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Argos Fixed Assets Reports

Argos Reports will allow you to run the Physical Inventory report and conduct asset verification of all silver
tag items.

e Reports can be exported to an Excel Format where it can be filtered to display specific data
e Reports can also be viewed in PDF Format

Login to Argos

¢ Under Jagnet Home/Employee Apps/Argos.

Y. SOUTH TEXAS
vvy COLLEGE

# Home

Employee Apps
# Academic Planning
s

® Financial Aid @
$ Student Accounts Email STC Computer My Profile HR Forms Business Office Forms
@ S E !¢
O B Technology Requests Tax Forms Parking Data Requests Acknowledge Employee TimeClock Plus

A Handhook
& supervisor / ‘ (5
[ Bt Argos Workflow Chrome River My Finance

e Select the Fixed Assets Folder

evisions

Argos
Enter Search String... Q

Explorer Shortcuts Recent

@ Business Office

@ Fixed Assets

€ Parent Folder

& Physical Inventory Reports

& Physical Inventory Reports - Pending A...

Fixed Assets Transfer Manual, created 3/20/2023 2|Page



Physical Inventory Reports

w & Physical_Inventory_by_A#

& Physical_Inventory_by_A# (Updated)

& Physical_Inventory_by_Campus

& Physical_Inventory_by_Campus_Bldg

& Physical_Inventory_by_Campus_Bldg_Cust
& Physical_Inventory_by_Serial#

& Physical_Inventory_by_TAG

&2, Physical_lnventory_by_TAG_HISTORY

* % % % X *

& Physical_Inventory_Locations

e Physical Inventory by A# (updated) - To view physical inventory report by searching with the
Custodian A# or the Equipment/Financial Manager A#.

o Physical Inventory by Campus_Bldg_Custodian - It will search for inventory by campus, by campus
building, and campus building and cust.

e Physical Inventory by Serial Number - It will search for inventory asset by serial number

o Physical Inventory by Tag - It will search for inventory by asset number

o Physical Inventory by Tag History - It will search for inventory history by asset number

e Physical Inventory Locations - It will search for location codes by campus

Physical Inventory Reports — Pending Approvals

Name A
* & Pending Moves Approvals
* & Pending_Approvals_NonlnventoryAssets
* & Pending_Approvals_With_Orig_Asset_Info

4 & Proxy_Dates

e Pending Moves Approvals - It will search for Move/Setup by request number

e Pending Approvals Noninventory Assets - It will search for transfers by Equipment Manager
username

e Pending Approvals with Orig. Asset Info - It will search for transfers by Equipment Manager
username

e Proxy Date - It will search for proxy list by Equipment Manager username
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Physical Inventory by A# (updated)

Fixed Assets/Physical Inventory Reports

The reports include:

Custodian User ID and Name

Equipment Manager ID and Name

PTAG - Permanent Asset Number

ORGN. - Department/Program Organization Code

POHD - Purchase Order Number

Asset Description, Silver Tag, Serial Number, Location Code and Title

Acquisition Date, Asset Total, Barcode Number: Green (Grant) Tag or Security Theft Tag Number

By Custodian A#: Enter the complete Custodian A#. and Click to Run twice

South Texas College Physical Inventory Report
Enter Custodian A#: AQ00000039| Cavazos, Rebecca - AO0O0O00039
OR
Enter Equipment Mgr. A#:
Assets QuickView
cusTio | cusT_name Ui | squiNAME | PrAs asseT_pEsc stven_The seriaL_No Lo Locn_Tie | AcRe_pT
00000035 Covazes, Rebecea Aco0o003s couoziies Del Latituce DS10 Laptop coo000sss2 Hssiaac ss757 PCr Bidg N Rm
250000035 Covares, Rebecen Acooooozs Rocozs0ze Da Labtuce 25au0 Lopree et = PCr Blda N A
200000038 Covares. Reteen Acooo0ozs 00023953 D /03065 245 F Dems Foll Madesty Pansl 745 PCH Bidg N Am
200000035 Covaces. Repeven Asooouazs Noooza9as Wireworks Cubidie Station PCH B1dg N Am
200000038 Covares. Rebecen Agooo00zs Nooozeias Dal Labbuce £5273 Lapiop KCTO BCH Eidg N R
200000033 Covares, Rebesen Ago0000z 00025208 3325783 HF Lase 3et 16514 Color Laser Pri PCH B1dg N Rm
45000003 Covares. Rebecen Azooooozs Noooszres 3003/ Dastrog T Crose-Cot Shraddes BCH Eldg N A
300000033 Covares. Rebecen ‘Aco0o00zs 0032737 Dell Precision 3920 Tower XCTO Base PCH B1dg N Rm
25000003 Covares, Rebecen Acooooozs Roooares Dai recision 2520 Tower XCTO Sace PCH Blda I A
200000038 Covares. Retecen Acooooozs Nooo347E2 BCH £1dg N Rm
200000035 Cavases. Rebeven Asooouazs Neogossies PCH o1dg N Am
200000035 Covares. Reteren Agooo0ozs Rooo3ties BCH E1dg N R
200000033 Covaces, Rebescn Azo000025 Nooo35154 Forisar: PCH Bldg N Rm . 07/23/202
200000038 Coverer. Robecen Ao0000zs Nooo3zexs Poraea: Gocvees i PCH Blda N Rm . 01/0412021
,
14 items o
= . . 0
By Equipment Manager A#: Ent m
. ENter the complete Lustodian A#. an ICK T0 RUN twice
South Texas College Physical Inventory Report
Enter Custodian A#:
. Cavazos, Rebecca - AO0000039
Enter Equipment Mgr. A#: A00000039 o
Click to Ri
Assets QuickView
custio | cust_mame QUL | squinawe | prAs oran PoHD. asseT_pesc siiver_Tas seriAL_no Lo Locn e | Acop_oT
AD0010250 uintanillz, Gerarde AD000003%9 Cavazos, Rebec... 000000622 420005 Heampden Transformer Kit w/Storage Case 32297 3
AD0010250 uintanillz, Gerarde AD000003%9 Rebec.. 000000654 420005 Art 499 Slides Set #965 History/Janson 25508 3
R00010250  Quintanills, Gerarde 00000035 Rekar | oooooore: 230002 TR Industral Rafriguration Tra. 0300000781 H
AD0010250 uintanillz, Gerarde A00000033 Rebec.. 000000783 420005 Hampden Air Conditioning Contral Unit 0000000783 1
AD0010250 uintanilla, Gerarde A00000033 Rebec.. 000000731 420005 Hampden K-ACD-1 Conditioning Demenstrati 0000000731 1
ADDO10250 uintanilla, Gerardo AD0000033 Rebec.. 000000504 420005 Form Shop 2.0 Support Software 32101 a
AD0010250 uintanilla, Gerardo ADDODD03S Rebec 000001293 420005 LC-1 Edwards Chiller 0000000061 1
AD0010250 uintanilla, Gerardo ADDODD03S Rebec 000001433 420005 GDW-25600 Complete Care Doll w/Breath 0000000339 3
AD0010250 uintanilla, Gerardo AD0000033 Rebec. 000001543 420005 Hampden Pneumatic Contral Trainer 0000000307 1
AD0010250 uintanilla, Gerardo AD0000033 Rebec. 000001550 420005 Hampden Pneumatic Contral Trainer 0000000308 1
AD0010250 uintanillz, Gerarde AD0000039 Rebec.. 000002025 420005 Alpha 2100/ Ms451-Fa Memory Board $12mb 22366 3
AD0010250 uintanillz, Gerarde AD000003%9 Rebec. 420005 00 0000001411 1
AD0010250 uintanillz, Gerarde AD000003%9 Rebec. 420005 0000001588 38644257 2
AD0010250 uintanilla, Gerarde ADDOD003S Rebec 420005 0000001786 1
AD0010250 uintanilla, Gerarde ADDOD003S Rebec 420005 3
AD0010250 uintanilla, Gerarde ‘ADDOD003S Rebec 420005 1
AD0010250 uintanilla, Gerardo ADDODD03S Rebec 420005 1
AD0010250 uintanilla, Gerardo ADDODD03S Rebec 420005 2
AD0010250 uintanilla, Gerardo AD0000033 Rebec. 420005 1
AD0010250 uintanilla, Gerardo AD0000033 Rebec. 000003002 420005 K-9C Refrigeration Demonst. 1
AD0010250 uintanilla, Gerardo AD0000033 Rebec. 000003003 420005 - rigeration Demonst. 0000002953 1
AD0010250 uintanillz, Gerarde AD000003%9 Rebec.. 000003014 420005 1105F59 Advance Retract Bed 0000002965 A 1
AD0010250 uintanillz, Gerarde AD000003%9 Rebec.. 000003211 420005 Nikon 49562410016 Microscopes 2H 0000002513 3
R00010250  Quintanille, Gerarce 00000035 Cavazos, Rebec | 00000z225 230005 Annasl Site Licencs 2ie H Acaet wnte o
»
1,311 items [-3
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How to run report in Excel Format
e Select the icon shown at the bottom right side of the report
e Export All to CSV

Filter

Order Columns
= Export All to CSV

o Select Apply

e Report will be displayed at the bottom left side of the screen

B:) Physical_lnventory_.csv =

e Save report in Excel Format

How to run report in PDF Format
e Select the down arrow shown at the top left section of the report
e Click Generate report in PDF Format

K Reports »| © Run

[=| Generate report in PDF Format

e Then, click on Run

Bl Generate reportin PDF Format = |® Run

Report will be displayed at the bottom left side of the screen

Generate report in...pdf  ~
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Sample Reports

e Physical Inventory by Campus

ASTC

South Texas College

Physical Inventory Report

8,755 items

Select Campus:
FTVLOCN_LOCN FTVLOCN_TITLE
15 Pecan Plaza Bldg A
20 Pecan Plaza Bldg B and C
25 Roma h School
26 La Joya Jimmy Carter Teachir
30 Rio Grande City High School
3as Nursing and Allied Health Car
40 Technology Campus
a5 Starr County Campus
50 Mid valley Campus
65
66 Boys & Girls Club McAllen
67 PSJA College Career & Tech A
68 Robert Vela High School (Edir
7n Vallav View Hinh Schanl e
37 items, 1 selected <o
Assets QuickView
QusT_jave EquLD squ_ane AsseT_pesc SR TG SERAL_N Lo Lo Tme Acq_oT TaTAL_cosT
A s, Lisa. ry books for Fr1995 A 553566 PCN Bldg F Rem 117 08/31/1995 14543.2
AQ0436781 s, Lisa ry books for FY1996 NA 553566
0sss7s 2575 na ssasee
AgoE7EL Q000008208 (T sss66
000000187 396745 ssas0¢ sCi 8idg = R 105
0000001253 A 557014 PCN Bidg M Rem 116
s 2000002003 S5030045 sersss SCi 83’
A000000:0 PN Carmpus 2.0 ac 216 na s n Campu
Q0433948 Manikin Cpr7S00 0000001249 NA 557240 PCNBidg T Rm 1338
AD0436781 FY1997 21440 A 553566 PCN Bldg F Rm 117
5
ssaiz
s Pecan
ssiso 2Ci 8133 R 101
551507 FCN Bidg B Rm 1068
5 pus
555123 FCN Bldg ] R 3.504
5E5LL2 PCN BidgJ R 3.204A
st #C 8idg) R 3,308
555115 PCN Bidg J Rm 3.304
ssauis SO 8189 R 3,308
PBO0G16. 555115 PCN Bidg ) Rm 3.304
ry Soois for FY1597 . Seasee SC 8 F R 117
A00436781 ry books for Fr1997 & 553566 PCN Bldg F Rem 117
ADD043956 PB04037 roscopes. [ 555114 PCN BldgJ Rm 2,302
00043956 PB040I7 —— ssELL2 FCN Bldg ] Rm 32044
ADD043956 PB04037 roscope 2h - N 555115 PCN Bidg J Rm 3.304
haooszase pensz7 oecapa 2n - kon sz SO 889 R 2302

e Physical Inventory by Campus_Bldg

£.STC

|South Texas College

Physical Inventory Report

Select Campus: Multi-Select Bui
FTVLOCN_LOCN FTVLOCN_TITLE LOCN_TITLE LOCN_CODE
15 Pecan Plaza Bldg A PCN Bidg A 5510
20 Pecan Plaza Bldg B and C PCN Bldg A Rm 100 551067
25 Roma High School PCN Bldg A Rm 101 551001
26 La Joya Jimmy Carter Teachi. PCN Bldg A Rm 101A 551068
20 Rio Grande City High School PCN Bldg A Rm 101B 551069
35 Nursing and Allied Health Ca. PCN Bldg A Rm 101C 551070
40 Technology Campus Bldg (551002 ||
45 Starr County Campus PCN Bldg A Rm 103 551003
50 Mid Valley Campus PCN Bldg A Rm 104 551004
EEETE T PCN Bldg A Rm 105 551005
65 Hidalgo Training Center PCN Bldg A Rm 105A 551071
66 Boys & Girls Club McAllen PCN Bldg A Rm 105B 551083
67 PSIA College Career & Tech .. PCN Bldg A Rm 105C 551084
68 Robert Vela High School (Edi. PCN Bldg A Rm 106 551006
70 Valley w High School PCN Bldg A Rm 107 551007
PCN Blda A Rm 108 551008 -
37 items, 1 selected 2,905 items, 1 selected o
Assets QuickView
PTAG QUST_ID (CUST_NAME EQULID EQUI_NAME ORGN POHD ASSET_DESC SILVER_TAG SERIAL N Lo LOCN_TITLE
NO0D19388 ADOO01843 AD0532894 Sale, Rache! 441000 PO037350 Desk 749 Edge Full Mocesty 30:66 14843 A PCH Bidg A Rm 102
NODD23503 43 ADOG32694 Szle, Rachel 213001 3368322 Microsokt Surface Pro 3 Tat 24861 PCH Bldg A Rm 102
Sale, Rachel 211001 Virnal ro0rm - Robod PCN Bldg A Rm 102 -
ADOO01843 Sale, Rache! 211001 = PCN Bidg A Rm 102 07/30/2021 3:38:3
400001843 Sale, Rachel 211001 PO Bldg A Rm 102 08/17/2021
ADOG32894 Sale, Rachel 211001 Camera 551002 PCN Bldg A Rm 102 01/20/2022 2:31:0...
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e Physical Inventory by Campus_Bldg_Custodian

ASTC

South Texas College

Select Campus:

FTVLOCN_LOCN FTVLOCN_TITLE

15 Pecan Plaza Bldg A

20 Pecan Plaza Bldg B and C

25 Roma High School

26 La Joya Jimmy Carter Teachir

30 Rio Grande City High School

35 Nursing and Allied Health Ca.

40 Technology Campus

45 Starr County Campus

50 Mid Valley Campus
ENLET T T

65 Hidalgo Training Center

66 Boys & Girls Club McAllen

67 PSJA College Career & Tech A

68 Robert Vela High School (Edir

7n Vallow Wiaur Uink @chanl

»
37 items, 1 selected o
PTG asTD QUST_NaME EQULID EQUI_NANE

003707 200000023 Cavaxos, Rebecrs 200000033 Cavazos, Rebeces

Physical Inventory Report

Multi-Select Building:

LOCN_TITLE LOCN_CODE
PCN Bldg N Rm 144 557561
PCN Bldg N Rm 145 557562
PCN Bldg N Rm 145A 557628
PCN Bldg N Rm 146 557563
PCN Bldg N Rm 147 557564
PCN Bldg N Rm 147A 557565
| PCN Bldg NRm 1478 | 557566 | |
PCN Bldg N Rm 147C 557567
PCN Bldg N Rm 147D 557568
PCN Bldg N Rm 147E 557569
PCN Bldg N Rm 147F 557570
PCN Bldg N Rm 148 557571
PCN Bldg N Rm 149 557572
PCN Bldg N Rm 150 557573
PCN Bldg N Rm 151 557574
PCN Bldg N Rm 152 557575
PCN Bldg N Rm 153 557576
PCN Ridn N Rm 154 557577
2,905 items, 1 selected
Assets QuickView
RN e | AserbeC

20007 POI0S465  Dal Pracision 5820 Towsr XCTO Base

Multi-Select Custodian:

CUST_NAME CUST_ID
| Cavazos, Rebecca | AD0ODOD3S | |
1item, 1 selected -3
SERIAL MO Locn Loo_TmE AGgD_DT TOTAL_COST
<Dpcs2 57566 PO Bld N R 1478 LU A4ET. 142458

e Physical Inventory by Serial Number

Custodian:
Equipment Mgr.:

ORGRM:

POHD:
Permanent TAG:
Asset Desc:
Serial #:
LOCHN:
Aquired DT:

Total Cost:

Physical Inventory Report

By Serial #

Enter Serial# 99KHXZ?2
[ Click to Run ]
TAG: 42843

Quintanilla, Gerardo
Cavazos, Rebecca

420005

P0119628
MNO0035146

Dell Latitude 5310 Laptop 2 in 1 BTX

99KHXZ2

Cust. ID: AD0010250

Equip. ID: AD0000039

1 TC SR Warehouse - Auction

07/31/2020

117541
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¢ Physical Inventory by Tag

Physical Inventory Report

By TAG
Enter TAG: 42843
[ Click to Run ]
TAG: 42843
Custodian: Quintanilla, Gerardo LI=51LE A00010250
Equipment Mgr.: Cavazos, Rebecca Equip. ID: AD0000039
ORGN: 420005
POHD: P0119628
Permanent TAG: NOQ035146
Asset Desc: Dell Latitude 5310 Laptop 2 in 1 BTX
Serial #: QOKHXZ2
LOCN: 1 TC SR Warehouse - Auction
Aquired DT: 07/31/2020
Total Cost: $1,175.41

e Physical Inventory by Tag History

&STC Physical Inventory Report

South Texas College
By TAG HISTORY

Enter TAG: 42843

Click to Run

TAG History QuickView
FTAG ACT_DATE USER_ID TRANSFER_DTa,  TRANSFER_RSN POHD TRANSFER_FROM_ID TRANSFER_FROM_NAME FROM_COAS FROM_ORGN FROM_LOCN
NO0035146 03/20/2023 GBARAJAS 03/20/2023 Transfer to update asszt location and custodian P0119628 AD0000039 Cavazos, Rebecca 3 420007 402057
NO0035145 03/21/2023 GBARAJAS 03/21/2023 Obsolete items na longer in use PO119628 AD0000039 Cavazos, Rebecca s 420004 402057
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¢ Physical Inventory Locations

Physical Inventory Locations Report

Select Campus:

FTVLOCN_LO{ FTWLOCN_TITLE

15 Pecan Plaza Bldg A

20 Pecan Plaza Bldg B and C

25 Roma High School

26 La Joya Jimmy Carter Teaching Site

30 Rio Grande City High School

35 Mursing and Allied Health Campus

40 Technology Campus

45 Starr County Campus

50 Mid Valley Campus
|55 |PecanCampus _ | |
65 Hidalgo Training Center

66 Boys & Girls Club Mcallen

67 PS1A College Career & Tech Academy

68 Robert WVela High School (Edinburg)

70 Valley View High School -
71 PgiIA Hinh Srhnnl

37 items, 1 selected o

Locations QuickView

FTVLOCN_LOCN_ FTVLOCN_TITLE

5510 PCN Bldg A

551067 PCN Bldg A Rm 100
551001 PCN Bldg A Rm 101
551068 PCN Bldg A Rm 101A
551069 PCN Bldg A Rm 101B
551070 PCN Bldg A Rm 101C

e Pending Moves Approvals - Enter Move/Setup Request Number

S, SOUTH TEXAS

AA/ COLLEGE Moves Report

Enter Reg. No: \M‘ Run Report

REQ_NO APPROVAL_STATUS  WORKFLOW _N..,  WORKFLOW_FORM REQUESTE...  APPROVED... EMPID MOVE _JUSTIFICATION EMP TYPE  SCHED DATE  EMPCLASS
B/ dsapproved Non Inventory ... TransferdporovaForm 303, 302023, NA Transfer items to newloc,.,  Assefs
203862 pendngapproval  MonInventory... ConfrmatonApprovaForm  3/20/2023... NA Transfer items o newloc..,  Assets
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¢ Pending Approvals Nonlnventory Assets — Enter FM username

Non Inventory Pending Approvals

South Texas College

Financial Manager (E-mail Userid): beckyc

Non Inventory Pending Approvals QuickView

ASSET_TAG MOVE_REQNUM | ASSET_LOCATION ORIG_ASSET_MGR_USERID ORIG_ASSET_MGR_NAME NEW_EQUIP_MGR_USERI NEW_LOCATION APPROVER_USERID APPROVER_NAME
9000055555 TC Bldg D Warehous.. BECKYC Rebecra Cavazos BECKYC TC SR Warehouse . backye Rebecca Cavazo

9000102216 22231637 TCBldg D BECKYC Rebecea Cavazos LWALTERS PCN Eldg FRm 17.. beckyc Rebecca Cavazo...
/A 1 TC Bldg D BECKYC Rebecra Cavazos BECKYC TC Bldg D Shippin... beckyc Rebecca Cavazo...
N/A 1 NAH Bldg A Rm 3.34... CTELLO3 Carlos Tella BECKYC TC SR Warehouse .. beckyc Rebecca Cavazo...
N/A 1 PCN Plaza Bldg BR.. RSUAREZS Ruben Suarez BECKYC TC SR Warehouse ... backyc Rebecca Cavazo...
N/A 22133565 TCBldg D Rm 118G BECKYC Rebecra Cavazos CYGARZA PCN Eldg D Rm 10... beckyc Rebecca Cavazo...
NA 1 TC Bldg D Rm 105 BECKYC Rebecca Cavazos BECKYC TC SR Warehouse .. beckyc Rebecca Cavazo...

WORKLIST_OWNER

Rebecca Cavazos

e Pending Approvals with Orig. Asset Info — Enter FM username.

&s I ‘ Pending Approvals

South Texas College

Financial Manager (E-mail Userid): beckyc

Pending Approvals QuickView

SILVER_TAG MOVE_REQ_NUME SILVER_TAG_DESC ORGN ORGN_TITLE LOoCN LOCN_TITLE ORIG_ASSET_MGR_USERID ORIG_ASSET_MGR_NAME
25485 70/03064-74P-F Desk Full Modesty Pa.. 420005 Tnventory Contral 1 TC SR Warehouse - Auction beckyc Rebecca Cavazos
25485 22237562 7D/D3065-74P-F Dask Full Modesty Pa.. 420005 Inventory Cantral 1 TC SR Warshouse - Auction backyc Rebecca Cavazos
25485 2122122 70/03065-74P-F Desk Full Modesty Pa.. 420005 Tnventory Contral 1 TC SR Warehouse - Auction beckyc Rebecca Cavazos
25485 212214242 7D/D3066-74P-F Desk Full Modesty Pa... 420005 Inventory Contral 1 TC SR Warehouse - Auction beckyc Rebecca Cavazos
25485 22237611 70/D3085-74P-F Desk Full Modesty P2 420005 Inventory Control 1 TC SR Warshouse - Auction beckyc Rebecca Cavazos
25485 222380032 7D/D3066-74P-F Desk Full Modesty Pa... 420005 Inventory Contral 1 TC SR Warehouse - Auction beckyc Rebecca Cavazos

ORIG_ASSE

Gerardo Qu
Gerardo Qu
Gerardo Qu
Gerardo Qu
Gerardo Qu
Gerarda Qu

e Proxy Date - - Enter FM username

STC -

South Texas College

Financial Manager (E-mail Userid): beckyc

Proxy Dates QuickWView

FINAMNCIAL MANAGER LOGOMN PROXY__MNAME DATE _FROM DATE TO

Rebecca Cavazos aambriz2 Arturo Ambriz 03/19/2018 6:31:38 PM 12/31/2023 6:
Rebecca Cawvazos bborderoc Benjamin Borderon 11/05/2021 3:41:15 PM 11/30/2023 6:
Rebecca Cavazos bbordero Benjamin Borderon 11/05/2021 3:41:15 PM 12/31,/2023 6:
Rebecca Cawvazos daleal Deyadira Leal 10/28/2013 2:20:52 PM 12/31/2022 &:
Rebecca Cavazos daleal Deyadira Leal 10/28/2013 2:20:53 PM 12/31,/2023 6:
Rebecca Cawvazos gbarajas Graciela Barajas 10/19/2012 12:57:29 PM 12/31/2022 &:
Rebecca Cavazos gbarajas Graciela Barajas 10/19/2012 12:57:29 PM 12/31,/2023 6:
Rebecca Cawvazos jerryq Gerardo Quintanilla 08/23,/2012 6:26:59 PM 12/31/2022 6:
Rebecca Cavazos Jermyq 08/23/2012 6:26:59 PM 12/31,/2023 6:
Rebecca Cavazos Joarcia_1... 08/05/2016 9:50:33 PM 12/31/2022 6:
Rebecca Cawvazos joarcia_1... 08/05/2016 9:50:33 PM 12/31/2023 6:
Rebecca Cavazos mavwila Maday Awvila 08/03,/2012 4:58:06 PM 11/17/2013 6:
Rebecca Cavazos mperezl51 Marcos Perez 08/01/2017 9:04:19 PM 12/321,/2022 &:
Rebecca Cavazos mperezl51 Marcos Perez 08/01/2017 9:04:19 PM 12/31/2023 6:
Rebecca Cavazos ncontred Mashla Saenz 05/18/2022 2:48:06 PM 05/19/2023 5:
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Move/Setup Request for Assets

Purpose

e Moving equipment to a different location within the same department or to a new department /
Equipment Manager (Financial Manager).

e Update an asset location and Custodian name (End-User).

e Update a Not Found/Stolen Asset — Location Code 3 — Internal Update

e Update expired Software/License — Location Code 4 - Internal Update

Note: These transfers will be reflected in the Argos Physical Inventory Report

An Inventory Asset has a value of over $1,000.00 and Silver Tag barcode
o Regular Fund ltems - Silver Tag barcode only

TH TEXAS COLL

il (K i

o Grant Fund Items - Silver Tag and Green Tag (Grant) barcode
= [f the item has both tags, use only the Silver Tag to transfer the item.
TEXAS COLLEGE

O T

FA Mass Transfer (Silver Tags) for Orgn., Location and Custodian
Login to Jagnet

e Under Employee/Employee Resources, Select Move/Setup Request

"V SOUTH TEXAS
vvy COLLEGE

# Home Employee Resources

# Academic Planning Automic/UC4
Banner/Argos/Workflow

W Financial Aid Blackboard
Degreeworks

$ Student Accounts Browse Courses
Faculty/Staff Ema

) Student Life

Faculty, Load and Compensation - FLAC

& Employee

* Supervisor

ﬁ Events Calendar §5th Texas Legislative Matrix
86th Texas Legislative Matrix
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e Select Assets — Silver Tag and Submit

Fixed Assets Move or Setup

Request Mowve or Setup Type: [Assets v|«
Fixed Asset Transfers/Setup Silwver Tag (Includes Furniture)
Purple, Green, & Mo Tag (Includes Furniture)
| Submit |«

e FA Mass Transfer form will allow up to 20 silver tags to be transferred or updated.
o All of the items must be transferred to the same Financial Manager, Organization, Location and
Custodian Name.

FA Mass Transfer (Silver Tags ) for Orgn, Locn and Custodian

Move/Setup Request# 22238003 | [Assets ]
Manager Requesting Becky Cavazos - BECKYC ~|

Initiator's Phone# 8722787

Justification Transfer to update asset location and custodian

You have 81 characters left.
Manager [Becky Cavazos - BECKYC ~
tag nu

mber®

To Financ
“Pleas

[25485 | [42843 I [ I[

e The Move/Setup Request# is automatically assigned.

e Select the Financial Manager Requesting the move, relocation or update.

e Fillin a phone number for the person initiating the request. (Do not include any lines between the numbers)

o Fillin the justification for the request. (Ex: condition of asset, transfer to new financial manager,
relocation from and to, current location of assets, new location for the assets, etc.)

e Select the To Financial Manager who will receive the asset(s) or maintain ownership.

e Fill'in the complete Silver Tag number(s) and Submit form.

Personal Information Student Financial Aid Finance

Search (o
- SITE MAP HELP EXIT

Confirmation

" Information saved successfully.
Submit additional Silver Tag Assets

Submit additional Purple Tag Assets

Done «

o After the form has been submitted, the option to submit more transfers is available (see below).
e Click on Done to complete the Jagnet process.
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After completing the transfer in Jagnet:
Login to Workflow
Banner Workflow will display a Worklist of transfers reflecting the Jagnet submittal (s).

e Under Jagnet Home/Employee Apps/Workflow.

o SOUTH TEXAS
w\', COLLEGE

# Home

Employee Apps
=pE 2

' '/
n B B B
$ Student Accounts Email STC (umpmez My Profile Advising HR Forms Business Office Forms

sy
&) Student Life n
2 Technology Requests Ta( Forms Parking Data Requests Acknowledge Employee TimeClock Plus

& fovors Handbook
& Supervisor a—l ’ 0

() Events Calendar

Argos Workflow Chrome River My Finance

e The Financial Manager or Proxy will have access to review, approve or disapprove Workflow transfers.

o If the Financial Manager/Proxy does not approve the form within five days, an alert will be
displayed and a daily email reminder will be sent to the FM.

o If the Financial Manager is the same person transferring and receiving the asset(s), they will need to
approve the following forms in Banner Workflow Worklist:
1. Transfer Approval Form
2. Validation Form
3. Confirmation Approval Form

o If the current Financial Manager Requesting is transferring the asset(s) to a New Financial Manager:
e The Manager Requesting/transferring the asset(s) will only approve:
1. Transfer Approval Form.

e The New Financial Manager receiving the asset(s) will appove:
2. Validation Form
3. Confirmation Approval Form.
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Transfer Approval Form - Current Financial Manager Approval

[] .
°° Workllst a/Logoff | Help

Organization  Workflow Activity, Priority, Created
Root GBARAJAS Assets Assets Tag#'s 25485,42843 Move ReqNo: 22238003 | TansferApproval Normal 20-Mar-2023 08:39:59 AM

e The Workflow name will reflect the username of the Proxy that initiated the request in Jagnet, tag
number(s) entered and the MoveReq Number assigned.
o Select the Transfer Approval Form

o Transfer Approval Section: Select Approve or Disapprove

o If the Financial Manager/Proxy does not approve the transfer form, a comment is required in the
Disapproval Comments section before the form can be submitted.

e Select Complete.

e Return to Worklist.

Warklist

:- Transfer Approval Form

Transfer Information

Manager Requesting Move:  BECKYC

Date: 20-Mar-2023 12:00:00 AM
Phones: 5722787
Justification: Transfer to update asset location

and custodian

4
Silver Tags and Descriptions: [25485 - 7D/D2@86-74P-F Desk Full modesty Fanel 74R
42843 - Dpell Latitude 5318 Laptop 2 in 1 BTX

FROM

Asset Manager UserlD/Name: BECKYC - Rebecca Cavazos
Lecation/Title: 402057 - TC Bldg D Rm 119

TO

Financial Manager ID/Name: AO0000039 - Rebecca R Cavazos
Financial Manager Email: beckyc@southtexascollege.edu
Custodian UserID/Name: BECKYC - Becky Cavazos

* Information for Employee to be moved
Move/Setup Req Mumber: 22238003
Name:

Az

Pasition:

Employee Classification: Assets

Current Location:

MNew Location:

Future Hire Information

Position#/Dept.:

» = Transfer Approval

O Approve O Disapprove

Disapproval Comments:

Banner Worlflow Assistance call: Ext. 2787 and 6328

* when no employee information is submitted then employee is not displayed on the form.

e The Transfer Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Validation Form - Current/New Financial Manager Approval

L) .
0% Worklist
Organization Workflow Activity Priority Created
@ Root GBARAJAS Assets Assets Tag#'s 25485,42843 Move ReqNo: 22238003 ValidationForm Normal 20-Mar-2023 10:29:03 AM
Ready

e Select the Validation Form.
e The Financial Manager or Proxy will need to enter the following required fields:
e Asset Orgn: enter the Banner Department/Program Organization Code Number.
o Asset Location: enter the new asset location code.
= Alist of codes can can be found in Argos Physical Inventory Locations
e Custodian Email User ID: enter the custodian’s STC email username.
= Lowercase and do not include the @southtexascollege.edu
e Select Complete to submit the form.
e Return to Worklist.

:o Validation Form

This form is to validate the asset information you are transferring.

FROM

Manager Requesting Move: BECKYC

Date: 20-Mar-2023 12:00:00 AM
Phone#: 8722787

Asset Tags and Descriptions: |25485 - 70/D3066-74P-F Desk Full Modesty Panel 74P
42843 - Dell Latitude 5318 Laptop 2 in 1 BTX

Location/Title: 402057 - TC Bldg D Rm 119

Justification: Transfer to update asset
location and custodian

TO

Financial Manager: BECKYC

Financial Manager Name: AD0000039 - Rebecca R Cavazos
Custodian Name: BECKYC - Becky Cavazos

Inter-Departmental Assignments (Displayed Values are from the Current

Silver Tag)
# * Asset Orgn: 420004
# * Asset Location: 402057

# * Custodian Email UserID:

Banner Workflow Assistance call: Ext. 2787 and 6328

# [ Complete | [ Save & Close |[ Cancel |

e The Validation Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Confirmation Approval Form - Current/New Financial Manager

Read

o -

o° Worklist E
| Organization Workflow Activity Priority Created

[.ﬂ Root GBARAJAS Assets Assets Tag#'s 25485,42843 Move ReqNo: 22238003 Confirmation Approval Normal 20-Mar-2023 11:28:44 AM

e Select the Confirmation Approval Form

e Shipping & Receiving Assistance: select:

o Yes if assistance is needed with moving equipment
o No if the request is only to update the asset Location and/or Custodian Name.
e The Financial Manager or Proxy will select Approve or Disapprove in the transfer approval section.

e If the Financial Manager or Proxy does not approve the transfer form, a comment is required in the
Disapproval Comments section before the form can be submitted.

e Select Complete.

Worklist

:- Confirmation Approval Form

* Asset Tags and Descriptions: (25435 - 70/D3@66-74P-F Dask rull wedesty Panel 74P

Asset Transfer Information

43843 - pell Latitude 531@ Laptop 2 in 1 BTX

FROM

Manager Requesting Move: BECKYC
Date: 20-Mar-2023 12:00:00 AM
Phones: 8722787
Loen/Title: 402057 - TC Bldg D Rm 113
lustification: Transfer to update asset location
and custodian

2
TO
Financial Manager ID/Name: A0D000035 - Rebecca R Cavazos
Qrgn/Title: 420004 - Central Receiving

Lecation/Title: 402057 - TC Bldg D Rm 119
Custodian UserID/Name: BECKYC - Becky Cavazos

* Information for Employee to be moved
Move/Setup Req Number: 22238003
Name:

Az

Employes Classification:  Assets

Current Location:

New Location:

Note only for Assets: Select NO shipping and receiving assistance needed if an
asset is to be updated-only and NOT relocated/transferred.

» Shipping & Receiving Assistance

OYes ' No

» = Transfer Approval

O Approve O Disapprove

Disapproval Comments:

#

Banner Workflow Assistance call: Ext. 2787 and 6328
* When no employee information is submitted then employee is not displayed on the form.

e  The Confirmation Approval Form has the following options:

o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Campus Site Coordinator Approval

A Site Coordinator approval is required for moves occurring at other campus, with the exception of Pecan.
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.

Facilities Planning & Construction Approval

FPC approval is required for Employee and Furniture Moves and Setups.

e If you selected No for Shipping and Receiving assistance, the request will not require the Campus Site
Coordinator and FPC approval.

Email Confirmation

An email will be sent to the Requestor, current and new Financial Manager(s) once the transfer has been
approved and completed. The email will reflect the updated Equipment/Financial Manager, Location and
Custodian Name.

RC beckyc@southtexascollege.edu

Req #22238003 for Assets and Confirmation Assets Transfer Email for Silver Tag: 25485 - 7D/D3066-74P-F Desk Full Modesty Panel 74P

To Rebecca Cavazos
Cc @ Graciela Barajas

CAUTION: This email originated from cutside South Texas College. Do not click links or open attachments unless you recognize the sender and know the content is safe.

This is to notify you that Silver Tag:

Asset Tag Number and Description

25485 - 7TD/D3065-74P-F Desk Full Modesty Panel 74P

42843 - Dell Latitude 5310 Laptop 2 in 1 BTX

initiated by BECKYC has been approved in Workflow.

Transfer information is as follows:

From: Equipment Manager: BECKYC - Rebecca Cavazos

To: Equipment Manager: @New_Equip_Manager_UserlD - beckyc@southtexascollege edu
Custodian: gbarajas - Graciela Barajas
Orgn: 420004 - Central Receiving
Location: 402057 - TC Bldg D Rm 119
Justification: Transfer to update asset location and custodian

Shipping & Receiving Assistance: internal

Contact Information
Mame: Graciela Barajas

Phane: 8722787

E-mail: gbarajas@southtexascollege edu

Fixed Assets Transfer Manual, created 3/20/2023 17|Page



Non-Inventory Move/Setup Transfers

¢ Moving non-inventory equipment to a different location within the same department or to a new
department / Equipment Manager.

A Non-Inventory Asset has a value under $1,000.00

e Regular Fund Items — Purple Tag barcode (starts with a 9)

i

O Grant Fund Items - Green Tag barcode (starts with a 5)

TEXAS COLLEGE

}IWIHMIIWIINIl!ﬁIllﬁﬂllllﬂlh\lﬂlllﬂlll

Purple, Green, & No Tag Transfers
Login to Jagnet

e Under Employee/Employee Resources, Select Move/Setup Request
o Select Assets — Purple, Green, & No Tag
e Submit

Fixed Assets Move or Setup

Request Move or Setup Type: | Assets V| -

Fixed Asset Transfers/Setup [J Silver Tag (Includes Furniture)
Purple, Green, & No Tag (Includes Furniture)
-

Fixed Assets Transfer Manual, created 3/20/2023 18|Page



e The Non-Inventory Assets Form will allow up to 10 items to be transferred to and from the same
location and Financial Manager and you can enter items with Purple, Green or No Tag Number in the
same form.

e Do not use this form for items with a Silver Tag.

e The Move/Setup Request# is automatically assigned.
e Select the Financial Manager Requesting the move, relocation or update.
e Fillin a phone number for the person initiating the request. (Do not include any lines between the numbers)
e Fillin the justification for the request. (Ex: condition of asset, transfer to new financial manager,
relocation from and to, current location of assets, new location for the assets, etc.)
o Select the To Financial Manager who will receive the asset(s) or maintain ownership.
o Select the From Location from the drop-down list.
e Select the To Location from the drop-down list.
o Enter the Tag Number, Serial Number and Asset Description/ltem or Model Number.
o IfnoTagor SN is available, enter N/A

e  Submit
Non Inventory Assets - Purple/Green Tags
Move/Setup Request# 22238262 | [Assets
Manager Requesting |Becky Cavazos v
Initiator's Phone#
Justification Transfer items to new location
You have 97 characters left.
To Financial Manager [Becky Cavazos v
From Location [PCM Bldg N Rm 145 ~|
To Location [TC Bldg D Rm 120 v]
Tag# Serial# Description
(0000010152 | [cvGase | Dell Optiplex 760
(5000022348 ] [1289KL | HON Cabinet
[v/a | (A | 2 Boxes of Office Supplies
[ | \ |
[ ] \ ]
[ ] \ ]
[ ] \ ]
[ ] \ ]
[ | \ |
[ ] \ ]
=
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e After the form has been submitted, the option to submit more transfers is available (see below).
e Click on Done to complete the Jagnet process.

Personal Information Student Financial Aid ST  Finance

Search

SITE MAP HELP EXIT

Confirmation

+ Information saved successfully.
Submit additional Silver Tag Assets
Submit additional Purple Tag Assets

Done

After completing the transfer in Jagnet:
Login to Workflow
Banner Workflow will display a Worklist of transfers reflecting the Jagnet submittal (s).

e Under Jagnet Home/Employee Apps/Workflow.

¥ SOUTH TEXAS
V&% COLLEGE

| # Home

Employee Apps

& Academic Planning

@ = = p
#® Financial Aid & 22 7

Email STC Computer My Profile HR Forms Business Office Forms

Advising

& Employee Technology Requests Tax Forms Parking Data Requests Acknowledge Employee TimeClock Plus

Handbook
upervisor (5]
ﬁsu

8 Events Calendar Argos Workflow Chrome River My Finance

$ Student Accounts

&) Student Life

0

e The Financial Manager or Proxy will have access to review, approve or disapprove Workflow transfers.

¢ If the Financial Manager/Proxy does not approve the form within five days, an alert will be
displayed and a daily email reminder will be sent to the FM.

o If the Financial Manager is the same person transferring and receiving the asset(s), they will need to
approve the following forms in Banner Workflow Worklist:
1. Transfer Approval Form
2. Confirmation Approval Form

e [f the current Financial Manager Requesting is transferring the asset(s) to a New Financial Manager:
e The Manager Requesting/transferring the asset(s) will only approve:
1. Transfer Approval Form.
e The New Financial Manager receiving the asset(s) will appove:
2. Confirmation Approval Form.
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Transfer Approval Form - Current Financial Manager Approval

L) -
o° Worklist
Organization Workflow Activity Priority Created
@ Root Non Inventory Assets: Assets JGARCIA2 - 9000041178 Move RegNo: 1 ConfirmationApprovalForm Normal
Ready
Root Non Inventory Assets: Assets GBARAJAS - 9000010152 Move ReqNo: 22238262 TransferApprovalForm Normal
Performing

20-Mar-2023 04:12:15 PM

20-Mar-2023 04:11:15 PM

e The Workflow Form name will reflect the username of the Proxy that initiated the request in Jagnet, tag

number(s) entered and the MoveReq Number assigned.
o Select the Transfer Approval Form.

o Transfer Approval Section: Select Approve or Disapprove

o [f the Financial Manager/Proxy does not approve the transfer form, a comment is required in the

Disapproval Comments section before the form can be submitted.
e Select Complete.

Workdist

2s Transfer Approval Form

Status of Equipment: NA

Requestor Name:
Request Date:

- 3 12:00:00 AM
Justification: Transfe

Transfer Request Information

ems to new location
“
FROM
Asset Manager: Rebecca Cavazos
Location: PCN Bldg N Rm 145
Tags: Tag Information P
Tag #s Serial #s Description
CYGEEF Dell Optiplex 760
9000010152
1285KL HON Cabinet
5000022348
/A 2 Boxes of Office Supplies
N/A

Rebecca Cavazos
TC Bldg D Rm 120
on for Employee to be moved

Future Hire Information

Pasition=/Dept.:

[ IR,

O approve O Disapprove

Banner Workflow Assistance call: Ext. 2787 and 6328

* When no employee information is submitted then emplo:

Save & Close

is not displayed on the form.

e The Transfer Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Confirmation Approval Form - Current/New Financial Manager

e Select the Confirmation Approval Form

L) .
o9 Worklist
Organization ~ Workflow Priority Created
Root Non Inventory Assets: Assets GBARAJAS - 9000010152 Move ReqNo: 22238262 Hormal 20-Mar-2023 04:23:42 PH
Performing

e Shipping & Receiving Assistance: select:
o Yes if assistance is needed with moving equipment
o No if the request is only to update the asset Location and/or Custodian Name.
e The Financial Manager or Proxy will select Approve or Disapprove in the transfer approval section.

e If the Financial Manager or Proxy does not approve the transfer form, a comment is required in the
Disapproval Comments section before the form can be submitted.

Worlksi

3¢ ConfirmationApproval Form

Transfer Request Information

Move/Setup Req Number: 2

Requestor Name: Graciela Barajas
_Request Date: 20-Mar-2023 12:00:00 4M
_lustification: Transfer items to new location
&
EFROM
Asset Manager: Rebecca Cavazos
_Location: PCN Bldg N Rm 145
-Tags: Tag Informaticn P
Tag #s Serial #s Description
CYGSEF Dell Optiplex 760
$000010152)
1265KL HON Cabinet
5000022348|
] 2 Boxes of Office Supplies
/e
To
Financial Manager: Rebecca Cavazos

: TC Bldg D Rm 120
color = ‘red'>Note: Select NO shipping and receivin
updated-only and NOT relocated/transferred.

assistance needed if an asset is

ing & Receiving,

I
|Z

= Transfer Approval

"C Approve "O Disapprove

_Disapproval Comments:

* When no employee information is submitted then emplovee is not displayed on the form.

Compiete | [Save & Ciose

e The Confirmation Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Campus Site Coordinator Approval

A Site Coordinator approval is required for moves occurring at other campus, with the exception of Pecan.
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.

Facilities Planning & Construction Approval

FPC approval is required for Employee and Furniture Moves and Setups.

e If you selected No for Shipping and Receiving assistance, the request will not require the Campus Site
Coordinator and FPC approval.

Email Confirmation

An email will be sent to the Requestor, current and new Financial Manager(s) once the transfer has been
approved and completed. The email will reflect the updated Financial Manger and Location.

Tue 3/21/2023 252 AM
W workflow@southtexascollege.edu
Req #22238262 for Assets and Confirmation Non Inventory Assets Transfer Email for 9000070152
To & Graciela Barajas
Cc @ Carlos Moreno; fixedassets

e If there are problems with how this message is displayed, click here to view it in a web browser.

This is to notify you that these tags: Tag Information

Tag #s Serial #s Description
2000010152 | CYG56F Dell Optiplex 760
S000022248 | 1229KL HOM Cabinet

MO MNSA | 2 Boxes of Office Supplies

End of Information

hawe been approved in Workflow by the Financial Manager Rebecca Cavazos. Transfer information is as follows:

From: Current Manager: BECKYC - Rebecca Cavazos
Location: PCMN Bldg M Rm 145

Justification: Transfer items to new location

To: New Manager: BECKYC - Rebecca Cavazos
Location: TC Bldg D Rm 120

Shipping & Receiving Assistance: No

Contact Information
Mame: Graciela Barajas
Phone: 8722787

E-mail: gharajas@southtexascollege.edu
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Auction/Surplus Assets Transfer for Inventory

Purpose
e Obsolete furniture, equipment and supplies no longer in use or needed.

e Do not send “Not Found” Items to Auction/Surplus
o ltems in your Physical Inventory Report that can not be found or located.
e Do not send “intangible” Software/Licenses to Auction/Surplus
o Property having no physical existence

An Inventory Asset has a value of over $1,000.00 and a Silver Tag barcode
o Regular Fund Items — Silver Tag barcode only

UTH TEXAS COL

i LT i

o Grant Fund Items - Silver Tag and Green Tag (Grant) barcode
= [f the item has both tags, use only the Silver Tag to transfer the item.
TEXAS COLLEGE

O T

FA Mass Transfer (Silver Tags) for Orgn. Locn and Custodian - Inventory

Login to Jagnet

Under Employee/Employee Resources, Select Auction/Surplus Assets

% SOUTH TEXAS
oo COLLEGE

& Home Employee Resources
& Academic Planning Automic/UC4
Banner/Argos/\Workflow
W Financial Aid Blackboard
Degreeworks
$ Student Accounts Browse Courses

) Student Life

& Employee

Move/Setup Request
* Supervisor Starfish

Policy Manual
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e Select FA Mass Transfer (Silver Tags) for Orgn. Locn and Custodian for Inventory ltems

Auction/Surplus Assets Form Menu

™ Fa Mass Transfer (Silwver Tags) for Orgn, Locn and Custodian
Mon Inventory Assets - Purple/Green Tags

Note: Inventory transfers will be reflected in the Physical Inventory Report

e The FA Mass Transfer Form will allow up to 20 silver tags to be transferred to Auction/Surplus.
o All of the items must be transferred from the same Financial Manager and Location.

The request will require:

e The current Financial Manager Requesting the transfer to Auction/Surplus.

e Phone number for the person initiating the request. (Do not include any lines between the numbers)

e Fillin the justification for the request. (Ex: condition of asset, current location of assets and contact)
e Select the To Financial Manager: Becky Cavazos

Fill in the complete Silver Tag number(s) and Submit form.

FA Mass Transfer (Silver Tags ) for Orgn, Locn and Custodian

Manager Requesting Becky Cavazos - BECKYC v|
Initiator's Phone# 8722787 |
Justification Obsolete items no longer in use

You have 97 characters left.

To Financial Manager ~ [Becky Cavazos - BECKYC v]

*please enter in the entire tag number®

*Including leading zeros if zny*

Tag#s
[25485 | [22853 1| [ I |
| Il I I Il |
| Il I I Il |
| Il I I Il |

-
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o After the form has been submitted, the option to submit more transfers is available (see below).
e Click on Done to complete the Jagnet process.

Confirmation

Submit additional Silver Tag Assets

Submit additional Purple Tag Assets

Done-

After completing the transfer in Jagnet:
Login to Workflow
Banner Workflow will display a Worklist of transfers reflecting the Jagnet submittal (s).

e Under Jagnet Home/Employee Apps/Workflow.

.
¥ SOUTH TEXAS
vvy COLLEGE

| # Home

Employee Apps

# Academic Planning

S
i

HR Forms Business Office Forms

K
(8]

 Financial Aid

Email STC Computer My Profile Advising

£
S

$ Student Accounts
el g E
Technology Requests Tax Forms Parking ata Requests Acknowledge Employee TimeClock Plus
i Cwlores ‘ i ' : ! ! Hanghcokp "
& supervisor (4]
al »
Argos

[ Events Calendar Workflow Chrome River My Finance

e The Financial Manager or Proxy will have access to review, approve or disapprove Workflow transfers.

e If the Financial Manager/Proxy does not approve the form within five days, an alert will be
displayed and a daily email reminder will be sent to the FM.

e The Financial Manager Requesting to transfer the asset(s) to Auction/Surplus will only approve:
1. Transfer Approval Form.

e The New Financial Manager for Auction/Surplus receiving the asset(s) will appove:
2. Validation Form
3. Confirmation Approval Form.
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Transfer Approval Form - Current Financial Manager Approval

o0 Worklist .

Organization Workflow Activity Priority Created
@ Roc GBARAJAS Assets Assets Tag#'s 25485,42843 Move ReqNo: 1 TransferApproval Normal 21-Mar-2023 11:11:53 AM

e The Workflow Form name will reflect the username of the Proxy that initiated the request in Jagnet, tag
number(s) entered.
o Select the Transfer Approval Form

e The form will require the Manager Requesting or Proxy approval and it will display a summary of the
asset(s) submitted by the client.

e The Financial Manager/Proxy will select Approve or Disapprove in the transfer approval section.

¢ [f the Financial Manager/Proxy does not approve the transfer form, a comment is required in the
Disapproval Comments section before the form can be submitted.

o Select Complete.

Worklist

S Transfer Approval Form

Transfer Information

Manager Requesting Move:  BECKYC

Date: 21-Mar-2023 12:00:00 AM
Phones: 8722787

Justification: obsolete items no longer in use

|
Silver Tags and Descriptions: [25485 - 7D/D3866-72P-F Desk Full Modesty Panel 74P
22843 - Dell Latitude 5310 Laptop 2 in 1 BTX

Asset Manager UserID/Name: BECKYC - Rebecca Cavazos
Location/Title: 402057 - TC Bldg D Rm 119

- spprove © Disapprove

Disapproval Commen! ts:

2|

Banner Workflow Assistance call: Ext. 2787 and 6328

* When no employee information is submitted then employee is not displayed on the form.

o  The Transfer Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Validation Form - New Financial Manager for Auction/Surplus Approval

:0 Worklist ﬂ

_ Organization Workflow Activity Priority Created
@ Rt GBARAJAS Assets Assets Tag#'s 25485,42843 Move RegNo: 1 ValidationForm Normal 21-Mar-2003 11:44:41 Al
Ready

o Select the Validation Form.

e The Financial Manager or Proxy will need to enter the following required fields:
o Asset Orgn: enter the Banner Department/Program Organization Code Number.
o Asset Location: enter the new asset location code for Auction/Surplus.
e Custodian Email User ID: enter the custodian’s STC email username.

e Select Complete to submit the form.

e Return to Worklist.

oe Validation Form

This form is to validate the asset information you are transferring.

FROM
_ Manager Requesting Move: BECKYC
_Date: 21-Mar-2023 12:00:00 AM
_Phone#: 8722787

_ Asset Tags and Descriptions: [25485 - 7D/D3@66-74P-F Desk Full Modesty Panel 74P
42843 - Dell Latitude 5318 Laptop 2 in 1 BTX

_ Location/Title: 402057 - TC Bldg D Rm 119
_ Justification: Obsolete items no longer in use
z
TIo
_FEinancial Manager: BECKYC
_ Financial Manager Mame: AQ0000039 - Rebecca R Cavazos
_ Custodian Name: BECKYC - Becky Cavazos
Inter-Departmental Assignments (Displayed Values are from the Current
Silver Tag)
)  psset Orgn: 420005
=) = asset Location:
» * Custodian Email UserID:

Banner Workflow Assistance call: Ext. 2787 and 6328
- [ Complete | [ Save & Close | [ Cancel |

e The Validation Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Confirmation Approval Form - New Financial Manager for Auction/Surplus

) -
o Worklist
Organization Workflow Activity Priority Created
@ Root GBARAJAS Assets Assets Tag#'s 25485,42843 Move ReqNo: 1 Confirmation_Approval Norma 21-Mar-2023 12:01:33 PM
Ready

e Select the Confirmation Approval Form

e Shipping & Receiving Assistance: select:
o Yes for assistance is needed with moving equipment to Auction/Surplus
e The Financial Manager or Proxy will select Approve or Disapprove in the transfer approval section.

¢ [f the Financial Manager or Proxy does not approve the transfer form, a comment is required in the
Disapproval Comments section before the form can be submitted.

Worklist

:- Confirmation Approval Form

Asset Transfer Information

* Asset Tags and Descriptions: [25485 - 70/D3@68-74F-F Desk Full wodesty Fanel 74F
43843 - Dell Latitude 5318 Laptop 2 in 1 BTX

FROM

Manager Requesting Move: BECKYC

Date: 21-Mar-2023 12:00:00 AM

Phones: 8722787

Locn/Title: 402057 - TC Bldg D Rm 118

Justification: Obsclete items mo lenger in use
P

TO

Financial Manager ID/Name: ADD0O0003S - Rebecca R Cavazos

Orgn/Title: 420005 - Inventory Control

Location/Title: 1 - TC SR Warehouse - Auction

Custedian UserID/Name: BECKYC - Becky Cavazos

* Information for Employee to be moved
Move/Setup Req Number: 1

Name:

As:

Employee Classification:  Assets

Current Location:

Mew Location:

Note only for Assets: Select NO shipping and receiving assistance needed if an
asset is to be updated-only and NOT relocated/transferred.

» hipping & Receiving Assistance

® Yes ONo
» = Transfer Approval
® Approve O Disapprove

Disapproval Comments:

Z

Banner Workflow Assistance call: Ext. 2787 and 6328
* When no employee information is submitted then employee is not displayed on the form.

Q [Compiets | [ Save & Ginze ]

e  The Confirmation Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Email Confirmation

An email will be sent to the Requestor, Current and new Financial Manager(s) once the transfer has been

approved and completed. The email will reflect the updated Financial Manager, Location and Scheduled
Pick up Date.

Tue 3/21/2023 12:15 PM
RC beckyc@southtexascollege.edu
° Req #1 for Assets and Confirmation Assets Transfer Email for Silver Tag: 25485 - 7D/D3066-74P-F Desk Full Modesty Panel 74P

To © Rebecca Cavazos

Cec @ Graciela Barajas; Julio Cuestas; Derek Dixon Wheeler; Earl Lane; Jesus G. Flores (Chuy); Pablo Perez; Ricardo Cuellar; German Reyes
This is to notify you that Silver Tag Number(s) and Description(s):

25485 - TD/D3066-74P-F Desk Full Modesty Panel 74P

42843 - Dell Latitude 5310 Laptop 2 in 1 BTX

initiated by BECKYC has been approved in Workflow

Transfer information is as follows:

From: Equipment Manager: BECKYC - Rebecca Cavazos

Location: 402057 - TC Bldg D Rm 119
To: Equipment Manager: BECKYC - beckyc@southtexascollege edu
Custodian: jerryg - Gerardo Quintanilla
QOrgn: 420005 - Inventory Control
Location: 1 - TC 3R Warehouse - Auction
Justification: Obsolete items no longer in use
Shipping & Receiving Assistance: assist
Move/Setup Information:
Request Number:1
Request Type: Assets

Move Schedule Date: 21-MAR-23
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Completion Date

e Once the items have been picked up for Auction/Surplus, login to Workflow and select the Completion
Date Form in Worklist.

[] .
o® Worklist
Organization  Workflow Activity Priority Created
Root GBARAJAS Assets Assets Tag#'s 25485,42843 Move ReqNo: 1 Completion_Date Normal 21-Mar-2023 12:15:27 PM
Performing

e Click on the calendar image and select the pick-up date.
e Complete

Worklist

:o Move/Setup Completion Date

Move/Setup Completed Date
Move Request No: NA

* Completed Date: |20-Mar-2023 )l o]
» | Complete || Save & Close || Cancel |
e The Completion Form has the following options:

o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Auction/Surplus Assets Transfer for Non-Inventory

Purpose
o Obsolete furniture, equipment and supplies no longer in use or needed.

¢ Do not use this form to send Silver Tag Inventory Items to Auction/Surplus
o This form does not reflect the updates in the Argos Physical Inventory Report

A Non-Inventory Asset has a value under $1,000.00

e Regular Fund Items — Purple Tag barcode (starts with a 9)

SOUTH TEXAS COLLEGE

i

9
o Grant Fund ltems - Green Tag barcode (starts with a 5)

SOUTH TEXAS COLLEGE

MR

5000027020

Non-Inventory Assets — Purple/Green Tags and No Tag ltems

Login to Jagnet

Under Employee/Employee Resources, Select Auction/Surplus

‘-,% SOUTH TEXAS
vvy COLLEGE

# Home Employee Resources

& Academic Planning Automic/UC4
Bannar/Argos/\Workflow
W Financial Aid Blackboard

$ Student Accounts

6} Student Life

& Employee

Movel
&% Supervisor Starfish
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e Select Non-Inventory Assets — Purple/Green Tags

Auction/Surplus Assets Form Menu

Fo Mass Transfer (Silver Tags) for Orgn, Locn and Custodian
»Non Inventory Assets - Purple/Green Tags

e The Non-Inventory Assets Form will allow up to 10 items to be sent to and from the same location and
Financial Manager and you can enter items with Purple, Green or No Tag Number in the same form.

The request will require:

e The current Financial Manager Requesting the transfer to Auction/Surplus.
e Phone number for the person initiating the request. (Do not include any lines between the numbers)
e Fillin the justification for the request. (Ex: condition of asset, current location of assets and contact)
o Select the To Financial Manager: Becky Cavazos
e Select the From Location from the drop-down list.
e Select the To Location from the drop-down list — TC SR Warehouse - Auction
e Enter the Tag Number, Serial Number and Asset Description/Item or Model Number.
o IfnoTagor SN is available, enter N/A
e Submit

MNon Inventory Assets - Purple/Green Tags
Manager Requesting [Becky Cavazos ~ |
Initiator's Phone# [87z2787 ]
Justification Obsolete items for Auction
You hawve 102 characters left.
To Financial Manager|[Becky Cavazos ~ |
From Location [PCM BIdg E Rn 107 ~ |
To Location [TC SR warehouse - Auction ~ |
Tag# Serial# Description
2000054983 | [ GHEG45 ] Dell Optiplex 720
P5000012855 | [ | Purple Chair
PN-"'A | [P/ | 1 Box of Miscellaneous items
|?N-"'A | [P ] Used Toners
P | [ |
F | [ ]
P | [ |
F | [ ]
P | [ ]
F | [ |
[ Submit | 4um
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o After the form has been submitted, the option to submit more transfers is available (see below).
e Click on Done to complete the Jagnet process.

Purple/Green Tags Submitted

Your request has been processed.
Submit additional Purple Tag Assets

Submit additional Silver Tag Assets

Doneh

After completing the transfer in Jagnet:
Login to Workflow
Banner Workflow will display a Worklist of transfers reflecting the Jagnet submittal (s).

e Under Jagnet Home/Employee Apps/Workflow.

s
Yo, SOUTH TEXAS
v¥y COLLEGE

| # Home

Employee Apps

# Academic Planning

K

A - =
 Fiancel A v Gl
Financial Aid 1] [CE]

Email (e (nmputm My Profile Advising HR Forms Business Office Forms

E B 0 O

Technology Requests Tu Forms Parking Data Requests Acknoviledge Employee TimeClock Plus

Handbook
c (4]
:Cl:/

Workflow Chrome River My Finance

& Employee

& Supervisor

=ll=

[ Events Calendar

e The Financial Manager or Proxy will have access to review, approve or disapprove Workflow transfers.

o If the Financial Manager/Proxy does not approve the form within five days, an alert will be
displayed and a daily email reminder will be sent to the FM.

e The Financial Manager Requesting to transfer the asset(s) to Auction/Surplus will only approve:
1. Transfer Approval Form.

e The New Financial Manager for Auction/Surplus receiving the asset(s) will appove:
2. Confirmation Approval Form.
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Transfer Approval Form - Current Financial Manager Approval

:0 Worklist

Organization = Workflow Activity Priority Created
Root Non Inventory Assets: Assets MFELICIA - NA Move ReqNo: 22238217 ShipRecApproval Normal 21-Mar-2023 02:17:05 PM
Ready
@ Root Non Inventory Assets: Assets GBARAJAS - 9000054983 Move ReqNo: 1 Normal 21-Mar-2023 02:10:33 PM

e The Workflow Form name will reflect the username of the Proxy that initiated the request in Jagnet, tag
number(s) entered.

e Select the Transfer Approval Form

e The form will require the Manager Requesting or Proxy approval and it will display a summary of the
asset(s) submitted by the client.

e The Financial Manager/Proxy will select Approve or Disapprove in the transfer approval section.

e [f the Financial Manager/Proxy does not approve the transfer form, a comment is required in the
Disapproval Comments section before the form can be submitted.

Woridist
oo Transfer Approval Form

Status of Equipment: NA

Transfer Request Information

Requestor Name: Graciela Barajas
Request Date: 21-Mar-2023 12:00:00 AM
Justification: cbsclete items for Auction
“
FROM
Asset Manager: Rebecca Cavazos
Location: PCH Bldg E Rm 107
Tags: Tag Information P
Tag #s Serial #s Description
GHEG45 Dell Optiplex 720
9000054983
[0 Purple Chair
5000012856
[ 1 Box of Miscellaneous items
/A
/A Used Toners
/A

Rebecca Cavazos

TC SR Warehouse - Auction
n for Employee to be move: d

/Setup Req Mumber: 1

© Disapprove

Banner Workflow Assistance call: Ext. 2787 and 6328

* When no employee n is submitted then employee is not displayed on the form.

nformatiol P
Q Compiste | [Ssva & Ciose

e  The Transfer Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Confirmation Approval Form - New Financial Manager for Auction/Surplus

] .
o® Worklist
Organization Workflow Activity Priority Created
@ Root Non Inventory Assets: Assets GBARAJAS - 9000054983 Move ReqNo: 1 ConfirmationApprovalForm Normal 21-Mar-2023 02:21:40 PM
e Select the Confirmation Approval Form

e Shipping & Receiving Assistance: select:

o Yes for assistance is needed with moving equipment to Auction/Surplus
e The Financial Manager or Proxy will select Approve or Disapprove in the transfer approval section.
¢ [f the Financial Manager or Proxy does not approve the transfer form, a comment is required in the

Disapproval Comments section before the form can be submitted.

Workiist

:o ConfirmationApproval Form

Transfer Request Information

Move/Setup Req Number: 1

Requestor Name: Graciela Barajas
Request Date: 21-Mar-2023 12:00:00 AM
Justification: cbsolete items for Auction
&
FROM
Asset Manager: Rebecca Cavazos
Location: PCN Bldg E Rm 107
Tags: Tag Informstion P
Tag #s Serial #s5 Description
GHEG45 Dell Optiplex 720
9000054983
N/A Furple Chair
5000012856|
N/A 1 Box of M tem:
/A
N/& Used Toners
/A
TO
Financial Manager: Rebecca Cavazos
Location: TC SR Warehouse - Auction

= font color = 'red’ ~Note: Select NO shipping and receiving assistance needed if an asset is
to be updated-only and NOT relocated /transferred.

B Cing & eceiving Assistance

O ves CNe
» = Transfer Approval
O approve C Disapprove

Disapproval Comments:

Banner Workflow Assistance call: Ext. 2787 and 6328

* When no employee informgtion is submitted then employee is not displayed on the form

Save & Close

e  The Confirmation Approval Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Email Confirmation

An email will be sent to the Requestor, Current and new Financial Manager(s) once the transfer has been
approved and completed. The email will reflect the new Financial Manager, Location and Scheduled Pick-
up Date.

Tue 3/21/2023 2:27 PM
RC beckyc@southtexascollege.edu
€ Req #1 for Assets and Confirmation Non Inventory Assets Transfer Email for 9000054983

To @ Rebecca Cavazos
Cc & Graciela Barajas

0 If there are problems with how this message is displayed, click here to view it in a web browser.

This is to notify you that these tags: Tag Information

Tag #s Serial #s Description
SO00054983 | GHGG4S Dell Optiplex 720
S000012856 M A Purple Chair

NS MSA |1 Box of Miscellaneous items
NS M A Used Toners

End of Information

have been approved in Workflow by the Financial Manager Rebecca Cawvazos. Transfer information is as follows:
From: Current Manager: BECKYC - Rebecca Cavazos
Location: PCN Bldg E Rm 107

Justification: Obsolete items for Auction

To: New Manager: BECKYC - Rebecca Cavazos
Location: TC SR Warehouse - Auction

Shipping & Receiving Assistance: Yes

Mowve Schedule Date: 21-MAR-23

Contact Information

MName: Graciela Barajas

Phone: 8722787
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Completion Date

e Once the items have been picked up for Auction/Surplus, login to Workflow and select the Completion
Date Form in Worklist.

:0 Worklist

Organization Workflow Priority Created
Root Non Inventory Assets: Assets GBARAJAS - 9000054983 Move ReqNo: 1 Completion Date Normal 21-Mar-2023 02:26:48 PM

o Click on the calendar image and select the pick-up date.
e Complete

Worklist

:o Move/Setup Completion Date

Move/Setup Completed Date

Move Request No: NA
* Completed Date: |20-Mar-2023 ‘@‘ D |

» | Complete || Save & Close | Cancel |

e The Completion Form has the following options:
o Complete: Form will be submitted and transferred to the specified Financial Manager.
o Save & Close: Updates are saved so that they can be completed at a later time.
o Cancel: No changes are saved; form remains in the worklist pending approval.
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Banner Workflow User Information - Proxy Date

Login to Workflow to review Proxy Dates, extend Proxy Access or Delete a Proxy

e Under User Profile/User Information

User Profile
My Processes

User Information

e | am Proxy For - Effective To Date

I am Proxy For

User Role Organization  Confidential | Non-Confidential Effective From Effective To

beckyc  Fixed Asset Manager Root Yes Yes 19-Qct-2012 07:57:29 AM 31-Dec-2022 12:00:00 AM

The Financial Manager is the only one that can extend or remove Proxy access.
o Under User Profile / User Information / My Proxies

Extend Proxy Access
e Select the Proxy username to extend the access

. N I L LT LI e P o SR P e

» gisarajes P el Al et Yea was L= et 20 LT F0- By TOLD
P g et OFISTIZH LB HEZ6A3 AR

Ty Fougd Assal Roat Yas s 2D Aawy- FO12 3 1-Dws- 2003

L o sl Ol 36 5% Pe OL:51: 19 MM

o Click on the calendar image to select a new date, then Save.

T B

e Proxy Detoils

S e b — P A | B
- b =
- - e 3 o7 e !
€ s - ' LRI L
e ‘ ‘
-
» R ST ——

Delete Proxy Access
o Click on the box next to the Proxy username to delete/remove the access
o Then, select Delete Selected Proxies

e . P S TR L Y SRR e — [
G agat Fr =t Azt it ] was LW b= 2O LE - S 200D
A age OF BT Te Lk B TR A3 AR
Ty Fogc! Assal [y Yas T T~ Aasg- FO12 31 -Dwmec- 2003
[T OL: 2659 P o151 19 P
] mavia  Foosd Assat mocE vau res 03~ dasg- 2013 F0-ar- 2011
Marager 11:55:08 AM 1220056 PM

- o e
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FAQ’s
e Proxy Access: A Banner Workflow Access request form must be completed and approved by the
Financial Manager.
o The access will be for Jagnet Fixed Assets Forms, Argos Physical Inventory Reports and
Banner Fixed Assets Workflow.
o The access will also be used for all moves and relocations coordinated through the Planning
and Construction Department.
e FA Banner Workflow FM Access Form - Access for New Financial Managers
o FA Banner Workflow Proxy Access Form - Access for New Proxies
e Please contact the Fixed Assets Department to request the access form:
e Gracie Barajas, ext. 2787 gbarajas@southtexascollege.edu
e New Program Chair/Financial Managers may need to run the Argos report using the previous
program chair/Financial Manager's A Number to capture all assets.
o To transfer all assets from a previous financial manager to the new financial, please contact:
e Becky Cavazos at ext. 4680, beckyc@southtexascollege.edu
o Gracie Barajas, ext. 2787, gbarajas@southtexascollege.edu
o The new Financial Manager will then need to update the location and custodian name if
needed using the FA Jagnet/Banner Workflow Process.
e The Financial Manager for auction/surplus property is Becky Cavazos.
e For “Not Found” items: This is an internal update for the current FM.
o Update to Location Code: 3 — Not Found
e For Stolen Items: Please contact the STC Police Department and complete an incident report. The
incident report must be emailed to Jerry Quintanilla at jerrya@southtexascollege.edu / Gracie Barajas
at gbarajas@southtexascollege.edu
o Aninternal update for the current FM is required - Update to Location code: 3 — Not Found
o In the transfer justification reference the incident report number.
e Foroutdated or expired Software/License (Intangible/Not hardware): This is an internal update for the
current FM. - Update to Location code 4 — Write Off
o Areport for Not Found and Write-Off assets will be presented to the President and Board for approval.
After approval, the assets will be removed from the inventory report.
o Certificate of Completion: Once the verification of assets is complete and assets have been updated
using the FA Jagnet/Banner Workflow System:
o The FM must login to Jagnet/Supervisor Link/Additional Links/Certificate of Completion
e Click Yes If Complete — NOTE: If you have several departments, please make sure all
dept. have completed their inventory
e Click No - Include additional time is needed
e Once Complete — Access the Certificate of Completion and click Yes
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