Update Asset Location in PeopleSoft
Asset Management & Capital Expenditures
(AM) Module
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Asset Location Change

Asset location changes are processed under the “Asset Transactions” tile in the
Asset Mgmt & Cap. Expenditures (AM) module.
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Asset Location Change (cont’d)

Select “Basic Add” to begin a search using the asset tag number.

O Asset Mgmt & Cap. Expenditures

1 Owned Assets
Express Add
Basic Add
Copy Existing Asset
Search for an Asset
! Asset Book & Financial Trans

! Depreciation & Acc. Entries

] Retirement/Reinstate v

Asset Transactions

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

Find an Existing Value || Keyword Search | Add aMew Value

Search Criteria

“Business Unit[ = ] UTSAT s}
Asget |dentification
Tag Number
Parent ID Q
Descripti-:m

Asset Type

sset Sustype[ egins wi ] Q

include History [case Sensitive

<

. = -
Search Clear | Basic Search &7 Save Search Criteria

Find an Existing Value | Keyword Search | Add a Mew Value
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Asset Location Change (cont’d)

Enter the asset tag number in the “Tag Number” field, then click “Search.”

Asset Transactions

Asset Basic Information

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

Find an Existing Value Keyword Search Add a New Value

Search Criteria

*Business Unit| =+ UTSA1 Q
Asset Identification
Tag Number| begins with_+|[177099 _
Parent ID| begins with ] aQ
Descriptian
Asset Type| = v] |
Asset Su SH'DE &}

Oinclude History [ case sensitive

) = _
Search Clear Basic Search = Save Search Criteria
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Asset Location Change (cont’d)

To process a location change, select the “Location/Comments/Attributes” tab on
the Asset Transaction screen.

Asset Transactions
General Information Operation/Maintenance Asset Acquisition Detail @1;03:1.‘3%15,&-@ Manufacture/LicensefCustodian Asset Supplemental Data

Unit UTSA1 AssetID 000000011292 LAPTOP CPU: LATITUDE™ Yag 177099 In Sernvice

Asset Information

Description LAPTOPR CPU: LATITUDE 7400 Short Desc LAFTOP CPU i,
CAP # Seq #
Taggable Asset Tag Number 177099
Asset Class 284 Portable CPU (Mot Apple)
Asset Type IT Hardware
Asset Subtype Capitalized Asset
Asset Status In Service New Asset
Acquisition Date 11/09/2018 Available For Use
Placement Date In Physical Use

Collateral Asset
Acquisition Code Purchased

FERC Code 03
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Asset Location Change (cont’d)

Before entering the new location code, click on the plus (+) icon to automatically
populate the current effective date.

Asset Transactions

General Information || Operation/Maintenance || AssetAcquisition Detail || LocationiComments/Attributes || Manufacture/License/Custodian || Asset Supplemental Data
Unit UTSA1 AssetID 000000011292 LAPTOP CPU: LATITUDE 7400 Tag 177099 In Service
Location Find | View All First ‘4 1of1 ‘&' Last
Efffglive Date [04/22/2019 Effective Sequence| 1 ‘ﬂ =]
Locatiofi T Q Employee-Working From Home
Area lD

Asset TramSactions

Address 1 UTSA

City San Antonid
County Bexar General Information || Operation/Maintenance || AssetAcquisition Detal ocation/iComments/Attributes || Manufacture/Licens
State TX Tq
Country USA Unite Unit UTSA1 Asset D 000000011292 LAEFRIFP CPU: LATITUDE 7400 Tag 177099 In Sen
Geo Code Location -
Document
Effective Date [00/22/2021  |[5) I
i =W Notice the new date after clicking on
Area ID aQ .
the plus (+) icon.
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Asset Location Change (cont’d)

Enter the new location code in the “Location” field.

» Click on the magnifying glass icon next to the “Location” field to view a list of campus
locations. The Look Up Location tab will pop up.

» Enter a “Location Code” to narrow your search and click “Look Up.”

* Locate the correct room number, then click on it to populate the location box.

Asset Transactions

Unit UTSA1

Location

General Information

AssetID 000000011292

Effective Date [09/22/2021

Location [\WWFH
Area D

Address

City

County Bexar
State TX

UTSA

Dperation/Maintenance

San Antonio

Texas

Asset Acquisition Detail

Eg Effective Sequence
E LA

mployee-YWarking From Home

Look up Location (Alt+3) |

Location/CommentsiAttributes

LAPTOP CPU: LATITUDE 7400

Manufacture/License/Custodian

Tag 1??0/'

*SetlD

Asset Supplemental Data

Look Up Location x
Help *

UTSA1

Degins with_~ ||NP1 _

Description| begins with ~

Look Up Clear Cancel Basic Lookup

Search Results
View 100 First 4 1164 of 184

Location Code Description

L) Last

Jurisdiction

Sector H(

MNP1002A
MNP10028

Morth Paseo Bld 1.002
Morth Paseo BId 1.002A
Morth Paseo Bld 1.002B
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Asset Location Change (cont’d)

The new location is now displayed in the “Location” field. Click “Save” to save

your changes.

Asset Transactions

General Information

Operation/Maintenance

Asset Acquisition Detail Manufacture/License/Custodian

Location/Comments/Attributes

Asset Supplemental Data

Unit UTSA1 AssetID 000000011292 LAPTOP CPU: LATITUDE 7400 Tag 177099 In Service
Location Find | View All First ‘&' 10f2 '} Last
Effective Date |09/22/2021  |[5] Effective Sequence 1 [H[=]
‘l“a“‘}” NP1002 Q North Paseo Bld 1.002
Area ID Q
Address 1 UTSA
City San Antonio
County Bexar Jurisdiction
State TX Texas Sector 1.002
Country US4 United States Postal 75249
Geo Code
Document
- - 1 atitudo
Detailed Description
Image
‘ [§l5ave ||[ch Return to Search =% Add ‘| Include History

General Information | Operation/Maintenance | Asset Acquisition Detail | Location/Commentsiattributes | Manufacture/license/Custodian | Asset Supplemental Data
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Asset Location Change (cont’d)

Next, use the dropdown button to expand the “Comments” box and enter your
comments.

RO
Authorization

Status [ Date E‘J

Name

I :Comments

%Expand section Comments [t"b“tes
User Attributes

CR Route Institution ﬂ j

CRBLDG Code Historical Tag Number

Acquisition Date E‘g
Sanitization Method| /| AssetCondion[ |
Sanitization Date El Surplus Department ID

Detailed Description

Image

[§]5ave ||[2F Returnto Search =4 Add '] Include History

General Information | Operation/Maintenance | Asset Acquisition Detail | Location/Comments/Attributes | Manufacture/License/Custodian | Asset Supplemental Data
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Asset Location Change (cont’d)

Click the plus (+) icon to update the “Date/Time” field and add your comments.
Click “Save” to save your changes.

Comments Find | View All First ‘4 Bof8& '} Last
Date/Time [03/16/2021 12:00:00AM ]
User Source
Name LAPTOP CPU: LATITUDER400
Comment
Iltem found by Barcode in WFH on 2020-09-01 i1l
Comments Find | View All First '4/ 9of9 '* Last
+]
Source
Comment

Updated location. Employee is returning to campus_| _

[F]save | [ Return to Search =+ Add ‘| Include History

General Information | Operation/Maintenance | Asset Acquisition Detail | Location/Commentsiattributes | ManufacturelLicense/Custodian | Asset Supplemental Data
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