CHAPTER 4 PROPERTY BOOK SYSTEM

AUTOMATED PERSONAL PROPERTY MANAGEMENT SYSTEM
APPMS 6.00

Property Book System



PROPERTY MENU

Property Menu

The Property Menu wll likely be the nost heavily used Main
Menu option. Cick on the [Property] option. The foll ow ng
Property nmenu is displayed.

Sel ect the option to be perfornmed and cli ck.

Maintain Pre-loaded Property iaintain Reguisitions
Maintain Active Propery Maintain Receiving Dock
Maintain Stock Catalog Maintain Received Property
Wiew Archived Property Import Pending Reguisition
Yiew Transaction Register Import Received Property
Yiews Archived Transaction Register

Automated Personal Property Management System

Record: 1/ [ ]
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PROPERTY MENU

Property Menu

Each option on the Property Menu is discussed in this section

Option [Maintain Pre-Loaded Property] is used to maintain
requi sitions, maintain receiving dock and received property,
vi ew pendi ng requi sitions.

Option [Maintain Active Property] is used to add, nodify, and
del ete active property.

Option [Maintain Stock Catalog] is used to add, nodify, and
del ete stock catal og records.

Option [View Archived Property] is used to view property records
t hat have previously been dropped from ACTI VE status and to
recover themwth a D10 transaction

Option [View Transaction Register] is used to view register
transactions for currently active property.

Option [View Archived Transaction Register] is used to view
regi ster transactions for archived property.
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PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY

Maintain Pre-Loaded Property

Pre-Loaded Property - Property that has been requisitioned but
has not been received.

1. Fromthe APPMS Main Menu sel ect the [Property] option.

2. Sel ect [Maintain Pre-Loaded Property] on the Property Menu.
The foll ow ng sub-nenu is displayed:

E,%Autumaled Perzonal Property Management System [APPMS]

[WplEhdl Accounts Reports  Ulilities LOGOFF
Maintain Pre-loaded Property  #] Maintain Requisitions
Maintain Active Property Maintain Receiving Dock
Maintain Stock Catalog Maintain Received Property
Wiewr Archived Propery Import Pending Reguisition
Wiews Transaction Register Import Received Property
Wiews Archived Transaction Register

Record: 111 | | | |

1. Select the option to be perforned and click.
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PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY

Maintain Pre-Loaded Property

Option [Maintain Requisitions] is used to view and
approve requisitions awaiting Logistics approval and to
vi ew those requi sitions that have been previously
approved/ di sapproved by Logistics and those that have been
sent to CEFMS but not yet received.

Option [Maintain Receiving Dock] is used to enter information
on property (not yet received through CEFMS) into APPNS.
After selecting the Requisition to enter data on, the user
may enter information such as the bar code nunber, serial
nunber, and nodel nunber w thout activating the property
item

Option [Maintain Received Property] is used to enter bar tag
information for property that has been previously received.
Executing this option on a piece of property wll nove the
property information fromthe Pre-Loaded property nmenus to
the Active property nmenu. |If information for this property
item has previously been entered through the [Miintain
Recei ving Dock] option, that information will be carried
forward to this option. If information has not been
previously entered through the [Mintain Receiving Dock]
option, it wll be required entry on this option before the
item can be activated.

Option [Import Pending requisition] brings into APPMS from
CEFMS, any CEFMS requisitions that are ready for |ogistics
approval. Once this option is executed, the requisitions
w Il be avail able for |ogistics approval/di sapproval under
[ Maintain Requisitions]. At a mninmum this option should
be executed daily.

Option [Import Received Property] brings Receiving Report
information into APPMS from CEFMS. Once this option is
executed on a piece of property, that property will no
| onger be shown in the [View Approved Requisitions] option.
The requisitions will still be shown if the quantity
indicates that nore itens are to be received.

PROPERTY NMENU
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MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N REQUI SI TI ONS

Maintain Requisitions

This option is used to view and approve requi sitions awaiting
Logi stics’ approval and to view those requisitions that have been
previ ously approved/ di sapproved by Logi stics.

1. Fromthe APPMS Main Menu, select the [Property] option.

2. Select [Maintain Pre-Loaded Property] then sel ect
[ Maintain Requisition] option. The follow ng screen is
di spl ayed when Maintain Requisition option is sel ected:

E’ihutumated Personal Property Management System [APPM5]

o ld T s g

Enter Query  Up Down  Moadify  “iew  Delete  Exit

Maintain Requisition Recordis)
Ling Auth. Trans. Appr. Cirg. P Q1
Reguisition 1D [ 0 Catalog Mo, 0 [ Code Code
WEEDAEEEE || ¢ |[cTaso.ooo|jesos-oo-ooccoc oot [fv | B | |
[w7armwszosz767 || 1 ||cTaso-ooo |rooo-oo-ooo-0044  {lood [y [[soscio | |
[w7armwszosz7e7 || 2 ||cTaso-ooo|frooo-oo-oooo01s [lood |fv [[zoscio | |
[n7arcwszoszzer || 3 ||cTaso-sos|frooo-ooooo-oo1s [food |fv [[soecio | |
[n7arpwszoszzza || 1 ||cTaso-sos|frooo-ooooo-oo1e {Jood |Iw |[soisczn | |
lw7arovszoszzza || 2 ||cTasoooo |rooo-oo-o00-0019  [[2oq [N [[soLspzo |f |
[w7arovszoozos1 || 3 ||cTasoooo |[rooo-oo-oo0-0020  |[oor [fv [[soLsain |77 |
[w7arovsazzz1s || o ||cTaso.ooo |[Fooo-o0-000-0004  [[2od ||y [[souozoo |f |
lwasxmaszorer11 || 2 ||cTasoooo ||gz4s-00-r10-0146  |[ooe [y [[mzrnE00  [fcz |
[w7arovs1azzz1s || 11 ||cTasoooo |[Fooo-oo-oo0-0002  |[ooq [fv [[souozon |f |+
hiore |

Guery will retrieve 344 records.
Fecaord: 177

3. dick the MORE button on the screen to see additional
fields for Maintain Requisiton.

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
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MAI NTAI N REQUI SI' T

| ONS
MCDI FYI NG REQUI SI TI ONS

Modifying Requisitions

To nodify informati on on a pending requisition, highlight the
record to be nodified and click the Modify button on the tool bar.

1. If the requisition has already been approved (Y) or

di sapproved (N) the follow ng al ert

is displayed.

| = | m |

Enter Query Up Drowwn hrlodify Delete Exit
'''''''''''''''''''''''''''''''' E_'b':g Forms
1 Regquisition already approved and cannot be modified.
= Fress the view icon to view Record. Tl (21
Reqguisitic Code
[wFarDws1as2 -
[w7arowsz052)
WU GRDWS2Z0527E C T AST-OOg LO-O0-O00- 00 TS LIt kil OLETO
W FARDWSZOS5ZTET = C Tas50-000 [[Fooo-oo-ooo-001s ool || SOLGCA0
WF AR DAWS 205273 1 c Tas0-909 [[Fooo-00-000-0015 oo [N SOLG D20
WFARDAWSZOSZF S = C Tas50-909 [[Fooo-00-000-0019 oo || SOLGDZ0
W F AR DS E00S0S 1 = C Tas50-000 [[Fooo-oo-ooo-0ozo oo || SOLGA10 EEd
T ARD WS 193215 E] C Tas0-g09 [[Fooo-o0-o00-0001 ool || SOUDZ00
WS MASS0FEF 11 = C T250-9049 [[2345-00-R10-01496 oo || = KOG00 cz
T ARDWS10EZE 1S 11 C Tas50-000 [[Fooo-oo-ooo-0o0z oo || SOUDE00 |~
hMore |

Record: 177

2. If the requisiti

is displayed:

EE Aautomated Personal Property Management System [APPMS]

on has not been approved the follow ng screen

[ =]

=a o - =_E
] | - | | . B o I | ] = ]
Enter Quary [MY=] Do PAAoddify A=t Delete
Modify Reqguisitions Record S5ave I —ancel | J
|Requisition Mo o mer coseaos ] Limeitermbdo: [ 2 ] Armendment
Dhligation o | | wwork Code! [ooForo Ship To =00

Office Syrmiboll [cc oo

BMame: [ereErHDa FEE

| Deliver By:

wendor: |

Resource Code: [=

| Fundina code:

EIETIT E—

Linit Sost:

Iterm Description: [Te=71

Approved:
Expendable:

Approved By |
HRA 1D [ooa

Remarks:

Catalog Mol

] Authorization: [ ]

FRlounrrdarmn:

Issue To:

Tt E— T =T —

no Ap_pn:lval id
Record: 151

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N REQUI SI TI ONS
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MCODI FYI NG REQUI SI TI ONS

Modifying Requisitions

3. The following fields are avail able for editing:

APPROVED. Enter ‘Y to approve the requisition |line itemor
"N to disapprove. The APPROVED BY and APPROVED DATE fi el ds
are automatically popul at ed.

EXPENDABLE. Enter ‘T if the property is Expendable or enter
‘“F if the property is non- Expendabl e.

HRA ID. The Hand Recei pt Account nunber of the person

accountable for the property should be entered. If no HRAis
entered, or if an invalid value is entered, a pop list of HRA
Screen is displayed to allow the user to choose fromthe list.

REMARK. Any needed comments nmay be entered here. |If the line
item has been di sapproved, a REMARK is required to be entered
stating the reason for the disapproval.

CATALOG NO. The property CATALOG NO shoul d be entered here.
I f no CATALOG NO is entered, or if an invalid value is
entered, a pop list of Catalog IDis displayed to allow the
user to choose one or enter a new CATALOG NO in the Catal og
tabl e.

AUTHORIZATION. The proper AUTHORI ZATI ON docunent shoul d be
cited here. If no AUTHORI ZATION is entered, or if an invalid
value is entered, selection |lists of valid Authorization codes
are displ ayed.

PROPERTY MENU

MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N REQUI SI TI ONS

MCODI FYI NG REQUI SI TI ONS
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Modifying Requisitions

3. Cdick the Save button to save the transaction, |If a purchase
Request has been approved by the Supply offices user will have
an option of printing a hand receipt. The following alert wll
be di spl ayed:

Egj Forms E

m Do vou wantto print a Hand Receipt?

Yes [ l

4. Cick the Yes button to print a hand receipt. Cick the No
button to cancel the print option.

5. If the user clicks Yes to print a hand receipt, an alert is
di spl ayed to print catalog information.

f=3 Forms

m Do you want to print Catalog Information?

Yes Mo |

6. Cick the Yes button to print catalog information. Cick the
No button to cancel printing catal og information.
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Viewing Requisitions

PROPERTY MENU

MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N REQUI SI TI ONS

VI EW NG REQUI SI TI ONS

To view Pendi ng Requisitions, highlight the record to be viewed
and click the View button on the tool bar.

1. The follow ng screen is displayed when View button is

sel ect ed:
=5 Automated Perzonal Property Management System [APPMS) M=l E3
Z, i . - Lt BT
&i¢%£ ‘ | § | ‘ &' ‘ - ‘ = %gé ‘
Enter Query Lp Down  Modify  %iew  Delete Exit
Viewing Requisition Information Close
Requisition Mo.. lwasxmag1213207 | Line ltern Mo.: Amendment o |
Obligation Mo.: | | YWaork Code:; Ship To:
Office Syrmbol: Mame: [BRENDA FEENY | Delivery:
Vendor: | | OroCode: Resource Code:
Funding Code: Certify Date: | |  CedifylDMo:[ ]
Qiuantity: Unit Cost: | 5.00 | Extended Cost:

[tern Description: ([TEST FOR SMALL FURCHASE PROCEDURE

Approved: Approved By Approve Date: [13-mar-1999 |
Expendable: [n_ | HRAID: oso |[cHAaRLTON, SONDRA |
Rermarks: [1111 |
Catalog No.: [zz45.00-R10-0146 | Authorization:

Fecord: 111

2. Cick the close button to return to the Maintain Requisitions

ScCreen.

MAI NTAI N PRE- LOADED PROPERTY
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MAI NTAI N REQUI SI Tl

ONS
QUERYI NG REQUI SI TI ONS

Querying Requisitions

To query a requisition record, click Enter-Query button, then
click the Exct button on the toolbar to execute the query. To
cancel the query, click the Cancel button on the tool bar. The
fields available for querying are:

Requi si tion No

Li ne No

Amendnent No
Approved I ndi cat or
Expendabl e I ndi cat or
Del iver By Date
Remar k

O fice Synbol

MOA Code

Org Code

HRA | D

Catalog 1D

Aut hori zation ID
Quantity Received
Unit Cost

Ext ended Cost
Ordered By

Need Code
Priority Code
Ship to Og
Approval ID
Approval Date
Fundi ng Code

Wor k Code
Resour ce Code
Print Indicator
Vendor Nane

| tem Description
Quantity Order
Transaction ID

For detailed instruction on using the Query function see Section
Usi ng the APPMS Query Function in Chapter 1

PROPERTY MENU
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MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N RECEI VI NG DOCK

Maintain Receiving Dock

This option is used to enter information on property (not yet
recei ved through CEFMS) into APPMS. After selecting the

requi sition to update, the user may enter information such as the
bar code nunber, serial nunber, and nodel nunber w thout
activating the property item

1. Fromthe APPMS Main Menu, select the [Property] option.
2. Sel ect [Maintain Pre-Loaded Property] on the Property Menu.

3. Sel ect [Maintain Receiving Dock] on the Maintain Pre-Loaded
Property Menu. To access a |list of requisitions not yet
recei ved by CEFMS. The user can add a requisition (update a
Log approved requisition with additional information), nodify
a requisition, delete a requisition, search for a particular
requi sition, or view detail information on a requisition,
fromthe follow ng screen

k53 Automated Personal Property Management System [APPMS) =] E3
i = 1 A 4
s | o 3 w2 Emlw | E]
Enter Query p Drowvn Ardd hlodify “Wiew Delete Exit
Maintain Receiving Dock Record(s)
Line Purchase Req  pgar Record
Reqguisitions Mo, Item Ka. M. Tag Mo, Location Room Mo, Serial Mo, Model Mo, User D Add Date
[nasxmaznagizre | I Il |[zaza= Il Il Il [[amanaie |[z=-sEP-1008 ]~
[wasxmagosarzzz |1 I Il [[sss5s Il Il Il [[amanaie |[1aocT-1008]
[owrarpweooozi1o ][4 [[n7arpveoooz110 [[aszzz [[Puca |[aar= [[1zzass7200  |urid [[amaraie |[z5-sEP-1208]

L4l

Transa.ction cumplete: 1 records applied and sawved.
Record: 143

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
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MAI NTAI N RECEI VI NG DOCK
ADDI NG RECEI VI NG DOCK

Adding Receiving Dock

To add information on a requisition, click the Add button on the
t ool bar.

1. The follow ng screen is displayed when the Add button is

sel ect ed:

E‘%ﬂ'.ﬁutumated Perzonal Property Management Sypztem [APPMS) [ _ O]
= 1 1 ; - S [ |
Rl | 4 o ;;:‘ B ‘ o ‘ o] |

Enter Cluery  Llp Dowvn Add hadify L= Delete Exit

Adding Receiving Dock Information Save | Cancel
REQUISITON MO. [WasxMAS20767 11 | i
Obligation Ma.: | |

Bar Tag No.

Serial Mo.: [1z34567807 | Model Mo |uras |
Lacatian: [virsiNia | Room Mo.: [asse |
Received Date: [z5-mar-1999 | Received By [soLom111 |

Record: 11

2. The following fields are available for editing:

REQUISITION NO. Enter the REQUI SITION NO of the property
item A selection screen of valid choices is avail abl e.

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
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MAI NTAI N RECEI V

| NG DOCK
ADDI NG RECEI VI NG DOCK

Adding Receiving Dock

LINE ITEM NO. Enter the LINE I TEM NO of the property item A
sel ection screen of valid choices is avail abl e.

OBLIGATION NO. If known, the OBLI GATI ON NO of the property
item may be entered.

BAR CODE ID. The BAR CODE NO of the property item nust be
ent er ed.

SERIAL NO. If known, the SERI AL NO of the property item may
be entered.

MODEL NO. |If known, the MODEL NO of the property item nay be
ent er ed.

LOCATION. If known, the Location of the property item nay be
ent er ed.

ROOM NO. If known, the ROOM NO of the property itemthey may
entered the ROOM NO

RECEIVED DATE. The RECEI VED DATE field will default to the
current date. This date nmay be changed as needed.

3. dick the Cancel button to cancel the transacti on w thout
savi ng.

Cick the Save button to save the transacti on.

4. Once the transaction is Saved or Cancelled the user is
returned to the Maintain Receiving Dock screen.

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
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MAI NTAI N RECEI V

| NG DOCK
MODI FYI NG RECEI VI NG DOCK

Modifying Receiving Dock

1. To nodify information on a Receiving Dock requisition,
hi ghlight the record to be nodified and click the Modify
button on the tool bar. The follow ng screen will be displayed:

2. The follow ng screen w |

be di spl ayed:

gg Automated Personal Property Management System [AFFPMS)

= L=

Pelod ity

Modifiy Receiving Dock Information

Requisition o

Chligation Ho:

|'U'U’.-'4F-t DWSZ05Z27FE7

| Line itermn No.:

|s=sss

Bar Tag Mo

Serial Mo.:

FEAEGE

[sesTT

] mModel Mo [z777777o

Location:

[TESTING

| Room Mo [se7s ]

Received Date: [o4-mar-19099

Received By [soLDmA111

Record: 1:1

List of Walues

3. The following fields are avail able for editing:

REQUISITION NO.
item

LINE ITEM NO.

Enter the REQU SI TION NO of the property

A sel ection screen of valid choices is avail abl e.

Enter the LINE I TEM NO of the property item A

sel ection screen of valid choices is avail abl e.

OBLIGATION NO. If known,
item may be entered.

t he OBLI GATI ON NO of the property

BAR CODE
ent er ed.

ID. The BAR CODE NO of the property item nust be

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
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MAI NTAI N RECEI V

| NG DOCK
MODI FYI NG RECEI VI NG DOCK

Modifying Receiving Dock

SERIAL NO. If known, the SERI AL NO of the property item may
be entered.

MODEL NO. |If known, the MODEL NO of the property item nay be
ent er ed.

LOCATION. If known, the Location of the property item nay be
ent er ed.

ROOM NO. If known, the ROOM NO of the property item nay be
ent er ed.

RECEIVED DATE. The RECEI VED DATE field will default to the
current date. This date nmay be changed as needed.

3. dick the Cancel button to cancel the transacti on w thout
savi ng.

4. Cick the Save button to save the transacti on.

5. Once the transaction is Saved or Cancelled the user is
returned to the Maintain Receiving Dock screen.
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PROPERTY MENU

MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI' N RECEI VI NG DOCK
DELETI NG RECEI VI NG DOCK

Deleting Receiving Dock

To delete previously entered Receiving Dock information on a
property item highlight the record to be deleted and click the
Delete button on the tool bar.

1. The following alert is displayed when the delete button is
del et ed.

DAGAZT -84-P-1 3 [WTARDYBO0021 10 2128 [123as678s0 |jumn [Ciranie 25 sEF-1954

nigsmeasnag1279

WS MASOSH 232

2. dick the Cancel or No button to cancel the transaction
wi t hout savi ng.

2. Cdick the Yes button to delete the record.
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PROPERTY MENU

MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI' N RECEI VI NG DOCK

VI EW NG RECEI VI NG DOCK

Viewing Receiving Dock

To view Receiving Dock records, highlight the record to be viewed
and click the View button on the tool bar.

1. The followi ng screen is displayed when the View Button is
sel ect ed:

Egghulomated Personal Property Management System [APPMS]

2125

25 SEP-1222 J MM IE

2. Cick the Close button to return to the Mintain Receiving
Dock screen.
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PROPERTY MENU

MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N RECEI VI NG DOCK
QUERYI NG RECEI VI NG DOCK

Querying Receiving Dock

To query a Receiving Dock record, click the Enter Query button
then click the Exct button on the tool bar to execute the query.
Click the Cancel button to cancel the query.

The fields avail able for querying are:

Requi si tion No

Line Item No

Pur chase Requi sition No.
Bar Tag No.

Locati on.

Serial No.

Model No.

Room No.

User 1D

Updat e Dat e.

For detailed instruction on using the Query function see Section
Usi ng the APPMS Query Function in Chapter 1
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PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N RECEI VED PROPERTY

Maintain Received Property

Opti on [Maintain Received Property] is used to enter bar tag
information for property that has been previously received (via
option [Import Received Property]. Executing this option on a
pi ece of property will nove the property information fromthe
Pre-Loaded Property nenus to the Active Property nenu. If
information for this property item has previously been entered
t hrough the [Maintain Receiving Dock] option, that information
will be carried forward to this option. If information has not
been previously entered through the [Maintain Receiving Dock]
option, it wll be required entry on this option before the item
can be activated.

1. Fromthe APPMS Main Menu, select the [Property] option.
2. Sel ect [Maintain Pre-Loaded Property] on the Property Menu.
3. Select [Maintain Received Property] on the Maintain Pre-Loaded

Property Menu. A list of requisitions received through CEFMS,
but not yet activated to the Property book is displayed.

PROPERTY MENU
4-20



MAI NTAI N PRE- LOADED PROPERTY
MAI NTAI N RECEI VED PROPERTY

Maintain Received Property

The followi ng screen is displayed when the Maintain Received
Property option is selected fromthe Miintain Pre-|loaded Property
menu:

&aﬁutomated Perzsonal Property Management Spstem [APPMS] | _ [ =]
&z = [ ¥ = 7 :
=l = =
Enter CQuery (W)= Drowwn Mlodity Activate Exit
Maintain Received Propery Recordi(s)
Line  Amend. Office HEA bAoA g
Requisition Mo Iterm Mo, Mo, Symbol To wWork Code ([ =] Catalog Mo, Auth. 1D Code Code
1 1 0006 LG 137 FO000-00-000-1070 CTAS0-909 SOLGBS] 2
WMF AR DWT 2129804 EY 1 o006 04 o7 F000-00-000-0990 CTAS0-909 SO0g0
MF AR DWT 2129803 EY 1 o006 09 o7 F000-00-000-0990 CTAS0-909 SOOg0
M7 AR DWS0 5630 = = o009 o 017 FO000-00-000-1133 CTAS0-909 SO0
M7 AR DWS04 5620 1 = o009 o 017 F000-00-000-1132 CTAS0-909 SO0
MF AR DWT 2129803 EY 1 o006 09 o7 FO000-00-000-0990 CTAS0-909 SOOg0
T AR DT 266 1657 1 1 0006 LG 137 F000-00-000-1070 CTAS0-909 SOLGBS
M7 AR DWT 266 1657 1 1 000G LG 137 FO000-00-000-1070 CTaS0-909 SOLGBES
T AR DT 266 1657 1 1 0006 LG 137 F000-00-000-1070 CTAS0-909 SOLGBS
T AR DT 266 1657 1 1 0006 LG 137 F000-00-000-1070 CTAS0-909 SOLGES] |
hlore

ey will retrieve 260 records.
Fecord: 172

4. Cick the More button to view additional fields for M ntain
Recei ved Property screen.

Egg.ﬁ.utumated Personal Property Management System [APPMMS])

i | | 4

=t Activate Exit

Enter Query LI Drowven
Maintain Received Propery Recordis)
FPurchase Cidantity Extended Funding Deliver By
Requisition Ra. Cwaantity ([ ] LInit Cost Zost Code Date MHarme Itern Description
El 1 EEE =.56[ra KISUK CHEUMNG FREESTAMDING FILE CABIN
CaaB07-97 - D- w002 = 1= 164 1.154|c DCOROTHY S SIMM||[REMOWABLE MED LA DEVICH
LA BO7 -97 - - w002 = 14 154 1.154|c COROTHY S Sikh|[REMOWABLE MED 1A DEWICH
WT AR DOWVE0d1S6E0 1 1 EEE =g |c EDwiaRD J HECKEH[#hdx TX-16 REMOTE CONTH
W AR DWE0GTS6E0 1 1 474 Era=| = EDviaRD J HECKEH|fAhix TX-32 REMOTE CONTH
LA B07 -97 - - w002 = 10 154 1,154 COROTHY S SIMM||[REMOWABLE MED 1A DEWICH
Do CATZ-07-F-0302 El = 504 = .56 ha KISUK CHEUNG FREESTANDING FILE CABIN
L CAFZ-97-F-O0302 El <1 EEE =56 [k KISUK CHEUMS FREESTAMDING FILE CABIN
LA CAF2-O7-F-O0302 El = EEE =.56[ra KISUK CHEUMNG FREESTAMDING FILE CABIN
CaCAFZ-97-F-0302 = =] 594 356 [ KISUK CHEUMNG FREESTAMNDING FILE CABIN
== = = == Frevious ore

Record: 1,7

PROPERTY MENU
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MAI NTAI N RECEI VI NG PROPERTY
MCDI FYI NG RECEI VI NG PROPERTY

Maintain Receiving Property

6. Cick the Previous button to go back to the Previous screen.

Eg,%ﬁutumated Personal Property Management System [APPMS] [ (O] =]

i ‘ b TE 7 ‘ & ‘

Enter Query  LUp Down  Modify  “iew  Activate  Exit

Maintain Received Property Recordis)
Meed Priority  Ship To Approval Resource FiOA
Code Code Ory.  Approved 1n] Approval Date Remark Expendable  Code Code
| [l [lweza0000 [+ |lzopsrozs||za4sEr-1007 || [ [loFFicEFURN]|=0 |
| |lo |[nz40000 ||+ |[sopsreza||ze-aus-1907 || I [iTequirExp ||so |
| [l [livza000a [ |leopsrazal|ze-aus- 1907 || [ [iTEcuirExF |50 |
| [lo [lnvzan000 [+ |lzopsrazsl|zo-FER-1998  ||HE CREDIT carp of|w [iITEQuiFE:F |50 |
| [l [lweza0000 [+ |lzopsrozg||zo-FER-1008  ||Ho CREDIT carp Of|M [iTEcuirExF |50 |
| |[o |lnz40000 [+ |[sorsrezs||ze-Aus-1907 || I [iTequirexr ||so |
| [lo [lnvza0000 [ |lzopsrazallzaser-1907 || I [loFFicEFURN]|s0 |
| [l [lweza0000 [+ |leopsrozs||za4sEr-1007 || [l [loFFicEFURN]|=0 |
| |lo |[nz40000 [+ |[sopsreza|lz4sEP-1007 || I [loFFicerurn]|so |
| [l [livzan00a | |leopsrazallzaser-1007 || [ [loFFicEFURN]|s0 |
as | - | = ‘ = | Frevious
Record: 177
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Modifying Received Property

To nodi fy information on a Received requisition (w thout
activating the property itenm), highlight the record to be
nodi fi ed and sel ect the Modify button on the tool bar.

1. The follow ng screen is displayed when the Modify button
sel ect ed:

Eg_;ghutumated Perzonal Property Management Syztem [APPMS]

oo 0 E = TE T

Enter Query LIp Down  Modify “iew  Activate  Exit

Modify Receiving Property Save | Cancel |
Requisition Mo [iwrarcrzesies7 | Line lterm Mo Amendrment:
Ohligation Ma.: [oacrrz o7 Fozoz | Wark Code: [Doosc | Ship Te: fnzaoooo |
Office Symbol: [ | Mame: [kisuk cHEUNG | DeliverBy: [ ]
vendor: [UnicoR, FR.L IHC, | Oro. Code: Resource Code:
Funding Code: [ | Cerify Date: [ Cerify IDMNo- [ ]
Quantite [ ] Unit Cost: | 594.00 | Extended Cost:

lterm Diesc. [FREESTANDING FILE CABIMET, CI-FF-536-5

Bar Tag Mo - Location: marvLanp | Room: [zsas |
Serial No.: | | Utilization Code: [0 ]
Catalog Mo.: [rooo-o0-000-1070 | Autharization:
MounMarmn: [FrRELOAD | flFILECABINET |
HREAID: 137 |[HaTwELL, RONALD |
Recard: 111 ] | | | |

2. The following fields are available for editing:

BAR CODE NO. The BAR CODE NO of the property item is a
Required field.
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Modifying Received Property

LOCATION. If known, enter where the property itemwl| be
| ocat ed.

ROOM. [If known, enter the ROOM nunber where the property item
will be | ocated.

SERIAL NO. If known, the SERI AL NO of the property item may
be entered.

UTILIZATION CODE. The UTI LI ZATI ON CCDE can be set to:

"U" - Under Utilized
"M® - Moderately Uilized
"0" - Regularly Uilized

CATALOG NO. Enter the CATALOG NO of the property item A
sel ection screen of valid choices is available. This is a
required field.

AUTHORIZATION. The proper AUTHORI ZATI ON docunent shoul d be
cited here. A selection screen of valid choices is avail able.
This is a required field.
HRA ID. Enter the HAND RECEI PT ACCOUNT nunber of the person
who is to be responsible for the property. A selection screen
of valid choices is available. This is a required entry.

3. Cick the Save button to save the transaction.

4. Cdick the Cancel button to cancel the transaction w t hout
savi ng.

5. Once the transaction is Saved or Cancel ed, the user is
return to the Maintain Received Property screen.
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Viewing Received Property

To view Received Property records, highlight the record to be
viewed and click the View button on the tool bar.

1. The followi ng screen is displayed when the View button is
sel ect ed:

Eg_ﬁﬁutumated Perzonal Property Management System [APPMS)

?“i.@i:_:_:_:; | "g oy ‘ rd ‘ ;E_ g ‘

Enter Query p Down  Modify  “iew  Activate  Euxit

Viewing Receiving Property Close

Reguisition Mo.: [wrarovrzes16s7 | Line Itern Mo.: Arnendrment:
Obligation Mo [paca7z-o7-F-0302 | Work Code: Ship To:
Office Symbol: [ ] Marme: [ikisuk cHEUNS | DeliverBy: [ |

Yendor: [unicor, F.P.L, INC. | Org Code: Resource Code:
Funding Code: [m | Cedify Date:[| ] CerifyIDMo:[ ]
Qi antity: Unit Cost: | 594,00 | Extended Cost:

lterm Desc. [FREESTANDING FILE CABINET, CI-FF-536-5

Bar Tag No [ Location [ Room [

Serial Mo.: | | Utilization Code: [ |
Catalog Mo [ro00-00-000-1070 | Authorization:
Mouniamn: [FrELOAD | fIFILECABINET |

HREAID: [127  |[HATwWELL, RONALD

Record: 111

2. Click the Close button to return to the Mai ntain Received
Property screen.
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Querying Received Property

To query a Received Property record, click the Enter-Query
button, and then click the Exct button on the tool bar to execute
the query. To cancel the query, click the Cancel button on the

t ool bar.

The fields avail able for querying are:

Requi si tion No
Li ne No
Amendnent No
Purchase Order No
Del iver By Date
Remar k

O fice Synbol
MOA Code

Org Code

HRA | D

Catalog 1D

Aut hori zation 1D
Quantity

Unit Cost

Ext ended Cost
Need Code
Priority Code
Ship to Og

Appr oved
Expendabl e
Approval ID
Approval Date
Fundi ng Code
Wor k Code
Resour ce Code
FOA Code

Nanme

| tem Description

For detailed instruction on using the Query function see Section
Usi ng the APPMS Query Function in Chapter 1

PROPERTY MENU
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Activating Received Property

Activation of Pre-Load property is done when that piece of
property is now in possession and ready to be officially added to

the Property Book.

To activate a piece of property, highlight

the record to be activated and click the Activate button on the

t ool bar .

1. The follow ng screen is displayed when the Activate button is

sel ect ed.

Egghutumated Personal Property Management System [APPM5]

o (o 0B =1H T

B 1 I (S | - |
“Wiew  Activate Exit

Enter Cluery Up Down  Madify

=] E3

Activate Received Property

Save | Cancel |

Trans. ID: laoszo004 Trans. User [soLom114

Entry Date: [z3-mar-1299 |

Trans. Desc: |DE|1 ”Deli'u'er;r.l’ Purchaze Order |

Trans. Date: [23-mar-1999 |

Remarks: | |

Biar Tag Mo.:

Catalog Mo, [7oo00-00-000- 1070 |Doc. Reg. Mo |

HMoun/Mormn [FRELDAD | ¢ [FILECaBINET

To HRA [137  |[HATWELL, RONALD |

To'Work Code: [ooosLs

From HREA: | ] | From YWaork Code: |

Location: [usasH |

Room: [zz15

Inventary Date: |

Ach. Date: |zz-mar-1999

Due Date: |

e, Cost

AccessoryCost[ | Emended Cost [saq00

Requisition Mo.: [wrarpwrzea16s7 |

Furchase Order Mo.: [paCaA7z-07-F-0302

Utilization: [0 | Funding: [ | Authorization: [P
Part Mo | | Manufacturer: | |
Serial Mao.: | | Model Mo.: | |
Disposal Code: [ ][] Disposition Symbol: [ ] OdTagMo:[ ]

Fecord: 111

2. The following fields are available for editing:

REMARKS. This field nmay be changed as needed.

PROPERTY MENU
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BAR TAG NO. The BAR TAG NO of the property, This is a
required field.

CATALOG NO. Enter the CATALOG NO of the property item A
sel ection screen of valid choices is available. This is a
required field.

TO HRA. Enter the HAND RECElI PT ACCOUNT nunber of the person
who is to be responsible for the property. A selection screen
of valid choices is available. This is a required field.

LOCATION. Enter where the property itemw || be |ocated.
This is a required field.

ROOM. [If known, enter the ROOM nunber where the property item
will be | ocated.

UTILIZATION. The UTI LI ZATI ON code can be set to:
*U" - Under Wilized
"M® - Moderately Uilized
"0" - Regularly Uilized

AUTHORIZATION. The proper AUTHORI ZATI ON docunent shoul d be
cited here. A selection screen of valid choices is avail abl e.
This is a required field.

PART NO. If known, the PART NO of the property item may be
ent er ed.

MANUFACTURER. I f known, the MANUFACTURER of the property item
may be entered.

SERIAL NO. If known, the SERI AL NO of the property item may
be entered.

MODEL NO. |If known, the MODEL NO of the property item nay be
ent er ed.

3. dick the Save button to save the transacti on.

4. Cdick the Cancel button to cancel the transaction w t hout
savi ng.
PROPERTY MENU
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Activating Received Property

5. Once the transaction is Saved or Cancelled the user is
returned to the Maintain Received Property screen.

6. When the Save button is selected, the following alert is
di spl ayed:

f=3 Forms E3

m Do vou wantto print a Hand Receipt?

Yes [ l

7. Cick the Yes button to print a hand receipt for this property
item dick the No button to cancel the printing of a hand

receipt.
8. If a hand receipt is chosen to be printed, the follow ng alert
is displayed:
f=3 Forms E3

m Do you want to print Catalog Infarmation?

res o |

9. Cdick the Yes button to print the catalog information. dick
the NO button to cancel the printing of catal og information.
The user is returned to the Miintain Received Property screen.

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
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Import Pending Requisition

Once requisitions have been created in CEFMS, they will need to
have Logi stics approval. In order for Logistics to give their
approval / di sapproval , the requisitions are brought into APPMS via
this option.

1. Fromthe APPMS Main Menu, select the [Property] option.
2. Select [Maintain Pre-loaded Property] on the Property Menu.

3. Select [Inmport Pending Requisition] on the Miintain Pre-|oaded
Property Menu. The follow ng screen wll be displayed:

Eg-_?,hulumated Personal Property Management System [APPM5)
MeLELT Accounts  Reports  Utilities _LOGOFF-
Maintain Pre-loaded Property 4 Maintain Reguisitions
Maintain Active Propery WMaintain Receiving Dock
Maintain Stock Catamg. Maintain Received Property
S Property Import Pending Requisition
Yiew Transaction Register Import Received Property
wiew Archived Transaction Register

Automated Personal Property Management System

[Recard: 111 ] | | | |

Do Not press any key on the keyboard while busy cursor being
shown on the screen. This will take sonme tinme and you will get
default cursor back on the main screen. The pending requisitions
will be available for Logistics approval/di sapproval under

[ Mai ntai n Requi sitions].

PROPERTY MENU
MAI NTAI N PRE- LOADED PROPERTY
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Import Receilved Property

Once property has been physically delivered to a site, the user
will need to have a CEFMS Receiving Report created into CEFMS.
This option will bring back to APPMS the Receiving Report
information from CEFMS. Once this option is executed on a piece
of property, that property itemw |l no | onger be shown in the

[ Mai ntain Requisition] option (unless the quantity indicates that
nore are to be received).

1. Fromthe APPVMS Main Menu, select the [Property] option.

2. Select [Maintain Pre-loaded Property] on the Property Menu.

3. Select [Inport Received Property] on the Maintain Pre-|oaded
Property Menu. The follow ng screen will displayed:

Ev;jA omated Personal Property Management System (APPMS) !Em

Maintain Requisitions

Maintain Receiving Dock
Maintain Stock Catalog Maintain Received Property
Wiews Archived Property Import Pending Reguisition
Wiew Transaction Register Import Received Property
View Archived Transaction Register

Automated Personal Property Management System

|Record: 101 f [ | I

Do Not press any key on the keyboard while busy cursor being
shown on the screen. This will take sonme tinme and you will get
default cursor back on the main screen. Now you can go to

[ Mai ntai n Recei ved Property] option and activate the property.

PROPERTY MENU
MAI NTAI N ACTI VE PROPERTY
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Maintain Active Property

Mai ntain Active Property - Property that has been received and
bar tagged.

1. Fromthe APPMS Main Menu, select the [Property] option.

2. Sel ect [Maintain Active Property] on the Property Menu. A
list of current active property itens is displayed. The user
can search for a particular piece of property, delete a piece
of property, add a new piece of property or nodify the
information on a piece of property fromthe follow ng screen:

., ol 8wz |E@mm

Enter Cluery  Up Diowen Add Modify  “iew  Delete Exit

Maintain Property Recordis)

Bar HREA Sub From Auth. Acg. Acg. Total Extended
Tag ko, I HRA HRA Catalog ko | ] Maun mHaomenclature Cost Date Accs Cost Cost
[ooooa [[mow | Il | | || | 1o1.0d)zz-gun-1oed] I 1oiog
[ooooz oo || I |logoo-oo-ooesocd | [lwounk [ 00 |[zz-Jun-10g| oo | oo |
[oooos [0 || Il |lomma-o-ooemoc || || I o0 |[zz-pEC-1004| oo || oo |
[oooos |[ow || I |lommo-ao-suowmu || ookl I oo || Il oo | oo |
[ooozo |[oo || Il |logma-no-ooemo || [lwoune ] | 1o0.0dfos-gan-1os7] oo || 1000
o012z |lose || I lle7z0-00-rio-so0z  |poccocoodreaner. |IMicroricre || te0.0g)1e-mav-1os]] oo || 0.0
[on1z7 |looe || Il |[Fas0-00-ri0-on1z || |[rRECOREER [lauciororT | oo || Il oo || oo |
[oosza |loos || [l101  |lr9s0-00-mio-s0zs  |povooouud[rREcorper || || es.00)|os-FeEE-195d) oo || es.oo|
loosoz |[1o01 || Il |Fas0-o0-ricooss  |oococoodreaver. |pviEwER || 1=s5.0d)zaa0e-108]] oo || 1ss0d
[oosog |[1o00 ] I |logog-oo-ric-oos7  |poccocoodcarving, wdlpEsver ON Log]|  ss0.00]15-mav-108]] 00 || 35000 ]

Maore

ey will retrieve 8882 recards.
Recard: 1/%

4-32




PROPERTY MENU
MAI NTAI N ACTI VE PROPERTY
ADDI NG ACTI VE PROPERTY

Adding Active Property

To add a piece of property, not already in the Pre-Load files,
click the Add button on the tool bar.

NOTE: In general, this option will not be used. Al property
shoul d flow through the Pre-load files so that CEFM5S and APPNS
wi |l always be reconciled. These transactions should only be
used for the follow ng circunstances:

Est abli sh Accountability Qutside CEFMS
Fedstrip/M I strip Purchase

Found on Wbr ks

Built on Wrks

Loan from Qutsi de Agency

Leased Equi pnent

Recei ved from Qut si de Agency

Change Accounting Requirenent Code
Received G F. P. from Contractor

CEFM5/ COM S Conver si on

1. The followi ng screen is displayed when the Add button on the
tool bar is sel ected:

Egg.hutomated Perzonal Property M anagement System [APPMS] | _ [ ] ><]
=5 N s s - P s R
Enter Query g D owwen Audd A odify e Delete E xit
Add Property Record Save | Cancel |
Trans. ID:[ Trans. WUser [soloniiq Entry Date:
Trans. Desc: [coz |[Remote Purchase | Trans. Date:
Remarks: | |
Bar Tag Mo Catalog Mo [1144-19-114-1114 ] Doc. Reg. Mo |:|
MounfMNomn: [comruTER |flrEsTiNe=22 |
To HRA [oos |[cEvick, LARRY | To vork Code: | |
From HRA: | 1 ]  From‘Work Code: | ]
Location: [FPuLa | Room: Inventory Date: | |
Acg. Date: [z3-mar-19909 ] Due Date: | ]
Ach. Cost | 1,250 00 | Accessory Cost: Extended Cost | 1,250,000 ]
Requisition Mo | ] Furchase Order Mo.: | ]
Utilization: Funding: Authorization: [caTso-ooo |
Part Mo | ] Manufacturer: | ]
Serial Mo | | odel Mo | |
Disposal Code: [ [ ] Disposition Symbol: [ ] Qld Tag Mo [ 1] System Indicator: [ |

Record: 1:1 List ofwalues

PROPERTY MENU
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Adding Active Property

2. The followng fields are available for editing:
TRANS DESC. Enter the type of transaction to be used. A
sel ection screen of valid choices is available. This is a
required field.

TRANS DATE. The current DATE will default in this field, but
t he DATE may be changed as needed.

REMARKS. This field nmay be changed as needed.

BAR TAG NO. Enter the BAR TAG NO of the property item This
is arequired field.

CATALOG NO. Enter the CATALOG NO of the property item A
sel ection screen of valid choices is available. This is a
required field.

DOC. REG NO. Enter the DOC. REG STER NO of the property item

TO HRA. Enter the HAND RECElI PT ACCOUNT Number of the person
who is to be responsible for the property. A selection screen
of valid choices is avail able.

TO WORK CODE. Enter the current ADP WORK CODE for this
property.

FROM HRA. Enter the HAND RECElI PT ACCOUNT nunber the itemis
comng from

FROM WORK CODE. Enter the old ADP WORK CCDE for this
property.

LOCATION. Enter the physical LOCATION the property will be
located in. This is a required field.

ROOM. Enter the ROOM nunmber the property will be | ocated in.
ACQ. DATE. Enter the DATE of acquisition of the property item
ACQ. COST. Enter the COST of the property at the tinme of

PROPERTY MENU
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Adding Active Property

acqui sition.

REQUISITION NO. Enter the REQUI SITION NO of the property
item

SYSTEN INDICATOR. Enter the code for the SYSTEM | NDI CATOR.

PURCHASE ORDER NO. Enter the PURCHASE ORDER NO of the
property item

UTILIZATION. The UTI LI ZATI ON code can be set to:

"U" - Under Utilized
"M® - Moderately Uilized
"0" - Regularly Uilized

FUNDING. Enter the FUNDI NG code for this property item
Val id codes are:

"C" - Gvil Wrks Fund

"R* Revol vi ng Fund

"M* Mlitary Fund

*V* - Cvil Rental Fund
"L* Mlitary Rental Fund

AUTHORIZATION. The proper AUTHORI ZATI ON docunent shoul d be
cited here. A selection screen of valid choices is avail abl e.

PART NO. Enter the PART NO for this property item

MANUFACTURER. Enter the nane of the MANUFACTURER of this
property item

SERIAL NO. |If the SERIAL NO of the property itemis known,
enter it in this field.

MODEL NO. If the MODEL NO of the property itemis known,
enter it in this field.

3. dick the Save button to save the transacti on.
PROPERTY MENU
MAI NTAI N ACTI VE PROPERTY
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4. Cdick the Cancel button to cancel the transacti on w t hout
savi ng.

5. Wien the Save button is selected, the followng alert is
di spl ayed:
[E3Forms

ﬂ Do you want to print & Hand Receipt?

Yes | o |

6. Cick the Yes button to print hand receipt for this property
Item Cick the No button to cancel the printing of a
hand recei pt.

4. |f a hand receipt is chosen to be printed, the follow ng alert
is displayed:

f=3 Forms

m Do you want to print Catalog Information?

Yes Mo |

5. Cick the Yes button to print the catalog information. Cick
the No button to cancel printing of catal og information. The
user is returned to the Maintain Active property screen.
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Modifying Active Property

To nodi fy informati on on a piece of property, highlight the
record to be nodified and click the Modify button on the tool bar.

1. The followi ng screen is displayed when Modify is sel ected:

Egg TRANSACTION SELECTION

E Delete
Find|% |
T s Save | Cancel |
Code [Description =
Modify Accessories Entry Date: |:I
s TR | Trans. Date: Jos- sk 1000

A0 Excess to Hand Receipt Account |
A4 Excess to Property Book

ADS  Reportof Survey ] Do iggn ek
A0E Change Condition Code |
ADF Change Liilization Code = :l To work Code: |

i R R |'/_‘ Fram Wark Cade: |

: | ] Inventary Date: |
Find | (8] |Cance||

: . Cue Date: |
Ach. Cost | oo | Accessory Cost: Extended Cost: |
Requisition Mo | | FPurchase Crder Mo |
Utilization: [o | Funding: [ ] Authorization: |

Fart Mo | | Manufacturer: | |

Serial Mo | | Maodel Mo.: | |

Disposal Code: [ J[ | Disposition Symbol: [ | QldTagho:[ | Systemnindicator: [

Choicesinlist. 17
Record: 1M1

2. The transacti on code sel ected determ nes which fields are
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Modifying Active Property

avai lable for editing. The possible fields include the
fol | ow ng:

TRANS DESC. Enter the type of transaction to be used. A
sel ection screen of valid choices is avail abl e.

TRANS DATE. The current DATE will default in this field, but
t he DATE may be changed as needed.

REMARKS. This field nmay be changed as needed.
BAR TAG NO. Enter the BAR TAG NO of the property item

CATALOG NO. Enter the CATALOG NO of the property item A
sel ection screen of valid choices is avail abl e.

DOC. REG NO. Enter the DOC. REG STER NO of the property item

TO HRA. Enter the HAND RECElI PT ACCOUNT Nunber of the person
who is to be responsible for the property. A selection screen
of valid choices is avail able.

TO WORK CODE. Enter the current ADP WORK CODE for this
property.

FROM HRA. Enter the HAND RECEI PT ACCOUNT nunber the itemis
comng from

FROM WORK CODE. Enter the old ADP WORK CCDE for this
property.

LOCATION. Enter the physical LOCATION the property will be
| ocated in.

ROOM. Enter the ROOM nunmber the property will be |ocated in.

ACQ. DATE. Enter the DATE of acquisition of the property
item

ACQ. COST. Enter the COST of the property at the tinme of
acqui sition.
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Modifying Active Property

4.

REQUISITION NO. Enter the REQUI SI TION NO of the property item
SYSTEM INDICATOR. Enter the SYSTEM | NDI CATOR code.

PURCHASE ORDER NO. Enter the PURCHASE ORDER NO of the
property item

UTILIZATION. The UTI LI ZATI ON code can be set to:

"U" - Under Utilized
"M® - Moderately Uilized
"0" - Regularly Uilized

FUNDING. Enter the FUNDI NG code for this property item
Val id codes are:

"C" - Gvil Wrks Fund

"R*" - Revol ving Fund

*M* - Mlitary Fund

*V* - Cvil Rental Fund
"L* - Mlitary Rental Fund

AUTHORIZATION. The proper AUTHORI ZATI ON docunent shoul d be
cited here. A selection screen of valid choices is avail abl e.

PART NO. Enter the PART NO for this property item

MANUFACTURER. Enter the nane of the MANUFACTURER of this
property item

SERIAL NO. |If the SERIAL NO of the property itemis known,
enter it in this field.

MODEL NO. If the MODEL NO of the property itemis known,
enter it in this field.

Cick the Cancel button to cancel the transaction w thout
savi ng.

Cick the Save button to save the transacti on.

PROPERTY MENU
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Wen the Save button is selected, the following alert is
di spl ayed:

f=3 Forms E3

m Do vou wantto print a Hand Receipt?

Yes [ l

5. Cick the Yes button to print a hand receipt for this property
item dick the No button to cancel the printing of a hand
receipt.

6. If a hand receipt is chosen to be printed, the followng alert
w Il be displayed:

f=3 Forms E3

m Do you want to print Catalog Infarmation?

res o |

7. Cick the Yes button to print catalog information. Cick the
No button to cancel the printing of catal og information.
The user is returned to the Maintain Property screen.

NOTE: Disposal code is the mandatory fTields for transaction code;
AO4 and A06.
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Deleting Active Property

To di spose of an active property item highlight the record to be
del eted and click the Delete button on the tool bar.

This will nove the property from Active Property to Archived
Property along with any associ ated accessories and transacti ons.
All Active Docunent Register information for the property item
wll be transferred to the Archived Docunent Register as well.
The follow ng screen is displayed when the Delete button on the
tool bar is sel ected.

=] E %
15 H - B
| Find|C% | rlodify ol B Delete Exit
I perty Hecord Delete | Cancel |
ST Eor Coion ] Entry Date:
r“.qu SAhandanmmen +r l_‘lni:frllrfinn f | Trans. Date:
« 3
]
Find | [=]%¢ I Cancel | Hoo: [oooo oo s s | Doc Reg. Mo [ozazzoo
T A

To HRA oo J[ro Lirae | Tovwark Code: | |
From HRA: | 11 | From Work Code: | |

Losation [ Room [
Aco. Date: [ooun-19s5s Cue Date: == ]
Aca. cost Accessomcost []  Extendsd Cost | ]
Requisition o | | Purchase Order Mo | |
Litilization: Funding: [ ] Authorization: | |
PartNo: [ Manufacturer. | |
Serial Mo | | Model Mo | |
Diszposal Code: Dispositional Symbol: [ Old Tag Mo [

Zhoices in list: 13
FRecord: 1,1

1. The followng fields are available for editing:

TRANS DESC. Enter the type of transaction to be used. A
sel ection screen of valid choices is avail abl e.

TRANS DATE. The current DATE will default in this field, but
t he DATE may be changed as needed.

REMARKS. Enter any information explaining why the property is
bei ng renoved fromthe Active Property table.

PROPERTY MENU
4-41



MAI NTAI N ACTI VE PROPERTY
DELETI NG ACTI VE PROPERTY

Deleting Active Property

DISPOSAL CODE. Enter the DI SPOSAL CODE for the property being
del eted (archived). The D sposal Code is conprised of a
Supply Code in the first colum and Di sposal Code in the
second colum. Valid Supply Codes are:

"A" - Serviceable (lssuable without Qualification)
"B" - Serviceable (lssuable with Qualification)
"C" - Serviceable (Priority Issue)

"D" - Serviceable (Test/Mdification)

"E" - Unserviceable (Limted Restoration)

"F" - Unserviceabl e (Repairable)

"G" - Unserviceable (Inconplete)

"H® - Unservi ceabl e (Condemed)

"S" - Unserviceabl e (Scrap)

Val i d Di sposal Codes are:

"1" - Unused - good

2" - Unused - fair

*3" - Unused - poor

"4 - Used - good

"5 - Used - fair

"6" - Used - poor

"7" - Repairs required - good
"8" - Repairs required - fair
"9" - Repairs required - poor
*X® - Sal vage

"S®" - Scrap

DISPOSITION SYMBOL. Enter the DI SPOSI TI ON SYMBOL for the
property being deleted (archived). Valid choices are:

"A" - Abandon

"C*" - Crcularize
"DE" - Destroy

"RI" - Reissue

"SD" - Sell or Donate
"TD" — Transfer DRMO
"TI® - Trade-In

PROPERTY MENU
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Deleting Active Property

NOTE: Above Disposal codes are mandatory fields for al
transacti on codes except c06, c08 and cl12. Disposition synbols
are mandatory fields for transaction codes col, c02, c03, c04,
c05, c07, c09, cl1l0, cl1 and cl3.

2. Cick the Delete button on the screen to initiate del etion
(archiving) of the record.

PROPERTY MENU
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Viewing Active Property

To view an Active Property record, highlight the record to be
viewed and click the View button fromthe tool bar. Any
accessories and transactions agai nst the property item along
wth its associated catalog record nmay al so be vi ewed.

1. The follow ng screen is displayed when the View button is

sel ect ed:
Eg’,jq.hulomaled Personal Property Management System [APPMS]) =l E3
=, i y - S : B
Eﬂ?w':r.' ....... | ‘E’ mjgf.é | o | | ;;% | iréé |
Enter Query (W)} Do Aadd Felodify ey Delete Exit
accEssoriEs | cataros | TramsacTmion | cLose |
Bar Tag Mo Catalog Mo [oooo-oo- 00 oo | Doc. Reg. Mo [ozazzon |
Founitamn: [No Lk 1 £l
To HRA [0 | =TT ] To Wiark Code: | |
From HRA: | I | Fram Wark Code: | |
Location: | | FRoom: [ 1] Inventary Date: | |
Ach. Date: [zz  ud-10ss | Due Date: [z2-FEB-12900 |
Act. Cost: | 401.00 | AccessoryCost:[ ] Extended Cost | 104.00 |
Requisition Mo.: | | Purchase Order Mo | |
Litilization: [o_ | Funding: [ ] Authorization: | |
Fart Mo | | Manufacturer: | |
Serial Mo | | hodel Mo | |
Disposal Code: 3 |[e_|Disposition Symbaol: ] Old Tag Mo [ Systermn Indicator:

Record: 1/1

2. Fromthe View Property Screen the follow ng options are
avai |l abl e:

1. View ACCESSORIES infornmation.
2.  View CATALOG i nfornmation.
3 Vi ew TRANSACTION i nformati on.
PROPERTY MENU
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Viewing Active Property

1. View Accessories for a property item

To view accessories for a property item click the Accessories
button on the screen. The follow ng screen is displayed:

Eg_",ihutumated Personal Property Management System [APPM5]

= RERE L S I

Enter Query g Dowen Add kodify e Delete Exit

Accessory for Bar Tag: 00840 Close |
Description Atcessory Cost
[{ 10.00

Total Accessory Cost 10.00

Recard: 171

Click the Close button to return to the View Property screen

PROPERTY MENU
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Viewing Active Property

2. View a Catalog record associated with a property item

To view a Catal og record associated with a property item
click the Catalog button on the screen. The followi ng screen is
di spl ayed:

g CHS-X non reportable
[ lsuediniicuotiocatems 00000 ]

Click the Close button to return to the Viewi ng Property screen.

PROPERTY MENU
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VI EW NG ACTI VE PROPERTY

3. View all Transactions against a property item

To view a Transaction record agai nst a property item

click the Transaction button on the screen.

is displayed:

E%Autumated Perzonal Property M anagement System [APPMS]

The follow ng screen

= - — E ET
Y | O =B = &8 0
Enter Query Ll Crawwn Add Madify ey Delate Exit
Transaction for Bar Tag No.: 00001 WiE | Close |
Trans. Trans.
Trans. DD Code Date Entry Date  Trans. Lser D
[0 Jlzo-nHoweiges |lzo-monveaooe ||Falsumis -
[ez24000z  |[coq |[zo-nov-1pos lzo-nowagoz |[Falcumis
[ezs2-0001  |[pio |[1s-pECc-1982 [[1mpEco1mos ||solomdda
[ooqooooz  |lapz  |[1g-uan-oog (l1goan-190s |[FaLcumis
[ooqooooz  |lapz  |[1s-uan-oon (l1goan-19os |[FaLcumis
[pozo-ooo1 |[Toz  |[zo-uan-oon ||zoasn-1oos ||solomada
[oos1-0194  |[eoa  |loz-mar-199n  |oz-mar-1oos ||arvinpER
[oosgoooz  |laps  |los-mar-19o ||os-mar-ioos ||solomada
[oosgooos |lapz  |los-mar-1o9 ||os-mar-ioos ||solomada
[ooego01z  |lapz  |los-mar-199  ||os-mar-ioos ||solomada =
Record: 117

Click the Close button to return to the View Property screen

PROPERTY MENU
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Viewing Active Property

To view detail information on a transaction record, highlight the
record to be viewed and click the View button. The follow ng
Screen i s displayed:

Eg,i.ﬁ.utumated Perzonal Property Management System [APPM5] [_ O] =]

= =i |
Sy ||

L el

Enter Cluery  Up Down Add Modify  MWiew

Delete Exit

Viewing Transaction Property Close |
Trans. 0 Trans. User Enty Date
Trans. Desc: [p10  |[Recovered Property | Trans. Date: |zo-nov- 100z
Remarks: [TESTING ON RMF22 DATABASE |
Bar Tag Mo Catalog MNo.: [aoga-gg- o000 | Doc. Ren. Mo joz4zz002 |
MounfNaran: o Link |71 |
To HRA [ooc |[No Link | ToWork Code: | |
From HREA | Il | Frarm Work Code: | |
Location: | | Room:[ ] Inventary Date: | |
Ac. Date: [23-Jun-1285 | Due Date: | |
Acg.cost| 10100 | Accessory Cost Extended Cost:[ 10100 |
Reguisition Mo | | Furchase Order Mo | |
Utilization: [o | Funding:| | Authorization: | |
Part Mo | | fanufacturer: | |
Serial Mo | | tdodel Mo | |
Disposal Code: [ ][] Disposition Symbol: [ ] Old Tag Mo [ ]
|Fecord: 11

PROPERTY MENU
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Querying Active Property

To query an Active Property record, click the Enter-Query button,
and then click the Exct button on the toolbar to execute the
query. To cancel the query, click the Cancel button on the

t ool bar.

The fields avail able for querying are:

To HRA

Bar Tag

Catalog 1D

(Cat al og) Noun
Locati on

Code

Ext ended Cost
From HRA

To Wrk Code

From Wr k Code
Accessory Cost

Pur chase Order Nunber
Requi si ti on Nunber
Acqui sition Date
Acqui sition Cost
Serial Nunber

| nventory Date
Due Date

Room

Aut hori zation 1Id
Docunent Regi ster No
Fundi ng Code

D sp Sym

Di sposal Code
Supply Code
Utilization Code
Part Numnber

Model Number

Manuf act ur er

Ad Bar Tag ID
Record Add Date
Trans. No

Trans. Date

(Cat al og) Nonencl ature
Sub HRA

PROPERTY MENU
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Querying Active Property

For detailed instruction on using the Query function see Secti on.
Usi ng the APPMS Query Function in Chapter 1

PROPERTY MENU
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Maintain Stock Catalog

The Stock Catal og contains a |list of valid catal og nunbers and
their detail information. Wen a property itemis established,
it must be assigned to a catalog nunber. This catal og nunber
must exist in the Stock Catalog file prior to its use.

1. Fromthe APPMS Main Menu, select the [Property] option.

2. Select [Maintain Stock Catalog] on the Property Menu. A |ist
of the current stock catal og nunbers is displayed. The user
can search for a particular catal og nunber, sort the |ist,
del ete a catal og nunber, add a new catal og nunber or nodify
the information for a catal og nunber fromthe foll ow ng
screen:

E%Aulomated Personal Froperty Management System [APPM5] [_ (5] x]

e | r v |H R RN 1N

Enter Query  Lp Down Add flodify Wiew  Delete Euxit

=

Maintain Stock Catalog Record(s)

Catalog Id Catalog Houn Homenclatire Filferable LCC ECC LIH RICC
[iooooo-R100008  |lcoMPUTER J[PENTIUM 122 [ || Il lle =
[1111-11-111-1112 |[consoLE lcomPUTER 5vs Do wPes PO CYBER|[T e lsr I Jlo |
1111411111113 |[pisk [ARRAY SUBASSY &v§ OO0 CYBER oez/3[F R sF =
1111-11-111-1114__|[DIgK ARRAT SUBASST §7E 001 CvBE2s31 WiF|[F R sF o
1111-11-111-1115_|[pigK M85 7 CYBER 9E2/31 876 D001 WFCS CE ||F R sF =
1111-11-111-1115__|[INTERFACE DEMICE MNF MDI CVBER O52/31 5 50001)[F R sP o
1111-11-111-1117 INTERFACE DEMICE MNF MD | 57E D01 WFEC3 CE-DODS|F R sF o
1111-11-111-1115__|[B0ARD 251004 M3 B0 HERTZ CYBER 952731 §¥5 ||F R sP o
1111-11-111-1120_ |[CONSOLE COMPUTER §7& 005 WF G4 CYBER SE243|F R sF o
1411411144121 |[oisk JlaRRaY sUBASEY CYBER CE2/2 §vE OOE|[F e lsr I Jlo |=

Recard: 172

MAI NTAI N STOCK CATALOG
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Adding Stock Catalog Entry

To add a catal og nunber, click the Add button on the tool bar.

1. The follow ng screen is displayed when Add is sel ect ed:

E%'Autumated Personal Property Management System [APPMS)

Do EE=lE i

0 |[eB5-% non repodabe s

#rmy Standard fem 1

2. Select whether the Control Nunber will be manually or conputer
generated (only 1 may be chosen).

3. If the control nunber is manually generated, enter the
Cat al og nunber.

PROPERTY MENU
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Adding Stock Catalog Entry

4.

| f the control nunber is conputer generated, enter the
Federal Stock C ass nunber.

The followng fields are available for editing:

PILFERABLE. |If the itens in this catalog class are
Pl LFERABLE, enter 'T'; otherw se enter 'F'.

ECC. Enter the EQU VALENT CONTROL CODE. For nore information
on valid codes, refer to AR 738-750.

LIN. Enter the LINE | TEM NUVBER Refer to SB-720 for a
conplete list of valid codes.

NOUN/NOMENCLATURE. Enter a descriptive NOUN for the catal og
class then enters an in-depth description of the catal og
cl ass.

RICC. Enter the RICC for the Catalog class. A selection
screen of valid choices is available. Valid choices are:

"0" - CBS-X non reportable

2" - CBS-X reportable, SN not required

"A" - CBS-X reportable, SN required for supply

"B" - CBS-X reportable, SN required for maintenance

"C" - CBS-Xreportable, SN required for supply &
Mai nt enance

"8" - SIMS-X SN not required

"D* - SIMS-X SN required for supply

"E" - SIMS-X SN required for maintenance

"F* SIMS-X SN required for supply & mai ntenance

"G* Serial Number required for supply

LCC. Enter the LCC for the Catal og class. A selection screen
of valid choices is available. Valid choices are:

"A" - Arny Standard item
"B - Issued in lieu of LCC Aitens
"D* - Not qualified for type classification
"F* - Reserve Conponents only
*N® - Itens not separately type classified
PROPERTY MENU
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0"
R*
.-
L

(bsol ete Itens

Itens not in SB-700-20

Limted procurenent of tests only
Type classified - limted procurenent

6. Cick the Cancel button to cancel the transaction w t hout

savi ng.

7. Cdick the Save button to save the transacti on.

8. Once the transactions Save or Cancelled has been sel ected,
is returned to the Maintain Stock Catal og Record

t he user
Scr een.
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Modifying Stock Catalog Entry

To nmodify information on a catal og class, highlight the record to
be nodified and click the Modify button on the tool bar.

1. The follow ng screen is displayed when Modify is sel ected:

E%'Autumated Personal Property Management System [APPMS)

Do EE=lE i

ADDCHO0-RAC-O002
COMFPUTER FEMNTIUM 1332

CHE-X reportable, M equired for supp by & mainte nance 1

Army Standad #em !

2. The following fields are available for editing:

PILFERABLE. If the itens in this catalog class are
Pl LFERABLE, enter 'T'; otherw se enter 'F'.
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ECC. Enter the EQU VALENT CONTROL CODE. For nore information
on valid codes, refer to AR 738-750.

LIN. Enter the LINE | TEM NUVBER Refer to SB-720 for a
conplete list of valid codes.

NOUN/NOMENCLATURE. Enter a descriptive NOUN for the catal og
class then enter an in depth description of the catal og cl ass.

RICC. Enter the RICC for the Catalog class. A selection
screen of valid choices is available. Valid choices are:

"0" - CBS-X non reportable

2" - CBS-X reportable, SN not required

"A" - CBS-X reportable, SN required for supply

"B" - CBS-X reportable, SN required for maintenance

"C" - CBS-Xreportable, SN required for supply &
Mai nt enance

"8" - SIMS-X SN not required

"D* - SIMS-X SN required for supply

"E* SIM5-X SN requi red for maintenance

"F* - SIMS-X SN required for supply & maintenance

"G* Serial Number required for supply

LCC. Enter the LCC for the Catal og class. A selection screen
of valid choices is available. Valid choices are:

"A" - Arny Standard item

"B - Issued in lieu of LCC Aitens

"D" - Not qualified for type classification
"F* - Reserve Conponents only

*N® - Itens not separately type classified
"0 - osolete Itens

"R" - Itens not in SB-700-20

"T" - Limted procurenent of tests only

"U® - Type classified - |imted procurenent

3. dick the Cancel button to cancel the transacti on w thout
savi ng.

4. Cick the Save button to save the transacti on.
PROPERTY MENU
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Modifying Stock Catalog Entry

5. Once the transactions Saved or Cancelled the user is
returned to the Maintain Stock Catal og screen.
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Deleting Stock Catalog Entry

To delete a catal og class, highlight the record to be deleted and
click the Delete button on the tool bar.

APPMS wi Il not allow the user to delete a catalog class if an
associ ated active property record exits.

1. The following alert is displayed when Delete is sel ected:

1 000-00-RA10-0002 COMFUTER FENTIUM 133
A111-14-111-1111 COMFPUTER FENT ILM

(1111111111112 ICOHSOLE
A111-14-111-1142 DSk AREAYT SUBASEY E%E 001 CYBE
1111111141114 D IS K ARRAY SUBASEY §%E 001 CYBE
A111-11-111-1145 LISk A8 S CVBER D52/31 §Y'§ 0001
1111-11-114- 1116 INTERFACE DEVICE MNF MDICVBER 952/31 §
A111-14-111-1147 INTERFACE CEVICE MNF MEI 556 001 WPCS
1111-11-114-1118 BOARD 25kWA M3 B0 HERTZ CYBER 9EZ,
A111-11-111-1120 CONSOLE COMFPUTER Y& 005 WP C4 OB Erromery

2. Cick the Ok button to cancel the delete transacti on.
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Deleting Stock Catalog Entry

3. If the Catalog record can be deleted, the following alert is
di spl ayed:

[1000-00-R1 00003 ICOMPUTER FPEMTIUM 133
A111-11-111-1111 COMFUTER FENT ILM
A111-14-111-1142 CONEQLE COMPUTER Y5 OO Eg-aFD"ns
1111-11-114-1113 D IS K ARRAY SUBASSY &
1111111141114 D IS K ARRAY SUBASSY & ﬂ’
A111-11-111-1115 LISk ASET CYBER 96243
A111-11-111- 1148 INTERFACE CEVICE MNF MDI T
1111-11-111- 1117 INTERFACE DEVICE MNF MD1 S
1111-11-114-1118 BOARD 25kWA M3 ED HERT
- =

1111-11-111-1120__ [[coNsOLE COMPUTER 7§ OO

| —— ———

4. Cick the Yes button to delete the record, Cick the No or
Cancel button to cancel the delete transaction.
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Viewing Stock Catalog Entry

To view a Stock Catal og record, highlight the record and click
the View button on the tool bar.

1. The follow ng screen is displayed when View is sel ected:

E%'Autnmated Personal Property Management System [APPMS)

Do EE=lEain

100000 R A O-000S

comruter | ifpentumiz=
¢ lcae-x rportable. &N requied for supply & maintenance |

|2 Jlamy Stendadtem

2. Cick the Close button to return to the Miintain Catal og
screen.
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Querying Catalog Records

To query a catalog record, click the Enter-Query button, and then
click the Exct button on the toolbar to execute the query. To
cancel the query, click the Cancel button on the tool bar.

The fields avail able for querying are:

Catalog 1D

(catal og) Noun
(catal og) Nonencl ature
(catalog) Pilferable
(catal og) ECC

(catal og) LCC

(catal og) LIN
(catalog) RICC
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View Archived Property

Archi ved Property that has been previously disposed of is called

Property.

1. Fromthe APPMS Main Menu sel ect the [Property] option.

2. Select [View Archived Property] on the Property Menu. The user
Wil see a list of archived property itens. The user can
reactivate a previously deleted property item (recover),
search for a particular piece of property, sort the list, or
find the information fromthe follow ng screen:

E%‘:Autumaled Perzonal Property Management System [APPMS] M=i E3

b Y f ] ]

s | o | 3 | |E1 B

Enter Cluary Up Down  Recower  MWiew Exit
Archive Property Record(s)

Bar HRA Acquisition Acguisition  Total Extended
Tag Mo, 1D Catalog ID Auth. 1D Koun Momenclature Date Cost Accs Cost Cost
pooz || | |[HD Link I lez-aan102d] 12323 || oo || dzzom (s
[ooozz Jjass |ooos-o-xe| |[Ho Link [ [[11-0a0-1987]  40.000.00)| oo || 10,000.00
[oooe4 ||z |e720-00-R10-0004 || |[PRoJECTOR.SL| [[13-0cT-195]| oo || oo | oo |
[oo10z |[zex |67a0-00-R10-0005 ||T0A ||rEADER |microFicHE  [[10-maR-1o0]| oo || oo | oo |
[oo1o6 Jjose |eees-a-xmso]| |[Ho Link [ | Il oo || oo | oo |
[no107 |[os1 |7az0-00-con-onis |[eoccossd{catcuiaTor || [14au1gen]|  zmass || oo || zeas7 |
[oo10g ||ass |57a0-00-r10-0005 || ||rREADER |[microFicHE | I oo || oo || oo |
o014z |[101 Jooooon e cod(cTas0-008 [[ND LNk [ | I oo || 00 | 00 |
ootz |looo Joooo-oo s o] ||HD LNk [ [1e-martog]] 2100 | ool 200
[oo1zs ||77e |7az0-00-con-o016 ||cTasoana|{caLcuaTor || [o4ocT107]]  zogs7 || o0 || 28067 |+

bt
Query will retrieve 23216 recards,
Recaord: 117
3. Cick on the More button to see additional query fields.
4. dick the Previous button to return to the previous query

SCreen.
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Recovering An Archived Property Item

To recover a previously deleted property itemfrom Archived
Property, highlight the record to be recovered and sel ect the
Recover button fromthe tool bar.

1. The follow ng screen is displayed when Recover is sel ected:

EgiAutomaled Personal Property Management System [APPMS) HEE

[+ v 7|

Enter Query  Up Down  Recover  Yiew  Exit

Recovering Archive Property Record Fecover | Canmcel ||
Trans 10: Trans. User: Entry Date:
Trana Deac: 010 |[Recover property | Trans Date:  [12-DEC-1938
Remarka: | |
Houndtiomn: [NG LINK [ o] |
To HRA: [xxx MO LMK | ToWorkGods: [ |
From e [ e —
P e T — ey cete: [
o O —
Acg Coat: $101.00 Accessory Coat Extanded Coat: F101.00
Requisitentio: [ ] PurchsseOrderto [ ]
Utili zation [l Funding: l:l Author zation l:l
S — e —
Disposal Code:[ | | Disposition Symbol: [ | OldTagto: [ |
Recard: 111

2. The following field is available for editing:

REMARKS. This field nmay be changed as needed.
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Recovering an Archived Property Item

3. dick the Cancel button, to cancel the transacti on w thout
savi ng.

4. Cick the Recover button, to save the transacti on.

5. Once the transaction is Cancelled or Recovered, the user is
returned to the Archive Property screen.
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Viewing An Archived Property Item

To view an Archived Property record, highlight the record and
click the View button on the tool bar.

1. The follow ng screen is displayed when View i s sel ect ed:

[ Automated Personal Propeity Management System (APPMS) _ O] x]
B e ‘ | ‘ 1 ‘ ‘
Enter Query  Up Down  Recover  View Exit
ACCESSORIES | caTaloc | TRansacTions|  close |
Bar Tag Mo.: Catalog No.: [agaa-ag- 2 | Doc. Rey. Mo. [az4z300 |
MNaunamn: [no Link | /] |
ToHRA: [ |NO LNK | ToWiork Code: | |
From HRA: | | | Frarm Wark Code: | |
Location: | | Room:[ | Irventary Date: | |
Ac. Date:“|.23.h|uu.1gsa |“ Due Date: |.2=3-FEE'-1!5'9!5I |. |
Acg. Cost[ 10100 | AccsessoryCost[ ] Extendec Cost [ 10100 |
| Requisition Nn..:-| . | - Purchase Order Mo.: ]" |“ |
Utilization: [0 | Funding: [ ] Authatizat on |D: | |
Fart Mo .| — | - Manuracturer. | |
Serial Mo.: | | Madzl Mao.: | |
| Disposal Code:[s [+ | Disposition Symbol: |:| 0ld Tag Mo |:| |
Record: 111
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Viewing An Archived Property ltem

Fromthe View ng Property Record screen, the user may do the
follow ng activities:

1. View Accessories for that property item
2. View the Catal og record associated with that property item
3. View all Transactions against that property item

1. View Accessories for that property item

To view any accessories, click the Accessories button on the
screen. The follow ng screen is displayed:

EZ5 Automated Perzonal Property Management Spstem [APPMS) | _ 3] =]
i == B LB
=i | Ll ‘ A | ;g_‘ all:
Enter Cluery Lp Down  Recover  “Wiew Exit
Accessories for Bar Tag No.: 42347 Close
Description Accs, Cost
[<EvBoarT] Il 150.00] 4]
[ |
{ | |
[ | |
|
|
| | |
[ | |
|
| =
Total Accessory Cost: 150.00
[Recard: 1/

2. Cick the Close button to return to the View Property Record
screen.
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Viewing An Archived Property Item

3. View a Catalog record associated with a property item

To view a Catal og record associated with a property item
click the Catalog button on the screen. The followi ng screen is
di spl ayed:

| MO |7021-00-RO0-00GH ; o B LI
1. |COMPUTER

. m CBS-X non repattable

2 I

Click the Close button to return to the View Property screen.
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Viewing An Archived Property ltem

4. View all Transactions against a property item

To view a Transaction records against a property item
Cick the Transaction button on the screen. The follow ng screen
is displayed:

E’-E-_,%Autumated Perzonal Property Management System [APPMS]

= ; n —
o o [0 iE
Enter Cluery LI Down  Hecover  “iew Exit
Transactions for Bar Tag No.: 42347 Wi e I Zlose J
Trans. Trans.
Trans. ID  Code Date Entry Date Trans. User D

m]ma [[o9-daH-1020  |log-aaN-1220  |[FEREZAN [
| | ||
| | ||
| | Il
| | Il
| | |
| | I
| Il Il
| Il ||
| Il \ =

e o — To— — — —— ——
T e e s e e—

Click the Close button to return to the View Property Screen
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Viewing An Archived Property Item

5. To view detailed information on a transaction, highlight the
transaction and click the View button on the screen. The
follow ng screen is displayed:

{%Autumated Personal Property Management System [APPMS]

= | 1 | 2 | |

Enter Query Lp Down  Fecover  “iew Exit

Viewing Archive Transaction Property Record Close |
Trans. ID: Trans. User: Entry Date:
Trans. Desc: (o6 |[Transterto Outside Agency | Trans. Date:
Remarks: [ExEcUTIVE ORDER 12000 |
Bar Tag Mo.: Catalog Mo.; [Foz1-00-Roo-00GH | Doc. Reg. No.:
Moun/Momn: [comMPUTER | £ |
ToHRA [a11 |[PROPERTY DISPOSAL | Toork Code: jooozwe |
From HRA: | I | FromWork Code: [ ]
Location: [= | Room: [z | Imventary Date [zz-ocT10es |
Acy. Date: [os wov 1991 | Due Date: [zz.0cT-1998 |
Acd. Cost [ 78300 Accessory Cost: Extended Cost:
Requisition Mo | | Purchase Order Mo.: | |
Utilization: [o_| Funding: [c | Autharization 1D: [cTas0o0g |
Part Mo.: |5 | Manufacturer: [asT |
Serial Mo.: [usEd0nzaaz | Madel Mo.: |s |
Disposal Code: DD Disposition Symhbaol: |:| Old Tag Mo [ ]

! :
Record: 111 |— I | | | |

6. Cick the Close button to return to the View Property screen
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Querying An Archived Property Item

To query an Archived Property record, click the Enter-Query then
click the Exct button on the tool bar to execute the query. Cick
t he Cancel button on the tool bar to cancel the query.

The fields avail able for querying are:

To HRA

Bar Tag

Cat al og (Noun)
Code

Trans. Date

From HRA

Catalog 1D
Locati on

Room

| nventory Date

Ext ended Cost
Accessory Cost
Purchase Order Nunber
Requi si ti on Nunber
Acqui sition Date
Acqui si tion Cost
Serial Nunber

To Wrk Code

From Wr k Code

Aut hori zation ID
Docunent Regi ster No.
Fundi ng Code

D sp Sym

Di sposal Code
Supply Code
Utilization Code
Part Numnber

Model Number
Manuf act ur er

Ad Bar Tag ID
Record Add Date
Trans. No
(Cat al og) Nonencl ature

PROPERTY MENU
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View Transaction Register

The Transaction Register contains information on past
transacti ons against an active property item This allows
personnel to maintain an audit trail of the Property Book
transacti ons.

The Trans I D nunber is a uni que nunber assigned to each
transacti on agai nst an active piece of property. APPMS wi |
automatically create these nunbers. The created nunbers are in
the follow ng format:

last digit of the year ))),
3123- 0001

day of the year (Julian) ))2)- .))2))))) increnenting nunber

Helpful Hint:
To obtain a hard copy of transactions for the day, the user
must print the day's Transaction Regi ster transactions for
both the Active and Archived transactions.

Hm%
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View Transaction Register

1. Fromthe APPMS Main Menu, select the [Property] option.

2. Select [View Transaction Register] on the property nenu. The

user can search for a particular transaction or sort the
list.

E%Aulnmated Personal Property Management System [APPMS) == E

“= | ¢+ ¢ |G| W |

Enter Query  Up Diowery Wiew Exit

View Transaction Record(s)

Tranz HRA  Acquisiion Extendsd GCatalog Catalog Acquiaition
Trana Id Coda Trana Cate Bar Tag Catalog Ho. 1D Data Coat FHoun Homenclatura Coat
E177o0ic [[ro1 [leswun-sss |F12vo |Fosooo-monozsiost [or-mavass]  savaqmonmor || [ $=7200]4
Ei7sooos [[To1 |zeJun-igos Fizzo |Foscoomooczoloos [romaviiod| s1ees][moniTor $1,895.0]
pirsoome |[To1 |eeJun-1oos [Fizes4 |Eessoomooooz|oss |ooarroiomg $1o2J[MODEM, Fax] $123.00
Ei7soo0s [Tl |zeJun-ioos [Fos1z |ssosoomonooz|oiz |joeFER-1209 §zeEd[MODEM, Fax] $2EE.a1
[pi7go00e [To1 |lzedun1oos Jlacodd |[Fozi-ooconcosijozo |zoocTion]  $z.dcofcomrPuter [uwekeveosarp || §z.400.44
[pi7eomc tor Jleeaun1oos Joriz |lesoscomooomeioot [[14-now-ood| s MonEM || |
[g1720m [t Jeeaunioos Jaesse [Fosocomooooe|oes eeocT s sasdmonmor | | s#1200]
pirsoou |10 |zeJun-ioes [Fizes |Erecoosoooonfoiz |lesaun-1oog $190.[sCREEN FROJECTION $150.00)
E7sooor |[To1 |zeJun-1goos [Fooes |Foscoomooczs|ooe |oeFee-1o0g $400.f[MONITOR F400.00)
Ei7oo00s [a10 |z7-Jun-ioos doios |Foicoouoooiidose |z7aunicod]  szeiz)[comPuTER [NoTEROOK $2,512.00 ]

Mors

FRM_40355 Guuery will retrieve 5315 records.
Record: 177

3. dick the More button to see additional query fields.

4. Cdick the Previous button to return to the previous screen.
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Viewing A Transaction Register Entry

To view a transaction record, highlight the record to be viewed
and click the View button on the Transaction screen.

1. The follow ng screen is displayed when View i s sel ect ed:

E%Aulumaled Personal Property Management System [APPM5) [_ (O]
—
AT hd i ‘ 3
Enter Cluery Up Down  Wiew Exit

Viewing Transaction Recordis) Cloge
Trans. ID: Trans. Update ID: Entry Date:
Trans. Code I0: [To1 |[Transter between HRA'S | Trans. date:

Trans. Remark: | |
Bar Tag MNo.; Catalog Mo.: [ros0-o0-moo-oz03 Doc. Reg. Mo:

Moun/Momn: uonTor [ £ |
TaHRA jos1 [[trovaN, FRAaNKD | To YWvork CDdE:
Fram HRA jos4  |[sToLLev, g0 AN | From YWaork CDdE:[:|
Location Room Na. inveniory Date.
A, Date. O Date
Aea, Cast comasary Cost Extended Cast
Reguisition Ma.: [szzzes1s | Purchase Order Mo.: | |
Utilization: [o_| Funding: [r_| Authorization ID: [cTas0-a00 |
Fart Mo Manufacturer: [cTx |
Serial Mo.: [rzos2504080 | todel Mo.: 15650 |
DispnsaICnde:]:”:] Disposition Code: [ | OdTagMo:[ |
Record: 111

2. Cick the Close button to return to the View Transaction
screen.
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Querying A Transaction Register Entry

To query a transaction record, click the Enter-Query button, and
then click the Exct button on the tool bar to execute the query.
To cancel the query, click the Cancel button on the tool bar.

The fields avail able for querying are:

Trans. I D
Docunent Reg. No.
Bar Tag I D
(Cat al og) Noun
Code

Trans. Date

User I D

To HRA

Catalog 1D
Locati on

Ext ended Cost
Pur chase Order No.
Requi si ti on No.
Acqui sition Date
Serial No.

Room

Aut hori zati on

To Wrk Code
From Wr k Code
From HRA

Fund Code
Uilization Code
Part No.

Model No.
Manuf act ur er
Renar k

(Cat al og) Nonencl ature
(Catal og) RICC
Di sposal code

D sp sym

Supply Code
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View Archived Transaction Register

The Archived Transaction Regi ster contains information on past
transacti ons agai nst an archived property item This allows
personnel to maintain an audit trail of the Property Book
transacti ons.

The Tran I D nunber is a uni que nunber assigned to each
transacti on agai nst an active piece of property. APPMS wi ||
automatically create these nunbers. The created nunbers are in
the follow ng format:

last digit of the year ))),
3123- 0001

day of the year (Julian) ))2)- .))2))))) increnenting nunber

Helpful Hints:
To obtain a hard copy of transactions for the day, the user
must print the day's Transacti on Regi ster
transactions for both the Active and Archived
transactions. Ziny,,
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Viewing Archived Transaction Register

Fromthe Property Menu sel ect the [View Archived Transaction
Register] option. The user will see a list of transactions for
archived property itens. The user can search the list for a
particul ar transaction, sort the list, or view nore
information on a transaction fromthe foll ow ng screen:

E%‘:Autumated Perzonal Property Management System [APPMS) _ O] x|
b :

e | M| 3 E

Enter Cuery  Up Down  Wiew Bt

View Archive Transaction Record(s)
Trans. Bar HREA Acguisition Extended  Catalog Catalog Acnuisition

Trans. | Code Trans. Date Tag Mo, Catalogho. D Date Cost Moun Momenclature Cost

| [ZEEGE |cot  [[24-Macioos [Fozzd |7os0-00-z00-000g080 [[11-JAN-1008| 1,745 7{[SCANNER, FI | 15513504
550004 [coo  [oz-Jun-1oos Mez7s  [7oso00-kpo-00Eq157 [19-wove1ea]]  000dkEYBOARD | | oo00|
[155-0004 [coo  [oz-Jun-1206 Meres  [7oso0o-boo-011diz [os-nov-ieef|  a2eodoRIivE [lc0 RO | =zze.00|
[s2-001F [coz  [10-Jun-1205 [d7eds  [7oso00-Po0-017{151 [[22-APR-1ped]  eosodPRINTER | | o800
G165-0064 [C03  |[13-JUN-1996 [46734  |seoso0-roo-ookfisn [27-sEP-eadl  12110(scenner | 121100
G1730001 [co6  |[z1-Jun-196 [44847  [ozi-00-coo-014fmon [22-FEe-med]  z.oo00ofcomPuTeR | || zoonoo
[es-00za [T01  [13-JuN-1206 ase4r  [Fozt-00-cooo1i{Eon [[z2-Fee-tesd]  zooodlcompuTer | || zno0000|
5730002 [lcos  Jlz1Jun-1906 |laa73s  [l7oz1-00-coo-ooedaoo [o2-pEc-1oed] 1342 0fcoMPUTER || | 134200
B165.0038 101 [13-Jun-1206 [l473s  [Foz1-00-coo-ooagon [oz-pEc-1eedl  1.342 ofcomPuTER | | 124200

|le1730002 Jcos  [lz1-Jun-19s [lazzir |7oso-00-koo-oooda1q [e-sep-taed]  qo0.oqkEvBOARD | | 100.00)w

hiore
jQuerg.rwiII.retrieve 10291 recards.
Record: 177
1. dick the More button to see additional query fields.

2. Cick the Previous button to return to the previous screen
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Viewing An Archived Transaction Register Entry

To view detail informati on on an Archived transaction record,
hi ghlight the record and click the View button on the tool bar.

1. The follow ng screen is displayed when View i s sel ect ed:

E,%Automated Personal Property Management System [APPMS) M=l E3
‘ t| ‘ |
Enter Query  Up Down  Miew Exit
Viewing Archive Transaction Close
Trans. D Trans. Update ID: ke | Entry Date:
Trang. Code 10: [co1 |[Retum to Supplier- No Retum | Trans. Date:
Trans. Remark: ]n-:- return new unit to be shipped later |
Bar Tag Mo : Catalon Mo [fosooozoooneg | Doc. Reg. No.:
Mounitomn: [scanner, FiL | F] |
ToHRA [oan ||saveERs. 1sABEL | ToWork Gode:[ ]
From HR&: | [ | FramWork Code: [ ]
Location o] Roam o por ] inventory Dte: [z por o]
Acq Date [riamn o] TS TR
ey, Cost Accessory Cost: Extended Cost:
Requisition Mo.: [szz7zesac | Purchase Order Mo [oacwzzosrozes |
Litilizatian: [o_| Funding: Authorization 1D [cTas0-909 |
PatMo:[ | Manufacturer: [poLsroio |
Serial No.: [sozsoze | Madel Ma.: [cszron |
Disposal Code: [ ][ | Disposition Code: [ ] OldTag o[ |
Recard: 111

2. Cick the Close button to return to View Archi ved Transacti on
screen.

PROPERTY MENU
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Querying An Archived Transaction Register Entry

To query an Archive Transaction record, click the Enter-Query
button, and then click the Exct button on the tool bar to execute
the query. Cdick the Cancel button to cancel the query.

The fields avail able for Querying are:

Trans. I D
Docunent Reg. No.
Bar Tag I D
(Cat al og) Noun
Code

Trans. Date

User I D

To HRA

Catalog 1D
Locati on

Ext ended Cost

Pur chase Order No.
Requi si ti on No.
Acqui sition Date.
Acqui sition Cost.
Serial No.

Room

Aut hori zati on

To Wrk Code
From Wr k Code
From HRA

Fund Code
Uilization Code
Part No.

Model No.
Manuf act ur er
Renar k

(Cat al og) Nonencl ature
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