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The Berkeley Equipment Tracking System-BETS

B

g”_ﬂerkeley Equipment Tracking System

UNIVERGSITY O F CALIFORNIA B ERKETLET

Login ContactUs Help

Welcome to BETS,
Berkeley Equipment Tracking System

BETS tracks inventorial and non-inventarial equipment and was designed specifically
to meet the unique needs ofthe University of California, Berkeley. BETS provides

BETS is a valuable source of advanced systems technology solutions to Equipment Management's aperations.

information on more than

200,000 equipment items.
# Tostartyour BETS session, click Login.

Leeliie (Walid Calnet ID and BET § account is required)

Equipment Management ¢ To askus aquestion, click Contact Us.
Business Services « Togetonline suppor, click Help.
UCOP Strategic Sourcing

Joint effort by UC Property
Management, ASD and UC
Campus departments to
redesign BETS started at the
end of 2001.

MNew BETS is in production
as of Novemnber 8, 2004.

Equipment Management | ASD-DTS | UC Berkeley
2 2002 UC Regents. &N rights reserved

The Initial screen welcomes the user to BETS and displays system news. It also provides links to the following
websites that contain policy and procedures relating to the care and maintenance of the university’s capitalized assets:

e Equipment Management
e Business Services
UCORP Strategic Sourcing

From this point the user will be able to:
e Log into a session by clicking Login

e Contact system support by clicking Contact Us
e Access online Help by clicking Help



C A LI F O RNIA B ERKETULEY

'T’;?Berkeley Equipment Tracking System

U NI VvV ERZEITY 0 F

BETS Login

@ﬁgj) CallNct

Authentication Web Server (AWS)

Please identify wourself with your Calllet ID to access the following application:

Current CallNet ID: |

Passphrase: |
The Caltlet passphrase is case sensifive, 50 make sure to nse correct capitalization when

approprate and that Caps Lock is not set on your keyhoard.

[ Authenticate ]

CalNet gateway allows user to log into BETS using CalNet ID and Passphrase.

Contact your departmental CalNet Deputy to establish CalNet ID and Passphrase if you don’t have one
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Welcome Screen

Welcome Mary,

Today is June-22-2007.

To explore BETE user interface, use navigation and search controls.
Toaskus a question, click Contact Us.

To get anline suppart, click Help.

Toclose BETSE session, click Logout.

Systemn Information:

Flease. make sureto read topic "BETS Frequently Asked Guestions! in EETS Helpir
YL EXpENEnCE any pralem.

Attention ltems:

& Tounapprekal s oequired for 3 Lodification Eeguestis] :{} GO

From the Welcome User Screen you may:

e Contact Us: to ask a question or report a technical problem. Contact us at betshelp@berkeley.edu

e Help: to look up a specific topic in online help feature
e Logout: to close BETS session
This screen provides the user with:

e System Information: announcements from Equipment Management regarding training, system enhancements,
etc.

e Attention Items: notifies the Equipment Custodian that Equipment Inventory Modification Requests (EIMR)
are in the following status: Approval Pending, Process Pending or Rejected. Notifies Contact person when
EIMR’s are Approval Pending or Denied by Equipment Custodian. To access EIMR Status screen click GO.


mailto:betshelp@berkeley.edu
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Equipment Inventory Modification Request (EIMR) Status

This session provides instructions on how to view the status of an EIMR using Selection Criteria for a specified date

range.

The screen consists of two parts; EIMR Search and EIMR Search Result.

The system sets the Category default at All EIMR’s and the EIMR Standing at Approval Pending.

The default may be changed based on selections from pull down menu.

By the end of this session, you will be able to:

Review EIMR’s submitted by Category within a specified date range

Review the Standing of EIMR’s within a specified date range

Select individual or all EIMR’s for action

Approve or Delete EIMR — this option is available to the Equipment Custodian only
Deny EIMR - this option is available to the Equipment Custodian only

To view the status of an EIMR — From the main menu under Tools, select EIMR Status.

Contact Us

 Settings » HNew Non-Inv tem  Logout Help

EIMR Status
Unit Accounts
tem Locator

CustomEXI3ILIE:

hd |S‘tatu5 | Approval Pending |+ |

Submitted| 3 v [ 1 v 2007 v |6 w22 v 2007 v | G0

Prﬂpem#:




EIMR Search for Approval Pending

EIMR Search provides flexible search tools based on the following selections:

EIMR Status
Categaory | AIEIMRA': W | Staty s | Approval Pending |+
SubmitteclDverstnck&ﬁurplus Den Transfer | B w2007 W GEIl

Interdepartmental Transfer

Dizpozal
Froperty # Lomn

FAB Aduztment

e EIMR Category:
All EIMR’s
Overstock & Surplus Den Transfer
Disposal
Loan
FAB Adjustment

EIME Status

Category | AIEIMRA's % | Statys | Approval Pending |

Submitted 3 v )1

F'rqu:essed
Property # Rejected

Denied

e EIMR Status:
Approval Pending
Process Pending
Processed
Rejected
Denied

Submitted | 3 % 1 (% | 2007 % |- B (% B % | 2007 v |3E||
Froperty #

e Date range EIMR’s were submitted
e Property number of specific item

EIMR Search Results

EIMR Search Result displays records found and the following fields for each EIMR:



Property Number — click on the property number to display Asset details screen

Custody Code

EIMR Category

Date Submitted

Submitted by user name

EIMR Number-system generated, will display only on EIMR’s processed by Equipment Management
Processed-will display date only on EIMR’s processed by Equipment Management

Depending on EIMR Status and User Access Type, the following actions are available on selected EIMR’s:

Approve EIMR - Executed by Equipment Custodian to approve EIMR’s submitted by a Department Contact
before it is processed by Equipment Management

Delete EIMR - Executed by Equipment Custodian or Department Contact to deleted EIMR before it is approved
or processed

Deny EIMR — Executed by Equipment Custodian to deny EIMR submitted by Contact — a note (comment) is
required to be completed for this action — the deny EIMR button is not displayed when a Contact person is
viewing this screen

Access Type is based on security level assigned to user

EIMR Status is the current status of submitted EIMR:

Approval Pending — EIMR submitted by Contact requires Equipment Custodian approval

Process Pending — EIMR submitted or approved by Equipment Custodian requires- processing by Equipment
Management

Processed — EIMR processed by Equipment Management

Denied — EIMR submitted by Contact and denied by Equipment Custodian

Rejected — EIMR submitted or approved by Equipment Custodian and rejected by Equipment Management
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Printing the Equipment Inventory Modification Request-EIMR

This section provides the user with instructions on how to print an EIMR using
EIMR Status screen (refer to EIMR Status section)

The EIMR number is system generated once Equipment Management processes the EIMR.

Note: This copy is for your records only. Do not send this copy to Equipment Management or Cal Overstock &
Surplus Den.

EIME. Status
Category |Dverstnck&5urplus Den Tranzsfer V|Statu5| Processed V|
Submitted 8 |1 v 2006 v -|8 s 28 v 2006 v | |G

Property# |

1 EIMR(s) found.
¢ Toexplore individual item/EIMR details, click on item Property Mumber
« Toapproveireject'cancel EIMR for checked items, click on buttons below

A Propertyit Cust Category Submitted EIMR# Processed

1998-10-03712 0143 0O&S_Transfer 08/21/2008 TOOOOO3123  02/21/2008
Submitted by Krigti M ares

| Selectal | [ Unselectal | | Print Selected EIMRs

To print the EIMR:

Select Processed from the EIMR Standing menu
Specify the date range EIMR’s were submitted.
Check box next to property number

Click on Print Selected EIMR’s



The Print EIMR option provides a paper copy of selected EIMR’s

Berkeley Equipment Tracking System June G, 2007

Equipment Inventory Modification Eequest(EIME.)
EIME No DO00044553

EIMR Type Disposal Date 10/03/2006
Submitter  Mary Laverty Phone 2-2068 EMail mlaverty/dberkeley.edu
Property No 2006-10-00612 Ref(PO) No 0000000001

Custody Code 9904 Department Ucop-Yearend Capitalization

Enilding No 2001 Building Offcampus

Room No NONE Value §1.208.571.59

Serial No NONE PIUser

Description Low value equip/ucop required

Disposal Code 29  Description Miscellaneous

CommentNote
reverse the $1,298,571.39 for location 1 and $6.036.08 for location j for property numbers 20061000612
20061000613 recorded in bets per op’s confirmation

and

The EIMR may be viewed on screen or you have the option to print a hard copy for your records.
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This section provides instructions on how to:
e Conduct global changes to assets
e Submit global EIMR’s
e Create Custom Download

The Equipment Custodian is assigned global access during account set up by Equipment Management.
The Equipment Custodian assigns global action access to other users in the department during account setup.

e Global actions may include asset updates or EIMR requests.
e A pull down menu provides global action types.
e Use the Item Search Screen to locate all items for global action.

To process Global Action:

e Check box next to property number to select individual items or check Select All to process global action on all
items

e Select type of global action from pull down menu
e To run selected global action for check items, click GO

Item Search

Search has found 2 emis).
e« Toexplore individual item, click on item Froperty Mumber
o Torun selected Glokal Action for checked items, click on GO

[ Selectal | | Urselectdl | | Select Global Action v |3|:||
Propertuit Buildin Select Global &ction
A pery d Owverstock & Surpluz Den Transfer
[ 2005-10-00802 3001 Interdepartmental Transfer
low walue equipfucop requirad Elspnsal
0ar
2005-1 “'“"’_3“3 1_24? Condition Codefz) Update
low walue equipucop required Bilding/Fioom Update
Pl zer Update
Custody Code Lpdate
Cuztom Download

Global Action — Building

To change the building and room number for selected assets:

e Check box next to property number to select individual items or check Select All to process global action on all
items.

11



o Select Building/Room Update under select global action, click GO.
e Click on item property number to view details of individual item(s)

Item Search

Search has found 2 Remis).
o Toexplare individual item, click on itern Property Bumber
& Torun selected Global Action for checked items, click on GO

[ Selectall | [ Unselectal | /oo Undate_ JeaED]|
! Property: Building Room Cust PlUser Name
2002-10-02909 1247 173 0293 Staff
.
projectar Tlkw13801879
2002-10-03907 1247 180 0344 P Staff
.
copier craZHdy3ias
Global Action

1. Select Building MamefBuilding Mumber

2. Enter Room Mumber

3. Click on Update button to run update for all items selected
4. Click on Cancel buttan to go hack to the previous screen

Buildina/Room Update(2 items selected)

Selected items Building

20021002303
20021003907

Mame | Barows ¥ | Mumber 1781 v

Room |150

[Eancel] | Update |

The Selected Items column shows the property numbers requested for global action building change.

To update building name or number:

e Use pull down Building to select new building by name or number

e Click on building number if the building number is not known.

o Enter the first digit of the building number or first letter of the building name to move quickly through
selections.
Enter room number (must be valid room number)

e Click on Update button to run update for all items selected
Click on Cancel button to go back to previous screen

Custom Download

The custom download provides a report of items based on selection criteria and fields selected.
Property numbers selected during Item Search will display on the Item Search screen.

e Check each property number to include in custom download or click Select All.

e Select Custom Download from Select Global Action pull down menu.
e Click on Go to start process for selected items.

12



Global Action

1. Provide field selection for custom download
2. Click on Create hutton to create comma delimited ASCIH file
3. Click on Cancel button to go back to the previous screen

Custom Download(? items selected)

Selected iterms  Source fields Target fields
20027002909 | [ e Al | e
200271003307 Serial Mo Property Mo

Reference Mo Add W alue
Receival Date Fund Mo
Cuzstody Code b arfacturer
Arcquizition Code Add Al Drescription
Fund Mame

Fund Title Deleta

Org Code g

EQ Code

tadel Mo Delete All

Idzeful Life

Building Mo

Building Mame hl

[Eancel] [ Create ]

To create custom download for property numbers listed under Selected Items:
e Choose field listed under Source fields
e Click Add to move Source fields to Target fields
e Click Create to create comma delimited ASCII file to be used in Excel or other software
e Click on Cancel button to go back to the previous screen.

13
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Tool Bar - Tools

This section provides instructions on how to use the Unit Accounts screen listed under the Tools menu.
The Equipment Custodian is responsible for managing individual user accounts for their department.

Unit Accounts

- Settings + Hew Hon-Inv ke Logout Contact Us  Help

TUnit Accounts

o To viewfmodify individual user account, click onuser name
o Tocreate newsdelete existing user account use buttons below

Hame Twvpe Scope Phone EMail
A% Kate Benn ant L Altems 510-6423293 =g |
M7 Kathy Allen ggri:tact Al ltems 5106438293 =g X
@ Roesia Gerstein ot Allltems SI06425055 [ ¢

[ Create Mew Account

The following fields are displayed for every user account:
User Name (link to User Account details page)
Access Type (Contact/Inquiry)
Access Scope (All Items/Inventorial Items/Non Inventorial Items/Disabled)
Phone
Email
e X (click X to delete user)
To create a new user account, click on Create New Account button on Unit Accounts screen.

14



Create New User Account

Primnt Contact Us

Frofile

First Mlame Last Mlame

LIc D

Fhone Ehdail

F ax Mail Stop Code
Cptions

Access Type  Contact s Access Scape | Mon lnventornial ltems | s

O ~  Glabal EIMR(s) O~ Glaobal Updateisy
O~ Show Disposed tems On ~ | EmMail Alert hieekly W
Confirmations

On ~  Update Transaction Delete Transaction
On | Report Regquest GIDbaITransactinn

[Heset] [ Sawve ]

Populate required fields under Profile section with new account information.
Use the pull-down menus to assign Access Type and Access Scope.
Click on Save button to add new user to system.

Click on Reset button before you save to restore original information.

Update User Account
Uzer Account Print Contact Us Help
Frofile
First Blame | Kathy Last Mlame Allen
L D o11111111
Fhone 510-643-3233 Email kathyrisiberkeley. edu
Fax 510-643-F717 hail Stop E701 San Pablo Ave. | Code 5604
Options
Access Type  Contact s Access Scope | All lkemns e
Off ~ | Global EIMRs) Off ~ | Glabal Updaters)
Off » | Show Disposed ltems On | EMail Alert Wleekly
Confirmations
On | Update Transaction Delete Transaction
On | Report Reguest [on | Global Transaction
[Fieset] [ Update ]

Update current user information.
Click Update button to save changes.
Click Reset button before you click Update to restore old values of fields.

15
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Tool Bar - Settings

This section provides instructions on how to modify User Profile or System Options.

Settings + Hew Hon-Inv kem Logout Contact Us

User Profile

Help

System Options

To change User Profile, make selection from pull-down menu under Settings.

User Profile

This screen displays fields initially populated during the setup of a new user on the Create New User Account Screen.

Information displayed on the lower portion of the User Profile screen may be modified.

» Settings + Hew Hon-Inv Hem  Logout  Contact Us

User Profile
User Frofile System Options

1. Modify User Profile fields if necessary
2. Click an Update button to save modifications

UCID [ 010160756]  Mame
ACCESS BETS Adrin

Help

LInit | Property Management |
Custody | 1143 V| |E:-:|:ess i zalvage |

Phone | 2-2068 EMail  |mlaverty@berkeley edu |
Fax 37717 Mail Stap |6701 San Pabla Ave | Code 5604

[Heset] [ |Ipdate ]

Click Update button to save changes.

Click Reset button before you click Update to restore old values of fields.

System Options

17



To modify System Options, make selection from pull-down menu under Settings.
This screen displays fields initially populated during the setup of a new user on the Create New User Account Screen.

Only fields with pull-down menus may be modified.

User System Options

1. mMuodify User Systern Options fields if necessany
2. Click on Update button to save modifications

LC D [ 010160756 Mame | Mary Laverty

Cptions

Global EIMR Transactions Global Update Trangsactions
Off + | Show Disposed ltems | On % EMail Alert | ‘Weekly v

Access Scope |All ltems Crystal Wiewer

[DHTML with Frames

Caonfirmations

On + | Update Transaction Delete Transaction

On ~ Report Reguest On | Glabal Transaction

[Heset] [ Update ]

Options:
Email Alert is initially established during setup and is used to notify the Equipment Custodian when EIMR’s or
Equipment Loan transactions require attention.

Crystal Viewer client (ActiveX, DHTML with frames) is used to handle all reporting needs. Capabilities of client
depend on user platform (PC, MAC) and web browser used.

Settings for Crystal Viewer client may be verified or changed.

Confirmations:

Update Transaction — Receive a popup system confirmation when fields are updated.
Report Request — Receive a popup system confirmation when a report is requested.
Settings for Delete Transactions or Global Transaction cannot be modified.

Click the Update button to save changes.

Click the Reset button before you click Update to restore old values of fields.

18
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Custom Categories

This section provides instructions on how to use and manage Custom Categories.

By the end of this section, you will be able to:
e Manage (View/Create/Update/Delete) Custom Categories

e Assign item to Custom Category

New Custom Category

Mew Cugtom Categaory Print ContactlUs  Help

4.

D epartment

The Equipment Custodian uses the New Custom Category screen to manage (view/modify/create/delete) custom item
classifications. This screen provides departmental users with the ability to add up to 10 custom fields to any inventorial
or non-inventorial item.

19



Individual Custom Category

- Settings + Hew Hon-Inv kemn Logout ContactlUsz  Help

Unit Accounts
Custom Categories . )

T et dual custorn categaory, click on category link
e« Tocreate newfdelete existing custom category use buttons below

Category Type EQCode
{} Accelerometer Departrment E .
D A System H5000
{:} Camera-¥Yideo System H3223
{:) Chromatograph System EY5Z0
{:) Copier System HOg22
D Diive System HO7a2
{:',) Freezer System EGERL
{:) Laptop System HO7a0
r::) Microcomputer System HO720
{:} Microscope System EE313
{:} Monitor System H3455 "

[ Create Mew Category

Following fields are displayed for every Custom Category:
e (Category Name
e Category Type (System/Department)
e EQ Code

There are two types of Custom Categories:
e System - established by Equipment Management and used by all units.
e Department - established by Equipment Custodian and may be used and modified only by department who
created it.

To update an existing Custom Category — click on category name link on the Custom Category screen. Update
required fields and click Update. Only department type categories may be updated/deleted.

Example: New Custom Category set up for a Truck

20
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To Run a Report on Custom Category for Asset

Equipment Reports
Select Report il

Select Report

Digpozal BET 030z

IInit Surmary BETO40
10n Loan BETOAD
Ewpired ze Life BETOE0
J Exceptions BET 500

Details BETH20
Custom Detailz BET330
Barcode BETO30

Select Custom Details BET930 from Reports

21



Equipment Custom Details Report (BET930)
Equipment Custom Details Report (BET9230)

1. Define report parameters
2. Click on Run button for report preview

Scope All Equiprnent "

Cuztody | Al w | Al Managed Cuztody Codes

Category | Truck [D] w
Forklift [D

bicrocomputer [5]
Frinter [5]

Report lists Property number with Asset details and Custom Categories

Equipmemt Custom Details (BET930)

Category Truck Custody Code 0299 Department

Property Ho Serial Ho Building/Room Value Descripti
1987-10-82585 h3hvald4417 10187 $17,334 00 truck, cab
PliUser Name : Ford/fe00

Handtruck : 2-Capri 580, SN12508, $2 000
Pallets : 8-Jackson, wood, Mo sin, $1,000
Rack : 10-Harman 300, $500.00

22



Printing a Custom Category report of specific property number using Excel

Item Search

Search has found 1 temis).
¢ Toexplore individual item, click an item Property Mumber
« Torun selected Global Action for checked items, click on GO

[ Selectal | [ Ursslectal | | Select Global Action b | GEll
Propertvit Buildin Select Global Action
A pery 9 Owverstock & Surpluz Den Transfer
1987-10-92595 1247 Interdepartmental Transfer
truck, cab & chasziz only, 2-1/2 tan, 19 E'SF":'SEH
o4&t

Condition Codelz] Update
Building/Room Update
Pl zer Update

Custody Code Update

Select property number and click on Custom Download from Select Global Action pull down menu and click GO.

Global Action

. Provide field selection for custom download
. Click on Create button to create comma delimited ASCI file
. Click on Cancel button to go back to the previous screen

L3 Pa =

Custarn Daownload(1 items selectad)

Selected itemz Source fields T arget figldz
19871092595 Condition 2 Al e
Dizpozal Flag Property Mo
Loan Flag Add | | Senal Mo
Lomment Cuztorn Field 1
Custorn Field 4 Add Al Customn Field 2
Cuztom Field & Cuztorn Field 3
Cuztom Field &
Custam Field 7 _ Deiete_ |
Cuztom Field 3
Customn Field 3 Delete All j
Custam Field 10
w
[ Cancel ] [ Create ]

Double click on Source field choices to move them to Target fields
Click on Create when all choices have been made. This will create a comma delimited ASCII file.

Global Action

Custem DLABE2S bxt file created. To save created file an vour computer:

+ FT User Rightlleuse Click onthe link akove
+ |2E U=sen Comtrel =+ Meuse Slick anthe link akoye

23



PC User: Right Mouse Click on the link
MAC User: Control + Mouse Click on the link

Global Action

Open
e FO Ulserf P . .
¢ 1120 Usert  Open in New Window

CI.IS-[DIH DLq_EI'_‘"".II: Eusk il mno adoicl U Tn emi e e adbs ol Fille on ].’DLIF Cﬁlﬁpuler.'

* TOg0 DA brint Target

Select Save Target As to save file

Open Excel and select All Files (*.*)

Save Target As...
£] Selection.

Files of type: |.-5.II Files [=.%)

Criginal data type
Choose the file type that best describes your data:

'@'Qellmlted - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field,

Start import at row: File arigin:

437+ QOEM United States b

Preview of file V\campus.berkeley. edu'cois\Users\Marchant-Usersimlave. . \DL466 25, tut.

Cancel

Select Delimited and click Next

|1 Property Mo, Serisl Mo, Custom Field 1,Custom Field Z,Custom Field ™
|2 ["15871032595", "H3HVAO4417", "2—Capri 580, SW1z508, $Z,000","3-J=
3 | —
Ex
Ex w
< | >

| mext> || Emish
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This screen lets you set the delimiters your data contains, You can see
how your text is affected in the preview below,

DEI;MEIF 0 [ ] Treat consecutive delimiters as one
Tab Semicolon

[]space [ ]other: Text qualifier: M
Data preview

Froperty MNo Ferisl Ho [C
13571032535 H3IHVADL417 -

[ Cancel ” < Back H [Hext > ][ Einish

Click on Comma and click Next

This screen lets you select each column and set

Column data format
the Data Format.

{(*) General

'General' converts numeric values to numbers, date (O Text
values to dates, and all remaining values to text. O Date: |MDY w

() Do notimport column (skip)

Data preview
&l Eali ] Eal ]
MEeriel Mo [Custom Field 1 Custom Field J#%
SHVAOD4417 E-Cepri 580, SW12Z508, 32,000 B-Jeckscn, wWo
b
£ >

[ Cancel ” < Back

Click on Finish to view Excel file
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Non-Inventorial Asset

The acquisition threshold for inventorial equipment is $5,000. Items acquired for less than $5,000 are not tracked in the
Inventorial module of BETS, but may be tracked using the Non-Inventorial module.

Items under $5,000 previously recorded in BETS were moved to the non-inventorial module.

New purchases of non-inventorial items may be added to this module and disposed of through the Cal Overstock &
Surplus Den by submitting an EIMR.

To create a new Non-Inventorial item, click on New Non-Inv Item on the Tool Bar.

Tools » Settings + Hew Hon-Inv tem Logout Contact Us

The following fields are required:
e Prop No - Property number consists of year of purchase, two-character Unit code and five sequential systems
generated numbers. (e.g., 2004-FK-00001)
Value — Value of item from purchase document.
Model No — Manufacturer’s Model number.
Manufacturer -Manufacturer’s Name.
Description — Description of item.
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Mew Mon-Inventorial ltem Print ContactlUs Help

Frop Mo 200B (% | P st

Ref Mo Rec Date |8 w0 28 » ¢ 2006
Walue $0.00 Senial Mo
Custody 0293 * ||Property management
Comp Of Building 1002 % || Cleary w
Room Mo Pl zer
Loc Account Fund Org Prog  Project Flex
COA
1 |»
Madel Mo | I Manufactl I

Dezcription Ilzeful Life
ESLEA Microsoft Internet Explorer E|

Please correct following error(s):
! Item Value format is incorrect
Model Mo is required

Manufacturer is required [ Reset ] [ Save ]
Description is required

I - I—

An error flag will appear if required fields are not completed.
Additional fields not required by the system to create item, but beneficial for tracking purposes:

Ref Number — Reference Number refers to document used to purchase item. (e.g., purchase order, TSE order)
Rec Date — Default is current date. Department receives use full down date menu to select date item.
Serial No — Manufacturer’s serial number on item.

Custody — Select Custody Code from pull down menu.

Department — Department name associated with selected Custody Code.

Comp Of — Property number of component used with this item.

Building — Select Building Number and Name from pull down menu.

Room No — Enter room location of equipment.

COA - Enter Chart of Accounts information from purchase document.

Useful Life — Useful Life is located on the Equipment Management website.

Comment — Enter comments if needed.

Click Save to add new Non-Inventorial item to records.
Click Reset button before you click Update to restore old values.

Non-Inventorial items may be included in search on Item Search screen.

27



Non-Inventorial items added to BETS by Equipment Management

e Items costing less than $5,000 with an expended useful life were moved from the department’s Inventorial
module to the Non-Inventorial module. .

Item Search

Search has found 12 Itemis).
& Toexplore individual item, click an item Property Mumber
# Torun selected Global Action for checked items, click on GO

[ Selectal | [ UnselectAl | [ Select Global Action v| |so]

# Propertylt Building Room Cust Pl/Uszer Hame
Z2004-FK-00002 1247 0218 0233 Laverty

[ MiCIacompUter btk 3k
Z2004-F¥.-00003 1247 nz21a 0293 Crawford

O MiCracompUber kclh3nl
Z2004-F¥.-0D0004 1247 0187a 0293 Anglim

O ricracompUter kclcabf

Transfer and Disposal of Non-Inventorial Items

¢ Disposal of all Non-inventorial items through Cal Overstock & Surplus Den requires that you submit an EIMR
for pickup of the items.

e Use one of the Disposal codes listed on the EIMR pull down menu for items dismantled or junked internally
within your department.

e EIMR’s submitted for Transfer of Non-inventorial items are not processed by Equipment Management. These
transactions are processed directly by Cal Overstock & Surplus Den.
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Item Locator-Search Entire Database by UC Property Number

This feature will allow the user to search BETS by UC Property Number for equipment not assigned to their Custody
Code.

From the Main Toolbar select the Tools pull down Menu and choose Item Locator

Toolz -

EIMR Status

Unit Accounts
[tem Locator

Enter the UC Property Number of the item you are trying to locate and click GO
Item Locator

1. Enter ltem Property Mo
2. Click on GO for laokup

Property No | 1991000852 | | GO|

Information associated with the UC Property Number will be displayed on the screen.

Property No 11998-10-00852
‘Status | Active

|Descriptinn |Truc:k. cab & chassis
|Department |Prupert:.rru1anagement
|Cu5tndian |Kristi Mares

EMail | kiistin@berkeley. edu
Phone |(510) 642-5374
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Reports
Reports are listed under the Equipment Reports pull down menu.

Parameters may be defined on all reports based on report selected.

Equipment Reparts
]
Select Repart "

Select Report

Dizpozal BET O30

Unit Summary EET 040
|0n Loan BETORO
Ex=pired ze Life BETOBN
E xceptions BETS00

Detailz: BET520
Cusztarm Detailz: BETA30
Barcode BETO30

To print, save or preview a report:
o From pull down menu select report
o Define parameters of report
o Click on Run button

To Produce BET920 Annual Equipment Details Report select custody code from pull down menu.

Default is set at All Managed Custody Codes, if a department has more than one custody code use pull down menu to

select specific custody code for report.

Equipment Details Report (EET920)

1. Define report parameters

2. Click on Run button for report preview

Report Scope | &Il Equipment

vl

Custody Codeds)

Title Wests

|.-'1‘-.II b anaged Custody Codes
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Define Report Parameters

All Equipment-lists all equipment assigned to the specific custody code.
¢ Inventorial-lists items over $5,000 and items less than $5,000 with remaining useful life

e Physical Inventory- provides a list of equipment that departments must verify during the biennial physical
inventory of their departments’ equipment.

¢ Non-inventorial-lists non inventorial items with an acquisition value less than $5,000. (These items were
initially inventorial and were moved from the inventorial module when the equipment threshold changed to
$5,000). Departments may also create non-inventorial assets for new purchases under $5,000.

Equipment Details Report (BET920)

1. Define report parameters
2. Click on Run button for report preview

Scope All Equipment W
Custady

Phyzical Inwventon
Pl ser Hon-nventorial
Title Yestz | All W

Fun

Reports may be produced according to ownership by selecting a Title Vests option.

Title Vestz | Al L4

Borrowed Riun

All-report will list all equipment under selected custody code.

UC-report will list equipment where title is vested in UC.

Non-UC-report will list equipment where title is vested in the federal government.
Borrowed-report will list equipment on loan to UC from a non-UC entity.
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Printing Barcode Property Tags

Barcode Tags may be printed for non-inventorial items.

e The standard Avery 2.625 x 1 label may be used for printing adhesive tags.
e Set printing option Page Scaling to None if using Avery labels.
e Be sure that printed Barcode labels are readable by scanner.

> Note: Equipment Management is responsible for printing barcode tags for inventorial equipment.

To print barcode tags select Barcode BET30B from the Reports pull down menu

Equipment Reports
|

Select Report W

Select Report
Dizspozal BETO30c

[rit Summary BETO40
On Loan BETOR0
Expired Uze Life BETOBD
Exceptions BETHON
Detail: BETA20
Custom Detail: BET
['Barcode BETO30

Al

The Custody Code default is set at All Managed Custody Codes.
Select from pull down menu to select specific code, if you have multiple Custody Codes.

Cuztody All » | Al Managed Cuztody Codes
(+) Prop A ange .

@) Prop Mo's

R

Equipment Barcode Report (BET030)
1. Define report parameters
2. Click on Run button for report preview

Cuiztody Al | Al Managed Custody Codes

() Prop Range | 20011001777 |. 20011001750

* Prop Mio's

Fiun
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To print barcode tags for a specific range of property numbers, select Prop Range and enter a sequential range of
property numbers.

Cuztody All » | Al Managed Cuztody Codes
O Prop A ange

() Prop No's | 20011001774

R

To print barcode tags for individual property numbers, select Prop No’s and enter one property number or enter
multiple numbers, separated by comma delimeter.

After you click Run the following message will appear. Click OK

?‘/ You are about to run Asset Barcode(BET030) report. Continue?

oK Cancel

The barcode tag will print onto the Avery label.

Unwersltge% I|forn|a
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