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Section One: Roles andResponsibilities

County Executive —is responsible for the care and custody of assets assigned to
the department

Division Directors — Ensures all assets assigned to their Division are accounted for at all
times. Ensures routine reports are run on SAP for verification of asset location. Ensures all staff
are trained on and follow this procedure.

Program Managers /Supervisors — Responsible for training and staff’s compliance of this

procedure. Are responsible for all assets assigned to themselves and their staff. Run routine SAP
reports to verify asset location.

All Health and Human Services (HHS) and Agrilife Extension (AE) Staff — To read,

understand and comply with the procedure. To know where their asset(s) are at all times. Responsible
for care and return of assets assigned to them.

Fixed Asset Manager in Purchasing — Update SAP when New Assets are purchased and assign

them to cost center 1580010001. Update SAP upon receipt of Travis County Inventory Form including
actual cost center number, staff name, room number and location.

Internal Designee for Asset Tracking - FacilitiesLiaison

o Liaison with Purchasing Department for Annual Inventory and SAP Asset Update
o Completes intermittent Inventory audits
= Assist staff with Asset location and disposal of equipment

o Liaison with ITSand HHS_AE staff with replacement list and deployment of
new computers

= Assist staff with requests for brand new computers

o Receives the Travis County Inventory Form from Department staff on location of Asset
o Updates SAP Asset information (See Attachment C, pg. 11)
o Run SAP asset reports (See Attachment D, pg. 15)

Finance Staff—

o Receives annually, the replacement list from Facilities Liaison, to be includedin
the budget submission package — early spring.

o UponDepartment approval, requests Countyapproval for new purchase and
placement on the replacement schedule, transfer funds to ITS for
purchase.
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Section Two:Procedures

. Staff Assighment of aComputer

Each position in HHS_AE is assigned a Computer(s) A Computer is defined as;

o NBW — Notebook workstation (has a docking station)

NBM — Notebook (without a docking station)

PC1 — Standard PC (not alaptop)

TAB — Tablet Computer

MDC — Mobile Data Computer(Toughbook)

Each Computer is assigned an Asset Number and an Asset Tag is placed onit. Thistag may only be
removed by ITS.

Each Asset isrecorded in SAP to a person, location, room number and a cost center. There isa
memo field for additional comments as appropriate.

0 O O O

B. Routine Replacement of Computers
Each Year during the Budget Process the Facilities Liaison will work with the Department’s

Executive Management Team and ITS to ensure all eligible replacement computers are accounted

for. During Budget Process (February — April) these steps will occur:

Each year these attachments are found in Travis Central under the PBO Department FY 2020 ITS
Inventory Replacement Form Instructions FY 2020 ITS Inventory ReplacementForm

The Facilities Liaison will review the list with the Executive Management Team for adjustments
and accuracy.

Upon approval from EMT the Facilities Liaison will forward the replacement list to the contact
person at ITS in early spring (first week in April) each year, for ITS to compile a County wide
replacement list for budget submission.

The Facilities Liaison will provide the Department’s replacement list to the Sr.Financial Manager
to submit in the Department’s annual budget submission.

Beginning of New Fiscal Year (October - January)

Facilities Liaison will contact ITS to receive the replacement list and coordinate the review and
update of the document for accuracy in asset assignment. Once the review has been completed
and updated then the list will be distributed to the Executive ManagementTeam.
Facilities Liaison willrequest the ordering ofthe Department’s replacement computers and
coordinate the Department’s replacement computer cycle rollout.

o Facilities Liaison will inform the Division Directors of the rollout schedule provided by ITS
ITS staff contacts HHS_AE staff to arrange deployment of the new computer
HHS_AE staff or their designee will receive the new computer and transfer the retired
computer to ITS using the Travis County Inventory Form
HHS_AE staff will complete the Travis County Inventory Form and sign upon receipt of new
computer and send to the Facilities Liaison
Facilities Liaison maintains a copy of document and sendsto Fixed Asset Manager in Purchasing
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e Fixed Asset Manager in Purchasing will update Employee assigned, Location, room #and Cost
Center of the computer in SAP from the Travis County Inventory Form

e Within 30 days of receipt of new computers, Managers/Supervisors will ensure all updates have been
made in SAP and inventory is accurate for their span of control.

o This will be completed by running Asset and Objects on Loan report from Manager Self-
Service in SAP (See Attachment D, pg. 15)

o Or How to Run an Asset Inventory SAP Report (See Attachment E, pg. 17)

C. Transfer of Computer

Transfer of computer occurs when staff are hired or separate from the Department. Additionally
when staff change physical locations, computers are being repaired or loaned to other HHS_AE

staff.

e Separation Process

(@]

o

Upon separation, the Manager/Supervisor will complete the Travis County Inventory Form
(Attachment A, pg. 8) and list all of the computer equipment being released back to Travis
County from the exitingemployee.

Both the employee and Manager/Supervisor will sign theform.

The Manager/Supervisorwill forward the formtothe HHS_AE Facilities Liaison who will
update SAP and send to the County’s Fixed Asset Manager in Purchasing.

All equipment will be assigned to the Manager/Supervisor in SAP until the vacancy is
filled. Computer will be moved and stored in the manager’s office.

For programs that fall under HIPAA; computers must be reimaged by ITS before being
redistributed to a new employee

e New Hire Process

(@]

©)
@)

o

Upon a new hire, the Manager/Supervisor will complete the Travis County Inventory Form
(Attachment A, pg. 8) and list all computer equipment assigned the new employee.

The employee will sign the Form.

The Manager/Supervisorwill forward theformtothe HHS_AE Facilities Liaison who will
update SAP and send to the County’s Fixed Asset Manager in Purchasing.

Computer will be moved from the Manager/Supervisor’s office to the new employee’s
office.

e Reassignment of Position to a nhew location and cost center

o

o0 O O

©)

This occurs when Management choses to deploy staff resources in new locations due to
volume of work; this does not apply to the filling of a vacant position.
Manager/Supervisor and staff complete the Travis County InventoryForm

Staff will sign form

Manager/Supervisor will submit the form to Facilities Liaison

Facilities Liaison maintains a copy of document and sendsto Fixed Asset Manager in
Purchasing

Fixed Asset Manager will update all information in SAP

e Transfer to ITS of Computers in need of repair/reimaging for HIPAA

o

o O O O

Transfers to ITS will occur when the computer is delivered to ITS or taken by ITS staff. This
computer will remain assigned to this Employee in SAP. They retain responsibility for the
computer.

Employee will complete Travis County Inventory Form and sign

If asset is delivered to ITS by employee, employee will obtain signature from ITS staff

If asset is picked up by ITS staff, employee will obtain signature from ITS staff

Employee will provide Manager/Supervisor a copy of the completedTravis County

Inventory Form
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The Manager/Supervisor will forward the form to the HHS_AE Facilities Liaison who will
update SAP, in the memo field, and send to the County’s Fixed Asset Manager in
Purchasing.

Manager/Supervisor will maintain the form as a record of the location of the computer
When Computer is returned Manager/Supervisor will note the return dateon the form

The Manager/Supervisor will forward the form to the HHS_AE Facilities Liaison who will
update SAP, in the memo field, and send to the County’s Fixed Asset Manager in
Purchasing.

If asset is un-repairable staff will send the above completed Travis County Inventory form to

the Facilities Liaison

©)

(@]

©)

©)

o

o

Facilities Liaison maintains a copy of document and sends to the Fixed Asset Manager who
will update SAP removing the computer from HHS_AE Inventory.

HHS_AE staff will receive a new computer and Manager/Supervisor staff complete the
Travis County Inventory Form

Staff will sign form

Manager/Supervisor will submit the form to Facilities Liaison

Facilities Liaison maintains a copy of document and sends to Fixed Asset Manager in
Purchasing

Fixed Asset Manager will update all information in SAP

Promotion of Staff within Same Cost Center

o

When staff are promoted internally within the same cost center the Manager/Supervisor
must decide if the promoted staff will move with their currently assigned computer or be
assigned the computer associated with the position they were promoted into.

If the Manager/Supervisor decides that the promoted employee will be assigned the
computer associated with the position they were promoted into, then the Separation
Process (separating staff from their current computer) needs to occur (see section C
Transfer of Computer, pg. 4). Additionally, the New Hire Process needs to occur (see section
C Transfer of Computer, pg. 4) to assign their new computer associated with the promotion.
If the Manager/Supervisor decides that the promoted employee will keep their current
computer when they move into the promoted position no action is required on behalf of
the employee orsupervisor.

Please note: the originally assigned computer to the newly filled position by internal
promotion will remain in the Manager/Supervisor’s office and be assigned to the new hire of
the now vacant position created by the internal promotion.

Lateral Staff Transfer

o

(0]

A lateral transfer occurs when staff move from one program to another program; which
results in a change of cost centers.

In a lateral staff transfer the separating Manager/Supervisor is responsible for following the
Separation Process (see section C Transfer of Computer, pg. 4)

In a lateral staff transfer the receiving supervisor is responsible for following the New Hire
Process (see section C Transfer of Computer, pg. 4)

Staff completing a lateral transfer may not take their computer with them unless they
receive County Executive approval
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Internal Loan of Computers across HHS AE

©)

©)

Occurs when Manager/Supervisor agrees to loan a computer internally to HHS_AE staff to
support a business need.

This computer will remain assigned to the loaning Manager/Supervisor in SAP. They retain
responsibility for the computer.

Manager/Supervisor complete the Travis County Inventory Form in comments state where
and to whom the computer went with an approximate date of return

The Manager/Supervisor will forward the form to the HHS_AE Facilities Liaison who will
update SAP, in the memo field, and send to the County’s Fixed Asset Manager in
Purchasing.

Manager/Supervisor will maintain the form as a record of the location of the computer

Once the Computer is returned, the Manager/Supervisor will complete the Travis County
Inventory Form notate that the computer is now back and whom it is assigned to.

The Manager/Supervisor will forward the formto the HHS_AE Facilities Liaison who will
update SAP and send to the County’s Fixed Asset Manager in Purchasing

Non-Routine Actions regarding an Asset

Purchase of a new asset with HHS AE Funds

HHS_AE funded asset that is not on the replacement list such as a computer for a Grant
position or new technology outside of ITS computer allocation such as Tablets.

o

0O O O

o O O

(0]

Once the computer is received the Manager/Supervisor verifies it has an asset tag number.
If no asset tag number; coordinates with ITS to have the asset tagged

Manager/Supervisor will complete the Travis County Inventory Form (Attachment A, pg.8).
The employee will sign the Form.

HHS_AE staff will receivea new computer and Manager/Supervisor staff complete the Travis
County Inventory Form

Staff will sign Form

Manager/Supervisor will submit the form to Facilities Liaison

Facilities Liaison maintains a copy of document and sendsto Fixed AssetManagerin
Purchasing

Fixed Asset Manager will update all information in SAP

Retire a computer not on the replacement list as it was not purchased by ITS

o

@)
©)

Applies to technology purchased by HHS_AE outside of ITS computer allocation such as
Tablets; Grant purchased computers; computers purchased for temporary or intern
positions

Manager/Supervisor decides when an asset in this category will be retired
Manager/Supervisor willcomplete the Travis County Inventory Form transferring the
computer to ITS for disposal

Facilities Liaison will take possession of the computer and the completed form; drop offthe
computer with ITS and secure a signature from ITS personnel

Facilities Liaison maintains a copy of document and sendsto Fixed Asset Manager in Purchasing

Fixed Asset Manager will update in SAP to transfer computer out of HHS_AE inventory

New FTE allocated to HHS AE during Budget Process (PB4 and PB5)

©)

Applieswhen the Department’sbudget request for new FTEs and computers has been
approved through an annual budget process
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Division Director informs the Facilities Liaison that HHS_AE was approved to order
computers through the budget process and provides the PB 5 which includes cost center,
number of computers, and allocated fund amount

Facilities Liaison, usingthe PB5, will request ITStoorder the Department’s computer(s) and
coordinate the Department’s computer roll out.

Facilities Liaison will inform the Division Director of the rollout schedule provided by ITS

ITS staff contacts HHS_AE staff to arrange deployment of the new computer

HHS_AE staff or their designee will receive the new computer and will complete the Travis
County Inventory Form and sign upon receipt of new computer

Facilities Liaison maintains a copy of document and sendsto Fixed Asset Manager in
Purchasing

Fixed Asset Manager will update SAP

Within 30 days Managers/Supervisors will ensure all updates have been made and inventory is
accurate for their span ofcontrol.

= This will be completed by running Asset and Objects on Loan report from Manager
Self-Service in SAP (See Attachment D, pg. 15)
= Or How to Run an Asset Inventory SAP Report (See Attachment E, pg. 17)

Replacement of a computer not on the County’s ITS Replacement Schedule

o

This occurs when HHS_AE is replacing a computer that was purchased outside the County’s
replacement schedule. The intent of this procedure is to ensure that the new computer is
funded by HHS_AE through a transfer to ITS who makes the purchase of the computer. This
ensures that computer is being placed on the County’s ITSreplacement schedule.

To request a new computer (Attachment B, pg. 10) needs to be completed and approved
by the County Executive or Designee.

Upon approval the Division Director will send the request (Attachment B, pg. 10) via email
to the Sr. Financial Manager and the Facilities Liaison.

The Sr. Financial Manager will engage with PBO and ITS for approval. Upon approval
HHS_AE Finance staff will complete a budget transfer and inform all when transfer has been
updated in SAP.

ITS will purchase and make contact with the Facilities Liaison for delivery and setup.

HHS_AE staff or their designee will receive the new computer and transfer the retired
computer to ITS using the Travis County Inventory Form.

HHS_AE staff will receive a new computer and the Manager/Supervisor willcomplete he
Travis County Inventory Form

Staff will sign the inventory form
Manager/Supervisor will submit the form to the Facilities Liaison

Facilities Liaison maintains a copy of document and sendsto Fixed Asset Managerin
Purchasing

Fixed Asset Manager will update all information in SAP
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Attachment A
Travis County Inventory Form

Email to HHS Internal

Email to Purchasing External |

E-mail to Both

Travis County - Fixed Assets

al® Lt %
N g Inventory Transfer Request Form
2

For All Interfintra-Departmental Transfers

pate: [ 1 |

Asset Tag Seral 5
WVIN Mumber

Equip/Unit Number
(For vehides Only)

2 | 3 4

Transfer Asset(s)from:| Employee Mame | ©

Employee Identification Number (EIN) |

7

Cost Canter Name,Mumber

8

Location

Shgnature

10

Transter Assetis) to: | employes Name| 11 (6)

Employee Identification Number (EIM)

11 (7)

Cost Center Mame/Number

Location

Signature

11 (8)

TI(9)

TI(10)

Submitted by: | 12

Phone: 4w| |

Effective February 22, 2019

Steps to complete the Inventory Transfer Request Form
Date = Date of form completion
Asset Tag Number—Located on Property of Travis County label onthe asset
Serial/ VIN number - Located on Property of Travis County label on the asset
a. VIN number is for Vehicles only

1.
2.
3.

6.
7.

Asset Description

a. NBW — Notebook workstation (has a docking station)
b. NBM — Notebook without a docking station

c. PC1-Standard PC (not alaptop)

d. TAB-—TabletComputer
e. MDC - Mobile Data Computer(Toughbook)

5. Comments — describe what action is occurring with the asset
Transfer Asset(s) from

Employee Name — type in name
Employee Identification Number (EIN/Personnel number) — this is not the position number (slot

Number)

HHS Fixed Assets

NOTE: Employee Identification Number can be located by the individual in SAP by following the

following path listed below;
a. Signonto SAP

b. Employee Self-Serve tab
c. Personal Information
d. Employment & Salary History
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e. Employee Number
8. Cost Center Name/Number — from drop down choose the program you are working for
Location — auto populates from above but also provides an opportunity to changeif needed
10. Signature = the employee name in the row, sign electronically with Adobe. See below for links to
instructions on how to electronically sign with Adobe.

©

How to Create a Diqital Signature in Adobe Acrobat Reader DC

https://www.youtube.com/watch?v=v9fAIMeQ2sM

11. Transfer Asset(s) to Follow steps 6. through10.

12. Submitted by = the person who is going to send this form out for SAP editing
12a. Forms that DO NOT require a Cost Center change in SAP are emailed to Ronnie Machado, HHS_AE,
using the HHS_AE Internal email button.
12b. Forms that DO require a Cost Center change in SAP are emailed to Richard Rodriguez, Purchasing,
using the Purchasing External button
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Attachment B
REQUEST FOR NEW COMPUTER TO BE PURCHASED AND TO BE PLACED

ON THE COUNTY’S REPLACEMENT SCHEDULE
The Department respectfully requests a new computer purchase be made by ITS and to be added to
the County’s replacement cycle.

Upon approval the Department will transfer funding to ITS (per current quote provided by ITS)

1 New computer or replace Asset Tag#

2 To be assigned to POID (Position#)

3. PositionTitle

4, Staff Name

5 EIN # (Employee#)

6. Location for Asset

7. ltem requested for purchase

8 Quote#

9. AmountHardware

10. Amount Software

When approved by PBO and ITS, HHS_AE will transfer to ITS

TO Cost Center 1120020001 GL 510070(Hardware)$

FROM Cost Center S

TO Cost Center 1120020001 GL510310 (Software)S

FROM Cost Center S

*or Software licenses will transfer from Asset tag# to the new purchase
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1)
2)
3)
4)
5)
6)

7)

ATTACHMENT C

HOW TO UPDATE ASSET INFORMATION IN SAP
Choose Finance Tab
Sub level bar choose Assets
Left panel choose Update Asset Information
Click on information box for Asset
Choose I: Inventory Number tab
Type in the fixed asset tag number
Hit enter

TRAVIS COUNTY

4Back Forwardy History Favorites Personalize View Help

— — r » — — — — —
~ E MWl C 5 C ~ E
Self-Service & Approvals Budget Finance HR and Time Shopping Travel and Expenses Reporting SAP Easy Access

Invoices and Payments

Assets ZCasn Receipts = General Ledger = Capital Projects = Customers
Finance > Assets > Update Asset Information

« Overview
Change Asset: Initial screen

[Menu] | ~] ¢ [Back][Exit][Cancel ][ System 4 | [Master data | Depreciation areas J[ Asset values

« Asset Inventory Report

+ Update Asset Information 3
+ Use Mass Changes Sp.
+ View Asset Master Data

Search:

Asset [ -
Company Code |1000 i - .

\& I: Names and classes C: Cost center I: Inventory number 5 M: Investment Orders || (]

Company Code 1000

Inventory number

Asset Class

Description [ ]

Asset | —

Subnumber )

Maximum No. of Hits

x)

Click on the green checkmark

Hit enter
TRAVIS COUNTY

«Back Forward, History Favorites Personalize View Help
=
| | - 1 | f { |
Self-Service & Approvals Budget Finance HR and Time Shopping Travel and Expenses  Reporting  SAP Easy Access

Invoices and Payments | Assets ~ Cash Receipts = General Ledger ~ Capital Projects = Customers

Finance > Assets > Update Asset Information

+ Overview

Change Asset: Initial screen

- Asset Inventory Report

Menua] | [ ~| 4 [Back J[ Exit]( Cancel ][ System . ] | [Master data [ D on areas J[ Asset values |
Asset (
- Asset in Transit Report oy (— > 1" Names and classes. C: Cost center 1; Inventory number M: Investment Orders ||
Company Code [1000] (e sy )
cocd | Inventory number Class. Assel description Asset

1000 180139 523010  E5570 - NB MOBILE 1058827

1 Entry found

EYE
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TRAVIS COUNTY

¢Back Forward )

This screen pops up

History Favorites Personalize View Help

— —- r ‘ = B
B E R O E C C
Self-Service & Approvals Budget Finance HRandTime  Shopping  Travel and Expenses  Reporting
Invoices and Payments ' Assets = Cash Receipts = General Ledger = Capital Projects = Customers

"l Finance > Assets » Update Asset Information

+ Overview

5 Change Asset: Initial screen
+ Asset Inventory Report

C

SAP Easy Access

Menua | | vl q Cancel | System 4 ) |  Master data || Depreciation areas || Asset values |

+ Update Asset Information

+ Use Mass Changes Sp...

+ View Asset Master Data

Asset w87 [
+ Asset in Transit Report Slibriimber [0 I
Company Code 1000

Hit enter

Tabs that can be updated
8) Time Dependent tab

o Update Location

= Click on the information box

= Type in location name, hitenter
= Choose location by clicking onit
n

Click the green check mark it has been updated
o Room Number — data enter room number
o Personnel Number (assigned staff for the asset)

= (Click on the information box
= Type in staff name (it can just be last name), hit enter, find the person you
need
= (Click on the person and then the green check mark it has beenupdated
9) TC Fields
o Memo

To add specific helpful notes
10) When completed with the updates click the yellow save button

TRAVIS COUNTY

4+ Back » History Favorites Personalze View Help

Search:

Q-

N

T ——

I ! k. I | Ol o s
Sell-Service & Approvals Budget Finance L HR and Time ‘Shuupmg ru@ and | [ (ML) vahiand ﬂ%ype in partlal |OC3tIOn hlt enter
Invoices and Payments Assets Cash Receipts General Ledger Capital Projects Customq Plant Location 4 Name . i) .
PR Financo > Assats > Update Asset information | 000 momavom  seemgmanms  ChooOSe the correct location by clieking on it
1000 | MPHLWPK | Hippee Hollow Park .
Change Asset: Master data 05| rmasch o Cheite then click the on the green check mark
[Menul] | _~| ¢ [Save] 'W\@@‘ 1000 HOBBY 201 W Sth
- 100 Hour 1003 Guadaiupe
Anmel RoStRat o ET0I0 -0 Mo 1000 INDINDESC TC Indicated In Description
S 2010 et 1000 INTRAN-ITS In Transit
— 1000 | INTRAN-TNR | Intransd 1o TNR Auction Lot
Senerst NN NNINRER Nocatons | Ongn T N Wolh T 1000 inTRAN-WH n transi to Warenouse =
Interval from 06/17/2019 to 12/31/9999 1000 JMORRIS 9301 Johnny Morris.
s e ey 1000 | JONESTOWN | 18649 Fhsta31-donesiown
e 1000 | JUVPROBANX | 2601 5 Congress Ave
=i 1580030001 e 1000 KEMHRUZ | 5555 Arpor Rz B
v 1000 | LAKEPATROL | 17317 West Beach-Lake Fairl
000 Lavaca 700 Lavaca
Plant 1000 Centrat Plant 1000 LAVANDER 7201 Lavander Loop
Location chk_on 002 & Haniand Mai g | 1000 LIRAP Pending LIRAP Disposal
Room 128 1000 LOCKHARTHW 5412 Lockhart Hwy
License plate number 1000 LosT TCLost
Persannel Number KATHLEEN K HAAS 1000 LPIGOBTRMP Loop 360 Boat Ramp. =
S foor Panart
< Entry found
8ilvielx
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Allocations | Origin [ Net Worth Tax ‘l TC Fields [ Deprec. Areas

Interval from 05/17/2018 to 12/31/9999

Business Area \1000 Travis County
Cost Center 1908840001 190-158CARHuman00o { TP
Resp. cost center 1580030001 158Fi 1

N: Last name - First name K: Organizational assignment I

Int. order \ L‘

Plant |1000 Central Plant iR Type in name
Location HIGHLANDML 502 E Highland Mall Bivd Frst name (N L [
Room 128

License plate number

\
Click on box

loon1

KATHLEEN K HAAS

Ranaral

Personnel Number

Sund

Personnel Number

» N: Last name - First name K- Organizational assignment

PURERE DY T

Last name First name « Pers No. End Date

rox ANN 1273179999

Fox DONNA 12/31/9999

FOX FREDERICK 02292016

FOX FREDERICK 12/31/9999

FoX JUDITH 12a19ess | Choose person by clicking on them
iz ) Lot Click on green check mark

FOX SHARON 123119999

7 Entries founa

60)[wr] (] ¢]

TRAVIS COUNTY

«Back Forward, History Favorites Personalize View Help

— — r o S - S —
& E Kl & 5 B B &
Self-Service & Approvals Budget Finance HR and Time Shopping Travel and Expenses Reporting SAP Easy Access
Invoices and Payments Assets Cash Receipts General Ledger Capital Projects Customers

Finance > Assets > Update Asset Information

Overview
Seceit Imeoiiry Roport Change Asset: Master data
Update Asset Information [Menu] | [ ML | [save )(Back )[ Exit [ Cancel | System 4 | | [[Previous tab page ][ Next tab page J[ Asset values |
Use Mass Changes Sp.. Asset |1058827 | [ ] E5570 - NB Mobile
S\ iow Acset MasterData Class 523010 Low Value Assets Company Code 11000 |
Asset in Transit Report General | Time-dependent | A’Iocations |~ Origin |~ Net Worth Tax 9 Deprec. Areas |
|| Equipment
‘ Warranty/Maintenance Exp.
Acquisition Method
Disposition Method
Serial Number IWQXEH2
Goods Receipt No. 5000192605
Line ltem No. for GR E
Memo [ Type in memo note ]
Purchase Order (4100101022

When finished click on the
| €

save button you are now finished
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ATTACHMENT D
How to Run an Asset and Objects on Loan Report

View assets and objects loaned to all of your employees on a specific date or time period
DD@

|
T hitps://tcsapinternal traviscountytx.gov/irj/portal LP-ad “.Travis Central | Reports - S... * [z Asset and Obj... "’" Report Result... | - Internet Explo...
—
TRAVIS COUNTY Search Q- New Session Log off
« Back vard»  History Favorites Personalize View Help Welcome: Kathleen Haas
P »
[ | | C [ | | { :
Self-Service & Approvals Budget Finance HR and Time — Travel and Expenses Reporting SAP Easy Access -
Employee Self-Service Universal Worklist Manager Self-Service m prms & More
P Self-Service & Approvals > Manager Self-Serte ] Reo Full Screen || Options +

6 (P}
Report Help Time Management
How to Run MSS Reports Time Detail
Timesheet entries for selected employee(s) and date range
Employee Data Missing Time
Asset and Oblects on Lean 3 Employees missing time entry for a specified time period
Employee assets and objects on loas Personal Work Schedule
Entries/Leavings Employee planned work schedule for a defined date period
Employee start and termination date Leave Balance
Position and Salary Hislory Employee current leave balances
Employee position & salary history Leave Detaiis
Monitoring of Tasks Employee leave eamed and taken for a defined date range
Employee task and due date for a specified time period Overtime Report
Emergency Contact Overtime hours worked by employee for a specified time period
Employee emergency contact information Comp Time Eamed In Lieu of Overtime Paid
SAP Securly Role Assignments Comp Time hours eamed in-lieu of overtime paid for a specified time period
Securiy roles assigned to employees in SAP TCSQ Altendance Report

Employee attendance and leave detail report - designed specifically for Sheriffs Office
Education
Education
Employee education information

1. Loginto SAP -> select the Self-Service & Approvals folder - Select the Manager Self-Service (ESS)tab
2. Select Reports from the Menu
3. Select Asset and Objects on Loan

When selecting employees you can select all or highlight specific staff

Launch Report -Asset and Objects on Loan |
[y =
Select atime period bt Seeros: (Tosay ] Dete: (0705201 ~Selectdrop = IEmployee | o
1 D'sp“" (Direct Reports = down for all SelectAll 3y ock 04000004
Desslect All
0| | Employees [2,@.[0,C =TT E ey a0
= ‘ = =l ‘ j HELEM HUNT 04000019
mj ee
| SaNDRABULLOGK 04000004 g SACHA BARON COHEN 04000015
JIM CARREY 04000001 .
[ HELEN HUNT 04000019 E'gh:'ght the
(7| sacHA BARON COHEN 04000013 mployees
|| ceoRGE CLOONEY 04000021
™| MATT DAMON 04000014
| DENZEL WASHINGTON 04000003
| amvPoEHLER 04000006
" | wupE LAW 04000007
| queen LaTiFan 04000002
.| ALEC BALDWIN 04000023

1. Select a time period normally use the Today option
2. Select staff

a. Defaults to Direct Reports

b. Select drop down for all staff option

¢.  Highlight specific staff or Select All
3. Launch Report
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Employee Assets and Objects on Loan

> [Menul]| |

v ¢ [Back][ Exit][ Cancel ][ System 4] | (Details J( Sort in Ascending Order J( Sort in Descending Order ] Set Filter )( Total ) Print Preview ] Local File. .

][ Mail Recipient |( Graphic |( Change Layout... |

Employee Assets and Objects on Loan

Total Records: 5

|Asset

| Quantity| Location

TYPE. |Tag Class | Description Room |VerifyDate | Verfy By |Employee Employee Org Unit|Validfrom | Valid to

ASSET 180144 1058832 523010 ES5570 - NB Mobile 0 HIGHLAN... 143 LISA GLASS 158HHS Finance 05(17/2019  12/31/9999
ASSET 180140 1058828 523010 ES570 - NB Mobile 0 HIGHLAN... 144 JOHN BRADSHAW 158HHS Finance 0517/2019  12/31/9999
ASSET 180148 1058836 523010 E5570 - NB Mobile 0 HIGHLAN... 140 SAN JUANA GONZALEZ 158HHS Finance 06/06/2018  12/31/9999
ASSET 180145 1058833 523010 E5570 - NB Mobile 0 HIGHLAN... 133 DOANTRANG LAM 158HHS Accounting | 05/17/2019  12/31/9999
ASSET 180138 1058826 523010 ES570 - NB Mobile 0 HIGHLAN... 130 ROSA SIMPSON 158HHS Finance 05/17/2019 | 12/31/9999

To Export this report to Excel complete the following steps.
1. Click on Menu

2. ThenlList
3. Then Export
4. Then Spreadsheet

The below screen will pop up

Employee Assets and Objects on Loan

Menu,]‘ (

~] ¢ [Back](Exit](Cancel | System ) | [ Details ][ Sort in Ascending Order ) Sort in Descending Order ][ Set Filter |( Total ]( Print Preview ) Local File... ][ Mail Recipient

Employee Assets and Objects on Loan

Total Records: 1

TYPE. |Tag

Choose a file to save (

|Asset |Class |Description | Quanmy:Location — m— — =
ASSET 180... 1058.. 523010 E5570 - NB Mobile 0 HIGHLAN! %5 3 ) ) (€@ ‘
z\
= gzn
eXpOﬂAXLSX already exists. Do you want to replace
it?
1. Click on the Choose Box e e )
— TXSX) x]
. . | Save a copy to the native file system.
2. It gives you the Dialog box |
choose OK

A message pops up Do you want to open or save export.XLSX, Click on OPEN
Excel opens with the report, click Enable Editing and format as needed.
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ATTACHMENT E
How to Run an Asset Inventory SAP Report
ASSET INVENTORY REPORT

Start the transaction using the menu path Finance Tab then the Asset Tab on the below Tool Barand then the
Asset Inventory Report on the drop down menu (see below for detail navigation steps)

WI"

arward »  History Faworites Personalize View Help

B E Ml E B C
Sdf-Servce & Approvals Budget Finance HR and Tme Travel and Expenses Shopps

Invoices and Payments Assets Cash Receipts General Ledger Capttal Projects Customers
Finance > Assels > Overview

* Owervew
* Asset Inventory Report
* Update Asset Information
* Use Mass Changes Spreadsheet Assets Management:
* View Asset Master Data Know Types Of Assets, how they are i
* Asset in Transk Report Capital Assets Low Value Assets |
Items that meet Travis Items valued less than the
County’s capitalization policy. capitalization policy, but that
need to be tracked and
Typically items with a value inventoried.
greater than, or equal to,
$5,000. Often referred to as
Trackable assets.

navigation link (button).

* Asset Inventory Report

Click the
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Asset Inventory Report

Asset Inventory Report

haen 4 | { _Save as varant . | Back || Exit || Cancel || Sysiem . || Evecule || Getvariant || AN Sekections |

Repon-specific selections A

Fiscal Year 701 ] 3
@__wmam_[ fiy =1

Prargormel Mumbesr [14] |

Irventony number (Tag) o & ]

Purchass Onder Number (PO) (1] 2 |

Asgel Mumber (SAP) [ -] 1

Azset locatian o )

Furd 1.} = |

GErant ix] (=] 1

Sarial Numbser o =3

Wiehicle identific aion Numbes [L5] e |

Equipment Mumbar 0 & -

Asset Satus b |

Asset Type [14] =3 ]

Qutput specification

Layaul

W
€ ¥
SAR » | E21om 8], | BBc0EL

/ﬁgiauired, complete/reﬂiﬁyv/@e following fields: Description

Center (RCC) Example: 1580010001
For Assets assigned to staff reporting
directly to the County Executive

Asset Inventory Report

Asset Inventory Report

[Menu « | | ~| 4 [Save as variant.._ ][ Back ][ Exit ][ Cancel ][ System . | | [Execute W

Report-specific selections

Fiscal Year 2019 o [EJ
Responsible Cost Center (RCC) 1580010001 CY to [ij
Personnel Number to (=]
Inventory number (Tag) to =

Purchase Order Number (PO) to [ij
Asset Number (SAP) to [i]
Asset location to [ij
Fund to [ij
Grant to [ > |
Serial Number to [i]
Venicle Identification Numper to (=]
Equipment Number to [ﬁ
Asset Status to [ =

Asset Type to [ﬁ
Property indicator to [ﬁ

Output specification

Layout

Click| Execute |
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Asset Inventory Report EXPORT TO EXCEL SPREADSHEET

Asset Inventory Report

[ «| g [ iack][1xt ][ cancet | syscem 4 |

AszatInvantory Report

& &G

| E G| Bd. [B.==E]4] DE | 0

Asset Number(SAI’) | Sun Number |Inventory numner (1AG) Asscl descripion semal Number WIN

1011339 0 124212 PRINTER DELL WORKGROUP LASER M5200N TYZES21

AN 16 1 LS PHANTEI OF 1A S 1H25 1KR 360 1N TS 1

1011333 0 124510 DELL WORKGROUP _ASER PRUNTER M5200N 231-3132 530CS21

02729 u hE=-AT O 1OMA EI27 DL PROJES | D12 LIBENET UAAARACU...

1016211 0 128293 OPTOMA EP 732 DDR DLF PRCJECTOR OE0MNEOIASARACT

AL 1 Thdli NOFSODK TATTTUNE AT WS LATION G145 198453 HAPEAKA WO HFL RECY S
1017697 0 128585 PRINTER DELL 2110CN COLOSYR WMTY QUOTE £343715416 793951

U434 u 131804 PRINIER DELL 2310N WO RHGIRIT QUL T E G860 Had2 HoQW4E1

1020458 0 127916 RADIO XTS2200 PCRTABLE MOTOROLA 203CHXA130 TC FAC MGT 03
LA u ARG IRADID X1S2500 PO TABLE MO TURULA 2USCHAA148 C AL MG US
1024938 0 139534 PROUECTOR CASID XJ-347 BO13BC3691024728

1025502 0 153022 COMPUTER 2PTIPLZX T30 DELL 2T3HLE1

1026222 0 129920 PRINTER DELL £330DN 9ETEVG 1

W43 u 146364 DELL LATTTUUE 2110 INTEL ATUM N47U JVININT

1030770 o 156549 INFOZUS FROJECTOR AULCT2500268

1039529 0 143127 HP 1200 PRINTER CNBC653538 WNC REPL.CEPTRU

a

Fruipment Number

T3
434G

Ieeap GO
1580010001
ARRINITIOIA
1580010001
15800100
1580013001
ARBINITI 0N
1580010004
1280010001
1580013001
15BUUTUOLT
1580010004
15800710001
1580010001
155UUTU0LT
1580040004
1580070001

| ozation
HIGHLAN.
RIS
PALMSQ
PPALMEL
HIGHLAN.
HIGHI AN
PALMZO
IPALMSW
PALMEQ
PALMSW
PALMZO
PALMEQ
HIGHLAN
HIGHLAN
HIGHLAN
PALIMSQ

e This produces a list of all assets for the chosen cost center. You can export it to Excel for
further analysis. You have now run an Asset Inventory report, with results displayed by

cost center

Assel lncr
502 E Hiy
NN IHE:
100 N IH3
10U N IH:
502 E Hiy
1Y - Hig
100 N 1H3
10U N 1H:
100 N 1H3
10U N IH
100 N 1H3
100 N 1H3
502 E Hiy
502 E Hig
502 E Hig
100 N IH3
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ATTACHMENT F
HHS_AE DEPARTMENT COST CENTERS IN SAP

Listed in Cost Center Numeric Order

Listed Alphabetically

Cost Center

Cost Center Name

Cost Center

Cost Center

Number Number
Name

1580010001 | County Executive — Administration 1580420001 | AgriLife Extension
1580020001 | Chief Deputy - Human Resources 1580570001 | Chief Deputy - Administration
1580030001 | Chief Deputy — Finance 1580510001 | Chief Deputy - Community Liaison
1580040001 | Research & Planning Division 1580050001 | Chief Deputy - Facilities
1580050001 | Chief Deputy — Facilities 1580030001 | Chief Deputy - Finance
1580060001 | County Executive - Community Development Block Grant (CDBG) 1580020001 | Chief Deputy - Human Resources
1580070001 | County Executive - Public Health Manager 1580270001 | Community Services Division (CSD) - Administration
1580080001 | County Executive - City of Austin ILA's 1580300001 | Community Services Division (CSD) - Coming of Age
1580100001 | Family Support Services (FSS) - Administration 1580310001 | Community Services Division (CSD) - Deaf and Hard of Hearing
1580110001 | Family Support Services (FSS) - Case Management 1580320001 | Community Services Division (CSD) - Housing Services
1580120001 | Family Support Services (FSS) - East Rural Community Center (ERCC) 1580280001 | Community Services Division (CSD) - Neighborhood Conference Committee (NCC)
1580130001 | Family Support Services (FSS) - North Rural Community Center (NRCC) 1580290001 | Community Services Division (CSD) - Work Based Learning (SYEP)
1580140001 | Family Support Services (FSS) - North West Rural Community Center (NWRCC) 1580010001 | County Executive - Administration
1580150001 | Family Support Services (FSS) - Palm Square 1580080001 | County Executive - City of Austin ILA's
1580160001 | Family Support Services (FSS) - Post Road 1580060001 | County Executive - Community Development Block Grant (CDBG)
1580170001 | Family Support Services (FSS) - South Rural Community Center (SRCC) 1580070001 | County Executive - Public Health Manager
1580180001 | Family Support Services (FSS) - West Rural Community Center (WRCC) 1580100001 | Family Support Services (FSS) - Administration
1580190001 | Office of Children's Services (OCS) - Administration 1580110001 | Family Support Services (FSS) - Case Management
1580200001 | Office of Children's Services (OCS) - CPS Board 1580120001 | Family Support Services (FSS) - East Rural Community Center (ERCC)
1580210001 | Office of Children's Services (OCS) - Home Visiting 1580130001 | Family Support Services (FSS) - North Rural Community Center (NRCC)
1580220001 | Office of Children's Services (OCS) - Prevention & Intervention 1580140001 | Family Support Services (FSS) - North West Rural Community Center (NWRCC)
1580230001 | Office of Children's Services (OCS) - Children F.I.R.S.T. 1580150001 | Family Support Services (FSS) - Palm Square
1580240001 | Office of Children's Services (OCS) - Healthy Families 1580160001 | Family Support Services (FSS) - Post Road
1580250001 | Office of Children's Services (OCS) - Healthy Families Expansion 1580170001 | Family Support Services (FSS) - South Rural Community Center (SRCC)
1580260001 | Office of Children's Services (OCS) - Systems of Care 1580180001 | Family Support Services (FSS) - West Rural Community Center (WRCC)
1580270001 | Community Services Division (CSD) - Administration 1580500001 | Office of Children's Services - (OCS) TCP/TRIAD
1580280001 | Community Services Division (CSD) - Neighborhood Conference Committee (NCC) 1580190001 | Office of Children's Services (OCS) - Administration
1580290001 | Community Services Division (CSD) - Work Based Learning (SYEP) 1580230001 | Office of Children's Services (OCS) - Children F.I.R.S.T.
1580300001 | Community Services Division (CSD) - Coming of Age 1580200001 | Office of Children's Services (OCS) - CPS Board
1580310001 | Community Services Division (CSD) - Deaf and Hard of Hearing 1580240001 | Office of Children's Services (OCS) - Healthy Families
1580320001 | Community Services Division (CSD) - Housing Services 1580250001 | Office of Children's Services (OCS) - Healthy Families Expansion
1580420001 | AgriLife Extension 1580210001 | Office of Children's Services (OCS) - Home Visiting
1580500001 | Office of Children's Services - (OCS) TCP/TRIAD 1580220001 | Office of Children's Services (OCS) - Prevention & Intervention
1580510001 | Chief Deputy - Community Liaison 1580260001 | Office of Children's Services (OCS) - Systems of Care
1580540001 | Social Service Contracts 1580040001 | Research & Planning Division
1580570001 | Chief Deputy - Administration 1580540001 | Social Service Contracts
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