@ ENTERING A PROPERTY CONTROL
SOUTHEASTERN NON-INVENTORY TRANSACTION

LOUTSTANA UNIVERSITY In PeopleSoft Financials

After logging in to PeopleSoft Financials, navigate to Prop Cntrl Non-Inventory ltems:
Southeastern AM Menu -> Prop Cntrl Non-Inventory ltems

On the Add a New Value tab, enter the budget unit that is currently custodian of the item

or click the magnifying glass to see all budgets for which you are authorized to enter
transactions.

PLEASE NOTE: You will only be able to enter transactions for items for which you are the
Budget Unit Head or have received authorization. (See the Property Control Transaction Authorization
Form at Southeastern Home > LEONet > PeopleSoft Financials > PeopleSoft Financials Forms.)
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Transaction Number: 0 Click to see your
authorized

budget units.

Add

When you have entered or selected a budget unit, click the Add button to continue to
the transaction entry screen.

On the top half of the screen, choose the Transaction Type by clicking the radio
button next to the description. Based on the type chosen, an additional field may also be
required.

[ o iventony e ]

Budget Unit 40099 KYZ Departrment Transaction Status: Open
Transaction Date: 05M7/2011 U Select a Trans Nbr:

Transaction
Type.
%—Jr Transfer to another Budget Unt

¥ Request to Surplus " Request to Dismantle for Parts
" Request toTrade-in Asset ™ Report Unlocated/Stolen
Request transfer to surplus inventory:
Select a transfer method. CDI:I'IplEtE any_
Please describe asset condition in Comments section below. required fields in

this section.

Transfer Method: Dept will deliver to Surplus ;l

SOUTHEASTERN LOUISIANA UNIVERSITY 1 PEOPLESOFT FINANCIALS 2011




ENTERING A PROPERTY CONTROL NON-INVENTORY TRANSACTION

4. On the bottom half of the screen, complete a line with the description, tag, serial number,
current location, and condition of the item(s). To add a line for an additional item, click on
the "+" at the end of the line.

To include additional information, you can add a comment and/or attachment (see step 5).

l_ Description Tag Number Serial ID Location Condition
1 |Fluorescent desk lamp | [128211422 |MGH350 Q [ & [=]
2 |3 Fluorescent replacement bulbs | [ [MGH350 Q [E @ [=]

To add a
line click
e

Comment: @

Submit | Save without Submission Cancel Transaction

REMEMBER: a transaction entered on this screen must include non-inventory items only. If an item
/s part of Southeastern's Property Control inventory, enter the transaction via the Southeastern AM Menu >
Property Control Transaction screens. (See the corresponding "How Do 17" document for instructions.)

5. To add an attachment to the transaction, choose the A#tachments tab and click on the
paperclip icon. Use the Browse button to locate the file, and press the Upfoad button
to attach the file to the transaction.

| [ asachments |

Trans Nbr

Click the paperclip to
attach a file

Document Attachments customize | Fing | B | 38 Wiect B 4 or g B Lac

vewn e T T

File Attachment B

| Browse. . I

Lipload Cancel

Click Browse to

Click Upload to attach locate a file.

a file.
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ENTERING A PROPERTY CONTROL NON-INVENTORY TRANSACTION

6. When the entry is complete, press the Submit, Save without Submission, or
Cancel Transaction button.

Pressing Submit will move the transaction into the custodian Budget Unit Head's
worklist for approval. Once approved by the Budget Unit Head, the transaction
will move through the worklists of all approvers required for the transaction.

If you choose to Save without Submission, you can return to the transaction by returning
to the Prop Cntrl Non-Inventory ltems menu option and choosing the Find an Existing
Value tab.
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