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Log On

e Activate Your CUNYfirst Account

In order to access CUNYfirst, users activate or claim their account through the Identity Management System
(IMS).

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar.
Step 2: On the Login page, click New User link.

' The City 4 Findlt & College Websites  Text Version Make This Website Talk
University
\

of
MNew York

= Future Students - Current Students = Faculty/Staff « Alumni

ABOUT ACADEMICS ADMISSIONS FINANCIAL AID RESEARCH NEWSIEVENTS LIBRARIES EMPLOYMENT SEARCH @ LOG-IN
Welcome == CUNYfirst Login
CUNYTfirst
About CUNYfirst CUNYfirst LOG-IN

How to Use CUNYfirst
Campus Helpdesks
CUNY Alert Username:

Password: Log—ln
ANNOUNCEMENTS

CUNY

Fully Integrated Resources & Services Tool

April 2015 CUNYfirst unavailability Forgot your password? | Change Password | New User
Monthly Maintenance

Step 3: On the Account Activation page, enter First name, Last Name, Date of Birth, Last 4 digits of SS number,
and RECAPTCHA text.

Note: Use your name of record with correct capitalization for the First Name and Last Name fields.

Note: Date of birth should be entered in mm/dd/yyyy format e.g. 11/30/1978.

Note: If you are not certain of the information requested, it is recommended that you contact the Office of
Registrar.

ACCOUNT ACTIVATION

Please provide the required information in the following fields to activate your CUNY account.

First Name*:
Last Name*:

Date of Birth (mm/ddiyyyy)*:

National ID# (last 4 digits) (SS5#)":

Get another CAPTCHA
Type the words or numbers:

L=

‘Get an audio
CAPTCHA

Help

Step4: Click the Submit button.
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Step 5: On the Challenge Questions and Answers page, select or create five different questions and enter different
answers. In the event you forget your password, then you will be asked three of these five questions and your
answers must match each character. Then click OK button.

Note: In CUNYTirst, users may reset their password with Challenge Questions and Answers.

Challenge Questions And Answers

Please select a question from each of the drop down menus below, and provide the answers of your choice to be
used in the future for password changes

Question 1. -—Please Select— bt
— Please Select — |

Answer™  [\Whatis your mother's maiden name? ‘
Whatis your favorite color?

Question 2% |Whatis the name of your pet?

Whatis the city of your birth?

Answer™. |Whatis your favorite vacation destination?

What was the name of the first school you attended?
Question 3*: |Whatis your father's middle name?

Whatis your mother's middle name?

Answer* |Whatis your paternal grandfather's first name?
Whatis your maternal grandmother's first name?
Who was your first employer?

What is the name of your first school teacher?

What s your favorite movie?

Who is your favorite author?

Who is your favorite athlete?

Who was you first crush?

. |Whatis your favorite book?

Answer™ |\whatis your favorite food?

Inwhat city was your mother born?

In what city was your father born?

Question 4*
Answer®:

Question 5*;

Step 6: On the Choose a Password page, enter and confirm your password.
Note: The two entries must match or the user will have to re-enter both fields.
Note: CUNY Password Policy when choosing a password

* 8 or more characters

* 1 or more uppercase letters

1 or more numeric or special characters
Note: CUNY Password Reset Policy

* No change for 5 days after last password change

* Not one of 4 previous passwords

 Expires 90 days after the last password change

An email notification will be sent to users whose password is going to expire in the next 7 days.
Within the 7 days prior to the expiration of the current password, a screen displays for the user to change their

password

At 90 plus days, CUNYfirst will require the user to change their password.

Choose a Password
Choose a password below. For password policy details, please click here

Password™  esesessss

Confirm Password™ ssessssss

*Denotes required field

Once submitted, the update process may take a couple minutes. Please wait
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Step 7: To submit the password, click the OK button.

Step 8: On the User Activation Completed Successfully! page, your Empl ID (CUNY ID) is displayed as in the
example below.

Note: The eight digit Empl ID (CUNY ID) is used to identify you in CUNYfirst.

User Activation Completed Succesfully!
Your username is; Matt.Fox

Your EMPLID js: 00256481

Step 9: When you have finished, make a record of your username, Empl ID and password.

e Submit Security Forms

In order to receive access to Asset Management on CUNYFirst, the new users will need to fill out the following
two forms:

1) CUNYfirst Asset Management User Access Request Form - PRODUCTION
2) CUNYfirst Procurement User Access Request Form - PRODUCTION

Approvals from both your manager and OUC are required.

Step 1: Fill out the highlighted sections and parts on CUNYfirst Asset Management User Access Request Form —
PRODUCTION.
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. | Last Updated: 02/20/2014 |
Fudly fvegraled Recaweee & Sewicen Toal
STV T ST ATy & Sal

CUNYfirst Asset Management User Access Request Form - PRODUCTION

Please Maote: This is & required form to gain access to the PeopleSoft system, and must be requested by the employes’s manager. Mo employes may request
access for themselves. For transferring employees, a separate form must be completed from the Campus andfor Department transferring FROM and TO in
arder to modify access in both areas. This request must be made in advance of the Effective Date of the personnel action.

Security is granted by Business Unit.

EMPLOYEE INFORMATION SECTION;|

Last Name: First Mame:
CUNYfirst Emp ID ™ Job Title:

Business Unit / Campus: Department Name:
Work Phone: Exi: CUNY email address:

CONFIDENTIALITY STATEMENT (Must be signed by the Employee):

I understand that the data cbtained from any CUNYTirst system is to be considered confidential and MOT to be shared with anyone who is not
authorized to receive such data. | understand that | am individually accountable for the use of my User 1D in the CUNYfirst gystem. Improper use
of my User ID eould lzad to revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, rules and
regulations, and applicable collective bargaining agreements.

Employee's Signature: Date:

Asset Management Functional Roles

Functional Role Description Add Remove
Asset Access - View Only
Asset Insurance and Warranty Maintenance

*Central Office Asset Management (central office Employees ONLY]
Property Manager

Primary Permission List and Row Level Security is Required

Only One Primary Permission List can be used for General Ledger and Asset Management

User's Primary Permission List & Row Level Security
{Check ONLY OME)
D CUFSDPGLOCALL (00X = Campus Domain, e.g. LAG)

[ cursorsuooss (000 = Campus Domain), (55 = Campus specific BU. &.g. LAG02)
D CUFSDPGLCUNYALL  (Central Office Only)

Keaep Exisfing (already a FIM user)

Note:

1) Asset Management Functional Roles: For Property Manager, check “add” next to “Property Manager. For
Accountant, check “add” next to “Asset Access — View Only”.

2) User’s Primary Permission List & Row Level Security: Choose CUFDSPGLXXXALL if the user need to see
all business units. Choose CUFDSPGLXXX## for specific business unit.
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Approvals and Special Consideration

MNOTE:

*  Campus Applicants must obtain approval from campus Business Managers or VP of Administration
*  Central Office Applicants must obtain approval from Central Office Controller/Deputy

Refer to the “Approvals” section of the form for signatures

FOR EMPLOYEE

Last Name: First Name:

Date of Security Activation: OR Date of Security Deactivation:
MANAGERIAL REQUEST

Business unit: Department:
Requesting Manager Last Name: First Name:
Requesting Manager Signature: Date:
APPROVALS:

Business Manager Last Name: First Name:
Business Manager Signature: Date:

VP of Administration Last Name: First Mame:
VP of Administration Signature: Date:
*Central Office Controller/Deputy Last Name: First Mame:
*Central Office Controller/Deputy Signature: Date:

SPECIAL CONSIDERATIONS OR COMMENTS: [List additional roles required below)

Step 2: Fill out highlighted sections and parts on CUNY first Procurement User Access Request Form —
PRODUCTION.

Note: Highlighted sections on both forms are required.

Step 3: Add Special Instructions.
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S
c U N Last Updated: 06182013

l'...l y '.'rru_[ _ur:' NazouwrTes & saww: F-:ul
ik e W o A

CUNYTirst Procurement User Access Reguest Form - PRODUCTION

Pieass Mote: This ks 3 requined form o galn aceess 1o the PeopleSaf system, and must be requested by the employes's manager. Mo employes may request
access for themselves. For transfeming employees, a separate form must e completed from the Campus andior Department iransfering FROM and TS In
onier i modify access In both areas. This requesi must be made In advance of the Effective Date of the personnel action.

Sacurity is granted by Business Unit.

EMPLOYEE INFORMATION SECTION:

Last Name:| |First Mame:|
CUNYfirst Emp ID ™ Job Title:|
Business Lnit ! Campus:| |Department Name:|
Work Phone:] |  Ext: CUNY email address:|

CONFIDENTIALITY STATEMENT (Must be signed by the Employee]:

| understand that the data obtained from any CUMYTrst system is to be considered confidential and MOT to be shared with anyone who is not
authorized to receve such data. | understand that | am individually accountable for the use of my User 1D in the CUMNYfirst system. Improper use
of my User |0 could lead to revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, niles and
regulaticns, and applicable collective bargaining agresments.

Employes’s Signature: I}atezl |

Procurement Roles

Requester®

Creator**

Requester's Supervisor

Department Approver — Level 1%%%%
Department Approver — Level 2¥%%#
IT Category Approver

Facilities Category Approver
Hazmat Category Approver
Budget Reviewer***

Buyer

PO Approver

Receiver

Inspector

AP Voucher Entry

AP Pend 3{Levell) Approver [Community Colleges)
AP Pend5|Level2) Approver [Community Colleges
AP Approver [Senior Colleges)E

Contract Entry # :l

HEEH OO e EEEE

|||||||]||||]||||D:|§

*all Requestars must also specify their supemnvisors [See Stepsl below)

** For Creator, spedify the requestor for whom this individual is creating the requisition (See Steps2 below)

#48% ror Department Approvers [See Steps3 below)

**%if no Department Approver is found on a Requisition, then Budget Reviewer in the campuses will be notified via Worklist
© ap approvers for Senior Colleges must not check AP Voucher Entry and vice versa as per Naw York State Policy

# pefer to Contract Processing section for details [See Page 4 of 5)
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Additional Information for Specific Procurement Roles

1) For Requestor (To be verified by Supervisors/Department Heads). Work with your local Budget Office for
assistance

Supervisor Employee Id

Location (room or
cubicle code])

Ship To (Loading Dock
room code at the
campus)

Requestor Phone

Requestor Fax

GL Business Unit

Default Fund
(10, 11, 20 or 61)

Default Department

Default Major Purpose
{MP)

Default Operating Unit
(DOper Unit)

Default Program
(Fill 22999 if Not
Applicable)

Default Funding Source
[Fnd Src) (Fill 999999 if
Mot Applicahle)

Default Special
Initiative (Sp Init) (Fill
9999 if Not Applicable)

2) For Creator (To be verified by Requestor’s Supervisors/Department Heads)

Authorized for Reguestors’ Authorized for Requestors” Employee |d and Mame
Employee Id

3) For Department Approver (Level 1 and Level 2}

| Approver Employee ID CUNYfirst Department 1D
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Only One Primary Permission List is required

FPrimary Permission List and Row Level Security is Required (Normal Handling)

l:l CUFSDPAPx  (Procurement Only)

|:| CUFSDPAPoxSF  (Student Refunds Only)
D CUFSDPAPocALL (Frocurement and Student Refunds Both)

l:l Keep Existing {already a GL user)

Primary Permission List and Row Level Security is Required (HTR/HCS Only)

l:l CUFSDPAPHTR  (Procurement HTR Only )

|:| CUFSDPAPHCS  (Procwrement HCS Only )

[] CUFSDPAPHTRALL (HTR and HCS Both )*

*Purchasimg and Payables Employees for HGS and HTR are commaon

Primary Permission List and Row Level Security is Required (GRD/HON/SOJ/SPS Only)

|:| CUFSDPAPGRD  (Procurement for all GROMONS0)SPS)”

|:| CUFSDPAPSPS  (Procurement SPS Only )
[ ] curspPapsos  (Procurement S0J Only)

[_] cuFsDRaPHON  (Procurement HON Only |

*GRD does Purchasing for Al GROHON/SOWSPS and GRD does Payments for GRD and HON Business Unifs

Student Refunds (Colleges)

Student Refunds - Campus [ ] [ ]

Student Refunds (Central Office - Only)

Student Refund - Central Office

Student Refund — Payment Update

Bank Reconciliation
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WorkStudy Payrell Taxes (Central Office - Only)

Role Description Add Remove

AP Voucher Entry

AP Pend 3(Levell) Approver

AP Pend5(Level2) Approver

Vendor Management (Central Office - Only)

Fole Description Add Remove

Vendor Admin |:| |:|

Contract Processing

Role Description Add Remove

Contract Entry

Contract Approval {Central Office - Only)

Outside Legal Services Approver (Central Office - Only)

Role Description Add Remove

Legal Category Approver D D

NOTE:
Requesters, Receivers and Inspectors must abtain approval from campus Business Managers.

Requisition Approvers (Supervisors, Department Lev 1 and Lev 2} and Category Approvers must obtain approval from Vice President
of Administration or his/her designee at the campus

Referto the "aApprovals and Special Consideration™ section of the form for signatures
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Approvals and Special Consideration

FOR EMPLOYEE

Last Name:| |F'|r5t Name:|

Date of Security Activation: OR Date of Security Deactivation:
MAMNAGERIAL REQUEST

Business unit: | Department:
Requesting Manager Last Name:| |First Name:
Reguesting Manager Signature: Date:

APPROVALS:

*Central Office Controller/Deputy Last Name: First Name:
*Central Office Controller/Deputy Signature: Date:
Business Manager Last Name: First Name:
Business Manager Signature: Date:

VP of Administration Last Name: First Name:
VP of Administration Signature: Date:

SPECIAL CONSIDERATIONS OR COMMENTS: (List additional roles required below)

PO & Voucher View
Plus, Property Management Inventory Report]

)]cfor Central Office employees OMNLY

e Sign In to My CUNYfirst Account
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar.
Step 2: Enter your Username and Password and click the Log In button.

Note: Faculty, staff, and students are assigned a unique Username and create their own Password. Do not share
this information with anyone.

Username | |

Password | |

Log In

Forgot Your Password? | Change Password | First Time Users
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If you have any questions or problem logging in, please contact Help Desk.
212-541-0981/0982
helpdesk@mail.cuny.edu

e Sign Out of My CUNYfirst Account

Step 1: Click the Sign Out link in the upper right corner of the screen.

Step 2: You have successfully ended your session in CUNYfirst.

Step 3: Close all web browser windows to clear the session information.

e SetUp SACR

Setting up User Defaults enables CUNYfirst to automatically enter specific values in a range of fields. User
defaults speed data entry by pre-filling fields or values that are or nearly are standard for a given end-user. Still,
these defaults may be overridden at any time.

Users should review the defaults periodically (beginning of each tem) to determine if changes are required (such
as term default).

Step 1: Enter the CUNYfirst URL https://home.cunyfirst.cuny.edu in your browser’s address bar to access the
CUNYfirst Portal Login page.

Step 2: Navigate to: Set Up SACR > User Defaults.

Step 3: Click the Academic Institution L Look Up icon; and then select any link on the correct row.

Note: Upon select of the Academic Institution, the Career Group SetlD and Facility Group SetlD auto-display.
[ user Defauts 1 | I I I | B

User ID: 23009414 Name: Sweetland Lark H

Academic Institution: Q
Career Group SetlD: Q
Facility Group SetiD: Q
Academic Career: Q
Academic Group: Q
Subject Area: Q
Term: Q
Academic Program: Q
Academic Plan: Q

Academic Sub-Plan: Q

B save | [=] Notify
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Step 4: Click the Academic Career A Look Up icon; and then select any link on the correct row.

Step 5: Click the Term < Look Up icon; and then select any link on the correct row.

Step 6: Select the User Defaults 4 tab.

Step 7: Select the Carry ID I checkbox to view search results for the same student until selecting the Return to
Search button.

User Defaulis 4 Enroliment Override Defaulis [»

User ID: 23009414 Sweetland Lark H

aCa rmy ID
Output Destination: h
Transcript Type: Q
Flexible Transcript Type: Q
Advisement Report Type Q
School Code: Q
Program Number: Q
Printer Name: ‘ Explain
& save | [=] Notify

Step 8: Click the Save button.

e Add a Favorite
My Favorites allows you to create your own list of bookmarks to commonly used components in CUNYfirst.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the HR/Campus Solutions link.

Step 2: When you have navigated to the first page of a frequently used component, in the Universal Navigation
Header click the Add to Favorites link.

CUNY/irsi

Fuily Isfegrated Bewgurces L Services Teol

Home | Worklist Sign out

Add to Favorites

Personalize Content | Layout Help
Menu = E
Search:

[ My Favorites

[ CUNY

[ Employee Self-Senice
[ Manager Self-Semice
[ Supplier Contracts

Step 3: On the Add to Favorites page, either leave the auto-text description or enter text to create a description of
the component.
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Add to Favorites

Flease Enter a Unigue Description for this Favarite

*Description: ||'4'|FF'EIEIE I
[ 0K Iﬂ Cancel |

Step 4: Click the OK button.

e Delete a Favorite
My Favorites allows you to delete a bookmark.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the HR/Campus Solutions link.

Step 2: Navigate to: My Favorites > Edit Favorites.

CUNYiirs!

Fully istegratet Besgurces & Sarvices Tool

— Purchase Qrders

— Query Viewer

— Send/Receive Information
— Retire/Reinstate Asset

— Cost AdjustTransfer Asset
— Consolidate Assets

— Unitize Assets

— Receipts

— Reguisitions

— State Voucher Approval Log
— Voucher

— AddUpdate Receipts

— Activity Summary

— Search for an Asset

— Express Add

— Add to Favorites

_ arite
[ Employee Self-Sernvice
[ Manager Self-Sernvice
[ Supplier Contracts

Step 3: On the Edit Favorites page to remove a favorite, click the Delete button on that favorite’s row.
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Edit Favorites
Click the Save button after editing or deleting favaorites.

= |
* Favorites Customize | Find | Ell i First [ 4] 117 of 17 n Last
*Favorite Seguence number

My Page

[Basic Add | 1 Dielete |

Purchase Orders | 2 Delete |

Step 4: On the Message from webpage window to confirm the favorite is to be deleted, click the OK button.

Step 5: Click the Save button.

Bl save IIElNutif'_.r |

Note: The favorite will not be deleted until you complete this step.

e Sequence Favorites

On the My Favorites menu, bookmarks are listed in the order in which they were added to My Favorites. My

Favorites allows you to sequence bookmarks of commonly used components in My Favorites on the CUNY first
Main Menu.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the HR/Campus Solutions link.

Step 2: Navigate to: My Favorites > Edit Favorites.

Step 3: On the Edit Favorites page in the Sequence number field, enter a numeral to indicate the preferred position
on the list for each favorite.

Note: The number “1’ is the first favorite on the revised list.

Edit Favorites

Click the Save button after editing or deleting favarites.

= 4 .

Basic Add

-4

Delete |

Purchase Orders | 2 Dielete |
\Query Viewer | 3 Dielete |
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Step 4: Click the Save button.

Note: The sequence of favorites will not be done until this step is completed.\

Add Assets

Tax Levy assets are added to the CUNYfirst Asset Management module through the Procurement Integration process.

DASNY, DDCM, Research Foundation, and Non-Tax Levy assets may be added manually in one of two ways:

1. Use the Copy of Existed Asset component.
2. Use the Spreadsheet Upload.

On a daily basis, review assets processed through AP/PO in order to decide whether if any assets need to be loaded,
consolidated, unitized, or put on hold.

Fun Consolidated Assets Query:
CU_FSAM_CONSOLIDATE_ASSETS

to view any assets/items pending on the AM
Interface Table |

l

Determine the transactions that need 1o be
performed for each asset/item listed
{Approve, Consolidate, Unitize, Hold)

|

|

Approve Use If
an asset has a quantiy of one, it can be approved
as is without any further transactions

Consolidate Lse
when companents of an asset are listed on
seperate Purchase Order lines (Ex:

Copier Pans)

|

|

y

Untize Usiz

when identicial assets are with a quantity greater

than one is listed on a single Purchase Order line
(Ex: 20 Computers)

Hold ke
when ems that are not assets are incorrectlly
maved tothe Interface Table

|

Go 1o Send/Receive Infarmation tab followed by the Approve Plysical Information tab. Look up the asset you wish to approve by searching the Interface 10 and Line
Number assigned to the asset. Check the Auto Approval Status box (Here you can add the barcede number and asset details it available). Next, click on the Approve
Financial Infarmation tab. Here you will alsa check the Auto Approval box to approve the financial information for the asset.

h 4

o to Send/Receive Information — Load
Transactions ~ Consolidate Assets, Click on the
Add a New Value tab followed by clicking the Add
button. The From Assets tab displays.

TN The Tietd Thame d m;hnwn TN CNoosE The

value you would like tosearch by (Fx: PO
Number, Interface 10, Receipt Number etc. ) and
choose the assets you would like to consolidate
into one asset. Click Go and Save the newly

S IS TR I ISR N—

!

Gio to Send/Receive Infarmation - Load
Transactions - Unitize Assets. Search the asset
you wish to unitize by looking up the Interface 1D
and Line Number.

Goto SendfReceive Information tab followed by
the Approve Physical Information tab. Loak up the|
iterm you wish 1o put on hold by searching the
Interface 10 and Line Number. Change the Load
Status to HOLD and save. No further transactions
are needed for these items

TONTITTT TNE TECON SN 15 TIE COMTECT H85e,

then click on EZ Unitize. On the next screen enter
the quantity you would like to unitize, the Profile
I {See Protile 10 Chart), and the Description | Ex:

Computer) then click OK. Save the newly created

Wilized asces

e Before Loading Assets from AP/PO Interfaces

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
« From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Reporting Tools > Query > Query Viewer.
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Search: New Window | Help | Customize Pag

®

[ My Favorites Query Viewer

[ CUNY

[ Employee SelF-Service
[ Manager Self-Service
[ Supplier Contracts

[ Vendors

[ Purchasing

[ eProcurement

[ Services Procurement
[ Accounts Payable

[ Asset Management

[ Commitment Control
[ Set Up Financials/Supply

Enter any information you have and click Search. Leave fields blank for a list of all values.

LCL_Fay CONSOUIDATE |

~ Dbegins with

*Search By: Query Name
Search l‘\d\-’anced Search

Search Results

*Folder View:

— All Folders —

-

Chain
[ Enterprise Components
[ Worklist Excel
L CU_FSAM_CONSOLIDATE_ASSETS Query for Asset Consolidation Public chedule Favorite

- Query Viewer
— Schedule Query

Step 3: Enter the query name “CU_FSAM_CONSOLIDATE_ASSETS?”, then click Search.
Note: All Asset Management reports begins with “CU_FSAM”.
Step 4: Run the report. Select the desired format.

Step 5: Enter Business Unit. Then Click View Results.

CU_FSAM_CONSOLIDATE_ASSETS - Query for Asset Consolidation

umtnmem:ﬁ

Step 6: Analyse the report to decide what need to be done with the assets:

1) Approve financial or physical information (loaded as it is)
2) Consolidate or unitize assets
3) Puton hold

Load | |line | | |Receipt | |oper | action to be
Stat - [Unit ~ |intfc -~ |Nui~ |PO No. ~ [Receipt } - |Line |~ |Viouch - |Profile ID | ~ [Unit Pril - |Quanti - [Total Co - |Unit ~ |Sp It = |Fui + |N ~ |Progra - |Fnd S - [Dej - |taken
NEW BARDT 100071 30000001300 DDD0DO3360 1'00002533 EQUIPMENT  6605.00000 10000 6695.0009999 9999 50 100 99999 999999 10208 Approve
NEW BARDT 100071 470000001251 0000003021 100002567 HARDWARE  1617.00000 1.0000 1617.0009999 9399 50 350 99999 999999 'B0073 Appiove
NEW BARDT 100071 50000001354 0000003121 100002713 HARDWARE 238117000 1.0000 23811709999 9399 50 100 99999 999999 70001 Approve
NEW  BAROT 100071  7'0000000875 0000003626 100002085 SEN_HARDW 20000000  6.0000 17040000000 oooo "0 350 wooos  ‘ooooon 'B0072 Unitize
NEW  BARDY 100071 870000001304 Do0O00ZSGA 1'00003020 HARDWARE  1386.40000 1.0000 12864000000 9009 50 "a00 00000 'oooooo 75086 Approve
NEW  BARDT 100071 90000001445 000003795 1'00003035 SEN_HARDW 509.00000 10000  509.000%099 9999 1o 35500000  'oeoeeo 'B0209 Approve
NEW BARDT 100071 100000001576 D0D00037G! 100003167 SOFTWARE 131400000 1.0000 13140009999 9999 50 350 99999 999999 '0069 Appiove
NEW  BARDY 100071 1170000001361 Doooooazra 1'00003202 HARDWARE 314378000 1.0000 31437800099 9999 50 400 Dso00  'omoooo 'B0048 Consolidate
NEW  BARDY 100071 180000001659 000004033 1 HARDWARE 200000000 10000 20000009999 0000 50 100 "osooo 9903 80109 Consolidate
NEW  BARDY 100071 2070000001751 D000004095 3 EQUIPMENT 533500000 30000 160050002019 o000 50 300 'osooo  o00sn o073 Unitize
NEW  BARDT 100071 2170000001751 D0D00D4095 4 EQUIPMENT 984150000 10000 98415003019 9999 50 300 'aeoeo  'ossesn 'Boo7s Approve
NEW  BARD1 100071 250000001712 000004212 1 SEN_HARDW 88400000 40000 3536.0009999 oeeo o ass osoee  o90mss B0250 Unize
NEW BARDT 100071 2970000001212 0000002985 100002479 HARDWARE 1320.90000 1.0000 13239009999 9399 50 100 99999 998999 '70001 Approve
NEW  BARDY 100071 300000001212 Dooo00205 1'00002470 HARDWARE  1328.00000 1.0000 13289009099 9999 50 10000000 'oooooo 70001 Approve
NEW  BARDY 100071 3170000001638 D0000D417S 1 HARDWARE 101342000 10000 10134309000 o000 50 100 'osooo 900000 80109 Approve
NEW  BARDT 100071 3270000001638 D0000DA1TS 1 HARDWARE 101343000 10000 10134309999 o099 50 "100'oeeso  a9009a sot09 Approve
NEW BARDT 100071 330000001635 0000004178 1 HARDWARE 101343000 10000 10134309999 o999 50 100'99999 ‘990009 '80109 Approve
NEW  BARDT 100121 10000001716 0000004397 2 SEN_HARDW 519.00000 20000 1038.000999¢ 2999 10 100 Deeee  'oesese 50196 On Hold

Note: If asset information is missing, review POs and Vouchers to make decisions.
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e View Purchase Orders
View details of a specified Purchase Order.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Acquisition Details > Review Purchase Orders.

Step 3: On the Purchase Orders search page Find an Existing Value tab Business Unit field, enter or A Jook up
the Procurement Business Unit.

Note: Under the Purchase Order, the Business Unit is the school initial plus PR.
Step 4: In the PO ID field, enter the ten digits PO ID.
Note: An entry in the PO ID field reduces the Search Results to a single row.

Step 5: Alternatively, enter search criteria into any of the following fields: Contract SetID, Release Number,
Purchase Order Date, PO Status, Short Vendor Name, Vendor ID, Buyer, Buyer Name, and PO Type.

I\F_J'/l
I My Favarites Purchase Orders
[ CUMNY

[ Employee Self-Service

[ Manager Self-Senvice

[» Supplier Contracts Find an Existing Value

[ Vendors ) ]
L Purchasing Maximum number of rows to return (up to 200); |300

> eProcurement Business Unit: = w BARFRE
[ Semnvices rocuremem PO 1D begins with i I

i

L ACCOLN AV 3L
= Asset Management

Enter any information you have and click Search. Leave fields blank for a list of all values.

Contract SetiD: begins with - Q
=~ Asset Transactions Contract ID: begins with - Q,
UMNed A5EelE Release Number: = -
=— Acgquisition Details
e e Purchase Order Date: = - [#]
Orders PO Status: = - -
i Short Vendor Name:  pegins with - Q
> Asset Book Information Vendor ID: begins with Q
[ Parent-Child Relationship| Buyer: begins with Q,
[ Financial Transactions Buyer Name: - -
[» Asset Disposal ¥ ' begins with ~ Q
[ History PO Type: = - -

[ Depreciation
[ Accounting Entries
[ Financial Reports

I Send/Receive Information Search Clear |BasicSearch [z Save Search Criteria
[» Senice and Maintenance =

[[I case sensitive

Step 6: Click the Search button.
Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.

Step 8: The Purchase Order Inquiry page displays. At the top of the page, the Unit, PO Status, and PO ID indicate
the PO.
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Purchase Order Inquiry
Purchase Order

Unit: BARPR Dispatched
PO ID: | 0000003128 Budget Status:  Valid
POA Status: Mot Required
m 1114i2014 Doc Tol Status:  Valid
Vendor: TURNING TE-001 Backorder Status: Mone
VendoriD: 2000000035 Receipt: Received
Hold From Further Processin

Buyer: George Verghese .
PO Reference: Reguisition Mo. 0000003456 Merchandise: 23 580.00

l Header Details I All RTY l I'u'latching I FreightTax/Misc.: 0.00
Header Comments.. | _Document Status Total 23 530.00 USD

Change Order

ltem Description
EF HID Receiver 04 (Mo Storage

Select Lines To Display

Firstn 10of1 n Last
PO Oty UOM |Amount Status
1.0000 EA 23580.00 USD  Active

Customize | Find | View Al | 2]

Category
4321160002

E\Return to Search I [=] Notify I

Step 9: In the Header section, view the PO Date, Doc Tol Status, Vendor, Backorder Status, Vendor ID, Receipt,

Buyer and PO Reference fields.

Step 10: In the Account Summary area, view the Merchandise, Freight/Tax/Misc. and Total amounts.

Step 11: To view additional details, select any of these links: Vendor Details, Header Details, All RTV, Matching,

Document Status and Change Order.

Step 12: In the Lines section, view the Line, Item Description, Category, PO Qty, UOM, Amount, and Status

fields.

Step 13: Click the Line Details = icon to view additional information including the Physical Nature, Amount,

Category, and Contract data.
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Details for Line TURNING TE-001

PO ID: 0000003128 Line: 1 RF HID Receiver 04 (Na Storage
Status: Active Amount Only Backorder Status:  MNone

Line Details

Physical Nature: Goods
Amount: 23,580.00 usD
Category: 4321160002 Computer Accessories<1K asset 00764
Contract: STAPR Release:
Rebate ID:
RFQID: UPHN ID:
Vnd itm 1D: XRC-R04, RFC-03-BX GPO ID:
Vndr Catlg: GPO Contract:
Mfg ID:
Mfg Itm ID:
Price Qty: Schedule Price Date: PO
Withholding Replenish Code: Standard
Recv Reqd Required Inspect Device Tracking
Config Code:

| Return I

Step 14: Click the Return button.

Step 15: Click the Line Comments icon to view the original PO by clicking View in Associated Document
section.

PO Line Comments

Unit: BARPR PO ID: 0000003128 Vendor:  TURNIMNG TE-001
Retrieve Active Comments Only Retrieve |
*SortMethod:  Comment Time Stamp - *Sort Sequence: Ascending - Sort
Comments Find | View Al First Bl 1 or3 I Last
Copy ltern Specs Comment Status:  Active
Send to Vendor Shown at Receipt Shown at Voucher

Associated Document

Attachment Turning_Technologies_SS_Justification.docx | | Email

From -= REQ BARPR-0000003455-1

OK | Cancell

Step 16: Click Ok to return to the previous page.

Step 15: Click the Schedule Details [ icon to view schedules, such as the Due Date, Ship To, PO Qty, Price,
Amount, and Status field.
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Purchase Order Inquiry
Schedules

Unit: BARPR POID: 0000003128

Return to Main Page

Find | View A First B0l 4 of 4 B Last

Line: 1 RF HID Receiver 04 (Mo Storage PO Qty: 1.0000 EA Amount:

23,580.00 UsSD
Schedules

Customize | Find | View A1 23] 8 First B 4 op 1 B Last
| Ler ne
Details ||

Time Due |Revision |Ship To

1 B 11142014 H-150 &= 1.0000  23,580.00000 23,580.00 USD Active T & # |_=§;';

Ship To Comments

I,QRetu rn to Search I [=] Motify |

Step 16: Click on Distribution = icon to see chartfields, which include accounts associate with this PO.

Purchase Order Inquiry
Distributions for Schedule 1

POID: 0000003128 Line: 1 Sched: 1 Item: RF HID Receiver 04 (Mo Fl%
Storage) & Response Card RF
with LCD Box
Status: Active Sched Qty: 1.0000
Distribute by:  Cluantity Merchandise Amt: 23580.00 UsSD
Doc. Base Amount: 23,580.00 USD

Distributions

45
Customize | Find | view Al B B Fiest B 4 o 1 I Last
Chartfields [getais.frax ] Asset Information [ Req Detail

Status | Percent |AM Unit |Profile ID Capitalize Description

1 Open 100.0000 BARO1 § SEN_HARDW

Step 17: Click on Asset Information Tab to view Profile ID in Asset Management.

Step 18: Click Return to Schedules page.

Step 16: Click the Return to Search button to view other Purchase Orders.

e View Receipts

View receiving details such as Business Unit, Item ID, or Vendor receipt quantities.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.
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Step 2: Navigate to: Purchasing > Receipts > Review Receipt Information > Receipts.

Step 3: On the Receiving search page Find an Existing Value tab Business Unit field, enter or X look up the
Procurement Business Unit.

Step 4: In the Receipt Number field, enter the ten digit Receipt Number.

Note: An entry in the Receipt Number field reduces the Search Results to a single row.

b .
[ My Favorites Recewmg
[ CUNY . Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Employee Self-Senvice
[ Manager Self-Service
[ Supplier Contracts Find an Existing Value
> Ve do . .
Max@um number of rows to return (up to 300): 300
T Requismons Business Unit: = - |FARPR =] |
[» Procurement Contracts Receipt Number: pegins with - | |
ders . . - 5
— Receipts Bill of Lading: begins with |
— Heview Hecelpt PO Business Unit: = « | o)
Information : ;
Item ID: -
_ ASN History begins with ~ | Q
|— Receipts User ID: begins with - | Q
— Partially Received POs | PO Number: begins with - | Q
— Receipts by Location - I . 5
— GL Journal Drill Down Ship To Location:  begins with ~ | Q
— Entry Event Journal Drill| Vendor 1D begins with ~ | Q,
Down Received Date: = v | B
— Document Status Receipt Status:
. Reports eceip us: = - -
— Add/Update Receipts D Case Sensitive
— Maintain Delivery
Information
— Maintain Activity and I Search W Clear |Easic Search Save Search Criteria

Step 5: Click the Search button.

Step 6: The Search Results display at the bottom of the page. Select any link on the correct row.

Step 7: In the Sel column, click the ™" checkbox of the line for which you wish to view more detailed
information.

Step 8: The Receipts tab displays. In the Header area, view the Unit, Receipt No (Number), Source and Receipt
Status.

Note: Click the Header Details link to view more header information.
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BARPR [Receipt No:] 0000009868 On-ine Receipt Status:| Received

Receipt Lines customize | Find | View Al | B3| B First Bl 4 or 1 B Last
Receipt Lines ' More LineData | Optional lnput
Revigion | Description Price Amt Only Recv UOM Reject Gty |Device Track
7] HP L1 4250 4350 TONER BLK ~ 135.00000 3.0000 EA
Line Details Manufacturer Info m Document Status ~ Header Comment...
Display RTV Information Line Status Distribution Putaway Information ~ Device Tracking ~ Line Comment

QReturn to Search | +EPrevious in List | +ENextin List | [notify |

Step 9: In the Receipt Lines section Receipt Lines tab, view the Line, Description, Price, Recv (Receiving) Qty,
and Recv UOM (Unit of Measure).

Step 10: Select the More Line Data tab to view more detailed line information.

Step 11: Click the Asset Information link to view related Asset Information including the Profile ID, whether or
not the Asset is capitalized and the Asset ID.

Asset Management Information for Line 1

Unit:  BARPR Receipt No: 0000009868 Receipt Line: 1 Status: Received
Distribution Information Find | View Al First 4] 101 BN Last
Distribution Line: 1 Business Unit:
Profile 1D: I Capitalize: Mon Cap

) N
CAP#: CAP Sequence: |
Cost Type:

ati o
Asset Information Customize | Find | View A1l | (2| 5 First K 4 op 1 I Last

I
Asset Information More Details ==t

Dist Seq |Business Unit Tag Humber Profile ID

Step 12: Click the Return button.

e View Vouchers
View details of a specified Voucher.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.
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Step 2: Navigate to: Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher.

Step 3: On the Voucher Inquiry search page Find an Existing Value tab Business Unit field, enter or A Jook up
the Procurement Business Unit.

Step 4: Enter or A look up the Vendor SetID.
Note: Enter either CTYPR (Community Colleges) or STAPR (Senior Colleges).

Step 5: If known, enter the Voucher ID.

Note: Leave the ‘begins with’ default on the Voucher ID =l dropdown menu, and then enter the wildcard “%”
followed by the non-zero digits at the end of the Asset ID.
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Voucner inquiry

Search:
()
[ My Favorites Search Criteria
[ CUNY
[ Emipl Self-Service

[ Manager Self-Service
[* Supplier Contracts

Search Name

[a

Q

[ Vendars To
[* Purchasing BARPF O
[» eProcurement |
[ Services Procurement ) ~ )
“ Accounts Payable Q 3
[ Vouchers
B El\atl?h Processes Short N a
= Review Accounts Payable . .
Info Vendor 1D Q Q
[ Payables Search Vendor Location 2
a*::a Entry Status -
“ Vouchers : . -
— Accounting Entries e M" “"
— Document Status Imvoice Date L Li
— Document Tolerance Due Date " "
Crvemide . . Entered Date [T W
— Journal Drill Down _Q
— Match Werkbench Origin Set 1D — )
— Unkslanced Crigin Q Q

Accounting Entries

[ Interfaces ook achi) ; |
[ Payments Lease Mumber Q
[ Wendar FO Business Unit Q
* FETE Purchase Order
— Accounts Payable Center
[» Asset Management Itemn 1D
[» Commitment Control *Amount Rule Any -
[» Set Up Financials/Supply Amount
Chain ——r
[+ Enterprise Compeonents ErnErE] 2
o Worklist Post Status -
[* Tree Manager Approval Status -
[* Reporting Tools

[ PeopleTools

— My Perscnalizations

— My System Profile

= My Dicticnary

— firstSolutions Knowledge
Base

Control Group ID

Voucher Balance
Voucher Source
User ID

GL Business Unit
Account
Department

VAT No

Process Instance
Match Status
Financial
Sanctions Status

-

-

I Search I
Sort Criteria
*Sort By: ‘Vioucher D - Sort Displai

¥ Display Currency Criteria

Max Rows 200 Clear |

*Sort AsciDesc:  Ascending -

Step 6: Click the Search button.
Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.

Step 8: The Voucher Inquiry Results section VVoucher Details tab displays to view the Business Unit, Voucher ID,
Invoice Number, Invoice Date, Vendor ID, Entry Status, Accounting Entries, Match Status, Match Workbench,
Payment Information, Scheduled Payments, and Short Vendor Name.
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*Sort By: Voucher 1D - *Sart Asc/Desc: Ascending - Sort I}isplaj
¥ Display Currency Criteria

Voucher Inouiry Results Customize | Find | View 100 | =l | il First B 1100 0 300 O Last

" Vioucher Details  [IERGONE T More Details

Business | Voucher

Bl - Invoice Number Accounting |Match

Short Vendor Name

jin] Date Entries Information | Payments
BARPR 00000001 320703713 02/15/2012 2000000412 Postable [ Matched [ 3l STAPLES IN-D01
BARPR 00000002 4248622308 02/08/2013 20000106857 Postable [ Matched [ 3l APPLE INC-001
BARPR 00000003 4248908228 08/08/2013 2000010857 Postable [} Matched  [[Y 3l APPLE INC-001
BARFR 00000004 FDS5893 08/15/2013 2000007822 Postable [ Matched [ 3l CDOW GOVERN-D01
BARPR 00000005 4248073370 02/01/2013 2000010857 Postable [ Matched [[2 3l APPLE INC-001
BARPR 00000008 03G0439047051 07/18/2013 20000106896 Postable [ Matched [ i3 MESTLE WAT-001
BARPR 00000007 D3G0438383897 07/18/2013 2000010898 Postable [ Matched % 3 MESTLE WAT-001
BARPR 00000008 137-ES54 07/01/2013 2000008323 Postable [} Matched  [[} 3l MEW Y ORK N-DD1

Step 9: Select the Amounts tab to view the Business Unit, Voucher ID, Transaction Currency, Gross Invoice
Amount, Voucher Unpaid Balance, Unapplied Prepayments, Total Non-Merch, Entered VAT, Gross Amount
Paid, and Net Amount Paid.

*Sort By: Voucher ID -  *S5ort Asc/Desc: Ascending - Sort I}isplai

* Display Currency Criteria

Voucher Inguiry Results
" Voucher Details | Amounts | More Details |

Business |Moucher |Transaction | Gross Invoice

Currency
BARPR 00000001 USD 33.83 0.00 D.00 0.00 D.00 33.83 33.63
BARPR 00000002 USD 1,428.00 0.00 D.00 0.00 D.00 1,428.00 1.428.00
BARPR 00000003 USD 1,852.00 0.00 0.00 0.00 0.00 1,852.00 1,952.00
BARPR 00000004 USD 88092 0.00 0.00 0.00 0.00 88092 880.92
BARPR 00000005 USD 239.00 0.00 0.00 0.00 0.00 239.00 239.00
BARPR 00000008 USD 5525 0.00 0.00 0.00 0.00 5525 5525
BARPR 00000007 USD 39.00 0.00 0.00 0.00 0.00 39.00 39.00
BARPR 00000008 USD 550.00 0.00 0.00 0.00 0.00 550.00 550.00

Step 10: On the More Details tab view the Business Unit, Voucher ID, Voucher Style, Vendor Loc, Detail Lines,
Post Status, Approval Status, Close Status, Origin, Due Date, Basis Date, Acctg Date, Entered On, Budget Header
Status and Budget Misc Status.

Sort Criteria

*Sort By: Vioucher ID - *5ort Asc/Desc: Ascending - Sort Displaj

¥ Display Currency Criteria

Voucher Inquiry Results Customize | Find | View 100 | &l | o First B 1-100 0r-300 O Last
" Voucher Details T Emountsl| More Details

Business |Voucher |Voucher
Unit  |ID Style

BARFR 00000001 Regular MAINCHECK F’T‘:‘ll Posted  Approved Open ONL  08/15/2013 08/15/2013 08/28/2013 08/28/2013 Valid Valid
BARFR 00000002 Regular MAINERAY [%"E', Posted  Approved Open OML  08/08/2013 03/06/2013 08/30/2013 08/30/2013 Valid “alid
BARPR 00000002 Regular MAINEPAY  [[Y Posted  Approved Open OML  08/08/2013 03/08/2013 08/20/2013 08/30/2013 Velid Valid
BARFR 00000004 Regular MAINERAY [=T1E'| Posted  Approved Open OML  08/15/2013 08/15/2013 08/30/2013 08/30/2013 Valid “alid
BARPR 00000005 Regular MAINEPAY [El-":_‘l Posted  Approved Open OML  08/01/2013 08/01/2013 10/22:2013 08/30/2013 Valid Valid
BARFR 00000008 Regular MAINCHECK [F% Posted  Approwved Open OML  07/18/2013 07/18/2013 08/30/2013 08/30/2013 Valid “alid
BARPR 00000007 Regular MAINCHECHK [=’|‘1:‘l| Posted  Approved Open OML  07/18/2013 07/18/2013 08/20/2013 08/30/2013 Valid Valid

Deetail |Post

Vendorloc | o skt

Origin Basis Date |Acctg Date (Entered on |Header
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e Preview AP/PO Information

Financial Asset Managers review the batch data on the Pre-Interface PreAM 1 table. After assets are Consolidated
or Unitized, then Financial Asset Managers, as needed, confirm each Pre-Interface ID corresponds to one Asset
Management record. On the Pre-AM 1 page, users may view Purchase Order, Accounts Payable and Asset
Management information on a single page for interfaced assets.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Send/Receive Information > Preview AP/PO Information.

Step 3: On the Load Preview — Pre-AM page Find an Existing Value page, enter or L look up the AM Business

Unit.
- - Load Preview - Pre-ANM
© My Favorites
O CUNY Enter any information you have and olick Search. Leave fields blank for a list of all values.
 Employee Self-Service
© Manager Self-Service X o
* Supplier Contracts Find an Existing Value
[ Vendors Maximum number of rows to return {up to 200} |300
) FEiEy Pre-Interface I1D: = - ]
[» eProcurement o
© Services Procurement Pre-Interface Line Number: = -
[» Accounts Payable AM Business Unit: = - ngp_m d
*Asset Management PO Busi Unit:
[ Asset Transactions usiness Unit = - L
[+ Depreciation Receiving Business Unit: = 3
i :\\.mouqtlng Erimz AP Business Unit: = )
> Financial Reports ™
= Send/Receive Information| SY¥stem Source: = - -
» Load Transacticns Load Status: = - -
» Approve Financial i - -
A t Profile 10: \ )
Informaticn ssetrone begins with o -
> Approve Physical PO Number: begins with
) Iﬁnf:}rmatl:}n Receipt Number: begins with -
» Approve Lease
Information Voucher 1D: begins with -
— Preview APYPO
Gt HoE Search Clear |Basic Search =] Seve Search Criteris
[ Service and Maintenance

Step 4: Click the Search button.
Step 5: The Search Results display below. Select a link to display the Pre-AM 1 page.

Note: To view the rows in sequence, select the first Pre-Interface ID link. After reviewing the Pre-AM 1 page,
select the Next in List button to display the Pre-AM 1 page for the next row.

29 |Page


https://home.cunyfirst.cuny.edu

Pre-Interface ID: 100180  Line: 1
Asset Information Find | Vizwal  First B qorz O pan
Business Unit GRO01 Date/Time: 05/22/2014 8:00:21PM =
AssetlD: 000000002724 Loadisiaks: Losded
PO Unit: GRDPR Interface |D: 100180 Line: 1
PO/ Line: 0000000550 1 Sched: o System Source: PO Online
BU Recw: GRDPR Trans Date: 05032014
Receiver/iLn: 0000001287 1 Ship Seq: 1 Accounting Date: 05032014
AP Unit: Cost 14,800.00
Voucher/Ln: Dist: Base Cost: 14,200.00
Vendor 1D: 2000010000 Quantity: 1.0000
Invoice: Sales Tax:
Invoice Date: Base Sales Tax Amount:
Tag: Use Tax:
Serial ID: Base Use Tax Amount:
Deser: MS SQL Server Dell Quote #8775 Freight:
Item: Base Freight Amount:
Manufacturer: Misc Charge Amount:
Model: Base Misc. Amount:
Custodian: (AR
Empl ID: Total VAT Base Amount:
CAP # L Y Merchandise Amt:
Base Merchandise 14,900.00
Location: GC-8211 Amount:
Currency: uso
Frofile 1D: HARDWARE Base Currency: Uso
Capitalize: hd Cost Type:
PC Bus Unit: Fund Code: 50
Activity: Department: 20214
An Type: Major Purpose Code: 350
Cperating Unit: 9959
Program Code: 99999
Funding Source: ‘595300
Special Initiatives: 5959
LREEn Project Activity:
VIN: Project:
ChartField 3:

& Save | SARetum to Search | #l8Previous in List | #EMNasxt in List | [EINotify

e Approve Financial Information
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

« Enter your Username and Password and click the Log In button.
« From the Enterprise Menu, select the Financials Supply Chain link.

Step2: Navigate to: Asset Management > Send/Receive Information > Approve Financial Information > Review.

Step 3: The Load Preview - Financial search page displays with the Find an Existing Value tab by default. In the

Business Unit field, enter or A look up the Business Unit.

Step 4: On the Load Status LE dropdown menu, select Pending list item.

Step 5: Click the Search button.
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of Pending.

Search:

O]

= My Favorites
= CLNY
= Employee Self-Service
= Manager Self-Service
= Supplier Contracts
= Vendors
= Purchasing
= eProcurement
= Semnvices Procurement
Accaunts Pavable
[ ASSeT [Tansacuons
[ Depreciation
[ Accounting Entries
: Financial Repor
G Load [ransaciion
— Approve Financial

— Review
— Approve

[ Approve Physical
Information

[ Approve Lease
Information

Load Preview - Financial

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300); |300

Interface ID:
Interface Line Number:

= - |

IBusiness Unit:

Trans Load Type:
System Source:

Mass Change Definition: pegins with ~ | QL
Physical Inventory ID:  begins with |
Auto Approval Status [
ILoad Status: = - Pending vI

Asset Identﬁcation:

[[lcase sensitive

begins with « |

I Search Il Clear |EIasin:Searu:h ESaue Search Criteria

Step 6: The Search Results display a list of Interface ID’s. Select any link on each row that displays a Load Status

Note: If the search returns only one row, then the Financial Transactions tab for that row will display.

Search Results

Trans Load Type

%
=
-
(=]

B |I\J =1 Ira |—l~ o joa = @ jin ka
= (=]

ANA4A7TI0

BARO1 Fin Add PO Online
BARD1 Fin Add PO Online
BARDA Fin Add PO Online
BARO1 Fin Add PO Online
BARO1 Fin Add PO Online
BARD1 Fin Add PO Online
BARDA Fin Add PO Online
BARO1 Fin Add PO Online
BARO1 Fin Add PO Online
BARD1 AdiCstacgD AP Page

BARDO1 Retirement PO Online
OoADMA D atirnmaant O Mmlimes

Step 7: The Financial Transactions tab displays asset to be loaded to Asset Management from AP/PO interfaces
for the selected Interface ID. Check Auto Approval Status box.
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Financial Transactions

Interface ID: 101228 Interface Line Number: 5
PI ID: Mass Change Definition:
Financial Information Eind | View Al First K 10of1 o Last
O] Auto Approval Status
Unit: BARO1 O Trans Code: | Q
*AssetlD: |NEXT Load Type/Status: Fap | Pending vl
Book Name: Q Trans Date: 121712
Category: |  Q Acctg Date: [1217/2014 5]
CostType: | @ Cost: | 12,169.10 ysp
Fund Code: |11 (e} Base Cost 12,16910 USsD
Department: 80073 q  Quantiy: |—1 0.0000
Major Purpose Code: [300 o} Depr Am
Proceeds:
Operating Unit: [3019 B e Cost
Program Code: [99999 o}
Funding Source: 999399 o}
Special Initiatives: |9999 Q.
Project Activity: | o}
Project: | Q
ChartField 3: | o}

Error Message:

IIE]Sa-.re 2\Return to Search | +EJPrevious in List | +E|Next in List | [notify |

Step 8: Click the Save button.

Step 9: Click the Return to Search button to go back the Search Results.

e Approve Physical Information
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Send/Receive Information > Approve Physical Information > Review-
A.

Step 3: The Load Preview — Physical A search page displays with the Find an Existing Value tab by default. In

the Business Unit field, enter or Q look up the Business Unit.

Step 4: On the Load Status LEdropdown menu, select the Pending list item.

Step 5: Click the Search button.

32|Page


https://home.cunyfirst.cuny.edu

Search:

®)

[ My Favorites
[ CLIMNY
[ Employee Self-Sernvice
[ Manager Self-Service
[» Supplier Contracts
[» Vendors
[ Purchasing
[» eProcurement
[» Senvices Procurement
CoAccounts Pavable
[> Asset [ransactions
[» Depreciation
[» Accounting Entries

[ pancial Benor

- Send/Receive Information

[ Load Transactions
[» Approve Financial

O 4000
- Approve Physical

— Review-A
— Approve-A
— Review-B
— Approve-B

Load Preview - Physical A

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return {up to 300). |300

Interface 1D:

= - |

Interface Line Number: = - |

| Business unit: = - paR0A aj
Trans Load Type: = - -
System Source: = - -
Mass Change Definition: begins with ~ | Q
Physical Inventory ID:  begins with + |
Auto Approval Status [l

I Load Status: = - Pending hd

Asset Identification:

[l case Sensitive

I Search I Clear |Elasic:Searc:h Saue Search Criteria

pegins with - |

Step 6: The Search Results display a list of Interface ID’s. Select any link on each row that displays a Load Status
of Errored.

Note: If the search returns only one row, then the Physical Transactions A tab for that row will display.

Physical Transactions A

Interface ID:
PIID:

101228

Physical A Information

Line Num: 5

MC Defn ID:

Firstn 1 0f1 n Last

Unit: BAROT O

Detailed Description:

Asset ID: NEXT
Description: Dell Vienue 11 Pra (7130/7139)
Short Desc:  |Dell Venue |
Tag Number: I%
Serial ID: [
Voucher ID: li
Invoice: |

Invoice Date; [#]
PO No.: 0000003249
Receipt No: 0000008076
Item ID:

[T] Linear Asset

Dell Venue 11 Pro (7130/7139)

[T Auto Approval Status

UsD

Load Type: Fin Add

Load Status Pending -
System Source: PO Online

Profile 1D: SEN_HARDW
Location: H-618

Area ID:

Empl ID:

Custodian: |

Parent ID:

Project:

Qua“ti‘[y: 10.0000
Amount: 12,169.10
VAT Inv:

I B save |I£{Return to Search | +EPrevious in List | +EINext in List | [Z]Notify |

Step 7: The Physical Transactions A tab displays for the selected Interface ID. A TAG number can be added if it
is available.
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Step 8: Click the Save button.
Step 9: Click the Return to Search button to go back the Search Results.

Step 10: The Physical Transactions A tab displays for the selected Interface ID. Resolve each error for this upload
with one of two options:

Option One - Correct the spreadsheet and notify Operations Support to re-run Transaction Loader.
Option Two — On the Load Type/Status Li dropdown menu, select Pending, click the Save button, and notify

Operation Support to re-run Transaction Loader.

e Consolidate Assets

This component is used to prepare procurement data to be uploaded into Asset Management when items on more
than one load line are combined to create one asset.

Note: User may only consolidate assets within the SENSITIVE category or CAPITAL category. You may not
consolidate assets from SENSITIVE to CAPITAL or vice versa.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
 From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Send/Receive Information > Load Transactions > Consolidate Assets.

©)

& My Favorites Load - Consolidate Assets

[» CUNY
[ Employee Self-Service
[ Manager Self-Service

[ Supplier Contracts Find an Existing Value | |

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Vendors . .

I Purchasing Maximum number of rows to return (up to 300): (300

[ eProcurement Interface ID: = - |
[- Services Procurement Interface Line Humber: = -

[ Accounts Payable . .
— Asset Management Business Unit: - - Q
CRecel Irancacions Asset ldentification: begins with -

[- Depreciation

[+ Accounting Entries )
I Financial Benod Voucher Line Number: = -

Voucher ID: begins with -

= Send/Receive Information PO Number: begins with
I Consolidate Assets Trans Load Type: = h h
— Unitize Assets
— Edit Transactions ) _
T ——— Search Clear |BasicSearch Save Search Criteria
— Load Transactions into | |

Step 3: On the Load - Consolidate Assets search page, click the Add a New Value tab.

34|Page


https://home.cunyfirst.cuny.edu

Load - Consolidate Assets

Find an Existing Value Add a New Value
Interface 1D: 1]

Add

Find an Existing Value | Add a Mew Value

Step 4: Click the Add button.

Step 5: The FROM Assets tab displays. On the Field Name dropdown menu, select the correct value.

Step 6: In the Value field, enter or < look up the correct value

Step 7: Click the Search button.

FROM Assets TO Asset

[Field Name: PO Number ~[Value: [0000000409 = =TI

From Asset

Project Activity

() LAWOD1  EQUIPMEMNT NEXT 50 80073 350 9909 99899 998999 9909
) LAWOD1  EQUIPMEMNT NEXT 50 80073 350 9909 99899 998999 9999
() LAWOD1  EQUIPMEMNT NEXT 50 80073 350 9909 99899 998999 9909
) LAWOD1  EQUIPMEMNT NEXT 50 80073 350 9909 99899 998999 9999
() LAWOD1  EQUIPMEMNT NEXT 50 80073 350 9909 99899 998999 9909
) LAWOD1  EQUIPMEMNT NEXT 50 80073 350 9909 99899 998999 9999

Bsave | Snotify | 2 Refresh |

Step 8: The Chartfields tab displays to view the Unit, Profile ID, and Asset ID. Click on minus next to each line to
exclude asset from consolidation.

Step 9: Select the Cost tab to view the Unit, Profile 1D, Asset ID, Descr, Amount, Qty Interface, and Quantity
Received.

Step 10: Select the Interface tab to view the Unit, Profile ID, Asset ID, and PO No.
Step 11: Select the TO Asset tab.
Step 12: The TO Asset tab displays. Review the following fields:

1. The Profile ID should match the Profile ID on the FROM Assets page.
2. Asset 1D should be set to NEXT since the single asset has not yet been created.
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3. Amount should be the total of the amounts on the FROM Assets page.

FROM Assets TO Asset

To Asset Information Find | View Al First | I
Unit: Aot
*Profile ID: [EQUIPMENT
*psset |D: NEXT Cost: | 77,295.420
[Description: ____ |[COREBTS | [ouanity: | —60006) 1
Short Desc: [COREBTS sales Tax: | 0.000
Tag Humber: lm Use Tax: | 0.000
Serial ID: | Freight: | 0.000
Custodian: | Currency:
Location: li Base Currency:
Area ID: |7 Fund Code: 50 Q
Manufacturer | Department: 20073 Q
Model: | Hajor Purpose B g
wmt | 77.295.420] Operating Unit: IQQQQ—Q
Total VAT: | 25,765.140 Program Code: [ogggs q
Non-Recov VAT: | Funding Source: IWO\
Special Initiatives: EEEE =
Project Activity: [ &
Project: I—Q
Activity: [ a
ChartField 3: [ a
Recoverable VAT:
Detailed
Description:
Notify | ¢ Refresh | Evadd | Fupdatemispiay

Step 13: In the Description field, enter a brief description of the single asset.

Step 14: In the Detailed Description field, as needed, enter more descriptive information of the single asset.
Step 15: Click the Save button.

Note: After saving the lines as a single component:

1. Change quantity to 1 in Financial and Physical Information
2. Approve Financial and Physical Information
3. Assets will be loaded overnight
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e Unitize Assets

This component is used to prepare procurement data to be uploaded into Asset Management when a multiple
guantity of identical items are purchased on a single line of a purchase order. This transaction results in separate
Asset ID’s for each item in Asset Management.

Note: User may only unitize assets within the SENSITIVE category or CAPITAL category. You may not unitize
assets from SENSITIVE to CAPITAL or vice versa.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Send/Receive Information > Load Transactions > Unitize Assets.

Step 3: On the Load — Unitize Assets search page Find an Existing Value tab Business Unit field, enter or Q
look up the Business Unit.

Step 4: If known, in the Interface ID field, enter the Interface ID.

Search:

)

> My Favorites Load - Unitize Assets

[ CLINY
[ Employee Self-Service
[ Manager Self-Service

[ Supplier Contracts Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all value

[ Vendors - :
I Purchasing Maximum number of rows to return (up to 300): |300

[ eProcurement Interface ID: - - 1|
P EETLEEE TE TR Interface Line Number: = -

Ivﬁ.ssetManagemem I Business Unit = - [B4Ro1 af
[ Asset Transactions Asset Identification: begins with

[ Depreciation
[ Accounting Entries

Financial Reports Voucher Line Humber: = -

Vioucher 10z begins with

System Source: = - -

Trans Load Type: = - -

— Unitize Assets
ait [ransactions
— Load Transactions into

AM l Search I Clear |EasicSearch Sav-SearchCriteria

Step 5: Click the Search button.

Step 6: The Search Results display at the bottom of the page. Select any link on the correct row.

Step 7: The FROM Asset tab displays. Click the EZ Unitize... button.
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FROM Asset

Unit: BARO1 AssetlD:  NEXT
Profile ID:  SEN_HARDW

From Asset Eind | View Al First [ (] 1 of 1 | Last
System Source: PO Online Entry Panel PO Unit: BARFR
Transaction Amount: 23,580.00 USD PO No.: 0000003128 L
Amount: 2358000 usD  RecelPtNos 0000008008
Item:
Quantity: 1.0000 AP Unit:
Sales Tax Amount: Voucher ID: TR ZETIETTEES
Base Sales Tax Amount: Invoice:
Use Tax Amount: Invoice Date:
Base Use Tax Amount: PC Bus Unit:
Activity:

Freight Amount:
Base Freight Amount:
Fund Code:
Department:

Major Purpose Code:
Operating Unit:
Program Code:
Funding Source:
Special Initiatives:
Project Activity:
Project:

ChartField 3:

il
200732
300
3019
99999
999999
9999

B save | L\Return to Search |

Previous in List | +[E| Next in List | =] Notify | iy Refresh |

Step 8: On the Proportional Unitization Defaults page Quantity field, enter the same number of items in the
guantity field as shown on the line of the Purchase Order.

Step 9: In the Profile ID field, enter or L look up the Profile ID that applies to all of these items.

Step 10: In the Description field, enter a brief description of the items.

Proportional Unitization Defaults

Quantity: D
Profie 0

Description: I I

Step 11: Click the OK button.

Step 12: The TO Assets tab displays. CUNYfirst generates the same number of rows as entered in the Quantity

field.

Cancell Refresh |

For each row of data review the following fields:

1. The Profile ID should match the Profile ID entered on the Proportional Unitization Defaults page.
2. Asset ID should be set to NEXT since the multiple assets have not yet been created.

3. The Quantity should be '1.0000" while the number of rows matches the Quantity entered on the
Proportional Unitization Defaults page.

4. Amount should be the cost shown on the Purchase Order evenly divided by the number of items.
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FROM Asset TO Assets

Find | View Al First Bl 4 of 10 I Last

Base Use Tax Amount: Merchandise Amt:

Freight: |Base Merchandise Amount: 1,216.91)

Base Freight Amount: Currency: usD

Line Num: 1 Business Unit: BARDT =]
“Profile ID: [EQuiPMENT C | PO Ho.: |ooooon3249
FAsset ID: |NEXT I Invoice: |
Tag Number: | Activity: |
Serial ID: | Voucher: | Line: |
uantity: | 1.0000 I Total Tax: |
Cost: | 121691  Total VAT Base Amount: |
Base Cost: | 1,216.91 VAT Non Recoverable: |
sales Tax: | Non-Recoverable Base Amount: |
Base Sales Tax Amount: | Recoverable VAT: |
Use Tax: | VAT Recovery Base Amount: |
| |
| I
|
|

Totals/Balance...

Descr: equip Base Currency: usD

Fund Code: |11 Q Detailgd_ Dell Venue 11 Pro (7130/7139)
Description:

Department: 30073

Major Purpose
Code:

Operating Unit: [3019

Program
Code:

Funding
Source:

Pro!'e_ct |
Activity:

Project: |
Activity: |
ChartField 3: |

300

[99999

[999999

LLL L L L L O L

I Bl save |I,QReturn to Search | +ElPrevious in List | +E]Next in List | (=] Notify | ) Refresh |

Step 13: Click the Show next row [ icon to view the other row/s of data.
Step 14: Click the Save button.
Note: After saving the lines as separate assets:

1. Approve Financial and Physical Information
2. Assets will be loaded overnight

e Puton Hold

Use this step if the report indicating that the asset should not be added to AM (e.g. non-inventory items).

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

39|Page


https://home.cunyfirst.cuny.edu

* Enter your Username and Password and click the Log In button.
 From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Nevigate to Asset Management Send/Receive Information > Approve Physical Information > Review-A.

Step 3: Change Load Status to On Hold.

eF’rocuren’_lem i
Accounts Payable PhySiﬁal Transactions A
Asset Management )
I» Asset Transactions Interface ID: 100071 Line Num: 7
I> Depreciation Pl ID: MC Defn ID:
[» Accounting Entries - -
> Financial Reports == Il Physical A Information Find | View Al First I
-
RTE T anuto Approval Status
[> Load Transactions Unit: BARO1 Load Type: Fin Add
PHLLEEE Asset ID: NEXT Load Status  Pending |+
pformation 5 Wi 16655 —
i Description: IFad mini ¥¥iFl 1bB - Space Gr System Source:
vApprnve_F’hysmal P —— ¥ Consolidat
Informatmn Short Desc: iPad mini Profile 1D: Errored
|- Review-A Tag Number: Location: In Process
— Approve-A . . toaded
- Revewd - areald: | RYEER
— Approve-B Voucher ID: 00002985 Empl ID: i
[ Approve Lease Invoice: 4281087122 Custodian: Replaced
Information ) . e aans ’ Unitized
— Preview APIPO Invoice Date:  04/18/2074 Parent ID: —_
Information PO Mo.: Q000000275 Project:

Step 4: Click Save.

Step 5: Repeat steps 2-4 for ‘Approve Financial Information’.

e Copy an Asset

Existing assets may be copied to create new assets when the existing asset’s financial and physical information is
similar to the new asset. Once the existing asset is copied, changes can be made as needed.

Note: The function can be used only if specific asset is in an error (i.e. profile ID is blank).
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Owned Assets > Copy Existing Asset.

Step 3: The Copy Asset search page displays with the Find an Existing Value tab by default. In the Business Unit

field, enter or A look up the Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the *‘begins with’ default on the Asset Identification ;E dropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID.
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Search: Mew Window | Help | I

& L

[ My Favarites Copy Asset

[» CUNY
[ Employee Seli-Semice
[ Manager Self-Service

[> Supplier Contracts Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

[- Vendors ] ]
[ Purchasing Ma}urnum number of rows to return (up to 300} 300
[> eProcurement Business Unit: = - |BARO1 al
[ Services Procurement Assetldentiﬂcation' begins with I
[ Accounts Pavable
clAssetManaement Tag Number: begins with
| AzsetTransactions | Parent ID: begins with Q
- Owned Assets Description: beqins with =

— Express Add
Naci Asset Status: = - -
- Copy Existing Asset [l case sensitive

[ Acquisition Details

[ Asset Book Information

> Parent-Child Relationship I Search I Clear |Basic Search Save Search Criteria

[ Financial Transactions

Step 5: Click the Search button.
Step 6: The Search Results display at the bottom of the page. Select any link on the correct row.
Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 7: The Create Asset Copies page displays. Enter the Acquisition Date field that applies to the new asset in
the mm/dd/yyyy format. Alternatively, select the Choose a date |#1 icon. On the calendar, click the:
a. left Li dropdown menu, and then click the correct month;

II
b. right =1 dropdown menu icon, and then click the correct year; and lastly,

c. correct day of the month.
Step 8:Enter the Trans Date field that applies to the new asset in the mm/dd/yyyy format. Alternatively, select the
Choose a date '#1 icon. On the calendar, click the:
II
a. left =1 dropdown menu, and then click the correct month;

II
b. right =1 dropdown menu icon, and then click the correct year; and lastly,

c. correct day of the month.
Note: The Trans Date should be the same as the Receipt Date.

Step 9: Enter the Acctg Date field that applies to the new asset in the mm/dd/yyyy format. Alternatively, select the
Choose a date '#1 icon. On the calendar, click the:

.
a. left =1 dropdown menu, and then click the correct month;

.
b. right ~Zldropdown menu icon, and then click the correct year; and lastly,
c. correct day of the month.

Note: The Accounting Date must fall within the current open Accounting Period.
Step 10: Click the Create Assets button.

Note: This action cannot be reversed.
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Create Asset Copies

Business Unit: BARO1 Trans Date: 472472015 [=1)
Original Asset ID: 000000000002 COMPUTER Acctg Date:
Acquisition Date: 04/24/2015 31| Trans Code: -
*Currency: WO\ *Rate Type: WQ

Num of Asset Copies to create: 1 Create Assets

Step 11: In the Asset section Description field, enter a brief description (30 characters) of the new asset.

Step 12: In the Tag Number field, enter the assigned tag number when available.

Note: The Taggable Asset I checkbox will automatically be checked when the Tag Number field is populated.
Step 13: In the Serial ID field, enter the Serial ID.

Step 14: On the Book section Cost subsection Cost tab, edit the Cost field.

Note: The Cost field would display the source asset’s financial cost.

Step 15: On the Chartfields tab, enter these correct Chartfields for the new asset:

* Fund

* Dept (Department)

* MP (Major Purpose)

* Oper Unit (Operating Unit)
* Program

* Fnd Src (Funding Source)
* Sp Init (Special Initiatives)

Note: All the Chartfields above are mandatory and can not be blank. The Fund Code field is 50 for Capital
Assets.

*Asset ID: | MEXT Description: | | Financial Parent ID: o B
|/ ITaggable Asset Physical Component of: o=

ial ID: |

Book Find | View Al First [ PPy P

Book: SENSITIVE Sensitive Assets-Non-Financial Base Currency: USD
Firr:tlI 1of1 u Last

e
Customize | Find | View Al B | 38

Salvage Value
647.10 USD | 000 USD [sENs |

L\Return to Search | +ElPrevious in List | HE|Next in List | [=] Motify | ) Refresh
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Find | View Al First [ 4] 1of1 n Last

Book: SENSITIVE Sensitive Assets-MNon-Financial Base Currency: USD
Firrs'cn 1of1 u Last

Customize | Find | View &Il | 20 | 8

Chartfields

Oper Unit | Program ChartField 3

50_Q 10190 @ [100 @ (9999 @ (99999 @ 999998 ¢ (9999 O | Q| Q| Q¥

Step 16: Click the Save button.

Note: Clicking the Save button triggers the assignment of a twelve digit Asset ID for the new asset by CUNYfirst.

e Add Assets via Spreadsheet Upload

This function is primarily for DASNY, Research Foundation, DDCM and Non-Tax Levy. When Interfaces do not
work properly for Tax Lexy, spreadsheet upload may also be used.

Step 1: Access the Sharepoint site at https://sharepoint.cuny.edu/sites/Accounting/default.aspx. Log in using your

Sharepoint ID and Network password. Contact the Service Desk (service.desk@cuny.edu) to reset your password
if needed.

Step 2: Navigate to Shared Documents > Asset Management folder.

Step 3: Open the ‘Excel to Cl Data Input Worksheet” and complete all fields. Dates, Amounts and Accounting
information are mandatory. Leave Interface ID field blank until ready to upload.

Note: highlighted in yellow are mandatory and must be filled in for the Spreadsheet upload. For RF CUNY PO
and PRSY data, see Acq Detail Desc field (item #30) for correct format to use.
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10

11
12

13
14
15
16
17
18
19
20
21
22

23

24

25
26
27
28
29

30

31
32
33
34
35
36

37

38

Column Header

Sample Value

Use or Restrictions or Uploaded Data Elements

Interface ID 90000536 Use query cu_fsam_interface_run to get a new interface ID

Intrerface Line Number 01 Next available number in the sheet 01, 02, 03, 04, 05 etc.

Business Unit BKLO1 BKLO1 or BKLO2 etc. AS many as you have to upload

Asset ID (Next) NEXT Always NEXT assigns the next asset ID

Operating Unit 9999 See value on PO or Voucher or use 9999

Spedcial Initiatives 9999 See value on PO or Voucher or use 9999

Fund Code (50) 50 Always use "50"
Depends on department and it's purpose. You can run

Major Purpose Code 100 CU_FSAM_NBV_REPORT query to see what values have been used for
other assets.

Program Code 99999 See value on PO or Voucher or use 9999

Funding Code 803002 TSee chartin Funding Souces tab or 999999 if not one of the options
in that tab.

Department 10229 The CUNYfirst department; cannot be a budget department

Transaction Date (MM/DD/YYYY) |4/16/2007 When you obtained the asset

Accounting Date (MM/DD/YYYY) |6/10/2014 The current open Assent Management period

In Service Date (MM/DD/YYYY) |4/16/2007 When you obtained the asset

Qty Interface (1) 1 We are always interfacing one assetata time

Total Cost 32569 Total cost of the "one" asset

User ID not needed or your 8 digit ID number

Transaction Cost 32569 Total cost of the "one" asset. Same as Total Cost.

Asset Subtype Always blank. Not needed.

Taggable (Y/N) Y Options"Y" for Taggable"N" for not taggeable

TAG Number (12 char) BRO-0049372 TAG Number

Main Descr (30 char) SPECTROFLUOROMETER |Description of the asset

Short Descr (10 char) G Short Description - Holds either condition "G" or NFD status with

MM/YY format

Long Descr (254 char)

02002A; 1; 149;;;;KAI
SHUM; NANOLONG
SYSTEM.; INVDT 03-14-
2013; LAST_INVDT 03-09-
2012; INVBY LB

Detailed Description - Holds legacy building, floor and room number
along with RF Sponsors, RF Orig Sponsor, RF Principal Investigator,
Memo and Remarks separated by semi-colon. The last fields will be
truncated if they exceed 254 characters.

Acquisition Date (MM/DD/YYYY) |4/16/2007 When you obtained the asset

Asset Profile ID EQUIPMENT See chartin profile_ID tab

Manufacturer (30 char) HORIBAJOBIN YVO Can be updated after asset has been added to AM.
Serial IS (20 char) 09448B Can be updated after asset has been added to AM.
Plant/Model (30 char) FL3-2IHR Can be updated after asset has been added to AM.

Acq Detail Descr (30 char)

106078; 1234

CUNY Purchase Order and Invoice fields separated by semi-colon (30
characters). For Research Foundation PO's, the formatis Last 2 digits
of fiscal year, dash, RF followed by PO numberm semi-colon, PRSY
number (e.g. 10-RF07644357; 68822-00-37)

Transcation Amount 32569 Total cost of the "one" asset. Same as Total Cost.
Amount 32569 Total cost of the "one" asset. Same as Total Cost.
Qty Interface (1) 1 Always 1
Custodian Effective Date When you assigned the asset
Custodian (Text, Text) (30 char) Must use Lname,Fname format.
Offsite (Y/N) N Self explanatory

) . When the asset was placed on its currentlocation. Can be the same
Location Effective Date 2/16/2014 .

as In Service Date.

Location Code 1A-149 Must be in CUNYfirst. Should be checked by running query

cu_fsam_location.

Step 4: Save the file to Sharepoint under your College’s Asset Management folder or send it to OUC for approval.

Step 5: OUC will review for errors.

Step 6: Once the file is approved, open the ‘CU_FSAM_CREATE_NEW_ASSETS’ template file.
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View Al Site Content Mew = | Upload = | Actions = Settngs =

Documents : MNams
* Shared Doouments = AM_Discard_Wooksheet
* Baruch el fEI_FSAM_mEATE_w_n.SIrs =[})
ML i) CU_FSAM_LPDATE _ASSET_| OCATION
» Brooklyn =
0 CU_FSAM_UPDATE ASSET_RETIRE
= BMCC
. Gty i) CU_FSAM_UPDATE_EXISTING _ASSETS_Custodian
* CityTech =0 CU_FSAM_UPDATE EXISTING ASSETS TAG_Asset info
= G5l B CURrfirst Asset Management Excel to C1 Training handout
S el Excel to C1 Data Input Warksheet
= DDCM -
el locaton_load
« Graduate
B B Month-end schedule FY 14

Step 7: Navigate to: Reporting Tools > Query > Query Viewer to obtain the Interface ID.

Step 8: Run the Interface ID via query: CU_FSAM_INTERFACE_NUM in Reporting Tools/Query Viewer.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: Query Name » beginswith  [CU_FSAM_INTERFACE
Search |Advanced Search

Search Results

*Folder View: — Al Folders — -

Customize | Find | View A First n 10of1 n Last
Add to

Description Lwner (Frolder Favorites

CU_FSAM_INTERFACE_MUMJ Mext available AM Interface ID Public Schedule Favorite

Step 9: The report will provide the Last Interface ID Used. Add 1 to the number (e.g. 90000554) for your
spreadsheet upload.

A B
1 |Next available AM Interface ID 3
2 [Intfc 1D
3 90000553
4 90000552
5 3000055
8 90000550
7 90000549
8 90000548
9 90000547
in QNNNNRAR

Step 10: Enter the Interface 1D into the Data Input Worksheet. Copy/Paste all information from Data Input
Worksheet to the CU_FSAM_CREATE_NEW_ASSETS template, Data Input tab.
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Home Insert Page Layout Formulas Data Review View Add-Ins
lﬂ Stage Data for Submissinn] J

Step 11: Click Add Ins, then Stage Data for Submission. Log in using your CUNYfirst username and password.

FAU™ R Rl el -l CU_FSAM_CREATE_NEW_ASSETS-1 - Microsoft Excel 7

Home Insert Page Layout Formulas Data Review View Add-Ins
25 Post Results | ] submit Data

Custom Toolbars

A2 - A

Al B [ ¢ [ D | E | F [ 6 | H |

Staging & Submissic

Step 12: In “‘Staging & Submission’ tab, click Add Ins, then Submit Data. Lines noted as OK will post
automatically.

Step 13: If lines have ERRORS, click Post Results and make necessary corrections.

Step 14: Repeat step 11 and re-submit. The same Interface ID can be used as long as no new lines are added from
original.

Step 15: E-mail OUC Interface ID and Business Unit in order to load your spreadsheet to Asset Managament.

Note: 1) Profile ID: Use the appropriate value listed in the following chart.
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Profile ID Descr Asset Desc Capitalize [Taggable | Dollar Criteria
ART Art/History Treasures Art/History Treasures Y Y 5K and over
BLDG_IMPR  |Building Improvements Building Improvements Y N

BLDG_SVCS  |Building Serives Building Serives Y N

BLDG_WIP Building WIP Building WIP Y N

BUILDING Building Building Y N

COPYRIGHTS  |Copyrights Copyrights Y N

EASEMENTS  |Easements Easements Y N

EQUIPMENT  |Equipments Equipments Y Y 5K and over
FURNFIXTRS  [Furniture & Fixtures Furniture & Fixtures Y Y 5K and over
HARDWARE  |Hardware Hardware Y Y 1K and over
INFRAIMPRV  [Infrastracture Improvements |Infrastracture Improvements |Y N

INFRASTRCT  |Infrastracture Infrastracture Y N

INTDEVSFTW [Internally Developed Software |Internally Developed Software |Y N

LAND Land Land Y N

LANDIMPROV |Land Improvements Land Improvements Y N

PATENTS Patents Patents Y N

SEN_ART Art - Sensitive Items Art - Sensitive Items N Y less than 5K
SEN_EQUIP  |Equipments - Sensitive Items [Equipments - Sensitive Items [N Y less than 5K
SEN_FURFIX  |Furniture - Sensitive Items Furniture - Sensitive Items N Y less than 5K
SEN_HARDW |Hardware - Sensitive Items Hardware - Sensitive Items N Y less than 5K
SEN_SOFTW  [Software - Sensitive ltems Software - Sensitive ltems N N less than 5K
SEN_VEHIC Vehicare - Sensitive Items Vehicare - Sensitive ltems N Y less than 5K
SOFTWARE Software Software Y N 5K and over
TRADEMARKS |Trademarksmarks Trademarksmarks Y N

VEHICLES Vehiclesles Vehiclesles Y Y 5K and over

3) Funding Code: Use the appropriate value listed in the chart or ‘999999” if option is not listed.

Founding Source |Description Short Description
803001 Certification of Participation COPS
803002|Dormitory Authority State NY DASNY

803003|Gift_Donated Gift

803004 City & State Appropriated Fund Tax Levy
803005|Research Foundation RFCUNY
803006| Department of Design and Construction Management |DDCM

803007(Treasury Centralization Non-Tax Levy

4) Location Code: Use the following query to obtain valid Location Code for your college:
CU_FSAM_LOCATION

Maintain Assets

Use the Search for an Asset component to find an item’s Asset ID in CUNY first. As needed, delete an asset
transaction prior to any financial accounting entries being run. To update, many but not all, asset information fields
use the Basic Add component.

In CUNYfirst, changes may be made to the financial attributes of an asset.
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» Cost changes may be made to an asset’s base cost.

* Recategorizations change the accounting treatment of future asset financial activities.

* Transfers are changes in who ‘owns the asset’. Transfers may be made within a business unit or between
business units.

A ‘standard’ warranty may be set up when terms and conditions have common characteristics. Enter warranty,
license, and insurance related data for assets in CUNYfirst.

e Search for an Asset

Search for an asset based on specified criteria. The drill-down functionality enables you to view detailed
information about a selected asset within different Asset Management components.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Search for an Asset.

Step 3: On the Search for an Asset search page in the Asset Search Criteria section Unit field, enter or X Jook up
the Business Unit.

Step 4: To narrow the search, in the Category field, enter or X ook up the category.
Step 5: To further narrow the search from the Asset Status T dropdown menu, select the correct value.

Note: To further narrow the search, enter or A Jook up any of the additional information in either or both of the
Asset Search Criteria or Acquisition Details sections.

Note: In the Asset Search Criteria section, additional filtering options may be added on either or both of the
Additional Search Criteria or Chartfield Search Criteria links.
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Tubly bntayrate¢ Rassorces & Services Teol

Search:
®

[> My Favorites

> CUNY

[> Manager Self-Service
i> Supplier Contracts

I Vendors

i Purchasing

> Owned Assets

[> Acquisition Details

> Asset Book Information

> Parent-Child Relationship
I Financial Transactions

[ Asset Disposal

Search for an Asset

Unit: | BAROT Q| Book: Q Parent ID: Q
Category: o | Location: Q Area ID: Q
Asset ID: JAsset Status: In Senvice - |

Tag Number: Profile ID: Q Group ID:

Serial ID: Additional Search Criteria Chartfield Search Criteria

PO Unit: Q Receipt Unit: Q AP Unit: Q PC Bus Unit: Q

PO No.: Receipt No: Voucher: Project ID: Q

Retrieve

> History
> Depreciation
> Accounting Entries
b Financial Reports
> Send/Receive Information
b Service and Maintenance
[ Physical Inventory

[ Mass Change

— Search for an Asset [=] Notity
— Print an Assel 4
— Asset Definitions Center

Step 6: In the Retrieve section, select one or more of the I checkboxes to return that information about the
assets in the Search Results.

[T costinformation | Acquisition Information || Location [“Icustodian | Lease

["Non capital Asset Hint

Search Clear

Note: The Lease checkbox is not in use at CUNY at the present time.
Step 7: Click the Search button.

Step 8: The Search Results Asset Information tab displays in Asset ID numerical order the first ten assets that
meet the selection criteria.

Note: As needed, select another tab including Asset Cost Information, Acquisition Details, Owner/Custodian, or
Work Maintenance to provide additional information to identify the asset.

Step 9: If more than ten items are in the search results, then click the View All link or [ Show next row button
to view additional other rows ten at a time.

Step 10: To download the Search Results as an Excel file, click the & Download icon on the Search Results —
Select One Asset to Continue title bar. An Excel file with the Search Results will be downloaded automatically to
the local computer.

Step 11: On the Asset Information tab, select the radio button of the correct asset.

Step 12: On the Drill Down To li dropdown menu select one of these components:

* Asset Accounting Entries
* Asset Basic Information
* Asset Cost Adjust/Transfers
* Asset Cost History
* Asset Depreciation
* Asset Retirements
» Copy Asset
» Define Tax/Depr Criteria (define tax and depreciation criteria)
* Print an Asset
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Search | Clear | Drill.Down Th: — Select Component — - GO

Search Results - Select One Asset to Continue Customize | Find | View A1 | B 88 First Bl 110 ora0 B Last
" Asset Information T Asset Cost Information ‘|’ Acguisition Details ‘[ Owner/Custodian T Work Maintenance :
Description Asset Subtype |Tag Humber
@ BAROT 000000000601 PAINTING ARTWORK 210 PAINTING BAR-0017126 In Service
©) BARO1 000000000610 PAINTING ARTWORK 210 PAINTING BAR-0017128 In Service
() BARO1 000000000620 PAINTING ARTWORK 210 PAINTING BAR-0017130 In Service
- BARO1 000000000625 PRINT ARTWORK 210 PRINT BAR-0017131 In Senice
() BARO1 000000000630 PRINT ARTWORK 210 PRINT BAR-D017132 In Service
©) BARO1 000000000635 PAINTING ARTWORK 210 PAINTING BAR-0017133 In Service
() BARO1 000000000640 PRINT ARTWORK 210 PRINT BAR-0017134 In Service
- BARO1 000000000645 PAINTING ARTWORK 210 PAINTING BAR-0017135 In Service
. BARD1 000000000655 PHOTOGRAPH ARTWORK 210 PHOTO BAR-0017137 In Senvice
, BARO1 000000000659 PRINT ARTWORK 210 PRINT BAR-0017138 In Service

Step 13: Click the Go! button to go to that component for the selected asset.

e Delete Pending Asset Transactions

CUNYfirst allows you to delete newly created assets for which accounting entries have not yet been created or
processed. Usually you can delete the assets in the same day as it is created since account entries are getting
created overnight. If an asset is not available in the search results of the Delete Asset page, it means that
accounting entries for this asset have already been created, and it is no longer available for deletion.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Financial Transactions > Change/Delete Pending
Trans.

Step 3: The Change/Delete Pending Trans search page displays with the Find an Existing Value tab by default. In

the Business Unit field, enter or A Jook up the Business Unit.
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Step 4: Click the Search b
B

[» My Favorites

[ CUMY

[ Employee Self-Sernvice

[> Manager Self-Service

[» Supplier Contracts

[ Vendors

[ Purchasing

utton.
Change/Delete Pending Trans

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300} |300

[ eProcurement Business Unit: = - |EIA,R[]‘] Q
[ Senvipes-Precurerment Asset Identification: pegins with ~ |
Acco
iﬁsse“fmﬂj S Transaction Date: = - | El
— Asset Transactions Accounting Date: = - | E{J

[» Owned Assets

> Acquisition Details Description: begins with ~ |

I Asse’mf‘:a se Sensitive

[+ Pare i i i

= Financial Transactions . L
e Search Clear |Ela5||: Search Save Search Criteria

— ChangeMelate Panding
Trans
[ Asset Disposal

Step 5: The Search Results display at the bottom of the page. Select any link on the correct row.
Step 6: The Pending Trans Update/Delete tab displays. Click the Delete... button.
Step 7: Click the OK button.

Step 8: This message displays: “Save confirms this pending open transaction deletion. You have asked to delete
this pending transaction. Pressing Save commits this change to the database. If there are multiple books that you
want to affect, be sure to press Delete on the other books before saving.” Then click the OK button.

Pending Trans Update/Delete

Unit: BAROD1 AssetlD: 000000000026 TYPEWRITER, ELECTRIC

Tag: BAR-0000619

Disposed
First n 10of1 u Last

Find | View Al

Book Name: SENSITIVE Sensitive Assets-Mon-Financial Currency: LUSD
Transaction Type: RET Asset Retirement Update...
Date/Time Stamp: 1002372014 11:27:.49AM p—l
Transaction Date: 101712014
Accounting Date: 101712014
Transaction 1D: 1

User ID: 10854202

To keep books in synch, remember to make changes to all books.

SReturn to Search | +ElPrevious in List | +ElNextin List | [SInotity | b Refresn |

Step 9: The Pending Trans Update/Delete page displays. Click the Save button.
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e Update Asset Information

Non-financial information such as Serial ID, Location, Custodian and Offsite fields are updated through the Basic
Add component.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Owned Assets > Basic Add.

Step 3: Run Mass Disposal query and attach to AM Discard Worksheet. Type in the tag you wish to dispose of.
Cut BU, Asset ID, and Asset Class and paste to the Update Asset Retire Query

Step 4: On the Asset Basic Information search page Find an Existing Value tab Business Unit field, enter or Q
look up the Business Unit.

Step 5: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the ‘begins with’ default on the Asset Identification Li dropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID. If you only have part of an ID or tag, use the
“Contains” on the Asset Identification dropdown menu.

(2) . .
& My Favorites Asset Basic Information
[ CUMY

[ Employee Self-Semnice

[ Manager Self-Senvice

[ Supplier Contracts Find an Existing Value

[- Vendors . ]
b Purchasing Maximum number of rows to return (up to 300). |300

I eProcurement Business Unit: = - | BAROA QLI
[ Senvices Procurement Asset ldentification: begins with - [000000000004

[~ ACCOLINIS Fayable

Enter any information you have and click Search. Leave fields blank for a list of all values.

L AssetlManagement ] Tag Number. begins with =
Assel [ransactions Parent ID: begins with a
— Owned Assets L : :
Description: -
: oegins wih
Asset Type: = - -

— Copy Existing Asset
[» Acquisition Details Asset Subtype: begins with - Q

[ Asset Book Information . -
- Parent-Child Relationship [include History [[| case Sensitive

[ Financial Tranzactions

[ Asset Disposal -m Clear |BasicSearch = Save Search Criteria
[» History 4|

Step 6: Click the Search button.

Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.
Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 8: The General Information tab displays. Select the Asset Information tab.
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General Information 'ﬁsselhlunnaiun Asset Acquisition Detail Location/Comments/Attributes

Unit: BARD1 AssetiD: 000000000004 PC, LAPTOP Tag: BAR-0050462 In Service

Asset Information
Description: PC, LAPTOP Short Description: |G o

Step 9: In the Manufacturer Information section Serial ID field, enter the Serial ID.
Step 10: In the Manufacturer Name field, enter the name of the manufacturer.

Step 11: In the Model field, enter the manufacturer’s model identification.

* Manufacturer Information

Serial ID: {laLvavi |

Manufacturer ID: | &}
Manufacturer Name: [DELL ]

Model: l | Q

Product Version: Production Date: 5]
Plant: \LATITUDE E400 Contact: |

VIN: SKU:

IP Address: Number of CPUs

Step 12: In the Custodian Information section Custodian field, enter the name of the custodian.

Note: Use the format — Last Name,First Name Middle Name. As an example, Roosevelt,Franklin Delano.
Step 13: For assets that are not always in the same location, click the This Asset is Offsite ™ checkbox.

Step 14: On the Comments section header, click the b Expand icon.
Step 15: In the Comment field, as needed, enter comments.

>

Step 16: On the Image section header, click the Expand icon.

Step 17: Click the Attachments 4 icon.

&

Step 18: Click the Add Attachment button.
Step 19: The File Attachment pop up window displays. Click the Browse button.
Step 20: Within CUNYfirst, your Computer older displays. Click the document to be uploaded into CUNYfirst.
Note: The uploaded file must be a .jpg.
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Step 21: Click the Open button.
Step 22: Click the Upload button.

Step 23: When there is more than one attachment, click the Add Attachment button to begin the attach cycle
again.

Step 24: Click the Save button.

e View Book
View detailed book change history.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > History > Review Book.

Step 3: On the Asset Book History search page Find an Existing Value tab Business Unit field, enter or A look
up the Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Step 5: Alternatively, in the Tag Number field enter the tag number.

Step 6: From the Asset Status lE dropdown menu, select the correct value.

Step 7: Click the Search button.

Search:

©)

> My Favorites Asset Book History

[ CUNY
[ Employee Self-Semvice
[- Manager Self-Service

[ Supplier Contracts Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

ggi':gﬁ;ing Maximum number of rows to return (up to 300): [200
[ eProcurement Business Unit: = - BARO1 E|
[ Senvices Procurement Asset ldentification: pegins with -
[ Accounts Payable - -
Tag Humber: begins with -
== Asset Transactions Parent ID: begins with - Q

[ Owned Assets o - -
Description:
[+ Acguisition Details g begins with

I Asset Book Information Asset Status: = _ -
[ Parent-Child Relationship [ case Sensitive

[ Financial Transactions
Clear |Easic8earch Save Search Criteria

4

[ Asset Disposal

Step 8: The Search Results display at the bottom of the page. Select any link on the correct row.
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Note: An entry in the Asset Identification field or Tag Number field reduces the Search Results to a single row.
Step 9: The List tab displays. View the Unit, Asset ID, Short Description, and Tag that confirms the asset.
Step 10: In the Book section, the Book Name and Currency display.

Step 11: In the Book History List subsection, assets transactions display in rows with these fields: Date/Time
Stamp, Trans Date, Acctg Date, Change Type, Status, and Method (always Straight Line).

Step 12: Select the detail link to view more information.

Unit: BARD1 AssetlD: 000000000009 PC, LAPTOP Tag: BAR-0050463

Firstn 1 of 1 u Last

Book Name: SENSITIVE Sensitive Assets-Mon-Financial  Currency: USD

Book History List Customize | Find | view A1 20| B8 First Bl 4 o5 1 B ast

Date/Time Stamp Trans Date Acctg Date Change Type |Status Method Detail
1 0215/2014 4:17:19AM 10M13/2009 101372009 Add Non Depr Straight Line

Elsave |I,QRBturn to Searchl +[Elprevious in List | +ElNextin List | [Znotify |

Step 13: The Detail tab displays. In the Details subsection, view these lighlighted fields:
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List Detail

Unit: BARD1 AssetliD: 000000000005 PC, LAPTOP

Tag: BAR-D05G6435

First [ 4] 1 of1 [} | Last

Book Name: CAPITAL Capital Assets-Financial

Find | View Al

Currency: USD

Fir.lst!I 1of1 )| Last

Details

Eind | View Al

03/3114 3:16:00PM 052212013 05/22/2013
Addition Depreciate
051222013 Fy m Depreciate When In Service
Resume Di: Suspend Pd:
Straight Line m Life-to-Date
60 Periods

| Depr Pass Lifel

End Date:

Future Depr Yrs:

Cost Limit:

Bl save | L\Return to Search | +ElPrevious in List | E] Next in List | [=] Notify |

Step 14: Click the Return to Search button to view other Assets.

Cost Adjust an Asset

There are two ways to cost adjust an asset.

1. The revised cost of the asset may be entered. For example, documentation is provided that the cost of each
refrigerator is reduced to $440.

2. An amount to be subtracted or added to the cost of the asset may be entered. For example, documentation is
provided that the cost of each refrigerator is -$60.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer
Asset.
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Step 3: The Asset Cost Adjust/Transfers search page displays with the Find an Existing Value tab by default. In

the Business Unit field, enter or A look up the Business Unit.

Search:

)

& My Favorites Asset Cost Adjust/Transfers

[ CUNY
[ Employee Self-Sernvice
[ Manager Self-Senvice

[ Supplier Contracts Find an Existing Value

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Viendors . )
& Purchasing ru1aX|r11um numher of rows to return (up to 300): 300
[ eProcurement Business Unit: = - I | Q I
[ Senices Procurement Asset ldentification: pegins with | |
[ Accounts Payable - -
ASset Management Tag Number: begins with -
Asset Transactions Parent |D: begins with - | Q
[ Owned Assets P - .
Description: -
[ Acquisition Details P begins with |
[» Asset Book Infarmation Asset Status: = - -
- F’_arem—_[:hlld Relat!nnsmp [T Include History [l correct History [l case Sensitive
= Financial Transactions

— Cost AdjustTransfer
Asset I Search | Clear |Easic8earch SaveSearchCriteria
— Change/Delete ' -
Trans

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the *‘begins with’ default on the Asset Identification LEdropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID.

Step 5: Click the Search button.
Step 6: The Search Results display at the bottom of the page. Select any link on the correct row.

Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 7: The Main Transaction tab displays. On the Action lEdropdown menu, select Adjustment and then click
the Go! button.

Unit: BARDO41 AssetiD: 000000000005 PC, LAPTOP Tag: BAR-0056435 In Service
Transaction Date: [04/29/2015 [&] [“Icopy changes to Other Books
Accounting Date: |04/29/2015 [5] Copy to Other Books Options
: Amount -
Transaction Code: | a Transfer Other Books by:
Adjust Other Books By: Amount -
Rate Type: CRRNT Q)
ype Include Convention: Exclude -
Action: | Adiustment ~| | co!

Note: Make sure you choose the correct Transaction Date and Accounting Date.

1) Transaction Date: It is when the actual change regarding specific asset taking place.
2) Accoutning Date: Current open Asset Management period.
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Step 8: The Cost Information tab displays. In the Cost field, enter the cost in dollars and cents with two decimal
places.

Step 9: Alternatively, in the Adjust Current Row By field, enter the amount to be subtracted preceded by a ‘-
‘ minus sign or the amounted to be added.

Step 10: Click the Apply button to the center left.

Step 11: Click the Save button.

Unit: BARO1 AssetiD: 000000000005 PC, LAPTOP Tag: BAR-0056435

In Service

Change Location

Find | View All First [ 4] 1 0f1 n Last

Book Name: CAPITAL Capital Assets-Financial Base Currency: USD Convention; Full Year M1 -
| Adjust All Rows By: | Percent: [ quantity:| | cost: | | curr:[UsD Q]  Apply ] [+][=]
Quantity Cost Salvage Category CostType Unit

|0.0000 |[ 1,087.00{ | 0.00/ |HARDW BARD1

Fund Dept MP Oper Unit Program Fnd Src Sp Init Proj Act Project ChartField 3

50 10393 300 95949 959949 803004 9959

Adjust Current Row By: | uUsD %

W L\Return to Search | +[ElPrevious in List | +[E]Next in List | =] Notify | FlupdateiDisplay | JElinclude

Step 12: To verify the result, in the Universal Navigation Header select the New Window link.

Step 13: Navigate to: Asset Management > Asset Transactions > History > Review Cost.

Step 14: On the Asset Cost History search page Find an Existing Value tab Business Unit field, enter or A look
up the Business Unit.

Step 15: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNY first.

Step 16: Click the Search button.

Book Find | view Al First Kl 4 or ¢ I Last
Book Name: CAPITAL Capital Assets-Financial Currency: USD
Total Cost:  2,000.00

Customize | Find | View A1 B 3 First K 1.2 o2 B Last

" Cost [[[Chartficiis

Total Cost | Detail
1,087.00 Detail

1 052212013 _ADD

2 04/29/2015 913.00 Detail
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Step 17: On the Cost History List tab Book section Cost tab Trans Type column, the ADJ value displays for cost
adjustments. As needed, select the Detail link to view more information about the adjustment.

e View Cost
Review capitalized and non-capitalized asset cost transactions.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
 From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > History > Review Cost.

Step 3: On the Asset Cost History search page Find an Existing Value tab Business Unit field, enter or A look
up the Business Unit.

L) .
& My Eavoiikes Asset Cost History
[ CUNY
[ Employee Sel-Sernvice

|[> Manager Self-Semvice

[» Supplier Contracts Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

[» Vendors . ]
I Purchasing Maxl.rnum number of rows to return (up to 300} (300
> eProcurement Business Unit: = - | B4RO1 E |
[> Senices Procurement Asset Identification: pegins with -« |
[ Accounts Pavable
- Asset Manageme Tag Number: begins with _»
— Asset Transactions Parent ID: begins with Q
[ UWNEQD ASSELS N~ - -
D i - -
[+ Acquisition Details escription begins with
I Asset Book Information | | Asset Status: = - ~|

[ Parent-Child Relationship
[» Financial Transactions

Asset Disposal
| vHismaI I Search II Clear |Easic: Search Save Search Criteria

— Review Book

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

[[I case Sensitive

Step 5: Alternatively, in the Tag Number field enter the tag number.

Step 6: From the Asset Status LEdropdown menu, select the correct value.
Step 7: Click the Search button.
Step 8: The Search Results display at the bottom of the page. Select any link on the correct row.

Note: An entry in the Asset Identification field or Tag Number field reduces the Search Results to a single row.
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WView Al First n 1-100 of 300 O Last

Tag Humber [Parent ID|Description

BARO1 000000000001 BAR-0000313 (blank) MELTING POINT APPARATUS In Service
BAROA 000000000002 BAR-0054195 (blank) COMPUTER In Service
BAROA 000000000003 BAR-0038787 (blank) SWITCH In Sernvice
BAROA 000000000004 BAR-0050462 (blank) PC, LAPTOP In Sernvice

Step 9: The Cost History List tab Book section Book Name CAPITAL displays.

Step 10: If more than fifteen transactions exist, click the (1 Show next row button to view the other rows fifteen
at a time.

Step 11: Alternatively, select the View All link.

Cost History List Cost History Detail Mon Cap History List Mon Cap History Detail

Unit: BARD1 AssetID: 000000000004 PC,LAPTOP Tag: BAR-0050462 In Senvice

Boo i 4 5 3

Book Name: CAPITAL Capital Assets-Financial Currency: USD

Total Cost:  1,153.00

A
Customize | Find | View Al | | i First [ 4] 10f1 L} Last

Total Cost | Detail
1 09/06/2009 ADD 1.0000 1,153.00{Detail ||

Bl save | L\ Return to Search | [=] Wotify |

Step 12: To download the transactions as an Excel file, click the &I Download icon on the blue bar. An Excel file
with the transactions will be downloaded automatically to the local computer.

Step 13: To view more detail about a specific transaction, select that Detail link. The Cost History Detail tab
displays for that transaction.

Step 14: On the Cost History Detail tab, click the View All link or [ Show next row button to view one row at a
time.

Step 15: Click the Non Cap History List tab to view the Book Name SENSITIVE.

Step 16: If more than fifteen transactions exist, click the (1 Show next row button to view the other rows fifteen
at a time.

Step 17: Alternatively, select the View All link.

Step 18: To download the Date transactions as an Excel file, click the i Download icon above Total Cost. An
Excel file with the items will be downloaded automatically to the local computer.

Step 19: To view more detail about a specific transaction, select that Detail link. The Non Cap History Detail tab
displays for that transaction.

Step 20: On the Non Cap History Detail tab, click the View All link or [ Show next row button to view the
details one row at a time.

6l|Page



Step 21: Click the Return to Search button to view other Asset ID’s.

e Recategorize an Asset

Change the Asset Category of an existing asset. It is the Asset Category of an asset that determines how the asset
will be treated in future financial transactions such as depreciation.

Note: User may only recategorize an asset within the SENSITIVE category or CAPITAL category. You may not
recategorize an asset from SENSITIVE to CAPITAL or vice versa.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer
Asset.

Step 3: The Asset Cost Adjust/Transfers search page displays with the Find an Existing Value tab by default. In

the Business Unit field, enter or Q look up the Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the ‘begins with” default on the Asset Identification T dropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID.

Step 5: When the Asset ID is not known, as needed, to narrow the results, from the Asset Status 1 dropdown
menu select the correct value.

Step 6: Click the Search button.
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Search:

)

I My Favorites Asset Cost Adjust/Transfers

[ CLINY
[ Employee Sel-Sernvice
[ Manager Self-Sernvice

[» Supplier Contracts Find an Existing Value

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Viendars ] ]
> Purchasing rv1ax|mum number of rows to return (up to 300); |300
[- eProcurement Business Unit: = - | | Q |
[ Senices Procurement Asset Identification: negins with | |
[ Accounts Payable - -
Asset Management Tag Number: begins with -
Asset [ransactions Parent ID: begins with ~ | Q,
[> Owned Assets L —
Description:
> Acquisition Details o begins with ~ |
I> Asset Book Information Asset Status: = - -

[ Pareni-Child Relationship

= Financial Transactions

Cost AdjustTransfer

[Clinclude History | Correct History |_| Case Sensitive

I Search l Clear |EIasicSearch Save Search Criteria

— Change/Delete Pending
Trans

Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.

Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 8: The Main Transaction tab displays. On the Action LE dropdown menu, select Recategorize and then click
the Go! button.

Unit: BARD1 AssetiD: 000000000002 COMPUTER Tag: BAR-0054195 In Service
Transaction Date; 04/29/2015 [+ [“I copy Changes to Other Books
Accounting Date: |04/29/2015 [&] Copy to Other Books Options
Transaction Code: | Q Transfer Other Books by: ~ Amount -
Adjust Other Books By: Amount -

Rate Type: CRRMT

e Include Convention: Exclude -
Action: | Recategorize -| I GO! |

Note: Make sure you choose the correct Transaction Date and Accounting Date.

1) Transaction Date: It is when the actual change regarding specific asset taking place.
2) Accoutning Date: Current open Asset Management period.

Step 9: The Cost Information tab displays. In the Book section Edit Cost Information subsection Category field,

enter or “4 look up the new category value.

63|Page



Dnaes seviemes | | rsesines s gy

Main Transaction Cost Information

Unit: BAROD1 AssetlD: 000000000069 PC, LAPTOP Tag: BAR-0056448 In Semvice

Change Location

Find | View Al First BB 14 o 1 BN | ast

Book Hame: CAPITAL Capital Assets-Financial Base Currency: USD Convention:  Actual Month 11 -
+ Cost History

Edit Cost Information

D‘|

Quantity Cost Salvage Category [ostType Unit
|0.0000 | 1,087.00 0.000 HARDWC | @ BARDT
Fund Dept MP Oper Unit Program Fnd Src Sp Init Proj Act Project ChartField 3

50 10383 300 9999 99999 803004 9999

Bsave | LiReturnto Search | +Elprevious in List | +ElNextin List | [Snotity | Jupdateispiay | JElinclude ¢

Step 10: On the Look Up Category page in the Search Results, click any link on the correct row.

Look Up Category

SetiD: SHARE
Asset Category: begins with ~ |

Look Up Clear | Cancel |EIasicLO0I(ug

Search Results
1-20 of 20 u Last

Artwark / Historical Treasures
Building Improvements
Building

Building Senvices
Construction in Progress
Copyrights

Equipment

Step 11: The Cost Information tab displays with the selected category.

Step 12: Click the Save button.
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Main Transaction Cost Information

Unit: BARO1 AssetlD: 000000000069 PC,LAPTOP Tag: BAR-0056448 In Service

Change Location

Find | View Al First [ 4 10f1 n Last

Book Name: CAPITAL Capital Assets-Financial Base Currency: USD Convention: Actual Month M1 -

+ Cost History

Edit Cost Information

D|

Quantity Cost Salvage Category {ﬁtType Unit
|0.0000 | 1,087.00 0.0 Fouir (@ | @ BARDT

Fund Dept MP Oper Unit Program Fnd Src Sp Init Proj Act Project ChartField 3
50 10383 300 9999 99999 803004 9999

(==

AReturn to Search | +ElPrevious in List | +ElNextin List | Sotity | Fupdate/isplay | 2 inciud

Step 13: Navigate to: Asset Management > Asset Transactions > Owned Assets > Basic Add.
Step 14: On the General Information Tab of the specific asset, change the profile ID. Then click Save.

Note: User cannot go directly to Basic Add to change the profile ID.

[ My Favorites ]
[ CLINY Unit: BARD1 AssetID: 000000000069 PC, LAPTOP Tag: BAR-0056448 In Service
[ Employee Self-Semvice .
[> Manager Self-Service Asset Information
b Sapbler Contracts Description: [PC. LAPTOP Short Description: 3521629 v
b . CAP #: Q sea#| QA getRandDinfo.
[> Services Procurement /I Taggable Asset Tag Number: BAR-0056448
b :Ccoms Payable ' Asset Class: Q, Auction Status: Allowed to be Auctioned
- Asset Managemen i - )
— Asset Transactions Asset Type: HARDWARE Region Code: Q,
= D'\EHEU ASS:L;E Asset Subtype: Q Capitalized Asset
- *Asset Status: In Service - New Asset
— Copy Existing Asset Acquisition Date:  |05/22/2013 [y [ Available For Use
[> Acquisition Details Placement Date: [51) [T composite Asset
[> Asset Book Information Collateral Asset: - - . ,7
> Parent-Child Relationship o IR Q
> Financial Transactions *Acquisition Code: ~ Purchased -
I+ Asset Disposal FERC Code: Q
- History Financing Code:
I- Depreciation L : Q ) )
[ Accounting Entries Fair Value: 0.00 USD Appraisal Date: Eair Market Value Details
[ Financial Reports
[- Send/Receive Information Replacement Cost: Last Update: El
[> Sem’_ce and Maintenance Index Name: | Q,
[ Physical Inventory
— Search for an Asset Subindex Name: | Q,
— Print an Asset iy . lﬁ
Maone -
— Asset Definitions Center | EarantiChiid e £ Q7
- Commitment Control Profile ID: [FQUIPMENT Q Book Page
[» Set Up Financials/Supply
Chain
[> Enterprise Components
I Worklist | Flsave |I£{Return to Search | FlUpdate/Display | 47 Include History
[» Tree Manager

e Transfer Assets within a Business Unit
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Update a record when an asset is retained by the original business unit while being located at another business
unit or location, such as department, major purpose, funding source.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer
Asset.

Step 3: The Asset Cost Adjust/Transfers search page displays with the Find an Existing Value tab by default. In
the Business Unit field, enter or X look up the Business Unit.
Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the ‘begins with’ default on the Asset Identification LE dropdown menu, and then enter the wildcard

“%” followed by the non-zero digits at the end of the Asset ID.

Step 5: To further narrow the results, from the Asset Status LE dropdown menu select the correct value.

Step 6: Click the Search button.

Search:

& My Favorites Asset Cost Adjust/Transfers

[ CLINY
[- Employee Sel-Service
[ Manager Sel-Service

[ Supplier Contracts Find an Existing Value

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Vendors 3 _
> Purchasing f-.-'la}{I.lem number of rows to return (up to 300): (300
[= eProcurement Business Unit: = - | | Q, |
[ Senices Procurement Asset Identification: negins with | |
[ Accounts Payable
Asset Management Tag Number: begins with -
Asset Transactions Parent ID: begins with Q

[ Dwned Assets NP - -

[» Acquisition Details Description: begins with ~

I» Asset Book Information Asset Status: = - -

> Parent-Child Relationship

— Cost AdjustTransfer
Asset I Search I Clear |Easi|: Search Save Search Criteria

— Change/Delete Pending -
Trans

DIncludeHistonr DCorrectHistory [“|case sensitive

Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.

Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 8: The Main Transaction tab displays. On the Action lE dropdown menu, select Transfer and then click the

Go! button.
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femee e iieep gy ommmeeiimn . o
Main Transaction

Unit: BARO1 AssetID: (000000000002 COMPUTER Tag: BAR-0054195

In Semvice
Transaction Date: |04/28/2015 E{J ] Copy Changes to Other Books
Accounting Date: [04/29/2015 5] Copy to Other Books Options
Transaction Code: | Q Transfer Other Books by: ~ Amount  ~
Adjust Other Books By: Amount -
Rate Type: CRRNTQ J ‘ By:
Include Convention: Exclude -
Action: I Transfer v I
Bsave | LiReturn to Search | +Elprevious in List | +ElNextin List | [notity | JHupdate/Display | JEinciude History

Note: Make sure you choose the correct Transaction Date and Accounting Date.

1) Transaction Date: It is when the actual change regarding specific asset taking place.
2) Accoutning Date: Current open Asset Management period.

Step 9: The Cost Information tab displays. In the Book section Edit Cost Information subsection Dept field, enter
or “4 look up the new category value.

Step 10: On the 2 Look Up Dept page in the Search Results, click any link on the correct row.

Step 11: The Cost Information tab displays with the selected department.

Step 12: Click the Save button.

Find | View Al First [ 4] 10f1 n Last
Book Name: SENSITIVE Sensitive Assets- Base Currency: USD Convention: Actual Month M1 -
Man-Financial
¥ Cost History
Edit Cost Information
[=]

Quantity Cost Salvage Category CostType Unit

[1.0000 | B47.10 | 0.00) SENS BARO1

Fund |JDept EP Oper Unit Program Fnd Src Sp Init Proj Act Project ChartField 3

50 (@)[10190 Q@ 100 (9999 G (99999 Q) (999999 O 9999 Q | Q| Q| Q
Adjust Current Row By: | usD Apply | o

Qﬂeturn to Search | tElPrevious in List | +ElNextin List | [notify | Jupdateiisplay | Jinclude

e Transfer Assets between Business Units

Update a record when an asset is transferred from the original business unit to a recipient business unit.
Note: If the transfer is between two schools (i.e. Baruch College to Hunter College), contact OUC to do that.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
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* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer
Asset.

Step 3: The Asset Cost Adjust/Transfers search page displays with the Find an Existing Value tab by default.

In the Business Unit field, enter or 2 look up the Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

II
Note: Leave the ‘begins with” default on the Asset Identification I dropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID.

Step 5: To further narrow the results, from the Asset Status Li dropdown menu select the correct value.
Step 6: Click the Search button.
Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.

Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 8: The Main Transaction tab displays. On the Action L: dropdown menu, select Interunit Transfer and then
click the Go! button.

Unit: BARD1 AssetliD: 000000000001 MELTING POINT APPARATUS Tag: BAR-0000313 In Service
Transaction Date: |04/29/2015 [x] [“Icopy Changes to Other Books
Accounting Date; |04/29/2015 5] Copy to Other Books Options
. A t -
Transaction Code: Q Transfer Other Books by: moun
Adjust Other Books By: Amaunt -
Rate Type: CRRNT
» Include Convention: Exclude -
Action: InterUnit Transfer + cot|

Note: Make sure you choose the correct Transaction Date and Accounting Date.

1) Transaction Date: It is when the actual change regarding specific asset taking place.
2) Accoutning Date: Current open Asset Management period.

Step 9: The Cost Information tab displays. In the InterUnit Transfer section Enter New Business Unit Information

subsection New Unit field, enter or 2 look up the Business Unit to which the asset is to be transferred.
Note: Only those business units to which the user has been granted security will appear on this look up table.

Step 10: The Cost Information tab displays. In the Book section Edit Cost Information subsection, enter the new
Chartfields at the new Business Unit for the asset:

* Fund
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* Dept (Department)

* MP (Major Purpose)

* Oper Unit (Operating Unit)
* Program

* Fnd Src (Funding Source)
* Sp Init (Special Initiatives)

Note: All the Chartfields above are mandatory. None of them should be blank. The Fund Code field is 50 for
Capital Assets.

Main Transaction Cost Information

Unit. BARO1 AssetID: 000000000001 MELTING POINT APPARATUS Tag: BAR-0000313 In Senvice

InterlUnit Transfer

er Hew B e 0 0 d M ;. ]
Mew Unit: Q. New Asset ID: InterlUnit Transfer Options
Profile ID: Trans Code: Use Profile
Change Location
Find | View All First [ 4] 10f1 o Last
Book Name: SENSITIVE Sensitive Assets- Base Currency: USD Convention:  Actual Month 11 -
Mon-Financial
0 0
Q 0 0 0
=
Quantity Cost Salvage Category CostType Unit
[1.0000 | 628.00 | 000 [sENS @ [ @ BARDA
Fund Dept MP Oper Unit Program  Fnd Src Sp Init Proj Act Project ChartField 3
50 Q [10208 |ci [100 ¢y (9999 '@ (99999 @ (099999 ¢ (9999 o | a | Q| aQ

- L\Return to Search | +ElPrevious in List | +ElNext in List | EInotity | /update/Display | /Zinclude

Main Transaction | Cost Information

Step 11: Click the Save button.

Note: Location codes are business unit specific. Update the location fields using the Basic Add component.

e Run a Report via Query Viewer
Generate asset management reports.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Reporting Tools > Query > Query Viewer.
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CUNY/irst

Tully iegraied Bewsurces L Services Tsol

Worklist | Addto Favortes |  Sign out

Search: Main Menu =
) @ Reporting Tools

[> My Favorites =3 i .
[ CUNY Run, create, and manage queries and nVision reports.
[ Employee Self-Semvice = Report Manager r/ LJUEery |
[ Manager Self-Semice Review report list. Extract information using visual
[ Supplier Contracts representations of your PS
[ Vendors database.

: — Query Viewer
b Purchasing i=| Schedule Query

[ eProcurement
[- Services Procurement
[ Accounts Payable
[ Asset Management
[ Commitment Control
[ Set Up Financials/Supply
Chain
[- Enterprise Components
[ Worklist
[ Tree Manager
[ Query

— Report Manager
[ PeopleTools

Step 3: Enter the query name then click Search. Then click search.

Note: All Asset Management reports begins with “CU_FSAM”.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: CQueryName v beginswith ||cu_Fsam

Search [Advanced Search

Step 4: Click on the desired report in specific format.

Note: HTML, Excel, XML format are avaialble. Choose one of them based on the size of the report. For large
data, choose Excel for best result.
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Search Results

*Folder View: — All Folders —
Customize | Find | View Al | First B0 430 of a7 I Last
Description e
Zescrption Favorites
CU_FSAM_ALLOC_PURCHASES_QUERY Public HTML Excel XML Schedule Favorite
CU_FSAM_ALLOC_VOUCHER QUERY Public HTML| Excel XML Schedule Favorite
CU_FSAM_ALL_NO_TAG_NUM_ASSETS ﬁ‘;‘ag R e HTML Excel XML Schedule Favorite
CU_FSAM_ALL_TAGGED_ASSETS ‘;:';SEQEMSSE‘S'MSS Public HTML Excel XML Schedule Favorite
AMO1 - Most Info Rep . .
CU_FSAM_AMO1 e Public HTML Excel XML Schedule Favorite

Step 5: Enter the Business Unit and date range. Then Click View Results

Business Unit (% for all):

From Acq Date:

To Acq Date: —
View Results

There is a location query which provides all valid location for BU: CU_FSAM_LOCATION

“CUNY/irst

Fully letegrates fazoarces & Sacvices Teol

Search:
® )
> My Favorites Query Viewer
b B0 Enter any information you have and click Search. Leave fields blank for a list of all values:
[ Manager Self-Semnice . .
—|I> Supplier Contracts . — |
> Vendors Search By: QueryName - begins with I |cu_Fsam_LocaTion I
[ Purchasing
[» eProcurement ﬂlw
[ Accounts Payable
[ Asset Management
=i Commitment Cantrol
[» General Ledger + My Favorite Queries - Find i | 4 [P - -
[ Set Up Financials/Supply
Chain
Ea’gm‘r&secomponemﬁ CU_FSAM_LOCATION Valid Locations by BU FPublic HTML f§Excel XML Schedule E|
I» Tree Manager CU_FSAM_LOCATION_BLANK_INVALID Assetw/ blanks orinvalid loc ~ Public HTML Excel XML  Schedule [=]
I~ Reporting Tools - : :
SO CU_FSAM_MISSING_CF Missing Chartfields in Asset Public HTML Excel XML Schedule [=]
JOURMALCHECK_OMLIMNE_2 Joumnal check - not posted jm Public HTML Excel XML Schedule E|
— Schedule Query
[> PSinVision Clear Favorites List |

CU_FSAM_LOCATION - Valid Locations by BU

BU {like BAR%): ||
View Results |

Note: For example, you are trying to access the voucher in business unit Baruch 01 from March 1%, 2015 to April
30", 2015. Here is how it looks like after you click HTML and then enter all the required information.
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CU_FSAM_ALLOC_VOUCHER_QUERY

Unit: BaRO1T |

From Acctg Date: [03101/2015 [+

To Acctg Date: 0413012015 |[5
View Results

Download results in : Excel SpreadSheet CSVTextFile XMLFile (7 kb)

H 1-19 0f 19 ]
Unit AsszetID Descr Dept | Fund | MP | Oper Unit | Fnd Src | Program | Spinit | Voucher Aszset Cost | Vchr Amount | Acctg Date | Fund | Account

1 BARO1 000000009813  15BARPR-0000003463 80250 10 355 9999 999999 99999 9999 00007150 -479.000 39.000 031372015 10 53905
2 BARO1 000000009813  15BARPR-0000003463 80250 10 355 9999 999999 99999 9999 00007150 578.000 39.000 04/02/2015 10 53905
3 BARO1 000000009952  Xerox D-95 Copier wi/ Stapler/F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 23870.000 03/04/2015 M 55006
4 BARO1 000000009952  Xerox D-95 Copier w/ Stapler’F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 71610.000 03/04/2015 11 55006
5 BARO1 000000009953  Xerox D-95 Copier w/ Stapler/F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 71610.000 03/04/2015 11 55006
6 BARO1 000000009953  Xerox D-95 Copier w/ Stapler/F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 23870.000 03/04/2015 11 55006
7 BARO1 000000009954  Xerox D-95 Copier w/ Stapler’F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 71610.000 03/04/2015 11 55006
8 BARO1 000000009954  Xerox D-95 Copier w/ Stapler/F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 23870.000 03/04/2015 11 55006
9 BARODT 000000009955  Laptop for Professor Max Krame 80109 50 100 9999 999999 99999 9999 00006560 1949.000 1949.000 03/04/2015 10 55006
10 BARO1 000000009956  Laptop for GCMC 10129 50 300 9999 999999 99999 9999 00007309 1183.330 1183.330 03/01/2015 10 55006
11 BARO1 000000009957  Optiplex 9020 ES Minitower (vP 80042 10 355 9999 999999 99999 9999 00007069 662.000 G62.000 03/01/2015 10 53905
12 BARO1 000000009958  MacBook Air 11 in for Prof Fer 10129 50 300 9999 999999 99999 9999 00007552 1524.000 1624.000 03/04/2015 10 55006
13 BARO1 000000009960  OptiPlex 9020 Mini Tower (210- 20069 10 350 9999 999999 099999 9999 00006226 858.850 1917.700 03/01/2015 10 53905
14 BARO1 000000009961  OptiPlex 9020 Mini Tower (210- 80069 10 350 9999 999999 99999 9999 00006826 958.850 1917700 03/01/2015 10 53805
15 BARO1 000000009974  Xerox D-95 Copier w/ Stapler/F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 23870.000 03/01/2015 11 55006
16 BARO1 000000009974  Xerox D-95 Copier w/ Stapler/F 80073 50 300 3019 999999 99999 9999 00007253 23870.000 71610.000 03/01/2015 11 55006
17 BARO1 000000009986  15BARPR-0000003468 80073 10 350 9999 999999 99999 9999 00007350 2307.220 78.220 03/01/2015 10 53905
18 BARO1 000000009986  15BARPR-0000003468 80073 10 350 9999 999999 99999 9999 00007148 2307.220 29.000 03/01/2015 10 53905
19 BARO1 000000009986  15BARPR-0000003468 80073 10 350 9999 999999 99999 9999 00007147 2307.220 2121.000 03/01/2015 10 55006

e Schedule Query
Generate asset management reports for large amount of data.
Step 1: Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Reporting Tools > Query > Query Viwer.
Step 3: Enter the query name then click Search. Then click search.
Note: All Asset Management reports begins with “CU_FSAM”.

Step 4: Click on “Schedule” for the desired report.
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Search Results

*Folder View: _ Al Folders — -

Description S

Zescrnption Favorites
CU_FSAM_ALLOC_PURCHASES_QUERY Public HTML Excel XML Schedule Favorite
CU_FSAM_ALLOC_VOUCHER_QUERY Public HIML Excel XML Schedule Favorite
CU_FSAM_ALL_NO_TAG_NUM_ASSETS I'?;tag”“'“bm e HTML Excel XML |Schedule | Favorite
CU_FSAM_ALL_TAGGED_ASSETS ‘gji';sfge‘jassms'mass Public HIML Excel XML Schedule Favorite
CU_FSAM_AMO1 e Public HTML Excel XML Schedule Favorite

(CAPITAL) Al

Step 5: Type in Run Control ID, which is the same as Query Name. Then click Add.

Eind an Existing Value Add a New Value

(uery Name: |CU_FSAM_AMOD4
Run Control IDy CU_FSAM_AMD4|

Add

Step 6: Enter the Business Unit and date range. Then click OK.

CU_FSAM_AMO04

Business Unit:)par01

From Date: 0710172014 |=

To Date: (0510112015 i
oKk || cancel |

Step 7: Enter Description of the query. Then click OK.

Step 8: Select the desired Format using the ll dropdown menu. Click OK.

Note: If the file is expected to be big, choose TXT format for best result.

e e 1 ~

Process List
Select |Description
PSQUERY PSQUERY Application Engine

Process Name

Web

Step 9: Click on Schedule Query on the navigation panel.
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Menu O
' ®

> My Favorites Schedule Query

[ CUNY
[ Employee Sel-Senice
> Manager Sel-Service

[ Supplier Contracts Find an Existing Value Add a Mew Value

[ Vendaors . ]
* Purchasing Maximum number of rows to return (up to 300). 200

[ eProcurement Search by: Run Control ID - begins with|

[ Services Procurement .

> Accounts Payable [Flcase sensitive

[ Asset Management

[ Commitment Control Search | Advanced Search

[ Set Up Financials/Supply
Chain

[ Enterprise Components

[> Worklist

[ Tree Manager

= Reporting Tools

— Query

— Clyery Viewe

— Schedule Query

— Report Manager

Enter any infarmation you have and click Search. Leave fields blank for a list of £

Find an Existing Yalue | Add a Mew Value

Step 10: Click Search. The search result will be displayed and click on the desired report.

Step 11: Click OK. Then click on Process Monitor.

Process List First Kl 1.3 or 2 B Last

Select |Instance | Seq. | Process Type S Run Date/Time Run Status W Details

1204432 Application Engine PSQUERY 23027882 04/29/2015 12:23:33PM EDT e | Details

Step 12: Wait for the report to be generated and posted.

Note: Click Refersh for updated status. When Distribution Status shows Posted, the report is ready.

View Process Request For

User ID: IWQ Type: » Last - ’71 Days -
Server: ¥ Name: Q, Instanoe:| to |
Run ~ Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View &1 | B0 ] B First B 4.7 o7 B0 Last
Select |Instance | Seq. |Process Type —— |User Run DateiTime Run Status w
1204327 Application Engine PSQUERY 23027892 04/22/2015 3:32.04PM EDT  Success INIA Details
1204326 Application Engine PSQUERY 23027892 04/22/2015 3:31.27PM EDT ISUCCESS I IF'GSted IIM I
1204325 Application Engine PSQUERY 23027892 04/22/2015 3:31:09PM EDT  Success Posted Details

Step 13: Click on Details.
Step 14: Click View Log/ Trace. Retrieve the desired report under the File List section.
Step 15: Next time when you need to run this specific report, repeat step 9-11.

Note: You can adjust the dates as your run specific report in the future by clikcing Update Parameters.
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Schedule Query

Run Control ID:  CU_FSAM_AMO4 Report Manager Process Monitor

Query Hame: |CU_FS.-°«[¥'|_.‘\|'U'|U4 Search |

*Description:  |AssetManagement

|Ugdate Parameters I

Prompt Name Value
BUSINESS_UNIT |E|.»°\RU1
ACQUISITION_DT I 2014-07-01 I
ACQUISITION_DT I 2014-12-31 I
I Bl save I E\Return to Search Eradd | Update/Display

Retire Assets

In CUNYfirst, both financial and non-financial assets may be retired. As needed, both financial and non-financial assets
may be reinstated. Retired assets may be viewed. The Print Asset Information component allows some asset information
to be printed from your browser.

o Retire a Financial Asset

After an asset disposal notification is received from the business owners, the asset retirement process occurs to
record the disposal and related financial information.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Asset.

Step 3: On the Asset Retirements search page Find an Existing Value tab Business Unit field, enter or X look up
the Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the *begins with’ default on the Asset Identification ;Edropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID.

Step 5: On the Asset Statuslf dropdown menu, select In Service.
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[ My Favorites

[ CLUMY

[ Employee Self-Semvice
[ Manager Self-Semvice
[ Supplier Contracts

[ Vendors

[ Purchasing

[ eProcurement

[ Sernvices Procurement
[ Accounts Payable

— Asset Disposal

)

[ Owned Assets

[+ Acquisition Details

[ Asset Book Information

[ Parent-Child Relationship
[- Financial Transactions

— Retire/Reinstate Asset
— Disposal Waorksheet

Step 6: Click the Search button.

Asset Retirements

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Maximum number of rows to return (up to 300): (300

Business Unit: S BARD1 Q
Asset ldentification: pegins with -

Tag Number: begins with ~ |
Parent ID: begins with v| Q
Description. beqgins with - |
Asset Status: = - | In Service vl
["Icase Sensitive

Search Clear |Basic Search B Save Search Criteria

Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.

Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 8: The Retire Assets page displays. Verify the Tag is In Service.

Retire Assets QOther Options By Chartfield

Unit: BARD1 AssetlD: 000000000005 PC, LAPTOP Tag: BAR-0056435 In Service

Trans Date: | 05/04/2015

Acctg Date:  |05/04/2015 Rate Type: CRRNT

Book Name: CAPITAL Capital Assets-Financial Base Currency: USD As Of: 05/04/2015

Find | View All Firr:-t!I 1 of 1 u Last

Retire As:  Abandonment

- Gol | Quantity: 0.0000

[7] copy Changes to Other Books Cost: 2,000.00

Retirement Find | View &1 First N 4 op 4 Il Last
*Disposal Code: Retirement by Sale DatelTime: 05/04M15 3:34:31PM Ret Status: Unretired

Quantity: 7 Retirement Amt: 0.00 USD

Removal Cost: 0.00| RC Curr: |USD Base Removal Cost: 0.00

Proceeds: 0.00 prcurr USD|  [B Base Proceeds: 0.00

Convention: Actual Month M1 - Accum Depr: 0.00

Trans Code:  Sold Gain/Loss: 0.00

Retire Option:  Calculate GainlLoss

Bl save | L\Return to Search | +E|Previous in List | +[E Next in List | =] Hotify |

Step 9: On the Retire As Li dropdown menu, the value of Retirement by Sale displays by default. As needed,
select one of these values: Abandonment, Cannibalize for other Assets, Casualty Loss, Disappeared Assets,
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Disposal Due to Theft, Donated to External Group, Returned to Inventory, Scrapped Assets, and Traded in for
another Asset.

Step 10: Click the Go button.

Step 11: The Trans Date defaults to today’s date.

As needed, overwrite the Trans Date in the mm/dd/yyyy format. Alternatively, select the Choose a date #icon.
On the calendar, click the:

a. left LE dropdown menu, and then click the correct month;

b. right LE dropdown menu icon, and then click the correct year; and lastly,
c. correct day of the month.

Note: The Trans Date must fall within the current open Accounting Period.

Step 12: The Acctg Date defaults to today’s date.

As needed, overwrite the Acctg Date in the mm/dd/yyyy format. Alternatively, select the Choose a date = jcon.
On the calendar, click the:

a. left lﬁdropdown menu, and then click the correct month;

b. right Lﬁdropdown menu icon, and then click the correct year; and lastly,
c. correct day of the month.

Note: The Acctg Date must fall within the current open Asset Management Period. Make sure you choose the
correct Transaction Date and Accounting Date.

1) Transaction Date: It is when the actual change regarding specific asset taking place.
2) Accoutning Date: Current open Asset Management period.

Mew Window | Help | Customize Page | ¥

Retire Assets Other Options By Chartfield

Unit: BARO1 AssetID: 000000000005 PC,LAPTOP

lTrans Date: [05/01/2015 &) IlAcctg Date; |05/01/2015 Eﬂl Rate Type:

Tag: BAR-0056435 In Service

CRRNT -

Firstn 10f1 u Last

Find | View Al

Book Name: CAPITAL

Capital Assets-Financial

Retire As:

Scrapped Assets

H |

Base Currency: LUSD

As Of:

05/01/2015

Quantity: 0.0000

[l copy Changes to Other Books Cost:

Retirement

Find | View Al

2,000.00
First 4] 1of4 n Last

*Disposal Code: Scrapped Assets Date/Time: 05/01/15 2:56:52PM Ret Status: Mew

Quantity: g Retirement Amt: -2,000.00 USD
Removal Cost: | 0.00 RC Curr: |USD QI Base Removal Cost: 0.00
Proceeds: [ 0.00 prcurr: |USD QE'E‘. Base Proceeds: 0.00
Convention: Actual Month M1 - Accum Depr: 0.00
Trans Code:  Scrapped ~ | Gain/Loss: 0.00
Retire Option:  Calculate GainlLoss I

IE[lsﬂve I,QReturn to Search | +EPrevious in List | +Enextin List | [Snotity |

Retire Assets | Other Options | By Chartfield

77|Page



Step 13: In the Book section Retirement subsection, as needed, in the Removal Cost field, enter the value in
dollars and cents with two decimal places.

Step 14: In the Proceeds field, enter the value in dollars and cents with two decimal places.
Step 15: On the Trans Code LE dropdown menu, select the correct value.

Step 16: On the Retire Option ;E dropdown menu, the value of Calculate Gain/Loss displays by default. As
needed, select of these values: Fully Depr no Future Expense or Fully Depr with Future Expense.

Step 17: Click the Save button.

Note: The Asset Status updates to Disposed.

e Mass Disposal via Spreadsheet
This function allows users to retire multiple assets at once.

Step 1: Access the Sharepoint site at https://sharepoint.cuny.edu/sites/Accounting/default.aspx. Log in using your
Sharepoint 1D and Network password. Contact the Service Desk (service.desk@cuny.edu) to reset your password
if needed.

Step 2: Navigate to Shared Documents > Asset Management folder.

Step 3: Open the “CU_FSAM_UPDATE_ASSET_RETIRE” and complete all fields. Business Unit, Asset ID
and Asset Class are all mandatory. Specific format for each column are required. Asset ID is 12 characters,
including the number 0. Asset class includes CANIBALIZ, DONATED, OBSOLETE, SALVAGED,
SCRAPPED, and RET_INVENT.

Note: Descriptions of each Asset class can be found in Disposition Type Table on page xx.

Data Input

BASIC_CI

Racord Type 000 |Record Type 000 [Record Type 000
mmmmm 12char]|Asset Class (CANNIBALIZ, DONATED, OBSOLETE, SALVAGED, SCRAPPED, RET_INVENT) |

Step 4: Save the file.

Step 5: Click Add Ins, then Stage Data for Submission. Log in using your CUNYfirst username and password.

Home Insert Page Layout Formulas Data Review View | Add-Ins
ﬂ Stage Data fanubmissinn] J

Step 6: In “Staging & Submission’ tab, click Add Ins, then Submit Data. Lines noted as OK will post
automatically.
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P 522 R [ S e CU_FSAM_CREATE_MEW_ASSETS-1 - Microsoft Excel

Home Insert Page Layout Formulas Data Review View
5 Post Resuit | 8 submit Data

Step 7: If lines have ERRORS, click Post Results and make necessary corrections.

Step 8: Repeat step 11 and re-submit.

Step 9: E-mail OUC asset class and Business Unit to request for processing.

e View Retired Assets

Each retired asset’s transactions may be viewed in summary or detail. The data may be viewed or downloaded in
an Excel file.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Asset Transactions > History > Review Cost.

Step 3: On the Asset Cost History search page Find an Existing Value tab Business Unit field, enter or A look
up the Business Unit.

Step 4: From the Asset Status lE dropdown menu, select Disposed.
Step 5: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Step 6: Alternatively, in the Tag Number field enter the tag number.

)

> My Favorites Asset Cost History

[ CUNY
[» Employee Self-Senvice
[> Manager Self-Service

[> Supplier Contracts Find an Existing Value

[> Mendors . ]
b Purchasing Maximum number of rows to return (up to 300) (300

> eProcurement Business Unit: = - BARSS al
Asset ldentification: pegins with -

Enter any information you have and click Search. Leave fields blank for a list of all values.

| A Managemen Tag Humber: begins with
— Asset Transactions Parent ID: begins with - Q
5 o
Description: i ith «
I Acquisition Details P begins with
- Asset Book Information Asset Status: = ~ | Disposed ~|

[ Parent-Child Relationship
[ Financial Transactions

[ Asset Disposal g
- Histo Search il Clear |EasicSearch SaveSearchCriteria

[Cl case Sensitive
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Step 7: Click the Search button.
Step 8: The Search Results display at the bottom of the page. Select any link on the correct row.
Note: An entry in the Asset Identification field or Tag Number field reduces the Search Results to a single row.

Step 9: The Cost History List tab Book section the Book Name CAPITAL displays.

I Cost Historv List I Cost History Detail Mon Cap History List MNon Cap History Detail

Unit: BARSS AssetlD: 000000000001 COMPUTER Tag: BAR-0050470 Disposed

Find | View All First [ 4] 1 of1 o Last

|Bookﬂame: mPITALI Capital Assets-Financial Currency: USD

Total Cost. 0.00

Customize | Find | View Al |0 |88 First Bl 42 or2 B st

" Cost ||iChartficids

Total Cost | Detail

1 10/07/2008 ADD 1,290.0d Detail |
2 08/21/2014 RET -1,290.00 Detail

Bsave | QReturn to Search | +ElPrevious in List | +ElNextin List | [Snotiry |

Step 10: If more than fifteen Acctg Date transactions exist, click the (1 Show next row button to view the other
rows fifteen at a time.

Step 11: Alternatively, select the View All link.

Step 12: To download the Acctg Date transactions as an Excel file, click the &2 Download icon on the blue bar.
An Excel file with the Acctg Date transactions will be downloaded automatically to the local computer.

Step 13: To view more detail about a specific Acctg Date transaction, select that Detail link. The Cost History
Detail tab displays for that transaction.

Step 14: On the Cost History Detail tab, click the View All link or [ Show next row button to view one row at a
time.
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Cost History List Cost History Detail I Mon Cap History List MNon Cap History Detail
I

Unit: BARS5 AssetlD: 000000000001 COMPUTER Tag: BAR-0050470 Disposed
Find | View All First | 4 1 of 1 n Last
Book Name: CAPITAL Capital Assets-Financial Base Currency: USD
Eind|view Al First Bl 4 or; B ot
Acctg Date: 10/07/2008 Trans Date:  10/07/2008 Date/Time Stamp: 03/31/2014 3:16:58PM
Trans Type: ADD Asset Addition Interunit Transfer Information
Trans Code: Unit:
Cost: 1,290.00 USD Asset ID:
Base Cost: 1,280.00 USD Book:
Salvage: Exchange Rate
Quantity: 0.0000
A = Rate Type:  CRRNT
" Rate Effdt: 10/07/2008
User ID: 10856293 Exchange Rate: 1.00000000
Category: HARDW Hardware
Cost Type:
Fund Code: 50 Invested in Capital Assets-Net
Department: 65040 Executive Programs
Major Purpose Code: 100 Instruction
Operating Unit: 9999 OU not applicable
Program Code: 99999 PC not applicable
Funding Source: 803007 Treasury Centralization
Special Initiatives: 9999 Sl not applicable
Project Activity:
Project:
ChartField 3:

Bsave | QReturnto Search | 1ElPrevious in List | +ElNextin List | EInotity |

Step 15: Click the Non Cap History List tab to view the Book Name SENSITIVE.

s iemem g mmmemen

Cost History List

Cost History Detail Non Cap History List Mon Cap History Detail

Unit. BARSS AssetID: 000000000001 COMPUTER Tag: BAR-0050470 Disposed

Find | View Al First 4] 1 of1 n Last
Book Name: CAPITAL Capital Assets-Financial Currency: USD

e
customize | Find | view Al | B0 B8 First Kl 4 o1 Il L ast
|
Cost |{[Chartficids

Total Cost | Detail
1 0.00 Detail

B)save | QReturnto Search | +EPrevious in List | +ENextin List | SINotify |

Step 16: If more than fifteen Acctg Date transactions exist, click the View All link or Show next row button to
view the other rows fifteen at a time.

Step 17: Alternatively, select the View All link

Step 18: To download the Acctg Date transactions as an Excel file, click the &£ Download icon on the blue bar.
An Excel file with the Acctg Date items will be downloaded automatically to the local computer.

Step 19: To view more detail about a specific Acctg Date transaction, select that Detail link. The Non Cap History
Detail tab displays for that transaction.

Step 20: On the Non Cap History Detail tab, click the View All link or (1 Show next row button to view the one
row at a time.
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Cost History Detail

Unit: BARS5 AssetlD: 000000000001

Mon Cap History List

COMPUTER

[ Non Cap History Detail 1

Tag: BAR-0050470 Disposed

Book Name: CAPITAL

Acctg Date:

Trans Type:

Trans Code:

Cost:

Base Cost:

Salvage:

Quantity: 0.0000
User ID:

Category:

Cost Type:

Fund Code:
Department:

Major Purpose Code:
Operating Unit:
Program Code:
Funding Source:
Special Initiatives:
Project Activity:
Project:

ChartField 3:

Capital Assets-Financial

Trans Date:

0.00
0.00

Currency: USD

Date/Time:

Find | WView All First (] 10f1 o Last

First n 10f1 u Last

Find | View Al

Transfer Information

Unit:
AssetID:

Exchange Rate

Rate Type:
Rate Effdt:

Multiplier:
Divisor:

Blsave | [SiReturn to Search J| +[ElPrevious in List | +[E] Next in List | [=] Notify |

Step 21: Click the Return to Search button to view other Asset ID’s.

e Reinstate a Financial Asset

After an asset reinstatement notification is received from the business owners, the asset reinstatement process

occurs to record the reinstatement and related financial information.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

Step 2: Navigate to: Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Asset.

Step 3: On the Asset Retirements search page Find an Existing Value tab Business Unit field, enter or X look up
the Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the ‘begins with’ default on the Asset Identification LE dropdown menu, and then enter the wildcard

“%” followed by the non-zero digits at the end of the Asset ID.

Step 5: On the Asset Status LE dropdown menu, select Disposed.
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e Asset Retirements

[ CLUNY
[ Employee Self-Senvice
[ Manager Self-Senvice

[ Supplier Contracts Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

E Ei?:?r?;mg Maximum number of rows to return (up to 300): (300
I eProcurement Business Unit. = - | BARD1 @)
[ Services Procurement Asset Identification: pegins with ~ I
[» Accounts Payable - -
[ZsseManagement Tag Number: begins with ~
Parent ID: begins with | o}

[ Owned Assets S - -
> Acquisition Details Description: begins with ~ |
> Asset Book Information Asset Status: = +~ |Disposed -]
[ Parent-Child Relationship
[ Financial Transactions

| Assef Disposal
— Retire/Reinstate Asset
— Lisposal Workshee

[[I case Sensitive

I Search I Clear |Basic Search [S] Save Search Criteria

Step 6: Click the Search button.
Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.
Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 8: The Retire Assets page displays. Verify the Status is Disposed.

Retire Assets Other Options
Unit: BARD1 AssetlD: 000000000009 PC,LAPTOP Tag: BAR-0050463
Trans Date:  05/01/2015 Acctg Date: | 05/01/2015 Rate Type:  CRRNT
First (] 10of1 n Last
Book Name: SENSITIVE Sensitive Assets-Non-Financial Base Currency: USD As Of: 05/01/2015
Retire As: Retirement by Sale - Go Quantity: 0.0000
Copy Changes to Other Books Cost: 0.00
Retirement Find | View Al First Kl 4 or 4 BN Lagt
*Disposal Code: Scrapped Assets Date/Time:  06/03/14 9:25:30AM Ret Status: Calculated [ Reinstate
Quantity: -1.0000| b Retirement Amt: -639.00) USD
Removal Cost: 0.00| RC Curr: |USD Base Removal Cost: 0.00
Proceeds: 0.00| prcurr; USD, [ Base Proceeds: 0.00
Convention:  Actual Month M1 Accum Depr: 0.00
Trans Code: Gain/Loss: -639.00
Retire Option: ~ Calculate GainlLoss

.QReturn to Search | +[Elprevious in List | +ElNextin List | =notify |

Step 9: In the Book section, click the Reinstate button.

Step 10: Click the Save button.

Note: The Asset Status updates to In Service.
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e Print Asset Information

Select an asset to generate one page of basic asset information including default book and depreciation attributes,
and asset cost information for the default book.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Print an Asset.

Step 3: On the Print an Asset search page Find an Existing Value tab Business Unit field, enter or A look up the
Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the *‘begins with’ default on the Asset Identification L: dropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID.

Step 5: In the Tag Number field, enter the tag number.
®

[ My Favorites Print an Asset

[ CUMY
[ Employee Self-Service
[ Manager Self-Service

[> Supplier Contracts Find an Existing Value

E‘;’i?sr?;ing Maximum number of rows to return (up to 300). (300

[» eProcurement Business Unit: = - AR
I Senices Procurement Asset Identification: pegins with

[ Accounts Payable : :
[CAseManagemer] Tagumber: begins wih ~

[ Asset Transactions
[» Depreciation

[ Accounting Entries
[ Financial Reports
[ Send/Receive Information
[ Service and Maintenance
[ Physical Inventary

— Search far an Asset

|- Print an Asset

— Asset Definitions Center

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search Clear |Basic Search 5] Save Search Criteria

Step 6: Click the Search button.

Step 7: The Search Results display at the bottom of the page. Select any link on the correct row.
Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 8: The Printable View of Asset page displays. Follow your browser’s prompts to print the page.

Note: In Mozilla Firefox, right click the page. For Macs hold control and right click. A pop up window appears.
Select or hover over “This Frame’. A second pop up window appears. Select ‘Print Frame...".
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Printable view of Asset

Unit: gamo1 AssstiD: 000000000001 WELTING POINT ARTARATUS Hatus: nSenice &g of Date osa1/2013
Tag Musmiber- BAR-O000313 Taggable ssst
assat Clags: mmm
Profiis I SEN EQUIP  Egulment - Sensihe ems Composits Assst
. Raplacamsnt Lssst
Location: A-ETL Lanorztory
This Assst ks OTsits
durea 1D
Hisw sgest
Parsnt 10 Clustersd Assst
Group Assst Flag: Mo S Hazardous Lssst
Financing Coe:
Acquisition Code: Purchezed Acquisiion Data: O7T/0R1985
Feptacamant Cost: Last Updats:
Indsx Hams: Odd st 1D
Subdndex Maimea:
Cap & Leasa Assat ID:
Contsct: Phons £
Manufactursr: FIEHER Mogs:
Contsct: Product Version:
Zarial 1D EdFd
Custogian: MATURAL SCIENCE DEFT Empl ID:
R and D Start Dats: R&D Piant Uiss NBV for R and D
Collateral assst: JuBUS:
Deoecummesnit: FERC Cosda:
Deafauit Book and Deprectation attributss
Fund Costa: 50
D=partmsnt: gli i ]
Boo# Mams: Cumency:
In Zarvics Date: Calcutation Typs:
Convention: Depreciation Status:
Bagin Depr Dats:
Mathod:
Futurs Dapr ¥rs: Deroqgaton Depraciation
Low alus
End Date:
Depraciats Whan In Ssnvics
Ussul Lifa: Periods
Ageat Cost Information for Detault Book
Catsgory Cost Typs Cost Zalvaps Valus
0,000 0,000
Fund Dept MF 3: Program Fnd e Spinit  Proj Act Projsct f"'tm
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Depreciation

e View Depreciation
View depreciation-related information for assets.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
 From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Depreciation > Review Depreciation Info > Asset Depreciation.

Step 3: On the Asset Depreciation search page Find an Existing Value tab Business Unit field, enter or < look
up the Business Unit.

Step 4: In the Asset Identification field, enter the twelve digit number that identifies the asset within CUNYfirst.

Note: Leave the *begins with’ default on the Asset Identification li dropdown menu, and then enter the wildcard
“%” followed by the non-zero digits at the end of the Asset ID.

®

1 BT Asset Depreciation

[ CLUMY
[ Employee Self-Service
> Manager Self-Service

[ Supplier Contracts Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

[> Vendors ] ]
b Purchasing rv1ax|mum number of rows to return (up to 300). |300
[ eProcurement Business Unit: = - |BARD1 [ |
[» 3enices Procurement Asset ldentification: begins with -
. ACCOn Favanle
— Asset Management Tag Number: begins with -
[- Asset Transactions Parent ID: begins with - Q,
Description:
[> Open Transactions v pegins with ~
) Processing Asset Status: = - -

[: What-If Scenarios
- Review Depreciation Info
— Asset Depreciation
— Depr Summary by Cost Clear |Easi|: Search Save Search Criteria
Type
— Depreciation Process Log

[[I case sensitive

Step 5: Click the Search button.
Step 6: The Search Results display at the bottom of the page. Select any link on the correct row.
Note: An entry in the Asset Identification field reduces the Search Results to a single row.

Step 7: The Asset tab displays with a summary of basic asset and depreciation information.
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Depreciation Period Depreciation

Unit: BARO1 AssetlD: 000000000005 PC, LAFTOP Status: In Service
Profile ID: HARDWARE  Hardware
Asset Class:
Tag Number: BAR-0056435
Acquisition Code: P
Acquisition Date: 0512212013

Book usto Find | X First BN 4 of 1 Il Last

Book Description Currency Method Convention
1|CAPITAL |Capital Assets-Financial Straight Line

Bl save | L\Return to Search | #ElPrevious in List | +E]Next in List | =] Motify |

Step 8: Click the Period Depreciation tab to view the periods specified when the asset was entered.

Depreciation |

Asset Period Depreciation

Unit: BARODO1  AssetlD: 000000000005 PC, LAPTOP Status: In Service
Book Name: CAPITAL Capital Assets-Financial Currency:  USD

Get Period Depreciation

[¥] Expense [¥] Accum Year: 2015 - GetPeriodDeprl

Depr. Accum Adjustment

Period Depreciation

Oper Unit |Program |End Src

2015 1 DFR 1812 50 10393 300 9999 99999 803004 9999
2015 2 DPR |18.12 50 10383 300 9999 99999 803004 9999
2015 3 DPR |18.12 50 10393 300 9999 99999 203004 9999
2015 4 DPR |18.12 50 10383 300 9999 99999 803004 9999
2015 5 DPFR |18.12 50 10393 300 9999 99999 803004 9999
2015 6 DPR |18.12 50 10393 300 9999 99999 803004 9999
2015 7 DPFR |18.12 50 10393 300 9999 99999 803004 9999
2015 8 DPR |18.12 50 10383 300 9999 99999 803004 9999
2015 9 DPR |18.12 50 10393 300 9999 99999 803004 9999
2015 10 DPR |18.12 50 10383 300 9999 99999 803004 9999
2015 M DPFR |18.12 50 10393 300 9999 99999 803004 9999
2015 12 DPR |18.08 50 10383 300 9999 99999 803004 9999

Step 9: Click the Depreciation tab to view depreciation information for the year.

Step 10: To calculate the net book value, click the Calculate NBV button.
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Asset Depreciation Period Depreciation

Unit: BARD1 AssetiD: 000000000005 PC, LAPTOP Status: In Service
Book Name:  CAPITAL Capital Assets-Financial Currency:  USD

* Net Book Value

Cost: 2,000.00 As Of Fiscal Yearr 2015 = Period: | 11
Salvage Value: 0.00
Accum Depr:

- 63412 Calculate NBY
Net Book Value: 1,365.88

This asset has pending depreciation of some transaction

Yearly Depreciation Customize | Find |

Depreciation Amt

2013 217.40 50 10393 300 9999 99999 803004 9999
2014 217.40 50 10383 300 9999 99989 803004 9999
2015 217.40 50 10393 300 9999 99999 803004 9909
2016 217.40 50 10393 300 9999 99999 803004 9989
2017 217.40 50 10392 300 9999 99999 803004 9999

|ﬁ5ave I,QReturn to Search | tElPrevious in List | +E]Nextin List | [Snotity |

Step 11: When the net book value is calculated, click the Save button.

Physical Inventory

Physical inventory provides the ability to verify the existence and location of physical assets in a given area or business
unit. The results of physical inventory are loaded back to the system and adjustments to asset records are made as
appropriate. Every year, the due date for re-inventory is December 31

e Obtain Access to Tumbleweed

In order to perform re-inventory steps, users need to have the access to Tumbleweed, a platform for uploading
scanned files.

Step 1: Enter https://cunyportal.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* Select Tumbleweed Request Form.
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APPLICATIONS | RESOURCES |=
i@%i Chancellor's Report
|E| Blackboard
wi Student Advisement Degree Audit

Im:lsi Financial Aid Certification Tracking System
|!‘I ePermit
|| eSIMS (Online Registration)

|-@I Coastal Storm-Shelter Staff Registration

I I_ﬂ:| Tumbleweed Request Form
S

| BookList

|@| Full-Time Faculty Scholarship and Creative
|==&Md Activity Collection

(=) site Li
I__E_| Site Licenses

Step 2: Fill out the entire request form.

BUSINESS REQUIREMENT

Do you need access to an existing folder @ Yes © Mo

If you selected Yes provide name of folder |Assetlﬁru1cc |

If you selected No provide a name for the new folder to be created

ll\re you the primary cowner of this new folder © Yes @ Nc-l

List the names of the people who you be sharing files with below:

Note: Select “Yes” for question “Do you need access to an existing folder”. Select “No” for question “Are you the
primary owner of this new folder”.

Note: For name of folder, type in Asset/(school name). Examples: Asset/BMCC, Asset/Baruch, Asset/Bronx,
Asset/Brooklyn, Asset/CSlI, Asset/Central, Asset/City, Asset/Graduate, Asset/Hostos, Asset/Hunter, Asset/JJay,
Asset/Journalism, Asset/KBCC, Asset/LAW, Asset/LaGuardia, Asset/Lehman, Asset/MedgarEvers, Asset/NCC,
Asset/NYCCT, Asset/QBCC, Asset/Queens, Asset/SPS.

Step 3: Submit the form.

e Run Scan Analysis Query

Run the scan analysis report to see all the assets included in the re-inventory. The report will also show assets that
have been scanned and assets that need to be scanned.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.
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Step 2: Navigate to: Reporting Tools > Query > Query Viewer.

Step 3: On the Query Viewer search page in the begins with field, enter report name
“CU_FSAM_AMPI_SCAN_ANALYSIS”. Then click Search.

Search: New Window | Help | Customize Page |

®

1> My Favorites Query Viewer

[ CUNY

[ Employee Self-Semice

[- Manager Sel-Semice

[ Supplier Contracts

[ Vendors

[ Purchasing

[ eProcurement

[ Semvices Procurement

[+ Accounts Payable

[- Asset Management

[» Commitrment Control

[ Set Up Financials/Supply
Chain

[ Enterprise Components

[» Warklist

[ Trae W13

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: Query Name ~ beginswith  J/CU_FSAM_AMPI_SCAN_ANALYSIS |

Advanced Search

Search Results

*Folder View: — Al Folders — -

CL_FSAM_AMPI_SCAM_AMALYSIS §| Asset Scanner Data Analysis  Public

Schedule Favorite
CU_FSAM_AMPI_SCAMN_AMALYSIS2 Scanner Diata Analysis (after) Public HTML ML  Schedule Favorite

|- Query Viewer
— Schedule Query
— Report Manaaer

Step 4: Select query name “CU_FSAM_AMPI_SCAN_ANALYSIS” by clicking on the Excel Link.
Step 5: Enter school name. Then click view result. (Only the first three letters)

CU_FSAM_AMPI_SCAMN_ANALY SIS - Asset Scanner Data Analysis

BU (First 3 chars for oollege:-
View Results

. |Asset| Asset

Tag
Status |Humber pescr

Step 6: Analyze the report. Look for any assets that has “NFD” (Not Found) in the Condition column. These are
the assets will need to be scanned. Once scanned the condition will change to “G”

5 T u v W
305t|;| 3can LEH:ati[i;| File Name |;| Most recent scan dau Cunditiu

QO|Page

628 A-B24 INV-AM-BAR_MISCDECLI. oo 12/12/2014 12.07|G
647.1 B-9-274 INV-AM-BAR_Zicklin3.mxt 5/22/2014 12:00 G
737.39 A-1203 INV-AM-BAR_SWITCHES2. et 10/14/2014 16:09 G
1153 D-906 INV-AM-BAR_MISCIANZ 1/6/2015 15:46 G
1087 | B-2-260 INV-AM-BAR_HONOR. et 10/8/2014 12:04 G
b2E A-824 INV-AM-BAR_MISCDECI] ot 12/12/2014 12:07 |G
647.1 B-12-272 INV-AM-BAR_Zicklin2. mt 5/22/2014 15:27 G
737.39 A-209 INV-AM-BAR_SWITCHES2. et 10/14/2014 11:54 G
1087 B-2-260 INV-AM-BAR_MISC. txt 10/2/2014 11:54 G
558 A-B25 INV-AM-BAR_MISCDECIG. b 12/17/2014 12:18 G
B47.1 B-7-299 INV-AM-BAR_WEISSMANT ot 3/31/2014 11:56 G

737.39 B-2-TE1

INV-AM-BAR_SWITCHES2. txt.

ILV-ALLBAR CIDE bt

10/14/2014 15:31 G
B[2R/2014 1.4 ©

-

|NFD

329 A-B25
B47.1 B-3-266
737.39/B-7-TE2

INV-AM-BAR_MISCDECIG.ter
INV-AM-BAR_WEISSMANG. et
INV-AM-BAR Switches.xt

12/17/2014 12:17 G
4/1/2014 11:44 G
10/10/2014 11:11 G



e Update Locations
Keep track of physical properties and their actual locations.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Reporting Tools > Query > Query Viewer.
Step 3: Enter the query name then click Search.

Note: All Asset Management reports begin with “CU_FSAM”.
Step 4: Click on the desired report in Excel format.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: QueryName » begins with CU_FSAM_LOCATION
Search |‘\d\ianced Search

Search Results

*Folder View: — All Folders — -
Que . d =] [] iz
0 H o |R a0 Add to
Que Ame Descriptio 0 - =
CU_FSAM_LOCATION Valid Locations by BU Public HTML Eﬁ:el HML Sched_ule Favorite
CU_FSAM_LOCATION_DATA Sq Footage by Room & Building  Public HTML Excel XML Schedule Fawvorite

Step 5: Type in business unit. Then Click View Result.
CU_FSAM_LOCATION - Valid Locations by BU

BU (like BAR%)::

View Results

Step 6: Copy the Location Column to Notepad (.txt) in the following format:

“Location:
XXXXXX
XXXXXX
XXXXXX

Step 7: Save as “CustomCode. Txt” and load to the scanner.

e Scan File Load

Step 1: After Scanning, import scan text file into Scanner_file_Template, which can be found on Sharepoint.
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A B
Tagh Date

1 |(12 charsfj (26 chars)

2 BRO-00a@  4/20/2015 11:27
3 |BRO-004f  4/20/2015 11:00
4 |BRO-DM [ 4/20/201511:51
5 BRO-004f  4/20/2015 10:41
6 BRO-004f 4/20/201511:25
7 BRO-004%  4/20/2015 11:26
8 BRO-OMI' 4/20/2015 11:09
9 |BRO-0044  4/20/201511:21 1
10 BRO-004§  4/20/201511:51 1
11 BRO-004§  4/20/2015 11:21 1
12 BRO-004%  4/20/2015 11:21 1
13 |BRO-004f  4/20/2015 11:30
14 BRO-OMI. 4/20/2015 11:52 1
15 BRO-004f  4/20/201511:43
16 BRO-004f  4/20/2015 11:22 |
17 BRO-004f  4/20/2015 11:31 i
18 BRO-004f  4/20/2015 11:31 1
10 (oo Anallalonlonis 210s

Step 2: Check to see if there is any error and fix those fields in Error (in columns A to P).

C

D

E

F

urveyor Domain  Building Floor
8chars) (8chars) (12chars) (4chars) (12chars) Filler

B

ommDmmLEEE®R®E®L®E®E®®

BROOKLYT
BROOQKLYT
BROOQKLYT
BROOKLY!
BROOKLYT
BROOKLYT
BROQKLYT
BROOQKLYT
BROOKLYT
BROOKLY!
BROOKLYT
BROOKLYT
BROQKLYT
BROOQKLYT
BROOKLY!
BROOKLYT
BROOKLYT

DoAnVIVE

G
Room

H

I J K L M
Condition
(20 chars) Filler Filler Filler Filler
G
G
G
G
G
G
G
G
G
G
G
G
G
G
G
G
G
-

N
Y/N
(1 char)
N

2222222222222 222

=

o] P
Location Pl note
(10 chars)l{16 chars)
LH-387A
LH-360
LH-412G
LH-234A
LH-387A
LH-387A
LH-387D
LH-387A
LH-412G
LH-387A
LH-387A
LH-387A
LH-412G
LH-412F
LH-387A
LH-387A
LH-387A

———

S

Tagh
(12 chars)
0K

0K

OK

OK

0K

0K

0K

OK

OK

OK

0K

0K

0K

OK

OK

0K

0K

Av

T
Date

(26 chars)
0K

0K

0K

OK

0K

QK

OK

0K

0K

OK

0K

QK

OK

0K

OK

0K

0K

v

Note: Location column cannot be blank (column O). Inventory Date (column B) has to be in the correct format:

MM/DD/YYYY hh:mm:ss AM/PM.

Step 3: Copy the updated data (without row 1) and paste onto a new Notepad window.

Step 4: Delete any space below last line of texts.

Step 5: Save as INV-AM-XXX_SSSSSSSSSSSSSSS.ixt.

Note: Make sure the file name is in this structure.

XXX = Business Unit (COS for COSEN)

S = Scanner name and can be up to 15 characters — you can put the FY and the date, or the location code, etc.

1) Please note the "-" dash and "_" underscores - it has to be INV-AM-XXX _.
2) No spaces allowed in SSSSSSSSSSSSSSS and .txt must be lowercase

Step 6: Upload the text file to Tumbleweed - outside the "Done" folder, but in your school folder (example:

"Asset_Baruch").

=y
(= Asset
#= Baruch

No file selected.

Date
Apr 30 14:30

Name

e D€

Upload File |

Size [B]

Note: Make sure you don’t load the same scan file under different names over and over again, which causes

duplicates. After re-running Scan Analysis report and duplicates still exist, contact Central Office to delete.
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e Follow Up on Scan File Upload the Next Day

The day after you upload scan file to Tumbleweed, check your e-mail to look for an email with subject line
“Scanner file upload log of the (i-173a) interface” for the next step of re-inventory.

Step 1: Log into your CUNY e-mail.

Step 2: Open the email with subject line “Scanner file upload log of the (i-173a) interface”. The e-mail should
contain the following:

Subject: Scanner file upload log of the (i-173a) interface

Click on the below link and click on the second link under Report Manager (CU_I173a_Bar_Code_Inbound xxxxx.log). The report log provides file name,
number of rows loaded and any errors in the scan file that have to be corrected. Please fix the error(s) and re-upload the scan file to Tumbleweed.

Ihttps:ﬁpubsub.cunvﬁrst.cunv.edu/psc/cmrfsprdeMPI_OYEEfERP/cf’CDM RPT.COM RPT.GBL?Page=CDM RPT INDEX&Action=U&CDM ID=1152086|

Step 3: Log into CUNYfirst and then click the link in the email

Step 4: CUNYFirst page displays. Click on the second link under the File List.

ReportID: 1152086 Process Instance: 1253451 Message Log
Name: CU_AMPI_IN Process Type: Application Engine

Run Status: Warning

1173a Bar Code Inbound
Distribution Details

Distribution Node: ReportNode Expiration Date: 06/19/2015

File List
Hame File Size (bytes) |Datetime Created
AE CU _AMPILIN 1253451.I0g 268 05/05/2015 2:52:18.309138PM EDT

ICU 11733 Bar Code Inbound 201505051452 log I‘791 05/05/2015 2:52:18.309138PM EDT

Distribute To

Distribution ID Type *Distribution ID

User 10854202

User 10856293

User 10955437

User 16149678

User 23283295

Role CU_FSAM_Property_Manager

Step 5: The “Error Log” page displays, which informs user how many number of rows on file has been processed
and how many errors are there. It will list the barcode numbers for assets with errors.
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Process Instance: 1253451
Brocess Name : I-173a Barcode Inbound Interface
Run Date/Time : 05/05/2015 02:52 BM

Processing file: sftpfinin/I-173a-BarCodelnkbound/data/inv-am-bkl MS10-RH2.txt

10 iny_gm-bkl MS10-RHZ.cxt
HUMBER OF RCWS OM FILE: 113
RECORDS CONTAINING ERRCRS: a
HUMBER OF RCWS WRITTEN: 113

Processing file: sftpfinin/I-173a-BarCodelnbound/data/inv-am-bkl MS511-WJl.txt

FILENAME : inv-am-bkl MS11-WJ1l.txt
HUMBER OF RCWS ON FILE: 156

REECORDS CONTAINING ERRCRES: 0

HUMBER OF RCWS WRITTEN: 156

Processing file: sftpfinin/I-173a-BarCodelnbound/data/inv-am-bkl MS1Z-LH1.txt

FILENAME: inv-am-bkl M512-LH1.txt
NUMBER OF RCWS ON FILE: 136

RECORDS CONTAINING ERRCRS: a

HUMBER OF ROCWS WRITTEN: 136

Step 6: If one or more errors exist, correct the errors on the scan file and re-load on Tumbleweed. Then repeat the
follow up on scan file upload the next day again.

e CU FSAM_AMPI_173A_SCAN_SUM

View all the scan files that were loaded without any errors. If you cannot find a file in this query, there is at least
one error in the file. The file needs to be corrected and reloaded.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Reporting Tools > Query > Query Viewer.

Step 3: On the Query Viewer search page in the begins with field, enter the value ‘%173a%’.
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@ A, CUNYfirst Quick

[> My Favorites Query Viewer

[» CUNY
[» Employee Self-Service
[» Manager Self-Semvice

Enter any information you have and click Search. Leave fields blank for a list of all values.

& Supplier Contracts *Search By: Query Name -~ beging with |%173A% I
[- Vendors
[ Purchasing Search P\d\aanced Search

[+ eProcurement

[ Semvices Procurement
[» Accounts Payable Search Results
[+ Asset Management

[ Commitment Contral *Folder View:  — All Folders — -

[ Set Up Financials/Supply
Chain e Customize | Find | Al
[» Enterprise Components o Add to

[ Worklist - = = |Favorites
CU_FSAM_AMPI_173A_SCAN_LOAD 173A Barcode Scan File Data Public i

1734 Barcode Scan File
heathr

CU_FSAM_AMPI_173A_SCAN_SUM

Public HTML Excel XML  Schedule Favorite

— Report Manager

Step 4: Click the Search button.
Step 5: Select “CU_FSAM_AMPI_173A_SCAN_SUM?”. Click on the specific format.

Note: HTML, Excel, XML format are avaialble. Choose one of them based on the size of the report. For large
data, choose Excel for best result.

Step 6: Enter Domain Value. Then click View Results.
Note: The Domain value for each school is the following:

M. EVERS; BARUCH; JOHN JAY; LGA; CITY; BRONX; CENTRAL; BROOKLYN;
KCC; HUNTER; QUEENS; HOSTOS; LEHMAN; BMCC; LAW; CSI; GRADUATE;
NEW-COM; QCC; YORK; NYC TECH; PROF-STU

CU_FSAM_AMPI_173A_SCAN_SUM - 173A Barcode Scan File header

|Domain: BARLUCH I
View Results

Download results in :  Excel SpreadSheet CSVTextFile XMLFile (1 kb)

Iﬂ 1-6 of 6 Iﬂ

Name PlID Domain Count Condition
1 INV-AM-BAR_Ar.bd INV-AM-BAR BARLICH 79
2 INV-AM-BAR_SPA.bd INV-AM-BAR BARLICH 223
3 INV-AM-BAR_WSAS.bd INV-AM-BAR BARUCH 3
4 INV-AM-BAR_WSAS2 b INV-AM-BAR BARUCH 149
5 INV-AM-BAR_SmartRooms b INV-AM-BAR BARLUCH 857
G inv-am-bar_smarRooms2 bd INV-AM-BAR BARUCH 28

Step 7: Results display. Users are able to down the results in Excel, CSV or XML if the user initially clicks
HTML.

Step 8: Review the results. Make necessary changes based on the results.
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e Review Extracted Data

View the results of the extract data one asset at a time. Search by Physical Inventory ID, PI line number, Asset ID,
Department, Tag Number, Serial ID, and location. The PI line number reflects the number of this asset in the
extract sequence.

Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
 From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Physical Inventory > Review Extracted Data.

Step 3: On the Extract search page Find an Existing Value tab, enter or A look up the Physical Inventory ID
used to load the P1_Extract table.

l‘\:’/,l
[ My Favorites Extract
[+ CLINY

[ Employee Self-Service
[ Manager Self-Senvice

[ Supplier Contracts

[ Vendors Find an Existing Value

[ Purchasing ] ]
bt Maximum number of rows to return (up to 300} |300

[ Services Procurement Physical Inventory ID: begins with vIINV—AI‘ﬂ—EI.ﬂ«R a I

Pl Line Number: = -
= Asset Management

[ Asset Transactions Asset ldentification:  pegins with

[ Depreciation Tag Humber: begins with -

[» Accounting Entries

[» Financial Reports

[» Send/Receive Information

nance I Search I Clear |Basic Search Save Search Criteria

— Physical InventoryMass
Change

— Create Schedules

— Define Inventory
Occurrence

— LoadMatch/Reconcile Pl
Info

— Process CSV Files

— Verify Duplicate Tags

— Verify Duplicate Serial ID

— Verify Scanned Data

— Review Matching Results

_ Review Inyentare Histary

— Review Extracted Data

— Run Phuziral Invantame

Enter any information you have and click Search. Leave fields blank for a list of all
values.

Location Code: begins with -

Step 4: Click the Search button.

Step 5: The Search Results display at the bottom of the page. In the Search Results header, view the number of
rows to verify that that the number of extracted rows is equal to the number of expected assets for the Business
Unit.

Step 6: Click any link on a row to view available information for that extract record.

Step 7: The Extract Data tab Extracted Data section displays available information.
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e Run Query 1-173-A
View the incoming scanned data to verify that the scanning is complete.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Reporting Tools > Query > Query Viewer.

Step 3: On the Query Viewer search page in the “begins with” field, enter the value ‘%173a%’.

@ A, CUNYfirst Quick

[> My Favorites Query Viewer

[» CUNY
[» Employee Self-Service
[» Manager Self-Semvice

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Supplier Contracts “Search By: QueryName ~ begins with |%173A% I
[- Vendors
[ Purchasing Search P\d\aanced Search

[+ eProcurement

[ Semvices Procurement
[ Accounts Payable Search Results
[+ Asset Management

[ Commitment Control

[ Set Up Financials/Supply

*Folder View: — All Folders — -

Chain Customize | Find [ view 21| T 3 First B 422 o2 B Last
[» Enterprise Components o Run to |Run to Add to
[ Worklist e XML Favorites
% CU_FSAM_AMPI_173A_SCAN_LOAD 173 Barcode Scan File Data Public HTWML Excel XML Schedule Favorite
=0 CU_FSAM_AMPI_173A_SCAN_SUM ;Zg’;gamde TETFLE Public HTML Excel XML Schedule Favorite

— Query Viewer
— Schedule Query

Step 4: Click the Search button.

Step 5: The Search Results display below. In the Query section, on the row with the Query Name of
CU_AMPI_SCAN_IN_173A, click the HTML link to view the Query results and verify that the results are ready
for further processing.

Search Results

*Folder View: — All Folders — -

Description —
Zescription Favorites

CU_FSAM_AMPI_173A_SCAN_LOAD 173A Barcode Scan File Data Public HTML Excel XML  Schedule Favorite
173A Barcode Scan File

CU_F3AM_AMPI_173A_SCAN_SUM Public HTML Excel XML  Schedule Favorite

header

Step 6: In the Query section, on the row with the Query Name of CU_FSAM_AMPI_173A_SCAN_LOAD, click
the HTML link to view the Query results and verify that the results are ready for further processing.

e Run Query 1-173-B
View the outbound scanned data to verify that the staging is complete.
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Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Reporting Tools > Query > Query Viewer.
Step 3: On the Query Viewer search page in the “begins with” field, enter the value ‘%173b%’.

Step 4: Click the Search button.

Step 5: In the Query section, on the row with the Query Name of CU_FSAM_AMPI_173BA_SCANSTG, click
the HTML link to view the Query results and verify that the results are ready for further processing.

®

[» My Favorites Query Viewer

[ CUNY
[ Employee Self-Senvice
[ Manager Sel-Service

Enter any information you have and click Search. Leave fields blank for a list of all values.

[+ Supplier Contracts *Search By: Query Name ~ beginswith  [[os1728% |
[» Vendors
[ Purchasing Search l‘\dvanced Search

[ eProcurement
[» Services Procurement
[» Accounts Payable Search Results
[ Asset Management

[» Commitment Control

[ Set Up Financials/Supply

Chain

[» Enterprise Components S Runto |Run to |Run to
[ Worklist
[ ge [ylanige

lv Reporing Tools

*Folder View: — All Folders — -

<
Customize | Find | View All | @| i First (] 10f1 n Last

CU_FSAM_AMPI_173B_SCANSTG 173b Barcode Interface Public HTML Excel XML  Schedule Favorite

Step 6: Enter or A look up the PI (Physical Inventory) ID.
Step 7: Click the View Results button.
Step 8: In the Match Status column, one of three values display:

1. Over (O) - A tagged asset is scanned that is not expected.
2. Under (U) - A tagged asset is not scanned that should have been in the location scanned.
3. Inventory () - A tagged asset is scanned as expected.

Note: This record contains staging data that is purged except for "Overs". Property Managers can extract the
Overs from this query to build the data for the Spreadsheet Uploads.

e Verify Scanned Data

View scanned data to edit and correct rows marked as: Overs, Unders, and Manual Review Required.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
* From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Physical Inventory > Verify Scanned Data
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Step 3: On the Scanned Data search page Find an Existing Value tab, enter or A ook up the Physical Inventory
ID.

Note: CUNY Physical Inventory ID's are in the format INV-AM-xxx where xxx is the College prefix.

Step 4: In the Physical Inventory ID field, enter or A look up the Physical Inventory ID.

l\}_{)
- My Favorites Scanned Data
[ CUNY

[- Employee Sel-Service

[ Manager Sel-Service

[ Supplier Contracts Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Vendars ) l

I» Purchasing Maxmum number of rows to return (up to 300): |300

[ ePracurement Physical Inventory ID:  pegins with | /INV-AM-BAR |

[ Services Procurement Pl Line Humber: _ -

[ Accounts Payable - -

[EAsset Manaéementl Tag Number: begins with

[ Asset Transactions Asset |dentification: beqging with -
b Depreciation Pl Match Status: -
[ Accounting Entries ; = - |over - |
[> Financial Reports Manual Review Required |

[ Send/Receive Information

Service and Maintenance
|v Physical Inventnryl Clear |Basic Search Save Search Criteria

— Physical Inventory/iMass
Change

— Create Schedules

— Define Inventory
Occurrence

— LoadiMatch/Reconcile Pl
Info

— Process CSVY Files

— Verify Duplicate Tags

— Verify Duplicate Serial ID

— Verify Scanned Data
— Review Matching Results

Step 5: On the Inventory LE dropdown menu, select the desired value.
Note: Match Status includes:

» O = Overs are TAG numbers that are “new” or found in a different Dept or Location. They will display
an Asset ID of NEXT.

» U = Unders are TAG numbers that are not found.

* 1) = Inventory are TAG numbers that are found in the expected location.

Step 6: Click the Search button.
Step 7: The Search Results display at the bottom of the page. Select any link on the desired row.
Step 8: Review and edit, as needed, each line marked as Overs, Unders, and Manual Review Required.

Note: To view the next result, click the Next in List button.
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TSV RIS |

Scanned Data

Physical Inventory ID: INV-AM-BAR Baruch

Unit: BAROD1 Match Status: Over - =
Asset ID: MEXT Manual Review Required
Scanned By: |AJ

Scanned Data

Tag Number: |AR-0054852 Employee ID:

Serial ID: Custodian:
Manufacturer: Location: A-1108
Model: Department:
Description: IP Address:

IP Alias:

Comment:

Esave | LARetum to Search | tEPrevious in List IJ-ElNext in List IIEINutify |

e Review Matching Results

View matching results data to edit and correct rows marked as: Overs, Unders, and Manual Review Required.

The P1 Match Status of Inventory generates transfers and physical changes such as description, location,
department, and custodian.

The P1 Match Status of Over generates physical adds.
The PI Match Status of Under generates retirement.
Step 1: Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

* Enter your Username and Password and click the Log In button.
» From the Enterprise Menu, select the Financials Supply Chain link.

Step 2: Navigate to: Asset Management > Physical Inventory > Review Matching Results.

Step 3: On the Inventory Results search page Find an Existing Value tab, enter or A look up the Physical
Inventory ID.

Note: CUNY Physical Inventory ID's are in the format INV-AM-xxx where xxx is the College prefix.
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>

[ My Favorites
[ CUNY
[» Employee Self-Sernvice
[ Manager Sel-Service
[» Supplier Contracts
[> Vendors
[» Purchasing
[ eProcurement
[ Semnices Procurement
[» Accounts Payable
= Asset Management

ns

[ Accounting Entries
[» Financial Repors
[» Send/Receive Information
[ Semvice and Maintenance
= Physical Inventory
= =l iMass
Change
— Create Schedules
— Define Inventory
Occurrence
— Load/Match/Reconcile Pl
Info
— Process CSV Files
— Verify Duplicate Tags
— Verify Duplicate Serial ID
— Verify Scanned Data
— Review Matching Results
— Review Inventory History

Inventory Results

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300} |300

Physical Inventory 1D: begins with -+ [INV-ALL
Pl Line Number: = -

Asset ldentification: begins with

Pl Match Status: = - Ower -
Manual Review Required: bpegins with ~ | I
Result In Error 0

Search | Clear |ElasicSearch Save Search Criteria

Search Results

COnly the first 300 results of a possible 810 can be displayed. Enter more search key information and search again to reduce the number of
search results or adjust the maximum number of rows to return and search again to see more rows.
First n 1-100 of 300 O Last|

— Review Extracted Data

Physical Inventory ID|PI Line Number Asset Identification|Pl Match Status |Manual Review Required | Result In Error
INV-AM-BAR 158 NEXT Ower Y ]
INV-AM-BAR 159 NEXT Owver Y i)
INV-AM-BAR 160 NEXT Ower Y M
INV-AM-BAR 161 NEXT Ower Y i)
IMV-AM-RAR 162 MFXT (her Y ]

Step 4: In the Pl Match Status li dropdown menu, enter or “ look up the desired Match Status.
Note: Match Status includes:

» O = Overs are TAG numbers that are “new” or found in a different Dept or Location. They will display
an Asset ID of NEXT.

» U = Unders are TAG numbers that are not found.

* I) = Inventory are TAG numbers that are found in the expected location.

Step 5: Click the Search button.
Step 6: The Search Results display at the bottom of the page. Select any link on the desired row.
Step 7: Review and edit, as needed, each line marked as Overs, Unders, and Manual Review Required.

Note: To view the next result, click the Next in List button.

Results Details
Physical Inventory ID:  |MNV-AM-BAR Baruch
AssetID: NEXT Manual Review Reguired

Pl Match Status: Over - [T Result In Error

Scanned By: |AJ

Results Notification

[7] send Email Description:
[”] send Worklist
User ID: \ a
Message Text:
Description:

Bsave | QRetum to Search | tElprevious in Listl +E Next in List lNutify |
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Appendix

Appendix A: Asset Management Icons
This selection of CUNY first icons is most common to the Asset Management Module.

lcon Use
Q Look up
5 Calendar

Al v Dropdown Menu

4 Download

T4 Cancel

¢ Comment
b Expand
- Collapse

+ | Add Row
-| Delete Row
3 Attachment
J Checkbox

Appendix B: Asset Management Business Units
The following list of CUNY Business Units for Asset Management appear in the sequence within CUNYfirst Asset
Management Business Unit look up tables.

Baruch College

BARO1 Baruch College

BARO02 BMB College Aux Enterprises Co
BARO3 Baruch College Association Inc
BARO04 BMB College Early Learning Ctr
BARO5 Baruch College Fund

BARS5 Baruch Other Non-Tax Levy
BARPR Baruch College - Procurement

Bronx Community College

BCCO01 Bronx Community College
BCCO02 BCC Auxiliary

BCCO03 BCC Association, Inc

BCCO04 BCC Child Development Center
BCCO05 BCC Foundation

BCC55 BCC Other Non-Tax Levy
BCCPR Bronx CC - Procurement
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Brooklyn College

BKLO1 Brooklyn College

BKLO02 BC Auxiliary Ent

BKLO3 BC Association

BKLO04 BC Child Care Serv

BKLO5 BC Foundation

BKL15 BC Student Serv Corp

BKL55 BC Other Non-Tax Levy
BKLPR Brooklyn College - Procurement

Borough of Manhattan Community College
BMCO01 Borough of Manhattan CC

BMC02 BMCC Auxiliary Enterp. Corp

BMC03 BMCC Association, Inc.

BMC04 BMCC Early Childhood Center

BMCO05 BMCC Foundation, Inc.

BMC55 BMCC Other Non-Tax Levy

BMCNR BMCC Performing Arts Center

BMCPR Borough of Manhattan CC - Procurement

Central Office

COCOM Central Office Comm Colleges
COCPR CUNY Central Office

CONTC Central Office NTL Community
CONTL Central Office Other Non-TL
COSEN Central Office Senior Colleges
COSPR Central Office State — Procurement

CUNY TV
COSEN Central Office Senior Colleges
CTVO05 CUNY TV Foundation

College of Staten Island

CSI01 College of Staten Island

CSI02 CSI Auxiliary Svcs. Corp. Inc.

CSI03 The CSI Association, Inc.

CSI05 CSI Foundation, Inc.

CSI55 CSI Other Non-Tax Levy

CSIPR College of Staten Island - Procurement

The City College of New York

CTYO0L1 City College

CTYO02 City College Auxiliary Enterpr
CTYO03 City College Student Services
CTYO04 City College Child Development
CTYO05 City College 21st Century Fnd
CTYO06 City College Alumni Assoc
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CTYO09 City College Fund

CTY11 City College Research Fnd
CTY55 City College Other NonTax Levy
CTYPR City College - Procurement

CUNY Graduate Center

GRDO01 Graduate Center

GRDO02 GC Auxiliary Enterprises Corp
GRDO03 GC Doctoral Student Council
GRDO04 GC Child Development Ctr
GRDO05 GC Foundation, Inc

GRD55 GC Other Non-Tax Levy

GRD13 GC Foundation Housing Corp.
GRD14 GC Foundation Housing Corp LIC
GRDPR Graduate Center — Procurement

Hunter Campus Schools

HCS01 Hunter Campus Schools

HCS55 Hunter Campus Oth Non-Tax Lev
HCSPR Hunter Campus Schools - Procurement

Macauley Honors College
COSEN Central Office Senior Colleges
HONO5 Honors Foundation

Hostos Community College

HOSO01 Hostos Community College
HOS02 HCC Auxiliary Enterprises Corp
HOS03 Hostos Comm Coll Association
HOS04 Hostos Comm Coll Children Ctr
HOS05 Hostos Comm Coll Foundation
HOS55 Hostos Other Non-Tax Levy
HOSPR Hostos CC - Procurement

Hunter College

HTRO1 Hunter College

HTRO2 Hunter College Auxiliary Enter
HTRO03 Hunter College Student Activ
HTRO4 HC Children's Learning Center
HTRO5 Hunter College Foundation
HTR55 HC Other Non-Tax Levy
HTRPR Hunter College - Procurement

John Jay College of Criminal Justice
JJCO1 John Jay College

JJCO02 John Jay Coll Auxiliary

JJCO03 John Jay Coll Student Assoc.
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JJIC04 John Jay Coll Children Center
JJCO5 John Jay Coll Foundation Inc.
JJC55 John Jay Coll Other Non-TL
JICPR John Jay College - Procurement

Kingsborough Community College
KCCO01 Kingsborough Community College
KCCO02 Kingsborough CC Auxiliary Ent.
KCCO03 Kingsborough CC Assn. Inc.
KCCO05 Kingsborough CC Foundation Inc
KCC55 Kingsborough CC Other Non-Tax
KCCPR Kingsborough CC - Procurement

LaGuardia Community College

LAGO1 LaGuardia Community College
LAGO02 LAGCC Auxiliary Enterprises
LAGO03 LAGCC Association, Inc.
LAGO04 LAGCC ECLC Programs, Inc.
LAGO05 LAGCC Foundation

LAGO06 LAGCC Alumni Association, Inc.
LAG12 LAGCC Education Fund, Inc.
LAG55 LAGCC Other Non-Tax Levy
LAGPR LaGuardia CC - Procurement

CUNY School of Law

LAWO01 CUNY School of Law

LAWO03 CUNY Sch of Law Student Assoc.
LAWO04 CUNY Sch of Law Daycare Center
LAWO5 CUNY School of Law Foundation
LAWS55 CUNY Sch of Law Non-Tax Levy
LAWPR CUNY School of Law - Procurement

Lehman College

LEHO1 Lehman College

LEHO02 Lehman College Auxiliary Corp.
LEHO03 Leh.Coll. Assn for Campus Act.
LEHO04 Lehman College Child Care Corp
LEHO5 Lehman Coll Foundation, Inc
LEH14 Bronx Information Net. Corp.
LEH55 Leh Coll Other Non-Tax Levy
LEHPR Lehman College - Procurement

Medgar Evers College

MECO01 Medgar Evers College

MECO02 MEC Auxiliary Enterprises Corp
MECO03 MEC Student Faculty Assoc.
MECO04 MEC Child Development Center
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MECO05 MEC Educational Foundation Inc

MEC55 MEC Other Non-Tax Levy

MECPR Medgar Evers College - Procurement
Stella and Charles Guttman Community College
NCCO01 New Community College

NCCO02 Guttman Aux Enterprises Co

NCCO03 Guttman Association Inc

NCC55 NCC Misc Other Non-Tax Levy

NCCPR New Community College - Procurement

New York City College of Technology

NYTO1 NYC College of Technology

NYTO02 Aux. Ent. Board of NYCCT, Inc.

NYTO3 College Assoc. of NYCCT, Inc.

NYTO05 NYCCT Foundation, Inc.

NYTO06 NYCCT Alumni Association

NYT55 NYCCT Other Non-Tax Levy

NYTPR NYC College of Technology - Procurement

Queensborough Community College
QCCO01 Queensborough CC

QCCO02 QCC Auxiliary Enterprise, Inc
QCC03 QCC Student Association, Inc.
QCCO05 QCC Fund, Inc.

QCC55 QCC Other Non-Tax Levy
QCCPR Queensborough CC - Procurement

Queens College

QNSO01 Queens College

QNS02 QC Auxiliary Enterprise Assn
QNSO03 QC Association & CDS
QNSO04 Child Develop Ctr at QC, Inc.
QNSO05 Queens College Foundation
QNS15 QC Student Services Corp
QNS16 QC Special Projects Fund, Inc
QNS55 QC Other Non-Tax Levy
QNSPR Queens College - Procurement

The Research Foundation of CUNY
RFCO01 Research Foundation — CUNY

CUNY Graduate School of Journalism
S0J01 School of Journalism

S0J02 SOJ Auxiliary Enterprise Inc.

S0J03 SOJ Graduate Council

S0J55 SOJ Other Non-Tax Levy

SOJPR School of Journalism — Procurement
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CUNY School of Professional Studies

SPS01 School of Professional Studies

SPS05 SPS Foundation

SPS55 SPS Other Non-Tax Levy

SPSPR School of Professional Studies — CUNY

York College

YRKO1 York College

YRKO02 Y.C.Auxiliary Enterprises Corp
YRKO3 York College Association, Inc.
YRKO04 Y.C. Child & Family Care Cntr
YRKO5 York College Foundation, Inc.
YRK55 Y. C. Other Non-Tax Levy
YRKPR York College - Procurement

Appendix C: Retirement Codes
The table below lists the Retirement Codes. The Usage column has the selection criteria for the code. The Gain/Loss
column explains how the net book value of an asset is calculated based on the Retirement Code.

Disposition Type Description
CANNIBALIZED | To dismantle property for parts which are used as replacements in other property.
DONATED Item contributed to a non-profit organization which has 501(c)(3) tax exempt status

as defined by IRS, or is licensed by the City or State to accept such property
donations. “Agreement of donation (form)” shall be filled in and signed by the party
receiving any disposed property from the College and “as is condition” must be
indicated on the form.
OBSOLETE Item no longer used due to the useful life and has been replaced by a newer version.
SALVAGED Relinquishment of surplus or obsolete item to the City Surplus (DCAS). See DCAS
(Appendix I). Property Management personnel must document “Salvage” property
with the corresponding relinquishment form.
SCRAPPED Relinquishment of irreparable item to a recycling vendor. Documentation includes
recycling vendors’ pick-up receipt of item.
RETURN TO To mark an asset that is a duplicate of another asset in CUNYfirst or it was entered
INVENTORY in error.
LOST/STOLEN* | MUST BE ACCOMPANIED BY A CAMPUS POLICE REPORT. Follow the
Error! Reference source not found. procedure.

Appendix D: Asset Management Reports
The table below lists the most frequently used Asset Management reports, sorted alphanumerically by report ID. A
more complete listing is in the Asset Management Reference Guide.
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The reports are grouped into these categories:
* Transaction reports.
* Depreciation reports.
* Retirement reports.
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Report ID and Report
Name

Description

Navigation

Transaction Reports

AMAS2000 Sorts cost activity by ChartField, by Asset Management > Financial
Cost Activity Category, or by Account (SQR). Use Reports > Cost and Depreciation >
the Asset Management report Cost Activity Report
formatting features to include/exclude
data and append suffixes to identify
report types.
AMAS2100 Lists asset information and also Asset Management > Financial
Asset Acquisitions by includes Cost, LTD and YTD Reports > Asset Details > Acquisitions
ChartField Depreciation and Net Book Value with
ChartField, Book and Report totals.
(SQR)
AMAS2200 Lists information on assets by location. | Asset Management > Financial
Assets by Location (SQR) Reports > Asset Details > By Location
AMAS2300 Lists asset transfers transactions ordered | Asset Management > Financial

Asset Transfers by ChartField

by ChartField. (SQR)

Reports > Cost and Depreciation >
Asset Transfers

AMAS2400
Asset Reclassifications

Lists asset recategorizations ordered by
ChartField. (SQR)

Asset Management > Financial
Reports > Cost and Depreciation >
Asset Reclassifications

Depreciation Reports

AMDP2000
Depreciation Activity

Sorts cost activity by ChartField.
(SQR), by Category, or by Account.
Use the Asset Management report
formatting features to include/exclude
data and append suffixes to identify
report types.

Asset Management > Financial
Reports > Cost and Depreciation
>Depreciation Activity

AMDP2100
Net Book Value

Sorts cost activity by ChartField, by
Category, Location, or by Account
(SQR). Use the Asset Management
report formatting features to
include/exclude data and append
suffixes to identify report types. This
report also provides options for assets
that have had their depreciation
stopped.

Asset Management > Financial
Reports > Cost and Depreciation >
Asset Net Book Value

AMDP2200
Depreciation by Period

Sorts assets by period depreciation at
asset, category, department, book, or
project levels. (SQR) Use the Asset
Management report formatting features
to include/exclude data.

Asset Management > Financial
Reports > Cost and Depreciation >
Depreciation by Period

AMDP2300
Depreciation by Fiscal Year

Sorts assets by fiscal year depreciation
at asset, category, project, department,
or book levels. (SQR) Use the Asset
Management report formatting features
to include/exclude data.

Asset Management > Financial
Reports > Cost and Depreciation >
Depreciation by Fiscal Year

Retirement Reports

AMRT2000
Retirement by ChartField

Sorts retirement information by
ChartField. (SQR)

Asset Management > Financial
Reports > Retirement > Retirement
Information Report
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AMRT2010 Lists retirement information with totals | Asset Management > Financial

Retirement by In Service per in service year/period. (SQR) Reports > Retirement > Retirement

Date Information Report

AMRT2100 Lists retirement related information. Asset Management > Financial

Retirement Activity (SQR) Reports > Retirement > Retirement
Activity Report

Appendix E: Run a Query

Query Viewer provides read-only versions to view or print.

Step

Action

Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:
* Enter your Username and Password and click the Log In button.
» From the Enterprise Menu, select the Financials Supply Chain link.

Navigate to: Reporting Tools > Query > Query Viewer.

On the Query Viewer page in the Search By dropdown menu, select from these options:
Access Group Name
Description
Folder Name
Owner
Query Name
Type
Uses Field Name
Uses Record Name.

In the field to the right of the Search By dropdown menu, enter a Search string such as
BUDGET for a budget related request.

Note: The wildcard (%) may be entered before and after the search string to find any
Query containing the letters in the search string.

Click the Search button.

In the Search Results, identify the Query by name or description and then select the
preferred output format HTML, Excel or XML link.
Note: The query may be saved as a Favorite.

The query displays in the preferred format. As needed, download the results by selecting the
Excel Spreadsheet, CSV Text File, and/or XML File.

Note: Query results will vary over time and it is recommended to include the date of
download in the document name when saved to your computer.

Note: If you download the query to Microsoft Excel, then you can print the query using
Microsoft Excel’s print function.

Note: If you download the query as a CSV text file, then you can print it using the print
functions of the applications you use to work with it.

Click the Schedule link associated with the query. Submit a request to schedule a query,
check the status of your request using Process Monitor, and view your output using Report
Manager.
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The table below lists the most common Asset Management Queries.

Query Name

Description

CU_FSAM_AMO07

AMO7 - DDCM Reconciliation

CU_FSAM_AM13B_DEPT

AM13B - Scanrep by Dept

CU_FSAM_AMO0L_OLGA

AMO1 - Most Info Report (RF)

CU_FSAM_AMO0L_RF

AMO1 - Most Info Report (RF)

CU_FSAM_ALL_NO_TAG_NUM_ASSETS

No tag numbers assets list

CU_FSAM_AMO06

AMO6 - DASNY Reconciliation

CU_FSAM_LOCATION

Valid Locations by BU

CU_FSAM_LOCATION_DATA

Sq Footage by Room & Building

CU_FSAM_EQUIP_HONORS

List of Equipment for Honors

CU_FSAM_AMO0L_SENSITIVE

AMO1 - Most Info Rep (SEN)

CU_FSAM_AMO04

AMO04 - Tax Levy/Tech Fee Rec

CU_FSAM_INTFC_PHY_A

Physical Pending Interface

CU_FSAM_ASSETS_BY_PO _ID

Assets by PO ID

CU_FSAM_ASSET_MASS_DISP_INFO

Lists assets in Mass Disposal

CU_FSAM_AMPI_PEND_TRANS

Pl Pending Transactions

CU_FSAM_AMPI_SCAN_ANALYSIS

Asset Scanner Data Analysis

CU_FSAM_AM13B_LOCATION

AM13B - Scanrep by Location

CU_FSAM_AM13B_LOC_ALL_ACQ _DATE

AM13B - Scanrep by Location 2

CU_FSAM_ASSETS_BY_CUST_NAME

List My Assets by Custodian

CU_FSAM_AMO1

AMO1 - Most Info Rep (CAPITAL)

CU_FSAM_AMOL_NTL

AMO1 - Most Info Rep (NTL)

CU_FSAM_AMPI_SCAN_ANALYSIS2

Scanner Data Analysis (after)

CU_FSAM_AMPI_SCAN_ARCH

Asset Pl Scanner File Archive

CU_FSAM_ALL_TAGGED_ASSETS

All tagged assets - mass dispo

CU_FSAM_DISPOSITION_REPORT

Disposition Report

CU_FSAM_EQUIPMENT REIMB

Equipment Reimbursement Report

CU_FSAM_COMPUTER_DEPT

Comp Hardware/Software by Dept

CU_FSAM_COMPUTER_LOC

Comp Hardware/Software by Loc

CU_FSAM_ASSET_UPD ClI

CI Template for Asset Update

CU_FSAM_DEPR_RPT_PERIOD

Ledger type report for AM

CU_FSAM_AMPI_173B_SCANSTG

173b Barcode Interface

CU_FSAM_AMPI_173A_SCAN_SUM

173A Barcode Scan File header

CU_FSAM_AMPI_173A_SCAN_LOAD

173A Barcode Scan File Data

CU_FSAM_CONDITION_HISTORY

Asset Condition History

CU_FSAM_CONSOLIDATE_ASSETS

Query for Asset Consolidation

CU_FSAM_AM13B_DEPT_ALL_ACQ DAT

AM13B - Scanrep by Dept 2

CU_FSAM_REVIEW_ALLOC_JRNLS

Review AM Allocation Jrnls

CU_FSAM_MISSING_CF

Missing Chartfields in Asset

CU_FSAM_NBV_INVENTORY_REPORT

Inventory-Net Book Value Rpt

CU_FSAM_INTERFACE_NUM

Next available AM Interface ID

CU_FSAM_INTFC_FIN

Pending Transaction Loader

CU_FSAM_NEW_ASSET BY_FS2

Acq date <> accounting date

CU_FSAM_BLD_LOCATION

Map bt INSITE Bld and Location

CU_FSAM_CAPITAL_PROJECT

Capital Project

CU_FSAM_ASSET_OPEN_TRANSFER

Report of Asset Transfers
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CU_FSAM_NBV_REPORT Net Book Value Report
CU _FSAM_NEW_ASSET BY_FS Acq date = accounting date
CU_FSAM_ASSET UPD_CI_TAGS CI Template for Asset Update

A. Reconciliation Instructions
The objective of the reconciliation is to reconcile expenditure with Property Management Inventory Report, DASNY
reports, and DDCM Payment log to CUNYfirst.

Step 1: Open Tax Levy_Template on SharePoint.

Step 2: Summary tab will be updated automatically from the Adj tab. No corrections are required

The City University of New York
College name

Tax Levy Reconciliation
1/1/2015-02/30/2015
Property Management Inventory Report: 1
(attach the report)
Adjustments
(attach datail)
ADJUSTED Property Management Inventory Report BALANCE: 1
Page 1 —
AMO4 REPORT BALANCE: 2

(attach the AND4 - Tax Lavy report)

Adjustments

(attach datail)
ADJUSTED AM04 REPORT BALANCE: 2
REPORT VARIANCE: Y]

(should be zero, otherwise, provide explanation)

Step 3: Run the Property Management Inventory Report (xIs format) for the same period as in Adj tab and paste it
on PMIR tab

= CUNY Financial Repors -
Department Expenditurs
Repod

Open Encumbrances

Expenditures Listing Report

Magmit Imentony
Repod
& CUNY PaySer Vendor
Data Sync
[ Procurement Comversion
[* Procurement Reparts £
I Procurement Interfaces Run Controf ID: repor
[ CUNY Comversions
[ GL Interfaces
[+ Interface Dashboard L’

[ GL Comversions

Add a New Value

Enter BU and date range. Click on Save button and hit Run button. Then, hit OK followed by Process Monitor.
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e

CUNY -

Fally intagr.ue! Rennwear & Swvicen Trel

Search:
®

[ My Favorites
[ CUNY
[» CUCF Agency Interfaces
= CUMY Financial Reporis
— Department Expenditure
Report
— Open Encumbrances
Report
— Prop. Mgmt Inventory
Report
[ GL Conversions
[ CUNY Conversion
Dashboard
[ CUNY General Ledger
Reports
[ Budget Processing &
Interfaces

Process List || Semner List

View Process Request For

Select |Instance | Seq.

- Last - | 1 Days -

User ID: 12042524 O\ Type:

Server: ¥ HName: C, Instance: | to |
Run ~ Distribution v Save On Refresh
Status: Status:

Process List

Process Type

532167 Crystal CUFAME12 12042524 01/21/2014 317:42PMEST  Success Posted
531639 Crystal CUFAMG12 12042524 01/21/2014 12:36:38PM EST  Success Posted Details
531629 Crystal CUFAMG12 12042524 01/21/2014 12:34:18PM EST  Success Posted Details

— CUNY COA Crosswalk

Refresh until query is posted. Click on details, once query is posted.

oo
i

CUNYis A

Foly intngraced’ Benaarces & Savices Teef

Search:
)

[> My Favorites

= CUNY

[ CUCF Agency Interfaces

= CUNY Financial Reports
— Depariment Expenditure

Report
— Open Encumbrances
Report

— Prop. Mgmt Inventory
Report

[ GL Conversions
[+ CUNY Conversion
Dashboard
[» CUNY General Ledger
Repors
[ Budget Processing &
Interfaces
— CUNY COA Crosswalk
[- Employee Seli-Service
- Manager Self-Service
[- Viendors
[ Purchasing
[ eProcurement
[- Semnvices Procurement
[+ Accounts Payable
[ Commitment Control
- General Ledger
[- Set Up Financials/Supply

Chain

Process Detail

Process

Instance: 532167 Type: Crystal
Name; CUFAMB12 Description: CUFAME12
Run Status:  Success Distribution Status: Posted

Ron ______________________________[JlUpdateProcess

Run Control ID: report Hold Request
Location: Server Queue Reguest
Server PSNT - Cancel Request
! Delete Request
Recurrence: Restart Request

Request Created On: 01/21/2014 2:18:07PM EST Parameters Transfer
Run Anytime After:  01/21/2014 317:42PM EST Message Log

Began Process At
Ended Process At:

01/21/2014 3:118:31PM EST
01/21/2014 3:18:53PM EST

Batch Timings

View Log/Trace

Click View Log/Trace. The report is in PDF format under the file list.
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The City University of New York|
1
1
1
- 1
1
]
Amount per AN Report Amount per PMI report :
1] H|
ADJUSTMENT H
Purchasing Property Management |Explanation
Dept = PO.2 Tag & Item Descripti AMO4 Amount Amount (See below)
ﬁ
~ o 7 |
(e LV Lo I
| Total - -
Instructions Sumrnaryl | Adj PMIR. | AMO4 ‘ 4]

Step 4: Run AMO04 Report for the same period as in Adj tab and paste it on AMO04 tab
CUNY rs] e

Tathy bategrated Respurces & Lervices Tool

Search:
®

5 My Favorites Query Viewer

Ei; Sgr?a‘:)er Self-Senvice Enter any information you have and click Search. Leave fields blank for a list of all values.
I> Supplier Contracts , - - :
b Vendors *Search By: QueryName +  begins with |_cu,1=sm,mo4 |
> Purchasing
> eProcurement Search l&d\'anced Search
1> Accounts Payable
> Asset Management
> Commitment Control Search Resuits
> General Ledger N
> Set Up Financials/Supply FolderView: —allFolders—  +
Chain
[> Enterprise Components
> Worklist
> Tree Manager
~ Reporting Tools |_FSAM_ AMO4 - Tax Levy/Tech Fee Rec  Public Excel

<~ Que
— Query Viewer
= eauie Liuery

XML Schedule Favorite
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H s Tax Le

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIE
o PROTECTED VIEW EBe careful—files from the Internet can contain viruses, Unless you

A1 - Jx

B C D E F

-
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=

|

-
DD D0 ] oeh e B P e

JEP PP P
Ao Ll R

-
=

3

i [t [
[{=RE==RE]

Lo B L3 G L GO Bad B3 B3 K0 Pl B R P3P P P BRI R

(=07 = R == R = - RE SR FURY % R R = - R Y A SO U N R

Instructions Summary | Adj I PMIRI AMD4 I

Step 5: Update College name and dates on Adj tab by doing the followings:
- Input total amount for PMIR (paid) and AMO04 reports

- Subtract (-) all the assets that are on AMO04 report but NOT on PMIR in column E. Include PO, tag
number and detailed comments. For example, assets were received but not paid yet

- Add (+) all the assets that are on PMI report but NOT on AMO04 in column E. Include PO and detailed
comments

- Subtract (-) all the assets that are on PMI report and SHOULD NOT BE on AMO04 in column F. Include
PO and detailed comments

E34 should be equal F34 and should represent the total amount of POs for the current quarter to be loaded/already
loaded to Asset Management
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1. At the top of the reconciliation worksheet add the dates for the quarter and below this put the two totals taken
from the Property Management Inventory Report and CUNYfirst reports. These two amounts will be reconciled
at the bottom of the page: they will eventually be equal.

- Dollars (in PMIR) for non-inventorial expenditures will be removed from the PMI column (listed as
negative)

- Inventory dollars (in CUNYfirst) that have not been paid and therefore not on the PMI report will be added
to the PMI column (listed as positive)

2. Additions and subtractions are explained by a letter code and additional commentary where necessary
- Non-inventorial purchases on the PMI report such as License Renewals, Service Contracts are identified
by the letter H and items deemed Under-Threshold by the letter F.
- Items listed on the CUNYfirst report but not on the PMI report are usually purchases that have arrived and
have been tagged and entered into CUNYTirst but not yet paid for and therefore not listed on the PMI report.
These are identified by the letter E.
- Frequently used letter codes and explanations, including those mentioned above, are:

Code Explanation
Miscoded

Not Yet Tagged

Overcapture/ Undercapture

Prior Year Charge

Tagged but not Vouchered

Under Threshold

Lease

Maintenance/Services

Other (specify in comments field)

© X NSO~ WN -
- IT|OIMmMo|O|lm|(>

3. When purchase order expenditure amount on the PMI report equals the purchase order expenditure amount on
the CUNYfirst report, these amounts do not need to be on the reconciliation as they cancel each other
- If there is a dollar difference, this must be recorded as either a negative or positive with the explanation C
for Overcapture or Undercapture. This difference is because the cost on a purchase order might be different
from the price on an invoice or because only a part of the purchase price has been paid

4. The Excel file worksheet is formatted to calculate the entries in each column
- Each purchase order to be reconciled from either PMI report or CUNYfTirst report is recorded as a positive
or negative on the worksheet
- On the PMI report only the column on the far right “Vouchers” represents the dollar figure paid out. This
is distinct from the “Encumbrances” column in which the dollar figures have not been paid out. Be sure to
use the “Voucher” amount and not the “Encumbrance” amount when reporting the amount paid on the
Excel worksheet.
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