People Soft Asset Management
Search For An Asset

To access your tangible personal property, log in to PeopleSoft.
Choose Financials from the Enterprise menu.
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When your individual menu comes up, choose Asset Management. If Asset
Management is not listed, this means you do not have access. Go to the
Security Access link on the Capital Asset website and fill out the Liquid Office
form to have your security updated.
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From the Asset Management Menu, choose Search for an Asset.
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You can search using different information. To search by Tag Number, enter the
6 character SDPBC tag number in the box and click SEARCH. You can also use
the PO No, the Receipt No, the Serial ID, etc.
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The search should return the following screen. If the search returned the correct
asset, choose the circular radio button and the arrow for the drop down box.
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From the drill-down, choose Asset Basic Information. Click GO!
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This is the first page of Asset Information. Check to see that you have the
correct tag number. Click on the arrow to expand the tabs.
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Asset Information
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Choose the Manufacture/License/Custodian tab.
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The Custodian field is populated during the receiving process. The 3 columns on
the side; Building, Room and Accountable Person; are fields that should be
updated by the asset owner. To update these fields, see the Aide titled Update
an Asset.
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Unit: SDPBC AssetlD: 000000127034 DELL OPTIPLEX G520 DESKTOPFPE  Tam: C11146 In Serice
~ Manufacturer Information
Serial ID: 3000381
Manufacturer 1ID: | Q

Manufacturer Name; |DELL
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Product Version: Production Date: @
Plant: | Purchase
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Status: | | Date: E] Updated by School or Dept

Room No: |Federa| Programs Studio set Control Designee
Name: |
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Department: ‘9039 @, Secondary Education
Fund: ‘1 085 @,  Prior Year Encumbrances
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Function: Purchase Order 5340 @, Continuing Workforce Education
Program: ‘DDDD Q. Unassigned
Budget Manager: ‘9039 Q. Secondary Education
Local Code: (000 Q. SchoolDegartmert Wide
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Project: \ Q
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The account fields carry over from the purchase order. The manufacturer
information comes from the receiving process.



