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Selecting CAMS Documents

After you have logged into the FIS, click on Enter TP Documents at the Welcome to the FIS screen:

FIS Transaction Processing - [Welcome to the FIS] -
=| File Edit Inquiries Options Actions Help ¥
Check your In Box?
EFE Enter TP Documents?
Jearch for Documents?
‘ Exit the FIS
NOTE: You can navigate within the TP environment by:
0 double-clicking on a button or field, or
O pressing “F3" when the cursor is pointed at a button or field
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The CAMS Document Group

After clicking on the Enter TP Documents button, you will be taken to the Document Group Selection
screen.

Clicking on the CAM S Document button at the top left of the screen will take you to the Capital Asset
Document Group.

ﬁ Document Group Selection _[Of %
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Once the CAM S documents have been returned to the Type zone, double click on Equipment L oan/Return
or place the cursor on Equipment L oan/Return and click on the Open button.
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The Equipment Loan/Return Document

What is it?

Capital Equipment

Initiation of the Equipment L oan/Return Document is required when capital equipment is borrowed from
Indiana University for more than thirty-one (31) days, and the equipment resides at alocation which is not
directly associated with the university. The document must be completed before the equipment is
removed from the campus.

In accordance with [U policy, equipment may be loaned for a period of two years or less, and the loan
document must be completed within thirty (30) days of the loan. If the equipment is not returned at the
end of two years a new Equipment L oan/Return Document must be processed to extend the loan. When
extending aloan, areturn document is created and blanket approved as part of the extended |oan process. The
blanket approva alowsthe system to store areturn date thus allowing the user to extend theloan. Thereturn
document will be sent FY | (as an acknowledgement) to the norma routing approva path. The document to
extend the loan will need to be approved by the fisca officer, and borrower.

Three events must occur before the equipment loan/return document isinitiated: 1) the asset must be created
in the asset database, 2) the IU tag must be attached to the equipment, and 3) the tag number must be
entered into the university asset database.

NOTE: If the asset is untagged, do not attempt to save the equipment loan/return document to the inbox
and enter the |U tag later. The system retrieves the asset information only once. This occurs when the
asset number is entered or returned from the lookup screen. It does not retrieve information from the
database again.

Non-capital Equipment
Non-capital assets do not require submission of an equipment loan/return document; however, the document has
been devel oped to alow processing for non-capitd assets.

If the asset isnot in the university assat database and has a cost of less than $5,000.00, a non-capital asset may be
creeted by the organization, then an equipment loan/return document processed. If you need help creating a
non-capital asset, the Add Asset/Non-capital training material is available at the following location:

http:/Mmww.fms.indiana.edu/cams/training_materials.asp

Upon approval, the loan information can be viewed on-line viathe Capital Asset M aintenance screen,
by clicking on the More button, then the Equipment Loan button. The loan information will be reflected
overnight in the I ndiana Univer sity I nformation Environment (1UI E) for reporting purposes. The
Expired Loan Report information can be found in the Reporting Section of this document.

Equipment Loan Document Financial Management Services
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Why is it used?

An organization or auditor should be able to physically locate capital equipment with information taken
from the university asset database. Using the equipment loan/return document ensures inventory
compliance issues are met by your organization.

Who uses it?

Organizational asset representatives, support staff, and fiscal officers.

How does it route?

1.

3.

Documents are automatically routed to the appropriate fiscal officer or delegate. The fiscal
officer to whom this document is routed is defined by the account retrieved into the Asset
Information zone of the document.

The document also routes to the Borrower ID, if the user is an active user of the FIS. If the
borrower isnot an active FIS user, theinitiator will be required to check the appropriate box
signifying they have the signature on file in the department.

When a document is processed to extend the loan, a return document is created (template). When
clicking on the OK button the document will be blanket approved, and routed FY| to the normal
routing approval path.

What are the organization’s responsibilities?

1

Tagging the equipment before it leaves the premises, unless the equipment is a non-capital asset
which does not require atag.

Performing the physical inventory of the equipment.
Processing the equipment loan/return document and, when necessary, completing the appropriate
documents to extend the loan, or issue a return document to return the asset to the university

campus.

K eeping accurate inventory records of equipment on loan for a period less than thirty-one (31) days.

What are the borrower’s responsibilities?

1. Obtaining proper approval for equipment on loan. If the borrower takes the equipment without
proper authorization and there is aloss, the borrower will be personally responsible for
replacement of the equipment.

2. Thetimely return of equipment or the completion of an Equipment L oan/Return Document to
extend the loan for an additional two years.

3. Upon request the borrower may be required to return the equipment to the organization for
inventory or audit purposes.
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What additional information is required?

1. If the cost of the asset is $5,000 or more, an IU tag must be attached to the equipment and entered
into the university asset database before the equipment loan/return document can be initiated.

2. When the equipment is not located at the borrower’ s residence the Stored at address must be
completed.

Insurance Notes

University equipment is covered by Risk Management with a $1,000.00 deductible. Thisincludes
equipment off campus. Any concerns regarding insurance should be directed to Risk Management.

Additional Notes

Equipment located at an off-campus institutional site does not require completion of an equipment
loan/return document. An off-campus institutional site refers to any school or institution location
associated with Indiana University, i.e., equipment located at the Bloomington Hospital. The off-campus
address must be entered on the capital asset maintenance screen within the Capital Asset Management
System.

Equipment Loan Document Financial Management Services
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The Equipment Loan/Return Screen

In the FIS system, the Equipment L oan/Return Document looks like this:

i Equipment Loan/Return

Ecquipment Loan/Return bzzetInformation
Document #: 01-HHE404305 hzzet MNbhr:
S3tatus: 7 COL: hoot: V
Initiator: TCLAIN Jwyner : org: o
Created: 10/01/Z004 Campus: Eldg:
Org Doc #: h=zset Rep: x
CAMCEL
Borrower ID: Loan Date:
Expected Return Date: Feturn Date: (
IT Tag MNbr: Organization Tag MNbhr: v
Signature on File? |:|

. . PR HEWT
Description: b=zzet Type:
Manufacturer: Condition:

Feplcmnt Cost:

Room: Sub-Foom: [::]

Model Nbr:
Jerial Nbr:
Org Text: |

r | EICe

M essage I nformation Bar

The message information bar provides messages at the bottom of the screen as the user enters data. Be
sure to watch for messages that appear during data entry and processing. If a problem or error occurs, the
message displayed here can assist in determining the user’ s next steps (see arrow above).

Equipment Loan Document Financial Management Services
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Document Buttons

Several buttons appear to the right of the Equipment L oan/Return document. Each button performs a
specific function that can also be accomplished through the use of the menu bar. However, these buttons
provide a short-cut for the user.

v

CAMLCEL
—

The OK button saves the document and begins the routing process.

The Cancel button closes the document without taking any action. If any fields have been
changed, the user will be asked if they wish to save the changes.

The Route button displays the routing/approval log. Thislog records all the people who have
seen/approved/reviewed the document, and al of those who are still to see/review/approve the
document. The log will be blank until adocument has been routed for initial approval.

The Notes button indicates whether notes are attached to the document. If a note is attached,
the button isred. If there are no notes, it appears gray. If the button is selected, it displays
either the notesindex (if there are notes), or the Notes Cr eate window so a note can be added
to the document.

The Payment button displays payment records for the asset.

The Address button displays fields used to track off campus information.

NOTE: If you exit by clicking on the“ X" in theright hand corner of the document if no data entry
has been done, you will be taken back to the document selection screen. |f data has been entered on
the screen you will be asked if you want to save the document into your | nbox.
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Initiating an Equipment Loan/Return Document

Scenario

Jim needs to take a computer home to work on a project.

Entering Document Information

When entering information, it isimportant to note that:

e someinformation is system generated when a user initiates the document
e someinformation isrequired when an asset is |oaned
¢ some functions are performed by various buttons which appear on the document

Document Header Zone

ﬁ Equipment Loan/Return _[Of %
—Equipment Loan/Feturn —Thsset Information

Docunent #: 01-IG0O032400 Azzet Nbr:
Status: @ Chart: ¢
Initiator: ITD'-"JN Oumer: oF:

Created: 12/27/15999 Campus:

Org Eef #: Azzet Fep:
CAMCEL

In the top left area of the document is a section labeled * Equipment Loan/Return,” in which some
information is system-generated as follows:

1.

2.

A system-assigned Document Number

A gquestion mark in the Status field (since the document isin the process of being created)

The user 1D of the document Initiator

The Created date (today's date)

The Org Ref # field is an optional field that allows entry of up to ten alphanumeric characters. It

isgenerally used if the organization wishesto apply its own identifier to the transaction. (If the
organization does not use an internal referencing system, tab past thisfield.)

When processing documentsiit is a good idea to make a note of the document number.

Equipment Loan Document Financial Management Services
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Asset Information Zone

The asset information will be retrieved when the asset number is entered in the asset number field, or
returned to the document from the lookup screen.

The information in the “ Asset Information” zoneisview only.

ﬁ Equipment Loan/Return _[O) %
—Eq‘uipment Loan/Return Thsset~Information

Document #: 01-IG0032400 hzzet Nbr:
dtatus: @ Chart: ¢
Initiator: ITD'-"JN Owner: ok

Created: 12/27/1999 Campus:

Org Ref #: hsset Fep:
CAMCEL

6. The Asset Nbr (asset number) is the system-assigned identifier. The asset number may
be entered or the user may double-click in the blank asset number field to bring up the
lookup screen. Once an asset number is displayed on the screen more information about
the asset can be accessed by double clicking on the asset number. Double clicking will
navigate the user to the Capital Asset Maintenance screen where more information is
available. To exit the Capital Asset Maintenance screen and return to the Equipment
Loan/Return Document click on the Cancel button.

> Enter asset number to be loaded.
7. The Acct (account) number identifies the account responsible for the asset.

8. The Owner (owner) “INU” designates that the equipment is owned by or in the custody of
Indiana University.

9. The Org (organization) code is set by the owner account number, and identifies the
organization responsible for the asset.

10. The Campus code identifies the physical campus on which the asset islocated.
11. The Bldg code designates the building in which the equipment is currently located.

12. The Asset Rep (asset representative) can be used to group assets by a person’s name (i.e.,
staff member, faculty member) aslong as the nameisin the universal user table. The
information presented on reportsis in the format of last name, first name. Using the field
in this manner helps to ensure the sort order for reporting purposes and that the
information is entered in the same manner.

Equipment Loan Document Financial Management Services
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Equipment Loan Information Zone

Borrower ID: Loan Date: [12/27/1333
Expected Beturn Date: Return Date: (
IU Tag Nbr: |734055 Organization Tag Hbr: ol

13. The Borrower ID isrequired and validated against the universal user id table. The borrower id is
set to upper case. The borrower isthe staff or faculty member borrowing the equipment.

> Enter Borrower |D.

14. The Loan Date s set to the current date, and is required. Although this date is pre-set it can be
changed.

15. The Expected Return Date must not be greater than two years, and is required when processing
an equipment loan. (If the equipment is not returned by this date, the loan can be extended by
processing a new document and clicking on the Extend L oan button.)

> Enter Expected Return Date.

16. The Return Date should be left blank when initially processing aloan. When the equipment is
returned to the campus a new equipment loan/return document must be processed. The return
date is entered at that time.

17. ThelU Tag Nbr isretrieved by the system when the asset number is entered. If the tag does not
yet appear in the database, the document cannot be process. Do not save the document to your
inbox if the tag number is unavailable. Cancel the document and begin the entry process after the
U tag number has been entered into the system.

Signature Zone

The Signature on File box must be checked to signify the organization has the borrower’ s signature on
fileif the borrower isnot an active FIS user. The box can be checked by tabbing or clicking with the
mouse into the box.

Jighature cn File? []

To determine whether the borrower is an active FIS user, double-click on the borrower id after the user id
has been entered. If the user is active thiswill bring up the User Inquiry screen below.

Equipment Loan Document Financial Management Services
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H User Inquiry E]g

UserlD: TCaIN Mames:  CAIN.THERESA
Empl ID:  0DO1 769503 Dept:  BL-FMOP
Uriversa 110 1000032729
Chart: L
Organization FMS - FINANCIAL MANAGEMENT SERYICES Campus:  BL
Home Server FIS1STG
spproval Chart U
spproval AC: WP & CFO
Update Sccess: rMaintenance. Ao dministrator/CaM S Administrators
Active?  Yes

If the user is not active the following message is presented prior to bringing up the User Inquiry screen.

FIS Training

\il) Useris notan FIS user

When the “ Signature on File” box is checked the department should have the borrower’ s signature on
filein the department. This can be acopy of the equipment loan/return document with a signature or it
can be acopy of an email. How the signature is obtained is up to the department. For users with the
ability to attach files the e-mail can be attached to the notes on the Equipment Loan/Return Document.
In this case the department will not need to keep a hard copy of the signature.

Equipment Information Zone

Once the asset number is entered or retrieved from the lookup screen the information in the following
fieldsis automatically retrieved from the asset database by the system. Thefields are view only.
Information in the fieldsis validated on the documents and screens that allow data entry.

Description: |MICROSCOPE BIMCAMERA ATTACHMEMT 3 Lsset Type: (403

Manufacturer: |ZEISS Condition: |G
Feplcmnt Cost: 0.00
Room: (310 Sub-Room:

Model MNbhr: |STAMDARD
Zerial Nbr: 4375800
Org Text:

18. The Description field is used to describe the asset.

19. The Asset Type code is used to classify the type of equipment purchased. The life of equipment
is assigned based on the asset type.

20. The Manufacturer isthe name of the company that manufactured the asset.

21. The Replcemnt Cost (replacement cost) is the cost necessary to replace the asset if it islost,
destroyed, or stolen.

Equipment Loan Document Financial Management Services
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22. The Room number of the building in which the asset is physically located.

23. The Sub-Room is a code created for departmental use. Most departments use this field to enter
cubicle sub-room number.

24. The Model Nbr isthe model number assigned by the manufacturer of the asset.
25. The Serial Nbr isthe identification number assigned by the manufacturer.

26. The Org Text isafree form field in which an organization may enter any information they wish
to record about an asset.

Borrower’'s Address

The equipment loan/return document cannot be processed unless the borrower’ s address or (when
appropriate) the storage address have been completed. To enter the borrower address click on the
Address button (the button depicting alittle yellow house to the right of the screen).

If the user tries to route the document without completing this address, the following dialog box will
appear:

Error Dialog

Complete borrower address must be entered for an equipment
loan. Actiwvate the address button to enter it.

=

Equipment Loan Document Financial Management Services
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Borrower’s Address

The ID will be carried forward from the Borrower ID.

= Equipment Loan Addresses n -
r—Eaorrower
ID:
Jtreet:
Citcy:
State: Zip Code: Country:
Phone:

—Stored—at

Jtreet:
. 0K
City:
Itate: Zip Code: Country:
Phaone:
Cancel

27. The borrower Street is required and not validated.
» Tabinto the Street field and enter the street address of the borrower.
28. The borrower City is required and not validated.
» Tabinto the City field and enter the city of the borrower.
29. The borrower State isrequired, is validated, and is set to upper case.
» Tabinto the State field and enter the state of the borrower.
30. The borrower Zip Code is required and not validated.
» Tabinto the Zip Code field and enter the zip code of the borrower.

31. The borrower Country is not required, but is validated if datais entered. The Country is set to
upper-case.

» Tabinto the Country field and enter the country of the borrower.
32. The borrower Phone number is not required and is not validated.
» Tabinto the Phone number field and enter phone number of the borrower.
» Click on the OK bhutton to navigate back to the equipment loan/return document.

» From the main equipment loan/return document click on the OK button to process the
document.

Equipment Loan Document Financial Management Services
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The Stored at addressis only needed if the equipment is not physically located at the borrower’ s personal
residence. The borrower addressis still required when the Stored at addressis used.

33. The Stored at Street is not required or validated.

34. The City is not required or validated.

35. The State is not required, and is validated if datais entered. The state is set to upper case.

36. The Zip Code is not required and not validated.

37. The Country is not required, and is validated if datais entered. The country is set to upper case.

38. The Phone number is not required and is not validated.

Equipment Loan Document Financial Management Services
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Capital Asset L ookup Screen

The Capital Asset Lookup screen is used to retrieve the asset the user wants to place on loan or return to the
university. The capital asset management system uses the capital asset number as the unique identifier for assets.
However the user is more likely to have access to the IU tag number.

# Capital Asset Lookup =] E

—3earchCriteria
Crigin Cd:

Azzet Mbr:

U Tag Humber

Owaner Chartiboccount;
Agzet Tupe:

b anfacturer:

Condition:

Status:

01
|
—

Search

Claar

& [& = &ctive; Blank = &l assets)

—Other—3earches
Cther Tag Mumbers...

PO Mumber...

hdadel Humber...

Seral Mumber...

Campus/Building...

— Search Results

Azset Mbr

IU Tag Humber  Org

kfr. Mame

Description Type

Status

[ |

-

ol =]

The search method used to locate information on an asset is based on the information the user has on hand (e.g., IU
tag, PO number).

NOTE: The FISwild card function is performed by pressing the F2 key, then selecting the number 8 key on the
keyboard. (The number 8 on the numerical keypad will not work.)

When entering an inventory status code, be sure to enter an appropriate value to retrieve your asset. For status codes
for active capital assets consist of the following:

A | Activeand ldentifiable I dentifies assets that can be tagged and are currently in use

C | Activeand Non-accessible | dentifies assets where atag cannot be attached due to the items size or
nature

U Under Construction I dentifies assets that are devel oped and created by the university

S Surplus Equipment The surplus inventory status code is used when an organization is not
actively using the equipment

Equipment Loan Document Financial Management Services
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Non-capital active assets are identified with status codes N (Non-capital) or D (Active Non-capital 2003).

N Non-capital Active Identifies non-capital assets created by an organization

D Non-cap. Active 2003 This code was created to identify assets that were retired due to a change
in the capitalization threshold. It allows organizations to track these non-
capital assets.

Non-capital assets do not require an equipment loan/return document.

If the user is unsure of the status of an asset, the Status field may be left bank to perform the search function as
follows:
a. TabintothelU tag Number field and enter your tag number.
b. Click on the Sear ch button to retrieve the asset.
c. Inthe"Search Results’ zone, double-click on the asset number to return to the equipment loan/return
document.

Pertinent information about the asset is retrieved by the system once the asset number is selected
from the lookup screen. Once an asset number is displayed on equipment loan/return the screen
additional information about the asset can be accessed by double-clicking on the asset number.
Double-clicking will take the user to the capital asset maintenance screen.

Wild Cardsand Searches

Some fields on the capital asset lookup screens alow the use of wild cards or operators within afield.
Operators are used to tell the system how to handle the values provided for the query and offer the user
more control over the search criteria.

Asset Number Asset Type
< Less Than < Less Than
<= | LessThanor Equal To <= Less Than or Equal To
> Greater Than > Greater Than
>= | Greater Than or Equal To >= Greater Than or Equal To
21* Look for al occurrences that beginning with "21"

Manufacturer, Serial Number, Model Number, Campus, Building, and Room

SE21* Look for all occurrences of the current field beginning with " SE21"
From the search results, double click on the asset number and the user will be returned to the document.

Equipment Loan Document Financial Management Services
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Universal User Lookup Screen (borrower id)

| Universal User Lookup

Search Criteria
TUser ID: |

Tl II:
Empl II:
S5M:
Mame :
Depr:
Srtatus:
Type:

Search

Clear

i

Search Results
User ID HName el ID Ermpl ID Dept St Twp FP Act

Ok Carncel More... |

NOTE: TheFISwild card function is performed by pressing the F2 key, then selecting the number 8 key
on the keyboard. (The number 8 on the numerical keypad will not work.)

Universal User Lookup Screen Steps:

a.  When performing name lookup searches, the user may need to use awildcard search since
names may be entered into the database in different formats. A wildcard search can be very
helpful particularly if the user is not sure exactly how the name has been entered into the
database. Tab into the Name field and enter the last name of the person you wish to find, and
then enter awildcard.

Example: Cain*
To reduce the response time, enter the chart-organization code in the Department field.
b. Enter: UA-FMOP
c. Click on the Search button.
d. Inthe"“Search Results’ zone, find the name of the person and double-click on the User ID.

Thiswill return the user id back to the document.

Wild cards can be used in the User ID, Univ ID, Empl 1D, SSN, Name, and Dept fields. The User 1D,
Name Dept, Status, and Type fields are set to upper case.
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Processing an Extended Loan Document
To extend an equipment loan, open the equipment loan/return document. After entering an asset number
or selecting an asset number from the Capital Asset Lookup screen notice that the Borrower 1D, and
Expected Return Date information was retrieved.

Y ou will also notice a button titled “ Renew Loan”.

File Edit Workflow Inguiries Opfions Help

—ﬂEquipment Loan/EReturn

1280002 ¢
Ok

024 x

Azzet—Information
Document #: 01-KQ74342Z05 bzzet MNbr:
Ftatus: COL: Loot:
Initiator: TCAIN QOuner: Oro: |DMO
Created: 10/08/2004 Campus : Bldog:
Oro Doc #: bh=s=set Rep:
Borrower ID: |TCAIN Loan Date: [10/06/2004
Expected Return Date: |10/06/2006 Feturn Date: (
IT Tag Whr: a5eah04 Organization Tag Nbr: WAWALLEM e
Signature on File? [] Renew Loan |

Description:

220-B670 LATITUDE CEOD, PEMTIUM Il 1GHZ | Asset Type:

Nanufacturer:

DELL Condition:

Feplcmnt Cost:

2.400.00

Foom:

Model Nbr:

Jerial MNbr:

JA=CPmM

214

253 | Sub-Room: [::]

AR

&

Org Text:

» Clicking on the “Renew Loan” button will create atemplate of a Return Document.

Equipment Loan Document
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Notice that a new document number is assigned, and the return date has been generated. Selecting the
Renew L oan button created a template of a new loan document to issue the return.

Sile Fdir_ Workflow Inguiries Options  Help 3

Equipment Loan/Return AzsetInformation
Document #: 01-IE7434305 Asset Nbr:
Statuz: 7 COh: Aoot: 1280002 V
Initiator: TCAIN CWner : Cro: |DMO o
Created: 10/03/2004 Campus : Bldg: (024
Org Doc #: Lzzet Rep: x
CAMCEL
Borrower ID: |TCAIN Loan Date: |10/06/2004
Expected Return Date: |10/06/2006 Feturn Date: |10/08/2004 (
IT Tag Nbhr: 858504 Organization Tag Nbr: [WANALLEM e

Signature on File? [

Description: |220-6670 LATITUDE CEO0, PEMTIUK I 1GHZ Lsset Type: (214

Manufacturer: |DELL Condition:
Replcmnt Cost: 2,4EIEI.EIEI|
Foom: |253 | Sub-FRoom: I:l

Model Nbr: @

Jerial Nbr: |J4=CPO
Org Text: |

|F‘ress Ok to Save and Route document v

> Click onthe“OK” button to complete the return.
The return document is blanket approved with an FY1 to the normal routing/approval path. After you
click on the ‘OK” button the document number will revert to the document number assigned when the
new equipment loan/return document was initially opened.

» Enter anew expected return date.

» Click on the OK button to route the document.

The new loan document will route for approval.

Equipment Loan Document Financial Management Services
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Processing an Equipment Return Document

When the equipment is returned to Indiana University, an equipment loan/return document must be
completed to signify the equipment is no longer on loan. After entering the asset number, notice that the
Borrower D, and Expected Return Date information is retrieved.

ﬁ Equipment Loan/HReturn —|Ofx
—Equipment Loan/Beturn “Thsset—Information
Document #: 01-HO5994300 Aszet Nbr:
Status: ¢ Chart: Accr: 1312610 ¢
Initiator: JMCHNEEL Owmer: Org: [FMO o
Created: 10/19/1999 Campnis: Eldg: (002
Org Ref #: hazet Bep: x
CAMCEL
Borrower ID: NJENGEL Loan Date: [10/13/1933
Expected Return Date: [10/13/2000 Return Date: (
IU Tag Nbr: |[F34055 Organization Tag Nbr: auTe
Signature on File? r .
Premium Selecteds Mo Selectfdew Premium | Tns COA-Aoct: ] K
Description: |[P51230 PERSOMAL COMPUTER W /COLI  Azzet Type: [214
Marufacturer: |I[BM Condition: IG
Repleount Cost: 0.00 &[]
Room: |536 Sub-Room: | AR
Model Nbr: 2530021
Serial Nbr: |1043534 @
Org Text:

» When processing areturn the only information required isthe Return Date.
When processing a return document the document will route for approval.

The campus location information can be updated on the Capital Asset M aintenance screen.
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Canceling a Document

Once you have completed a document, it is electronically routed to the next approver. If you need to
cancel the document for any reason, you will need to notify the next approver viathe following
procedure.

At the Welcome screen, click on the “ Search for Documents?” button.

# Document Search =] E3

— Search Criteria - Other Searches
Coc Mumber: Find By fccount... |
—_— Search
Create Date:
Initiator: Find B Org... |
Org Ref Mo S
Type: | Find By Routing... |
Status: | i Find In Folders... |
Amount;
Drescription: A1 Detail |
Approved Date:
Payes Payment History... I
- Search Results

Do I Org Ref I Type I Created I St I Initigtor I Ppprowe Date I Amount I

Open Cancel Routing. ..

If you know the document number, enter it in the Doc Number field. Otherwise enter as much
information into the Search Criteria zone as possible (for example, Type, Create Date, and Initiator).
This should limit the number of responses that will be returned to the Search Results zone.

1
2.
3

From the Search Results zone, open the document you wish to cancel.

From the menu bar at the top of your FIS screen, select Workflow option.

At the Workflow menu, click on the Cancel Document option. Y ou will be required to add a note
explaining why the document should be cancelled. This note will be read by the next approver.

4. Click on the Notes button and choose the Add Note option. Add a note explaining why the document
needs to be cancelled.

5. Click on OK to approve the document. The next approver should disapprove the document upon
reading the note, thereby canceling the document.

Equipment Loan Document Financial Management Services
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Frequently Asked Questions
Question
While processing aloan document for a capital asset | received an error dialog box that tells me the 1U tag
number has not been assigned.
Can | save the document to my inbox and update the tag number?

Answer

No, the Equipment Loan/Return document selected the asset when you retrieved the asset from the lookup
screen. The document does not refresh the information on the asset when you open it from your inbox.

Y ou will need to cancel your document. Enter the [U tag number viathe Tag an Asset Screen, and
initiate a new Equipment Loan/Return Document.

REMINDER: Yélow IU tags are used for capital equipment, equipment costing $5,000.00 or more. |If
your department does not tag their equipment, contact your campus capital asset office to get the
equipment tagged.

White tags are used for non-capital assets, those assets that are under $5,000.00. Non-capital tags are
attached to the equipment by the organization. Non-capital tags can be purchased from the University
Capital Asset Office, contact Juanita Matlock at juamat@indiana.edu.

Question

While monitoring the routing on my Equipment Loan/Return document | noticed the document routed to
the borrower who does not use the FIS.

How do | get this document approved?

Answer

The Equipment Loan/Return document routed to the borrower because they are currently flagged as an
active FISuser. This person should be changed to an inactive user. Y our department can initiate an FIS
User document to change the status to inactive. Until the FIS User document is approved documents will
continue to route to this person for approval.

To get the pending document approved your department will need to add a note to the document stating
that you need the document approved, and that borrower is not an active user. Once thisis done send a
note to Juanita Matlock at juamat@indiana.edu asking her to get the document approved for you.

Question

When clicking on OK to route my document | received an error message “Equipment
cannot be loaned for more than 2 years.” What do | need to do?

Answer

An Equipment Loan Return Document can only be loaned for up to two years. To continue processing
your Equipment Loan/Return document click on the “OK” button on the error dialog box. Next change
the return date so that it is less than or equal to two years. This edit ensures we are in compliance with
government circler’ s that govern the time frame for physical inventories

Government Circler’ s that govern the inventory process can be found at the following URL:

http://www.fms.indiana.edu/cams/camsgov.asp
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Reporting

The Expired Summary Report will help you monitor your Equipment Loan/Return documents. First we
must navigate to the IUI E reporting environment.

Open your Explorer browser.
First we must navigate to IUIE.
Open your web browser.

Go to the OneStart menu at: https://onestart.iu.edu/my-prd/Portal .do

After logging in from the OneStart menu click on the Service tab.

,‘
%Start Campus Services Notifications (0) My Groups My Zone

Click on Administration Systems

Email

Administrative Systems

| Library

| Workflow

After clicking on the “Administration System you will need to scroll down on the page to the bottom left
of the screen. Click on Accessthe IUIE

options i

» Access the IUE @
+« Online Tutorial
+ Training Manual

+ Help Topics
e« FAQ: SIS reporting in the IUIE

MORE INFO: deviuie-l@indiana.edu

Equipment Loan Document Financial Management Services
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Navigating IUIE for Capital Asset Management Reports

Quick View || Catal Manage Access || Utilities

The DSS schedule has completed for today by 11:50 AM

IE

A new look!

The IUIE 6.06 release was moved to production Sunday morning, November 4. Users will immediately notice a new "Quick
View" tab. Read more about express access to your scheduled jobs by clicking the "?" displayed on the Quick View
submenu.

Please check Release MNotes for full release information at https:/fwww indiana.edu/~iuie/prod/fag/updates_v60600_html.

» Click on Catalog
» Click on Master Catalog

In the Report Index

1 Crass-Application

[ Departmental Reporting
ClEcommerce

1 Electronic Research Adm
Y Financiel Click on the CIFinancial folder
CdHuman Resource Manag —_—

A Infarmation Technology S
CaE

ClLibraries

1 Physical Facilities

1 Student

= 11} ] =2

Click on (" ICapital Asset Management System

‘ZdCapital Asset Management System
[ICAMS DataGroups

(ZICAMS Depreciation Reports
[“JICAMS Internal Reports

((ICapital Lease Reports

CJEdit Reports

(JInventory Control Reports
["IReconciliation Reports
(IScreening Reports

(3Summary Reports

Equipment Loan Document Financial Management Services
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Select the [“llnventory Control Reports

‘Sinventory Control Reports

[fiAsset Detail List

[fiAsset Inventory Reconciliation

[fiAsset Tagging Report

HCAMS Retirement

HComponent Summary (computer)
[fiComponent Summary (generic)
[fEquipment Loan

[fExpired Equipment Loan/Return Reports
[fiunapproved Documents in Inbox by Chart and Org
[funtagged Assets
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Expired Summary Report Equipment Loan/Return

Select the Expired Equipment L oan/Return report within the Inventory Control Reports or the Edit
folder section.

Expired Equipment Loan/Return Reports

Specified Field Vaues Will Determine the Resulting Output:

Select Report Expired Equipment Loan Detail
Expired Equipment Loan Summary
Detail & Summary

Report Title |
Capital/Non-Capital
Capital & Non Capital
Non Capital
Chart-Organization Code (ua-fmop)
Campus Code (bl)
Number of Days Past Expected Return Date
Order By: Asset Number -
Campus, Chart, Organization
Chart, Organization j
Include Organization Hierarchy? r

Select the Output Format

L Plain text

= Word-RTF
Select the Output Destination*

o Wait for Output
L Send Output to Completed Reports
L Send Output to BARR Printer

* Security Note: Downloaded institutional data should be saved to a properly administered/secured
server. Personal workstations may not be maintained frequently enough to be secure and therefore we
strongly recommend not storing this data on your personal computer hard drive. If you have questions
about whether or not your departmental server isaviable aternative for storing your institutional data,
and for instructions on how to connect to that server in order to access and work with your data, please
contact your local computer support provider (LSP).

Run Save Settings
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Select the Output Format
> Plain text
= Word-RTF

e For online viewing, select Plain text.
Select Word-RTF to return the report to aword processing format.

Once you have entered the selection criteria, decided on the Output Format, and the Output Destination

Run
you are ready to click on button.

Report Description
Thisreport will generate alist of expired Equipment L oan/Return documents by chart-organization code.

Parameter Descriptions
Select a Report

1. The"Expired Equipment Loan Summary" report will present the chart, organization codes,
and a count of assets that have an expired loan document.

2. The"Expired Equipment Loan Detail Report" is used to present the asset number, borrower
name, and existing loan document number.

Report Title
Thisfield will be printed asthe title of your report. Thisisafreeformfield and is not required.

Capital/Non-Capital
The “ Capital/Non-Capital” option allows you to select if you want to include non-capital assetsin your
report.

Chart - Organization Code (UA-FMOP)
The“Chart - Organization Code” will list assets the department is responsible for. Be sureto type a
hyphen (-) between the chart and organization code.

Campus (BL)
The“Campus’ identifies the physical campus of an asset. Using this parameter will generate alist of
assets regardless of who owns them.

Number of days past expected return
This parameter can be used to exclude assets from the report. An example: by entering 30, the return
would display only assets for which the loan is expired 30 days or more.

Order By
The“Order By” drop down list allows you to select the sort order of the report.

Equipment Loan Document Financial Management Services
29 3/10/08



I»‘-Ksset Mumber 'I

Asset Number

Tag Mumber

Expected Return Date

Chart, Organization Code
Campus, Chart, Organization Code

Include Organization Hierarchy?

Selecting the “Include Organization Hierarchy” will list al assets on the report that report up to the
specified “ Chart and Organization Code” entered. This option isonly valid if you enter a chart and
organization code.

Settingsfor Sample Report

Expired loansfor an organization
Enter the following parameters:

Parameter Title Enter Vaue

Select a Report Expired Equipment Loan Summary
Report Title

Capital/Non-Capital Capital

Chart-Organization Code Chart-Organization Code

Campus Code

Number of Days Past Expected Return Date 30

Order by Campus, Chart, Organization Code
Include Organization Hierarchy? checked

Recommended Frequency of Report Generation
We recommend that |loan documents are monitored on monthly basis.
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Equipment Loan

Select the Equipment L oan report within the Inventory Control Reports sub folder.

Equipment Loan

Last Refresh Of Underlying Datagroup:
05/26/2005 02:19:29

Create Shortcut Security Information
Instructions Report Object Help

Specified Field Values Will Determine the Resulting Output:

Report Title

Capital/Non-Capital
Capital & Non Capital
Non Capital

Chart-Organization Code (ua-fmop)

Campus Code
Begin Loan Date < (mm/dd/yyyy)

End Loan Date > (mm/dd/yyyy)

1

Order By: Asset Insurance Account Number -
Asset Number
Borrow er v
Include Organization Hierarchy? —

Include Only Asset Information?(excel option only) [

Select the Output Format

L
L

[= Word-RTF
Select the Output Destination™

O
C
L

MS Excel

Plain text

Wait for Output
Send Output to Completed Reports
Send Output to BARR Printer

Run Save Settings

Once you have entered the selection criteria, decided on the Output Format, and the Output Destination

Run
you are ready to click on J button.
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Report Description
Thisreport lists assets that are currently on loan via the Equipment L oan/Return document.

Parameter Descriptions

Report Title
Thisfield will be printed as thetitle of your report. Thisisafreeform field and is not required.

Capital/Non-Capital
The “ Capital/Non-Capital” option allows you to include non-capital assetsin your report.

Chart - Organization Code (UA-FMOP)
The “Chart - Organization Code” will list assets the department is responsible for. Be sureto typea
hyphen (-) between the chart and organization code.

Campus (BL)
The“Campus’ identifies the physical campus of an asset. Using this parameter will generate alist of
assets regardless of who owns them.

Begin Loan Date < (mm/dd/yyyy)
The“Begin Loan Date” uses the inventory loan date and presents assets that have aloan date less than the
date entered into this parameter.

End L oan Date > (mm/dd/yyyy)
The“End Loan Date” uses the inventory loan date and presents assets that have aloan date greater than
the date entered into this parameter.

Order By
The“Order By” drop down list allows you to select the sort order of the report.

Include Organization Hierarch?

By default, the report does not use the organization hierarchy. In order to use the organization hierarchy
you must first enter a Chart-Organization then check the box to “Include Organization Hierarchy”. This
will include assets that report up to the chart-organization code entered in the “ Chart-Organi zation”
selection criteria box.

Include only asset information? (Excel option only)

The “Include only asset information?’ check box is used with the Excel option on the Detail Report. This
option allows you exclude payment records from your report. An asset can have many payments; when
payments are included in the report the asset information is replicated for each payment.
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Unapproved Documents in Inbox by Chart and Org

Select the Unapproved Documents in Inbox by Chart and Org report within the Inventory Control

Reports sub folder.

If the report is grayed out you will need to request access to the report.

After clicking on the report you

will taken to a page titled “ Report Object Metadata and Access Request” scroll down until you see the
Justification box. Once you have entered information in the Justification box you can click on the
Request Access button. 1f you do not see the report you may have the Application Setting checked to
“Show me only report object that | can access’ if you have this checked you will need to uncheck the

setting. Thissetting is located under the Personalize menu button.

Unapproved Documents in Inbox by Chart and Org

Last Refresh Of Underlying Datagroup:
unavailable

Create Shortcut Security Information
Instructions Report Object Help

Specified Field Values Will Determine the Resulting Output:

Chart-Organization Code (UA-FMOP) ‘

Document Status ‘ E 1 I, O, 00, P, PP,Q,R,F

Before This Date (MM/DD/YYYY)

Include or Exclude Document Types Include -

Document Types (ex. A21, AR, AWRD) ‘

Include Organization Hierarchy? -

Select the Output Format

C
2

L Word-RTF
Select the Output Destination*

O
C
L

MS Excel

Plain text

Wait for Output
Send Output to Completed Reports

Send Output to BARR Printer

Valid Values

Valid Values

i

Run Save Settings
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Parameter Descriptions

Chart - Organization Code (UA-FM OP)
The“Chart - Organization Code” will present pending documents initiated by users within the
organization. Be sureto type a hyphen (-) between the chart and organization code.

Document Status
There are several stages of routing process, this parameter alows you to select pending documentsin a
given routing stage.

Before This Date (mm/dd/yyyy)
Y ou can use the “Before This Date” parameter to limit the report to documents created before the data
entered into the parameter box.

Include or Exclude Document Types

Y ou may want to limit your selection to include or exclude a specific document. Using this parameter
along with the document type code you can select only Capital Asset Management documents to be
presented on the report.

Document Types
The“Document Type”’ code identifies documents (i.e., GEC- General Error Correction, AR- Asset
Retirement)

Capital Asset Management Document Type Codes
a) AA —Add Asset Document

b) AT — Asset Transfer

¢) AR -—Asset Retirement

d) ELR —Equipment Loan/Return

Include Organization Hierarch?

By default, the report does not use the organization hierarchy. In order to use the organization hierarchy
you must first enter a Chart-Organization then check the box to include the organization hierarchy. This
will include pending documents that report up to the chart-organization code entered in the “ Chart-
Organization” selection criteria box.

Settingsfor Sample Report

Enter the following parameters:

Parameter Title Enter Value

Chart-Organization Code (UA-FMOP) Chart-Organization Code
Document Status E,I,II,O 00,P PP,Q, R RR,S
Before This Date (MM/DD/YYYY)

Include or Exclude Document Types Include

Document Types (ex. A21, AR, AWRD) AA, AR, AT, ELR

Include Organization Hierarchy? checked

Recommended Frequency of Report Generation
The unapproved document report should be run monthly. In May you need to run the report weekly, so
that all documents required to complete a physical inventory are approved before June 30.
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