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Purpose 

The purpose of this document is to set forth procedures to submit a move/setup request.  

Applicability  

The online move/set up request can be utilized for the following four (4) types of moves: 

• Assets – moving equipment to a different location, not connected with an employee move, e.g., 

furniture, computer, printer, etc. 

• Current Employee – a current employee moving to another location within the same department or 

transferring to a new department. 

• Future Hire – an employee anticipated to be hired by the College.  This move request type does not 

require an A#; however, a position number is needed to complete the request.  

• New Employee – an employee beginning employment at the College. 

Please note, a set limit of 15 move/setup requests are scheduled in advance to occur every other Friday. 

Process Overview 

The move/setup request involves the following key stakeholders: 

1. Client/Proxy 

Initiates process by completing and submitting a move/setup request. 

2. Financial Manager/Proxy 

Provides approval, accepts transfer, updates asset information, and completes the transfer request in 

Banner Workflow. 

3. Facilities Planning and Construction  

The Space Management Team verifies space for availability, ADA compliance, and determines if 

additional furniture is required. In addition, the FPC Team will assign and schedule a move/setup date.  

4. Shipping and Receiving  

Provides moving boxes to client and assists with the move.  

5. Facilities Operations and Maintenance  

Inspects location to determine if custodial or maintenance services are required and assists with the 

move. 

6. Information Services and Planning  

Assists with the move by disconnecting, moving, and reconnecting computer and other equipment, e.g. 

printers, software, TV monitors, etc. 
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Section 1: Client Login 

Step 1: Log in to Jagnet. 

 

 
 
 
 
 
 
 
 
 
 

 
Step 2: Under the Employee section, select Move/Setup Request 
 

 
 
Step 3: Select the type of move or setup request type. 
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① 
 

 

③ 

 

SECTION 2A: CURRENT EMPLOYEE 

A current employee is an STC employee moving to another location within the same department or transferring 

to a new department. * Please note that if a current employee is transferring to a new department, the 

employee is classified as a “current” employee for the purpose of the move/set up. *  

The completion of a move/set up request for a current employee includes the steps below.  All information 

must be entered or selected.  Failure to provide information will result in an error and the process will not 

continue until corrected.  

Step 4: Please refer to page 5 for further instructions in completing the form below. 
 

 

 
            
       

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

② 

 
④ 

 
 

 

⑤ 

 
 

 
⑥ 
 

 
⑦ 

⑧ 

⑨ 

⑩ 

⑪ 

⑫ 

⑬ 

⑭ 

⑮ 

⑯ 

⑰ 

If the “yes” option is selected on fields 9-10, the 

Financial Manager Requesting drop down box 

will be inaccessible. This information will be 

entered on the next screen. 

⑱ 

Employee relocating due to position 

change 

If Part-Time Staff is selected, the option to 
request keys will not be available. Keys 
cannot be issued to part-time employees. 

 

#9 Refers to computer and phone set up, 
select “YES” to enter phone and set up 
information.  
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1. Request Move or Setup Type:  select Current Employee. 
2. Employee Type:  

▪ Full-Time Faculty/Staff 
▪ If Part-Time Staff is selected, the option to request keys will not be available.  Keys cannot 

be issued to part-time employees. 
3. Employee’s A# to Move/Setup:  enter the A# of the employee moving, not the person completing the form. 
4. Justification:  include a reason for the move and any special instructions (e.g., employee relocating due to 
     position change) 
5. From Campus/Building/Office: indicate the current location of the employee. 
6. To Campus/Building/Office:  indicate the new location the employee is moving to. 
7. Office and Suite where keys are needed: indicate Yes if keys are required for the new location followed by the 
     Office/Room # and Suite#/Dept. 
8.Will Boxes be required?  If Yes is selected, enter the number of boxes required and indicate if assistance is 
    needed.  Central Receiving and Fixed Assets will provide the client with the requested number of boxes prior to        
the move date.  Please note that personal items are not permitted to be placed inside the requested boxes.  
Employees are responsible for moving their own personal items. 
9. Move/set up technology equipment:  Select YES if computer and phone set up is needed, you must select YES 
to enter phone information, Tag #’s will be entered on the next page. (e.g. moving and setting up a computer, 
printer, phone, fax, etc.). 
10. Move/set up furniture:  Select Yes if furniture is part of the move and requires setup, Tag #’s will be entered 
on the next page.  
11. Financial Manager Requesting:  select the name of the financial manager requesting the move. If the “yes” 
option is selected on fields 9 or 10, the Financial Manager Requesting drop down box will be inaccessible. This 
information will be entered on the next screen. 
12. Voicemail: indicate if voicemail needs to be set up. Voicemail can be set up for part-time employees if 
requested by the supervisor. 
13. Phone Display Name: enter the name to be displayed on the phone. For part-time employees, the phone will 
display staff or the department name. 
14. Previous Phone #:  enter the employee’s previous phone number, if applicable. (Employee transferring from 
one dept. to another) 
15. New Phone #: indicate the extension on the phone or write “NEW” if a new extension is needed. Please note 
that if transferring to a different campus, the current phone number cannot be transferred to the new location. 
16. Setup: Select YES if setup is needed for computer, printer, act.  
17. Fixed Asset Transfer/Set up  

▪ Silver Tag: check the box if silver tag items will be part of the move.   
▪ Purple, Green, & No Tag: check the box if purple/green tag items will be part of the move.  

18. When all the information has been entered, click on the Submit button. 
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① 
 

 
③ 

 

Step 5a: Fixed Assets Mass Transfer (Silver Tags) for Organization (dept.), Location, and Custodian   
This form will appear if silver tag items were indicated as part of the move. Include only assets which 
will be transferred to the same location, organization code, and custodian. If a tag number is entered 
incorrectly, it will prompt an error message. 

1. Move/Setup Request #: this field is automatically populated. 
2. Manager Requesting: Select Financial Manager from list.  
3. Manager’s Phone #:  Please use number of requester submitting form for contact reasons.  
4. Justification: include a reason for moving the assets and any special instructions. (e.g., employee 

relocating from Building N to Building M) 
5. To Financial Manager: select the name of the financial manager who will maintain ownership of 

the asset.  
6. Tag #s: indicate the silver tag number of the items that will be moving.  
7. Click Submit. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Employee relocating due to position 

change.  

② 

 ④ 

 
 

 ⑤ 

 
 

 

⑥ 
 

 

⑦ 
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① 

 
 

 

③ 

 

Step 5b: Non Inventory Assets – Purple/Green Tags 
This form will appear if purple/green tag items were indicated as part of the move. Please note, only 
purple/green tag items can be submitted in this form.  Do not include silver tag items on this form.  

1. Move/Setup Request #: is automatically populated. 
2. Manager Requesting: Select the Financial Manager from the drop down.  
3. Initiator’s Phone #: The number of the person submitting the request must be indicated on the    
form. 
4. Justification: include a reason for moving the asset(s), e.g., employee relocating from Building N to 

Building A.  A justification and contact information must be included. 
       5. To Financial Manager: select the name of the financial manager who will maintain ownership of 

the asset.  
       6. From and To Location: indicate the current and new location of the asset(s) 
       7. Tag #s: indicate the purple tag number of the items that will be moving.  

▪ If an asset does not have a tag number, indicate N/A for the tag number, provide a serial 
number (if available), and enter a description. 

8. Click Submit. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Employee relocating due to position change.  

② 

 ④ 

 
 

 
⑤ 

 
 

 

⑥ 
 

 

⑦ 

⑧ 
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① 
 

 

Step 6: Confirmation 
1. Select one of the Submit options if additional silver or purple tag assets need to be entered. If 

selected, follow steps 5a or step 5b.  
2. If no additional assets need to be submitted, select *Done*.  This will conclude the submission of 

the move/setup request. Proceed to Section 3 for Banner Workflow instructions. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

② 
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③ 

 

SECTION 2B: NEW EMPLOYEE 

A new employee is an employee beginning employment at South Texas College and has already been assigned 

an A number. 

The completion of a move/set up request for a new employee includes the steps below.  All information must 

be entered or selected.  Failure to provide information will result in an error and the process will not continue 

until corrected.   

Follow steps 1-3 from Section 1: Client Login. 

Step 4: Please refer to page 10 for further instructions in completing the form below. 

① 

⑰ 

② 

④ 

⑤ 

⑥ 

⑦ 

⑨ 

⑪ 

⑬ 

⑮ 

⑯ 

⑧ 

⑩ 

⑫ 

⑭ 

If Part-Time Staff is selected, the option to 
request keys will not be available.  Keys 
cannot be issued to part-time employees. 

 

If the “yes” option is selected on fields 9-10, 

the Financial Manager Requesting drop down 

box will be inaccessible. This information will 

be entered on the next screen. 

 

#8 Refers to computer and phone set up, 
select “YES” to enter phone and set up 
information.  
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1. Request Move or Setup Type:  select New Employee.  
2. Employee Type:  

▪ Full-Time Faculty/Staff 
▪ Part-Time Staff, if selected, the option to request keys will not be available.  Keys cannot be issued to 

part-time employees. 
3. Employee’s A# to Move/Set Up:  enter the A# of the new employee, not the person completing the form. 
4. Justification:  include a reason for the move (e.g. employee relocating from Building N to Building A) and 

contact information. 
5. To Campus/Building/Office:  indicate the new location the employee is moving to.   
6. Office and Suite where keys are needed: if keys are required for the new location indicate Yes, followed by 

the Office/Room # and Suite#/Dept.   
7. Will Boxes be required?  If Yes is selected, enter the number of required boxes and indicate if assistance is 

needed. Central Receiving will provide the client with the requested number of 
boxes prior to the move date.  Please note that personal items are not permitted to 
be placed inside the requested boxes.  Employees are responsible for moving their 
own personal items.  

8. Move/set up technology equipment: indicate Yes if technology equipment is part of the move and requires 
setup (e.g., moving and setting up a computer, printer, phone, fax, 
etc.).  

9. Move/set up furniture:  indicate Yes if furniture is part of the move and requires setup. 
10. Financial Manager Requesting:  select the name of the financial manager requesting the move. If the “yes” 

option is selected on fields 9-10, the Financial Manager Requesting drop down box will be 
inaccessible. This information will be entered on the next screen. 

11. Voicemail: indicate if voicemail needs to be set up. Voicemail can be set up for part-time employees if 
requested by the supervisor. 

12. Phone Display Name: enter the name to display on the phone. For part-time employees, the phone will 
display staff or the department name. 

13. Previous Phone #:  enter the employee’s previous phone number or indicate N/A. 
14. New Phone #: indicate the employee’s new phone number, if available.  
15.  
16. Fixed Asset Transfer/Set up  

▪ Silver Tag: check the box if silver tag items will be part of the move.   
▪ Purple, Green, & No Tag: check the box if purple/green tag items will be part of the move.  

17. When all the information has been entered, click on the Submit button. 
 
 
 
Please Refer to Section 2D for instructions on adding assets.  
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SECTION 2C: FUTURE HIRE 

A future hire is an employee that the College anticipates hiring. This move request type does not require an A#; 

however, a position number is needed to complete the request.  Please note, this is a partial setup, upon the 

issuance of an employee A number, a “new employee” move/set up request type is required to finalize the setup. 

The completion of a move/set up request for a future hire includes the steps below.  All information must be 

entered or selected.  Failure to provide information will result in an error and the process will not continue until 

corrected.   

Follow Steps 1-3 from Section 1: Client Login.  

Step 4: Please refer to page 12 for further instructions in completing the form below. 

③ 

① 

② 

④ 

⑤ 

⑥ 

⑦ 

⑧ 

⑨ 

⑩ 

⑪ 

⑫ 

⑬ 

If the “yes” option is selected on fields 9-10, 

the Financial Manager Requesting drop down 

box will be inaccessible. This information will 

be entered on the next screen. 
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1. Request Move or Setup Type:  select Future Hire.  
2. Employee Type:  

▪ Full-Time Faculty/Staff 
▪ Part-Time Staff  

3. Employee’s A# to Move/Set Up: this move request type does not require an A#; however, a position number 
is needed to complete the request. 

4. Justification:  Include a reason for the setup (e.g., setup for future hire) and contact information. 
5. Employee’s Position Number: indicate the position number of the future hire. 
6. Employee Department: indicate the department of the future hire. 
7. To Campus/Building/Office:  indicate the location.   
8. Will Boxes be required?  If Yes is selected, enter the number of moving boxes wanted and specify if 

assistance is needed.  Central Receiving will provide the client with the requested number of 
boxes prior to the move/setup date.  Please note that personal items are not permitted to be 
placed inside the requested boxes.  Employees are responsible for moving their own personal 
items.  

9. Move/set up technology equipment: indicate Yes if technology equipment is part of the move and requires 
setup (e.g., setting up a computer, printer, phone, fax, etc.)  

10. Move/set up furniture:  indicate Yes if furniture is part of the move and requires setup. 
11. Financial Manager Requesting:  select the name of the financial manager requesting the move. If the “yes” 

option is selected on fields 9-10, the Financial Manager Requesting drop down box will be 
inaccessible. This information will be entered on the next screen. 

12. Fixed Asset Transfer/Set up  
▪ Silver Tag: check the box if silver tag items will be part of the move.  
▪ Purple, Green, & No Tag: check the box if purple/green tag items will be part of the move.  

13. When all the information has been entered, click on the Submit button. 
 
 
 
Please Refer to Section 2D for instructions on adding assets.  
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SECTION 2D: ASSET MOVES 

The asset only move/setup request solely consists of moving equipment and/or furniture.  An employee is not 

involved in this type of move.  

The completion of a move/set up request for assets includes the steps below.   

Follow steps 1-3 from Section 1: Client Login. 

Step 4: Please refer to page 14 and 15 for further instructions in completing the form below.  
 

1. Request Move or Setup Type: Select Assets 
2. Fixed Asset Transfers/Setup:  

▪ Silver Tag: check the box if silver tag items will be part of the move.   
▪ Purple, Green, & No Tag: check the box if purple/green tag items will be part of the move.  

3. Click on Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

① 

 ② 

③ 
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Step 5a: Fixed Assets Mass Transfer (Silver Tags) for Organization, Location, and Custodian   
This form will appear if silver tag items were indicated as part of the move. Include only assets which 
will be transferred to the same location, organization code, and custodian. If a tag number is entered 
incorrectly, it will prompt an error message. 

1. Move/Setup Request #: this field is automatically populated. 
2. Manager Requesting: Select name of Financial Manager from drop down.  
3. Manager’s Phone #:  Please provide phone # of person submitting request.  
4. Justification: include a reason for moving the assets and any special instructions.  (e.g., employee 

relocating from Building N to Building M, data drop will be needed).  
5. To Financial Manager: select the name of the financial manager who will maintain ownership of 

the asset.  
6. Tag #s: indicate the silver tag number of the items that will be moving.  
7. Click Submit. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

① 

 ② 

③ 
④ 

 

⑤ 

 

⑥ 
 

⑦ 
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① 

 
 

 

③ 

Step 5b: Non Inventory Assets – Purple/Green Tags 
This form will appear if purple/green tag items were indicated as part of the move. Please note, only 
purple/green tag items can be submitted in this form.  Do not include silver tag items on this form.  

 
1. Move/Setup Request #: is automatically populated. 
2. Manager Requesting: select manager from the list. 
3. Initiator’s Phone #: must be indicated on the form. 
4. Justification: include a reason for moving the assets (e.g., relocating assets from Building N to 

Building A).  A justification and contact information must be included. 
       5. To Financial Manager: select the name of the financial manager who will maintain ownership of 

the asset.  
       6. From and To Locations: indicate the current and new location of the asset(s). 
       7. Tag #s: indicate the purple tag number of the items that will be moving.  

▪ If an asset does not have a tag number, indicate N/A for the tag number, provide a serial 
number (if available), and enter a description. 

      8. Click Submit. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

② 

⑦ 

④ 

 
 

 
⑤ 

 
 

 

⑥ 
 

 

⑧ 
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① 

 
 

 

Step 6: Confirmation 
1. Select one of the Submit options if additional silver or purple tag assets need to be entered. If 

selected, follow steps 5a or step 5b. 
2. If no additional assets need to be submitted, select “Done”.  This will conclude the submission of 

the move/setup request. Proceed to Section 3 for Banner Workflow instructions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

② 
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Section 3: Banner Workflow 

3.1 Transfer Approval - Current Financial Manager Approval 
 
Worklist 

• Following the submission of the move/setup request, the Financial Manager/Proxy will log into 
Banner Workflow and select the Transfer Approval Form. 

o Go to Banner Workflow:  workflow.southtexascollege.edu 
o Login  
o Select worklist 

 
  
 
 
 
 
 
Transfer Approval Form 

• The form will display a summary of the move/set up request that was submitted by the client.  

• The Financial Manager will select Approve or Disapprove in the transfer approval section. 

• If the Financial Manager does not approve the transfer form, a comment is required in the 

Disapproval Comments section before the form can be submitted. 

• If the Financial Manager does not approve the form within five days, an alert will be displayed 

and an email reminder will be sent to the FM.   
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3.2 Validation Form - Current/New Financial Manager Approval 

After approval of the transfer, the Financial Manager receiving the assets will need to complete/approve the 

Validation Form, Transfer Request Form, and Confirmation Approval Form.  If the FM is the same person 

transferring and receiving the assets, they will approve all forms.  

Worklist 
 

• The Validation Form is used to confirm the information of the assets that are being transferred.   

• Select the pending worklist item to view the Validation Form.  
 

 
 
 
 
 
 
 
Validation Form 

• The receiving Financial Manager will need to enter the following required fields: 
▪ Asset Orgn: enter the Banner organization code number. 
▪ Asset Location: enter the new asset location code. A list of codes can be downloaded from 

the Central Receiving and Fixed Assets webpage, Argos, and JagNet. 
▪ Custodian Email User ID: enter the custodian’s STC email username. 
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3.2(a) Transfer Request Rework Form - Current/New Financial Manager 

Approval 
 
The Transfer Request Rework Form will only be displayed on the worklist if an incorrect asset orgn., location 
code, and/or custodian email user ID was submitted on the Validation Form. The receiving FM will receive an 
email notification for the pending Transfer Request Form. 
 
Worklist 
 

 

 

• The receiving FM reviews the information on the Transfer Request Rework Form and                  
selects Complete.  

• The validation indicators indicate a “No” next to the information that was incorrect.  

• Enter the correct information in the Transfer Request Rework Form. 

• Click on Complete to submit the form. 
 

Transfer Request Rework Form 
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3.3 Confirmation Approval Form - Current/New Financial Manager  
Worklist 

• An additional pending item will appear on the receiving FM’s worklist.  Select the link to access 
the Confirmation Approval Form. 

 
 
 
 
 
 
 
Confirmation Approval Form 

The receiving FM reviews the information on the Confirmation Approval Form and completes the 
following: 

• Shipping & Receiving Assistance:  select Yes if assistance is needed with moving boxes, 
equipment, and/or furniture during the move and NO if updating inventory or FM. 

• Transfer Approval 
▪ If the FM does not approve the transfer, a comment will be required in the 

Disapproval Comments section. 

• To submit the approval, the receiving FM will select Complete. 

 
 

o

v

a

l 
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Section 4: Email Notifications 

4.1 Scheduled Date  

Upon approval from Facilities Planning and Construction, an email notification is sent to the client and to the 

appropriate key stakeholders regarding the scheduled move date. Please note, the client will receive separate 

email notifications for silver and purple assets.  
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4.2 Completion Date 

On the date of the move, the client receives an automatic email notification requesting to submit the move 

completion date.  

 

 

 

 

 

 

 

• Click on the workflow hyperlink. 

• Log in.  

• Indicate on the Complete Date drop down box the date that the move was completed. 

• Select Complete. 
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4.3 Move Completion 

On the date of the move, the client receives an automatic email notification requesting to submit the move 

completion date.  

Subsequent to the client indicating the date the move was completed, an email notification is sent to the client 

and to the appropriate key stakeholders indicating the completion of the move/setup. Please note, the client 

will receive an email notification for silver and non-inventory assets.  
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Section 5: Disapproval 

5.1 Financial Manager Disapproval 

The Financial Manager and the Site Coordinator have the option to disapprove a move request.   If a move 

request is disapproved, an email notification is sent to the client with a disapproval comment. 
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5.2 Facilities Planning and Construction Disapproval  

Facilities Planning and Construction can also disapprove a move request. An email notification is sent to the 

client with a disapproval comment.  

 

 

 

 

 

Section 6: Move Cancellation 

The client notifies Facilities Planning and Construction if the move request needs to be cancelled.  However, if 

the confirmation form has already been approved by the receiving FM, the receiving FM will need to transfer 

the asset(s) back to the client who initiated the move.   
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Section 7: Data Drop Request - Example 

 

 

Your department information 

Your Financial Manager 

Your Financial Manager 


