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Expected outcomes from this training

Intermediate Advanced

New User Orientation J

Ability to view an asset

Complete verification of assets

Request a removal permit

Approve a removal permit

ANENE KRN

Request physical move of asset/(s)

Approve request for physical move

&
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Background

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.

5 Department of Finance i .



O Basics of
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How to login to PeopleSoft FSM
Step 1

Login to the staff system portals with your user ID and password

Step 2

At the staff system portals find the link:

PeopleSoft Financials (FSCM) Financials and Supply Chain

UNIVERSITEIT VAN PRETORIA
UNIVERSITY OF PRETORIA
YUNIBESITHI YA PRETORIA

WELCOME

Login / sign up here to view your perscnal online portal.

Please login with your "u" username. For example: username u01234557.
(Mote: The system no longer sUpports wser sign on with "p” usemames.)

NEW USER

Uszername

Current Password

Change password

7 Department of Finance
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User Access Management
EI]
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Research Management

RESET PORTAL LAYOUT  COLLAPSE ALL PORTLETE

EIlE

0

Linkedin Learning
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TuksPrint
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PeopleSoft Financials [FSCM]
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Mockmail

ITS Services
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Research Grants & Ethics

Rezearch Management

EIGET

Staff Onboarding {Hire)
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eopleSoft Fluid

Fluid is a new user interface for PeopleSoft designed to provide users with an
intuitive experience in navigating the PeopleSoft system. The new tile interface
is specifically designed for use on smartphones and tablets, but can also
enhance productivity on desktops and laptops.

New Fluid Homepage: Key highlights:

¥ Employee Self Service

Asset Self Service Approvals

& o

Easy access Faster
to approvals load times

Travel and Expense Centre

X il
- =

Oracle Business Intelligence

Mobile Tile-based
friendly navigation

Department of Finance
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Customising the Fluid Homepage

» Click on the n 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

Cancel Personalize Homepage Save
Add Homepage | Name |Employee Self Service Add Tile
Employee Self Service Asset Self Service Approvals ©| | Billing and AR [x}
¥ Employee Self Service
Asset Self Service Approvals Billing and AR
£ =
=€ A Q @ .
Reporting Travel and Expense Centre ‘eProcurement 1]
Personalize Homepage »
Travel and Expense Centre |
My Preferences
A fel
& = L Help
Classic Home Finance - Faculty Accounta... &
Sign Out
Classic Home

9 Department of Finance i .



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

10

Asset Self Service

¥ Employee Self Service

Classic Home

Travel and Expense Centre

A 1ol
& =

Oracle Business Intelligence

eProcurement

Classic Home

{54

Recent Places

My Favorites

Navigator

NavBar: Navigator ﬂ'
m UP Work Centres >
Classic Home Enterprise Request System > |
] | |
- ® Employee Self-Service >
Recent Places
Manager Self-Service >
P Supplier Contracts >
My Favorites
Vehicle Management System >
Naviaator Customers >
Items >
Cost Accounting >
Suppliers >
Procurement Contracts >

Department of Finance
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Fluid NavBar - Favorites
NavBar: My Favorites °

[ Edit Favorites

Classic Home Authorize Expense Users

ChartField Values

TS
-
m

¥ Employee Self Service : > @ Recent Places
2 Cost Centre Description

Asset Self Service Approvals

NavBar ﬂ
Cost Centre Summary/Detail

My Favorites L4
]

- <3 ; Enter Budget Transfer
Travel and Expense Centre eProcurement Classic Home E
A ial \ o

= = ! ‘ B ® Navigator

Financial Mapping

Recent Places

Journal Approval

Classic Home

E * ‘ Ledger

My Favorites

E Ledger Inquiry

Navigator

Navigation Collections

11 Department of Finance i .



Adding Favorites

12

Within any page on PeopleSoft, click on the - icon and go to ‘Add to Favorites”

< Employee Self Service
7] CC Summary / Detail
1 CC Transactional Report
[ Detail Expense Listing

"] Cost Centre Attributes

Reporting

Cost Centre Summary

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

User ID| begins with U24009904
Run Control ID begins with «

[[I case sensitive

@
m Search Clear | Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

G

Q

Add to Homepage...

Add to NavBar

Add to Favorites

My Preferences

Sign Out

Department of Finance
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Navigation to Asset Self Service

13

¥ Employee Self Service

Asset Self Service Approvals

Reporting Travel and Expense Centre

X ol
= =

Classic Home Oracle Business Intelligence

“¥

h

eProcurement

Department of Finance
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O Viewing
an asset



Information available through a “View Asset Info” report

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) 1
* Tag number (UP barcode)

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

» Asset Description

+ Asset Class / Category
¢ Current location PPE controlled,

* Acquisition date used or allocated to
- Serial ID him/her...[A03/12]
* Current custodian

¢ Transaction Amount ,,

« PO and Invoice number

&
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Navigation to view asset details

Click on “View Asset Info”

< Employee Self Service Asset Self Service

ew Asset Infi New Window I Help
(| View Se o
View Asset Info

1 Verification and Transfers Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
| Cancel Asset Transfer

Search Criteria
7 Asset Removal v
Business Unit = = UP000 Q

" Manager Approvals v Asset Identification begins with

¥ Employee Self ¢

Tag Number begins with «

Asset Self Service Approvals

Serial ID begins with «

¥ PO Number begins with «
9 m Description begins with «

Asset Status = - -

[T case sensitive

Reporting Travel and Expense C

A tal
E - =

Search Clear | Basic Search 3"1‘1 Save Search Criteria

Classic Home
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How to find an asset

‘ < Employee Self Service Asset Self Service a Q @

N New Window | Help
| View Asset Info
View Asset Info

i',"'" Verification and Transfers Enter any information you have and click Search. Leave fields blank for a list of all values

—_ Find an Existing Value
| Cancel Asset Transfer

Search Criteria

] Asset Removal v
Business Unit = « UP000 Q
1 ManagerApprovals v Asset |dentification begins with «
Tag Number begins with «

Serial ID begins with «

PO Number begins with ~ To find an asset enter the asset

Description begins with T Tag Number located OI:I the
Asset Status = - . physical asset. Then click on
“Search”

T [T case sensitive

@
Search Clear | Basic Search '@ Save Search Criteria

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

17 Department of Finance i .



Asset information displayed

All relevant information
relating to the asset tag
entered will be
displayed

Key information such as
location and custodian
can be identified

< Employee Self Service

UP View of Asset

Unit UP000

Tag Number:
Description:

Long Description:
Serial ID:

Profile ID:

? Location:

AssetID 000000389629 Acer Aspire i3 laptop (PEN 783

908673

Acer Aspire i3 laptop (PEN 783

Acer Aspire i3 laptop (PEN 783
NXMLBEA0355090192D34

COMP Computer Equipment

0400500328 ADMIN 3-61: OFFC

Custodian: Dockrat Riaaz Empl ID: 24009904
Acquisition Date: 2015/06/29
Total Cost: 7906.73 Salvage Value: 770.000
Acquisition Details
System Source PO Number Supplier ID Supplier Name  Voucher ID
PO Online Entry CREATEK
Panel 0000315211 10008411 SYSTEMS
AP Online Entry CREATEK
2 Page 0000315211 10008411 SYSTEMS 00700007
Group Box
Assetimage

mn

Asset Self Service

Status In Service

This Asset is Offsite

Cust Resp OU: 07078

Invoice
Number

0000101913

Qty

1.0000 7906.730

As of Date 2019/04/23

Budget Control
Cost
Amount Centre
K06624
K06624

1.0000 7043.860

Responsible
ou

00036

00036

Resp OU Descr
Information
Technology Service

Infarmation
Technology Service

New Window | Help | Personalize Page

Personalize | Find | i{.;’ﬂl (;—;-] First ‘4’ 1.20f2 '}’ Last

Transaction
ou

00036

00036

Txn OU Descr Project

Information K066245
Technology Service -
Information KOB6245

Technology Service

-
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Asset self-service:

04 Verification &

Transfers



Self-Service verification of assets

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”

Who can be a custodian of an asset?

UP staff member with permanent appointment according to HR records.

20

1

The asset information that
makes up the University’s
asset register needs to be

maintained to ensure that it

is always up to date.

1)

&
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Navigation to “View/Transfer Assets”

Click on “Verification and Transfers”

< Employee Self Service Asset Self Service

New Window | Help | P

[~ View Asset Details

— Sipha Miotoba
Verification and Transfers IPORTANT HOTICE

IT IS VERY IMPORTANT TO READ THE FOLLOWING DOCUMENTS.
FAILURE TO DO SO MAY HAVE SERIOUS CONSEQUENCES.

] Asset Removal v
PPE Financial Procedure
Code of Conduct
1 heroby acknowledge and agree that | have familiarized myself with the Property, Plant and Equipment (PPE) Financial Proced
v
1 Manager Approvals and the Code of Conduct elating to the se of assets n its entirty and that | Tlly undarstand the nature, content and implicat

and that | shall be fully bound thereto.
Please note: Assets with a cost of R5000 or less (except for Art and TVs) will not be reflected on your list of assets to be verified.

Please note that you will not be able to continue with the process before you tick "l agree™.

Agree
Click an Asset link to view asset detail information

Click the Status link to view Approval Status.

Click Veriy to veriy that the asset information s correct

Click Transfer to submit 2 Transfer Request or correction of asset information.

ransaction Informatian
@ 120f2 View All
Asset Seif Service

Approvals

Sl Tag Number  Asset Department Location Description Condition Asset ID. Aproval  Verified? og:.;e Verify Comment
:;9 fosaavs oy orec B ooooooozssss | ves pe—
e Tochneiogy ADMIN 5.49.1: OFFC Excellent |v| 000000423933 Yes | Transfer
t0d Assels O, Do Hot Verify Selected Assets Update Asset's Condition

Travel and Expense C

A tal
= =

Classic Home

)

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

Department of Finance




Asset information displayed

< Employee Self Service Asset Self Service aQ @

Custodian ——n ]

B-Sicno Miotoba
IMPORTANT NOTICE:

IT IS VERY IMPORTANT TO READ THE FOLLOWING DOCUMENTS.
FAILURE TO DO SO MAY HAVE SERIOUS CONSEQUENCES.

PPE Financial Procedure

Code of Conduct

Click on the links to access the PPE
Financial Procedure document and
the Code of Conduct document

| hereby acknowledge and agree that | have familiarized myself with the Property, Plant and Equipment (PPE} Financial Procedure (A0312)
and the Code of Conduct relating to the use of assets in it's entirety and that | fully understand the nature, content and implications hereof,
and that | shall be fully bound thereto.

Please note: Assets with a cost of R5000 or less (except for Art and TVs) will not be reflected on your list of assets to be verified.

Please note that you will not be able to continue with the process before you tick "l agree”.

EA | Agree
M: lirk to view asset detail information
lick the Status link to view Approval Status

Click Verify to verify that the asset information is corect.
Click Transfer to submit a Transfer Request or correction of asset information_

\

ansaction Information

Click on “I Agree” if you have read the

. 5 Q4 124F2 Viow: All
policy documents and agree :
Select Tag Number Asset Department Location Description Condition Asset 1D ‘S‘g‘::’s"a' Verified? ag:'g‘f Verify Comment
LGT35EA - HP Asset and Insurance
§13847 ks bs Management ADMIN §49.1: OFFC ~| 000000028954 Yes Transfer

o Technioy ADMIN 6.49.1: OFFC Excellent || 000000423933  _ Yes Transfer

YES. Verify Selected Assets NO, Do Not Verify Selected Assets Update Assetls Condition /
. A

927930 Value PC (UPB05118)

N\

A\

Assets assigned to this custodian is
provided in the table

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

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

Remember to click “View ALL” to see full list of assets

22 Department of Finance i .



Transfer request

23

Custodian

Asset Description

Current Asset details

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

‘ < Employee Self Service

Asset Transfer Request

p Riaaz Dockrat

\

Acer Ci5 laptop + 4Gb Ram upgr

’ Asset Details

Activity Type

Department, and Custodian fields as applicable.
“ ) Transfer Asset

Date of Transfer
Location
Department
Custodian

O Asset Lost or Stolen
Date Lost or Stolen

Asset Not Assigned to Me
Date Reported

Comments

| ¥

/

Submit

Asset Self Service

AssetID 000000410321
Asset Tag Number 913445
Serial Number 913445
Location ADMIN 3-61: OFFC
Responsible OU 00036
Custodian Riaaz Dockrat

Information Technology Service

Select the appropriate activity. For Transfer Asset, enter information in the Location

[3) (example: 12/31/2000)

Q

(9 (example: 12/31/2000)

() (example: 12/31/2000)

Return to My Assets List

m

A Q

Use this page to indicate if an asset s lost, stolen, or not managed by you. Complete the Activity
Type section and click Submit The Transfer Request will be sentto your manager for review.

Send Email to Approval Manager

®

New Window | Help | Personalize Page *

m

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)

4
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O Electronic Asset
Removal Permit



Basics of asset removal

Functionality Available

« “Review / Change / Close Request”

25

“Create New Permit Request”

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

» 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”

1

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]

b

&
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Navigation to “Asset Removal System’

< Employee Self Service

”

Click on “Asset Removal

Asset Self Service

T View AssetInfo
T AssetDepreciation

7 Merification and Transfers

T Cancel Pending Asset Transfer

¥ Employee Self ¢

Asset Self Service Approvals

E | 2

=
Reporting Travel and Expense C

B el Review/Change/Close Request
- =

1 Asset Removal

Create New Permit Regquest

Print / Email Approved Permit
1 Manager Approvals

] Asset Physical Transfer

~

Asset Removal Request

Add a New Value

Empl ID 24009904 Q

Specify the person requesting the
Add 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”

26

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

Department of Finance
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Capture an Asset Removal Request

Specify the department code or use the lookup function.

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 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.

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

27

| —

i

< Employee Self Service

Ly

P

Asset Self Service

Remowval Request

\*

Asset Removal Reguest

Request Id: NEXT

Empl I1D: 04852476

*Resp OU: a7os1 "4 Aszet and Insurance Management

Select Azsets for the same address
Assets with cost over R5000
Custedian/Location | [FEEH

Selection Business Asset
Flag Unit Identification

10
z

Find | view Al | (20 B
Asset Data

Asset Description Tag Number

snars LGTISEA - HF Elitebook
UF00D 000000028854 oo 0

813547

UPoo0 000000423932 Value PC (UPB05118) 927930

Selact All Un-select All

Assets not

R5000
Selected
Flag

10

t marked or reflected above and/or cost under

Asset
Bu IdenNGeation Description Tag Number,

Serial 1D

Personalize | Find | £

Existing
Permit

5CH14837FQ

Cost under RS000

]

| »

First 4 1-20f2 b Last

Fiist ‘& {of1 *

Last

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)

Department of Finance
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Capture an Asset Removal Request

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.

An asset could be removed by a 3™ 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 3™ 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.

28

-

Details
From Date n To Date

I:l}l_as.r:l being kept st custodian’s home address 83 per HR records?

If this asset is not being kept at your primary HR eddress, then you will b

information of where the szset is being ke=pt
Address Info
Country |ZAF |0 South Africs
Address 1
Address 2
Address 3
Address 4
City =
County Postal

State &

D Is this Remowal Reqguest on behalf of 2 3rd Party?
3rd Party Information

£ required to add relevent address

[#1s this Removal Request on behalf of a 3rd Party?

3rd Party Information

ﬂ‘* Capacity v

R

Name and Surname / Company Name:

Student Nbr / ID Nbr / Staff Nbr:

Comment/Reason:

Submit Request

Department of Finance
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This function is used to:

Navigation to “Review/Change/Close Request”

View the information and status of a request;

Minor changes before the request is approved.

Click on “Review / Change / Close Request” DIEHEES ETETIS E IO VS S
Renew Request

Close request

Employee Self Service Asset Self Service

New Window | Help
Wiew Asset Info

£

Asset Removal Request

7 Enter/any information you have and click Search. Leave fields blank for a list of all values.

Asset Depreciation

ind an Existing Value

Verification and Transfers
W Search Criteria

Requestid begins with «
Empl ID begins with v 24009904 Q ‘\ Enter you request

Cancel Pending Asset Transfer

th

¥ Employee Self &

Asset Self Service Approvals

- — g Asset Removal Removal Request Status = - - \ |D, or leave blank
EZ and search based
Create Mew Permit Request ' on user ID
) | Search Clear | Basic Search Cg Save Search Criteria
Reporting Travel and Expense Ce}

Review/Change/Close Request

e | =

Classic Home

Print / Email Approved Permit

ﬂ] Manager Approvals w

[‘_[] Asset Physical Transfer w

4
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Functionality available

30

Requests can be deleted,

if not yet approved Requests can be renewed

< Employee Self Service

Asset Self Service

Rewview/lUpdate

Review Asset Removal Request

Requestid 011355 Empl ID 01298992 Fourie, Susanh

*Resp OU: 07081 Rt Hocaaet] |

srictie He‘:ue5t Status Approved

Request status can be viewed

To manually close the request, the
request will automatically close on

| Close Request ¢
AszzetInfo

Personalize | Find | 2| & First & 1o0f1
EE;‘”HE Asset (D Tag Humber Description E::::?g
1 UFD00 000000427792 930987

HF Probook 450 CI5 with bag an
Request Details

From Date: 01/12/2020 To Date: 01122021 Closed Date: ¥

&szset being kept at custodian’s home address as per HR records? Cancelled
Address Info

Country ZAF South Africa

Address 1
Address 2
Address 3
Address 4
City
County Postal
State

»

Last

m

/ the expiry date of the request.
The close date is auto populated.

Department of Finance
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Delete and renew requests

Review/Update

Review Asset Removal Request

Requestid 011285 Empl ID 01228552
*Resp OU: 07081

Assetinfo
Business N
Unit Asset 1D Tag Number
1 UPDDD 000000427782 B20887

Request Details

From Date: 01/12/2020

Address Info
Country |Z4F South Africa

Address 1
Address 2

Fourie, Susan-Maristie Request Status Approved
new Request| Close Request,

Penonalize | Find | (2| & First ‘& 1of1 » Lasi
Description E;irf;ili‘g

HF Probook 450 CI5 with bag an

To Date: 01/12/2021 Closed Date: i

Aszzet being kept st custodian’s home address 8s per HR records? Cancelled

Message

n MEW Removal request and submit for approval

Use the hyperlink to go to the Change/Review p
approval automatically.

. (22000,368)

age. When you save your changes, you can submit the new request for

—

.

Reviewpdate

Review Asset Removal Request

Request Id 011285 Empl ID 01288982
*Resp OU- 07081

Asset Info

Business

Uit Azcet 1D Tag Number

1 UFDDD 0000004237782 930887

Fourie, Susan-Maristte Beaest Stalirs: Adrded

Personslize | Find | (2| [ Fist & 10f1 0 Lest

- Existing
Description ol

HPF Probook 450 CIS with bag an

Clase Request GO to New Request

31

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.

Department of Finance
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This function is used reprint or email

Navigation to “Print/Email Request”

a permit of an approved request

Click on “Print/Email Approved Request”

< Employee Self Service Asset Self Service
T View AssetInfo New Window | Help
Pfint Asset Removal Request
f Asset Depreciation gnter any information you have and click Search. Leave fields blank for a list of all values
e e Find an Existing Value Enter you request ID,
7 Verification and Transfers — or leave blank and
| e
search based on user
T Cancel Pending Asset Transfer 4_/””- ID
~ Employee Self § Requestld begins with
Asset Self Service Approvals 1 Koot Hesosal N Empl ID begins with « 24009904 Q
Create Mew Permit Request m Search Clear | BasicSearch [& Save Search Criteria
Note: Once the
i eSS Review/Change/Close Request request is approved by
Em g"l" Asset Management
a1 ; = . N .
Print / Email Approved Permit and the Line Manager,
the Permit is
Eieiid o Approve Removal Permit Request automatically emailed

to the requester

i
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Reprint / email an asset removal permit

KX

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

Print - opens the permit
in a PDF format

Email - opens a box that
allows for a user to
capture an email address

to send the permit to

Print Removal Request

Review Asset Removal Request

Requestid 000031 EmplID 01298992
*Resp OU: 01991
Asset Info
Business
Unit Asset D Tag Number

1 UP000 000000409098 TESTO03
2 UP000 000000416610 XX(X222
3 UP00O 000000417875 ABC

Fourie, Susan-Mariette

Description

FILING CABINET
test asset

SF test

\

e

Print Email

Request Status

Approved

Personalize | Find | & | [ First ‘&’ 1-30f3 &/ Last
x
Help
Request id: 000031
To: [susan.fourie@up.acza
Email & Return Cancel

4
Department of Finance i .



Example of PDF permit

34

&

5

S

UNIVERSITEIT VAN PRETORIA
UNIVERSITY OF PRETORIA .
YUNIBESITHI YA PRETORIA Department of Finance

2010-03-14
Ref: Request 001

Created by: Riaaz Dockrat

To whom it may concern,
REMOVAL OF UP ASSET/S FROM UP CONTROLLED ENVIRONMENT
Permission is hereby granted to Riaaz Dockrat (Personnel number: 24009804), or 3 party

(if indicated), to remove the following UP asset/s from a UP controlled campus for official
purposes:

ASSET ID DESCRIPTION TAG NUMBER SERIAL ID

000000000009 | Acer Aspire i3 laptop 000000 NXML000000

Riaaz Dockrat takes full responsibility for the asset/s and safeguarding thereof.
This letter is valid until 2010/06/30.

Approving Supervisor: Marietjie de Waal

Enquiries may be directed to Asset Management (assets@up.ac.za).

Regards,

Manager: Asset Management
(This document is electronically generated and no signature is required)

Department of Finance
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Navigation to “Approve Asset Removal Request”

35

Asset Self Service

< Employee Self Service

Asset Self Service

¥ Employee Self £

=

Approvals

Classic Home

Travel and Expense Cel

A 1el
= =

i~ View Asset Details

i1 Verification and Transfers

"] Asset Removal

I Manager Approvals
View Department Assets

Approve Asset Transfer

Approve Asset Removal
Request

New Window | Help | Personalize Pagel

Approve Asset Removal Requests

To locate assets that require your approval, edit the criteria below and click the Search button.
Request Id: Q
Employee ID: : Q

search |  Clear |

4

sl

Select All Unselect All

Approve | Deny | Pushback |

< | " r

/

Click on search, for all outstanding

approvals to be displayed
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Approval of permit requests

Click on the request ID to view
details and comment on the
request

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.

s

Removal Req Approval

Approve Asset Removal Requests
Summary

To locate assets that require your approval, edit the criteria below and click the Search button.

Request Id: Q
Employee ID: Q
Search | Clear |

Toview the complete details, click the Request id link.

Requ=st Details |  Approver Comments

1[0 000017 01250604 Ramakuwela Zwitavhathu Simon 2017104110

Personalize | Find | View A

2017/04112  2017/04/10 P1298992 Fourie Susan presentation P1250604
2| 000019 04652372 Rithuri,Lethabo Mary 201704111 2017/04730  2017/0410 P1298992 Fourie Susan Meeting P1250604
30 000034 04652372 Rithuri Lethabo Mary 201704111 2017/04112  2017/04/11 P1298992 Fourie, Susan yes P1298992
4 000035 04652372 Rithuri Lethabo Mary 201704111 2017/04/11  2017/04/11 P1298992 Fourie,Susan Y P1298992

Select All Unselact All
N
\ Approve | Deny | Pushback |

e A

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”

When a request is denied, the requester has to re-apply for a new permit.
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O Electronic Physical
move function



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

Department of Finance i .



Navigation to “Asset Transfer Request System”

Click on “Asset Physical Transfer”

< Employee Self Service Asset Self Service

View Asset Info

i

Physical Transfer Request

E Verification and Transfers Enter any information you have and click Search. Leave fields blank for a list of all values:

Fing/an Existing Value Add a Haw Velue
T Cancel Pending Asset Transfer
Search Criteria

—| Asset Removal

Request Id[begins with /]

. Requester[ begins with__ | F1255851 a . .
_ il W1 Manager Approvals - S LS [ ] Specify the person requesting the
e i - physical transfer of assets.
ase sensitive
% ! Asset Physical Transfer ~ Note: the requester must be a permanent

- Basics T R UP staff member.
ﬁﬂﬂf”pﬂﬂteﬂequest Search Clear | BasicSearch 10 ave Search Criteria

.‘IfwolandEmnloC Cl.iCk “Add a NeW Va l.ue”
Review Physical Trf Request Click ‘Add”

Find an Existing Value | Add a New Value

Classic Home

e ___

Click on the collapse icon to hide or view the side pane
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Capture an Asset Physical Transfer Request

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

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 Al or Tag

number, or complete the tag number. The description will \

auto populate as on the asset register.

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.

40

Asset Self Service

UP Transfer Request
UP Asset Transfer Request
Request Id: MEXT
Requester: P12558581 Fransa Bingle

Tel Nr: 012 420 4852

Email ID: fransa.bingle@up.sc.zs

/'

Approwval Status: Initizl

Request Status:

Location where asset must be Q

collected;

Select "Asset [isted on PS5 for assets on the asset register

Unse|zct "Aszet listed on FS” for assets under RED00 and MOT on the assets register

Asset Details: View All | 12 e
Azcet licted A = - E
on P5? i Asset 1D Tag Humber Decscription
1 LPoDD |6y & L TINE

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

41

Move assets to the following location, eic

Used Asset Store: 0224100000

CR

A

D Location To: 5

Custodian To: b
Department To: 3
Comments:

Date Scheduled:

A

Save and Submit

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”

v Employee Self

Asset Self Service

< Employee Self Service

Asset Self Service

T View AssetInfo

[

1~ Asset Depreciation

T Verification and Transfers

:[_: Cancel Pending Asset Transfer
I AssetRemoval

1 Manager Approvals

Travel and Expense C|

Classic Home

i

42

View Department Assets

Approve Asset Transfer

[\ Approve Asset Removal Request
Approve Physical Trf Request

] Asset Physical Transfer

Approve Physical Trf Reguest

Enter any information you have and click Search. Leave fields blank for 8 list of all values

Find an Existing Value Add a New Value

Search Criteria

Request Id[begins with |

Usar |D] begins with
Requesterbegins with__, |

DCE se Sensitive

P4288371

.Segn:h || Clear Basic Search |4 - Save Seasch Critersia

Find an Existing Value | Add 8 Mew Vaelus

\ 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)

UP Transfer Request

UP Asset Transfer Request

Request |d: 000023 Approval Status Submitted

Requester: P4241280 Patra Adkerman Request Status Submitted
Tel Nr: 012 420 5688

Email Il petra.adkerman@up.aczs

Location where asset must be collected: 0200100011 AE DU TOIT 2-PASGT: WALKWAY
Asset Details: View All | 12 1 ofd
UP Asset? BU Asset 1D Tag Mumber Description
ROLL 45 CE
1 UPD0D 000000000158 785221 ROLLABILITY
ASCMNAP

Move assets to the following location, etc

Redundant Store: 0434100000 - CORRUGATED IRCHN STORE

o Location To: 0400500012 ADMIN 1-14: ELECTRNC EXCH ;rhe Manfge‘r‘ revie"w the request, and
CustodianTo: 04341253 GrayZanda Approve” or “Deny”.
Department To: 00038 Information Technology Service

Comments:

ASDFASDFAERFWETGHDRR

Date Scheduled:

Approve | Deny | | Cancel
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View Asset Physical Transfer Request details

Click on “Review Asset Physical
Transfer Request”

< Emplovee Self Service

T View Asset Info

5 AssetDepreciation

T Verification and Transfers

T Cancel Pending Asset Transfer

¥ Employee Self

Asset Self Service

1 Asset Removal i

1 Manager Approvals b

=
Travel and Expente Ce
= =

1 Asset Physical Transfer ~

Add / Update Request

Classic Home

Review Physical Trf Reqguest

44

Asset Self Service

Review Physical Trf Req

Enter any information you have and click Seerch. Lesve fields blank for 2 list of all values.

Find an Existing Value Add 2 New Value

search Criteria

Request (d[begins with ||
Requester| begins with ., | P4288571 a

Specify the requester and/or
Request Status[= )

the request ID,

sl

DCase Sensitive Click“search".

Search

Clear

Basic Sesrch [ Save Sesrch Criteria

Find sn Existing Walue | Add a8 Mew Value

Click on the collapse icon to hide or view the side pane
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View Asset Physical Transfer Request details (continue)

UP Transfer Request Attachments

UP Transfer Request Aftachments

UP Asset Transfer Request

Request Id: 000027 Approval Status: Approved \

Requester: P1258851 Fransz Bingle Request Status: Closed

Physical Transfer Request: File Attachment

Request Id 000027

Tel Nr: 012 420 4653

Attachment Details Personalize | Find | view all | £0 ] B Fist 4 10f1 » Lest
Email ID:: franzs bingle@up.aczs
Fila Name Deccription Usar ID Name 1 E;‘;’;—”“E
Location where asset must be 0200100015 | AF pU TOIT 2-STEP1: STEFS |ocation changed to mom F04853476 Miotoba, Sipho A
collected;

Select "Aszet listed on PS" for assets on the asset register
Unsel=ct “Asset listed on P5™ for essets under RE000 and NOT on the sssets register

I C
Asset Details: View All | 2 1oft
Azcet listad L
on P57 BU BAsset [T Tag Mumber Description
1 UP0D 000000408608 800182 0 Tumbi= Onfer Speed
Luesn

|t Return to Search || 4| Previous in List | &[] Mext in List

UP Transfer Reguest | Attachments

Move assets to the following location, etc

Used Asset Store: 0434100000

CR
Location To: 0420200417 BASCMED SCI 1-1.10; SHAFT
Custodian To: 01219885 Volscheni, Gabriel
Department To: 00023 TuksSport P Funds

Comments:

test

Date Scheduled: 07/05/2021
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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
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