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Quick Reference Guide

Property Off Campus Electronic Form Submission —
Tracking University Owned Assets for Remote Work Use

This Quick Reference is linked in the Tracking University Owned Assets for Remote Work Use business process.

The employee is responsible for completing the Property Off Campus (POC) form prior to moving University owned assets
and equipment off campus to another temporary or long-term location for business use, including for remote work use.

Items may include but are not limited to: computers, laptops, computer peripherals costing greater than $100, monitors

and chairs.

The form requires the Business Area and Cost Center. The employee’s Business Area (Division) and Cost Center is
located under Organization within Employment Information in the “My Employee Profile” located in SuccessFactors.
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Cindy' MiDavis (davis208) v

Senior Manager, HR Communications and Change

Mana £{A0010A55)

Organizational Effectiveness (32050000), Human
Resources (4032)

KPTC (2217) (US/Eastern)

Local time: Monday, 11:28:46 AM

Business Phone:

ger

Manager, HR Communications ard Tima In Rosition 1 Voars & Manthe 13 Daye

e Organizational Information
Leaming WebClock Pay State m,m::’u” o i:ﬂ m':ﬂ e —
| ‘Organizationsl Effoc (3205000000]
Quick Links:
Access Finance Launchpad and Property Accounting form
Complete POC Property Accounting Form
Review Submitted or Approved Forms
Add Return Date to Approved Forms
IBBBSSIII!I the Property 0ff Campus Form
1. Access the OneCampus
Portal (one.purdue.edu)
Log In USIng your Log in using your Purdue Career Account
BoilerKey
Login:
2. Click Finance Launchpad Eassword
to launch SAP Fiori
To access the page you are requesting, a valid Finance La unchpad
Purdue University career account Username and SAP Fiori
Password must be provided.
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1. Click Purdue User Group
from the SAP Fiori home
screen

2. Select the Property
Accounting Forms tile

Select Property Off Campus

Home

My Home  Cash Journal Operations Banking Reporting

Purdue User Group

SAP GUI Launcher
Open SAP GUI

OneCampus Portal
one purdue sdu

Faculty and Staff
Handbook

Account Projection Property
Accounting

Forms

Fl Document Upload  Test Group]

Employee Self
Service
SAP Portal

Purdue Ho|

Property Accounting Forms

D Send to WL Warehouse .[

Cannibalize

w—e Change in Lo

®

& Transfer Ownership I 6 Stolen I\'"’ Transfer Out
® T

$ Request Donation I S Property Off Campus -LO Change in Asj

-:-I Other D Inventory Reconciliation

Property Accounting Forms

Please note — under ‘My

Criteria to narrow search.

e Consider searching by
description or name, when
4-digit business area is
unknown. Click Enter to
search.

Enter Business Area and Employee File” in
Cost Center. Form Type: | Property Off Campus SuccessFactors you can
] * Business Area: N flr_ld_ your busmes_s area as

If unknown, click . to search. o oo e Division in Organization

Created on: Information. Cost Center

R mfo_rmatlon is also

Form Mumber: [l available.
Other Helpful Hints:
. . Property Accounting Forms
Click the search function to e 9
find the Business Area and
Cost Center. Form Type: | Property Off Gampus
* Business Area:
e Click Show Search
Search: Business Area a x

A 2an

Results List: 1387 results found for Business Area Personal Value u:{ Show Search Criteria T

Lot Cons I

In this example, ‘contains’ was selected from drop-down list and Human Resources

was typed as descriptive.
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NOte WESt Lafayette Search: Business Area o x
Campus Business Area L ) A
. . Search Criteria Personal Value List  Hide Search Criteria  J& @
begins with 40.
Business Area ~ s ~ [&]=]
) B.A_ Description ~ | contains ~ || HUMAN RESOURCES e
e Click the row to select the cost e Ble . oo
correct Business Area/ tame >k > oo

Cost Center.

4032
4032
4032
4032
4032
4022
4032

Search | Clear Entries || Reset o Default

Results List: 11 results found for Business Area

Business Area = BA Description Cost Center Name

| Maximum Number of Resuits: | 9,999

Human Resources 3200000000 VF HR Admin

Human Resources 3201000000 Employee Relations
Human Resources 3202000000 Compensation
Human Resources 3203000000 Benefits

Human Resources 3204000000 Leadership & Develop
Human Resources 3205000000 Organizatienal Effec
Human Resources 3207000000 Talent Acquisition

Click Create to complete form.

Property Accounting Forms

Create || Display

Form Type: | Property Off Campus

* Business Area: | 4032 L

* Cost Center. | 3205000000 P
Created on:
Requestor:

Form Number: o

Property Off Campus form opens.
Header information is populated from user profile and data entered on previous screen.

Form Number:
Cost Center: | 3205000000
Created on: | 07/06/2020
Business Area: | 4032

Requestor Name: | Cindy Davis

Header Information Created At | 11:49:12

Status: DRAFT

Staff . Davis, Cindy Address: | sireet address here
Member )
City: | Crawfordsville Type address information and date agreed State: | IN
Pumpose: | Remote work Purdue asset or equipment will be relocated.  removed Date 07/07/2020 il
Expected .
Return Date - m

Complete information regarding off campus location details.
Staff Member Name (Format: Last Name, First Name)
Enter Home Address, City, State or Address for Location of equipment.
Purpose of location change. (For Remote Work, enter: “Remote Work”)

Removed Date — Date equipment left campus.
Expected Return Date — enter if known; leave blank if unknown
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Property Off Campus Electronic Form Submission —
Tracking University Owned Assets for Remote Work Use

Click Add Inventory.
Complete Inventory Details as much detail as possible.

Staff DAVIS, CINDY Address: | STREET ADDRESS GOES HERE
Member
City: = CRAWFORDSVILLE State: | IN

Purpose: | REMOTE WORK Removed Date:| 07/07/2020 )
Expected B
Return Date - m
pload Inventory Datails: Browse...
(@ Add Inventory || ©) Delete Inventory || &1 Upload Excel | Jl Download Excel

inventory Number _*Inventory Descripfion Wodel Manufacturer Serial Number Central Office

< bd

A Dataile

e Inventory Number: Enter local IT inventory number (e.g. CSDS-012345) or University inventory number if
applicable (greater than $5,000). Note: not all items will have an inventory number, such as chairs.
o Adding local IT inventory numbers will assist IT in tracking equipment

e Inventory Description is always required. Best practice is to also include Inventory Number and Serial Number in
their respective fields.
o List quantities in parenthesis

e Add Serial Number and Model information when available.
o Dell refers to serial number as service tag

Use the arrow (¥ ) to scroll across all fields. The following fields should be left blank and will be completed by
Property Accounting.

e Asset Number
Department Responsible
Ownership

Property Accounting Code

€ Add Inventory

Click to add multiple line items to one form. Entering each inventory item on a new line.

ils: Browse...

(&) Add Inventory | | (©) Delete Inventory || & Upload Excel || {} Download Excel

Inventory Number *Inventory Description Model Manufacturer Serial Number Central Office
1074-08325 LAPTOP LATTITUDE 556 DELL

MONITORS (2) P2214H DELL

PORT/DOCKING STATION USB AUDIO DELL

. CHAIR
< ]

Approver Details

NOTE: Multiple inventory items can be submitted at one time. For more detailed instructions, see Property Accounting
Electronic Forms Entering Multiple Inventory Detail Lines QRC.
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Click Submit when form is
completed with all items.

Property Off Campus

[ SAVE (e SUBMIT

Form Number:
Cost Center. 3205000000
Created on 07/06/2020
Business Area: | 4032

Staff DAVIS, CINDY
Member :

City: CRAWFORDSVILLE
Purpose:  REMOTE WORK
Expected . )

Retum Date *

Upload Inventory Details: Browse...

(@ Add Inventory | () Delete Inventory | 4" Upload Excel | L Download Excel

Property Off Campus

Form Submitted Successfully
Saved Successfully

& PRINT PDF "% CHANGE LOG

Form Number: | X130020

Requestor Name: = Cindy Davis

Cost Center: 3205000000 Created AL | 13:27:06

Created on: | 07/06/2020 Status: Submitted

Business Area: | 4032

e Message appears confirming form submission and data save.
e Form Number is auto-generated and displayed on form header.
e Supervisors may request a printed copy of submission form — utilize Print PDF

To exit form, click to close browser window.

ess Services Trai.. 2] Business Managers Busines.. £]SAP NetWeaver Portal & Search Results €] Suggested Sites v - D -

- b
=| (= v Page~v Safety v Tools~ Ov

Form Number- | X130020

Cost Center: 3205000000

tod

~

Requestor Name: | Cindy Davis

Created At 13:27:06

ok

Form is routed for Fiscal Approval (triggered by Cost Center) and then to Property Accounting for final approval. Email
is sent to form requestor, once approved.

Supervisor may require copy of approved form.

Select Property Off Campus.

I “4= property Off Campus
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Property Accounting Forms

Create

Enter Form Number and click
Display to view form.

Form Type: | Properly Off Campus

* Business Area: [l

* Cost Center: [ul
Created on:
Requesior

Form Number: | X130020 51

Form Number: | X130020 Requestor Name
Cost Center: | 3205000000 Created At
Crealedon: | 07/06/2020 Status:

Business Area: | 4032

Staff DAVIS, CINDY Address: | STH
Member
City.: CRAWFORDSVILLE State: | IN
Purpose:  REMOTE WORK Removed Date: 07/
Expected
Retum Date
Approval Details are towards
the bottom Of the fo rm . Inventory Number *Inventory Description Model Manufacturer Serial Number
. 1074-09325 LAPTOP LATTITUDE 5590 DELL TEST
MONITORS (2) P2214H DELL TEST
FORT/DOCKING STATION USB AUDIO DELL TEST
CHAIR TEST

Approver Details

Approver Name ~ Approver Level  Approverfype  Action Crealedon  Time Comment Field

. 0 Fiscal Approver  Pending 07/06/2020  13:55:01

Click Print PDF if printed version of form is needed.

Campus
S PRINT POF | | % cHance LoG
Property Off Campus B x
Form Numbs ~
Cost Centg
Crealed PROPERTY ACCOUN l lRDl ' l;
(RO Property Off Campus - =
Staft
Member
Form Number : X130020 Requestor Name: Cindy Davis
Pumpl CostCenter: 3205000000 Created at: 13:27:06
Expocted Created on: 0710612020 Status: Submitied
Business Area: 4032
Inves
Staff Member : DAVIS, CINDY Address: aTEgEET ADDRESS GOES
. 1074-
City: CRAWFORDSVILLE State: IN
Purpose : REMOTE WORK Removed Date:  07/07/2020
Expected Return Date:
< | "
Inventory Details
Approve| '"",’;‘““’ Description | Model | Mig. | Serial# “gr"':z' Asset# | DeptResp | Ownership | PA Code
07409 LATTITU
o 36 |LapTOR Desegp |DELL  [TEST
. MONITORS (2) |P2214H |DELL |TEST
PORT/DOCKING (USB
STATION aupio DL |TEST .
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Submitter of form receives
approval.

This form should be kept so
submitter can add return
date, when equipment is
returned.

Form number X130020 was approved

Hi,

This Property Accounting form completed the approval process.

Please save this message until the asset has returned to campus. Click on the link below to
update the form with the "Return Date" to campus.

https://ERP-S4FIORI-PRD.ITAP.PURDUE.EDU/sap/bc/webdynpro/sap/zwda prptyoff form?
FORM TYPE=OFFCAMP&FNUM=X130020&ATYP=&WID=000015954352

This mail is generated automatically. Please do not reply.
Any questions please email propacct@purdue.edu.

Thank you,
Property Accounting

Submitter of form can click link
within the email of the
approved form to add return
date of equipment.

If submitter does not have
approval email anymore, email
propacct@purdue.edu to
approval resent.

Form number X130020 was approved

Hi,

This Property Accounting form completed the approval process.

Please save this message until the asset has returned to campus. Click on the link below to
update the form with the "Return Date" to campus.

https://ERP-S4FIORI-PRD.ITAP.PURDUE.EDU/sap/bc/webdynpro/sap/zwda prptyoff form?
FORM _TYPE=OFFCAMP&FNUM=X130020&ATYP=&WID=000015954352

This mail is generated automatically. Please do not reply.
Any questions please email propacct@purdue.edu.

Thank you,
Property Accounting

1. Link will require login
credentials to access form.

2. Complete Return Date
Click Save

Property Off Campus.

€ PRINT PDF % CHANGE LOG

FormMNu..: | X130020 .+ | Cindy Davis
Cost Cen 3205000000 t: |13:27:08
Createdon:  07/06/2020 Staius: | Approved
Business Area: | 4032
Staff: | DAVIS, CINDY Address:  STREET ADDRESS GOES HE...
Member
City: | CRAWFORDSVILLE State: IN
Purpose: | REMOTE WORK Removed...: 07/07/2020
Expected Return D © 01/20/2020 E]
Returmn
Date
Inventory Number * Inventory Description Model Manufacturer Serial Number Central Office
. CHAIR TEST
1074-09325 LAPTOP LATTITUDE 5590 DELL TEST
MONITORS (2) P2214H DELL TEST
PORT/DOCKING STATION USB AUDIO DELL TEST
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