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View and Update an Asset
Use Queries to List Your Assets

Department of Property Control
property@unthsc.edu

817-735-2152
https://www.unthsc.edu/operations/central-services/property-control/
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Why keep assets updated?

 They are State of Texas property.

* When assets are not located, they are flagged as missing, but are
still the responsibility of the custodian/department.

 Missing computer type assets may be locked by IT remotely.

* If updated, the Annual Inventory process is a breeze!

*Please update Asset Custodian with the main user (i.e., the person
who uses the asset the most and will know where it is, if it goes
missing, or if it is broken.)
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hSCH *Login at: https://myfs.unt.edu

MavBar: Navigator o

1. After login, select the NavBar
. . 3 ) C:mpus Seli-Service
icon on the top right of your

Recent Places Employee Self-Service »

S C re e n ) / Manager Self-Service »
A Q D- : @ My Favarites Supplier Conftracts 3
>

2 s—— g Suppliers
Nawigatar

2. Select Navigator. o }
3. Select Campus Self-Service. == _ ;,



https://myfs.unt.edu/
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NavBar: Navigator o ] Find An Asset
Enter any information you hawe and cfick Search. Leave fields blank for a list of all values
o S | | | Campus Self-Service | ry |
View an Asset — — [ ———
]
|
A \ + Search Criteria
=
e T 1 Asset Management 5

1. Select Asset Management. 3 s Y] [ o
fsset Icar‘:i":at:ur
—  Tag Mumber|contains W |[00040208
Depariment| beging with || 257000 Q
Senal ID[containe % | BOGTOOR

3. Business Unit is always I .

2. Select View Asset.

My Favorites

NavBar: Mavigator o ] 4 — Asset Status[=
HS763 Aszset Profile |D| begins with w || 204 QL
. |_| Asset Management |?| Location Code[oegns with w ||GSE 1434 a,
o - Custodian Emnpli D[ Daging with W || 10048200 o
- Custod 3r
4- E nte r On e Or a ny e Sl 2 Wiew Assel ~— Custodizn EUID[ bagins with % |
1 1 . This Asset is Offsite C
combination of: Tag eAsmEoTE
UrJfEItE an )L.SSE- NCiLOe HIsTory dse semsiive
Number, Department,
5 Szarch Clear | Basic Search ._-"I Szve Saarch Crteria

Serial ID, Description, etc. ™=

5. Select Search.




General Information Asset Property Location/'Comments/Aftributes Manufacture/License/Custodian

‘ ‘ Unit— AssetID (00001015194  Computer Dell OptiFlesx TOGD Tag 00040205 n Service
Asset Information
S ‘ — Description Computer Dell CptiPlex 7050 Short Desc Computer D g7

CAP# Seq #
Tapgable Asset Tag Mumber 00040208
Asset Class 204 Computer, Deskiop Auction Status Mat allowed to be Auctioned
G e n e ra I I n fo Ta b Asset Type 4.Furniture and Equipment
Asset Subtype Capitalized Asset
Asset Status In Service New Asset
‘Acquisition Date 0831/2018 Available For Use
Placement Date 03/31/2018 In Physical Use
Collateral Asset loT Asset
Acquisition Code Purchased Lease Asset IDAssetAsset
D D

From this tab, you may View:

Financing Code

° Asset |D Fair Value 0.00 USD Appraisal Date

Replacement Cost Last Update
* Description oce Name Y
Sublndex Name " Move to Inventory
[ J AchiSition Date Group Asset Flag Mone
Parent/Child Maone Parent ID =
Profile ID 204 Region Code
Threshold 1D 5000 Reporting Life
Composite Asset Composite Asset ID
Asset Retirement Obligations ARO ldentification
Book Page Szt B and O Info Australian Requirements
Attachments Schedule Type Code
Se a rc h fo r a n Ot h e r a Sset at Fair Walue Details External Funding Source...

Local Tax Information Audit Logs

any time by selecting “Return
to Search”. — s —

Genaral Information | Asset Property | Location/Comments/Attributes | Manufacture/Uicense/Custodian
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Location/Comments/
Attributes Tab

From this tab, you may View:

Search for another asset at
any time by selecting “Return
to Search”.

Location |
* Comments (if there are any)

B (G Reum o Seach

Genaral Information | Asset Property | Location/CommentsiAttributes | Manufacture/License/Custodian

General Information Asset Property Location/Comments/Attributes Manufacture/license/Custodian

Unit HS7TE3 Asset|D 000001015184  Computer Dell OptiPlese 7060 Tag 00040208 In Sarvice
Location Find | iew &l First 4/ 1 of19 (}/ Last
Effective Date 00/223/2021 Effective Sequence
— Location GSE 1444 Ganeral Service Building
Area D
Address 3420 Darcy St
City Fort Worth
County Jurisdiction
State T Texas Sector
Country USA United States Postal 75107
Geocode
Document
Building G52 Latitude
Floor # Longitude
Roome
Authorization
Status Date
Harme
Comments Find | Wiew Al First ‘4 1 of1 Last
Date/Time 10082020 12:02:42FM
User Source
Name
Comment
-El
4
Physical and Custom Atiributes
Detailed Description
Image
2= Include History
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Manufacture/License/
Custodian Tab

From this tab, you may View:
e Serial ID (Number)
e Custodian
* If the asset is Off-Site
e Chartfields (Chart String)

e Orselect “View All” for
history of an asset

Search for another asset at

any time by selecting “Return

to Search”.

General Information Assat Property Location/Comments/Atiributes

Unit HS782
i¥ Manufacturer Information
Serial ID BCGTOAZ

Manufacturer ID

Manufacturer Name Warranty 08/22/2023

Madel
Product Version R-12
Plant
VIN
Physical Life Information

In Service Date 037212018

Life Expectancy Yrs

End of Support

End of Life

Replacement
Life Expectancy % 0,00
Licensge Information

Custodian Information

Effective Date 11/18/2020
Custodian Conway,Julzne &

Empl ID 1004/
Authorization

Status Mot Authorized

Name

____ ge—

Department 357400
Fund Category 105
Fund 805001
Function 100
Project
Program Code
Purpose

Site

) [ et sesn

Asset ID 000001015184  Computer Dell OptiPles: 7050

Manufacture/License/Custodian

Tag 00040203 n Senics

Production Date
Contact

SKU

Life Expectancy Note

I

End of Support Note

A

End of Life Reason

I | ee i P © o5
Effective Sequegce 1
[ -

Software Device Group

Property Contral
Educational & General
State Approp-BEA

Instruction-General

=] Include History
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S C & Update an Asset

MavBar: Navigator

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

d t t - |_| Campus Self-Service |?|
U p a e a n Asse E— — Find an Existing Value
q;:;--_ - 1 Asset Management 5 Search Criteria

3 *Business Un 1E| H5T53 o}
fsset ldentificat :ur
Select Asset Management. B e
Depariment| beging with || 257000 Q
Senal ID[containe % | BOGTOOR
Description Dl
NavBar: Navigator o 4 — Asset Statuz[= % | [InSerice v
Asset Profile |D 204
| o | Asset Management | - | Location Code|begins with % ||GSE 1484

Enter one or any combination o] — — Gustogian Emp!D begns wih ¥ ] 1004850

My Favorites

Select Update an Asset.

Business Unit is always HS763.

2o e

W e

Custod 3r
of: Tag Number, Department, .7  Vewssse " Custodian £UID[Gegne wih ¥ ]

. . . is Acset is sl [
Serial ID, Description, etc. [ rems o

[ Include History [ case Sensitive

2 Update an Asset

5. Select Search. 5 o

] )
Clear Basic Search |9 Save Search Crteria
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£ Pending Approvals Update an Asset

Update an Asset

Asset Transfer Request

Current Asset Details

Note:
Asset 1D Q00001015011 Computer Dell Lafitude 7400

Th iS message Ascet Tag Mumber 301521

Serial Number 51CVWW402

Wi | | O u Location Lewis Heafth Science Library
p p p ‘ Department 200550 Clinica! Trials
I = ; .
D O n t b e Custodian  Neyiand Alton D 1004 This Asset is Offsite
Process Asset Updates
alarmed. Just
. For Transfier Asset, enter information in the Location,
Cl IC k O K a n d Department, and Custodian fiskds as appicable

m Ove O n . *Date of Transfer H (=xamples 1273172000

|'
m

1]
a
™

*Location Q
*Department | 200550 Clinica Trials Message
*Custodian @ (example: Last Name, First Name)
[ This Assetis Offsite Authorized By For your information only: “our SYAM_SELF_SERWICE security role does not allow alteration to the Depariment. {0,0)

Comments )

r_"|_:

Update this Azset

(G Return to Search b Update/Displa :_' Include History
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Asset Transfer Request

1. Enter Date of Transfer.

Update Location. Use Q enter
building code “GSB”, 2 spaces,
and room number “148A".

3. You cannot change the
Department.

4. Enter Custodian Last Name,First
Name (no spaces).

5. If the asset will be used off
campus, check “This Asset is
Offsite” and enter who it was
Authorized By.

6. Comments are optional.
7. Select Update this Asset.
8. Select Return to Search.

8

Update an Asset

Asset Transfer Request

Current Azset Details

Asset ID 000001015011
Asset Tag Mumber 301521

Serial Humber 51CW402

Computer Dell Latitude 7480

Location Lewiz Heslth Science Library LIBFR A
Department 300550 Clinical Trials
) This Asset is Offsite
Custodian  Meyland,&lton D 100475

Process Asset Updates

For Transfer &s=et, enter information in the Locstion,

Department, and Custodizn fislds 35 applicshle

1 *Date of Transfer | 05/18/2022 |[H (zxsmple: 12/31/2000)
2 *location |Genaral Service Building 0, G5B 1484

3 *Department | 300850 Clinical Trials

4 :tystodian |MayorRandy |, (example: Last Mame, First Name)

5 [ This Assetis Cffsite Authorized By

6 Comments

We ane pretending to give Mayor Randy a computer]

7 Update this Asset

o Return to Seanch

=1 Include History
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Finish Updating an Asset

e After updating the asset, use the instructions to “View an Asset” to confirm changes have been

saved.
* If you need to change the Department, please contact Property Control via email:
property@unthsc.edu. Be sure to copy the Department receiving the asset. Property Control

will update the Department for you.

 NOTE: If your Department would like to decommission a computer type asset, it must be sent
to IT first to be “wiped”, and made ready for sale or disposal. The Deptid and Custodian will be
updated by Property Control once the decommissioned computer arrives in Surplus.
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Query Assets

Login to HR Procurement Approvals
After logging into myfs.unt.edu, y v
) 'S
everyone’s Homepage setup may look z ; & @
different. - —
21

Locate and select UNTS Utilities.

Asset Management Asset Management Self Service UNTS Utilities

A

B X
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h S C ¢ Employee Self Senvice

7 Process Monitor

Query Viewer —) [ .o n

) Cuery Viewer
*Queries allow you to quickly obtaina  o..e auery

‘ Process List ‘ Server List

View Process Request For

User D | jac0078 Q Type ~ Last w

. . Server hd Name Q | Instance From
list of assets assigned to your B
7~ Report Manager Run Status A Distribution Status A
department.
Process List
Select the Query folder dropdown. &[]
Process

. Select Instance Seq. Process Type User

Select Query Viewer. Name
2778286 Application Engine F5_EF jacoov

- [

Process List Server List
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Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

S earc h | N Qu e ry V| ewer *SearchBy | Query Name v begins with 0_HSC_ASSETS_DEPT_CUST_DEFTID
— Advanced Search

For a list of all assets in a Deptid:
Next to ”*Sea rch by”’ select Query ¥ My Favorite Queries

) ) =

Name, next to “begins with”, enter: .=/ 2/
O HSC_ASSETS_DEPT_CUST _DEPTID  QueryName Description Owner  Folder Hi
0_HSC_ASSETS_ALL_CPU Computars In Service Public E‘HCLSEPTEP HTML
Select Search. 0_HSC_ASSETS_ALL_CPU_ITSREPORT Computers In Service Public E‘HGLSEFTEP HTML
. _ 0_HSC_ASSETS ALL_CPU_MHOLLIS Computers In Serv MHollis 25th Public EH{]LSEI;I'—'I?P HTML

For a list of all off-site assets, enter:

0_HSC_ASSETS DEPT_CUST_DEPTID Custodian Deptid Status Prompt Public  AMMTHNEWS  HTML

0_HSC_ASSETS DEPT CUST PCR
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* * Query Viewer
S ‘ Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By | Query Name v begins with 0_HSC_ASSETS_DEPT_CUST_DEPTID

A s o 2 H
Search Advanced Searc

Search Results

Search in Query Viewer

Once your query appears in Search
Results, select Excel under Run to "Folder View | —All Folders — v

Excel. Query
=][al N\,
Next Window \ Il Descrpion owner Foser  fRlC B

. . 0_HSC_ASSETS_DEPT_CUST_DEFTID Custodian Deptid Status Prompt Public AMMTH NEWS HTML | Excel
Enter your Deptid and “i” in Status,
for Inservice Assets.

o7
I

0 HSC_ASSETS DEPT _CUST _DEPTID - Custodian Deptid Status Prompt

Select View Results.
Deptid | 357000

. m—) Status |i
Results will download to your ——

COmpUteI’ as an EXCQI ﬂle, to sort Row AssetlD  Tag Mumber Descr Status AcgCode AcgDate  In Service E Profi
and filter however needed.
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Questions?

Department of Property Control
property@unthsc.edu

817-735-2152
https://www.unthsc.edu/operations/central-services/property-control/
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