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HARRIS COUNTY PURCHASING SERVICES PROCESSES

General IFAS Procedures

Overview

Introduction The following information explains general IFAS procedures used with

several Purchasing Services processes.

In this chapter ~ This chapter contains the following topics.

Topic See Page
Add a Record in IFAS 2
Add Remarks to an IFAS Record 6
Add General Info to an IFAS Record 12
Correct of Add Fixed Asset Location Code on IFAS Record 18
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add a Record in IFAS

Introduction The following information explains how to add a new record in IFAS.
Add new Use the following steps to add a new record in IFAS.
record

Step Action

1 Log into IFAS. The following screen opens.

¥ lnsight Harris County OA - [Explorer] be
Pl Edt Yew ‘Wodow Heb -8 X%

& e #l=]| =N
& [, g

PWrich Fized Asset Function Wiedkd You Like>

,-_—-b =T S —
+ AP Booourts Fayatle l

. AR Accounts Racetrable Canddate
. ED: Budget Ttam Detad Processing
+ % Chert Spechic

+ [ EN: Encuastemces D
+ p "ived Assets

« I8 G Gerecd Ladgw Update

- GMI Granks Management
. FE: PatsonEntty Dists Basw " 0
¢ () FO: Rurchasng &y
+{f T TRIAD Moddes
o B CTORepaets Utiities
— M Ot

2 Click the <+> beside the FA: Fixed Asset icon. The following
screen opens.

Y insight - Horris County Q& - [Explorer]
U Fle EX Vew Windws Heb - | 8%

& [eon ®je| < |
) [o g

To wéwch system doss s recuest relste!

L

= B Fas 4
« (B 4 accounts Payable @
AR Acoourts Recstratle Accounts
BO: Budge [bern Dotad Payabiv
Eg CS: Clert Speckic ~
Ex Encurbrances tﬁ
% Fﬁ Freed Assnts
I8 cP: Canchiake Frocessng Accounts
U Update Recewabie
UT: Utibes
p @: Geraral Lodger @
(g @V: Grarks Managenent
PLi PersoniLnthy Dats Sase m*‘f,:“m
PO; Purchasing g
g TOx TRIAD Moddes -
+ 3 <D0 Reports tﬂ >

R oady NM O

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add a Record in IFAS, continued

Add new record (continued)

Action
Click the <+> beside the UP: Update icon. The following screen
opens.

Step
3

Y insight - Morris County Q& - [Explorer]

Fle EX Vew Windw Hp - &%
5| v £
To wéhwch system doss s recquest relate?
- <> .
ga AP Acoounts Payable FB
AR Accourts Recstyable Atcoaits
BO: Budget [tem Dotad Payabie
:s C5: Clerk Speckic i
% Encurbrances m
FA Freod Assnts -
@ CP: Candidate Frocessng Acconts
:] UP: Update Recewabie
T U0: Lonr Department Update -
m UT: Ltiities [ﬁ
Eﬂ GL: Gereral Lodger
@M: Grarks Hanaganent Eui[:el‘lem
PE: ParsonfErkty Dats Baan §
PO: Purchasing 2
fg * TRIAD Mockjes » []3 v|
=
Ready N O

Double-click the UD: User Department Update icon to launch
the module. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
az=zet ID: [ Desc: |
Pri Class: Sec: Link I0: [0
Item Clas==: [ Type: [
Org Key: == E
Status: P2 ue?: [ Taggable: [ CIP:
Purch &nt: Motor Eqff: Leased: [ avp: i
Condition: [ Make:
Serwvice Dt: Qey: 1 Model:
PO De: | Rec Dt: Serf/VIN:
Deliv De: | Tag Dt: License: [ Year: [
[Pick up Dt: Ver Dt: Miles/Hrs: a=s of: |
M/L/F 3tat: M/L/F Dt: Parcel: seres=: [
Buct/ Suzp: Transfer De: | Remazks=: [ DTQ: [T Image?
acq Code: FPO Delete D&: [ Split ID:
Title: | Replacing ID: [
Conmment=: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Rotify: Tag: IT:a:nsfe:: Disposal: |
|
Help | | Options Bezeen|  aaa Prav | | Wext| Browse| | Exix |
Fixed &z=zet ID

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add a Record in IFAS, Continued

Add new record (continued)

Step Action
5 Enter the word New in the Asset ID field, and press the Tab key.
The IFAS program initiates a new ID number.
6 Enter the following information in the required fields.
e Desc: (enter a short description of asset)
e Org Key: (enter the org. key)
e Purchase amount (enter a dollar amount)
¢ All other fields are optional
7 Press Enter to save the record. The information remains
unchanged until the screen is refreshed.

F& - Identification (Dept) FAIDNT_U Fergus=on, Steven
azser ID: [FA04229-001-001 De=zc: [§
Pri Class: Sec: Link 1D: [
Item Clas=: [ Type: [—
org Key: [ ke
Status: P2 e [ Taggable: [ CIP:
Purch ane: [ Motor Eqff: Leased: r AUD: ﬁ
Condition: [ Make:
Service Dt: oy | 1 Model :
PO De: | Rec Dt: Sexff/VIN:
Deliv Dt | Tag Dt: Licenze: [ Year: [_
[Pick up Dt: Ver D&: Mile=/Hzs=: az of: |
b/L/F Stat: M/L/F Dt: Parcel: seres=: [
Zuct/ Surp: Transfer De: [ Remark=: [ DTQ: [T Image?
Bcq Code: FBO. Delete Dt: | Split ID:
Title: [ Replacing ID: [
Conments: | Copy 1ID: [
Purchasing Dates Only Purcha=ing &prv Dates for Departmental —
Wotify: Tag: |[Tzansger: Di=posal: |
|
Help I I Og'ciongl Screen l &dd Prev l Hext I Exowse l Exit I
Fixed &sset Description

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add a Record in IFAS, Continued

Add new record (continued)

Step

8

Action
Press the F3 key to refresh the screen. The following screen opens.
Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
Zszet ID: [JA04329-001-001 Desc: |
Pri Class: Sec: Link 1p: [
Item Clas==: [ Ty
Org Key: r—- Select de=ired option
Status: P& Selact New e [ Taggable: [ CIP:
Purch antc: [ | Helect Refresn o : Leazed: [ avn: fi
Condition: [ Browse Order ke:
Service Du: Ueilicy el:
Po De: [ | View Image m:
Deliv De: [ | 2bout Module =e: [ vear: [
[Pick up Dt: rs: as of: |
M/L/F Stat: el: deres=: [
Zuct/ Surp: Transfer D&: | Remark=: [ DTQ: [ Image?
acq Code: RO Delete D&: [ Split ID:
Title: | Replacing Ip: [
Comanents: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: [T:msfe:: Disposal: |
|
Help | [Count| | Cancei| 811 | option | Globail|l Sunmacy| | | Exiz|

Use the Arrow keys to move the curser to the Select Refresh

option, and press Enter to refresh. Th
new record information.

e updated screen displays the

10

Press the F8 key to exit.

General IFAS Procedures
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add Remarks to an IFAS Record

Introduction

The following information explains how to add remarks to an IFAS record.

Add remarks

Use the following steps to add remarks in IFAS for a Fixed Asset.

Step

Action

1

G File  Edit View Window Help

Log into IFAS. The following screen opens.

€ Insight - Harris County 04 - [Explorer] B@@
g X

which Fixed Asset Function Would You Like?

=

S

(F AP: Accounts Payable
AR: Accounts Receivable
BD: Budget Item Detail
CS: Client Specific

EM: Encumbrances

:

GL: General Ledger

GM: Grants Management
PE: PersonfEntity Data Base
PO: Purchasing

TD: TRIAD Modules

DD Reports

+

[

Candidate
Processing

Update

o

Utilities

Ready

[MUM [OVR |

Click the <+> beside the FA: Fixed Asset icon. The following

Screen opens.

Y lnsight - Horris County Q& - [Fxplorer]

U Fle EX Vew Windws Hp - =X
& e0n %o =l | E
5| [, g
To wéhwch system doss s recquest relste!
- B ras = -~
- ‘P AP Acoounts Payable [E’l
" AR Accourks Recstyable Accosits
o (P 8O- Budge ern Dotad Payatie
- Eg C5: Check Specific 5
¢ % Encurbrances tﬁ
FA: Frood Assats -
IS cP: Canchdate Frocessng Accounts
% UP! Update Recewabie
+ UT: Utibes .
# [ A Seraral Ledger @
v [ @ Granks Managenent
- PL; Parsonilntty Dats Saze m:i(r:f’l‘!m
- PO; Purchasing o
. TO: TRIAD Mocddes £
| B CooReports tﬁ |
R oady N O4R

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add Remarks to an IFAS Record, continued

Add remarks (continued)

Step Action
3 Click the <+> beside the UP: Update icon. The following screen

opens.
Y insight - Morris County Q& - [Explorer] x
Fle EX Vew Windw Hp - &%
& (#00 %= =l | £
5| v £
To wéhwch system doss s recquest relate?
- <> .
ga AP Acoounts Payable FB
AR Acoourks Recstyable Atcoaits
BO- Budge [bermn Dotad Payatin
:g CS: Chert Spectic
% Encurbrances m
FA Freod Assnts -
@ CP: Candidate Frocessng Acconts
:]_,p Update Recewabie
: LO; Lonr Departrect Update —~
m UT: Ltiities [ﬁ
Eﬂ GL: Gereral Lodger
@M Grarks Managanent Eui[:el‘lem
PE: ParsonfErkty Dats Baan §
PO: Purchasing £
fg * TRIAD Mockjes N []3 v|
=
R oady N O

4 Double-click the UD: User Department Update icon to launch
the module. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
az=zet ID: [ Desc: |
Pri Class: Sec: Link I0: [0
Item Clas==: [ Type: [
Org Key: == E
Status: P2 ue?: [ Taggable: [ CIP:
Purch ane: [ Motor Eqff: Leased: [ avp: i
Condition: [ Make:
Serwvice Dt: Qey: 1 Model:
PO De: | Rec Dt: Serf/VIN:
Deliv De: | Tag Dt: License: [ Year: [
[Pick up Dt: Ver Dt: Miles/Hrs: a=s of: |
M/L/F 3tat: M/L/F Dt: Parcel: seres=: [
Buct/ Suzp: Transfer De: | Remazks=: [ DTQ: [T Image?
acq Code: FPO Delete D&: [ Split ID:
Title: | Replacing ID: [
Conmment=: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Rotify: Tag: IT:a:nsfe:: Disposal: |
|
Help | | Options Bezeen|  aaa Prav | | Wext| Browse| | Exix |
Fixed &z=zet ID

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add Remarks to an IFAS Record, continued

Add remarks (continued)

Step Action
5 Press the F3 key to select an asset number. The following screen
opens.

F& - Identification (Dept) FAIDNT_U Ferguson, Steven

azser ID: [FA04229-001-001 De=c: |

Pri Class: Sec: Link 1ID: [
Item Clas=: [ Ty
Org Key: [ |Select desired option
Status: P2 Select New e [ Taggable: [ CIP:
Purch ant: [ | Helect Refresh o Leaszeda: [ avn: i
Condition: [ Browse Ordex ke:
Service De: Veility el:
PO Du: [ | View Image m:
Deliv De: [T | about Module =e: [ vear: [
[Pick up Dt: rs: as of: |
b/L/F Stat: el: sere=: [
Zuct/ Surp: Tran=fer Dt: | Remark=: [ DTa: [T Image?
4cq Code: FPO Delete D&: [ Split ID:
Title: | Replacing In: [
Comments=: | Copy ID: |
Purchasing Dates Only ——— Purchasing 3prv Dates for Departmental —
Wotify: Tag: |[Tzansgex: Di=posal: |

|
Help ] Count I Cancel‘ a1l ' Option G!obnl‘ Summa:}i ‘ Exit l

6 Press Enter to select the Select New menu option. The following
screen opens.

F& - Identification (Dept) FAIDNT_U Fergus=on, Steven
asset ID: [ W Desc:

Pri Class: Sec: Link ID:

Item Class: Type:
Org Key:

Status: ME?: Taggable: CIP:
Purch &mt: Motor Eqff: Lea=zed: &UD:
Condition: Make:

Service Dt: Qe Model:
PO Dt: Rec Dt: Serff/VIN:
Deliv Dt: Tag Dt: License: Year:
Pick up De: Ver Dt: Miles/Hrs: as of:
P/L/F Stat: M/L/F Dt: Parcel: Bcres:
Zuct/ Surp: Transfer Dt: Remarks: DTQ: Image?
Bcq Code: Delete Dt: Split ID:
Title: Replacing ID:
Comments: Copy ID:
Purcha=ing Dates Only ————— Purcha=ing 3prv Dates for Departmental —
Wotify: Tag: |[Tzansger: Di=posal: |
|
Halp | [Count | [ cancail 811 | Select | Global] Summazy| | [ Exiz |
Fixed &sset ID
[Enter search criteria on form then hit Enter

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add Remarks to an IFAS Record, continued

Add remarks (continued)

Step

Action

7

Enter the asset number in the Asset ID field, and press Enter. The

following screen opens.

F& - Identification (Dept)

FAIDNT_U

Ferguson, Steven

&=set ID:
Pri Class:
Item Class:

0rg Key:
Status:
Purch &mt:

Condition:

3011082-001-001

Desc: ETS PORTABLE RADI0O LTE52000 500 MHZ (HlOD

Service Dt:
PO Dt:

Deliv Dt:

[Pick up Dt:
/L/ T Btat:
Zuct/ Surp:
Beq Code:

Title:

Sec: Link 1In: [
Type: [—
[fo0zgzie fic [DMIN.-OPERar 10WS
Pz Pzer accept ue2: [ Taggable: [ c1p: [
Z,260.00 Motor Eqff: Leazed: [ avp: [
[ Make:
Qey: 3 Model:
(271371999 Rec Dt: Sexff/VIN:
Tag Dt: Licensze: [ Year: [
Ver Dt: Mile=/Hzs=: as of: |
[ M/L/F Dt: Pazcel: | Aczes: [
B Tran=fer Dt: m Remarks: || DTQ: I- Image?
Fo Delete D&: [ Split ID: |
LTS5 PORTABLE RADI0 LT32000 0 Replacing ID: |

Comnments:

Purcha=ing Dates Only
Notify: |

Tag: |

Copy ID:
Purcha=ing &prv Dates for Departmental —

|Transger: [Z71872007 Dizposal: [ |

Help I Delete I Ogtionﬂ Sc:eenl Browse P:cv‘ Hext | &dd I Exit |

Fixed &sset ID

Use the Arrow keys to move the cursor to the Remarks field, and
enter a Y in this field. The following screen opens to enter
remarks.

¥ Insight  Horris Caunty O&  [Output]

Fi= Edt Yew Window

s o

Heb

| ¥i®|]

C oty

o Xx
=
&
BTN |
- F
i ——1
[=="1
==
| ]
=]
=
-
=3
| ==]
 -sein |
v
NM oW

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add Remarks to an IFAS Record, continued

Add remarks (continued)

Step Action
9 Enter the number 1 in the first Line field, and enter your
comments in the Remarks field.
10 Press the Arrow key down to access another line.
W Fle Edt Vew Window Hebp - ®x
& a0 ®el -]
-
Raady MM OVR %
11 | Repeat step 10 for more lines.
12 Press Enter to save the comments. The general information screen
opens without any notation in the Remarks field.
13 Press Enter to save. The screen information remains unchanged

until the screen is refreshed.

Continued on next page

General IFAS Procedures
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add Remarks to an IFAS Record, continued

Add remarks (continued)

Step

Action

14

Press the F3 key to refresh the screen. The following screen

opens.

Fa - Identification (Dept) FAIDNT_VU Ferguson, Steven

Azset ID: JJ204229-001-001 Desc: [

Pri Cla=s: Sec: Link ID: [
Item Clas=s: [ Ty
0rg Key: Select dezized option
Stavus: P& Selact New 2 [ Taggable: [ CIP:
Purch amt: Belect Refresh af: Leased: [ avp: i
Condition: [ Browse Order ke:
Service Du: Uil ity el:
Po De: [ | View Image m:
Deliv De: [ | about Module =e: [ Weax: [
Pick up De: z=: a= of: [
/L/F Seas: al: seres: [
Zuct/ Surp: Transfer De: [ Remazks: [ DTQ: [T Image?
2cq Code: O Delete De: [ Split ID:
Ticle: [ Replacing In: [
Conments: [ copy m: [
Purchasing Dates Only Purchasing 3prv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
|
Help | [Count | [Cancei| 811 | option | Global] Sunmazy| | | Exiz |

15

Use the Arrow keys to move the cursor to the Select Refresh
option, and press Enter to refresh. The updated screen displays an
asterisk in the Remarks field, which indicates that there are

remarks attached to the record.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
4zset ID: [J0L1082-001-001 Desc: TS PORTABLE RaDI0 LT52000 800 MHZ (H10U
Pri Class: [ | Sec: [ Link ID:
Item Clas=: [ Type: [
0rg Key: [[0029216 |c [OMIN -oPERariows
Status: U2 Pser accept ue2: [ Taggable: [[ c1p: [
Purch ame: [ 2,260.00 Motor Eqff: [ | Lea=ed: [ aun: [
Condition: [ Make:
Service De: aey: s Model:
PO Do: [12/13/1999 Rec Dt: Sex$/VIN:
Deliv Dt: Tag Dt: License: [ Yeaz: [
[Pick up Dt: Ver Dt: Mile=/Hz=: as of: |
b/ L/ F Seas: [ M/L/F Dt: Pazcel: Zczes: [
Zuce/ Suzp: | Transfer Dt: L2/18/2007 Remark=: f  DTQ: [ Image?
2cq Code: FO Delete Dt: splie mm: [
Title: LTS PORTAELE RaDI0 LT32000 80 Replacing ID: |
Conments: Copy ID:

Purchaszing Dates Only

Novify: [ Tag: | |Transger: 271672007 Disposal:

Purchasing 3prv Dates for Departmental —

|
I

Help | Delate I Ozeiond Screen I Browse Pzevl Hext | add I Exit I

Fixed &sset ID

16

Press the F8 key to exit.

General IFAS Procedures
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add General Info to an IFAS Record

Introduction The following information explains how to add general information about a
Fixed Asset to an IFAS record.

Add general Use the following steps to add Fixed Asset information to an IFAS record.
information

Step Action
1 Log into IFAS. The following screen opens.

% 'Insight - Harris County 04 - [Explorer]
G File Edit View Window Help

& &S| ®|=| = |

Which Fixed Asset Function Would You Like?

S

(fl AP: Accounts Payable
AR: Accounts Receivable Candidate
BD: Budget Item Detail Processing
C5: Client Specific

EM: Encumbrances
[ : Fixed Assets
GL: General Ledger Update
GM: Grants Management
PE: Person/Entity Data Base
PO: Purchasing Eﬁ
TD: TRIAD Modules

DD Reports Utilities

Ready MNUM OV¥R | A

2 Click the <+> beside the FA: Fixed Asset icon. The following
screen opens.

Y lnsight - Horris County Q& - [Fxplorer]
R Fe EX Wew Windw Hebp - 2%

& [won| ®ie|| ] |
& [ g

To wéhuch system doss s recquest relste!

L

)

- B ras N 2.
. ‘P AP: Accounks Payable 4
AR; Accourks Recstyable Arcosnts

. BO- Budget [vem Dotad Payabin
. Eg CS: Qeck Specic
. % E% Encumbrances

FA: Freod Assnts

&0

IS cP: Canchdate Frocessng Accounts
+ UF! Update Recewabie
+ UT: Utibes .
# [ &: Seraral Ledger @
o [F @ Granks Managenent
. PL: ParsonfUnkty Dats Sasa mﬁj""‘
< (@ PO; Purchasing 2
. % TO: TRIAD Mockdes @
| B CooReports EQ |
R 0ady N O4R

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add General Info to an IFAS Record, continued

Add general information (continued)

Action
Click the <+> beside the UP: Update icon. The following screen
opens.

Step
3

Y insight - Morris County Q& - [Explorer]

Fle EX Vew Windw Hp - &%
5| v £
To wéhwch system doss s recquest relate?
- <> .
ga AP Acoounts Payable FB
AR Accourts Recstyable Atcoaits
BO: Budget [tem Dotad Payabie
:s C5: Clerk Speckic i
% Encurbrances m
FA Freod Assnts -
@ CP: Candidate Frocessng Acconts
:] UP: Update Recewabie
T U0: Lonr Department Update -
m UT: Ltiities [ﬁ
Eﬂ GL: Gereral Lodger
@M: Grarks Hanaganent Eui[:el‘lem
PE: ParsonfErkty Dats Baan §
PO: Purchasing 2
fg * TRIAD Mockjes » []3 v|
=
Ready N O

Double-click the UD: User Department Update icon to launch
the module. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
az=zet ID: [ Desc: |
Pri Class: Sec: Link I0: [0
Item Clas==: [ Type: [
Org Key: == E
Status: P2 ue?: [ Taggable: [ CIP:
Purch &nt: Motor Eqff: Leased: [ avp: i
Condition: [ Make:
Serwvice Dt: Qey: 1 Model:
PO De: | Rec Dt: Serf/VIN:
Deliv De: | Tag Dt: License: [ Year: [
[Pick up Dt: Ver Dt: Miles/Hrs: a=s of: |
M/L/F 3tat: M/L/F Dt: Parcel: seres=: [
Buct/ Suzp: Transfer De: | Remazks=: [ DTQ: [T Image?
acq Code: FPO Delete D&: [ Split ID:
Title: | Replacing ID: [
Conmment=: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Rotify: Tag: IT:a:nsfe:: Disposal: |
|
Help | | Options Bezeen|  aaa Prav | | Wext| Browse| | Exix |
Fixed &z=zet ID

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add General Info to an IFAS Record, Continued

Add general information (continued)

Step

Action

5
opens.

Press the F3 key to select an asset number. The following screen

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
azzet ID: [f404329-001-001 Desc: |
Pri Class: Sec: Link 10: [
Item Class: [ Ty
Org Key: | Select desired option
Status: & Select New e [ Taggable: [ cIP:
Purch Amt: | Belect Refresh o Leazed: [ avp: |
Condition: [ Browse Order ke:
service De: Ueility el:
PO Du: [T | View Image m:
Deliv De: [ | &bout Module =e: [ Year: [
Pick up Dt: =: a= of: [
YL/ T Stat: el: scres: [
Buct/ Surp: Transfer Dt: | Remark=: [ DTQ: [ Image?
acq Code: PO Delete De: [ Split ID:
Title: [ Replacing ID: [
Comments: | Copy ID: |
Purchaszing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |

Help I Count I Can:ell all |

|
Option Gl obal’ Sumna:ﬂ I Exit I

opens.

Press Enter to enter the Select New option. The following screen

Purchasing Dates Only
Notify: :

Tag |Tzans

fer:

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
azzet ID: [f404329-001-001 Desc: [§
Pri Class: Sec: Link 10: [
Item Clas=: [ Type: [
Org Key: == E
Status: 2 e [ Taggable: [ cIP:
Purch amt: | Motor Eqf: Leazed: [ avp: i
Condition: [ Make:
service De: Qey: 1 Model:
PO Dt: | Rec D&: Serf/VIN:
Deliv De: | Tag Dt: Licenze: [ Year: [
Pick up Dt: Ver De: Miles/Hzrs: a= of: [
YL/ T Stat: M/L/TF De: Parcel: scres: [
Zuct/ Burp: Transfer Dt: | Remacks: [ DTQ: Image?
acq Code: PO Delete De: [ Split ID:
Title: [ Replacing ID: [
Conments: [ copy Io: [

Purchasing 3prv Dates for Departmental —

Disposal:

Helg’ I Oztioné SC:eenl

Fixed 3zset Description

|
add Prev I Next | Browse I Exit I

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add General Info to an IFAS Record, continued

Add general information (continued)

Step Action
7 Enter the asset number in the Asset ID field, and press Enter. The
following screen opens.

F& - Identification (Dept) I‘AIDNT_U Fergu=on, Steven

4zset ID: [J011088-001-001 De=c: TS PORTSBLE RaDI0 LT52000 500 MHZ (H10U
Pri Clas=: [ | Sec: [ Link Ip: [
Item Class: l_ Type: r-

0rg Key: [l00z9216 |C [DMIN.-OPERZTIONS

Status: [T-S: Psexr Accept ME?: r Taggable: r CIP: r
Purch amt: I—_———Z,Z—SF.-O_G Motor Eqff: I_ Leased: r &UD: r
Condition: [ Make: [

Serwvice Dt: I— oty | 5 Model: |
PO Dt: [1271871999 Rec Dt: [ Serfi/VIN: [
Deliv Dt r— Tag Dt: = License: r_ Year: r_
ick up Dt: r— Uer Dt: r_ Mile=/Hrs=: a= of: I
E/L/I‘ Stat: r W/L/F De: [ Parcel: [ &cres: I_
Zuct/ Surp: r Transfer Dt: m Remarks: r DTQ: r Image?
&cg Code: FE_ Delete De: [ Splitc ID: I—
Title: LTS PORTABLE RaDI0 LTS2000 80 Replacing Ip: [
Conments=: | Copy ID:
Purcha=ing Dates Only Purcha=ing 3prv Dates for Departmental —
Norify: | Tag: | |T:ans£e:: m Disposal: I— I]
Kelgj Deleate l Options‘ Sczeen| Erowse P:evl Next I &dd I Exit |

Fixed 3==et ID

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add General Info to an IFAS Record, Continued

Add general information (continued)

Step Action
8 Enter information in the following optional fields.

e Description

e Item Class Type

e Link ID

¢ Purchase amount

e Condition (press F1 to choose from the list)

e ME? (enter Y if item is motor equipment)

e Motor Eq# (motor equipment number is generated if Y is
entered above)

e Taggable (enter Y or N)

e Leased (enter Y or N)

e Model#

e Serial #/VIN

e License

e Year

e Miles/Hrs

e As of (enter date miles or hours recorded)

e Remarks (See the previous section titled Add Remarks to an
IFAS Record for instructions to add remarks.)

e Comments (enter short comment)

e Rec date (enter date)

9 Press Enter to save the information. The screen information

remains unchanged until the screen is refreshed.

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Add General Info to an IFAS Record, Continued

Add general information (continued)

Step Action
10 Press the F3 key to refresh the screen. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
Zszet ID: [JA04329-001-001 Desc: |
Pri Class: Sec: Link 1p: [
Item Clas=: [ Ty
Org Key: r_- Select de=ired option
Status: P& Selact New e [ Taggable: [ CIP:
Purch antc: [ | Helect Refresn o : Leazed: [ avn: fi
Condition: [ Browse Order ke:
Service Du: Ueilicy el:
Po De: [ | View Image m:
Deliv De: [ | 2bout Module =e: [ vear: [
[Pick up Dt: rs: as of: |
M/L/F Stat: el: deres=: [
Zuct/ Surp: Transfer D&: | Remark=: [ DTQ: [ Image?
acq Code: RO Delete D&: [ Split ID:
Title: | Replacing Ip: [
Comanents: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: [T:msfe:: Disposal: |
|
Help | [Count| | Cancei| 811 | option | Globail|l Sunmacy| | | Exiz|

11 Use the Arrow keys to move the curser to the Select Refresh
option, and press Enter to refresh. The updated screen displays the
new information.

12 Press the F8 key to exit.
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Correct or Add Fixed Asset Location Code on IFAS Record

Introduction

Correct or add
location

The following information explains how to enter a location change into IFAS

for a Fixed Asset.

Use the following steps to enter a location change into IFAS for a Fixed

Asset.

Step

Action

1 Log into IFAS. The following screen opens.
$ Insight - Harris County 08 - [Explorer]

G File Edit View Window Help

& [@os ®=| |

Wwhich Fixed Asset Function Would You Like?

=

(Fl AP: Accounts Payable

AR: Accounts Receivable
BD: Budget Item Detail

C5: Client Specific

EN: Encumbrances

GL: General Ledger

GM: Grants Management
PE: Person/Entity Data Base
PO: Purchasing

TD: TRIAD Modules

Candidate
Processing

==

Update

o

Utilities

NUM OVR

2 Click the <+> beside the FA: Fixed Asset icon. The following

Screen opens.

Y lnsight - Horris County Q& - [Fxplorer] ) 3
At B Vew wWnds Hp - x
& a0 %o =l | £
5] o ]
To wéhuch system doss s recquest relste!
- B ras - -
< [ AP accounts Payable IE.l
- AR Acoourts Recstratle Accosnts
. BO- Budget [bem Dotad Payabin
- Fg C5: Check Speciic M
* % Encurbrances tﬁ
- FA: Frcod Assnts -
I8! cP: Canchdate Frocessing Acconts
& UP! Update Recewabie
+ UT: Utibes —~
# [ &: Seraral Ledger fg
. ;ﬂ @V Granks Managenent
. PLi Personilnthy Dats fasa mﬁj""'
4 PO; Purchmsing 53
. TO: TRIAD Modudes £
| B CooReports tﬁ -
R oady N O4R

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Correct or Add Fixed Asset Location Code on IFAS Record,

Continued

Correct or add location (continued)

Step Action
3 Click the <+> beside the UP: Update icon. The following screen
opens.

Y lnsight - Horris County Q& - [Explorer]
B Fe EX Wew Windw Heb

& (won| ®i=i| < |
o [ gl

To wéuch system doss s recquest relate?

-~ - -~
- AP Acoounts Payable [ﬁ
. AR Accourks Recstrable

Accounts

. g BO: Budger [bem Dotad Payabie
- :g CS: Chert Speciic
* % Encurbrances tﬁ
FA Freod Assnts -

I8! cP: Canchdate Frocessing Acconts

= n UR! Update Recewabie

T U0: Lsar Departrment Update >

+ (H*-T, Ltities FB
A Gereral Lodger D

. § @M Granks Managenent Cuﬁlf:'l‘lm'
- (g PE: Purson/Erky Dats San ita

~

PO: Purchasing -
+ [ T0- TRIAD Mockses - m w|
Roady N OR

4 Double-click the UD: User Department Update icon to launch
the module. The following screen opens.

F& - Identification (Dept) FAIDNT_U Fergus=on, Steven
azser ID: [ Dezc: [
Pri Class: Sec: Link 1In: [
Item Clas=: [ Type: [—
0rg Key: | e
Status: P ue2: [ Taggable: [ CIP:
Purch amt: r—' Motor Eqff: Leased: r AUD: ﬁ
Condition: [ Make:
Service Dt: ey 1 Model:
PO Do: | Rec Dt: Sexfi/ VIN:
Deliv Dt | Tag Dt: Licenze: [ Year: l_
[Pick up Dt: Ver D&: Mile=/Hzs=: az of: |
b/L/F Stat: M/L/F Dt: Parcel: seres=: [
&uct/ Surp: Transfer Dt: l_ Remarks: r DTQ: I- Image?
Beq Code: FBO. Delete Dt: | Split ID:
Title: | Replacing In: [
Comments: | Copy ID: |
Purchasing Dates Only Purcha=ing &prv Dates for Departmental —
Wotify: Tag: |[Transgex: Di=posal: |
|
Help I I Ogtionﬂ Sc:eenl add P:cvl Hext | Browse | Exit |
Fixed &sset ID

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Correct or Add Fixed Asset Location Code on IFAS Record,

Continued

Correct or add location (continued)

Step

Action

opens.

5 Press the F3 key to select an asset number. The following screen

F& - Identification (Dept)

FAIDNT_U Ferguson, Steven

Azset ID: M404829-001-001
Pri Class:

Desc: |

Sec: Link ID: I

Item Class: Ty

Purchasing Dates Only
Worify: Tag:

0rg Key: Select desired option
Status: P Select New 2 [ Taggable: [| cIP:
Purch &mt: Belect Refresh o : Leazed: [ aup: |
Condition: [ Browse Order ke:
service De: Teility el:
Po De: | View Image m:
Deliv De: [ | about Module se: [ Vear: [
[Pick up Dt: rs: as of: |
p/L/F Btat: al: sexe=: [
Zuct/ Surp: Transfer De: | Remarks: [ DTQ: [T Image?
2cq Code: FBO. Delete De: [ Split ID:
Title: | Replacing ID: [
Comments: | Copy ID: |

Purchasing dprv Dates for Departmental —
|Transger: Di=posal: |
]

Help | | Count | [ Cancai|

811 | option | Global|l Summary| | | Exiz |

SCreen opens.

6 Press Enter to select the Select New menu option. The following

Fixed &szset ID

[Enter search criteria on form

then hit Enter

Fa - Identification (Dept) FAIDNT_ Ferguson, Steven
azser 1D: [T W Desc:

Pri Clas=: Sec: Link ID:

Item Class: Type:

0rg Key:

Status: ME?: Taggable:  CIP:
Purch Amt: Motor Eqff: Leaszed:  AUD:
Condition: Make:

Service De: Qey: Model:
PO Dt: Rec Dt: Secff/VIN:
Deliv De: Tag Dt: License: Year:
pick up De: Ver Dt: Miles/Hzs: as of:
pL/L/F Btat: M/L/F Dt Parcel: Acres:
Zuct/ Surp: Trans=fer Dt Remarks: DTQ: Image?
&cq Code: Delete Dt: Split ID:
Title: Replacing ID:
Comments: Copy ID:
Purchasing Dates Only Purchasing 3prv Dates for Departmental —
Notify: Tag: |Transger: Di=posal: |
|
Hel Count | | Cancai] 811 | Select | Global|l Summary| | | Exiz |

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Correct or Add Fixed Asset Location Code on IFAS Record,

Continued

Correct or add location (continued)

Step

Action

7 Enter the asset number in

following screen opens.

the Asset ID field, and press Enter. The

F& - Identification (Dept)

FAIDNT_U

Ferguson, Steven

Purcha=ing Dates Only
Notify: [ Tag: |

szset ID: [J011082-001-001 Desc: TS FORTABLE RADI0 LT52000 500 MHZ (100
Pri Clas=: [ Sec: Link ID:
Item Clas=: [ Type: [T
Org Key: [L0029216 |C [DMIN.-OPER&TIONS
Status: & P=er dccept ue2: [ Taggable: [ c1p: [
Purch Amt: Z,260.00 Motor Eqff: Leazed: [ avp: [
Condition: [ Make:
service De: Qey: 5 Model:
PO Du: [I2718/1999 Rec Dt: Sexf/VIN:
Deliv De: Tag Dt: License: [ veax: [
Pick up Dt: Ver Dt: Mile=/Hr=: as of: |
b/L/F Svae: [ M/L/F De: [ | Parcel: sczes: [
suce/ Surp: | Transfer Dt: L2/ 18/2007 Remark=: || DTQ: [ Image?
Bcq Code: PO Delete De: [ Split ID: |
Title; TS PORTAELE RADI0 LT5Z000 80 Replacing ID: |
Comments: Copy ID:

Purcha=ing 3prv Dates for Departmental —

|Transfer: (271672007 Disposal: [ |

Fixed &sset ID

Helzl Belet‘-el Ozeionﬂ Sczeenl Browse

Prav| | Weme| | sad | | Exiz |

Press the F4 key to select
screen opens.

U Fe Et Vew Wodw Hep
S @i Fe|| -
Th < 1Semitinarion iBepct
[\ § Tregeree
E [ ey
W W | DL
B o N
aw K FEmE A nting s
= e Fawer A 7 30 Dntemacin
Fis®  Basae depeicy Indemetion
W S Voot Veasay
| R T T e T
. e Emmw-
'- s Font R
- |
&=
o
Ll
—
m
Ready

the FASITE_U screen. The following

el

i
i

NM O

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Correct or Add Fixed Asset Location Code on IFAS Record,

Continued

Correct or add location (continued)

Step

Action

9

Use the Arrow keys to move the cursor to the FASITE_U option,
Asset Location, and press Enter. The following screen opens.

&sset Location FASITE_V Ferguson, Steven

2oset ID: P011062-001-001 Desc: LTS PORTABLE RADIO LT52000 300 MHZ (H10U
Stacus: & avp: [0 clas=: [ [ Link ID:
Org Key: [l0029216 = [PDMIN -oPERaTIONS |
Transfer Org Key: [
Location Code: [51B0000 PLD CIVIL COURTHOUSE BLDG
[Transfer Location Code: [
Building: [E&DI0 SHOP
Floox: L
Room: | Count: [T
User Location: | as of: Piz71s/z008
Responszible ID: EDI0 / ROBORT WowarD
Contace: [PEE RADI0 DATABASE Phone: [

Address: PRS00 TEXaS Fax: [

Civy: FOUSTON se: fX  zip: fr7002 Tac: F011052001001

assee RE [T [T
accoune L [ [

Note: The new Tag field shows the number that is printed on the
barcode tag. To change the Tag field without printing a new tag,
follow the procedure in the section titled Print Fixed Asset
Barcode Tag, and then, print to the IFAS printer instead of the
barcode printer.

10

Enter the following required fields for location information.
e Location Code (enter location code)

e User Location (enter FA location)

¢ Responsible ID (enter employee responsible for asset)
e Building

e Floor

e Room

e Contact (enter authorized department contact)

e Address (enter street address of building)

¢ City, State, and Zip (enter city and state of building)
¢ Phone and Fax (enter phone of contact person)

Note: To change the Org Key field, use the FAIDNT screen. To
change the fund code or the department use the Transfer
procedures in the section titled Transfer Assets In IFAS.

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Correct or Add Fixed Asset Location Code on IFAS Record,

Continued

Correct or add location (continued)

Step

Action

11

Press Enter to save the location information. The screen
information remains unchanged until the screen is refreshed.

12

Press the F3 key to refresh the screen. The following screen opens.

Asset Location FABITE_U

Fergusen, Steven

szset ID: [FA04230-001-001 De=c: [BSSET B
Status: P& avp:

Org K

clas=: [ [

Link ID: I

Trans=fer Org K|Select desired option
Select New
Tran=fer Location Co Belecv Refresh
Buildi| Browse Oxrder

Flo| Utility

Ro| View Image
User Location: r &bout Module
Respon=zible ID: [

Location Co

\TH

(e
Count: r—

&= of: |

Contact:

[ Prone: [

Address:

Fax: |

civy: | se: [ zip: |

TaG: k??UQO‘l?QOOUlOOl

As=et E '_ '_
rccours U [ [

Halp | [count | [ Cancei| 211 | option

Global| Sunmacy| | | Exiz|

13

Use the Arrow keys to move the curser to the Select Refresh

option, and press Enter to refresh. The updated screen displays the

location information.

14

Press the F8 key to exit.
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

County Asset Yearly Inventory

Overview

Introduction The following information describes the process for yearly inventory of Fixed
Assets and the IFAS procedures used in connection with this process.

In this chapter  This chapter contains the following topics.

Topic See Page
County Asset Yearly Inventory 25
Produce & Print CDD Inventory Report 28
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

County Asset Yearly Inventory

Introduction

The IFAS
inventory list

Maintaining
your IFAS
inventory list
throughout the
year

Auditor’s form
3368

The following information describes the process for completing your
department yearly inventory of Fixed Assets.

The IFAS inventory list is the inventory information kept in IFAS. If you
keep your department inventory information on an Excel spreadsheet, please
keep in mind that the spreadsheet may not reflect what is in IFAS. And, it is
the IFAS inventory list that is sent every year to the Board of Judges and the
Auditor’s office on July 1.

If your department is large or has a high volume of Fixed Assets, you should
seriously consider maintaining your department inventory list throughout the
year. Procedures such as disposals, transfers, and changing Fixed Asset status
from missing to found are time consuming due to Purchasing Services
approvals and data entry.

Any department or office that does not submit the Auditor’s Form 3368,
Inventory Completion Statement, is considered delinquent and is included in
the quarterly report submitted by Purchasing Services to the Office of the
Purchasing Agent and the County Auditor for communication to
Commissioners Court, as necessary.

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

County Asset Yearly Inventory, Continued

Process The Fixed Asset yearly inventory process begins by printing your department
description inventory list from IFAS and continues until you submit the final affidavit.
Stage Description

1 Produce and print the IFAS CCD report for your department
inventory. Use the following table to decide which report to run.

If... Then...

Your department has Fixed Produce and print the
Assets in multiple locations, | INV_27 RO1 ULOCT
report to view items by
location.

Location is not an issue, Produce and print the
INV_27 RO1_FAID report
to view the list sorted by
asset.

Note: You can download most CDD reports to an Excel

spreadsheet.

2 Sort and evaluate the items on the list by notating the following

information on your inventory list.

e Fixed asset location changes

e Fixed assets found that are notated as missing on the list

¢ Additional information about the Fixed Asset, e.g., S/N or model
number

e Fixed assets that must be disposed

e Fixed assets to transfer to Purchasing Services

e Fixed assets that are missing from your location

e Fixed assets that do not belong to your department

¢ Add fixed assets that do belong to your department, but have no
record on your IFAS list

Input the changes into IFAS that you notated on your list.

4 Submit the appropriate forms, which include 3351, 3354, and

3368, to the Purchasing Services Department.

5 Produce your CDD report again to verify that all updates occurred.

w

Note: Allow one month to view the changes in IFAS due to
Purchasing Services approvals and data entry.

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

County Asset Yearly Inventory, Continued

Process description (continued)

Stage

Description

6

Repeat stage 3 if any of the changes do not appear in IFAS.

7

Submit the final affidavit, Auditor’s form 3368, Inventory
Completion Statement, by May 1, stating that your inventory is

complete.
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Produce & Print CDD Inventory Report

Introduction The following information explains how to print the CDD Inventory report.

Print report Use the following steps to print the CDD Inventory report.

Step

Action

1

Log into IFAS. The following screen opens.

$ 'Insight - Harris County 08 - [Explorer] E]@@
g X

Q File Edt View Window Help 3
& [@os] ®l=|]| =]

Which Fixed Asset Function Would You Like?

2 IFAS

(f AP: Accounts Payable
AR: Accounts Receivable Candidate
BD: Budget Item Detail Processing
C5: Client Specific
EM: Encumbrances [—~~ ~
GL: General Ledger Update
GM: Grants Management
PE: PersonfEntity Data Base
PO: Purchasing ﬂ
TD: TRIAD Modules

CDD Reports Utilities

Ready [MUM (OVR

Click the <+> beside the CDD Reports icon. The following

Screen opens.

Y nsight - Marris County Qi - [[xplerer] l; f&rf(

Fle B Yiw Wrdow Hep = %
& (el %= =

) g
To mhich Systerm does this request relate?

+ 0 Gui Gunerd Ladger -~

. GM: Grants Managenant
+ PE: PersoryEntity Data Base
- g FO: Purthazing

TD: TRIAD Modubes
- a CLO Reports
+1 (L) Degt DTPY
+ ) Dept DTL
+ ) Dept Englotyns Mantanancs
) Dept Managemant Reports
Dept PY Ordy
GM_01_ROL {GM: GRANTS REPORTING SUMMARY)
+ ) Open Record @agquests
4l ] Sutrrystem Fokders
+ ] Vakdation Reports (TEMP) <

IR oady NN O

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Produce & Print CDD Inventory Report, Continued

Print report (continued)

Step Action
3 Click the <+> beside the Subsystem Folder icon. The following
screen opens.

Y linsight - Harris County QA - [[xplorer]

(B Fle Ed View ‘Widow rep - & x
& (@ olsl #l=| £ 1 -
) [ g

To shich System does this request relate?

4 Sutrsystem Fokchers -
+ ) AC - Attorney Clalms
+ ) ACS - Account Code Structure
+ (L) AP - Aocunts Payable

) AR - Accounts Recetyatis

() B - Bark Reconchation

(=] BQ - Bd)Contract Management

() BU - Budgeting

() CP - Captal Projects

] CR - Cash Recapting

(L} EN - Enounbirances

(L) M- Poed Aszats

() FC - Food Control

L @ - Gareeal Lodgee

) GM - Grark Management 3

L SR S S S R =

R0 ady NN O

4 Click the <+> beside the FA: Fixed Asset icon. The following
screen opens.

¥ Insight - Harris County OA - [Explsrer]

Fis Fdt Yww Widow Hep - 3%
T (@] ®|e] = | >

=i, =l
1NV, 27 DS _UROCT (INV- Listeny of Risrs bry User (Dwher) Location)

HY FA_EXPORT_FILE (FA: Iformation for downkond 1o Excel)
BL FA_FNCT_CD (FA; Gaing and Losses on Dispossld)

B FATRANS BT (FA: Transactons)
MY 1V _27_ROL (INV: Listirg of Iteers by Purchasing Location)
@ W 27 ROL DANLD (Ueting of Ml Rerme by departivect sorted by price)
B o _27_ROL_PAID (W1 Usting of Therss by Assst ID Nuvber)
INV_27_RO1L_LNKID (Listing of Trews by Lises Location & Link 10)
W _27_RO1_LOCT (INY: Lsting of e by User (Cwner) Locston)
W _27_FO2_DATAD (Usting of af dedated & deposed tens)
W 27 ROG_DWHLD (Usting of o Rerrs wath guantty greater than 99) v

< >
Ry NUM O

o
)

m
-
e
»
g
g
é

Continued on next page
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Produce & Print CDD Inventory Report, Continued

Print report (continued)

Step Action
5 Double-click the INV_27 RO1 _ULOCT or
INV_27 RO1 FAID report. The following prompt box opens.

B Prompts @
Enter the value for 'LEDGER'
Cancel

Enter the value for 'DEPT'
Enter the value for 'ORGKEY*
Enter Fized &sset [D:

Ix

Note: See the previous section titled County Asset Yearly
Inventory, Stage 2 to decide which report to produce.

6 Enter the information in the following fields.

¢ Enter the value for ‘LDEGER’ (defaults to you department)
e Enter the value for ‘DEPT” (enter your department #)

e Enter the value for ‘ORGKEY” (enter the Org. Key)

e Enter Fixed Asset ID: (if interested in viewing one asset)
Click the OK button. The CDD report opens.

Click the Print icon in the button bar to print the entire report.
9 Click the small black X in the upper right hand corner to close the
report.

~

(e0)
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Discovered Fixed Assets

Overview

Introduction The following information describes the process for handling discovered
Fixed Assets and the IFAS procedures used in connection with this process.

Discovered item A discovered Fixed Asset is an item that you have physically discovered,

definition meets the criteria for department-asset or capital-asset tracking, but has no
record on your department IFAS inventory list. A discovered item can be one
that either belongs to your department or does not belong to your department.
Both scenarios are discussed in detail below.

In this chapter  This chapter contains the following topics.

Topic See Page
Discovered Fixed Assets 32
Discovered Fixed Assets Not Belonging to Department 33
Produce & Print CDD Missing Items Report 34
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Discovered Fixed Assets

Introduction The following information describes the process for handling a discovered

Fixed Asset that belongs to your department, but has no record in IFAS.

Process The process for adding a discovered Fixed Asset to IFAS begins with notating

description all pertinent Fixed Asset info and continues until you produce the report to

view the information.

Stage

Description

1

List all pertinent information about the Fixed Asset, e.g., S/N,
model, location, and dollar value.

2

Create a record on IFAS. List the new asset ID number, which will
enable you to verify the item. See the previous section titled Add a

Record in IFAS in the General IFAS Procedures chapter for
details.

Verify that the item is in IFAS by searching for the asset ID
number on the FAIDNT screen.

Discovered Fixed Assets
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Discovered Fixed Assets Not Belonging to Your Department

Introduction The following information describes the process for handling a Fixed Asset
that you have discovered, does not belong to your department, and is not on
your department inventory list.

Process The process for handling a discovered FA that does not belong to your
description department begins by notating all pertinent information and continues until
the owner is found or you add a record in IFAS.

Stage

Description

1

Notate all pertinent information about the item, e.g., S/N, model #,
and location.

2

Search all Fixed Asset records listed as missing. See the following
section titled Produce & Print CDD Missing Items Report for
details on printing this report.

The following table explains the next stage.

If You... Then...
Locate the owner of the Notify the owner to arrange a
Fixed Asset, physical transfer of the item.

Cannot locate the owner, and | Add a record to IFAS.
the Fixed Asset is, or is not, a
capital asset,

Discovered Fixed Assets
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Produce & Print CDD Missing Items Report

Introduction

Print report

The following information explains how to print the CDD Missing Items

report.

Use the following steps to print the CDD Missing report.

Step

Action

1

$ Insight - Harris County Q8 - [Explorer] @@@
=8 %

Log into IFAS. The following screen opens.

G File Edit View Window Help 5

& [ec)s &= o |

‘which Fixed Asset Function Would You Like?

- 3R IFaS

AP: Accounts Payable B
AR: Accounts Receivable Candidate
BD: Budget Item Detail Processing
CS: Client Specific
EM: Encumbrances

;
GL: General Ledger Update
GM: Grants Management
PE: PersonfEntity Data Base
PO: Purchasing ﬂ
TD: TRIAD Modules

CDD Reports Utilities

Ready MUM (OVR

Click the <+> beside the CDD Reports icon. The following
screen opens.

Y insight - Marris County Q4 - [[xplerer] I'. IE:?_(
dow e - X

& (e0ol ®|=| 2
) [ g2
To Mich System does this request relste?

+ GLi Gener o Ladger -~
g GM: Grants Managenant
+ (@ PE: PersoryEntity Data Base
+ {f PO Purthasng
+ é TD: TRIAD Modubes
- 3 CDO Reports
4 ) Degt DY
+ () DeptOTE
+ 1) Dept Englotyns Mantenancs
+ 1 Dept Managemant Reports
Dept PY Ordy
GM_01_ROL {GM: GRANTS REPORTING SUMMARY)
+ ) Open Record 2aguests
41 Sutrysten Folders
+ ] Vakdation Reports (TEMP)

R o sy NN O

Continued on next page
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Produce & Print CDD Missing Items Report, Continued

Print report (continued)

Step Action
3 Click the <+> beside the Subsystem Folder icon. The following
screen opens.

Y insight - Harris Coonty QA - [[xplorer}
R Fle Bt Y Widow e - 5 x

e @l ® = EN
&) [y g

To which System does this request relste?

= -4 Sutrystem Foldrs ~
v ) AC - Attoeney Clains
+ ) ACS - Account Code Structure
+ () AF - Acoounts Payable
4 ) AR - Accourds Recetyatis
+ ) B < Bank Reconchation
+ ) BOQ - Bd)Contract Managament
# ) BU - Budgeting
+ ) CP - Captal Projects
¢ ) CR - Cah Racagiing
+ [} EN - Enouhrances
+ () TA - Paced Aszets
+ () FC - Food Control
&) A - Garaal Lodgee
+ () GM - Grank Management

R0y NN O

4 Click the <+> beside the FA: Fixed Asset icon. The following
screen opens.

i8 Open and Ran B

Open

FA_&0 AO1_A [FA ITEMS PENDING TRANSFER VERFICATION| &
FA_&0_R02 (heme panding depaced vewicaton|

) FA_40 A00_A [hars Pendrg Transfer for Comesssornes Cout Apge
I FA_E0 RO2_B Ircoming eme Pending Trarster bor Commicionas
B Fa_&0 503 (lherre wxssng 5o o osghay)
2

0e

e e s

[} Selnct by Digkiny, Dagh wrd Mazng Date

# B FA_S0 A0E_A [hers Markead Miseng in Date Sequance)

+ 40 FA_B0 A0 (FA LIST OF ITEMS IN CANDIDATE STATUS)
# W FA_BI_AOR (Dept et in Candidate Status Workshaet)

+ B FA_B0_A03 [Dept w11 Canchcdabe S5inuz Lorg Descrplionrd
= FN FA ANICTINN APT Irsed &ssmt &ev-fon Datat Banced|

< >
Descrpbon. [W]

Continued on next page
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Produce & Print CDD Missing Items Report, Continued

Print report (continued)

Step

Action

5

Double-click the FA_40_RO04 report. The following prompt box
opens.
X

Enter From Mizzing Date: oK |

C |
Enter Ta Missing Date: &l

Enter the value for 'DEPT":

Enter the value for ORGKEY":

Ix

Enter the information in the following fields.

e Enter From Missing Date (enter date)

e Enter To Missing Date (enter date)

¢ Enter the value for ‘DEPT’ (enter asterisk)

e Enter the value for ‘ORGKEY” (enter asterisk)

Click the OK button. The CDD report opens.

o

Click the Print icon in the button bar to print the entire report.

Click the small black X in the upper right hand corner to close the
report.

Discovered Fixed Assets
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Split Processing

Overview

Introduction The following information describes guidelines for the IFAS Split Processing
feature and the IFAS Split Processing procedure.

In this chapter  This chapter contains the following topics.

Topic See Page
Split Processing Guidelines 38
Split PO Items in IFAS 39
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Split Processing Guidelines

Introduction The following information gives guidelines to help understand the Split
Processing feature and to make better decisions concerning the items you are
considering to split.

Split processing  The IFAS Split Processing feature is used to create multiple records for a
single line item on the PO, where the quantity is greater than one.

Example: When you order three computers on a single line item, but you
need an IFAS record for each computer.

Splitting PO You must use the IFAS FAUTSP screen to split PO items. You can only split

items in IFAS  jtems that you or the Purchasing Services Department accepts as a Fixed
Asset. You cannot split rejected items. You cannot split an item twice.
Therefore, you must be sure to split items for the correct amount initially.
This is done in the candidate processing screen, which is now performed by
the Auditors.

Cleanup items  We suggest that you add or clean up all item information prior to splitting
you intend to because when you split items the program replicates information. If item

split information is incomplete and split four times, you will have four records to
clean up individually. We suggest you add or review the following item
information.
¢ Quantities

e Description

e Location & site

e Purchase price

¢ Add any other useful item information
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Split PO Items in IFAS

Introduction The following information explains how to split a PO item in IFAS.

Split items in Use the following steps to split PO items in IFAS.
IFAS

Step Action
1 Log into IFAS. The following screen opens.

$ ' Insight - Harris County 08 - [Explorer] E]@@
a X

Q Fle Edt WView Window Help
& [@clo| &=| Bl

which Fixed Asset Function Would You Like?

AP: Accounts Payable
AR: Accounts Receivable

Candidate
BD: Budget Item Detail Processing
CS: Client Specific
EN: Encumbrances ]'—:—:
GL: General Ledger Update

GM: Grants Management
PE: PersonfEntity Data Base

PO: Purchasing é%i
TD: TRIAD Modules

+ CDD Reports Utilities

Ready [ num owR |

2 Click the <+> beside the FA: Fixed Asset icon. The following
screen opens.

Y lnsight - Morris County Q& - [Explorer]

& acn %o =l | .
| v £
To wéhwch system doss s recquest relate?
= B Fas > A
< [B AP accounts Payable ;
- AR; Rocourks Recstrable Arcounts
o (§ B0: Budper lhern Dotad Payatie
Es 5 Chert Specfic M
. £ Encumbrances m
(@ FA: Feeod Assnts -
I CP: Canchdate Frocessng Acconts
& UP| Update Recewabie
+ UT: Utibes ~
o (@ QL Geraral Lodger @
. :ﬂ @M: Grarks Managenent
« (B PLiPersonilrkty Dats faze Ni[::‘""'
" PO; Purchasing 2
. TO: TRIAD Modudes -
|# B o0 Reports m ~|
IR oady N O

Continued on next page
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Split PO Items in IFAS, Continued

Split items in IFAS (continued)

Step Action
3 Click the <+> beside the UT: Utilities icon. The following screen
opens.
seght - Harris County OA - [Explores |
& @0 $i=|| =0 =
2} [ )
Bras - ‘ :

“ (@ AP Accourts Payabie
AR Momats Secevate

¢
!

U tcurdrances
Fi Pumd Assets
B CF1 Canciainty Processing
= = UF: Ut
0 V01 User Dogrtreank Undate

= mx,' I'.:o;

* ;ﬂ 51 Gane o Ladges
DN Gt Mgt
v Il P PersonEatty Dota Bxie
v Il #O ety
- f= T MASAD Modes

+ B @0 hesers

Resty N O

4 Double-click the SP: Split Processing icon to launch the module.
The following screen opens.

¥ Insight - Marrls County OA - [Output]
G Fe Edt Viw Window Heb )
]

s !@_I_ﬂil —

R

m-mm el - e B

Rasdy A N

Continued on next page
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Split PO Items in IFAS, Continued

Split items in IFAS (continued)

Step

Action

5

Tab key. The followi

sepht < Harris County OA - [Outpot]
dh M T3 Wew wemcbw Heo

B a0 sle|

[ lﬂuh"M

[p1=z]

Rasty

IO N O Iy AW EDD e e

Enter the Asset ID number in the Asset ID field, and press the

ng screen opens

- ]

N O

Enter the quantity in

the Split Qty field, and press Enter. The

foIIowmg screen opens to show the |tem spllt.

(O R e

‘ TN LULEl Wi "

Pyt

e mmml WG ey oe s oo

N AR

Press the F8 key to

exit.

Split Processing
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Missing & Found Fixed Asset

Overview

Introduction The following information describes the process for handling missing or
found Fixed Assets, and the IFAS procedures used in connection with these
processes.

General The procedures explained here are specifically for cleaning up the missing
and found Fixed Asset records on your IFAS inventory list. You can now
change the status of a Fixed Asset record in IFAS without contacting
Purchasing Services.

We also recommend that you use these processes to maintain your department
inventory list throughout the year.

In this chapter  This chapter contains the following topics.

Topic See Page
Missing and Found Fixed Assets Definitions 43
Missing Fixed Assets 44
Found Fixed Assets 45
Change Status of Fixed Asset in IFAS 46
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Missing and Found Fixed Assets Definitions

Introduction

Missing Fixed
Asset

Found Fixed
Asset

The following information defines the terms missing Fixed Assets and found
Fixed Assets.

You can now change the status of a record in IFAS.

A missing Fixed Asset is an item that has a record on your department IFAS
inventory list, but is misplaced. For instance, you have seen it recently, but
you cannot find it during the inventory.

A found Fixed Asset is an item that has a record on your department IFAS
inventory list, is listed as missing, and is now located.
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Missing Fixed Assets

Introduction The following information describes the process for handling missing Fixed
Assets.

Missing Fixed A missing Fixed Asset is an item that has a record on your department IFAS
Asset inventory list, but is misplaced. For instance, you have seen it recently, but
you cannot find it during the inventory.

Process Change the status of the Fixed Asset record in IFAS. See the following
description section titled Change Status of Fixed Asset in IFAS for procedure details.
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Found Fixed Assets

Introduction

Found Fixed
Asset

Process
description

The following information describes the process for handling a Fixed Asset
that is marked as missing in IFAS and is now found.

A found Fixed Asset is an item that has a record on your department IFAS
inventory list, is listed as missing in IFAS, and is now located.

Change the status of the Fixed Asset record in IFAS. See the following
section titled Change Status of Fixed Asset in IFAS for procedure details.
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Change Status of Fixed Asset in IFAS

Introduction The following information explains how to change the status of a Fixed Asset
record in IFAS.

Change status ~ Use the following steps to change the status of a Fixed Asset record in IFAS.
in IFAS

Step Action
1 Log into IFAS. The following screen opens.

% 'Insight - Harris County 04 - [Explorer]
G File Edit View Window Help -8 %

& &S| ®|=| = |

Which Fixed Asset Function Would You Like?

S

(fl AP: Accounts Payable
AR: Accounts Receivable Candidate
BD: Budget Item Detail Processing
C5: Client Specific

EM: Encumbrances
[ : Fixed Assets
GL: General Ledger Update
GM: Grants Management
PE: Person/Entity Data Base
PO: Purchasing Eﬁ
TD: TRIAD Modules

DD Reports Utilities

Ready MNUM OV¥R | A

2 Click the <+> beside the FA: Fixed Asset icon. The following
screen opens.

Y lnsight - Horris County Q& - [Fxplorer]
R Fe EX Wew Windw Hebp - 2%

& [won| ®ie|| ] |
& [ g

L

To wéhuch system doss s recquest relste!

= B iFas - 4
. ‘P AP: Accounks Payable 4
AR; Accourks Recstyable Arcosnts
. BO- Budget [vem Dotad Payabin
. Eg CS: et Speckc o~
. % 3 Encumbrances tﬁ
~ (@ FA: Feced Assats -
IS cP: Canchdate Frocessng Accounts
o UP: Update Recewabie
+ UT: Utihes .
3 @ @ Goraral Lodger @
o [F @ Granks Managenent
= PL; Personiintty Dats Sase boj(: ’l‘!'.vn
< (@ PO; Purchasing 2
3 % T TRIAD Moduses -
|+ P 0 Reports tﬁ )

2053y N O4R

Continued on next page
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Change Status of Fixed Asset in IFAS, Continued

Change status in IFAS (continued)

Action
Click the <+> beside the UP: Update icon. The following screen
opens.

Step
3

Y insight - Morris County Q& - [Explorer]

Fle EX Vew Windw Hp - &%
5| v £
To wéhwch system doss s recquest relate?
- <> .
ga AP Acoounts Payable FB
AR Accourts Recstyable Atcoaits
BO: Budget [tem Dotad Payabie
:s C5: Clerk Speckic i
% Encurbrances m
FA Freod Assnts -
@ CP: Candidate Frocessng Acconts
:] UP: Update Recewabie
T U0: Lonr Department Update -
m UT: Ltiities [ﬁ
Eﬂ GL: Gereral Lodger
@M: Grarks Hanaganent Eui[:el‘lem
PE: ParsonfErkty Dats Baan §
PO: Purchasing 2
fg * TRIAD Mockjes » []3 v|
=
Ready N O

Double-click the UD: User Department Update icon to launch
the module. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
az=zet ID: [ Desc: |
Pri Class: Sec: Link I0: [0
Item Clas==: [ Type: [
Org Key: == E
Status: P2 ue?: [ Taggable: [ CIP:
Purch &nt: Motor Eqff: Leased: [ avp: i
Condition: [ Make:
Serwvice Dt: Qey: 1 Model:
PO De: | Rec Dt: Serf/VIN:
Deliv De: | Tag Dt: License: [ Year: [
[Pick up Dt: Ver Dt: Miles/Hrs: a=s of: |
M/L/F 3tat: M/L/F Dt: Parcel: seres=: [
Buct/ Suzp: Transfer De: | Remazks=: [ DTQ: [T Image?
acq Code: FPO Delete D&: [ Split ID:
Title: | Replacing ID: [
Conmment=: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Rotify: Tag: IT:a:nsfe:: Disposal: |
|
Help | | Options Bezeen|  aaa Prav | | Wext| Browse| | Exix |
Fixed &z=zet ID

Continued on next page
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Change Status of Fixed Asset in IFAS, Continued

Change status in IFAS (continued)

Step Action
5 Press the F3 key to select an asset number. The following screen
opens.

F& - Identification (Dept) FAIDNT_U Fergquson, Steven

szset ID: [1A04929-001-001 Desc: |

Pri Class: Sec: Link 10: [
Item Class: [ Ty
Org Key: [ |Select desired option
Status: & Select New e [ Taggable: [ cIP:
Purch amt: [ | Belect Refresh o : Leazed: [ avp: |
Condition: [ Browse Order ke:
service De: Ueility el:
PO Du: [T | View Image m:
Deliv De: [ | &bout Module =e: [ Year: [
Pick up Dt: =: a= of: [
YL/ T Stat: el: scres: [

Zuct/ Surp: Transfer Dt: | Remark=: [ Dpra: [T Image?

acq Code: PO Delete Dt: | Split ID:

Title: [ Replacing ID: [
Comments: | Copy ID: |
Purchasing Dates Only ——— Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
I

Halp | [Count| [Cancei 811 | opvion _Global| Summazy| | LE=is]|

6 Press Enter to enter the Select New option. The following screen
opens.

F& - Identification (Dept) FAIDNT_U Ferguson, Steven
assew 10: [ B Desc:

Pri Class: Sec: Link ID:

Item Class: Type:

Org Key:

Status: ME?: Taggable:  CIP:
Purch amt: Motor Eqff: Leased:  AUD:
Condition: Make:

Service Dt: Qty: Model:
PO Dt: Rec Dt: Serfi/VIN:
Deliv Dt: Tag Dt: License: Year:
[Pick up Du: Yer Dt: Miles/Hrs: as of:
PL/L/F Btat: M/L/F Dt: Parcel: Acres:
Zuct/ Surp: Transfer Dt: Remarks: DTQ: Image?
2cq Code: Delete Dt: Split ID:
Title: Replacing ID:
Comments: Copy ID:
Purchazing Dates Only ———— Purchas=ing 3prv Dates for Departmental —
Notify: Tag: |Tzansgex: Dizposal: |
|
Help I Count I Can:ell a11 l Select Global’ Sumna:ﬂ I Exit I
Fixed azset ID
[Enter =mearch criteria on form then hit Enter

Continued on next page
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Change Status of Fixed Asset in IFAS, Continued

Change status in IFAS (continued)

Step Action
7 Enter the asset number in the Asset ID field, and press Enter. The
following screen opens.

F& - Identification (Dept) I‘AIDHT_U Fergu=on, Steven

is=et ID: [J011062-001-001 De=c: LTS PORTEBLE RaDI0 LT52000 500 MHZ (H1O0U
Pri Clas=: [ | Sec: [ Link Ip: [
Item Class: l_ Type: r-

0rg Key: [l00z9216 |C [DMIN.-OPERZTIONS

Status: ﬁ: Psexr Accept ME?: r Taggable: r CIP: r
Purch amt: r—m Motor Eqff: I— Leased: r &UD: r
Condition: [ Make: [

Service Dt: I— oy | 5 Model: |

PO Du: 271871998 Rec De: [ Serg/uIN:

|
Deliv Dt r— Tag Dt: = License: r_ Year: r_
ick up Dt: r— Uer Dt: r_ Mile=/Hr=: I a= of: I
E/L/I‘ Stat: r M/L/F Dt: | Parcel: l Acres: I
Zuct/ Surp: r Transfer Dt: m Remarks: r DTQ: r Image?
Bcq Code: PO Delete D&: [ split 1m: [
Title: LTS PORTABLE RaDI0 LTS2000 80 Replacing Ip: [

Conments=: | Copy ID:

Purcha=ing Dates Only Purcha=ing 3prv Dates for Departmental —

Notify: l Tag: | |T:ans£e:: EZ/lS.fZOO'? Di=po=al: l I|

Help ] Delece] 0ptions| Sczeenl Erowse P:ev‘ Hext | add I Exit |
Fixed 3==et ID

8 Enter the new status in the Status field.
9 Press Enter to save the information. The screen information
remains unchanged until the screen is refreshed.

Continued on next page
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Change Status of Fixed Asset in IFAS, Continued

Change status in IFAS (continued)

Step

10

Action
Press the F3 key to refresh the screen. The following screen opens.
Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
Zszet ID: [JA04329-001-001 Desc: |
Pri Class: Sec: Link 1p: [
Item Clas=: [ Ty
Org Key: r_- Select de=ired option
Status: P& Selact New e [ Taggable: [ CIP:
Purch antc: [ | Helect Refresn o : Leazed: [ avn: fi
Condition: [ Browse Order ke:
Service Du: Ueilicy el:
Po De: [ | View Image m:
Deliv De: [ | 2bout Module =e: [ vear: [
[Pick up Dt: rs: as of: |
M/L/F Stat: el: deres=: [
Zuct/ Surp: Transfer D&: | Remark=: [ DTQ: [ Image?
acq Code: RO Delete D&: [ Split ID:
Title: | Replacing Ip: [
Comanents: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: [T:msfe:: Disposal: |
|
Help | [Count| | Cancei| 811 | option | Globail|l Sunmacy| | | Exiz|

11

Use the Arrow keys to move the cursor to the Select Refresh

option, and press Enter to refresh. Th
new status.

e updated screen displays the

12

Press the F8 key to exit.
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Remove Assets from IFAS Inventory

Overview

Introduction The following information describes the process for removing assets from
IFAS inventory and the IFAS procedures used in conjunction with the
process.

In this chapter  This chapter contains the following topics.

Topic See Page
Remove Assets from IFAS Inventory 52
Produce & Print CDD Pending Disposal Report 54
Create a Disposal Record in IFAS 57
Delete a Disposal Record in IFAS 64
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Remove Assets from IFAS Inventory

Introduction The following information describes the process for removing assets from
IFAS Inventory.

General A Fixed Asset is an item that has a record on your department IFAS
inventory. You must create a disposal record in order to remove this item
from your inventory list.

Process The process for removing assets from IFAS inventory begins when you create
description a disposal record and continues until the record is removed from your IFAS
inventory list or shows a deleted status in IFAS.

Stage

Description

1

Create a disposal record in IFAS. Add disposal date and method.
See the following section titled Creating a Disposal Record in
IFAS for details.

Note: Use the Comments field on the disposal screen to add any
comments about the item,

Produce and print the CDD report FA_40 RO02 (Item Pending
Disposal Verification). See the following section titled Produce &
Print CDD Pending Disposal Report for details.

Complete all three sections of form number 3351 (County
Property Deletion/Indemnification Request Form). The form
requires an official signature in sections 2 and 3. Attach the
original 3351 to the CDD report and send to Purchasing Services
by fax to 713-368-8807, by interoffice mail, or deliver to 601
Lockwood.

Note: The form is located on the Auditor’s web page on the Harris
County Intranet.

Purchasing Services reviews the 3351 form, contacts you for more
information about the items, and makes the final decision
concerning the Fixed Asset you want to dispose.

Continued on next page
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Remove Assets from IFAS Inventory, Continued

Process description (continued)

Stage Description
5 Use the following table to decide the next step.

If Purchasing Advises... | Then...

You to dispose of the Go to stage 6.

item,

You to transfer the item Delete the disposal record, and

for salvage or resale, go to the chapter titled Transfer
Assets to Purchasing Services
to continue.

6 The request is submitted to Commissioner’s Court by Purchasing
Services.

7 Purchasing Services is notified of approval.

8 Purchasing Services updates the asset status in IFAS after the
approval letter is received from the Commissioner’s Court.

Note: Allow at least two Commissioner’s Court dates for
Purchasing Services to complete the disposal.

9 Check IFAS to see if the change is complete. If the process is
complete, the Fixed Asset record no longer appears on your
department IFAS inventory list or the record shows a deleted
status in IFAS.

10 | If after two Commissioner’s Court dates the FA still appears on
your IFAS inventory list, contact Purchasing Services at 713-368-
8800.
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Produce & Print CDD Pending Disposal Report

Introduction

Print report

The following information explains how to print the CDD Pending Disposal

report.

Use the following steps to print the CDD Pending Disposal report.

Step

Action

1

$ Insight - Harris County Q8 - [Explorer] @@@
=8 %

Log into IFAS. The following screen opens.

G File Edit View Window Help 5

& [ec)s &= o |

‘which Fixed Asset Function Would You Like?

- 3R IFaS

AP: Accounts Payable B
AR: Accounts Receivable Candidate
BD: Budget Item Detail Processing
CS: Client Specific
EM: Encumbrances

;
GL: General Ledger Update
GM: Grants Management
PE: PersonfEntity Data Base
PO: Purchasing ﬂ
TD: TRIAD Modules

CDD Reports Utilities

Ready MUM (OVR

Click the <+> beside the CDD Reports icon. The following
screen opens.

Y insight - Marris County Q4 - [[xplerer] I'. IE:?_(
dow e - X

& (e0ol ®|=| 2
) [ g2
To Mich System does this request relste?

+ GLi Gener o Ladger -~
g GM: Grants Managenant
+ (@ PE: PersoryEntity Data Base
+ {f PO Purthasng
+ é TD: TRIAD Modubes
- 3 CDO Reports
4 ) Degt DY
+ () DeptOTE
+ 1) Dept Englotyns Mantenancs
+ 1 Dept Managemant Reports
Dept PY Ordy
GM_01_ROL {GM: GRANTS REPORTING SUMMARY)
+ ) Open Record 2aguests
41 Sutrysten Folders
+ ] Vakdation Reports (TEMP)

R o sy NN O

Continued on next page
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Produce & Print CDD Pending Disposal Report, Continued

Print report (continued)

Step

Action

3

Click the <+> beside the Subsystem Folder icon. The following

SCreen opens.

Y linsight - Harris County QA - [[xplorer]

CR Pl Bt View ‘Wrdow red -8 %
S el ®|=| e i .
5 gl

To which system does this request relste?

= Sutrsystem Fokchers ~
v ) AC - Attoeney Clains

(2] ACS - Account Code Stractire

() AP - Acoounks Payable

) AR - Accounts Recetyatis

() B - Bark Reconchation

(] BQ - Bd)Contract Managament

() BU - Budgeting

) CF - Capttal Projects

] CR - Cash Recapting

(L} EN - Enounbirances

(L) M- Poed Aszats

() FC - Food Control

L @ - Gareeal Lodgee

3 @ Grank Managemert 3

R e S N S S

R0 ady NN O

Click the <+> beside the FA: Fixed Asset icon. The following

SCreen opens.

¥ Insight - Harris County OA - [Explsrer] »_;E
Fis Ft Yew Wdow Heb -3 X
B [@olo| ¥l = =l

| T3, =
=1 =
[NV 27 P03 _UROCT (INV: Listrg of R by User (Owier ) Location )

| P FA_G0_ADY (Dagh Tbarss i Carchat Status Lor Dwserighon) ~
HY| Fa_DEPR_DC (FA: DEPRECIATION DOWNLOAD)

EEY FA_EQP_TRINS_EXP (FA: Equprmmnt « Transactions for Posting - Sxport Coly
B FA_ZQUIP_TRANE (PA: Equpment - Transactions for Posting)

gx’ FA_EXPORT_FILE (FA: Infarmation for dosrioad o Excel)

BL FA_FNCT_CD (FA; Gaing and Losses on Dispossld)

| Fa_TRNG_DMLD (FA! Monkhly Downioad of Transachions)

HY] FACODES BT (FA: Coded Yalus)

MY FADERR_BT (A Depeaciation Information)

HLY FADISP BT (FA: Deposal Information)

ERY FAZNSR_BT (PA; Insurancs Information)

HY| FASITE_VALID (FA! FASITE Table Lizting)

ELY FATRANS BT (FA: Trarsactons)

MY 1V _27_ROL (INV: Listirg of Iteers by Purchasing Location)

@ BV 27 ROL DANLD (Ueting of M Rerme by departivenk sorted by price)

B W _27_R01_PAID (11 Usting of Thems by Assst ID Nurber)

g I _27 R0 _LNKID (Uisking of Trews by Lises Location & Link 10)

-l

W _27_RO1_LLCCT (INY: Listing of Rere by User (Qwner ) Locston)
W _27_RO2_DATLD (Usting of o dedated & dsposed ters)
W 27 ROG_DWHLD (Usting of o Rerrs wath guantty greater than 99) v

L T e T ST T SR S

Ry NUM O

Continued on next page
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Produce & Print CDD Pending Disposal Report, Continued

Print report (continued)

Step

Action

5

Double-click the FA_40_RO02 report. The following prompt box
opens.

B Prompts

Enter the value for 'DRGKEY"
i _ Canedl |
ancel

Enter the value for Primary Class
Enter the value for ‘Ledaer Code”:

[HC

Enter the information in the following fields.

¢ Enter the value for ‘ORGKEY’ (enter the Org. Key)
e Enter the value for Primary Class (enter *)

e Enter the value for the Ledger Code (enter HC)

Click the OK button. The CDD report opens.

e}

Click the Print icon in the button bar to print the entire report.

Click the small black X in the upper right-hand corner to close the
report.
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HARRIS COUNTY PURCHASING SERVICES PROCESSES

Create a Disposal Record in IFAS

Introduction

The following information explains how to create a disposal record in IFAS.

Create disposal
record

Use the following steps to create a disposal record in IFAS.

Step

Action

1

Log into IFAS. The following screen opens.

$ Insight - Harris County QA - [Explorer] E]@@
g X

G Fie Edit View Window Help

EXrab

i C1|5| &= | e
] 2 EESEI
which Fixed Asset Function Would You Like?
=3 IFAS
AP: Accounts Payable
AR: Accounts Receivable Candidate
BD: Budget Item Detail Processing
CS: Client Specific
EN: Encumbrances 1'—:—:
GL: General Ledger Update
GM: Grants Management
PE: PersonfEntity Data Base
PO: Purchasing é%q
TD: TRIAD Modules -4
+ CDD Reports Utilities
Ready UM [OvR |

Click the <+> beside the FA

SCreen opens.

Y insight - Horris County Q& - [Fxplorer]

: Fixed Assets icon. The following

U Fle EX Wew Windws Hep - &%
& @i %ol 3 | E
5| [t ]
To wéhich system doss s recuest relate?
B B
« [ &P Accounts Payable [B
AR Accourts Recstable Accounts
. B0 Budges (e Dotad Payabin
. Fﬂ 5 Chect Speckic M
. % Encurbrances tﬁ
- FA: Froed Assnts -
IS cP: Canchdake Frocessng Azcounts
+ UP! Update Recewsbie
+ UT: Uthbes y
5 @ @ Geraral Ledger @
. :g GV Grarks Managenert
« (B PtiPersonilnkty Dats Sase mﬁ:‘!w'
B PO; Purchasing :
# (§ TO TRIAD Moduses S
|# B <00 Reports tﬁ |
R oady N O4R

Continued on next page
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Create a Disposal Record in IFAS, Continued

Create disposal record (continued)

Step

3

Action
Click the <+> beside the UP: Update icon. The following screen
opens.
Y insight - Horris County Q& - [Fxplorer] =
B Fle BEX Vew Windos Hp - &%
& (@05 ¥l=i| =l | .

5 2

To which system doss s recuest relate?

-~ <> -
43 AP Accounts Payable [B
. (S AR Accourts Recstyable Atcoats
. BO: Budget (e Dotad Payabin
- Fg CS: Clert Speciic
* W Encurbrances [ﬁ
- % FA: Frood Agsnts >
IS cP: Canchiate Frocessing Acconts
= :_p: Update Recewable
: LO: Lismr Department Update -~
+ (H-_r; Ltities @
. Fg AL Gereral Lodger
. rﬁ @M Granks Managenart wi(;:'“l‘!m
- PE: PorsonErtty Dists Sanm 5
s (@ PO: Prchasing - |
« (§ TO- TRIAD Modues ~ tg ~|
Reuly N O4R

Double-click the UD: User Department Update icon to launch

the module. The following screen opens.

F& - Identification (Dept) FAIDNT_U Fergus=on, Steven
azser ID: [ Dezc: [
Pri Class: Sec: Lirk 1I0: [T
Item Clas=: [ Type: r—
Org Key: | e
Status: P2 e [ Taggable: [ CIP:
Purch ant: | Motor Eqff: Leased: r AUD: ﬁ
Condition: r_ Make:
Service Dt: Qey: 1 Model:
PO Dt: | Rec Dt: Sexff/VIN:
Deliv Dt | Tag Dt: Licenze: [ Year: r_
[Pick up Dt: Ver Dt Miles/Hrs: as of: |
b/L/F Stat: M/L/F Dt: Parcel: seres=: [
&uct/ Surp: Transfer Dt: l_ Remarks: r DTQ: I_ Image?
Bcq Code: FBO. Delete D&: [ Split ID:
Title: | Replacing ID: [
Comments: | Copy ID: |
Purchasing Dates Only Purcha=ing &prv Dates for Departmental —
Wotify: Tag: |[Tzansger: Di=posal: |
|
Help I I Ogeioné S::een' add P:cvl Hext I Browse | Exit I
Fixed &sset ID

Continued on next page
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Create a Disposal Record in IFAS, Continued

Create disposal record (continued)

Step Action
5 Press the F3 key to select an asset number. The following screen
opens.

F& - Identification (Dept) FAIDNT_U Fergquson, Steven

szset ID: [1A04929-001-001 Desc: |

Pri Class: Sec: Link 10: [
Item Class: [ Ty
Org Key: [ |Select desired option
Status: & Select New e [ Taggable: [ cIP:
Purch amt: [ | Belect Refresh o : Leazed: [ avp: |
Condition: [ Browse Order ke:
service De: Ueility el:
PO Du: [T | View Image m:
Deliv De: [ | &bout Module =e: [ Year: [
Pick up Dt: =: a= of: [
YL/ T Stat: el: scres: [

Zuct/ Surp: Transfer Dt: | Remark=: [ Dpra: [T Image?

acq Code: PO Delete Dt: | Split ID:

Title: [ Replacing ID: [
Comments: | Copy ID: |
Purchasing Dates Only ——— Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
I

Halp | [Count| [Cancei 811 | opvion _Global| Summazy| | LE=is]|

6 Press Enter to select the Select New option. The following screen
opens.

F& - Identification (Dept) FAIDNT_U Ferguson, Steven
assew 10: [ B Desc:

Pri Class: Sec: Link ID:

Item Class: Type:

Org Key:

Status: ME?: Taggable:  CIP:
Purch amt: Motor Eqff: Leased:  AUD:
Condition: Make:

Service Dt: Qty: Model:
PO Dt: Rec Dt: Serfi/VIN:
Deliv Dt: Tag Dt: License: Year:
[Pick up Du: Yer Dt: Miles/Hrs: as of:
PL/L/F Btat: M/L/F Dt: Parcel: Acres:
Zuct/ Surp: Transfer Dt: Remarks: DTQ: Image?
2cq Code: Delete Dt: Split ID:
Title: Replacing ID:
Comments: Copy ID:
Purchazing Dates Only ———— Purchas=ing 3prv Dates for Departmental —
Notify: Tag: |Tzansgex: Dizposal: |
|
Help I Count I Can:ell a11 l Select Global’ Sumna:ﬂ I Exit I
Fixed azset ID
[Enter =mearch criteria on form then hit Enter

Continued on next page
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Create a Disposal Record in IFAS, Continued

Create disposal record (continued)

Step

Action

7

Enter the asset number in the Asset ID field, and press Enter.

F& - Identification (Dept)

FAIDNT_U

Ferguson, Steven

szset ID: [J011062-001-001 De=c: LTS PORTSBLE RADI0 LT52000 500 MHZ (H10D
Pri Cla==: [ Sec: Lirk 10: [
Item Clas==: [ Type: [
0rg Key: [I0029216 EC [BDMIN.-oPERaT I0WS
Status: P& Pser Accept wE?: [ Taggable: [ c1p: [
Purch ant: Z,260.00 Motor Eqff: Leazed: [ avp: [
Condition: [ Make:
Service Dt: Qey: S Model:
PO Dt: [12713/1999 Rec Dt: Ser#i/VIN:
Deliv Dt: Tag Dt: License: [ Year: [
[Pick up Dt: Ver Dt: Miles/Hrs: as of: |
b/L/F Stae: [ M/L/F Dt: Parcel: Beres: [
suct/ Surp: [ Transfer Dt: [L2/18/2007 Remack=: || DTQ: [ Image?
Bcq Code: PO Delete Dt: Split ID: |
Title: LTS PORTAELE RaDIO0 LTS2000 80 Replacing ID: |
Comments: Copy ID:

IT:

Purchaszing Dates: Only
Wotify: | Tag: |

Purchasing 3prv Dates for Departmental —

an=fer: [\'.2/18!200? Di=zpo=al: I |

Kelgl Deleeel Ogeionﬂ Sczeenl Br

owse | Prav| | Wexe| | saa | | Exiz |

Fixed 3=z=et ID

Press the F4 key to select

SCreen opens.

Insight - Hareds County OX - [Outpet |

e a0 el = |
Th < 1Sexitinarion iDepe) ~
[\ § Treverpe T
E | o] o)
W W - Threitemim e
| R T
aw N e Pneooaees 11
= Foom Bawer A 7 30 Dulemacian 1 i
Fism Bawr vepery indomeion (I
|_§2 bavet Veszmer ]
| R . |
BT bt Swperlatinr ||
| R T =)
L .
1] ===
|
= —
- | ioe B v |
Rasdy MM OR

the FADISP screen. The following

Continued on next page
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Create a Disposal Record in IFAS, Continued

Create disposal record (continued)

Step Action
9 Use the Arrow keys to move the cursor beside the FADISP Asset
Disposal option, and press Enter. The following screen opens.

lasight - Harris County QA - [Outpet] - 18
U e B Vew Wnckw e

S &5 %ol S|
Aavet Duapmal Y o)
Juscoe: |
a7 =
g n
— |

B
i1
i
i
i
i
i
£

Rexdy W OB

Note: This view is in Add mode because you are creating a

disposal record.

10 Enter information in the following required fields.

e Disposal Date (enter date)

e Method (go to step 11 to choose a method)

e Comments (enter the condition of the item and the reason for
disposal)

Continued on next page

Remove Assets from IFAS Inventory August 22, 2008 Page 61



HARRIS COUNTY PURCHASING SERVICES PROCESSES

Create a Disposal Record in IFAS, Continued

Create disposal record (continued)

Step Action
11 Press the F1 key. A drop-down list of disposal methods opens.
| |

s erie
EET  EEETT RS I
m
i
£ 5
A
5
i G- Trvwotoriakle
5 ehay
b- l
=3

12 Use the Arrow keys to move the cursor beside the method you
want to use, and press Enter. The program reverts to the original
blank Disposal screen.

13 Press Enter again to accept the record.

14 | Press the F3 key to refresh the screen. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
sz=zet ID: [1404229-001-001 De=c: |
Pri Class: Sec: Link 1n: [
Item Clas=: [ Ty
Org Key: Select des=ired option
Status: P2 Selact New L i Taggable: [ CIP:
Purch anc: [ | Belect Refresn o : Leazed: [ avn: i
Condition: [ Browse Order ke:
Service Du: Ueilicy el:
Po De: [ | View Image m:
Deliv De: [T | about Module se: [ vear: [
Pick up Dt: rs: as of: |
b/L/F Stat: al: seres=: [
Zuct/ Surp: Transfer De: | Remark=: [ DTQ: [ Image?
acq Code: FPO. Delete D&: [ Split ID:
Title: | Replacing Ip: [
Comments=: | Copy ID: |
Purchazing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: lT:ansfe:: Disposal: |
]
Help | [ count | [Cancail 811 | option | Globail|l Sunmacy| | | Exmiz |

Continued on next page
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Create a Disposal Record in IFAS, Continued

Create disposal record (continued)

Step

Action

15

Use the Arrow keys to move the cursor beside the Select Refresh
option, and press Enter. The following screen opens showing the
disposal method and the DU status.

lasight - Harris County OA - [Outpet]

(‘r- Bl Vew Wedow e

& o Fle| -
Aaret Dupmal '

TUITCETT o

Peady N OaR

16

Press the F8 key to exit.
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Delete a Disposal Record in IFAS

Introduction The following information explains how to delete a disposal record in IFAS.

Delete a You can delete a disposal record only until the time Purchasing Services
disposal record  changes the FA status to DD. Use the following steps to delete a disposal
record in IFAS.

Step Action
1 Log into IFAS. The following screen opens.

$ Insight - Harris County QA - [Explorer] @@@
g X

G File Edit View Window Help 3
& [@gs &=l =]

Which Fixed Asset Function Would You Like?

= IFAs
AP: Accounts Payable
AR: Accounts Receivable Candidate
BD: Budget Item Detail Processing
C5: Client Specific
EM: Encumbrances ﬁ

:
GL: General Ledger Update
GM: Grants Management
PE: PersonfEntity Data Base
PO: Purchasing ﬂ
£ TD: TRIAD Modules
* CDD Reports Utiliies
Ready HUM [OVR

2 Click the <+> beside the FA: Fixed Assets icon. The following
screen opens.

Y insight - Horris County Q& - [Explorer]

e BEX Vew Wndws Hp = | 5
& ecn %o =l | E.
5| v g

To which system cdoss s recuest relate?
- b 1FAS - -
< [g ap Accounts Payable §
AR Accourts Recsrrable Atcouts
. BO: Budget [bem Dotad Payabin
- FH C5: Cherk Specific L
« (@ D% Encurbrances [6
- FA: Frood Assnts -
I& cP: Canchdake Frocessng Acconts
& UP! Update Recewvabie
+ UT: Utibes —
# (F @ Sereral Ledger Fg
. fﬁ GV Grarks Managenent
¢ PL: Parsonflnkty Dats fase m’,’?:’l‘""'
- PO; Purdhasing iy
B TO: TRIAD Mocudes £
[+ B o epms ;-
R oady N 4R

Continued on next page
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Delete a Disposal Record in IFAS, Continued

Delete a record (continued)

Step

3

Action
Click the <+> beside the UP: Update icon. The following screen
opens.
Y insight - Horris County Q& - [Fxplorer] =
B Fle BEX Vew Windos Hp - &%
& (@05 ¥l=i| =l | .

5 2

To which system doss s recuest relate?

-~ <> -
43 AP Accounts Payable [B
. (S AR Accourts Recstyable Atcoats
. BO: Budget (e Dotad Payabin
- Fg CS: Clert Speciic
* W Encurbrances [ﬁ
- % FA: Frood Agsnts >
IS cP: Canchiate Frocessing Acconts
= :_p: Update Recewable
: LO: Lismr Department Update -~
+ (H-_r; Ltities @
. Fg AL Gereral Lodger
. rﬁ @M Granks Managenart wi(;:'“l‘!m
- PE: PorsonErtty Dists Sanm 5
s (@ PO: Prchasing - |
« (§ TO- TRIAD Modues ~ tg ~|
Reuly N O4R

Double-click the UD: User Department Update icon to launch

the module. The following screen opens.

F& - Identification (Dept) FAIDNT_U Fergus=on, Steven
azser ID: [ Dezc: [
Pri Class: Sec: Lirk 1I0: [T
Item Clas=: [ Type: r—
Org Key: | e
Status: P2 e [ Taggable: [ CIP:
Purch ant: | Motor Eqff: Leased: r AUD: ﬁ
Condition: r_ Make:
Service Dt: Qey: 1 Model:
PO Dt: | Rec Dt: Sexff/VIN:
Deliv Dt | Tag Dt: Licenze: [ Year: r_
[Pick up Dt: Ver Dt Miles/Hrs: as of: |
b/L/F Stat: M/L/F Dt: Parcel: seres=: [
&uct/ Surp: Transfer Dt: l_ Remarks: r DTQ: I_ Image?
Bcq Code: FBO. Delete D&: [ Split ID:
Title: | Replacing ID: [
Comments: | Copy ID: |
Purchasing Dates Only Purcha=ing &prv Dates for Departmental —
Wotify: Tag: |[Tzansger: Di=posal: |
|
Help I I Ogeioné S::een' add P:cvl Hext I Browse | Exit I
Fixed &sset ID

Continued on next page
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Delete a Disposal Record in IFAS, Continued

Delete a record (continued)

Step Action
5 Press the F3 key to select an asset number. The following screen
opens.

F& - Identification (Dept) FAIDNT_U Fergquson, Steven

szset ID: [1A04929-001-001 Desc: |

Pri Class: Sec: Link 10: [
Item Class: [ Ty
Org Key: [ |Select desired option
Status: & Select New e [ Taggable: [ cIP:
Purch amt: [ | Belect Refresh o : Leazed: [ avp: |
Condition: [ Browse Order ke:
service De: Ueility el:
PO Du: [T | View Image m:
Deliv De: [ | &bout Module =e: [ Year: [
Pick up Dt: =: a= of: [
YL/ T Stat: el: scres: [

Zuct/ Surp: Transfer Dt: | Remark=: [ Dpra: [T Image?
scq Code: JBO Delete Dt: | Split ID:
Title: | Replacing ID: [

Comments: | Copy ID: |
Purchasing Dates Only ——— Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
I

Halp | [Count| [Cancei 811 | opvion _Global| Summazy| | LE=is]|

6 Press Enter to select the Select New option. The following screen
opens.

T3 - Identification (Dept) FAIDNT_U Ferguson, Steven
aszet ID: [ B Desc:

Pri Class: Sec: Link ID:

Item Class: Type:
0xg Key:

Status: ME?: Taggable:  CIP:
Purch Amt: Motor Eqff: Leazed:  &UD:
Condition: Make:

Service De: aey: Model:
PO Dt: Rec Dt: Serf/VIN:
Deliv Dt: Tag Dt: License: Year:
Pick up De: Ver Dt: Miles/Hzrs: as of;
p/L/F Btat: M/L/F Dt: Parcel: Bcres:
uct/ Burp: Transfer Dt: Remarks: DTQ: Image?
Acq Code: Delete Dt: Split ID:
Title: Replacing ID:
Comments: Copy ID:
Purchasing Dates Only ——— Purchasing 3prv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
]
Halp | [Count| [Cancei 811 | Select |Global| Summazy| | LE=is]|
Fixed &sszet ID
[Enter =mearch criteria on form then hit Enter

Continued on next page
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Delete a Disposal Record in IFAS, Continued

Delete a disposal record (continued)

Step

Action

7

Enter the asset number in the Asset ID field, and press Enter.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
szset ID: [J011062-001-001 De=c: LTS PORTSBLE RADI0 LT52000 500 MHZ (H10D
Pri Cla==: [ Sec: Lirk 10: [
Item Clas==: [ Type: [
0rg Key: [I0029216 EC [BDMIN.-oPERaT I0WS
Status: P& Pser Accept wE?: [ Taggable: [ c1p: [
Purch ant: Z,260.00 Motor Eqff: Leazed: [ avp: [
Condition: [ Make:
Service Dt: Qey: S Model:
PO Dt: [12713/1999 Rec Dt: Ser#i/VIN:
Deliv Dt: Tag Dt: License: [ Year: [
[Pick up Dt: Ver Dt: Miles/Hrs: as of: |
b/L/F Stae: [ M/L/F Dt: Parcel: Beres: [
suct/ Surp: [ Transfer Dt: [L2/18/2007 Remack=: || DTQ: [ Image?
Bcq Code: PO Delete Dt: Split ID: |
Title: LTS PORTAELE RaDIO0 LTS2000 80 Replacing ID: |
Comments: Copy ID:

Purchasing 3prv Dates for Departmental —

Purchaszing Dates: Only
Wotify: | Tag: |

IT:msfe:: [\'.2/18!200? Di=zpo=al: I |

Kelgl Deleeel Ogeionﬂ Sc

zeen | Browse | Prav| | Wexe| | saa | | Exiz |

Fixed 3=z=et ID

Press the F4 key to access the FADISP screen. The following

SCreen opens.

Insight - Hareds County OX - [Outpet |

& aj0u Fe|| E: |
T < 1Sexitination (Bepe) A
O Em ol v e |
E [ oy )
W W - Threitemim e
i T T —
Ml e R |
= |22 Bavet A 7 30 Delbamazien |
Fise e ey o I
W s ey
| R . |
BT Fovet Sperlatin ||
| R T =)
L i
o= [ =—=]
=l
= =
ma oo B e |
Rasdy NM O
Continued on next page
Remove Assets from IFAS Inventory August 22, 2008 Page 67



HARRIS COUNTY PURCHASING SERVICES PROCESSES

Delete a Disposal Record in IFAS, Continued

Delete a disposal record (continued)

Step

Action

9

Use the Arrow keys to move the cursor beside the FADISP Asset
Disposal option, and press Enter. The f

lasight - Harris County QA - [Outpet] o

U e B Vew Winckw e -2 x

ollowing screen opens.

S a5y sle|]
Astet Durpmal

S
]
——
= 1
[ ou ) P oo BRI o s P B oo |
Rexdy M CAR

10

Press the F2 key to delete the record. The following screen opens.

Insight - Harris County QA - [Output]

VB Fle Edt Wew Window e

e a0 %

Apnez Duapeaal
s (ST -
E
T
e
Blaone Ovaidy Sedens
)
n
| —C
= T

d N R

Note: This screen is in Browse mode.

Continued on next page
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Delete a Disposal Record in IFAS, Continued

Delete a disposal record (continued)

Step Action

11 Enter a Y for yes to verify you want to delete the record. The
record is still visible until you refresh the screen.

12 Press the F3 key to refresh the screen. The following screen opens.

&s=et Location FABITE_VU

Fergus=on, Steven

Zzzet ID: 204930-001-001 De=c: [BSSET B

Status: P2 avp: | clas=: [ [ Link ID: [
Org K EIZS—_—-—
Transfer Org K|Select desired option
Location Co| Select New LDG
Transfer Location Co Eelccc Refre=h
Buildi| Erowse Orderxr '_
Flo| Utility
Ro| View Image '— Count: l—
User Location: r &bout Module &= of: I_—
Re=ponsible ID: r
Contact: Phone: |
Address=: | Fax: |

|
civy: | se: [ zip: | Ta6: E92U404220001001

Azzet E | |
Account ﬁ | |
Halp | [ count | | canceil 211 | option | Globall Sunmazyl | | Exiz |

Continued on next page
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Delete a Disposal

Record in IFAS, continued

Delete a disposal record (continued)

Step

Action

13

was prior to creation of the disposal record.

Use the Arrow keys to move the cursor beside the Select Refresh
option, and press Enter. The Status field shows the status as it

Rsset Location FRASITE U fQcguson, Steven

Rsset I0: P404330-001-001 oesc: RSSET B
Status: ﬁ AUO: [l Class: I_ l_
Ocg Xey: fL0029203  [RINERAME HAROWARE
fcansfec Ocg Xey:
Location Code: PS3B0000 ROMINISIRATION BLOG

Link I0: l

tcansfec Location Code:
Building: |
flooc: I

Room: | |

Count: I

Rs of: |

usec Location: |

Responsible I10: |

fhone: l

Contact: |
rax: |

rddcess: |

|
City: I St: r sip: |

IAG: k92uﬁﬂﬂiﬂﬂﬂmﬂl

wset |2 [
Account E l— l—

Halp ] felate ‘ Jpl:inns‘ scceen I Browse Prav I lrextj ud.d4| !xit]

Fixed Rsset I0

14

Press the F8 key to exit.
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Physically Dispose of Assets

Overview

Introduction The following information describes the process for handling the physical
disposal of assets, and the IFAS procedures used in connection with this
process. In this case, the physical item is at your location, is already removed
from IFAS, and you want to remove it from the premises.

In this chapter  This chapter contains the following topics.

Topic See Page
Physically Dispose of Assets 72
Print CDD Deleted & Disposed Items Report 73
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Physically Dispose of Assets

Introduction The following information describes the process for physically disposing of
assets.

Before you See the chapter titled Remove Assets from IFAS Inventory before you

begin proceed with this process. You must remove the asset from IFAS before

removing it from your location.

Process The process for physically disposing of assets begins with removing the item
description in IFAS and continues until the disposal company picks up the items.
Stage Description

1 Go to the chapter titled Remove Assets from IFAS Inventory to
remove the asset from IFAS.

2 Check IFAS to see if the change is complete. If the change is
complete, the asset appears on the CDD Deleted Status report.

Note: See the following section titled Produce & Print CDD
Deleted & Disposed Items Report for instructions on printing the
report.

3 If after two Commissioner’s Court dates the asset does not appear
on CDD Deleted Status report, contact Purchasing Services at
713-368-8800.

4 When the asset appears on the CDD Deleted Status report, contact
one of the disposal companies who hold a contract with Harris
County. If there is no disposal contract for your asset, contact
Purchasing Services at 713-755-5036 for the preferred disposal
method.
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Print CDD Deleted & Disposed Iltems Report

Introduction The following information explains how to print the CDD Deleted &
Disposed Items report to check if items are deleted from IFAS.

Print report Use the following steps to print the CDD Deleted & Disposed Items report.

Step Action
1 Log into IFAS. The following screen opens.
$ Insight - Harris County Q8 - [Explorer] @@@
G File Edit View Window Help - 3 X%

& [ec)s &= o |

‘which Fixed Asset Function Would You Like?

- 3 IFAS
+-{@ AP: Accounts Payable
+ E; AR: Accounts Receivable Candidate
+-{@ BD: Budget Item Detail Processing
+-[fl C5: Client Specific
+-{@ EM: Encumbrances
:
] GL: General Ledger Update
+ GM: Grants Management
#] PE: Person/Entity Data Base
+ PO: Purchasing ﬂ
+ TD: TRIAD Modules b

+ @ CDD Reports Utilities

Ready MUM OYR

Click the <+> beside the CDD Reports icon. The following

SCreen opens.

Y insight - Marris County Q4 - [[xplerer]
Fle Bt Vs Wirdow e

& [@ls %= 2
) [ g
To Mich System does this request relste?
+ g QL1 Gunerdd Ladger p

GM: Grants Managenant
§ PE: PersoryEntiy Data Base
+ {f PO Purthasng
+ é TD: TRIAD Modubes
= I CTO Reports
4 ) Degt DY
+ () DeptOTE
+ 1) Dept Englotyns Mantenancs
+ 1 Dept Managemant Reports
Dept PY Ordy
GM_01_ROL {GM: GRANTS REPORTING SUMMARY)
+ ) Open Record 2aguests
41 ] Sutsrpsten Foldars
+ ] Vakdation Reports (TEMP)

—_— NN O

Continued on next page
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Print CDD Deleted & Disposed Items Report, Continued

Print report (continued)

Step Action
3 Click the <+> beside the Subsystem Folder icon. The following
screen opens.

Y linsight - Harris County QA - [[xplorer]

CR Pl Bt View ‘Wrdow red -8 %
S el ®|=| e i .
5 gl

To which system does this request relste?

= Sutrsystem Fokchers ~
v ) AC - Attoeney Clains

(2] ACS - Account Code Stractire

() AP - Acoounks Payable

) AR - Accounts Recetyatis

() B - Bark Reconchation

(] BQ - Bd)Contract Managament

() BU - Budgeting

) CF - Capttal Projects

] CR - Cash Recapting

(L} EN - Enounbirances

(L) M- Poed Aszats

() FC - Food Control

L @ - Gareeal Lodgee

3 @ Grank Managemert 3

R e S N S S

R0 ady NN O

4 Click the <+> beside the FA: Fixed Asset icon. The following

SCreen opens.

¥ Insight - Harris County OA - [Explsrer] »_;E
Fis Ft Yew Wdow Heb -3 X
B [@olo| ¥l = =l

| T3, =
=1 =
[NV 27 P03 _UROCT (INV: Listrg of R by User (Owier ) Location )

| P FA_G0_ADY (Dagh Tbarss i Carchat Status Lor Dwserighon) ~
HY| Fa_DEPR_DC (FA: DEPRECIATION DOWNLOAD)

EEY FA_EQP_TRINS_EXP (FA: Equprmmnt « Transactions for Posting - Sxport Coly
B FA_ZQUIP_TRANE (PA: Equpment - Transactions for Posting)

gx’ FA_EXPORT_FILE (FA: Infarmation for dosrioad o Excel)

BL FA_FNCT_CD (FA; Gaing and Losses on Dispossld)

| Fa_TRNG_DMLD (FA! Monkhly Downioad of Transachions)

HY] FACODES BT (FA: Coded Yalus)

MY FADERR_BT (A Depeaciation Information)

HLY FADISP BT (FA: Deposal Information)

ERY FAZNSR_BT (PA; Insurancs Information)

HY| FASITE_VALID (FA! FASITE Table Lizting)

ELY FATRANS BT (FA: Trarsactons)

MY 1V _27_ROL (INV: Listirg of Iteers by Purchasing Location)

@ BV 27 ROL DANLD (Ueting of M Rerme by departivenk sorted by price)

B W _27_R01_PAID (11 Usting of Thems by Assst ID Nurber)

g I _27 R0 _LNKID (Uisking of Trews by Lises Location & Link 10)

-l

W _27_RO1_LLCCT (INY: Listing of Rere by User (Qwner ) Locston)
W _27_RO2_DATLD (Usting of o dedated & dsposed ters)
W 27 ROG_DWHLD (Usting of o Rerrs wath guantty greater than 99) v

L T e T ST T SR S

Ry NUM O

Continued on next page
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Print CDD Deleted & Disposed Items Report, Continued

Print report (continued)

Step

Action

5

Double-click the INV_27 _R02_DWNLD report. The following
prompt box opens.

%E nter the value for 'Department’;
ﬁ Cancel
6 Enter your department number in the Enter the value for
Department field.
7 Click the OK button. The CDD report opens.
8 Click the Print icon in the button bar to print the entire report.
9 Click the small black X in the upper right hand corner to close the

report.
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Transfer Assets

Overview

Introduction The following information describes the process for handling the transfer of
assets to Purchasing Services and the IFAS procedures used in connection
with this process.

General In this case, the physical item is available at your location. You want to
remove it from your location, and you want to transfer it in IFAS.

In this chapter ~ This chapter contains the following topics.

Topic See Page
Guidelines for Asset Transfer 77
Transfer Assets to Purchasing Services 78
Transfer Assets to another Department 80
Receive Assets from another Department 81
Transfer Assets in IFAS 82
Produce & Print CDD Incoming Items Approval Report 89
Cancel a Transfer in IFAS 92
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Guidelines for Asset Transfer

Introduction

Salvage or

disposal

When to
transfer

Identify items
to Purchasing

Tagging
transfer items

Grouping items
in pallets or lots

The following information includes guidelines for transferring assets to
Purchasing Services.

If an asset is in good condition, Purchasing Services advises you to transfer
the asset to Purchasing Services for reuse or to resell. If the asset is not
salvageable, you must contact one of the companies who hold a disposal
contract with Harris County for disposal of the item. See the chapter titled
Physically Dispose of Fixed Assets for more information. Purchasing
Services makes the final decision whether the item is salvageable or not.

We strongly suggest that you do not stockpile assets to transfer. Contact
Purchasing Services immediately as you determine that items are no longer
wanted. Purchasing Services has limited moving capabilities.

Be aware that if you stockpile a large number of assets, you could incur the
expense of hiring a moving company to move the items to Purchasing
Services.

You must physically identify each item on the Pending Transfer report to the
Purchasing Services representative at the time the items are picked-up by or
delivered to Purchasing Services.

We encourage you to tag your transfer items for easy identification. Tagging
items is not mandatory at this time. However, identifying each item to the
Purchasing Services representative is mandatory, and tagging each item is
helpful for identification of the items.

If an asset has an identifiable serial number, it must have a record in IFAS
and be listed separately on the pending transfer report. You can group
identical items with no serial numbers on a pallet or in lots.

Transfer Assets
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Transfer Assets to Purchasing Services

Introduction The following information describes the process for transferring assets to
Purchasing Services.

Transfer assets  If you must transfer an item to another department, see the following section

to another titled Transfer Assets to another Department for details.

department

Process The process for transferring assets to Purchasing Services begins when you
description verify there is a record in IFAS and continues until the items are delivered to

Purchasing Services.

Stage Description

1 Verify a record exists for each asset you want to transfer, or add a
record if needed. See the section titled Add a Record in IFAS, in
the chapter titled General IFAS Procedures for details.
2 Update the FASITE (Asset Location) screen in IFAS with the
Purchasing Services Org. Key is 10061556, which changes the
record to a pending transfer status. Use the Remarks field in the
FAIDNT _U screen to add information regarding the condition of
the asset. See the following section titled Add Remarks to an
IFAS Record in the chapter titled General IFAS Procedures for
details.

Note: You can view a list of assets pending transfer on the
FA_ 40 RO1 CDD (pending transfer) report.

3 Contact Purchasing Services to arrange for delivery. Purchasing
Services prints the pending transfer report the day designated for
transfer, and verifies the items upon arrival.

Note: You must identify all items to Purchasing Services at the
time of arrival.

4 Use the following table to decide your next step.

If Purchasing Services... Then...

Accepts the item for transfer, | Go to stage 5.

Advises you to dispose of the | See the chapter titled

item, Physically Dispose of Assets
to continue.

Continued on next page
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Transfer Assets to Purchasing Services, Continued

Process description (continued)

Stage Description

5 The Purchasing Services submits the transfer request to
Commissioner’s Court.
6 The Commissioner’s Court approves the transfer request and
notifies Purchasing Services.

Note: Allow at least two Commissioner’s Court dates for this
stage of the process.

7 Contact Purchasing Services at 713-368-8800 to arrange for
delivery of items.

Transfer Assets August 22, 2008 Page 79



HARRIS COUNTY PURCHASING SERVICES PROCESSES

Transfer Assets to another Department

Introduction The following information describes the process for transferring an asset to
another department.

Process The process for transferring assets to another department begins when a
description department notifies you that they want the asset that is available for transfer,
and continues until Purchasing Services enters the transfer date in IFAS.

Stage Description
1 A department notifies you that the asset available for transfer is
wanted.
2 Physically move the asset to the other department, or arrange for
pick up.

3 Update the FASITE (Asset Location) screen in IFAS with the Org.
Key and Location code of the department you want to transfer the

asset to, which changes the record to a pending transfer status. The
asset shows up on the pending transfer report.

Note: Use the Remarks field in the FAIDNT_U screen to add
information regarding the condition of the asset. See the section
titled Add Remarks to an IFAS Record in the chapter titled
General IFAS Procedures for details.

4 Purchasing Services reviews the pending transfer report and
verifies that the other department has physically received the asset.
5 Purchasing Services sends a request for approval to
Commissioner’s Court.

6 Commissioner’s Court approves the transfer request and notifies
Purchasing Services.

7 Purchasing Services then approves the pending transfer request,
and enters the transfer date in the FAIDNT screen, which changes
the status of the asset to the status before the transfer.

Note: The asset is now out of your inventory and in the receiving
department’s inventory.
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Receive Assets from another Department

Introduction The following information describes the process for receiving assets from
another department.

Process The process for receiving assets from another department begins when the

description department contacts you to arrange for pick up or delivery of the asset and

continues until Purchasing Services enters the transfer date in IFAS.

Stage Description

1 The department contacts you to arrange for physical pick up or
delivery of asset.
2 The department notifies you that the asset is now in PT (pending
transfer) status with your Org. Key in IFAS.
3 Produce and print the FA_40_R02_B (Incoming Items Pending
Transfer for Commissioner’s Court Approval) CDD report. Sign
the signature line for each asset transferred, and send the list to
Purchasing Services.
4 Purchasing Services sends a request for transfer approval to
Commissioner’s Court.
5 Commissioner’s Court approves the transfer request and notifies
Purchasing Services.
6 Purchasing Services then approves the pending transfer request
and enters the transfer date in the FAIDNT screen, which changes
the status of the asset to the status before the transfer.

Note: The asset is now in your inventory.
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Transfer Assets in IFAS

Introduction The following information explains how to transfer a Fixed Asset in IFAS.
Before you If the Fixed Asset does not have a record in IFAS, you must create one. See
begin the section titled Add a Record in IFAS in the chapter titled General IFAS

Procedures for details.

Transfer assets  Use the following steps to transfer a Fixed Asset record in IFAS.

Step Action
1 Log into IFAS. The following screen opens.
€ | Insight - Harris County QA - [Explorer] E]@
G File Edt View Window Help - 8%
& [&ols| ®=]| <l
& (2, 55
Which Fixed Asset Function Would You Like?
= 3& IFAS E
+-{ AP: Accounts Payable
+ AR: Accounts Receivable Candidate
+ BD: Budget Item Detail Processing
+ CS: Client Specific
+ EM: Encumbrances P
. |
+ GL: General Ledger Update
+ GM: Grants Management
+ PE: PersonfEntity Data Base
+ PO: Purchasing l{';larﬂ
+ TD: TRIAD Modules %
+ @ CDD Reports Utilities
Ready NUM [OWR Y

Continued on next page
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Transfer Assets in IFAS, Continued

Transfer assets (continued)

Action

Step
2

SCreen opens.

Click the <+> beside the FA: Fixed Asset icon. The following

Y insight - Horris County QA& - [Explorer] =) 3
U Fle EX Vew windws Hep - =X
& eco %o =l | =
5| [+ g
To wéwch system coss s recuest relate !
- lb 1FAS -~
< [J AP Accounts Payable
- AR Rcoourks Recstrabie Atcouts
. BO= Budget (e Dotad Payabin
+ p CS: Clerk Specific 2
« (@ % Encurbrances tﬁ
= FA: Frood Agsnts
IS cP: Canchdake Frocessng Accounts
+ ™ ur: Update Recewabie
+ UT: Utibes
. A Geraral Lodger @
. @V Grarks Managenert
- PL: Personflokty Dats fase B"d(:j’"
< (@ PO: Purchasing -~
- TO: TRIAD Moduses »
+ 3 DO Reports m ~
IR0y N O

opens.

Click the <+> beside the UP: Update icon. The following screen

Y lnsight - Horris C aunty Q& - [Explorer] © ,x
(R Fle B Vew Windws Hep - x
& ecs| ®i=il =1 | =
5| [t |
To wéich system doss s recuest relate !
- -~
. AP Acoounts Payable
@ AR Accourts Recstratle Atconts
. BO: Budget [em Dotad Payatin
+ (@ CS: ek Spectic o
¢ % Encurbrances m
= FA: Feoed Assnls
IS cP: Canchdate Frocessng Acconts
= 3w: Update Recewabie
T U0: L Department Update
+ B T Lities @
o AL Gereral Lodger
([ @ Grarks Hanaganert Bidop By
PE: Parson/Ertity Dats Banw gist
PO: Purchasing £
TO- TRIAD Mockdes m v
R oady N O

Continued on next page
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Transfer Assets in IFAS, Continued

Transfer assets (continued)

Step

Action

4

Double-click the UD: User Department Update icon to launch

the module. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
Z=zet ID: [ De=c: |
Pri Class: Sec: Link 10: [
Item Clas=: [ Type: [
Org Key: == E
Status: 2 e [ Taggable: [ cIP:
Pureh ame: [ Motor Eqf: Leazed: [ avp: i
Condition: [ Make:
service De: Qey: 1 Model:
PO Dt: | Rec D&: Serf/VIN:
Deliv De: | Tag Dt: Licenze: [ Year: [
Pick up Dt: Ver De: Miles/Hzrs: a= of: [
YL/ T Stat: M/L/TF De: Parcel: scres: [
Buct/ Surp: Transfer D&: | Remark=: [ DTQ: [ Image?
acq Code: PO Delete De: [ Split ID:
Title: [ Replacing ID: [
Comments: | Copy ID: |
Purchaszing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |

|
Help I I Oztioné Bcreen I add Prev I Next | Browse I Exit I

Fixed &s=et ID

Press the F3 key to select an asset number. The following screen

opens.

F& - Identification (Dept) FAIDNT_U Fergquson, Steven

Azset ID: [J404229-001-001 Des=c: |

Pri Class: Sec: Link 10: [
Item Class: [ Ty
Org Key: | Select desired option
Status: & Select New e [ Taggable: [ cIP:
Purch Amt: | Belect Refresh o Leazed: [ avp: |
Condition: [ Browse Order ke:
service De: Ueility el:
PO Du: [T | View Image m:
Deliv De: [ | &bout Module =e: [ Year: [
Pick up Dt: =: a= of: [
YL/ T Stat: el: scres: [
Buct/ Surp: Transfer Dt: | Remark=: [ DTQ: [ Image?
acq Code: PO Delete De: [ Split ID:
Title: [ Replacing ID: [
Conments: [ copy Io: [
Purchaszing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
]

Help I Count I Can:ell a11 | Option Global’ Sumna:ﬂ I Exit I

Continued on next page
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Transfer Assets in IFAS, Continued

Transfer assets (continued)

Step Action
6 Use the Arrow keys to move the cursor to the Select New option,
and press Enter. The following screen opens.

F& - Identification (Dept) FAIDNT_U Ferguson, Steven
a=sec I0: [T W Desc:

Pri Class: Sec: Link ID:

Item Class: Type:
Org Key:

Status: ME?: Taggable:  CIP:
Purch amt: Motor Eqff: Leased:  aUD:
Condition: Make:

Service Do ey Model:
PO Dt: Rec Dt: Sex#/VIN:
Deliv Dt: Tag Dt: License: Year:
Pick up Dt: Ver Dt: Miles/Hr=: as of:
p1I/L/ T Btat: M/L/TF Dt: Parcel: Bcres:
uct/ Burp: Transfer Dt: Remarks: DTQ: Image?
Zcq Code: Delete Dt: Split ID:
Title: Replacing ID:
Comment:s: Copy ID:
Purchaszing Dates Only ———— Purchas=ing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
|
Help I Count I Can:ell a11 | Select Global’ Sumna:ﬂ I Exit I
Fixed &zset ID
Enter search criteria on form then hit Enter

7 Enter the asset number in the Asset ID field, and press Enter. The
following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
4zset ID: [J011082-001-001 De=c: TS PORTABLE RaDI0 LT52000 800 MHZ (H10U
Pri Clas=: [ | Sec: [ Link ID:

Item Clas=: [ Type: [

Org Key: [l0029216 [|C [DMIN.-OPERATIONS
Status: P& Pzer Accept e [ Taggable: [[ c1p: [

Purch ame: [ 2,280.00 Motor Eqfi: [ Lea=zed: [ avp: [
Condition: [ Make:

service De: ary: 5 Model:

PO Dt: [12/13/1999 Rec Dt: Sex§/VIN:
Deliv Dt: Tag Dt: Licenze: [ Year: [

Pick up Dt: Ver De: Miles/Hrs: a= of: [

b/L/F Seat: [ W/L/F De: [ | Parcel: scres: [
suct/ Suzp: | Transfer Dt: L2/ 1872007 Remark=: [ DTQ: [ Image?
acq Code: PO Delete De: [ splic 1mm: [

Title: LTS PORTABLE RADI0 LT5Z000 50 Replacing ID:
Comments=: [ Copy ID:

Worify: | Tag: | |Transfer: 271672007 Dizposzal: [ |

’— Purchasing Dates Only ——— Purchazing 3prv Dates for Departmental —
|

Help I Delate I Oztioné SC:eenl Browse P:evl Next | &dd I Exit I

Fixed &s=et ID

Continued on next page
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Transfer Assets in IFAS, Continued

Transfer assets (continued)

Step

Action

8

Press the F4 key to select the FASITE_U screen. The following
screen opens.

Ingight - Hareds Coumty O - [Cutpet |

Ul Fe EX Vew Wodw Hep
e a0 Fel| =
A < 1Sexatisarion iBepe)
[\ § v T
E | | syl ]
| BT | DT
B e Favet Satiom
e e A netiogaees | |
= Form Bawe AP 7 %0 Dullmasie § o §
Fiise et dipery i (N
B EE ey
. m fant Imecurs Irtameion —
B e e Saeniaie B
| s Font Tidpar =
b o
] ===
k<]
= [ E=—
- | s B vos |
Rasdy MM OWR

Use the Arrow keys to move the cursor to the FASITE U (Asset
Location) option, and press Enter. The following screen opens.

4s=et Location FASITE_VU

Fergusen, Steven

De=c: ETS PORTABLE RADIO LT32000 300 MHZ (H10U

szzet ID: POL1082-001-001
Status: P& avp: [0 cla==: [ | Link ID:
0rg Key: [L0029215 @ [DMIN.-OPERATIONS

Transfer Org Key:

Location Code: BS1B0000 FLD CIVIL COURTHOUSE BLDG

Tran=fer Location Code:

Building: RADI0 SHOP
Floox: (L
Room: I

Count: I

User Location: |

Responsible ID: F-\DIO 7 ROBERT HOWARD

A= of: P2f1S/2008

Account ﬁ '_ r_

Contact: [EE RADIO DATABASE Phone: |
2ddress: 500 TEX3S Fasx: |
|
Civy: FOUSTOR se: fX  zip: {7002 Ta6: P011052001001
Asset E I I

Help | Delava| Opbions| Sczsen| Browse | Prav| | Wexe |

sad | | Exmiz |

Fixed &sset ID

Continued on next page
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Transfer Assets in IFAS, Continued

Transfer assets (continued)

Step

Action

10

Enter the following required fields.

e Transfer Org. Key (enter 10061556 for Purchasing Services or
other)

e Transfer Location Code (enter 863A0000 for Purchasing
Services or other)

e Contact (enter person that Purchasing can talk to about the item)

e Phone (enter phone number for contact)

e Address (enter address where asset is physically located)

e Remarks (enter the condition of the asset)

11

Press Enter to accept the changes. The screen information remains
unchanged until the screen is refreshed.

A==ett Location FASITE U Fergu=on, Steven

A=set ID: POL10S2-001-001 Desc: LTS PORTABLE RADIO LT52000 300 MHZ (H10U
Status: ﬁ &UD: r Class=: l_ I— Link ID: l_
Org Key: [LO029216 RDMIN. -0PERAT IONS
Transfer Org Key:
Location Code: [51B0000 pLD CIVIL COURTHOUSE BLDG

Tran=fer Location Code: ]

Building: RADI0 SHOP

Floox: E
Room: | | Count:: '
User Location: | &= of: PNE/1S/2008
Re=pon=ible ID: P.AD 10 / ROBERT HOWARD
Contact: PEE RADIO DATABASE Phone: |
Addres=: RS00 TEXAS Fax: |
|
Cicy: EOUSTOﬂ St ﬁ Z2ip: ';1003 TaG: POllOS?OOlOOl
Azzet F{E | l
Account E I l
Help I Delete l Options{ Sc:eenl Erowse P:evl Hext l 3dd I Exit l

Fixed &=z=et ID

Continued on next page
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Transfer Assets in IFAS, Continued

Transfer assets (continued)

Step

Action

12

4s=et Location FASITE_VU Ferguson, Steven

d=set ID: M404330-001-001 Desc: BSSET B

Status: P& avp: i clas=: [ [ Link ID: [
org K FEs
Transfer Org K|Select dezired option
Location Co| Selact New LG
[Pran=fer Location Co| Helect Refresh
Buildi| Browse Order [
Flo| Ueility
Ro| View Image Count: [T
User Location: || about Module 2= of: [
Responzible ID: [ [
Contace: [ [ Phome: [
Fax: |

Address:

cicy: | se: [ zip: [ Tac: E92U404220001001

sszee [0 S [
acconc U [ [

Canceid| 811 | option | Global|l Summary| | | Exiz |

Help | [ coune |

Press the F3 key to refresh the screen. The following screen opens.

13

Use the Arrow keys to move the cursor to the Select Refresh
option, and press Enter. The following screen opens.

Azset Location FASITE_U Ferguson, Staven
asset ID: [[404330-001-001 Desc: BSSET B
Status: PT avp: o clas==: [ [ Link ID: [
Org Key: [L0029202 = [IAINTRAME HARDWARE |
Transfer Org Key: [LO0615S6 = JHC SURPLUS ASSETS |
Location Code: [F42A0000 [RNNEX 24-ANDERSON CLAYTON BLDG
[Transfer Location Code: [BE280000 PNNEX 40

Building:
Floox: |
Room: | I Count: [T
as of: |

User Location: |

Responsible ID: |

Phone: |

Contact:
Fax: |

Address:

cicy: | se: [ zip: [ Tac: E92U404220001001

assee RC [ [T

acconc U [

Help | Delave| Opbions| Sczeen| Browse | Prav| | Wexe| | @aa’| | Exis |

Fixed &=zset ID

Note: The status changes to PT (Pending Transfer).

14

Press the F8 key to exit.
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Produce & Print CDD Incoming Items Approval Report

Introduction

Print report

The following information explains how to print the CDD Incoming ltems
Approval report.

Use the following steps to print the CDD Incoming Items Approval report.

Step

Action

1

Log into IFAS. The following

$ Insight - Harris County Q8 - [Explorer]
G File Edit View Window Help

screen opens.
EE&
-0 %K

=]

& eS| ®l=l|

‘which Fixed Asset Function Would You Like?

= |

- 3 IFAS

AP: Accounts Payable
AR: Accounts Receivable
BD: Budget Item Detail
CS: Client Specific

EM: Encumbrances

:

GL: General Ledger

GM: Grants Management
PE: Person/Entity Data Base
PO: Purchasing

TD: TRIAD Modules

Candidate
Processing

Ultilities

Ready

MUM OYR

Click the <+> beside the CDD Reports icon. The following

SCreen opens.

Y insight - Marris County Q4 - [[xplerer]
dow e

) [ g2

To shich ystem does this request relate?

L E&R

& (e0ol ®|=| 2

- g X

+ GLi Gener o Ladger

‘ g GM: Grants Managenant

+ (@ PE: PersoryEntity Data Base

+ {f PO Purthasng

- é TD; TRIAD Modubes

= I CTO Reports

4 ) Degt DY

+ () DeptOTE

+ 1) Dept Englotyns Mantenancs

+ 1 Dept Managemant Reports
Dept PY Ordy
GM_01_ROL {GM: GRANTS REPORTING SUMMARY)

+ ) Open Record 2aguests

41 ] Sutsrpsten Foldars

+ ] Vakdation Reports (TEMP)

——d

NN O

Continued on next page
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Produce & Print CDD Incoming Items Approval Report,

Continued

Print report (continued)

Step

Action

3

Click the <+> beside the Subsystem Folder icon. The following

SCreen opens.

Y aliElE 1040 —
) [, 5

To which System does this request relate?

= - Sutrsystem Folchers -~
+ ) AC - Attorney Clains

(=) ACS - Account Code Structiee

() AP - Acoounts Payable

) AR - Accourts Recetyatls

() B - Bark Reconchation

(=] BQ - Bd)Contract Managament

() BU - Budgeting

() CF - Captal Projects

) CR < Cah Racagiting

(L} EN - Enounbrances

(L) A - Poced Aszats

() FC - Fiood Control

40 Q- Gereeal Lodgee

+ [ GM - Grank Management <

.

R e R

Roady

Click the <+> beside the FA: Fixed Asset icon. The following

SCcreen opens.

€ lnight - Harrde County Production  [Lxplarer)

5 Fa_ L2 R01 (Th: Sens Fendng faxdtors Besew for Yerfeston)
Y F&_13_ROL (FA: Lt of Ttews YerfiaZ on & Soedhc Cutel

SY F4_15_A01 (FA: LIST OF 1TEMS DELETED O & PECIFIC DATE)
FY *A_19_801 (PA: LISTING OF MOTOR EQUUMNER)

B CA.Z1 2011 Cactal Susets Zarted 2x G Qrabpy)

R 74 21 FO2 (VA; Cagkal et Tokabs Sy Degt & Crgtey)

BY Fa_22 AOL(FA: Captyl Aooms by Dept b Secondary Oazs)

02 (Fa: Caplad fisee Tonas By Fund & Secondary Class)

FY Fa_z2 R05 (FA: Captad Admess Totaks by Dect & Secursary Caas)

D4 [MA: Capltad Anet Tokals By Punchion & Secordary Cla)

RY P22 BI0 [TR: Captal fisoet Tokss By Function]
Y FA_25_R0L [FA: Equp Veriad by dustor oot Ta)ed by Purchesngd
N Fa_ 20 A0 (Fa Lating of Motor EQuip Seeted by Class B Typo)
Y Fh_¥S_AOL (FA: Prpsid Sremtory Report by Dapt & Dupt Location)
Y *A_¥1_ROI_OWLD (PA: Sweeal Irswntzry Rapert by Dt & Dapt Locabion)

PA_X5_ROG (TA: Phrpsical Sreackory Repart by Dapt t Davison)

Y FA_Y5_R00 [F&) Phpsicsl Sveancony Repart by Dape & Ascat 101]
Y FA_%_R01 (FA: Lt of News Inchudng Uier LOCBnN b dddress)
Y FA_0_BOL_ARA: ITEMS FENCOG TRANSFEN VERISATION)
BN Fa_40 SO (lherm panding deparsl serfraton)
BY PA_40 FO2 A (Bews Perdng Transter for Conntesonars Court Appross!
Y FA_40_R12_D (Incoewng ews Pandng Transter fir Conemssionens Cout Acorowsd
RY FA_40_R03 ([1ewrs nissng & or crghey)
Y FA_a0_R04 [[eves Maked Vi)
¥ FA_K_F04_A (Pwwn Warked Mg o Dats Secusrce)

H

TR

Continued on next page
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Produce & Print CDD Incoming Items Approval Report,

Continued

Print report (continued)

Step Action

5 Double-click the FA_40_R02_B (Incoming Items Pending
Transfer for Commissioner’s Court Approval) report. The
following prompt box opens.

x|

Enter the value for 'New Department’: oK.

[

Cancel

6 Enter the department number you are transferring items to.

Click the OK button. The CDD report opens.

8 Click the Print icon in the button bar to print the entire report. The
program sends the print job to the printer.

9 Click the small black X in the upper right hand corner to close the
report.

~
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Cancel a Transfer in IFAS

Introduction The following information explains how to cancel a transfer record in IFAS.

Cancel transfer  Use the following steps to cancel the transfer record in IFAS.

Step Action
1 Log into IFAS. The following screen opens.
€ ' Insight - Harris County QA - [Explorer]
G File Edt View Window Help
& @0l ®|=| = |
i IE 8 EEEE‘
‘wWhich Fixed Asset Function Would You Like?
=] IFAS
- AP: Accounts Payable
- AR: Accounts Receivable Candidate
[+ BD: Budget Item Detail Processing
- C5: Client Specific
- EM: Encumbrances [—;..:
- GL: General Ledger Update
i GM: Grants Management
i PE: PersonfEntity Data Base
- PO: Purchasing ﬂ
- TD: TRIAD Modules o
* @ CDD Reports Utilities
Ready [MUM [OVR

Continued on next page
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Cancel a Transfer in IFAS, continued

Cancel transfer (continued)

Action

Step
2

SCreen opens.

Click the <+> beside the FA: Fixed Asset icon. The following

Y insight - Horris County QA& - [Explorer] =) 3
U Fle EX Vew windws Hep - =X
& eco %o =l | =
5| [+ g
To wéwch system coss s recuest relate !
- lb 1FAS -~
< [J AP Accounts Payable
- AR Rcoourks Recstrabie Atcouts
. BO= Budget (e Dotad Payabin
+ p CS: Clerk Specific 2
« (@ % Encurbrances tﬁ
= FA: Frood Agsnts
IS cP: Canchdake Frocessng Accounts
+ ™ ur: Update Recewabie
+ UT: Utibes
. A Geraral Lodger @
. @V Grarks Managenert
- PL: Personflokty Dats fase B"d(:j’"
< (@ PO: Purchasing -~
- TO: TRIAD Moduses »
+ 3 DO Reports m ~
IR0y N O

opens.

Click the <+> beside the UP: Update icon. The following screen

Y lnsight - Horris C aunty Q& - [Explorer] © ,x
(R Fle B Vew Windws Hep - x
& ecs| ®i=il =1 | =
5| [t |
To wéich system doss s recuest relate !
- -~
. AP Acoounts Payable
@ AR Accourts Recstratle Atconts
. BO: Budget [em Dotad Payatin
+ (@ CS: ek Spectic o
¢ % Encurbrances m
= FA: Feoed Assnls
IS cP: Canchdate Frocessng Acconts
= 3w: Update Recewabie
T U0: L Department Update
+ B T Lities @
o AL Gereral Lodger
([ @ Grarks Hanaganert Bidop By
PE: Parson/Ertity Dats Banw gist
PO: Purchasing £
TO- TRIAD Mockdes m v
R oady N O

Continued on next page
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Cancel a Transfer in IFAS, continued

Cancel transfer (continued)

Step

Action

4

Double-click the UD: User Department Update icon to launch

the module. The following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
Z=zet ID: [ De=c: |
Pri Class: Sec: Link 10: [
Item Clas=: [ Type: [
Org Key: == E
Status: 2 e [ Taggable: [ cIP:
Pureh ame: [ Motor Eqf: Leazed: [ avp: i
Condition: [ Make:
service De: Qey: 1 Model:
PO Dt: | Rec D&: Serf/VIN:
Deliv De: | Tag Dt: Licenze: [ Year: [
Pick up Dt: Ver De: Miles/Hzrs: a= of: [
YL/ T Stat: M/L/TF De: Parcel: scres: [
Buct/ Surp: Transfer D&: | Remark=: [ DTQ: [ Image?
acq Code: PO Delete De: [ Split ID:
Title: [ Replacing ID: [
Comments: | Copy ID: |
Purchaszing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |

|
Help I I Oztioné Bcreen I add Prev I Next | Browse I Exit I

Fixed &s=et ID

Press the F3 key to select an asset number. The following screen

opens.

F& - Identification (Dept) FAIDNT_U Fergquson, Steven

Azset ID: [J404229-001-001 Des=c: |

Pri Class: Sec: Link 10: [
Item Class: [ Ty
Org Key: | Select desired option
Status: & Select New e [ Taggable: [ cIP:
Purch Amt: | Belect Refresh o Leazed: [ avp: |
Condition: [ Browse Order ke:
service De: Ueility el:
PO Du: [T | View Image m:
Deliv De: [ | &bout Module =e: [ Year: [
Pick up Dt: =: a= of: [
YL/ T Stat: el: scres: [
Buct/ Surp: Transfer Dt: | Remark=: [ DTQ: [ Image?
acq Code: PO Delete De: [ Split ID:
Title: [ Replacing ID: [
Conments: [ copy Io: [
Purchaszing Dates Only Purchasing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
]

Help I Count I Can:ell a11 | Option Global’ Sumna:ﬂ I Exit I

Continued on next page
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Cancel a Transfer in IFAS, continued

Cancel transfer (continued)

Step Action
6 Use the Arrow keys to move the cursor to the Select New option,
and press Enter. The following screen opens.

F& - Identification (Dept) FAIDNT_U Ferguson, Steven
a=sec I0: [T W Desc:

Pri Class: Sec: Link ID:

Item Class: Type:

Org Key:

Status: ME?: Taggable:  CIP:
Purch amt: Motor Eqff: Leased:  aUD:
Condition: Make:

Service Do ey Model:
PO Dt: Rec Dt: Sex#/VIN:
Deliv Dt: Tag Dt: License: Year:
Pick up Dt: Ver Dt: Miles/Hr=: as of:
p1I/L/ T Btat: M/L/TF Dt: Parcel: Bcres:
uct/ Burp: Transfer Dt: Remarks: DTQ: Image?
Zcq Code: Delete Dt: Split ID:
Title: Replacing ID:
Comment:s: Copy ID:
Purchaszing Dates Only ———— Purchas=ing dprv Dates for Departmental —
Notify: Tag: |Transgex: Di=posal: |
|
Help I Count I Can:ell a11 | Select Global’ Sumna:ﬂ I Exit I
Fixed &zset ID
Enter search criteria on form then hit Enter

7 Enter the asset number in the Asset ID field, and press Enter. The
following screen opens.

Fa - Identification (Dept) FAIDNT_U Ferguson, Steven
2zset ID: [J011088-001-001 Desc: LTS PORTABLE RADI0 LT52000 800 MHZ (HL10U
Pri Class=: [ Sec: [ Link ID:
Item Cla=s: [ Type: [T
0rg Key: [I0029216 [|C [DMIN.-OPERaTI0WS
Status: 2 Pser Accept ue2: [ Taggable: [[ c1p: [
Purch ame: [ 2,260.00 Motor Eq: [ Leased: [ aup: [0
Condition: [ Make:
Service De: aey: s Model:
P0 Dv: 1271371999 Rec Dt: Serff/VIN:
Deliv Dt: Tag Dt: Licen=ze: [ Yeax: [
Pick up De: Ver De: Miles/Hrs: a= of: |
p/L/F Stac: [ M/L/FDe: [ | Pazcel: dcres: [
suct/ Suzp: [ Transfer Dt: [L2/18/2007 Remacks: || DTQ: [ Image?
2cq Code: FO Delate Dt: split ID: |
Title: T3 PORTAELE R&DI0 LTSZ000 80 Replacing ID: |
Comments: Copy ID:
Purchasing Dates Only ——— Purchasing dprv Dates for Departmental —
Wovify: | Tag: [ |Tzansfer: [(ZF1672007 Disposal: [ |
]
Halp | Delate | opfions| Beresn| Browse | Prev| | Wexe| | #ad | | Exix|

Fixed &z=et ID

Continued on next page
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Cancel a Transfer in IFAS, continued

Cancel transfer (continued)

Step Action
8 Press the F4 key to select the FASITE_U screen. The following
screen opens.

Ingight - Hareds Coumty O - [Cutpet |

Vi Fe EX Vew Wodw Hep -4 x
S 400 el T ]
Th < 1Sexstisarion iBepc) -
[\ § v T
E == o]
| T DT T
[ T T
e e A netiogaees 1 I
= g Bawet A 7 30 Duiesacie 1 i
Fise B vepers ireomn (I
W s e N
. m fant Imecurs Irtameion —
B e e Saeniaie =
| MG I T, |
b .
] [——]
L]
= =
ms jsoe B s |
Rsady MM iR

9 Use the Arrow keys to move the cursor to the FASITE U (Asset
Location) option, and press Enter. The following screen opens.

4s=et Location FASITE_VU Ferguson, Steven

szset ID: [[404230-001-001 Des=c: [BSSET B
Status: BT an: cla==: [ [ | Link ID: [
Org Key: [L002920% = [AINTRAME RAPDWARE
Transfer Org Key: [LOOB15S6  JiC SURPLUS &3SETs
Location Code: [F4420000 [RNNEX 24-ANDERSON CLAYTON BLDG
Transfer Location Code: BE2A0000 PNNWEX 40

Building:
Floox:
Room: I Count: [T
User Location: | &z of: |
Respon=zible ID: [
Contact: Phone: |
Address: Fax: |
ciey: [ se: [ zip: [ Tac: f92U404220001001

assee RC [ [T
Account ﬁ '_ r_

Help | Delava| Opbions| Sczsen| Browse | Prav| | Wewe| | Saa | | Exis |

Fixed &sset ID

Continued on next page
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Cancel a Transfer in IFAS, continued

Cancel transfer (continued)

Step

Action

10

currently in that field.

Use the Arrow keys to move the cursor to the Transfer Org Key
field, and press the Space Bar key to blank out all the numbers

11

Press Enter to accept the changes. The screen information remains

unchanged until the screen is refreshed.

Rszet Location FASITE_U Facguson, Steven

asset 10: | Dese:

status: auD: class: Link 10:
Ocg Xey: 0029203  PRINERAME HAROWARE
tcansfec Ocg Xey: [
Location code: [
rcansfec Location code: [T
Building:
flooc: [
room: [ | count: [T
Usec Loeation: | as of: |
Fesponsible 10: |
Contact: ehona: |
Rddeess: rax: |
city: se: [0 sip: [T me:

.
sccoone [ [ [

Help I Delate ' Jztinnd Sccaan I Browse !:ev‘ Haxt I hdd | Exit I

Fixed Asset I0

o cecocds found in focwacd dicection

12

Press the F3 key to refresh the screen. The following screen opens.

Location Co
[Tran=fer Location Co
Buildi

Flo

Azset Location FASITE_U Ferguson, Staven
szzet ID: [f404230-001-001 Desc: RSSET B
Status: P& avp: i clas=: [ [ Link ID: [
org K FEs
Transfer Org K|Select dezired option
Select Wew LG

Belect Refresh
Browse Order
Ueility

account L

Ro| View Image
User Location: || about Module az of: [
Respon=ible ID: [
Contact: | [ Prone: |
Address: Fax: |
cicy: | se: [ zip: [ Tac: E92U404220001001
asset

ES [  [E—
—

—

Help | [ coune |

Cancall 811 | option

Global| Sunmary| | | Exiz |

Continued on next page
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Cancel a Transfer in IFAS, continued

Cancel transfer (continued)

Step

Action

13

Use the Arrow keys to move the cursor to the Select Refresh
option, and press Enter. The following screen opens. The
Transfer Org. Key field is blank.

Rsset Location FASITE_U fecquszon, Staven

Rsset I10: PA04330-001-001 oesc: RSSET B
Status: ﬁ AUD: F Class: l— l_ Link I0: '—
Ocg Xey: 0029203  PRINERAME HAROWARE
fcansfec Ocg Xey:
Location Code: P53R0000 ROMINISIRATION BLOG

Tcansfec Location Code: |

Building: |
flooc: I
Room: I l Count: I
Usec Location: | Rs ni:l
Responszible I0: |
Contack: I Bhona: l
rddcess: | Fax: l
|
city: | se: [0 sip: | The: R920404330001001
Asset FC- l l
Account E l l
Halp I neletei thi034 Sccean l Browse !:evl Haxt l Rdd I Ixit]

Fixed RAsset IO

14

Press the F8 key to exit.
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Print Barcode Tags

Overview

Introduction The following information provides details for printing barcode tags and

instructions for tag pickup at ITC.

In this chapter  This chapter contains the following topics.

Topic See Page
Print Barcode Tags to ITC Barcode Printer 100
Request Access to ITC Barcode Printer 101
Print Fixed Asset Barcode Tag 102
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Print Barcode Tags to ITC Barcode Printer

Introduction The following information provides general information for printing your
Fixed Asset tags to the ITC barcode printer.

Barcode printer You can print your Fixed Asset tags to the ITC barcode printer located at 406
location Caroline Street.

Tag availability ~ All tags sent to the ITC printer before 8:00 pm are available for pick up at
noon the following business day.

Tag pick-up You can pick up your Fixed Asset tags between the hours of 7:30 am and
location 4:30 pm, at the 3" floor 1-O window at 406 Caroline Street.

Tag pick-up You must provide your three-digit department number and sign for your tags.
requirements
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Request Access to ITC Barcode Printer

Introduction The following information describes the process for requesting access to the
ITC barcode printer.

Process The process begins when you contact the ITC Help Desk and continues until
description you are notified that access to the barcode printer is complete.
Stage Description
1 To request access to the ITC barcode printer, send an email to the

ITC Help Desk.

Note: The person in your group who is authorized to request IFAS
security access must send the email.

The ITC Help Desk forwards the request to the IFAS Security
group.

The IFAS Security group will set up access and notify you that it
is complete within one day.

Print Barcode Tags
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Print Fixed Asset Barcode Tag

Introduction The following information explains how to print a barcode tag from IFAS.
For information on setting up your own barcode-label printer, see the chapter
titled Barcode Printer & IFAS Security Setup.

Printbarcode  Use the following steps to print a barcode tag from IFAS.
tag

Step Action
1 Log into IFAS. The following screen opens.

$ 'Insight - Harris County QA - [Explorer] @@@
a X

G} File Edit View Window Help
& [@cls| ® = N

which Fixed Asset Function Would You Like?

[l AP: Accounts Payable
AR: Accounts Receivable

Candidate
BD: Budget Item Detail Processing
CS: Client Specific
EN: Encumbrances i—;::
GL: General Ledger Update

GM: Grants Management
PE: Person/Entity Data Base

PO: Purchasing ﬂ
TD: TRIAD Modules

DD Reports. Utilities

Ready NUM OVR

2 Click the <+> beside the FA: Fixed Assets icon. The following
screen opens.

Y lnsight - Horris County QA - [Fxplorer] =) o
VB Fle EX Vew wWindws Hep o x

& #cn %o =l | .
) 2, g

To wéhich system doss s recquest relate?

B ires < -
. (P AP Acoounts Payable rg
- AR: Accourts Recstyatle Atcosts
o [ 8O- Budges e Dotad Payatin
. ;g CS: Cert Specific
. % Encurbrances [ﬁ
FA: Feeod Assnts b
IS CP: Canchdate Frocessing Accounts
+ UF! Update Recewabie
+ T: Utites .
# [ @ Gereral Lodger @
. gg @V: Granks Managenect
. rg PL: Personilnkty Dats Sase r“??::‘w"
. PO; Purchasing s
& g TO: TRIAD Moduses >
|# B <00 Reports tg ~|
R oady N - O4R

Continued on next page
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Print Fixed Asset Barcode Tag, Continued

Print barcode tagtag (continued)

Step Action
3 Click the <+> beside the UT: Utilities icon. The following screen

opens.

® Jaskght - Horrls County A - [Explorer] 4]

A Pl Bt Vew Wedow el . 2%

& @09 %= o |
&) % &
Whach Froad isset Lty Purchion Would You Lbke !
B 355 -
v (f AD: Accourks Payatin
. (g Al Accourds Recetvalie
+ (3 00: Eudget Neen Datad
+ rﬂ C3: et Spmodx
+ N Ercurbrancoes
= ([ rh: Proad Assets
I8 CP; Cardhot Processng
b P Update
= LT/ Ltities

o e

5P Spht Processng
+ r Gl Generdl Ladger
+ GN: Grants Managenert
3 ) e

\

Raady NN AR

4 Double-click the PL: Print Tag Labels icon to launch the
module. The following prompt box opens.

¢ Insight

_X_IEJ ™ Run in Background Specialvl

Enter the Beginning Tag Number |

Enter the Ending Tag Number |

Current Line Printer Settings, Copies: 1, Device: 2923RD3, Priority: 8 Edit |

5 Enter the beginning and ending Fixed Asset ID in the each field.

Note: If only printing one FA tag, enter the same ID number in
each field.

Continued on next page
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Print Fixed Asset Barcode Tag, Continued

Print barcode tagtag (continued)

Step Action
6 Click the Edit button to choose the label printer. The following
Options window opens at the Host Printer tab.
Teminsd | Conesct Repct | ¥ASTH |
Gewrd | Ledpe HodFardes | Fon Cok |
Repent [LF)
Copmes  Norve Prcety
(=] | 8 S
Spworsd Forra [FF)
Cope;  Nome Paceyy
T2 [=or =k =
¥ Save Last Used Protans?
—
Note: To change the Tag field without printing a new tag, print to
the IFAS printer instead of the barcode printer.
7 Choose the ITC barcode printer from the drop-down list in the

Report [LP] section of the Host Printer tab.

Tarans | Commect Aepont | S 7 |
Gererd | Ledgm Mot Printess | Fort | Cox |
Reapoe ILFY
[ Nars Fraaiy
14| EEEE En g

926THIC
Spacisl ol ZI2ATHIL
24TH

Note: The ITC printer name is 2923 RD 9, or choose your printer

if you have a department barcode printer.

Continued on next page
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Print Fixed Asset Barcode Tag, Continued

Print barcode tagtag (continued)

Step Action
8 Click OK to save the printer choice. The Options window closes
and the prompt box opens again.

$ Insight

_x_l_'u"_l ™ Runin Background Specialvl

Enter the Beginning Tag Number |PO04530-001-001

Enter the Ending Tag Number |PO04530-001-001

Current Line Printer Settings, Copies: 1, Device: 2923RD3, Priority: 8 Edit |

9 Click the green Check Mark to run the print job. The screen
momentarily shows the job number, and the print job is sent to the
barcode printer or IFAS printer.

10 | Change the printer selection back to your normal printer.

Note: You must change the printer selection back to your normal
printer, or all your print jobs will print to the ITC barcode printer.
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Index

A

accept item for transfer, 78

access ITC printer, 101

add a new record in IFAS, 2

add general information to IFAS record, 12
add remarks to an IFAS record, 6

Address field, 22

arrange for pick up or delivery of assets, 81

B

Barcode printer location, 100
Building field, 22

C

Cancel a Transfer in IFAS, 92

CDD Inventory Report, 28

CDD Missing ltems Report, 34
change FA status, 46

Change Fixed Asset Location on IFAS, 18
change printer selection, 105

City, State field, 22

clean up all item information, 38
Clean up items you intend to split, 38
Comments field, 52, 61
Commissioner’s Court, 53, 72, 79, 81
Contact field, 22

County Asset Yearly Inventory, 24, 25
County form 3368, 27

create a disposal record, 52

Create a Disposal Record in IFAS, 57

D

Delete a Disposal Record in IFAS, 64

delete the record, 69

Deleted Status report, 72

department number, 91

Discovered Fixed Assets, 31, 32

Discovered Fixed Assets Not Belonging to Your
Department, 33

discovered item, 31

disposal companies, 72

disposal contract, 72

Disposal Date, 61

disposal Method, 61

disposal of assets, 71

Disposal screen, 62

dispose of the item, 78

E

enter remarks, 9
Enter the asset number, 67

F

FA_40_RO04 report, 36

FADISP Asset Disposal option, 61, 68
FADISP screen, 60, 67

FAIDNT screen, 32, 80, 81
FAIDNT_U screen, 80

FASITE (Asset Location) screen, 78, 80
FASITE_U screen, 21, 86, 96
FAUTSP screen, 38

Fixed Assets in multiple locations, 26
Fixed Assets yearly inventory, 25
Floor field, 22

form number 3351, 52

Found Fixed Asset, 43, 45

G

General IFAS Procedures, 1
Grouping items in pallets or lots, 77
Guidelines for Asset Transfer, 77

H

Host Printer tab, 104

Identify items to Purchasing, 77

IFAS inventory list, 25

Incoming Items Approval report, 89
ITC barcode printer, 100

ITC printer name, 104

Item Pending Disposal Verification, 52
items on the PO, 38

L

list of disposal methods, 62
location change in IFAS, 18
lots, 77

M

Maintaining your IFAS inventory, 25
Missing and Found Fixed Asset, 42
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Missing and Found Fixed Assets Definitions, 43
Missing Fixed Asset, 43
missing status in IFAS, 45

O

Options window, 104
Org Key, 80
Org Key in IFAS, 81

P

pallet or lots, 77

Pending Disposal Report, 52

Pending Transfer report, 77, 78, 80

pending transfer request, 81

Pending Transfer status, 88

Phone and Fax field, 22

Physically Dispose of Assets, 71, 72

Print Barcode Tags, 99

Print Barcode Tags to ITC Barcode Printer, 100
Print CDD Deleted & Disposed Items Report, 73
Print Fixed Asset Barcode Tag, 102

printing your Fixed Asset tags, 100

Produce & Print CDD Incoming Items Approval Report, 89
Produce & Print CDD Pending Disposal Report, 54

R

Receive Assets from another Department, 81
refresh the screen, 5, 17, 23, 50

rejected items, 38

Remarks field, 10, 11, 78, 80

Remove Assets from IFAS Inventory, 51, 52
Request Access to ITC Barcode Printer, 101
Responsible 1D field, 22

Room field, 22

S

salvage, 77

Salvage or disposal, 77
select an asset number, 66
Select New option, 8, 14, 20, 48, 85, 95

Select Refresh option, 5, 11, 17, 23, 50, 63, 70, 88, 98

split an item twice, 38

Split PO Items in IFAS, 39
Split Processing, 37, 38

Split Processing Guidelines, 38
Split Qty field, 41

splitting PO items in IFAS, 38
splitting PO line items, 38
Status field, 49

stockpiling transfer assets, 77

T

Tag availability, 100

Tag pick-up location, 100

Tag pick-up requirements, 100

tag your items, 77

Tagging transfer items, 77

Transfer Assets, 76

Transfer Assets in IFAS, 82

Transfer Assets to another Department, 80
Transfer Assets to Purchasing Services, 78
transfer in IFAS, 76

Transfer Org Key field, 87, 97, 98

U

User Location file, 22

wW

When to transfer, 77

Y

yearly inventory, 25
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