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Expected outcomes from this training
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Basic

New User Orientation

Ability to view an asset

Complete verification of assets

Request a removal permit

Approve a removal permit

Request physical move of asset/(s)

Approve request for physical move

Intermediate Advanced
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Background
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UP Asset Register 

The asset register forms an important part of the University’s financial information. It 

is therefore very important to ensure that the asset information is always up to date. 

Asset information includes the asset tag number, location of the asset, the responsible 

person (custodian) and the department (OU) responsible for the safekeeping of the 

asset.

It is the responsibility of every staff member to ensure that all assets assigned to them 

are completely and accurately reflected on the asset register.



Basics of 
Fluid Interface
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How to login to PeopleSoft FSM

Login to the staff system portals with your user ID and password At the staff system portals find the link:
PeopleSoft Financials (FSCM) Financials and Supply Chain

Step 1 Step 2
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Customising the Fluid Homepage

• Click on the        icon and go to Personalise Homepage

• To remove a tile – click on the red “x” icon

• To add a tile – click on Add Tile and search for a tile to add
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Fluid NavBar - Navigator

• Click on the       icon and to display the NavBar

• The NavBar Displays Recent Places, Favourites and Navigator

• Navigator replaces the the old “Main Menu” and is used to navigate 
to various system functions
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Fluid NavBar - Favorites
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Adding Favorites

Within any page on PeopleSoft, click on the        icon and go to “Add to Favorites” 
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Navigation to Asset Self Service



Viewing 
an asset
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Information available through a “View Asset Info” report
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View Asset Detail
This PeopleSoft report allows a user to print basic asset 
information as reflected on the UP asset register, such as:

• Asset ID (system generated number)

• Tag number (UP barcode)

• Asset Description

• Asset Class / Category 

• Current location

• Acquisition date

• Serial ID

• Current custodian

• Transaction Amount 

• PO and Invoice number

Every staff member is 
directly responsible for the 
physical safekeeping of all 

PPE controlled,
used or allocated to 
him/her… [A03/12]
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Navigation to view asset details
Click on “View Asset Info”
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How to find an asset
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To find an asset enter the asset 
Tag Number located on the 
physical asset. Then click on 
“Search”

Click on the collapse icon       to hide or view the side pane
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Asset information displayed 
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All relevant information 
relating to the asset tag 
entered will be 
displayed

Key information such as 
location and custodian 
can be identified



Asset self-service: 
Verification &
Transfers
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Self-Service verification of assets 
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Why do assets need to be verified? 

When an individual is assigned an asset he/she is referred to as the 

“custodian” of the asset. It is the responsibility of every custodian to 

ensure that all assets assigned to them are completely and accurately 

reflected. 

In an effort to ensure the accuracy of asset information, the Finance 

department requests custodians to verify assets assigned to them. This 

section of the training will provide details of how to “Verify Assets”

The asset information that 

makes up the University’s 

asset register needs to be 

maintained to ensure that it 

is always up to date. 

Who can be a custodian of an asset?

UP staff member with permanent appointment according to HR records.
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Navigation to “View/Transfer Assets” 
Click on “Verification and Transfers”

Click on the collapse icon       to hide or view the side pane
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Asset information displayed 
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Click on the links to access the PPE 
Financial Procedure document and 
the Code of Conduct document

Custodian

Click on “I Agree” if you have read the 
policy documents and agree

Assets assigned to this custodian is 
provided in the table

Click on “YES, Verify Selected Assets” 
or “NO, Do Not Verify Selected Assets”

Click on “Transfer” to notify Asset Management for 
corrections – see next slide for further information

Remember to click “View All” to see full list of assets
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Transfer request
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Custodian

Asset Description

Current Asset details

Select the “Activity Type”:

Transfer Asset – Notification to 
update Asset Information

Asset Lost or Stolen –
Notification of lost or stolen 
assets (normal procedure must 
still be followed)

Asset Not Assigned to Me –
Notification that asset wrongly 
allocated to custodian and 
current custodian do not have 
the correct information. (Last 
resort)

Enter comments 
regarding, for example: 
case number for a stolen 
asset



Electronic Asset 
Removal Permit
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Basics of asset removal
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Functionality Available

• “Create New Permit Request” 

 Create and submit new request for an Asset Removal permit. 

• “Review / Change / Close Request”

 View the information and status of a request,;

 Minor changes before the request is approved.  

 Delete not yet approved requests

 Renew Request

 Close request

• “Print / Email Approved Request”

Assets (including laptops, 
iPads, tablets or other 

electronic equipment) may 
not be removed from the 

University’s premises 
without prior official 

approval from the relevant 
line manager and Asset 
Management. [A03/12]
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Navigation to “Asset Removal System” 
Click on “Asset Removal”

Click on the collapse icon       to hide or view the side pane

Specify the person requesting the 
removal permit. Note that if the asset is 
not allocated to you as the custodian 
specified, you will not be able to apply 
for an asset removal permit.  

A request can be created on behalf of the 
custodian of the asset by a delegate. 

Click “Add”
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Capture an Asset Removal Request
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Specify the department code or use the lookup function.

Assets with a cost less than R5 000 will not be reflected, if 
needed add the asset information for which a permit is 
required. Click on the “+” to add more lines for assets.

Select the assets applicable to the request. Only assets that 
the user is a custodian of, will be listed here. Assets marked 
as “Existing Permit” cannot be reapplied for, the existing 
permit must first be “closed” or expire before a new permit 
can be applied for.

Assets purchased recently that is not yet updated can also 
be added here. 
NB: Permit may not be for longer than 1 month

If the asset is not available to select and the “Existing Permit” box is 
ticked, it means that there is a already a permit (can be on some-one 
else’s name, or not yet expired)
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Capture an Asset Removal Request
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An asset could be removed by a 3rd party in certain instances, for 
example, an external company removing an asset for 
maintenance or a UP student requiring an asset for use for 
offsite research. 

The box for 3rd Party Information will expand

Complete the information required. This information will be 
displayed on the Asset Removal Permit

Provide a reason or motivation for removing the selected assets. 
This information will be displayed to Asset Management for 
review and the line manager for approval, but will not be 
printed on the Asset Removal permit.

Complete the address details where the asset will be kept. 
If the asset will be kept at the “HR address” then the 
address fields do not have to be completed. 
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Navigation to “Review/Change/Close Request”

Click on “Review / Change / Close Request”

This function is used to:

 View the information and status of a request;

 Minor changes before the request is approved.  

 Delete not yet approved requests

 Renew Request

 Close request

Enter you request 
ID, or leave blank 
and search based 
on user ID
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Functionality available
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Requests can be deleted, 
if not yet approved Requests can be renewed

To manually close the request, the 
request will automatically close on 
the expiry date of the request.
The close date is auto populated.

Request status can be viewed
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Delete and renew requests
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To delete a request click on the “Delete Request” 
button. Only requests not yet approved can be deleted.

To renew a request click on the “Renew Request” 
button. 

A message will be displayed confirming that the 
request was copied.

A new request number will be generated 
and a link will be provided to navigate to 
that new request.

The new request will still need to be 
submitted.
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Navigation to “Print/Email Request”

Click on “Print/Email Approved Request”

This function is used reprint or email 
a permit of an approved request

Enter you request ID, 
or leave blank and 
search based on user 
ID

Note: Once the 
request is approved by 
Asset Management 
and the Line Manager, 
the Permit is 
automatically emailed 
to the requester
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Reprint / email an asset removal permit
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Email – opens a box that 
allows for a user to 
capture an email address 
to send the permit to

Print – opens the permit 
in a PDF format

Print and email buttons are available at the top of the 
approved asset removal request
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Example of PDF permit

34



Department of Finance35

Navigation to “Approve Asset Removal Request”

Click on search, for all outstanding 
approvals to be displayed



Department of Finance

Approval of permit requests
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Click on the request ID to view 
details and comment on the 
request

If not approve, the manager selects the request to deny or 
pushback, click on “Approver Comments”, enters a comment, 
and then clicks on “Deny” / “Pushback”

Tick the requests to approve then 
click on “Approve”

Note:
When a request is pushed back the requester can make changes to the information (except adding assets) and resubmit. 
When a request is denied, the requester has to re-apply for a new permit. 



Electronic Physical 
move function
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Basics of electronic asset move function

Functionality Available

• “Add/Update Request” 

 Create and submit new request for the physical movement of 

assets between locations, or to the Used Assets Store

 Update existing request if not yet finalised, and view the 

details 

• “Approve Request”

 Approval by requester Line Manager

• “Review Physical Transfer Request”

 View the information and status of a request,;

 View the supporting document for the transfer
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Navigation to “Asset Transfer Request System” 
Click on “Asset Physical Transfer”

Click on the collapse icon       to hide or view the side pane

Specify the person requesting the 
physical transfer of assets. 

Note: the requester must be a permanent 
UP staff member. 

Click “Add a New Value”

Click “Add”
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Capture an Asset Physical Transfer Request

Use the lookup function to select the location where the 
assets must be collected.

Assets with a cost less than R5 000 will not be available to 
specify in the above method.  To request asset transfer in 
this case, remove the “Asset listed on PS?” tick and 
complete all the available information.

Specify the assets that must be collected.
Note: If the asset is not listed, the collection team may not 
move the asset.

Use the lookup function to lookup the asset AI or Tag 
number, or complete the tag number.  The description will 
auto populate as on the asset register. 

Click on the “+” to add more lines for assets.
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Capture an Asset Physical Transfer Request (continue)

Select the destination of the asset to be collected.

If the assets are not moved to the “Used Asset
Store”, complete the “location”, “Custodian” and
“Department” by using the lookup function.

Click “Save and Submit”

The request will now be reviewed by Asset Management,
then sent to the Requester’s line Manager for approval
Insurance Management will then Schedule the move,
and an email will be sent to the Requester.
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Asset Physical Transfer Request - Approval by Line Manager 

Click on “Asset Physical Transfer”

Click on the collapse icon to hide or view the side pane

Click “search” to display all 
pending requests.
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Asset Physical Transfer Request - Approval by Line Manager (continue) 

The Manager review the request, and 
“Approve” or “Deny”.
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View Asset Physical Transfer Request details

Click on “Review Asset Physical 
Transfer Request”

Click on the collapse icon to hide or view the side pane

Specify the requester and/or 
the request ID,

Click “search”.
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View Asset Physical Transfer Request details (continue)
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Contact:
Asset Management 

Update asset information for assets already recorded in the 
asset register 
Asset verification
assetmanss@up.ac.za  

Update asset information for newly purchased assets
Asset removal permits
assets@up.ac.za

Physical move of assets to different location (including 
Redundant store)
assetmove@up.ac.za


