
 
 

SJR STATE WEB SYSTEMS ‐     
MY WORKFLOW FOR 

PROPERTY MANAGEMENT 
 

This Job Aid provides user friendly instructions on how to use the electronic property management 
workflow modules to complete required actions ensuring the proper control and management of the 

College’s accountable tangible personal property. All designated Department Property Custodians and 
Functional Property Custodians shall use the “My Workflow Property Management Forms & Modules” to 

fulfill their property management responsibilities.   

College Property Control 
Management for Functional  
and Department Property 
Custodians 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The “My Workflow” screen consists of five tabs.  However, only three of these are used for Property Management purposes – My 
Forms, My Approvals and My Property.   The “My Delegates” and “My Approval Path” are not used and shall not be used because 
the functions of both Department Property Custodian and Functional Property Custodian shall not be delegated as outlined in the 
SJR State Property Management Operating Procedures.     



 
STANDARD OPERATING PROCEDURES 

 3 

 
 

 
 
My Forms tab contains all the Property Control Forms required for Functional Property Custodians to process and complete actions that have 
impact to their property list.  The My Approvals tab is used to approve any requests that a Custodian must authorize.  And the final tab of My 
Property contains the present day updated Property List assigned to the Functional Property Custodian. 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Under the “My Property” tab is the complete and consolidated assigned property listing for the Functional Custodian.  The Functional Custodian 
may review the details of a Property List’s item by either clicking the property record icon or scrolling across the bottom to view the items on the 
associated line in the report.
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Under the “My Forms” tab are the Property Control Forms required to maintain the Functional Custodian’s property list.  The forms are used to 
report or request changes in the status of assigned equipment.  They include requesting approval for the use of college property off‐campus, 
changes in location and/or custodian, request for declaring an item surplus/disposition and reporting an item lost, stolen or damaged.  We will 
go through each of these options. 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 Click here.  This is used to gain approval for off campus use 
of college property for circumstances that warrant the use of equipment that are directly related to one’s job duties. 
********************************************************************************************************************** 
 

 
Once in the “Off Campus Property” form the above will be displayed.   It shows request in process, current authorized off campus property 
items, completed requests and cancelled requests.  To request a new Off Campus Use of Property, Click on Create 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The above form displays.  You can provide amplifying and support information for the approval process by filling in “Request Comment”.    Once 
completed then click “Get Property” to display your Property List.   
********************************************************************************************************************* 
 

 
 
The above listing is displayed providing you the option to identify and select the item you are requesting for “off campus” use of equipment.  
Once you identify the line item, and then click on “Select”. 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1. Fill in Expected Return Date  which cannot be greater than one year 
2. Read the policies associated with this request. 
3. Select Approved – Functional Custodian Signature line 
4. Click Submit Form 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Upon clicking “Submit Form”, you will be returned to the above display.   The item requested will be shown with the present “request status” 
under the “In Progress” section.   Once approved by both the Department Custodian and Property Manager, the item will ????   To move back to 
the Property Control Forms, click on “Return to My Forms”. 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Click here. The “Request Property Transfer” is used to report moving inventory and accounting for it at all times.   
********************************************************************************************************************** 
 
 
 

 
 
The above form displays.   It shows two phases of Property Transfer Requests‐‐‐ Requests in Progress and Completed Transfer Requests.   To 
create a transfer of an item, then click here. 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The above listing is displayed providing you the option to identify and select the item you are requesting to transfer property.   Once you identify 
the line item, and then click on “Transfer Property”. 
 
********************************************************************************************************************* 

 
The above will display providing you with two options‐ change in location only or transfer functional custodian and location.   For “change 
location only” requests, only the Property Manager will approve upon request form the Functional Custodian.  For “transfer functional custodian 
and location” requests, because this involves shifting a resource, then the request is routed for approval by the Department Custodian,  
proposed new Functional Custodian and proposed new Department Custodian.  For this example, we will use the Change Location Only. Click on. 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The above will display.  Click on “Change Room” to identify the location of where the item will be transferred to. 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The above is now displayed, identify the location by selecting campus, then building and then the specific room from the above list.  Click Select. 
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The previous screen will again display, enter any comments then click on Approve Transfer Request.  You will be returned to the Transfer 
Property Status page, seen on the next page. 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Now we will take the steps involved for “transfer functional custodian and location” requests. 

1. Click “Create a Transfer” 
2. Identify the property item on the list, then click “Transfer Property”. 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For “transfer functional custodian and location” requests, click here.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 



 
STANDARD OPERATING PROCEDURES 

 17 

  
The above is displayed, first identify and select the new Functional Custodian.   
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The above will display.  Click on “Change Room” to identify the location of where the item will be transferred to.  
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The above is now displayed; identify the location by selecting campus, then building and then the specific room from the above list.  Click Select. 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The above is displayed; enter Comments if necessary, then click “Approve Transfer Request”.   You will be returned to the Transfer Property 
Status page. 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When a Property Item is no longer needed by a department and the item no longer serves a useful purpose, then the department should initiate 
and request board “write‐off” approval from the College Property System.  Once approved, the Property Manager will work with the department 
on the disposition of the item.  To declare an accountable item surplus, the Property Surplus Request is used.   Click here to start the process. 
 

 
 
 
 

 
The above Property Surplus status display is shown.  Click here to start a new request. 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The above listing is displayed providing you the option to identify and select the item you are requesting to declare as surplus.   Once you 
identify the line item, and then click on “Surplus Request”. 

 
The above is displayed, a Reason for Surplus must be selected, complete comments as needed, and make an approval selection; then click here 
to initiate the request. 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You will be returned to the Property Surplus Status display.  It will reflect that the Action was process and display it as a new item in progress 
with the present approval status.  You can return to the Status display at any time to identify the status of your request.  Once an item is 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The Annual Inventory option under the Property Control Forms is used during the annual inventory.  This will be initiated by the College Property 
Manager and will be accompanied with directions.  To start the process, click here. 
 
 

 
 
 
The Review Status identifies at what stage each item is in the inventory.  Initialized means the item has not been physically verified and updated.  
Submitted means the item has been updated and verified by the custodian.  Validated identifies the Property Manager has reviewed and 
approved the verification resulting in an updated property record.   To verify and update a line item’s property record, click here. 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The above screen is displayed.  The condition code and inventory findings must be selected.  With the exception of “Found with no 
discrepancies”, all remaining inventory findings will drill down into further forms to provide the correct information.   Please select as 
appropriate. 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Above is an example for the Inventory Findings of “Found but Location incorrect”.  Upon this Inventory Findings selection, the “change room” 
button appears.  Click here to identify the present location of the item.  The Corrected location will appear in the Change to area.   The next step 
is to place a check in the “Confirm” box and then click on “submit form”. 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The last form on the Property Control Forms tab is “missing, damaged, or stolen property”.   If a property item is damaged or missing then this 
form should be completed within 24 hours of this determination. 
 

 
 
 

 
The above Missing Property status display is shown.  Click here to start a new request. 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The above listing is displayed providing you the option to identify and select the item you are reporting as missing.  Once you identify the line 
item, and then click on “Report Missing”. 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The above form will be displayed.  All the fields of the Property Circumstances block must be completed.  Upon completion then select 
“approved” and click here to submit the form for routing and approval. 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Upon clicking submit, you will be returned to the Missing Property Report status screen.  The item submitted will appear under the “in progress” 
status.  The Request Status will provide the ongoing status of the request. 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My Approvals tab is used primarily by the Department Property Custodians, who are the Vice Presidents of each department and are 
responsible/accountable for all property assigned to their department.  The My Approvals tab is used to approve any requests that a 
Department Property Custodian must authorize.  Consequently, each Department Property Custodian and Functional Property Custodian should 
visit this tab on a regular basis in order to keep processing of property actions timely. 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Upon entry into the My Approvals tab, a listing of pending approvals is shown.  The type of request along with how many requests for each type 
is shown.   To enter the request for review and approval, the user should click on the appropriate button in the menu.  For example, in this case, 
click on the Property Transfer Out Request. 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The above form will be displayed.  To view the property item and look at its description, click here. Once you have reviewed the description of 
the property item,  then to view the pending request, click here. 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The above screen is displayed illustrating the Property Transfer request.  The Department Property Custodian will only see a Property Transfer 
request if it involves an item being transferred to a new custodian and location.  The Property Transfer Information block indicates the proposed 
transfer information. 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After review, the Department Custodian shall indicate their decision in the Transfer Approval area.  Once “approved” or “denied” is selected, 
the final step is to click on submit, which forwards it to the next step in the process. 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Once submitted, the above screen will be displayed indicating the action processed and returning to the screen to illustrate if any further 
requests pend.  In this case, no other requests are pending for transfer of property.    To return to “My Approvals” to view other types of 
pending requests, click here.  


