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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/= SJRCC Forms - Windows Internet Explorer [;@
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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.
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/= SJRCC Forms - Windows Internet Explorer
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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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/= My Property - Windows Internet Explorer
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Under the “My Property” tab is the complete and consolidated assigned propertytisting for the Functional Custodian. The

/

tional 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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Q Off-Campus Use of Property

Request Property Transfer ‘

Property Surplus Request |

[ Annual Inventory
l Missing, Damaged, or Stolen Property

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.
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[ Return to My Forms ]

Off-Campus Property Use Requests in Progress
Request Status RequestDate SJRCCTag Serial Number Item Category Item Description
I#f | Approved - Functional | 02-DEC-10 026115 JPBG123519 | LaserPrinter | HP LASERJET 4 PRINTER

1-1

Current Off-Campus Property Use
no data found

Completed Off-Campus Property Requests
no data found

Cancelled Off-Campus Property Use
no data found

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




St Johns River State College

STANDARD OPERATING PROCEDURES

My Forms My Approvals My Property My Delegates My Approval Path

Type Of Equipment All v

Request Status Open
Requesting User KSMITH
Request Date 02-DEC-10

Request Comment

The above form displays. You can ide amplifying and support information for the approval process by filling in “Request Comment”. Once
completed then click “Get Property” to display your Property List.
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Property Category Not Selected v

™
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| Property1lda Current Status Item Cateqgo Serial Number Current Taq

Laser Printer JPBG123519 026115 ksmith
Select  Active Laser Printer - 027817 ksmith
Select Active Laser Printer CNGHC34173 028299 ksmith
Select  Active Laser Printer USDNM21946 028312 ksmith

The above listing is displayed providingyou 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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My Forms My Approvals My Property My Delegates My Approval Path

Property Information

Property ID # 026115
Serial Number JPBG123519
Item Description HP LASERJET 4 PRINTER

Request Date 02-DEC-10 Functional Custodian ksmith
spartmen ustodia iHe

Need to take printer home -
Request Comment < Expected Return Date 2
Off-Campus Use of College Property:

College owned equipment is primarily intended for use at the designated work place on campus. Attimes, certain circumstances will warrant the use of this
equipment at other locations that are directly related to one’s job duties. A department’'s Vice President is the approval authority for all off-campus use of
equipment. A copy of the approved off-campus use form will be filed with the department and administrative property custodian citing the property’s location

and the original sent to the college property manager to update the inventory records.

Requester Information

Request Status Open
Requesting User KSMITH

As the Property End User, | am responsible for the following:

e Ensuring the described equipment is used for approved college purposes.

e Proper safekeeping of the listed equipment.

e Make certain equipmentis accessible at all times for auditinventory purposes.

e Timelyreporting to the Department Head, College Security and the Property Manager of any checked out property item that is lost or stolen within 24 hours of

discovery.

| agree to the statements above, and understand that | will be financially responsible for the listed equipment if any or all items are not returned, or are
damaged; unless the loss or damage was caused by theft by a third party, accident or otherwise during resonable use and/or through no fault of my own.

Approval Signatures

) Denied Requestor Signature KSMITH Requestor Approval Date 02-DEC-10

Requestor Approval
Functional Custodian Approval ) Approved| () Denied Functional Custodian Signature Functional Custodian Approval Date
Department Custodian Approval Approved Denied Department Custodian Signature Department Custodian Approval Date
Property Manager Approval Approved Denied Property M. ger Sig e Property Manager Approval Date
[ SubmitForm |

Fill in Expected Return Date which cannot be greater than one year
Read the policies associated with this request.

Select Approved — Functional Custodian Signature line

. \Click Submit Form

A wnN PR
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My Forms My Approvals My Property My Delegates My Approval Path

Return to My Forms

Off-Campus Property Use Requests in Progress

Request Status RequestDate SJRCCTag Serial Number Item Category Item Description
‘L,,J" Approved - Functional | 02-DEC-10 026115 JPBG123519 Laser Printer HP LASERJET 4 PRINTER
Ig 1" Approved - Functional | 02-DEC-10 026115 JPBG123519 Laser Printer HP LASERJET 4 PRINTER

1-2

Current Off-Campus Property Use
no data found

Completed Off-Campus Property Requests
no data found

Cancelled Off-Campus Property Use
no data found
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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Off-Campus Use of Property |

|
<L Request Property Tranm
|
|
|

Propﬂty Surplus Request ‘
/

Annyél Inventory ‘
/

/ Missing, Damaged, or Stolen Property

Click here. The “Request Property Transfer” is used to report moving inventory and accounting for it at all times.
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| cancel | {_ CreateaTram

No data found.

No data found.

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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A

HP

L’a”Sfe' 026115 Accountable , yo  |ASERJET4  JPBG123519 17-JUN-94 ksmith mmiller
roperty Property
PRINTER
LASERJET
Transfer Accountable . . .
Property 027817 Property Active 41_00TN = 22-JUN-01 ksmith mmiller
Printer
HP Color
WSy Accountadle cye | aserdet CNGHC34173  14-JAN-04 ksmith mmiller
Property Property
2500N
Transfer Accountable : HP LJ 4200N - -
Property 028312 Property Active Printer USDNM21946 03-DEC-03 ksmith mmiller

The above listing is displaye

the line item, and then click on “Transfer Property”.

Palatka

Palatka

Palatka

Orange
Park

Palatka -
T201D

Palatka -
B004

Palatka -
T205

Orange
Park -
L111

roviding you the option to identify and select the item you are requesting to transfer property.

Once you identify

2k ok 5k ok ok o ok ok ok ok ok o ok ok ok 3k o o ok ok ok ok ok ok ok ok ok K ok ok ok ok ok k ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok 3k ko ok ok ok ok ok ok ok ok ok ok ko ok ok ok ok ok ok ok ok ok ok ok o ok ok ok ok ok o ok ok ok ok ok o ok ok ok 3k ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok

Property ID # 027817
Current Functional Custodian ksmith
Current Department Custodian mmiller

Property Transfer Type ']Wnly () Transfer functional custodian and location

The above will display providing you with two options- change in locatio
location only” requests, only the Property Manager will approve upon request form the Functi

ansfer functional custodian and location. For “change
dian. For “transfer functional custodian

and location” requests, because this involves shifting a resource, then the request is routed for approval by the Dep stodian,

proposed new Functional Custodian and proposed new Department Custodian. For this example, we will use the Change Location Only. Click on.

11
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Property Transfer Request

Property ID # 027817
Current Functional Custodian ksmith
Current Department Custodian mmiller

Property Transfer Type @ Change location only ) Transfer functional custodian and location

Property Transfer From

From Campus Palatka
From Building B
From Room Palatka - B004

Property Transfer To

To Campus
To Building

To Room Change Room

Approval Information

Functional Custodian Approyal Status ©) Approved Denied

Functional Custodian Approval Signature KSMITH
Functional Custodian Approval Date 02-DEC-2010 16:09:16

Functional Custodian Comments

( Approve Transfer Request ]\

The above will display. Click on “Change Room” to identify the location of where the item will be transferred to.

12
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Enter Partial Room Number
Select Campus () QOrange Park Campus @ Palatka Campus () Ponte Vedra Center ) St. Augustine Campus

O APA © BPA O EPA O FPA O GPA O IPA O JPA O LPA © MPA @ NPA © OPA O PPA ) QPA (O RPA ) SPA
O TPA @O UPA O VPA O XPA O YPA O ZPA

Select Building

Calling Form 22

Select | Palatka Campus | APA PA-ADMINISTRATION BLDG | A0010 Office (Bus)

Select | Palatka Campus | APA PA-ADMINISTRATION BLDG | A0012 Lounge

Select | Palatka Campus | APA PA-ADMINISTRATION BLDG | A0013 Office (Switchboard)

Select 'Palatka Campus | APA PA-ADMINISTRATION BLDG | A0014 Office

Select Palm(:ampus~ PA-ADMINISTRATION BLDG | A0015 Office (Bus)

Select | Palatka Campus | APA PA- BLDG @ A0016 Vestibule

Select | Palatka Campus | APA PA-ADMINISTRATION BLDG | A001 TVawt——0 0

Select | Palatka Campus | APA PA-ADMINISTRATION BLDG | A0018 Meeting Room ‘ 

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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Property Transfer Request

Property ID # 027817
Current Functional Custodian ksmith
Current Department Custodian mmiller

Property Transfer Type @ Change location only ¢ Transfer functional custodian and location

Property Transfer From

From Campus Palatka
From Building B
From Room Palatka - BO04

Property Transfer To

To Campus PA
To Building APA

To Room A0014 Change Room
Approval Information

Functional Custodian Approval Status (@) Approved Denied

Functional Custodian Approval Signature KSMITH
Functional Custodian Approval Date 02-DEC-2010 16:12:05

Functional Custodian Comments

[ Approve Transfer Request

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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Action Processed.

Property Transfer Requests In Progress

| cancel\| |

Create a Transfer ]

View Property | ksmith

ksmith KSMITH 02-DEC-10

1-1

Approved Transfer - Functional

Completed Transfer Requests

No data found.

L Yy Workflow

‘ pel Adions
Transfer SJRCC Taq # Tracking Description Serial Number Acquisition Date Functional Custodian Department Custodian S Building Room
HP
[ TrEnsfer o615 Accountable o | ASERJET4  JPBG123519 17-JUN-94 ksmith mmiller Palatka - Gl
Property Property T201D
PRINTER
LASERJET
Transfer Accountable - - - Palatka -
[ fame 027817 PronemC Adive 4100 . 22-JUN-01 ksmith mmiller Palatka B iy
Printer
HP Color
Transfer Accountable - - - Palatka -
L1 oy 028209 Propery | Ade Laserst CNGHC34173  14-JAN-04 ksmith mmiller Palatka T L

=

Orange
Transfer . Accountable . HP LJ 4200N ’ . Orange
D Property 028312 Property Active Printer USDNM21946 03-DEC-03 ksmith mmiller Park E‘a:l;-

Unuwint

Now we will take the steps involved for “transfer functional custodian and location” requests.
1. Click “Create a Transfer”
2. ldentify the property item on the list, then click “Transfer Property”.

15
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Property Transfer Request

Property ID # 028317
Current Functional Custodian ksmith
Current Department Custodian mmiller

Property Transfer Type () Change location only{ Transfer functional custodian and location >

For “transfer functional custodian and location” requests, click here.
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Property Transfer Request

Property ID # 028317
Current Functional Custodian ksmith
Current Department Custodian mmiller

Property Transfer Type () Change location only @ Transfer functional custodian and location

Property Transfer From

From Campus St Augustine
From Building L
From Room St Augustine - J109

Property Transfer To

To Functional Custodian
To Department Custodian
To Campus

To Building

To Room Change Room

Approval Information

Functional Custodian Approval Status @) Approved Denied

Functional Custodian Approval Signature KSMITH
Functional Custodian Approval Date 02-DEC-2010 16:34:59

Functional Custodian Comments

[ Approve Transfer Request ]

The above is displayed, first identify and select the new Functional Custodian.
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Property Transfer Request

Property ID # 028317
Current Functional Custodian ksmith
Current Department Custodian mmiller

Property Transfer Type () Change location only @ Transfer functional custodian and location

Property Transfer From

From Campus St Augustine
From Building L
From Room St Augustine - J109

Property Transfer To

To Functional Custodian Hawkins, Paul M v
To Department Custodian
To Campus
To Building
To Room Change Room >
—

The above will display. Click on “Change Room” to identify the location of where the item will be transferred to.

—
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Cancel

{GoJ

Select Campus () Orange Park Campus @ Palatka Campus
DFPA O GPA OIPA ©JPA O LPA O MPA © NPA © OPA O PPA

Enter Partial Room Number
) Ponte Vedra Center () St. Augustine Campus

©) APA ©) BPA ) EPA | © QPA O RPA © SPA

Select Building ) - - - -
O TPA O UPA O VPA O XPA O YPA © ZPA

Calling Form 22

Campus Building Code Building Room Room Description
Select | Palatka Campus | APA PA-ADMINISTRATION BLDG | A0010 Office (Bus)
Select | Palatka Campus | APA PA-ADMINISTRATION BLDG | A0012 Lounge
¥ mpus | APA PA-ADMINISTRATION BLDG | A0013 Office (Switchboard)

Office
Office (Bus

Select | Palatka Campus -ADTHN ATION BLD

Select | Palatka Campus

APA PA-ADMINISTRATION BLDG | A0015

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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Property Transfer Request

Property ID # 028317
Current Functional Custodian ksmith
Current Department Custodian mmiller

Property Transfer Type ¢ ) Change location only @ Transfer functional custodian and location

Property Transfer From

From Campus St Augustine
From Building L
From Room St Augustine - J109

Property Transfer To

To Functional Custodian Hawkins, Paul M ~
To Department Custodian
To Campus PA
To Building APA

To Room A0030 Change Room

Approval Information

Functional Custodian Approval Status @) Approved Denied

Functional Custodian Approval Signature KS
Functional Custodian Approval Dat 2-DEC-2010 16:37:37

Functional Custodian Comments

(;ove Transfer Reqﬁ‘é)

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.

Off-Campus Use of Property |

Request Property Transfer |

|
|
<L Property Surplus Request >
|
|

Annual Inventory

Missing, Damaged, or Stolen Property

My Forms My Approvals My Property My Delegates My Approval Path

Cancel ] {: Create Surplus Request D

No data found.

No data found.

The above Property Surplus status display is shown. Click here to start a new request.
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/Q Actions

Tracking

Description Serial Number Acquisition Date Functional Custodian Department Custodian Campus Building

SJRCC Taq #

Request Surplus

HP
W Accountable e  LASERJET4  JPBG123519  17-JUN-94 ksmith mmiller Palatka - _
Property T2011
PRINTER
LASERJET
[ surplus Request Accountable  , yve 4100 TN - 22-JUN-01 ksmith mmiller Palatka B Sl
S Printer B004

uD Malar

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”.

conee [ Ermmng]

Form Status Open
Request User KSMITH
Request Date 03-DEC-10
Description HP LJ 4200N Printer
* SJRCC Tag # 028312
Serial Number USDNM21946
Functiona ustodian ksmith Department Custodian mmiller

@) Item Obsolete @ Item not economical to repair

Reason for Surplus )
@ Item surplus to our needs

Functional Custodian Approval )

=) nied Functional C Approval Date

Department C i i e Department C ian Approval Date

Departmental Custodian Approval Approved Denie

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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Action Processed.

Property Surplus Request In Progress

| Ccancel | | Create Surplus Request |

Obsolete ksmith mmiller 03-DEC-10 KSMITH

Completed Property Surplus Request

No data found.

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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STANDARD OPERATING PROCEDURES

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 wil| be accompanied with directions. To start the process, click here.

Off-Cal'npus Use of Property ‘
|

|

I Reque/st Property Transfer ]
|

|

Pro| Surplus Request
Dol

l Annual Inventory

l Missing, Damaged, or Stolen Property

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 verific

Property Review Transactions In Pr.

Type Of Review SJRCCTag Serial Number Item Description Functional Custodian  Dept Custodian Campus

View Annual HP LASERJET 4 ] .

‘ -

2 | propery | menory 026115 | JPBG123519 | OF MASE ksmith mmiller Palatka

7 | View — Initialized 027817 LASEIUET $100 T ksmith mmiller Palatka

: Property Inventory Printer

s View . HP Color LaserJet " .

[,

2 | proverty validated 028209 | CNGHC34173 | F 0 ksmith mmiller Palatka

7 | View Initialized 028312 | USDNM21946 | HP LJ 4200N Printer ksmith mmiller Orange
Inventory Park
Annual . Hewlett Packard ) ) Orange

)

I Inventory Initialized 028313 USGNM02333 LaserJet 4200n ksmith mmiller Park

; Annual Initialized 028315 | 09PRW931 Opitax X270 ksmith mmiller St

- Property Inventory Computer Augustine
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ion resulting in an updated property record. To verify and update a line item’s property record, click here.

Building Room
Palatka -
T201D

B Palatka -
B004

T Palatka - T205

L Orange Park -
L111

L Orange Park -
L111

L Palatka-T108

Condition Code

Excellent

Excellent



St Johns River State College

STANDARD OPERATING PROCEDURES

Property Review Cancel

Type Of Review Annual Inventory
Review Status Initialized
Property ID # 028315
Serial Number 09PRW931
Campus St Augustine
Building L
Room Palatka - T108

Excellent Good
Condition Code © ©

@ Poor
@) Found with no discrepencies ) Found but Serial Number incorrect; see comments
Inventory Findings () Found but Location incorrect; see comments @ Found but Custodian incorrect

@) Not Found; see comments; will continue to search

Functional Custodian ksmith Confirm

Functional Custodian Comments

Functional Custodian Signature

Functional Custodian Signature Date
Department Custodian mmiller [l confirm

Department Custodian Comments

Verification Signature

Verification Signature Date

Submit Form
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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St Johns River State College

STANDARD OPERATING PROCEDURES

Data Loaded

Type Of Review Annual Inventory
Review Status Initialized
Property ID # 028315
Serial Number 09PRW931
Campus St Augustine
Building L
Room Palatka - T108

@ Excellent ¢ Good
Condition Code -~ “

@ Poor
@ Found with no discrepencies @ Found but Serial Number incorrect; see comments
Inventory Findings @ Found but Location incorrect; see comments @ Found but Custodian incorrect

@ Not Found; see comments; will continue to search

Change to Campus
Change to Building

Functional Cu

odian ksmith Confirm

Functional Custodian Comments

Functional Custodian Signature

Functional Custodian Signature Date
Department Custodian mmiller

Department Custodian Comments

Verification Signature

Verification Signature Date

[l Confirm

[ s it Form

Above is an example for the In
button appears. Click here to identif
is to place a check in the “Confirm” box and then click on “submit form”.

of “Found but Location incorrect”. Upon this Inventory Fin
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s selection, the “change room”
sent location of the item. The Corrected location will appear in the Change to area. The next step



St Johns River State College

STANDARD OPERATING PROCEDURES

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.

Off-Campus Use of Property |

Request Property Transfer |

|
|
| Property Surplus Request |
|

Annual Inventory

<I: Missing, Damaged, or Stolen Property j>

Missing Property Reports in Progress [ Cancel ] [ Create ]

no data found

Completed Missing Property Reports
no data found

The above Missing Property status display is shown. Click here to start a new request.
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St Johns River State College

STANDARD OPERATING PROCEDURES

A (o] [ (Acions |

Report Missing Tracking Status Description Serial Number Acaquisition Date Functional Custodian Department Custodian Campus Building Room

HP
W Report Missing Q‘r’?:;;ab'e Acive  LASERJET4  JPBG123519 17-JUN-04 ksmith mmiller Palatka - ?;La:'[‘)a' 136346
P PRINTER
LASERJET
W Report Missing Q‘r’gg:;;ab'e Acive 4100 TN s 22-JUN-01 ksmith mmiller Palatka B gg'oajka' 1545
Printer
‘ HP Color i
W Report Missing ‘r’g°:;;ab'e Active  LaserJet CNGHC34173  14-JAN-04 ksmith mmiller Palatka T ?;ggka 1150 €
P 2500N
Orange
__ Accountable . HP LJ 4200N . ) Orange
W ReportHlissing oot Adive oo USDNM21946  03-DEC-03 ksmith mmiller S L E:;: 1320 ¢
Hewlett Oranne

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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St Johns River State College

STANDARD OPERATING PROCEDURES

Property Information

Submitted By KSMITH
Date Submitted 03-DEC-10
Form Status Open

Property ID # 028312 Serial Number USDNM21946
Item Description HP LJ 4200N Printer
Campus Orange Park Building L Room Orange Park-L111

Functional Custodian ksmith
Department Custodian mmiller

Property Circumstances

Date of Discpvery

Last person in custody of item

Circumstances Regarding Property () Missing () Stolen ) Damaged

Comments on How and When regarding the Circumstgnces

Functional Custodian Approv4l () Approved ) Denied [Functional Custodian Signature Functional Custodian Approval Date

Department Custodian Approval Approved Denied Department Custodian Signature Department Custodian Approval Date
Department Custodian Comments/Recommendations
Property Manager Approval Approved ~ Denied Property Manager Signature Property Manager Approval Date

The above form 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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St Johns River State College

STANDARD OPERATING PROCEDURES

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.

Missing Property Reports in Progress Cancel ] [ Create
Request Vatns Date Submitted SJRCCTag# Status Type Category Description Serial Number Date of Discovery
]._,,J" Approved - Functional | 03-DEC-10 028312 Stolen Laser Printer | HP LJ 4200N Printer | USDNM21946 | 03-DEC-10
1-1

Completed Missing Property Reports
no data found
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St Johns River State College

STANDARD OPERATING PROCEDURES

/= Document Approvals - Windows Internet Explorer E]@

'_ @@ - [g http:ffscttestoraapp.admin.netfapexfdevlff?p=130:13:1945378776330288: :NO

N B bing

News Entertainment

Video
o R |88 | - ‘ € Documents Awaiting Action ] € Document Approvals x I ‘ [ deh ~ |k Page ~ () Tools ~
| SIRCE et el
My Form My Property My Delegates My Approval Path
[ IT SeCurity Modification Requests | Mine 1
1
[ Propérty Transfer Out Request | Pending Approvals 1
|
[ Off Campus Property Use Request | Pending Requests 1
1
[ Propgrty Surplus Approvals | Pending 1
|
| Propgrty Control Review | Pending Approvals 1
ALITTLE /
I €D Internet * 100%  ~

|

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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St Johns River State College

STANDARD OPERATING PROCEDURES

/= Document Approvals - Windows Internet Explorer

'_ 6@ - [g http:ffscttestoraapp.admin.netfapexfdevlff?p=130:13:1945378776330288: :NO

N B bing

e afr |88 | - ‘ € Documents Awaiting Action ] & Document Approvals x I

Entertainment Video

w - B d=hy ~ |- Page v {CF Tools ~

News

7 Logout |
| SIRCE et
Syorerno % ar o ax
My Forms My Property My Delegates My Approval Path
[ IT Security Modification Requests |
[ Property Transfer Out Request | Pending Approvals 1
[ Off-caméjs Property Use Request | Pending Requests 1
I
[ Property Surplus Approvals | Pending 1
]/
[ Property Control Review | Pending Approvals 1
ALITTLE / l
/ , €D Internet * 100%  ~

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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St Johns River State College

STANDARD OPERATING PROCEDURES

{= Transfer_Request_Approvals_Dept - Windows Internet Explorer

! @ v lEJ http:fiscttestoraapp.admin.netfapex/devlff?p=130:12:1945378776330288::NO: 12:P12_CALLING_FORM:13

VI ‘5‘ ‘g‘ IL\'-.‘»:— Search

Sports Money Autos

l Bl oing e w o~
—— . »
w o lBB]vlebocuments Awaiting Action lgTransfer Request_Appro... I o~ e v |2k Page v {0 Tools ~
1 Logout |
| SR 7%¢ Wa’zé{&tw
My Forms My Property My Delegates =~ My Approval Path
Removal of Property Custody
Cancel
almle BOLSON Approved Transfer - Functional
1-1
ALITTLE
€ Internet H100% v

The above form will be displayed. To view the propertyNtem 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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St Johns River State College

STANDARD OPERATING PROCEDURES

/= Form on INV_REQUEST_TRANSFER - Windows Internet Explorer
- LE_‘ http:,u‘,fscttestoraapp.admin.net,l'apex,l‘devl,ff?p=l30:54:19453?8776330288::NO:54:P54_TRAN_REQ_ID,PS;_&;LLING_FOR v *|| X I

[ Page + {F Took ~

2

W (O] biﬁg n En:en;.;‘n-ent
- B

] @ Form on INV_REQUEST _T... > [ I

* e 88 l — I gDocuments Awaiting Action

Property Transfer Type Transfer functional custodian and location
Cancel

Property ID # 029439
Requesting User BOLSON

Request Date 17-FEB-11
Request Status Approved Transfer - Functional

From Functional Custodian bolson
From Department Custodian alittle
From Campus
From Building
From Room Palatka - A016

To Functional Custodian ALITTLE
To Department Custodian alittle
To Campus PA
To Building APA
To Room A0014

Functional Custodian Approval Signature BOLSON
Functional Custodian Approval Date 17-FEB-2011 16:48:07
Functional Custodian Approval Status Approved Denied Approved Denied
Functional Custodian Comments
Vi

] Functional Custodian Comments

Department Custodian Approval Signature
\O\Internet L 100% <

Department Custodian Approval Signature

only see a Property Transfer

Done

The above screen is displayed illustrating the Property Transfer request. The Department Property Custodian
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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St Johns River State College

STANDARD OPERATING PROCEDURES

/= Form on INV_REQUEST_TRANSFER - Windows Internet Explorer

[ @: - ]g http: f{scttestoraapp.admin.netfapex/devl{f?p=130:54:1945378776330288: :NO:54:P54_TRAN_REQ_ID,PS4_CALLING_FOR V| 5| X l
| = >
- O b'“g News Entertsinment  Video Sports Money Autos s
= — T = EEE = e
w R [88‘- l @ Documents Awaiting Action I(éForm on INY_REQUEST_T... X I I o deh v |:bpage v () Tools ~
~

From Campus
From Building
From Room Palatka - A016

To Functional Custodian ALITTLE
To Department Custodian alittle
To Campus PA
To Building APA

To Room AQ014

Functional Custodian Approval Signature BOLSON Functional Custodian Approval Signature
Functional Custodian Approval Date 17-FEB-2011 16:48:07 Functional Custodian Approval Date
Functional Custodian Approval Status Approved Denied

Functional Custodian Approval Status Approved Denied
Functional Custodian Comments

Functional Custodian Comments

Department Custodian Approval Signature Department Custodian Approval Signature
Deparment Custodian Approval Date Deparment Custodian Approval Date
Department Custodian Approval Status Approved Denied

Department Custodian Approval Status (& Approved aoenied
Department Custodian Comments

Department Custodian Comments

—
<3
ALITTLE
\anternet # 100% -

Done

v

ent Custodian shall indicate their decision in the Transfer Approval area. Once “approved” or “denied” is selected,

After review, the Depar
the final step is to click on submit, which forwards it to the next step in the process.
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St Johns River State College

STANDARD OPERATING PROCEDURES

{= Transfer_Request_Approvals_Dept - Windows Internet Explorer
'A@:\/ - |g http:/iscttestoraapp.admin.netjapexjdevl/f?p=130:12:1945378776330288: :NO: ::&success_msg=~Action%20Processed. %2 VI 49| X I\ e Search | Q-
Ny | B I I T .
w4 Izltl & Documents Awaiting Action 1§Transfer Request_Appro.. I ‘ - @ - [rPage - ) Tooks - 7
Logout |

SIEeC2E ly Wa’zég Coo

My Forms ©My Property My Delegates My Approval Path
T Action Processed. x

Cangcel

No data found.

ALITTLE
€D Internet L 100% v

Done

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 thig case, no other requests are pending for transfer of property. To return to “My Approvals” to view other types of

pending requests, click here.
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