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AM210

AM210 Managing Assets in GEARS

Course Overview

GEARS Asset Management is designed to manage and provide the Judiciary a central repository
for asset information associated with IT Software assets, such as software packages like
PeopleSoft, Windows 7, etc. Non-IT Software assets such as computer hardware, vehicles and
other Judiciary equipment, are managed in the Magic system (Magic).

Judicial Information Systems (JIS) is responsible for maintaining IT Software assets and related
information in GEARS. Though non-IT Software asset information is entered and maintained in
Magic, purchasing data such as the purchase and receipt of these items are captured in the
GEARS Purchasing (Purchasing) application. JIS is also responsible for retrieving this
information after it is recorded in Purchasing for the purposes of entry and/or updates in Magic.

This course discusses the procedures used to create and maintain IT Software assets and related
information in Asset Management. It also discusses how to extract non-1T Software asset
information that is to be managed in Magic.

Course Outline

The following course sections and lessons provide information and procedures on creating and
managing IT Software assets in GEARS and retrieving non-IT software asset information to be
entered and managed in Magic.

Course Audiences and Prerequisites

Lesson 1: Understanding Asset Management in GEARS
Lesson 2: Creating an IT Software Asset Online

Lesson 3: Creating Assets via the Transaction Loader Process
Lesson 4: Running the Magic Report

Lesson 5: Managing Assets

Lesson 6: Reviewing Asset Information

Course Summary
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Course Audiences and Prerequisites

Audience(s):
The Judiciary audiences for this course are:

e AOC - Judicial Information Systems (JIS)

GEARS Role(s):
This course is intended for Judiciary employees with the following GEARS role(s):

e AM Fixed Assets

Prerequisites:
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e AMI100 Understanding GEARS Asset Management
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Lesson 1: Understanding Asset Management in GEARS

Lesson Overview
GEARS Asset Management tracks activity related to IT Software assets. Specifically, Asset

Management tracks the licensing period (i.e., the expiration date) for software owned by the
Judiciary. Information related to the purchase of these assets and vendor payment is also
available and can be monitored, as needed.

Lesson Objectives
After completing this lesson, you should be familiar with:

o How Asset Management integrates with other GEARS applications
o Asset Management business processes
e The pages used to add, update, and review asset information

1.1 Understanding AM Integration with other GEARS Applications

After completing this topic, you will be familiar with:
e The GEARS modules that integrate with Asset Management
e The asset information received by Asset Management from other GEARS modules

Procedure

In this topic, you will review how the Purchasing module integrates with Asset Management.

IT SOFTWARE ASSETS

. 7N
N \
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,4 SOFTWARE ITEM\, I\ /
WTH ASSET PROFILE \

7 W N W
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\REQUISITIONI f > PL:)'T}CDHE'BF“SE f P RECEIPT {—)H MANAGEMENT\

/AN AN

/ \ /- asser N\
PLACE ASSET | MANAGEMENT\

IN SERVICE | STAGING TABLE/
\\ / %UDATW

Step Action

1. Asset Management integrates with Purchasing to facilitate the creation of assets as
they are received. This diagram illustrates the process flow for IT Software Assets.
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Step Action

2. The foundation of Purchasing to Asset Management integration is the setup of the
Item used on a requisition and purchase order.

In the diagram, the item has an Asset Profile, which serves as an indicator to trigger
AM integration.

3. The Item is first entered on a requisition, which is then used to create a purchase
order. When the items are received, saving the receipt triggers the Asset
Management Push Process to send the data to the AM module

NOTE: An option on the receipt (i.e., the Interface Receipt checkbox) should be
selected in order to push asset data to the AM module. The receiver should check
this checkbox when receiving all IT Software related assets. This checkbox should
be left unchecked for Magic related items so they are not interfaced to AM.

4, Before an asset is created in earnest, the data will reside in a staging table (the Pre-
AM Interface Table) awaiting verification. This is a safeguard to ensure assets are
properly created. One of the controls that will be enforced at this stage is ensuring
the inclusion of all IT Software assets, and the exclusion of Magic related assets.

Additionally, asset attributes such as acquisition cost, date, description, and vendor
that are brought over from the purchase order and receipt are data elements in need
of verification at this stage.

5. Once assets are verified in the staging table, the Transaction Loader process is run
to create the asset and assign an Asset ID. The assets will then be placed in the "In
Service".

JIS personnel can enter or update asset information manually directly in Asset
Management when needed.
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Step Action

6. This diagram represents the data flow for assets that will be tracked in Magic. The
generation of the Magic Report rests upon Purchasing to AM integration.

Magic related assets include items such as automobiles, buildings, computers,
furniture, land, machinery, and equipment. These items will have an Asset
Profile assigned to them so they show up in the Magic Report, which is generated
based on received items.

The Receiver should not check the Interface Receipt checkbox on the Receipt for
Magic related items, only for IT Software items.

The Magic Report is the basis for data entry in Magic.
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Step

Action

To illustrate the importance of item setup, specifically the "Item to Asset Profile"
relationship, the diagram shows the data flow process for items that do not have an
Asset Profile.

The item is used on a requisition, which is sourced to a purchase order. The item is
received, but since there isn't an Asset Profile on the item, the item will not interface
to Asset Management even if the Interface Receipt checkbox is checked. Only
items that have an Asset Profile that are also received with the Interface Receipt
checkbox checked will be interfaced to AM - both criteria must be met.

You have successfully completed the Understanding AM Integration with other
GEARS Processes topic.

You have reviewed the following processes:
- How GEARS Purchasing integrates with Asset Management
End of Procedure.
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Lesson 2: Creating Assets through Purchasing to AM Integration
Lesson Overview

Asset Management integrates with the Purchasing module to receive asset information and create
an asset profile. In this lesson, you will learn how this integration process works to create assets
for IT Software.

Lesson Objectives
After completing this lesson you will be able to:

o Create a receipt for an asset
e View asset information that has been loaded to the Pre-AM interface staging table
o Load asset information from the Pre-AM staging table to Asset Management

2.1 Creating a Receipt for an Asset

When assets are received, you must enter the related receiving information into the Purchasing
module within the Receiving component. IT Software asset information is managed within
GEARS, and therefore needs to be recorded in the Asset Management module. The Asset
Management Push Process allows asset data entered on the receipt to be loaded into the Pre-AM
staging table so that it can be reviewed prior to the creation of the IT software asset in Asset
Management.

There is no interface between GEARS and Magic. When the Interface Receipt box is checked, a
notification is sent to Magic indicating that the item is ready to be manually added to the Magic
system.

The Interface Receipt checkbox on the receipt must be selected for all IT Software assets. This
option indicates that asset data on the receipt should be loaded to the staging table. This checkbox
should be left unchecked for Magic related items so they are not interfaced to AM.

This topic outlines the steps needed to create a Purchasing Receipt for both IT and non-IT
Software asset categories and how to send asset information for IT software assets to Asset
Management.

After completing this topic, you will be able to:

e Create a receipt for an asset

Procedure

In this topic, you will learn how to create a receipt for an IT Software asset.
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Step Action

1. Begin by navigating to the Select Purchase Order page.

Click the Main Menu button.

2. Click the Purchasing menu.

| 3 Purchasing * |
3. Click the Receipts menu.

| 1 Receipts *|
4, Click the Add/Update Receipts menu.

| [=] Add/Update Receipts |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Purchasing > Receipts > Add/Update Receipts
ENew Window 2 Help B hitp

Receiving

Find an Existing Value

Business Unit:  [MDJUD @
Receipt Number:[NEXT

PO Receipt

®100% -

Step Action

5. The Receiving - Add a New Value page displays.
Use this page to create a new receipt number. Make sure the PO Receipt checkbox
is checked.
6. Click the Add button.
Add
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Favorites . Main Menu > Purchasng » Receipts > Add/Update Recepts e s T A L
? Help
Select Purchase Order
Search Criteria
PO Unit: MDJUD @ Days +/- Today: 30
0 @ start Date: 10/21/2012 &
Line i Schedule: o Endpate [12r202012 3
Release: [ Vendor Hame: [ Y vendor Lookup
Item 1D: T Vendor Item ID: [ -
Ship To: [ T Manufacturer 1D: [ a
Ship Via: [ & Manufacturer's ltem ID: [ Q
[ Retrieve Open PO Schedules
—
' No Order Qty @ Ordersd Qty PO Remaining Qty
OK | Cancel | Refresh
Step Action
7. The Select Purchase Order page displays.
Use this page to enter criteria and search for the purchase order. You can provide as
much or as little selection criteria as you want. Supplying more search criteria will
reduce the number of rows returned by the search.
8. Click the ID Look Up button.
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Look UpID

PO Business Unit: MDJUD

Order ID: begins with =] |

| LookUp | (oD A BasicLooiup

Search Results

First [q] 119019 [3] Lmi

Purchase Order Reference PO Status Buyer

AOC OFFICE SUPPLY - FY2013  Dispatched APFEIFER
E1 testel Dispatched KMOORE
0000000018 (blank) Dispatched KJONES
0000000016 (blank) Dispatched neil.shahi
0000000015 Acctg Dav Supolies - DC HQ Dispatched APFEIFER
0000000014 AOC OFFICE SUPPLY - FY2013  |Dispatched APFEIFER
0000000013 Accounting Day Sample Dispatched APFEIFER
0000000012 AOC SAMPLE XP PO Dispatched KJONES
0000000011 AOC TEST PO Dispatched APFEIFER

0000000010 Printers Dispatched APFEIFER
0000000008 Courier Senice Dispatched APFEIFER
0000000008 (blank) Dispatched james.robers
0000000007 DC HQ Supplies - Printers Dispatched APFEIFER
0000000006 Courier Svc - Form Delivery Dispatched APFEIFER
0000000005 Accounting Day Supplies (2012) |Dispaiched APFEIFER
0000000004 Online Src From Reg 0000000015|Dispaiched|james roberts
0000000003 AOC OFFICE SUPPLY - FY2013 | Dispaiched APFEIFER
0000000002 SAMPLE PURCHASE FY-2013 Dispatched APFEIFER

1 From Req ID - 0000000012 Di PFEIFER

GEARS

General Enterprise And Resource Support

Step

Action

The Look Up ID window displays.

Use this page to search or select the specific Order ID.

10.

Click the Order ID field and enter the desired information.

11.

Click the Search button.
| Search |

12.

Click the Sel option checkbox for the PO ID line(s) you wish to receive against.

13.

Click the OK button.
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ORrRACLE
Home | Workist | MutiChannel Console | Add to Favorites |
Favorites ~ Main Menu > Purchasng » Receipts > Add/Update Receipts

Maintain Receipts

Sign out

? Help

Receiving
Business Unit: MDJUD Receipt Status: Open b
Receipt ID: NEXT A0 Header Comments Adtivities

Header Details

Close Short All Lines Print Delivery Report

More Detais | Links and Status | fem / Mfg Data ' Optionallnput | Source Information

Run PO Receipt Accrual

Personalize | Find | i< 41| B |

Line Item Description Receipt Gty ’J:;"Ij" Receipt Price AW;:’; Status i‘:’:j Serial DTE";"?: i‘:;’,;" AM Status Device 1)

1 ) IT Software 1.0000 B2 [EA |@ 1000.00000 1.0000 Open | r I [Esa |Q Pending Device
™ Interface Receipt I~ Run Close Short Interface Asset Information

1@ Save | [ Wotify | |4 Refresh Ex Ad

Step Action

14. The Maintain Receipts - Receiving page displays.
Use this page to enter receipt information.

15. Click the Interface Receipt option if not already selected.
NOTE: This option should only be selected when receiving an IT Software related
asset. This checkbox should be left unchecked for Magic related items so they are
not interfaced to Asset Management.
| Interface Receipf

16. Click the Save button.

17. A message displays to confirm that the receipt was saved and the push process has

Click the OK button.

been initiated to send the receipt information to the Pre-AM staging table.
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ORrRACLE

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts

Maintain Receipts

Home | Workist | MutiChannel Console | Add to Favorites |

Enewwindow 2 Help [ Personalize Page B htto

o

QQGEARS

General Enterprise And Resource Support

Sign out

Receiving
Business Unit: MDJUD Receipt Status: Fully Received Ix
I Receipt ID: 0000000010 I Add Header Comments Activities

Header Details

Document Status

Close ShortAll Lings

Print DeliveryReport

Run PO ReceiptAccrual

Personalize | Find | i< 1| B |

Links and Stafus | flem /Mg Data ' Optional lnput " Source Information
Line Item Description Receipt Qty RECV g ceipt Price AceRRt giatus Close g0 ral Device  Stock |4y ciatus |Device Traci
uom aty Short Track  UOM
1 B IT Software 1.0000 =3 1000.00000 1.0000 Received | = F EA Pending  [Device Trac
[¥ Interface Receipt I~ Run Close Short Interface Asset Information
[5] zave | [[Z] Notify | |#} Refresh B Ac
[Ok (Enter)

Step Action

18. Note that the Receipt Status displays "Fully Received™ and the AM Status is
"Pending".
A Receipt ID has been assigned.

19. The Receipt Status and the AM Status will change to "Moved to Destination™ once
the receipt data has been transmitted to the Pre-AM staging table.

20.

You have learned to:
- Create a receipt for an asset
End of Procedure.

You have successfully completed the Create Receipt for an Asset topic.

2.2 Viewing Data in the Pre-Am Staging Table
After completing this topic, you will be able to:

Procedure

Review asset information loaded to the Pre-AM Interface staging table

In this topic, you will review a receipt that was created for an IT software asset and has been
moved to the Pre-AM interface staging table. You will also review the asset information

transferred from the receipt in the Pre-AM interface staging table.
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Favorites = Main Menu
Search Menu:

I ®

3 Maryland Judiciary

3 Employee Seff-Service
3 Manager Self-Service
3 supplier Contracts

3 Customers

3 Products

&3 Catalog Management:
3 Promations

3 Customer Contracts
3 Order Management
{3 Pricing Configuration
3 Customer Retums

0 Irems

{3 Cost Accounting

3 Vendors

3 Procurement Contracts
3 purchasing

&3 Inventory

3 eProcurement

3 Services Procurement
3 sourcing

3 Engineering

3 Manufacturing Definitions
3 Production Control

{3 Configuration Modeler
(3 Product Configurations
& Qualty

{3 Inventory Policy Planning
3 Supply Planning

0 Grants

{3 Program Management

P v v v e v v v v v v r v rv vy v vy oevveowovowwowowov v d

Home | Workist | MutiChannelConsole | AddtoFavorites |  Signout

Training Guide
AM210 Managing Assets in GEARS

Personalize Content | Lavout

I

Step

Action

Click the Purchasing menu.

Begin by navigating to the Receiving search page.

| 3 Purchasing

Click the Receipts menu.

| [ Receipts

Click the Add/Update Receipts menu.

| ] Add/Update Receipts
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites Main Menu > Purchasng » Receipts > Add/Update Recepts
EMew Window B hitp

Receiving

Find an Existing Value Add aNew Value

Business Unit:  [MDJUD @

Receipt Number:[NEXT
PO Receipt
Add

Find an Existing Value | Add a New Value

Step Action

4, The Receiving - Add a New Value page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts
Enew window B hitp

Receiving

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
Business Unit: = - MDJUD Q

Receipt Number:  begins with = [

Bill of Lading: pegins with ~ |

PO Business Unit: begins with ~ | Q
ftem ID: begins with | Q
PO Number: begins with + [ Q
Ship To Location:  begins with - | Q
Shipment Number: begins with ~ |

Vendor ID: begins with + [ Q
Received Date: = - )
Receipt Status: = - -
User ID: begins with + [ Q
[case sensitive

Search || Clear |gasic Search [E) Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

5. The Receiving search page displays.
Enter search criteria to find the IT software asset receipt.

Enter the receipt number into the Receipt Number field, if known.

6. HINT: If you don't know the receipt humber, you can narrow your search results
using the Receipt Status search field.

Select "Moved" to search for receipts that are ready to be sent to Asset Management.

7. Click the Search button.

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts
&NewWindow 7 Help [& Personalize Page &, hip

Maintain Receipts

Receiving

Business Unit: MDJUD Receipt Status: Wovedto *®
Destination
Receipt ID: 0000000010 Add Header Comments Activities
Header Defails Document Status
» Header
Select Purchase Order Close Short All Lines Print Delivery Report Run PO Recaipt Accru
Receipt Lines Personalize | Find | View Al
More Detals [ Links gnd Status |[ ftem / Mg Data " Optional input | Source Information
*Recv Accept Close Device Stock  AM Devi
Line item Description Receipt Qty i Receipt Price aty Status Category short | Seral s o Statuz Tre
- Devi
1 = IT Software [1.0000 By [EA '@ 100000000  1.0000Received PRINTERS [T ] C [Ea @ Mowed |74
I™ Interface Receipt I” Run Close Short Interface Asset Information

) seve| & RetumitoSearch | [+2] Previousin List | [¥E] Nextinlist | (] Notty | (4 Refresh

Step Action

8. The Maintain Receipts - Receiving page displays.

Verify that the Receipt Status is "Moved to Destination".

9. Verify that the AM Status on each receipt line is "Moved".
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Step Action

10. These statuses indicate that receipt information is moved to the Pre-AM staging
table.

NOTE: Receipt information is moved to the Pre-AM staging tables when the
Interface Receipt checkbox is selected during receipt entry and the receipt is
saved. The receiving process for assets is covered in detail in the PO240 Receiving
in GEARS course.

11. Navigate to the Load Preview - Pre-AM to view the information that was sent to
the staging table.

Click the Interface Asset Information link in the bottom right corner of the
Receiving page.
[nterface Asset Information]

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites - Main Menu > Asset Management > Send/Receive Information > Preview AP/PO Information
& New Window ? Help &, http
Load Preview - Pre-AM
Enter any information you have and click Search. Leave fields blank for a list of all values,
&
Pre.nterface ID: > aQ
Prenterface Line Number:| = ~
AM Business Unit: == Q
PO Business Unit: - Q
Receiving Business Unit: [= = aQ
AP Business Unit: ~ Q
System Source: | =1
Load Status: = | =l
Asset Profile ID: begins with = Q
PO Number: begins with =
Receipt Humber: begins with =]
Voucher ID: begins with =
Search Clear  |Basic Search Save Search Criteria
Step Action
12. The Load Preview - Pre-AM search page displays.

NOTE: You can also navigate directly to the Load Preview - Pre-AM search page
using the following menu navigation:
Asset Management > Send/Receive Information > Preview PO/AP Information

13. Enter search criteria to narrow your search results. You can enter asset profile ID,

system source or specify the purchase order or receipt to narrow the results
retrieved.
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Step Action

14. Click the Search button.
15. Data rows loaded in the Pre-AM staging table display that match the criteria entered.

Click the row containing the receipt that was loaded.

0000000010

ORACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Asset Management > Send/Receive Information > Preview AP/PO Information
@ NewWindow ? Help [& Personalize Page ,Sintip *
) Pre-AM Physical
Pre-interface ID: Line: 1
K qorg

Business Unit: MDJUD Date/Time: 1142012012 5:40:25PM =
Asset ID: NEXT Load Status: Loaded T
AP Unit: Interface ID: 10000007 jne; 1
Voucher/Ln: Dist: Cost: 1,000.00
Vendor ID: 00000123 Base Cost: 1,000.00
Invoice: Date: Quantity: 1.0000
System Source: PO Online Entry Panel Sales Tax:
Trans Date: 11/20/2012  Currency: usD Base Sales Tax Amount:
Accounting Date: 11/20/2012  Base Currency: usD Use Tax:
Cost Type: Use Tax Amt Base Curr:
Batch Agency: cs0 Freight:
Program Cost 50211 Base Freight Amount: =
Account: Misc Charge Amount:
Fund: 0001 Base Misc. Amount:

VAT Amount:
Program Code: 8021

Total VAT Base Amount:
Appropriation Number: AD0010 Merchandise Amt: 1,000.00

Merch Amt Base: 1.000.00
Approp Year: AY2012
Department:
PC Business Unit:
Project:
Activity:
Source Type:
Category:
Subcategory: i
e e foassenee Fowsesee) (e e

The Pre-AM Financial page displays the acquisition information from the source
transaction - in this case, the purchase order.

Review the acquisition including the vendor, total amount of transaction, and
Chartfields recorded for the transaction.

17. The Asset ID field displays "NEXT" indicating that once the asset is created the
system generates the next sequential Asset ID.

18. If loading Purchasing receipt data in batch, there may be several rows of data for
each receipt loaded to the staging table for the Pre-Interface ID.

Use the View All link or the navigation arrow buttons in the top right corner of the
Asset Information section to view the rows on the Pre-AM Financial page. This
is true for the Pre-AM Physical page as well.
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Step Action

19. Click the Pre-AM Physical tab.

| Pre-AM Physical |

ORACLE

Favorites = Main Menu > Asset Management > Send/Receive Information > Preview AP/PO Information

Pre-A Einancial | (R CaGU CEN

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

& New Window ? Help [& Personalize Page [ hiip

B save | & RetumtoSearch  [E] PreviousinList | 4[E| lexiinList | |[=] Motify

Pre-AM Financial | Pre-AM Physical

Pre-Interface ID: 2 Line: 1
sset Informatio Find | View Al First El 4014 I a5t
Business Unit: MDJUD DateiTime: 11/20/2012 5:40:25PM =
Asset ID: NEXT Load Status: Loaded =
PO Unit: MDJUD Interface ID: 10000007] Line; 1
POiLine: 0000000018 1 Sched: 1 System Source: PO Online Entry Panel
BU Recy: MDJUD Trans Date: 11/20/2012
ReceiveriLn: 0000000010 1 Ship Seq: 1 Profile ID: SOFTwARE  Capitalize: N
AP Unit: PC Bus Unit:
Voucher/Ln: Dist: Activity:
Vendor ID: 00000123 An Type:
Invoice: Source Type:
Invoice Date: Category: Subcategory:
Tag: 123456789 Serial ID:
Descr: T Software UPC Code:
Item: VIN:
Custodian: Location: 89
Empl ID:
CAP#: ala Model:

Step Action

20. The Pre-AM Physical page displays.

elements of the asset that will be created.

The information provided on the Pre-AM Physical page is the physical data

The source transactions (e.g., the purchase order and receipt) are provided.

21.

Notice the Load Status displays "Loaded". This indicates that the receipt data is
loaded to the Pre-AM staging table and is ready to be loaded to Asset Management.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Asset Management > Send/Recewve Information > Preview AP/PO Information

0 New Window ? Help [& Personalize Page |2, hiip

Pre-AM Financial I' Pre-All Physica .‘
Pre-Interface ID: 2 Line: 1
\sset Information Find | View Al First K 1014 I Last
Business Unit: MDJUD Date/Time: 11/20/2012 5:40:25PM =
Asset ID: NEXT Load Status: Loaded |
PO Unit: MDJUD Interface ID: 10000007 | jne; 1
POILine: 0000000018 1 Sched: 1 System Source: PO Online Entry Panel
BU Recv: MDJUD Trans Date: 11/20/2012
ReceiveriLn: 0000000010 1 Ship Seq: 1 Profile ID: SOFTWARE  Capitalize: N
AP Unit: PC Bus Unit:
VoucheriLn: Dist: Activity:
Vendor ID: 00000123 An Type:
Invoice: Source Type:
Invoice Date: Category: Subcategory:
Tag: h23456789 Serial ID:
Descr: T Software UPC Code:
Item: VIN:
Custodian: Location: 89
Empl ID:
CAP#: ol Model:

) save | & RetumtoSearcn | [15] PreviousinLst | (5] e it | (5] oty

Pre-AN Financial | Pre-AM Physical
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Step Action

22. Verify that data such as the Tag Number and Profile ID are correct.
Also make sure that the Capitalize fields displays "N" (the asset is a non-capitalized
asset).

23. You have successfully completed the Viewing Data in the Pre-Am Staging Table

topic.

You have learned how to:
- Review asset information loaded to the Pre-AM Interface staging table
End of Procedure.

2.3 Loading an Asset and Place in Service

When a PO receipt for an asset has been created and saved, the receipt data is moved to the Pre-
AM staging table by the Asset Management Push Process. NOTE: The PO receipt must have
the Interface Receipt check box selected in order to load the receipt data to the staging tables.

Run the Transaction Loader process to load the staged data into Asset Management to create an

asset. The asset should have a status of "In Service" after the process creates the asset.

After completing this topic, you will be able to:

Procedure

Run the Transaction Loader process and find the asset
Verify that the status of the asset is "In Service"
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In this topic, you will run the Transaction Loader process in order to load the staged data into
Asset Management. This process will create a profile for the IT software asset and assign it an
asset ID. You will then confirm the asset was created and place it 'In Service'.

Search: 3 Accounts Payable

3 Accounts Receivable
> My Favoril
b Data Expi 3 Alocations
b Employe¢ L) Application Diagnostics
[ Manager (3 Asset Management
I Supplier ¢ 73 gackground Processes

b Custome
b Pamners ) B2k

b Progucts O3 Bing
D Catalogh (3 Cash Management

Db Promatiol 5 Catalog Management

I Custome

I Order Mal

I Pricing & =2 Configuration Modeler

[ Custome (3 Cost Accounting

:;gemtsA £3 Customer Contracts
st Acce

I Vendors L Customer Returns

b Procurer £3 Customers

D Purchasit J Data Expansion Tools

D inventory 5 pes) Management

I eProcurel .

b Senices | 3 Development Utiities

[ Sourcing [ Employee Seff-Service

D Engineeri 3 Engineering

> Manufact N

b Produdio ) Enterprise Components

I Configur= 1 eProcurement

D ProductC (3 eSettlements

E‘Qua“ty 3 Excise and Sales Tax/VAT IND
nventory .

& Supply PI 3 Financal Gateway

I Grants (3 General Ledger

> Program (3 Government Resource Directory

bProjectCl [ grants
b Proposal
b Maintena =1 Inventory

I Resource (3 Inventory Policy Planning
[ Real Estz [ IT Asset Management

b Safing oo
i

3 Commitment Control

f e v v vy v v v e rvrvvew vy vvewvoeovovovov v ow v ¥

ORACLE"
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites = Main Menu
Search Menu: ® Personalize Content | Layout ? Help
Menu

Step Action

1. Begin by navigating to the Transaction Loader page.

Click the Asset Management menu.

| [ Asset Management "l
2. Click the Send/Receive Information menu.

| [ Send/Receive Information F|
3. Click the Load Transactions menu.

| 1 Load Transactions Pl

4, Click the Load Transactions into AM menu.

| [E] Load Transactions into AM
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > Asset Management > Send/Receive Information > Load Transactions > Load Transactions into AM

&0 New Window  ? Help B http
Transaction Loader

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

Search by: Run Control ID begins with |

[~ case Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

Step Action

5. The Transaction Loader search page displays.

You can run the Transaction Loader process by searching for an existing run

control, or if you have not already created a run control, you can add a new run
control.

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites  Main Menu > Asset Management > Send/Receive Information > Load Transactions > Load Transactions into AM

& newwindow 7 Help B http
Transaction Loader

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

Search by: Run Control ID begins with |

I~ Case Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value
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Step Action

6. Add a new run control.

Click the Add a New Value tab.
| Add a New Value |

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Asset Management > Send/Receive Information > Load Transactions > Load Transactions into AM

Enew Window P Help &, hitp

Transaction Loader

Eind an Existing Value ) L ELLACT

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

7. The Transaction Loader - Add a New Value tab displays.

Enter a run control ID into the Run Control ID field, e.g.
"AM_TRANSLOADER."

NOTE: You cannot use spaces in your description.

8. Click the Add button.
Add
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Home | Workist | WufiChannel Console | Addto Favortes |  Sign out
Favorites ~ Main Menu > Asset Management > Send/Receive Information > Load Transactions > Load Transactions into AM

{0 New Window ? Help [& Personalize Page |2, hiip

Load Transactions into AM

Run Control ID: ~ AM_TRANSLOADER Heparlianagel Process Monitor
un Control Parameters
=
*Request ID: 1 Process Frequency: Dont ~ =
Interface ID: 0 To Interface ID: 0
AM Business Unit: @ System Source: [ =l

Find Trans Load ID (optiona
System Source: - Load Type: I =
AM Business Unit: Q Load Status: Pending -

@ Financial Record  Physical Records Search

Interface ID  System Source Load Type Business Load Description Load Status Total ltems in Query
u

5 save [=] Notify Er Add Update/Display
Step Action

9. The Load Transactions into AM page displays.
Use the Load Transactions into AM page to enter the request parameters. These
parameters will be used to define the processing rules and data to be included when
the process runs.

10. In the Run Control Parameters section, identify the assets that you want to load to
Asset Management.
Enter the interface ID into the Interface ID field.

11. Enter the interface ID into the To Interface ID field.

12. Enter "MDJUD" into the AM Business Unit field.

13. Click the Process Frequency list.

14. Click the Once list item.

15. If you want to load multiple transactions as a batch, you can do so using the System
Source field.

16. Click the System Source list.

17. You will be given a list of batch delivery options. If applicable, select the

appropriate list item.
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Step Action

18. Click the Run button.
Run

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Asset Management > Send/Receive Information > Load Transactions > Load Transactions into AM

@ New Window ? Help [ Personalize Page

Saved |

Process Scheduler Request

UserID: VP Run Control ID: 112012KF
server Name: | |SNINENNERIINNN - Run Date: [11/20/2012 [
Recurrence: - Run Time: [5:48:13P1 Resetto Current Date/Time
Time Zone: Q
0
Select Description Process Name Process Type Type *Format
= Transaction Loader AMIF1000 Application Engine  [weo = [TxT =] Distribution
OK Cancel

Step Action

19. The Process Schedule Request page displays.

Use the Process Scheduler Request page to enter or update parameters, such as
server name and process output format.

20. Click the Server Name list.

21. Click the PSNT list item.
[PSNT |

22. Click the OK button.

23. Click the Process Monitor link.
Process Monito
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Home |  Workist | MutiChannel Console | Add to Favorites

Favorites . Main Menu > Asset Management > Send/Receive Information > Load Transactians > Load Transactions info AM
Enewwindow 7 Help [ Personalize Page B nitp =
Server List
user ID[}/P1 Q  Type | = [rast =l [ 10 [Das 5] Refresh
server| =l Hame | @ Instance | to |
Run Slatnslﬁ Distribution Status ,ﬁ 7 save On Refresh
Personalize | Find | View 100 | BV [ 3 Fi=t £ 450 of 143 O L5st
Select Instance Seq. Process Type Process Name  User Run DatefTime Run Status w Details
= 13791 Application Engine AMIF1000 VP 111202012 5:48:13PM PST Queued NIA Details
= |1378s PSJob RECV 02 VP1 11202012 5.40:04PM PST Success  Posted  Deails
13783 PSJob POXHLP VP 11/2012012 5:37:26PM PST Success  Posted  Defails |
= 13782 Application Engine FS_BP VP 11/202012 5:36:15PM PST Success  Posted  Defails
= 13781 Application Engine AMIF1000 VP1 11202012 3:06:14PM PST Success  Posted  Details
13780 Application Engine FS_EF VP 11/2012012 2:49:05PM PST Success  Posted  Defails
E 13774 PSJob RECV 02 VP1 11/202012 2:48:22PM PST Success Posted Details
| iR Ere s PSJob POXILP VP 11/2012012 2:46:00PM PST Success  Posted  Defails
= 13771 Application Engine FS_BP VP1 111202012 2:45:16PM PST Success  Posted  Defails
= 13770 Application Engine FS_BP VP1 11202012 2:44:57PM PST Success  Posted  Deails
13760 Application Engine FS_EF VP 11/2012012 2:42:58PM PST Success  Posted  Defails
= 13788 Application Engine FS_BP VP 111202012 2:41:49PM PST Warning Posted  Details
= 13767 Application Engine FS_BP VP1 11202012 241:15PM PST Success  Posted  Details
13766 Application Engine FS_EF VP 11/2012012 2:41:00PM PST Success  Posted  Defails
= 13758 PSJob POXHLP VP 11/2012012 1:20:00PM PST Success  Posted  Defails
= 13756 PSJob POXHLP VP1 112012012 1:17:50PM PST Success  Posted  Deails
13680 PSJob ARUPDATE  VP1  11/14/2012 3:23.06PM PST Success  Posted  Defails
F 13673 PSJob AOC BCHK  WP1  11/142012 3:13:40PM PST Success  Posted  Deails
ll' 13671 PSJob POXHLP VP 1171412012 3.08:05PM PST Success  Posted  Defails f
« »

Step Action

24. Click the Refresh button until the Run Status is Success and the Distribution Status
is Posted.

25. Once the Run Status reads Success and the Distribution Status is Posted, click
the Asset Management menu.

|A5lset Magagementl

26. Click the Search for an Asset menu.
| [E] Search for an Asset
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Asset Management » Search for an Asset

Enewwindow ? Help [ Personalize Page % hitp

Search for an Asset
~ Asset Search Criteria

Unit: MDUD @ Book: [ a Parent ID: T
Category: [ @ Location: [ a Area ID: T
Asset ID: ’7 Asset Status: ,m
Tag Number: Profile ID: Q Group ID: Q
Serial ID:
crrrrreres Additional Search Criteria Chartfield Search Criteria

PO Unit: [ @ Receiptunit (<Y AP Unit: [ e PC Bus Unit: [
PO No: [ Receipt No: [ Voucher: [ Project ID: [
[ Retrieve
™ Cost ™ Acg ™ Location ™ Non Capital Asset ™ custodian I Lease Hint
[=] Notify

Step Action

217. The Search for an Asset page displays.

28. Click the Asset Status list.
|In Senice j|

29. Click the Received (Not in Service) list item.
[Received (Mot in Service) |

30. Click the Search button.

31. Click the option for the asset created by the Load process - it is identifiable in this
list by Description and Tag Number.
| ¢ MDJuD 000000000005 |

32. Click the Drill-Down To menu.
I—Seleu:t Component — ﬂl

33. Click the Asset Basic Information list item.
[4sset Basic Information |

34. Click the GO! button.
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites = Main Menu > Asset Management > Asset Transactions > Owned Assets »> Basic Add
Enewwingow 7 Help [ Personalize Page & nip

General Information @] Assel A Defail "/ Location/Ct I icense/Custodian [ Asset St Data
Unit: MDJUD  AssetID: 000000000005 [T Software Tag: 123456789 Received

Asset Information

Description: |T software Short Desc: IT Sofwar L

CAP#: Q Seqi Q

[¥ Taggable Asset Tag Number: 123456789

Asset Class: Q Auction Status:

Asset Type: T Software - Region Code: [ la
Asset Subtype: Q I Capitalized Asset

*Asset Status: Received (Mot in Service) = 7 Hew Asset

Acquisition Date: 11/20/2012 [ I™ Available For Use

Placement Date: 111202012 B I” In Pysical Use

l—_l ™ Composite Asset

Collateral Asset: - Composite Asset I: —Y
“Acquisition Code: Purchased -

FERC Code: Q

Financing Code: Q

Fair Value: 0.000 Appraisal Date:

Replacement Cost: Last Update: H

Index Name: Q

Sublndex Name: [ Q

Parent/Child: Nane - Parent ID: Qg

Profile ID: SOFTWARE Q

Book Page SetRand D Info Aftachments (0)

Eair Value Details

a »

Step Action

35. Click the Asset Status list.
|Receiued (Mot in Sernvice) j|

36. Click the In Service list item.
[In Bemvice |

37. Click the Asset Acquisition Detail tab.
| Asset Acquisition Detail |
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites  Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add

Enewwindow ? Help [ Personalize Page % ntp
i ]

General Information OperationiMaintenance Asset Acquisition Detail Location/C M nse/Custodian

Unit; MDJUD  Asset ID: 000000000005 _IT Software Tag: 123456789 In Senice
Description: [iT Seftware =i
System Source: [P0 Online Entry Panel =l
Incentive ID: [

Quantity: [ 1.0000 Base Currency: usD Interfaces Info...

Amount: [ 1,000.00 Currency: [0S0 category: [
Sales Tax: [ 0.00 Cost Type: [
Use Tax: [ 0.00 Detail Chartiel

Freight: [ 0.00

Mise Charge: [ 0.00

Total Amount: $1,000.00 F%

“Capitalize: [Mever Capitalize =l

~ Hon Capitalization Information
Profile ID: SOFTWARE (@, Default Book: FINANCIALS Trans Date: 1112012012 £

Rate Type: CRRNT [¢Qll Letf to Non Capitalize Acctg Date: 1112012012 [

Quantity: 1.0000 Trans Code: -

Non-Capitalize Amount: 1000.00 USD
B save Q. Retumn to Search Eb Add | | 2] UpdsicDispiay | ] include History | | Correct History
General ion | Operation/iaii | Asset Detail | Location/C: | icense/Custodian | Asset Dsta

Step

Action

38.

Click the Save button.

39.

Note the asset now has a status of In Service.

40.

You have successfully completed Loading an Asset and Place In Service.

You have learned how to:
- Load an asset and place it "In Service"

End of Procedure.
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Lesson 3: Creating an IT Software Asset Online

Lesson Overview

Generally, IT Software assets are loaded to Asset Management using the Transaction Loader
interface, which retrieves asset information from Purchasing and/or Payables. However, you may
need to add an asset manually using the Basic Add function.

Lesson Objectives
After completing this lesson, you will be able to:

e Create an IT Software asset using the Basic Add pages.

3.1 Creating an IT Software Asset Online

In this topic, you will learn how to create an IT Software asset directly in Asset Management
using the Basic Add component. The Basic Add pages allow you to enter and update asset
information manually in Asset Management. Basic Add can be used as needed. You may
consider using it to update information about the asset that was not captured during receipt or
voucher entry or when you want to add expense information about the assets for which vouchers
(invoices) have not been entered in Payables.

After completing this topic, you will be able to:
e Manually add / update asset information in Asset Management
Procedure
In this topic, you will add an IT Software asset manually using the Basic Add component.

ORACLE"

Favorites  Main Menu

Home | Workist | MukiChannel Console | AddtoFavortes |  Signout

Personalize Content | Lavout ? Help

[Menu =X

Search:
®

I My Favorites

I> Data Expansion Tools
I Employee Self-Service
> Manager Self-Service

I> Supplier Contracts

> Customers

> Partners

> Products

I Catalog Management

[> Promotions

[> Customer Contracts

> Order Management

I> Pricing Configuration

[> Customer Returns

[ ltems

I Cost Accounting

[> Vendors

[> Procurement Contracts
I Purchasing

b Inventory

[> eProcurement

[> Senvices Procurement
I Sourcing

I Engineering

[> Manufacturing Definitions
[ Praduction Control

[ Configuration Modeler
[ Praduct Configurations:
b Quality

[ Inventory Policy Planning
[ Supply Planning

I Grants

I Program Management
[ Project Costing

I Propesal Management
I Maintenance Management
I Resource Management
I Real Estate Management
[> Staffing

I) Traval and Evnanzas hd
4 >
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Step Action

1. Begin by navigating to the Asset Basic Information page.

Click the Main Menu button.

2. Click the Menu not sorted - click to sort in ascending order button.
=]
3. Click the Asset Management menu.
| [ Asset Management "’|
4, Click the Asset Transactions menu item.
| [J Asset Transactions r |
5. Click the Owned Assets menu.
| 1 Owned Assets P|
6. Click the Basic Add menu.

| B Basic Add |

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add
& New Window ? Help B hitp
Asset Basic Information

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

[ FindonEnsing valve JEXTENEINETE

~ Search Criteria

Business Unit: - = MDJUD Q

Asset ldentification: [begins with = |

Tag Number: begins with [=] |

ParentID: begins with =] | Q
Description: vegins with =] |

Asset Type: = = =l
Asset Subtype: begins with [=] | Q

™ Include History I~ Correct History [ Case Sensitive

Search || Clear |gasic Search [ Save Search Criteria

Fing an Existing Value | Add a New Value

Step Action

7. The Asset Basic Information Search page displays.

The Asset Basic Information page allows you to search for or create a basic asset.

Click the Add a New Value tab.
| Add a New Value |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add

I NewWindow 7 Help B nip
Asset Basic Information

Find an Existing Value Mdauewvdue

Business Unit: MDJUD Q@
Asset Identification: NEXT

Add

Find an Existing Value | Add a New Value

Step Action

The Business Unit field should self-populate with MDJUD. If not, please do so.

Enter the desired information into the Asset ID field. Enter "NEXT".

9. Click the A_dd button.
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ORrRACLE
Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > Asset Management > Asset Transactions » Owned Assets » Basic Add
{0 New Window ? Help [& Personalize Page |5, hiip =]
fo] Asset Acqui Detail " LocationiCi M: icense/Custodian [ Asset Supplemental Data

Unit: MDJUD  AssetiD: NEXT Tag: In Service
Asset Information
Description: Short Desc: ]
CAP#: Q. seq#: Q

[~ Taggable Asset Tag Number:
Asset Class: Q Auction Status:
Asset Type: = Region Code: Q
Asset Subtype: Q I~ Capitalized Asset
“Asset Status: In Senice - [ New Asset
Acquisition Date: 111912012 1] I~ Available For Use
Placement Date: 111912012 I In Physical Use

lﬁ ™ composite Asset
Collateral Asset: = Composite Asset ID: Q
*Acquisition Code: Purchased v
FERC Code: Q
Financing Code: Q
Fair Value: 000 USD Appraisal Date:
Replacement Cost: Last Update: [
Index Name: Q
Subindex Name: [ Q
Parent/Child: None s Parent ID: S|
Profile ID: Q
Book Page SetR and D Info. Aftachments (0}
& save Ev Add| | 5] UpdateDisplay ) Include History | | 5 Correct Histor, |

< | »

Step Action

10. The General Information page displays

Use the General Information page to add new asset information.

11. Enter the desired information into the Description field. Enter "IT Software Asset".

12. Enter the desired information into the Short Desc field. Enter "IT Soft".

13. Click the Taggable Asset option.
||_ Taggable AssetI

14. Enter the desired information into the Tag Number field. Enter "1234",

15. Click the Look up Asset Class (Alt+5) button.

=
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Step Action
16. Click the SOFTWARE link.
SOFTWAR
17. Click the Asset Type drop down menu.
18. Click the IT Software list item.
19. Click the Look up Asset Subtype (Alt+5) button.
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Look Up Asset Subtype

SetiD: SHARE
Asset Type: IT Software

Asset Subtype: | begins with i
Short it begins with i

Look Up Clear Cancel |Basic Lookup

Search Results

\Asset Subtype Short Description Description |
BPPLICATION APPL  Applicaions |
©5 05  [Opersiing System

o

o

GEARS

General Enterprise And Resource Support

Step Action

20. Click the APPLICATION link.
21. Click the Profile ID Look up button.

Look Up Profile ID

SetiD: SHARE
Asset Profile 1D: [ begins with i‘

[ LookUp || Glear [ Cancel gasic oo

Search Results

Capitalized
Asset
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Step Action

22. Click the Software link.
Software

23. Click the Operation/Maintenance tab.
| Operation/Maintenance |

Home | Workist | MulichannelConsole | AddtoFavortes |  Sign out
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add
ENew Window 7 Help [ Personalize Page B, hip
Asset Acquisiiion Detail | LocaiionC: icense/Cusiodian | Asset Supplemental Data
Unit: MDJUD  AssetID: NEXT Tag: 1234 In Service
Asset Type: IT Software I™ Clustered Asset Serial ID: [
Asset subtype: APPLICATION Mfg ID: [ Q
Component of: [ lam=m Model: [ aQ
Version: ‘
More Manufacturer Info
I™ Schedulable Charge Back [Deaur =] I™ Repairable Repair Status: - |
I~ Allow Overbooking Parts List: e
I~ Use As Tool I~ offiine
Criticality: e
I~ Hazardous Asset Hazardous Code Infa 1P Address:
I~ Non-Owned Asset CPU:
I™ Replacement Asset Asset ID: [ < =
I~ Assetis Available Contact: [
I~ Linear Asset Phone #: [
B save E+ Add Update/Display | | /£ Include History | | E# Correct History
General 10 | Asset Detail | Location/C: | nse/Custodian | Asset Data
< »

Step Action

24, The Operation/Maintenance page displays.

The Operation/Maintenance page allows you to enter specific details about the
asset's make or use.

25. You will be primarily using the Manufacturer Information section of this tab.

26. Click the Look up Mfg ID (Alt+5) button.
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AL = £}
CABLESANDMORE  Cables and More
CARRIER Carrier Corporation
CATERPILLAR Caterpillar
CISCO Cisco
COMPAQ Compagq
COMPUTER Computer Manufacturer
DELLCOMP Dell Computer Corporation
ECBICYCLE East CoastBicycle
ELECWFG Electronic Manufacturer
EMACHINES eMachines

Food Processor

Ford Motor Company

Eram

Goodyear
GREENHECK Greenheck

[E]

KENSINGTON Kensington

KINGSTON Kingston

LIEBERT Liebert

LOGITECH Loaitech

MACROMEDIA Macromedia, Inc

MAXTOR Maxtor

MERCURYIA Mercury A

MICRON Micron

MICROSOFT Microsoft Corp

ORACLE

OTHER

PATTERSON KELLEY Patterson Kelley

PKWARE PKWARE  Inc.

POLARMATE Polarmate

PUROLATOR Purolator

SAUCE Tomato Sauce

sal Silicon Graphics, Inc

SWALLCIIP Small Component Manufacturer
E Software Manufacturer

S|

SYMANTEC SYMANTEC

SYSTEMMAN System Manufacturer
SYSTEMSOFT Systemsoft, Inc.
SYSTEMTOOLS Systemtools, Inc.
TOSHIBA TOSHIBA CORPORATION

Step Action

27. Click the ORACLE link.

28. Enter the desired information into the Version field. Enter "9.1".

29. Click the Asset Acquisition Detail tab.
| Asset Acquisition Detail |

Page 36



%¥*GEARS

General Enterprise And Resource Support

Training Guide
AM210 Managing Assets in GEARS

OrRACLE "
Favn_rrtes Maln_Menu > AssetMagagement > AssetTm_n;l(tmns > Dwnelﬁ_ﬁssets » Bas\(Ad e
) ‘ B New Window ? Help [& Personalize Page &, htip
| ==
System Source: | ﬂ
Incentive ID: ‘
Quantity: [ 1.0000 Base Currency: usD Interfaces Info
Amount: [ 0.00 Currency: Usbla  category: [l
sales Tax: [ 0.00 Cost Type: [ a
Use Tax: [ 0.00 Acquisition Detail Chartiields
Freight: [ 0.00
Misc Charge: [ 0.00
Total Amount: $0.00 FE"
*Capitalize: [Never Capitalize =
B save B Add Update/isplay | £] include History | Boﬂrmmhsmry_
General 10 | Asset Acquisition Detail | Location/C es | icense/Custodian | Asset Data
Step Action
30. The Asset Acquisition Details page displays.
Use the Asset Acquisition Details page to specify how the asset was acquired. This
page also helps you specify the cost and acquisition details of the components that
make up an asset.
31. Click the System Source list.
32. Click the AM Online Entry Page list item.
[4M Online Entry Page |
33. Enter the desired information into the Amount field. Enter "1000".
34. Click the Location/Comments/Attributes tab.
|anatinmcnmments:‘.&ttributes |
35. The Location/Comments/Attributes page displays.
Use the Location/Comments/Attributes page to enter location information,
comments, and physical attributes for an asset.
36. Click the Location Look up button.
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Look Up Location

SetiD: SHARE
Location Code:[ begins with [=] |

Description: begmswumi\
| LookUp | Clear | Cancel Basiclookup

Search Results
ew 100 First [] 1540154 [3]

l

Location Code Description
K CIRCUIT COURT/ANNE ARUNDEL
CIRCUIT COURT/BALTIMORE COUNTY.
CIRCUIT COURT/CALVERT COUNTY
CIRCUIT COURT/CAROLINE COUNTY
CIRCUIT COURT/CARROLL COUNTY
CIRCUIT COURTI/CECIL COUNTY
CIRCUIT COURT/CHARLES COUNTY
CIRCUIT COURT/DORCHESTER COUNT
CIRCUIT CTVALLEGANY COUNTY
CIRCUIT CT\ FREDERICK COUNTY
CIRCUIT CT\ GARRETT COUNTY
CIRCUIT CT\HARFORD COUNTY
CIRCUIT CT\ HOWARD COUNTY.
CIRCUIT CT\KENT COUNTY
CIRCUIT CT\MONTG COUNTY
CIRCUIT CT\PRINCE G COUNTY
CIRCUIT COURT/QUEEN ANNE'S CTY
CIRCUIT COURT/ST MARY'S CNTY
CIRCUIT COURT/SOMERSET COUNTY
CIRCUIT COURT/TALBOT COUNTY.
CIRCUIT COURT/WASHINGTON CNTY
CIRCUIT COURTWICOMICO COUNTY
CIRCUIT COURT/WORCESTER COUNTY
CIRCUIT COURT/BAL TIMORE CITY

COURT OF M| ELL

22
03
04
05
06
o7
08
]
i

10
K]
12
13
14
15
18
i
a8
1
20
21
22
23
24
4L
G

2

Step Action

37. Click the 02 link.

38. Click the Expand section button for the Detailed Description section.

39. Enter the desired information into the Long Description field. Enter a valid value,
e.g. "PeopleSoft".

40. Click the Expand section button for the Image section.

41. Click the Add Image button.

(]
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File Attachment

Step Action

42, Here you can upload an image of the asset if desired. Click the Cancel button to

continue without uploading.

43, Click the Manufacture/License/Custodian link.

|I'-.-'I anufacture/License/Custo dian|

Home |
Favorites ~ Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

Workist | MuttiChannelConsole | AddtoFavortes | Signout

~ Manufacturer Information

senalin: [

Manufacturer ID: [oracLe la

Manufacturer Name: [oracLE ]

Hodet: [ —

Product Version: Production Date: [ [ci]
Plant: [ comaee \ \
vin: 7 s [ e

~ Custodian Information

Effective Date: 111912012 [H Effective [a
Custodian: [ ]
Empl 1D [ a
Status: Mot Authorized Date:
Hame: —

* License Information

Find | 101

FE

I~ This Asset is Offsite

[

Chartfields

Program Cost Account: [ e
Fund Code: [ (3
Program: [ a
Appropriation Number: [ (3
Appropriation Year: [ (<Y
Batch Agency: [ aQ
Department: [ Q
Project: [ a
= | ) oo Hstory 2
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Step Action

44, The Manufacture/License/Custodian page displays.

Use the Manufacture/License/Custodian page to enter custodial information,
maintain license information, and keep track of information about and from the
manufacturer.

45, Click the Expand section button for the License Information section to enter any

license related information about the software asset.

46. Enter any applicable information in the Custodian field as needed.

47, Move the scrollbar downward.

48. Click the_ Save button.

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

EINewWindow ? Help [ Personalize Page

“Capitalize:

General Operation Location/C [T icense/Custodian
unit: MDJUD  AssetID: 000000000001 Tag: 1234 In Senice

Acquisition Details Find | view Al First Kl 1.0f1 O Last
Descrpto: [ EIE
System Source: [an online Entry Page |

Incentive ID: [
Quantity: [ 1.0000 Base Currency: usp Interfaces Info

Amount: [ 1,000.00 Currency: UsDl®  category: [ la
Sales Tax: [ 0.00 Cost Type: [ a
Use Tax: [ 0.00 ition Detail Chartfield:
Freight: [ 0.00
Wisc Charge: [ 0.00

Total Amount: $1,000.00 %

~ Non Capitalization Information

1192012 [

Trans Date:

Profile ID: [SOFTWARE |Q,  Default Book: FINANCIALS
Rate Type: [ecrRNT @y Acctg Date: [fmee0iz
Quantity: 1.0000 Trans Code: —
Non-Capitalize Amount: 1000.00  USD
B save Er Add Update/isplay |4 include History | | [B# Correct History
General 1o | Asset Acq Detail | Location/C: | nse/Custodian | Asset Data

Saved |

Step

Action

49. Note the Asset ID generated by the system upon Saving, and the temporary popup

message that says "Saved" in the upper right hand corner.
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Step Action

50. You have successfully completed Creating IT Software Asset Online.

You have learned how to:
- Create an IT software asset.
End of Procedure.
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Lesson 4: Running the Magic Report

Lesson Overview

The AOC Magic Report is a query that captures information entered during purchase order and
receipt entry in the GEARS Purchasing application. NOTE: Only information entered during
purchase order and receipt entry will be displayed on the Magic Report.

The Magic Report should be run after a receipt for a non-IT Software asset has been created or
after a receipt has been updated or cancelled in Purchasing. For example, if a non-I1T software
asset was returned and not replaced, the associated receipt should be updated to reflect the
returned quantity(ies) and the Magic Report should be generated and provided to the appropriate
personnel so that this information is updated in Magic.

NOTE: Changes made to a purchase order containing non-IT software asset lines may prompt an
update to the associated receipt(s). In this case, the Magic Report should be run to capture updates
to both the purchase order and the associated receipt(s).

The Magic Report is generated using the Query Viewer. Run the ' AOC_MAGIC_REPORT
query to retrieve non-IT Software asset information entered in GEARS.

Lesson Objectives
After completing this lesson, you will be able to:

o Generate the AOC Magic Report

4.1 Running the Magic Report

Run the Magic Report query after a receipt has been created, updated or cancelled in the GEARS
Purchasing application.

After completing this topic, you will be able to:
e Generate the AOC Magic Report
Procedure

In this topic, you will run the Magic report for a non-IT software asset for which a receipt has
been created in the Purchasing application.
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ORACLE

Favorites = Main Menu
Search Menu:

a *
Banking

Cash Management

Deal Management

Risk Management

Financial Gateway

VAT and Intrastat

Excise and Sales Tax/VAT IND
Commitment Control

General Ledger

Allocations

Statutory Reports

5CM Integrations

Set Up Financials/Supply Chain
Enterprise Components
Government Resource Directory
Background Processes
Worklist

Application Diagnostics

Tree Manager

Reporting Tools

PeopleTook

Development Utilities

[E) Tax Center

[5] Treasury Dashboards

[E] Treasury Management Center
[E] Treasury Processing Center
[E Treasury Definttions Center
[El usage Monitoring

[E] change My Password

[E my Personalzations

[E My System Profile

[E My Dictionary

[E My Feeds

rrorooprorooroorrooorororororoc

Training Guide
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Home | Workist | MutichannelConsole | AddtoFavorites |  Signout

Personalize Content | Lavout

I

Step

Action

Click the Reporting Tools menu.

Begin by navigating to the Query Viewer search page.

| 3 Reporting Tools "l
2. Click the Query menu.
| 03 Query |

Click the Query Viewer menu.

| [=] Query Viewer
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Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favortes = Main Menu » Reporting Tools > Query > Query Viewer

Query Viewer

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

“Search By queryname

¥ begins with
Search Advanced Search

Step Action

4, The Query Viewer search page displays.

Search for the 'AOC_MAGIC_REPORT" query. Reenter the full query name or
partial query name in the Search By field to narrow your search results.

5. Click the Search button.
| Search

6. Queries matching the criteria entered display in the Query search results grid.
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FAN
Home |  Workist |
Favortes = Main Menu » Reporting Tools » Query > Query Viewer

Query Viewer

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

) “Search By |QueryName :I' begins with "‘UC—

Search | Advanced Search

Search Results

*Folder View |—All Folders — ~

Check All Uncheck Al

*Action | - Choose — - Go

Personaiize | Find | View Al |

Runto Runto Runto

WutiChannel Console |

Add to Favorites

First K1 48018 [ Lost

Select Query Name Descr Owmer Folder Edit i Exgel xmL | Schedule
I~ AOC_ASSET_REPORT AOC Asset Report Public Edit HTML [Excel XML |Schedule
T AOC_ASSET_REPORT_TEST AQOC_ASSET_REPORT_TEST  Public Edit |HTML Excel XML Schedule
™ AOC_FY_AD_HOC Budget AmendmentiAdjustment  Public Edit HTML [Excel XML |Schedule
T AOC_FY_BUD_REQUEST Fiscal Year Budget Request Public Edit HTML Excel XML Schedule
™ AOC_FY_DLS_REDUCTION Fiscal Year DLS cuts Public Edit HTML [Excel XML |Schedule
I AOC_HOBO_HR_BASIC HOBO inbound interface results  Public Edit HTML Excel XML Schedule
™ AOC_HX_ADJ AQC HX Adjustmentfor BI Pub  Public Edit HTML Excel XML Schedule
T AOC_MAGIC_REPORT AOC Magic Report Public Edit HTML Excel ML Schedule

Sign out

Action

asset information in the Magic system.

Click the Excel link for the AOC_MAGIC_REPORT query.

Run the Magic Report to an Excel spreadsheet that can be printed and used to update

AOC_MAGIC_REPORT - AOC Magic Report

From Date: | £l
To Date: El
View Results
Recv | Recv | PO [ PO [ Unit Wfg Tag | Serial Std Accept Total
|u.m = 5 | s Qty|C05I Descr|Manufacturer| "' |Modet|Cost| i | *0 | Location| > o *% | Name | Room| Building | 5.6
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Step Action

8. The AOC Magic Report query opens in a new browser window.

Before running the report, you must enter a receipt date range for which you want to
view data.

NOTE: The results you retrieve are driven by the date the original receipt was
entered in GEARS.

Enter a date in the From Date and To Date fields.

9. Click the View Results button.
YView Results

AOC_MAGIC_REPORT - AOC Magic Report
From Date: [01/01/2013 [
ToDate: |01/24/2013 5]
LT
Recv | Recv | PO | PO | Unit Wfg Tag Sernal Std Accept - Total
| |Umi Nbr Date | No. | Gty | Cost DESCr‘ManufaciurEr‘ D |Mnde\ ‘Cosl Number D lDCﬁ(m"‘ aty Name ‘Ronm ‘Bu\\dlng Cost
Do you want to open or save AOC_MAGIC_REPORT_30131.xls (10.5 KB) from oradle14.courts.state. md.us? X
Open Save |v| cancel

Click the Open button to open the Excel spreadsheet.

NOTE: If you run the AOC Magic Report to an HTML format, after the query
results display you must click the Excel Spreadsheet link, then click "Open" to
view the report in an Excel spreadsheet.

Open
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ER=| |+ AOC_MAGIC_REPORT_24035 [Protected View] - Microsoft Excel Sld
Home  Inset  Pagelayout  Formulas  Data  Review  View @ o @ =

o Protected View  This file ariginated from an Internet location and might be unsafe. Click for mare details. | Enable Editing x
Al - | AOC Magic Report Z

A B C D E F

1 [aoCcH 2

2 [unit_|Recv Nbr __ |Recv Date PO No [Po aty lunit Cost |Descr

3 MDJUD 0000000026 1/14/2013 0000000039 1.0000 1.000000000000000 services
4 MDJUD 0000000025 1/10/2013 0000000038 1.0000 1.000000000000000 services
5 MDJUD 0000000027 1/22/2013 0000000040 1.0000 1.000000000000000 services

W 4+ | sheet1

Training Guide
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Step

Action

11.

The Magic Report query results open in an Excel spreadsheet.

The number of records returned from the query displays in the top left corner.

12.

Review the report results and print, if desired.

13.

You have learned how to:
- Run the Magic Report using Query Viewer
End of Procedure.

You have successfully completed Running the Magic Report.
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Lesson 5: Managing Assets

Lesson Overview

GEARS Asset Management allows you maintain asset information including updating basic asset
information, transferring assets between locations and retiring them when the asset is no longer in
use.

Lesson Objectives
After completing this lesson you will be able to:

Search for an asset

View and update asset information

Transfer an asset from one location to another
Retire an asset

Reinstate an asset

5.1 Using the Search for an Asset Page

The Search for an Asset process allows you to employ a variety of search criteria in many
different combinations to locate specific assets. You can search for assets by Location, Asset ID,
Asset Status, Profile ID, PO Unit, or any combination of these or other fields. For instance,
employing this search page, you could quickly locate all IT Software assets, with Profile 1D of
"SOFTWARE", and an "In Service" status.

Once the asset or assets meeting the search criteria have been located, they appear on a search
results list. You can then select the particular asset you want to work with. Using the Drill-Down
To list, you can view details about the asset. This list provides access to asset management
transactions including:

e Asset Basic Information: Review/modify asset information on the Basic Add pages
e Printan Asset: Review and print asset information.

NOTE: The Business Unit field is a required field.
The basic steps to use the Search for an Asset page are shown in the flow below.

Navigate to Enter " Select asset Select option

Search for an - Search Si:::h ~—fp-| from Search = from Drill P Click Go
Asset Page Criteria Results Down to List

\

After completing this topic, you will be able to:
e Use the Search for an Asset page to locate and access asset details
Procedure

In this topic, you will use the Search for an Asset page to locate an IT Software asset and view
the asset details using the drill-down feature.
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Home Worklist MutiChannel Console | Addto Favorites | Sign out

Favorites = Main Menu

Search Menu: Personalize Content | Lavout

a
Project Costing

Proposal Management
Maintenance Management
Resource Management

Real Estate Management
staffing

Travel and Expenses

Travel Administration

Biling

Accounts Receivable
Accounts Payable
eSettlements

Asset Management

IT Asset Management
Banking

Cash Management

Deal Management

Risk Management

Financial Gateway

VAT and Intrastat

Excise and Sales Tax/VAT IND
Commitment Control

General Ledger

Allocations

Statutory Reports

SCM Integrations

Set Up Financials/Supply Chain
Enterprise Components
Government Resource Directory
Background Pracesses
‘Worklist

Application Diagnostics

n

v v v v e v v e e v rv v e e voevovewrvoewvovewowow v 4

'grrrocroroororroooorooroororoocooocrroooomd

Step Action

1. Begin by navigating to the Search for an Asset page.

Click the Asset Management menu.
| [ Asset Management * |

2. Click the Search for an Asset menu.
| [E] search for an Asset |
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OoRrRACLE
Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > Asset Management > Search for an Asset
ENewwindow [ Personaiize Page B ntp
Search for an Asset
~ Asset Search Criteria
Unit: MDJUD Q. Book: Q Parent ID: Q
Category: @ Location: Q Area ID: Q
Asset ID: Asset Status: In Service -
Tag Number: Profile ID: Q Group ID: Q
Serial ID:
Additional Search Criteria Chartfield Search Criteria
Acquisition Details
PO Unit: Q. ReceiptUnit: Q AP Unit: Q PC Bus Unit: Q
PO Ho: Receipt No: Voucher: Project ID: Q

[Ccost a
Search Clear

‘ |

[T Location [C] Non Capital Asset [C] Custodian [ Lease Hint

= otty
Step Action

3. The Search for an Asset page displays.
On this page you can search for an asset using several search criteria options and
combinations to find a specific asset.
Use the Asset Search Criteria, Acquisition Details, and Retrieve group boxes to
establish the search criteria.

4, In the Asset Search Criteria section, enter basic asset criteria.
Entering more specific criteria will narrow your search results. For example, enter
the Asset ID, if known.

5. In the Acquisition Details section, specify acquisition information such as purchase
order, receipt, voucher, or project ID (if applicable) values.

6. In the Retrieve section, select information you would like to view in the search
results.
NOTE: The selection of some options may not retrieve any result if there is not a
matching record to retrieve. Modify criteria, if needed.

7.

Click the Sea_rch button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Favorites  Main Menu > Asset Management > Search for an Asset

ENewwindow 7 Help [ Personalize Page [, htip ~

Search for an Asset
~ Asset Search Criteria

Unit: MDJUD Q. Book: Q Parent ID: c
Category: @ Location: Q Area ID: q
AssetID: Asset Status: In Service -
Tag Number: Profile ID: SOFTWARE Q Group ID: S
Serial ID:

Addifional Search Criteria Chartfield Search Criferia

PO Unit: Q Receipt Unit: Q AP Unit: Q PC Bus Unit: ¢

PO No: Receipt No: Voucher: Project ID: (o
[T cost quisiti i Lecation [T Non Capital Asset [T custodian [ Lease Hint
Search Clear Drill-Down To: - Select Component — - Gol

Search Results - Select One Asset to Continue
LEELTIC O Assel Cost information || Acguisition Defails | Ow ner/Custodian  Work Maintenance | Work Maintenance 2 | More.

First Kl 140 07 10 ¥ Last

Unit  AssetiD Description AssetType  AsseiSublype  Tag Number Serial ID Status.

) MDJUD 000000000001 Software Assets IT Software APPLICATION 000000000001 In Service

@ MDJUD 000000000002 IT Software Assets IT Software APPLICATION 000000000002 In Sernvice

) MDJUD 000000000003 IT Software Asset IT Software APPLICATION 1234 In Serniice i

) MDJUD 000000000006 IT Software Asset IT Software APPLICATION 12346 In Service

) MDJUD 000000000007 IT Software IT Software 123456789 In Service

) MDJUD 000000000008 IT Robot Assets IT Software APPLICATION 1987 In Service

) MDJUD 000000000009 IT SW ASSET IT Software In Serniice L
40 i 0

Step Action

8. The assets matching your search criteria display on the Search Results grid below.

Use the tabs in this section to view details about the asset(s) displayed to help you
locate the asset you want to work with or view.

9. On the Asset Information tab, basic asset information displays, including the asset
ID, description, asset type and sub-type, tag number, serial number and status.

NOTE: This information is retrieved regardless of what criteria is selected.

10. Click the Asset Cost Information tab to view cost information including funding
sources (Chartfields) and asset costs charged to the associated budget.
| Asset Cost Information |
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favojites  Main Menu > Asset Management > Search for an Asset
~ Xssel Search Ciiteria T
unit: MDJUD A Book: Q Parent ID: a
Category: @ Location: Q Area ID: it
AssetID: [ Assetsuams: In Senice s
Tag Number: Profile ID: SOFTWARE Q Group ID: S
Serial ID:
Additional Search Criteria Chartield Search Criteria
Acquisition Details.
PO Unit: [ la  Receiptunit & AP Unit: [T PC Bus Unit: [N
PO No: [ Receipt No: [ Voucher: [ Project ID: ¢
[ cost i isitie i [¥] Location [C] Non Capital Asset [C] Custodian [ Lease Hint
Search Clear Drill-Down To: —SelectComponent—  ~ Gol
Search Results - Select One Asset fo Continue Find | B | 2 Frst 2 4400740 1 Las|
Acguisition Detais || Owner/Custodian ' Work Maintenance | Work Maintenance 2 | More. g
Unit  AssetiD Description ;':';"' PCA Fund  Program m::r Approp Yr Dept m“&" Project Activity
) MDJUD 000000000001 | Software Assets
© |MDJUD 000000000002 |IT Software Assets
© MDJUD 000000000003 T Software Asset
© MDJUD 00000000000 IT Software Asset
©) MDJUD 000000000007 T Software c50  BO211 0001 BO21  ADOTD  AY2012
© MDJUD 000000000008 IT Robot Assets
) MDJUD 00000000000S IT SW ASSET C25 60183 0001 BOOG  ADOOB  AY2013
© MDJUD 000000000010 |IT SW ASSET c25 60183 0001 BOOG  ADODG  AY2013
) MDJUD 000000000011 IT SW ASSET C25 60183 0001 BOOG  ADODE  AY2013 W
) MDJUD 000000000012 [T SWASSET C25 60183 0001 BOOG  ADOOG  AY2013
el m ] i s
gl [ o
Step Action
11. NOTE: Cost information is retrieved if any of the cost fields are used in the search

criteria, or the Cost Information check box is selected

12. The Asset Cost Information tab displays the Chartfield combination (i.e., the
funding source) used when acquiring the asset. These values include:

- Batch Agency

-PCA

- Fund

- Program

- Appropriation Number

- Appropriation Year

- Department

- Project/Grant Information (if applicable)

13. Move the scrollbar to view the asset cost information.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Favorites - Main Menu > Asset Management > Search for an Asset
~ Asset Search Criteria - P
unit: oD & ook [ Parent ID: [ e
Category. [ & Lot [ Area ID: [ e
AssetID: [ Assetsuams: In Senice s
Tag Number: [ promemn: [soFwaRE o Group ID: [
serial ID: [
Additional Search Criteria Chartield Search Criteria

Acquisition Details
PO Unit: [ 1@ Receiptunit: e AP Unit: e PC Bus Unit: ¢
PO No: [ Receipt No: [ Voucher: [ Project ID: ¢

Location

[C] Non Capital Asset

Drill-Down To:

— Select Component — -

ner/Custodian [ Work Maintenance | W M o
Unit AssetID Description roject Activity Category ?;'I: Quantity ~ Cost Currency

) MDJUD 000000000001 | Software Assels 1.0000 5,000.00 USD
© |MDJUD 000000000002  IT Software Assets 1.0000 50,000.00 USD
) MDJUD 000000000003 IT Software Asset 1.0000 750,000.00 USD
© |MDJUD 000000000006  IT Software Asset 1.0000 1,000.00 USD
© MDJUD 000000000007 IT Software 1.0000 1,000.00 USD
© |MDJUD 000000000008  IT Robot Assets 1.0000 500.00 USD
© |MDJUD 000000000009  IT SW ASSET 3.0000 30,000.00 USD
© MDJUD 0000DDO00OHD |IT SW ASSET 4.0000 20,000.00 USD
© MDJUD 000000000011 IT SW ASSET 2.0000 1,000.00 USD I
() MDJUD 000000000012  IT SW ASSET 2.0000 20,000.00 USD

« [ m o8

<

Step Action

14.

The total cost of the asset displays in the Cost column. You can also view the
quantity displayed in the Quantity column.

15.
project/grant information.
Acaquisition Details |

Click the Acquisition Details tab to view purchase order, receipt, voucher or

ORACLE

Favorites - Main Menu > Asset Management > Search for an Asset

Search for an Asset

Unit: MDJUD Q. Book: Q Parent ID: c
Category: @ Location: Q Area ID: q
AssetID: Asset Status: In Service -
Tag Number: Profile ID: \SOFTWARE Q Group ID: q
Serial ID:

Additional Search Criteria Chartfield Search Criteria
Acquisition Details
PO Unit: [ l@  Receiptunit (<Y AP Unit: [ e PC Bus Unit: [ ¢
PO No: [ Receipt No: [ Voucher: [ Project ID: [ ¢

Location

Home | Workist | MuliChannelConsole | AddtoFavortes | Signout

ENewwindow 7 Help [ Personalize Page [, htip ~

~ Asset Search Criteria

[Z] Non Capital Asset

Drill-Down To:

— Select Component —

et Information |~ Asset Cost information |

Unit AssetlD Description
© MDJUD 00000000001 Software Assels
© MDJUD |D00DDO00O0D2 1T Software Assels
© MDJUD 000000000003 IT Software Asset
© MDJUD  D0ODDO0OOD0G 1T Software Asset
© MDJUD 000000000007 1T Software
© MDJUD 000000000008 [T Robot Assets
© MDJUD |D00DDO00O0DI T SWASSET
© MDJUD 000000000010 T SWASSET
© MDJUD |D00DD0D0ODT1 T SWASSET

MDJUD

MDJUD

MDJUD

MDJUD

<

PO No. BURecv  ReceiptNo AP Unit VoucherID Project D
0000000028 MDJUD 0000000018
0000000072 MDJUD 0000000048
0000000074 MDJUD 0000000049 MDJUD 00000069
0000000078 MDJUD 0000000053
[ »
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Step Action

16. NOTE: Acquisition details are retrieved if any of the fields in the Acquisition
Details section are used in the search criteria, or if the Acquisition Information
check box is selected.

17. Review purchase order, receipt, voucher and/or project/grant information (if
applicable).

18. Click the More... tab to view Location and Manufacture information.

More. ..

19. To view more detail, update basic asset information or print an asset, select the
asset.

Click the radio button for the asset you want to view or work with.

20. Click the Drill-Down To list.
| — Select Component — -
21. Select from the following component options:

- Asset Basic Information
- Print an Asset

Click the applicable list item.
|Asset Basic Information

22. Click the GO! button.
GOl
23. The component page displays.

Perform the necessary tasks, i.e., print or update the basic asset information.

24, You have successfully completed Using the Search for an Asset Page.

You have learned how to:
- Use the Search for an Asset page.
End of Procedure.

5.2 Transferring Assets from One Location to Another
After completing this topic, you will be able to:

e Transfer an asset from one location to another within the Judiciary
Procedure

In this topic you will learn how to transfer an asset from one Judiciary Location to another.
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Favorites  Main Menu

|Me|||| E X

Search:

—  ®

b My Favorites

I> Data Expansion Tools

b Employee Sel-Senvice
> Manager Self-Senice

> Supplier Contracts

> Customers

[> Partners

[> Products

I> Catalog Management

[> Promotions

[> Customer Contracts

> Order Management

I> Pricing Configuration

[> Customer Returns

[ ltems

I Cost Accounting

[> Vendors

[> Procurement Contracts
I Purchasing

[ Inventory

I eProcurement

I Services Procurement

I Sourcing

b Engineering

I Manufacturing Definitions
I Production Contral

[ Configuration Modeler

[ Praduct Configurations:
[ Quality

b Inventory Policy Planning
[ Supply Planning

I Grants

I Program Management
[ Project Costing

b Proposal Management
I Maintenance Management
I> Resource Management
> Real Estate Management
I Stafling

il

Home | Workist | MultiChannelConsole | AddtoFavorites |  Signout
Personalize Content | Layout ? Help

Training Guide
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Step

Action

Click the Main Menu button.

Begin by navigating to the Search for an Asset page.

Click the Asset Management menu.

| [0 Asset Management

Click the Search for an Asset menu.

| E search for an Asset
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Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites  Main Menu > Asset Management > Search for an Asset
Enewwindow 2 Help [ Personalize Page B ntio
Search for an Asset
~ Asset Search Criteria
Unit: MDJUD Q. Book: Q Parent ID: Q
Category: @ Location: Q Area ID: Q
Asset ID: Asset Status: In Service =l
Tag Number: Profile ID: Q Group ID: aQ
Serial ID:
Additional Search Criteria Chartfield Search Criteria
PO Unit: [ @ Receiptunit (<Y AP Unit: [ e PC Bus Unit: [
PO No: [ Receipt No: [ Voucher: [ Project ID: [
™ Cost r ™ Location ™ Non Capital Asset ™ custodian I Lease Hint
| seaeh || Clear |
= Notity |
< | B
Step Action

The Search for an Asset page displays.

Enter search criteria to find the asset you want to transfer. Enter the Asset ID, if
known.

Click the Sea_rch button.
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PO No: Receipt No: Voucher: Project ID: Q

™ Cost r ™ Location I~ Non Capital Asset ™ Custodian ™ Lease Hint

([ Bearch ]| clear | Drill-Down To: — Select Component — 5 [ ool |

Search Results - Select One Asset fo Confinue Personaize | Find [ B | # st K -1 of 1 0 L oct

Asset Cost Information | Acguisition Detais |~ Owner/Custod Work Work 2 More. | [

} L Tag
Unit AssetiD Description Asset Type Asset Subtype Namper | SerialiD Status

€ MDJUD 000000000001 [T Software Asset IT Software APPLICATION 1234 In Sevice

=D Notiy. |
< | B

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites Main Menu > Asset Management > Search for an Asset
Enewwindow 2 Help [ Personalize Page B ntio

Search for an Asset

Unit: MDJUD Q. Book: Q Parent ID: Q
Category: @ Location: Q AreaID: Q
AssetD: 000000000001 Asset Status: in Service ~

Tag Number: Profile ID: Q Group ID: a
Serial ID:

Additional Search Criteria Chartfield Search Criteria
Acquisition Details

PO Unit: Q. Receipt Unit: Q AP Unit: Q PC Bus Unit: Q

Training Guide
AM210 Managing Assets in GEARS

Step

Action

Assets matching your search criteria display in the Search Results grid.

Click the radio button to select the asset you want to transfer.

Click in the Drill-DownTo: list.
|—Se|ec1 Component — j|

Click the Asset Basic Information list item.
[Asset Basic Information |

Click the GO! button.
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Home | Workist | MutiChannel Console |  Add to Favorites Sign out
Favorites ~ Main Menu > Asset Management > Asset Transactions » Owned Assets » Basic Add
Enewwingow 7 Help [ Personalize Page & np B
eneral Informati [ O [ Asset A Detail " Location/C M icense/Custodian |/ Asset St Data |
Unit: WMDJUD  AssetID: 000000000001 [T Software Asset Tag: 1234 In Senvice
Asset Information
JT Software Asset Short Desc: IT Soft L
Q  Seg#: Q
[~ Taggable Asset Tag Number: 1234
Asset Class: SOFTWARE @ SOFTWARE Auction Status: Not allowed to be Auctioned
Asset Type: IT Software -] Region Code: [ la
Asset Subtype: APPLICATION Q@ Applications I” Capitalized Asset
*Asset Status: In Senvice - 7 Hew Asset
Acquisition Date: 111412012 5 I Available For Use
Placement Date: 111472012 B & In Physical Use
l—_l ™ Composite Asset
Collateral Asset: Composite Asset ID:  —Y
*Acquisition Code: Purchased S
FERC Code: Q
Financing Code: Q
Fair Value: 000 USD  Appraisal Date:
Replacement Cost: Last Update: &
Index Name: Q
Sublndex Name: [ Q
Parent/Child: None ~| Parent ID: Qg
Profile ID: SOFTWARE Q
Book Page SetR and D Info Atachments (0)
Eair Value Details
o -

Step Action

10. The Basic Add - General Information page displays.

Click the Location/Comments/Attributes tab.
|I=ncatinnf[:nmmentsmrtributes |

Home | Workist | MuttiChannelConsole | Add to Favories Sign out
Favorites = Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

ENewWindow ? Help [& Personalize Page B\ hitp

[ General O | Asset A [ECIMN| Location/Comments/Attributs

Unit: MDJUD  Asset ID: 000000000001  IT Software Asset Tag: 1234 In Senice
~ Location Find | View Al First ) 10r2 O Last
+
Effective Date: litior012 5 Effective Sequence: 1 =
Location: 02 Q CIRCUIT COURTIANNE ARUNDEL
Area ID: Q
Address 1: 7 Churen Circle
Annapolis
Anne Arundel Jurisdiction:
WD  Marlang Sector:
USA United States Postal:: 21401
Document:
Building:
Floor i Longitude:
Room#: Latitude:
Authorization
Status: Authorized - Date: =
Name:

+ Physical and Custom Attributes
* Detailed Description

/@ save &\ Returnto Search | |Ev Add| | A | | Inciude History | | [ Correct History |

General ! | Asset Detail | LocationiC: | icense/Custodian | Asset Data
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Step Action
11. The Location/Comments/Attributes page displays.
NOTE: Take note of the number of Location rows. Verify that you are updating the
correct Location row (e.g., you may want to update the most recent effective dated
Location row).
The number of Location rows is located in the top right corner of the Location
section (group box).
12. Click the Look up Location button.
13. The Look Up Location window displays.
If the Location you want to select is not displayed, enter search criteria to retrieve
the Location.
14. Click the Location link.
[02 CIRCUIT COURT/BALTIMORE COUNTY |
OIRACLE ¥
Favorites = Main Menu > Asset Management > Asset Transactions > Owned Assets » Bas\(Ad e ——
i i i i i FMewWindow ? Help [& Personalize Page B} http
UtDJuD AssetID: 000000000001  IT Software Asset WAI |n|“r2u
Effective Date: 111912012 [ Effective Sequence: 2 HE
Location: [03 Q CIRCUIT COURT/BALTIMORE COUNTY
Area ID: Q
:‘dt:::ess.h :::vsa:l:\ew\venue
County: Baltimore Jurisdiction:
o ———
aﬁm Latitude:
Status: ,m Date: (]
Name: ’—
" cowments |
[5) save [\ Returnto Search Es Add UpdateDisplay | JE Include History [ Correct History
General 101 | Asset Detail | Location/C | icense/Custodian | Asset Data
Step Action
15. The Location field is updated with your selection.
The address information is also updated.
16.

Click the_ Save button.

& save

Page 59




Training Guide
AM210 Managing Assets in GEARS (}Q GEARS

General Enterprise And Resource Support

Step Action

17. You have successfully completed Transferring an Asset from One Location to
Another topic.

You have learned how to:
- Transfer an asset from one location to another
End of Procedure.

5.3 Retiring an Asset
The Judiciary may find that particular software will no longer be used by the organization. This

may be due to an expired license and/or the replacement of a software package currently being
used by the Judiciary among other reasons. In cases such as these, you can retire the
corresponding IT Software asset in order to track this activity.
Use the Non-Financial Retire page to retire an IT Software asset. This page is also used to re-
instate assets that were prematurely retired. See topic 5.4 Re-instating an Asset for more
information.
After completing this topic, you will be able to:

e Retire an IT Software asset
Procedure

Retire an IT Software asset when it will no longer be used by the Judiciary.

In this topic, you will learn how to retire an IT Software asset using the Non-Financial Retire
page.
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ORACLE

Favorites = Main Menu
Search Menu:

Top Menu @

(33 Accounts Payable
3 Accounts Receivable
The menu 0y stocations
Click on N i i
3 Application Diagnostics
Highlight, £ Asset Management
Background Pracesses
Recently 03 Banking
now appe (3 Biling
Favorites| 5 Cash Management
atthe tof o Cotaiog Management
3 Commitment Control
(3 Configuration Modeler
Breaden — Cost Accounting
display yi () Customer Contracts
path and | (3 Customer Retums
tothe cor [ Customers
subfolder. ™ peal Management
3 Development Utities
3 Employee Self-Service
Menu Se oy Engineering
:g:‘egb:i 3 Enterprise Components
which ma [ eProcurement
pages mu (3 eSettlements
3 Excse and Sales Tax/VAT IND
3 Financial Gateway
3 General Ledger
3 Government Resource Directory
3 Grants
3 Inventory
&3 Inventory Policy Planning
(3 IT Asset Management

P v v v e v vy v v v e v r vy v vy v eowovoeov v v v ¥

Home | Workist | MutiChannelConsole | AddtoFavorites | Signout

Personalize Content | Lavout

Training Guide
General Enterprise And Resource Support AM210 Managing Assets in GEARS

I

Step

Action

Begin by navigating to the Non-Financial Asset Retire page.

Click the Asset Management menu.
| [ Asset Management * |

Click the Asset Transactions menu.
| (1 Asset Transactions Ir|

Click the Asset Disposal menu.
| [ Asset Disposal 4 |

Click the Retire/Reinstate Non- Financial Asset menu.
| [E] Retire/Reinstate Non-Fin Asset |
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Home | Workist | MuliChannel Console |  Addto Favories |  Sign out
Favorites ~ Main Menu » Asset Management > Asset Transactions » Asset Disposal > Retire/Reinstate Non-Fin Asset

@ New Window ? Help & http

Non-Financial Asset Retire

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

- Search Criteria

Business Unit: = = ppJup Q

Asset Identification: [ begins with =] |

Parent ID: begins with =] | Q
Tag Number: begins with =] |

Description: begins with =] |

Composite Asset r

Composite Asset ID:[begins with ]| Q
FERC Code: [oegins with =] | Q

I” case sensitive

Search Glear |Basic Search [E) Save Search Criteria

Step

Action

The Non-Financial Asset Retire search page displays.

Verify that the Business Unit displays "MDJUD".

Enter additional search criteria to narrow your search results.

If you leave these fields empty, GEARS returns a list of all IT Software assets
recorded in Asset Management application.

For example, enter the asset ID in the Asset Identification field, the asset

description into the Description field, or asset tag number in the Tag Number field,
if known.

Click the Search button.

Assets matching the criteria entered display in the Search Results grid.
To select the asset you want to retire, click the asset link.

NOTE: When your search criteria retrieves only one asset, you are directed to the
Non-Financial Retire page for the specified asset.

000000000003
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ORA

Hor
Favorites = Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Non-Fin Asset

me | Workist | MutiChannel Console | AddtoFavorites |  Sign out
EDNew Window 2 Help [ Personalize Page B} nip

Non-Financial Refire
Unit: MDJUD  AssetiD: 000000000003 IT Software Asset Tag: 1234 In Service

Trans Date: 101102012 [ Trans Code: Q

Retirement

Retire Reinstate Acq Code: Purchased DatefTime: 10/10/2012 1:50:30PM
*Ret Type: Retirement by Sale -

Lease Information

Lease ID: Inception Date: 10M0/2012

Vendor ID:

‘Vendor Contact:

B save | . RetumntoSearch | [+ PreviousinList |+ HexiinList | [=] Notify

Step Action

The Non-Financial Retire page displays for the asset you selected.

10.
11.

Verify that the Asset Status is "In Service".

The Trans Date (Transaction Date) field defaults to current date. The transaction
date should reflect the date that the retirement actually occurred.

Modify the date, if needed.
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ORACLE

Home | workist | MutiChannelConsole | AddtoFavories |
Favorites - Main Menu > Asset Management > Asset Transactions > AssefDisposal > Retire/Reinstate Non-Fin Asset

Enewwindow ? Help [ Personalize Page ) ntp

Non-Financial Retire

Unit: MDJUD  AssetID: 000000000003  IT Software Asset Tag: 1234 In Service
Trans Date: 1011012012 [E)  Trans code: [
Retirement

Acq Code: Purchased DaterTime: 10/10/2012 1:50:30PM
“Ret Type: Refirement by Sale =l

Lease ID: Inception Date: 10/10/2012

Vendor ID:

Vendor Contact:

|& Refumto Search | [+F Previousinbist | |2 Nextin List | (=] Nofify |

Step Action

12. Specify the Transaction Code to identify the reason for the retirement.

Click the Look up Trans Code button next to the Trans Code field.

Look Up Trans Code

Search Results

Transaction . e rigtion

Education Division

C
Inventol

Investment Property

|Casuaty
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Step Action

13. The Look Up Trans Code window displays.
Click the appropriate transaction code link.
B Sale |
14. Select the appropriate retirement type in the Ret Type (Retirement Type) drop-

down list box.

NOTE: The Ret Type field is required and indicates the reason for the retirement.
This field should correspond to the value entered in the Trans Code field.

15. Click the Retire button.
| Retire |
16. Click the Save button.

Home Worklist
Favorites = Main Menu > Asset Management > Asset Transactions > AssetDisposal > Retire/Reinstate Non-Fin Asset

I New Window ? Help [ Personalize Page &) hitp

lon-Financial Relire
unit MDJUD  AssetiD: 000000000003  IT Software Asset Tag: 1234
Trans Date: 101102012 [ Trans Code: R Q

Retireme

Retire; Reinstate Acq Code: Purchased DateTime: 10/10/2012 1:50:30PM

“Ret Type: Refirement by Sale -

| Lease Informatio

Lease ID: Inception Date: 1010/2012
Vendor ID:

Vendor Contact:

B save | Q. RetumntoSearch | [+[F PreviousinList |+ NexiinList | [=] Notify

Step Action

17. Verify that the Asset Status is "Disposed".

18. You have successfully completed Retiring an Asset.

You have learned how to:
- Retire an IT Software asset
End of Procedure.
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5.4 Reinstating an Asset

Occasionally, a retired asset needs to be reinstated for various reasons; such as if an asset was
retired prematurely. GEARS Asset Management allows you to reinstate retired assets.

After completing this topic, you will be able to:
o Reinstate a previously retired asset.

Procedure

In this topic, you will reinstate a retired IT Software asset that was prematurely retired.

Home. Workiist Mutichannel Console | Addto Favortes |  Sign out

Personalize Content | Lavout

Top Menu Features Description (=INES]

Our menu has changed!

The menu is now located across the top of the page
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

Step Action

1. Begin by navigating to the Non-Financial Asset Retire page.

Iick the Main Menu button.

2. Click the Asset Management menu.
| ] Asset Management "’|
3. Click the Asset Transactions menu.
| (] Asset Transactions k |
4, Click the Asset Disposal menu.
| [ Asset Disposal Ir|
5. Click the Retire/Reinstate Non-Financial Asset menu.

| [=] Retire/Reinstate Non-Fin Asset |
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LRACLE

Favorites  Main Menu » Asset Management » Asset Transactions > Asset Disposal > Retire/Reinstate Non-Fin Asset

Non-Financial Asset Retire

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

Find an Existing Value

- Search Criteria

Business Unit: ’:’ WQ
Asset Identification: [ begins with =] |

Parent ID: begins with =] | Q
Tag Number: begins with ] |

Description: begins with =] |

Composite Asset r

Compasite Asset ID: [ begins with =] | Q
FERC Code: [oegins with =] | a

I™ Case Sensitive

Search | Clear |Basic Search [ Save Search Criteria

Training Guide

Home | Workist | MuliChannel Console |  Addto Favories | Sign out

Enew Window ? Help Bl nttp

AM210 Managing Assets in GEARS

Step

Action

Click the Search button.

Click the 000000000003 link.

Notice that the Asset Status is currently Disposed.
000000000003
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu > Asset Management > Asset Transactions > AssetDisposal > Retire/Reinstate Non-Fin Asset
Enew Window ? Help [ Personalize Page & hip
Non-Financial Retire
Unit: MDJUD  AssetiD: 000000000003 IT Software Asset Tag: 1234 Disposed
Trans Date: 10/10/2012 Trans Code:
Retirement
Retire Reinstale | AcqCode: Purchased Date/Time: 101012012 1:50:30PM
*Ret Type: Retirement by Sale -
Lease Information
Lease ID: Inception Date: 10/1012012
Vendor ID:
Vendor Contact:
& save | |4 Returnto Search | 1 PreviousinList | +E) textinList | ] Notify

Step

Action

Click the Reinstate button.
[ Reinstate |

Because this asset was already retired, the Reinstate button is now active.

Click the Save button.
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Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites = Main Menu > Asset Management > Asset Transactions » Asset Disposal > Retire/Reinstate Non-Fin Asset

Non-Financial Retire

Unit: MDJUD  AssetID: 000000000003  IT Software Asset Taa: 1234

EDNew Window 2 Help [ Personalize Page B} nip

In Senice
Trans Date: 1011012012 Trans Code:
Retirement
Retire Reinstate Acq Code: Purchased DateiTime: 10/10/2012 1:50:30PM
*Ret Type: efirement b

Lease Information
Lease ID: Inception Date: 1010/2012
Vendor ID:

Vendor Contact:

B save | Q. RetumntoSearch | [+ PreviousinList |+ HexiinList | [=] Nofify

Step

Action

10.

Notice that the system updated the asset status/tag to 'In Service'.

11.

You have successfully completed Reinstating an Asset.

You have learned how to:
- Reinstate an asset
End of Procedure.
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Lesson 6: Reviewing Asset Information

Lesson Overview

You may need to obtain information regarding assets that you have added into the system. The
following lesson teaches you how and where you can find important information about these
assets.

Lesson Objectives
After completing this lesson you will be able to:

o Review basic asset information

6.1 Reviewing Asset Information

You can review basic asset information in the Basic Add component. You can access the Basic
Add pages through the Search for an Asset page or by navigating directly to the Basic Add
component using the Asset Basic Information search page.

This topic teaches you how to access asset basic asset information by navigating directly to the
Asset Basic Information search page. When searching for an asset in the Basic Add
component, you can enter criteria to help narrow the results retrieved including:

Business Unit (required)
Asset Identification (ID)
Tag Number

Description

Asset Type and Sub-Type

After completing this topic, you will be able to:
o Review and verify information for your software IT assets
Procedure

You need to review the status, acquisition details, cost and location information about an asset
created through the Transaction Loader interface.

In this topic, you will access the Asset Basic Information search page and review asset
information recorded/entered for an asset in the Basic Add component.

Step Action

1. Begin by navigating to the Asset Basic Information page.

Click the Asset Management menu.
| 1 Asset Management * |
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Step

Action

2.

Click the Asset Transactions menu.
| [ Acsef Transactions 3 |

Click the Owned Assets menu.
| [ Owned Assets F|

Click the Basic Add menu.
| B Basic Add |

OoRrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Asset Management > Asset Transactions » Owned Assets » Basic Add
EMew Window B hitp
Asset Basic Information

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

.‘i d an Existng Va ‘-" Add a New Value

Business Unit: =~ WQ
Assetldentification: beginswith ~ | |
Tag Number: beginswith [ |
Parent ID: begins with ~ ]70\
Description: beginswith [ |
Asset Type: = -

AssetSubtype:  peginswith v [ @

[Clinclude History [C] Correct History ] Case Sensitive

‘Search Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step

Action

The Asset Basic Information search page displays.

Enter search criteria to narrow the results retrieved including:
- Business Unit (required)

- Asset Identification (ID)

- Tag Number

- Description

- Asset Type and Sub-Type

NOTE: Enter the Asset ID, if known.

Click the Search button.
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Home | Workist | WufiChannel Console | Addto Favortes |  Sign out
Favorites - Main Menu > Asset Management > Asset Transactions » Owned Assets » Basic Add

ENew Window [Bnitp *

Asset Basic Information

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

Business Unit: =~ WQ
Assetldentification: beginswith ~ | |
Tag Number: beginswith [ |
Parent ID: begins with « ]70\
Description: beginswith [ |
Asset Type: = -

AssetSubtype:  beginswith v [ @

[Clinclude History [[] Correct History [] Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Search Results

View Al First [q] 1110011 [3] Last
Business Unit A t Taq Number Parent ID Asset Type Asset Subtype
HDI0E 000000000001 000000000001 (blank) Testing Adding Software Assets|Software | APPLICATION
WDJUD 000000000002 000000000002 (blank) T Software Assets Software |APPLICATION
WDJUD 000000000003 1234 (blank) [T Software Asset Software |APPLICATION
WDJUD 000000000005 (blank} (blank) fest Equipment |CHAIRS
WDJUD 000000000006 12346 (blank) [T Software Asset Software |APPLICATION
WDJUD 000000000007 123456789  (blank) |IT Software Software |(blank)
WDJUD 000000000008 1987 (blank) [T Robot Assets Software | APPLICATION
WDJUD 000000000009 (blank} (blank) [T SW ASSET Software |(blank)
MDJUD 000000000010 000000000010 (slank) T SW ASSET Software |(lank) L4
MDJUD 000000000011 000000000011 (slank) |IT SW ASSET Software |(blank)
MDJUD 000000000012 000000000012 (slank) T SW ASSET Software |(lank)

Step Action

7. Assets matching the search criteria display in the search results grid.
Click the asset link for the asset you want to review.
NOTE: If your criteria retrieve only one asset, the system directs you to the Basic

Add - General Information page.
000000000003
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OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add

FNew Window [ Personalize Page Sihttp =

‘General Information O Asset Acqui: Detail Location/Ci M icense/Custodian Asset Supplemental Data

unit MDJUD  AssetiD: 000000000003  IT Software Asset Tag: 1234 In Sevice

Asset Information

Description: [T SofwareAsset | shortDesc: = &

caP# [ seaw [T

[¥I Taggable Asset Tag Number: [1234 |

Asset Class: [soFTwaRE & soFmwRe Auction Status: Not allowed to be Auctioned

Asset Type: IT Software - Region Code: [ &

Asset Subtype: APPLICATION Q. Applications Capitalized Asset

*Asset Status: In Senice - New Asset

Acquisition Date: 10102012 El [ Available For Use

Placement Date: 10102012 5 [Clin Physical Use
[T] composite Asset

Collateral Asset: - Composite Asset D:  laff

“Acquisition Code: Purchased -

FERC Code: a

Financing Code: I—Q

Fair Value: 0.000 Appraisal Date:

Replacement Cost: [ | LastUpdate: T m

index Name: e

Subindex Name: [ Q

Parent/Child: None - Parent ID: [ lag

Profile ID: [soFere o

Book Page SetRand D info Attachments (0)

Fai Value Details

< m »

Step Action

8. The Basic Add - General Information page displays for the asset specified.

On this page you can review details about the asset including the description, tag
number, asset class/type/sub-type, asset status, and date of acquisition.

9. The Asset Status field indicates if the asset is "In Service™ (active) or "Disposed”
(retired).

10. Click the Operation/Maintenance tab.
|Qperatinnm1aintenance |
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out
Favorites ~ Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add

FNew Window [ Personalize Page B} hitp
Asset Acquisiiion Detail | LocaiionC: 1 icense/Cusiodian | Asset Supplemental Data
Unit  MDJUD  AssetiD: 000000000003  IT Software Asset Tag: 1234 In Senvice
Manufacturer Information
Asset Type: IT Software [T Clustered Asset Serial 1D \
Asset subtype: APPLICATION Mg D: [oraCLE Q
Component of: I la® Model: [ Q
Version: [0
More Manufacturer Info
[ schedulable Charge Back Default - [ Repairable Repair Status:
Allow Overbooking Parts List: e
[Cluse As Tool [ offline
Criticality: e
] Asset Hazardous Code Info IP Address: [
[l Non-Owned Asset cpu: [
[CIReplacement Asset Asset ID: [ aB
[[] Asset is Available Contact:
[Linear Asset Phone #: [

B save | & RetumtoSearch | 15| PreviousinList 4] Nextin List Ex Add UpdateDisplay | | Include History | | Correct History

General 10 | Asset Detail | Location/C |

nse/Custodian | Asset Data

Step

Action

11.

The Operation/Maintenance page displays.

In the Manufacturer Information section, you can find the serial 1D, manufacturer

ID, model and version number for software. You can update these fields, if
applicable.

NOTE: More manufacturer information can be entered/viewed on the More

Manufacturer Information page. Use the More Manufacturer Info... button to
access this page.

12.

Click the Asset Acquisition Detail tab.
| Asset Acquisition Detail |
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General Information

Unit: WMDJUD  Asset ID:

Acquisition Details

Training Guide

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add

FNew Window [ Personalize Page B} hitp
icense/Cuslodian = [D

Operation/Maintenance Asset Acquisition Detail LocationiCs

Deseription: I

System Source: AM Online Entry Page

Incentive ID:

000000000003  IT Software Asset Tag: 1234

In Service
Find | View All First B 4 of 4 T3 [ast

FH[E

AM210 Managing Assets in GEARS

Quantity: Base Currency: UsD Interfaces Info

Amount: Currency: SD Category:

Sales Tax: Cost Type:

Use Tax: Acquisition Detail Chartfields

Freight:

Misc Charge: -

Total Amount: $750,000.00 B

*Capitalize:

& Save | & RetumtoSearch | 15| PreviousinList 4] NextinList B Add dateDisplay | | £ include History | [# Correct History |
General 10 | Asset Acquisition Detail | Location/C: es | icense/Custodian | Asset Data

Step Action

13.

The Asset Acquisition Detail page displays.

Use the Asset Acquisition Detail page to view how the asset was created. The
System Source list identifies the source of the asset information.

For example, the asset can be created manually through the Basic Add pages (AM
Online Entry Page) or it could be created via the Transaction Loader from a PO

Receipt in Purchasing (PO Online Entry Panel).

14.

Other fields provide acquisition details, such as the Quantity and Amount fields.

15.

Click the Location/Comments/Attributes tab.
| Location/Comments/Attributes |

Page 75



Training Guide {3{} GEARS

AM210 Managing Assets in GEARS General Enterprise And Resource Support

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add

FNew Window [ Personalize Page B} hitp

General i 0 Asset Acquisiion Detail | i B

Unit: MDJUD ~ AssetID: 000000000003  IT Software Asset Tag: 1234 In Service

Find | view A1 First Kl 1071 D Last

Effective Date: horoizo1z |5 Effective Sequence: ] B

Location: 02 Q CIRCUIT COURTIANNE ARUNDEL

Area ID: Q

Address 1: 7 Church Circle

City:: Annapolis

County:: Anne Arundel Jurisdiction:

State:: MD Waryland Sector:

Country: USA United States Postal: 21401

Geo Code:

Document:

Building:

Floor # Longitude:

Room#: Latitude:
Status: Not Authorized - Date: [E
Name:

* Physical and Custom Attributes

* Detailed Description

| save | [ RetumtoSearch (] PreviousinList 4E] NexmL'st:\ |E Am\ |2 Updateisply | | ) include History | | 5% Correct History |

General 101 | Asset ition Detail | Location/C | icense/Custodian | Asset Data

Step Action

16. Use the Location/Comments/Attributes page to enter location information,
comments, and physical attributes for an asset.

17. If changing locations, you may need to get Authorization or change the
Authorization Status to "Authorized".

18. Click the Show following tabs button.

19. Click the Manufacture/License/Custodian tab.
|Manufactureﬂ_icenseﬂ}ustndian |
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ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Asset Management > Asset Transactions > Owned Assets » Basic Add
0 New Window ? Help [& Personalize Page &, hiip
ianufacturedicense/Custodian |

General i 0 Asset Acquisition Detail ' LocationiComments/Aftributes

Unit: MDJUD  Asset ID: 000000000003  IT Software Asset Tag: 1234 In Service
jachiTe =

anufa orma
Serial ID:

Manufacturer ID: [oracLE Q
Manufacturer Name: |orRacLE
Modet: [ !
Product Version: [f1 | Production Date: [ )
Plant: ] contact [
VIN: SKU: [ Q
Supporting Doc Type: Address =
Agency ID:
Vendor:
Reg#:
Issue Date: 101072012 &
Expiration Date: [
Renewal Date: [
Reg. Hame: [
Comment:
[+ Custodian Informatio

[ save | 2 RetumtoSearch 5] PreviousinList |+E Nextin List [+ Add /2 include History | | [ Correct History

General 19 | Asset Acquisition Detail | Location/C i es | /License/Custodian | Asset Supplemental Data

Step Action

20. Use the Manufacture/License/Custodian page to enter custodial information,
maintain license information, and keep track of information about and from the
manufacturer.

21. You have successfully completed Reviewing Asset Information.

You have learned how to:
- Review and verify information for IT software assets
End of Procedure.

6.2 Printing an Asset

You may have a need to print asset information about an IT Software asset. The Print an Asset
component allows you to print asset information for specified asset. You can access the Print an
Asset component directly or use the Search for an Asset page (discussed in Lesson 5: Managing
Assets) to search for and print a specific asset profile.

After completing this topic, you will be able to:

e Use the Print an Asset component to search for and print asset information for a specific
asset

Procedure

In this topic, you will access the Print Asset component to print asset information for an asset.

NOTE: You can also use the Search for an Asset page to find an asset and print the associated
asset information. Navigation: Asset Management > Search for an Asset
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Home Worklist MutiChannel Console | Addto Favortes | Sign out

Favorites = Main Menu

Personalize Content| Lavout ? Help

Step Action

1. Navigate to the Print Asset search page.

Click the Main Menu button.

2. Click the Asset Management menu.
| [ Asset Management "’|
3. Click the Print an Asset menu.

| £ Print an Asset |

4, The Print Asset Search page displays.

To search for an asset you can enter the asset ID or tag number in the corresponding
fields. Enter the asset ID, if known.

5. Click the Search button.
6. Assets matching your search criteria display in the Search Results grid below.

NOTE: If you enter a specific asset ID or unique tag number, the system directs
you to the Printable View of Asset page for the asset specified.

Click the asset ID link.
Q00000000002
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Step Action

7. The Printable View of Asset page displays.
Review the asset information, as needed. Print the asset using your internet browser
options.

8. You have successfully completed the Printing an Asset topic.

You have learned how to:

- Access the Print an Asset component and search for an asset

- Print an asset using a printable view of basic asset information
End of Procedure.
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Course Summary

v

You have successfully completed the AM210 Managing Assets in GEARS course. In this course,
you have learned how to:

Congratulations!

Create an IT Software asset manually

Create IT Software assets via the Transaction Loader Process

Generate the AOC Magic Report

Manage assets, including changing location and retiring/reinstating assets
Search for and review asset information

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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