.

· Sign out.
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Note: The Receiving Department Transfer Approver/AM Approver 1 has the option to Approve, Deny (terminates the transaction; however it can be resubmitted by the Department Asset Manager/AM Manager), Push Back (push back the transaction to the DGS AM Approver 1) or Hold (workflow will be paused and the transaction will remain in the approver’s worklist for follow-up) the transaction.




Step 6: The Department Asset Processor/AM Processor of the department transferring the asset will need to load the transaction into AM as follows:

· Log in and navigate to the Transaction Loader page: Main Menu  Asset Management  Send/Receive Information  Load Transactions  Load Transactions into AM

· Click the Add a New Value tab and enter the following:
· Run Control ID: enter any value

Click the Add button.

[image: ]




· On the Load Transactions into AM page, under the Find Trans Load ID (optional) section, enter values in the following fields:

· System Source: AM Batch (from drop-down menu)
· Load Type: Inter-Unit Transfer Out Side (from drop-down menu)
· Load Status: Pending (from drop-down menu)
· AM Business Unit: enter your BU number
· Physical Records: click radio button

Click the Search button.

Document the Interface ID Number.
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· On the Load Transactions into AM page, under the Run Control Parameters section, enter values in the following fields:

· Process Frequency: Always (from drop-down menu)
· Interface ID: enter Interface ID documented in the previous step

Click the Run button.
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· On the Process Scheduler Request page, make sure the Transaction Loader is checked.

· Click the OK button.
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· On the Load Transactions into AM page, document the Process Instance Number.

· Click the Process Monitor hyperlink.
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· In the Process List, click the Refresh button until the Process Instance Number reflects the following:

· Run Status: Success
· Distribution Status: Posted
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Step 7: The Department Asset Processor/AM Processor of the department transferring the asset will need to verify the Inter-Unit Asset Transfer was successful as follows:
· Log in and complete this navigation:  Main Menu  Asset Management  Asset Transactions  Owned Assets  Basic Add

· On the Asset Basic Information page, click the Find an Existing Value tab and enter the following:

· Business Unit: auto populated or your BU number
· Asset Identification: enter the Asset ID of the asset being transferred

· Click Search.

· Click on the Asset ID hyperlink of the asset being transferred.
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· On the General Information tab, validate the Asset Status is Transferred.

· Sign out
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Step 8: The Department Asset Processor/AM Processor of the department receiving the asset will need to verify the Inter-Unit Asset Transfer was successfully received into their department as follows:

· Log in and complete this navigation:  Main Menu  Asset Management  Asset Transactions  History  Review Cost

· On the Asset Cost History page, enter the following:

· Business Unit: auto populated or your BU number
· Tag Number: enter the transferring department’s Tag Number (if tag number is not used or available, use another identifier such as Description)

· Click Search.
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· On the Cost History List tab, validate the Asset Status is In Service.

· Document the new Asset ID Number for the receiving BU.

· Sign out
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Part 2: Run the Property Transfer Report (STD. 158) in FI$Cal:

Step 1: The Asset Viewer/AM Processor can run the report as follows:

· Log in and complete this navigation: Main Menu  FI$Cal Processes  FI$Cal Report  AM Reports  Inter Unit Transfer Report

· Click the Add a New Value tab and enter the following:

· Run Control ID: enter any value

Click the Add button.
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· On the Inter Unit Transfer page, enter the following values:

· From Business Unit: enter the transferring BU number

· To Business Unit: enter the receiving BU number

· From and To Dates: Use a date range that includes the transfer date of the asset(s) that need to be included on the report(s).

Click the Run button.
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· On the Process Scheduler Request page, validate that the Inter Unit Transfer Report is checked.

· Click the OK button.
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· Document the Process Instance Number.

· Click the Process Monitor hyperlink.
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· Click the Refresh button until the Process Instance Number reflects the following:

· Run Status: Success
· Distribution Status: Posted

· Click the Go back to Inter Unit Transfer Report hyperlink.
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· Click the Report Manager hyperlink.
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· Click the Administration tab.

· In the Description column, click on the PDF file hyperlink to open the report.
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The STD. 158 Property Transfer Report is generated.
[image: ]
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