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Tracking Assets

Note: This Desk Aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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CAPPS Central Desk Aid

Tracking Assets

This desk aid provides instructions for performing physical inventory asset scanning and reporting from the asset
tracking system. Users will work in the fluid version of the CAPPS Financials module. Topics include:

e Setting options to track assets.

e Creating prerequisite requirements for physical inventory.

e Scanning and finding assets with a state-authorized mobile device.

e Reporting with a four-pivot grid to view scanned asset details while performing physical inventory.
To scan assets, users require:

e Access to:
O A state-authorized mobile device with CAPPS Financials.
O The Asset module.
O The business unit to which they are assigned.
e An assigned:
O User ID and password.
O Security role TX_FIN_AM_ASSET_TRACK.

e Printing and saving capabilities from a state-authorized mobile device.

Prior to and Enabling Tracking Assets

Defining a Physical Inventory Occurrence Prior to Tracking Assets

When beginning the asset tracking process, define the PHYSICAL INVENTORY (PI) ID by following
instructions:

In the Accenture Scenario ID 12933, Script Name FIN_AM_12933 PHY_INV (Steps 1 to 45), per STW1537 to help
establish the asset scope for the Pl occurrence.

—or-—

The following summarized instructions.

Navigation
NavBar: Menu; Asset Management; Asset Management Configuration; Define Inventory Occurrence page

1. Select Define Inventory Occurrence from the Asset Management Configuration Physical Inventory
Control page.

Physical Inventory

2% I~ rentory Schedue

Physical Inventory Control

Find an Existing Value DAcd 2 New Vale

Entar any informason you have and click Seach. Laave Saids biank for 3 kst of a8 vales.

escres v| 2 Saved Searches | Choose #om saved searches v]
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2. Entera PHYSICAL INVENTORY ID (agency number plus the date of inventory).

Select Search.

The page displays with populated information.

Select Add a New Value if no results display.

Select Add a New Value.
The Add a New Value page displays.

3. Entera PHYSICAL INVENTORY ID.
4. Select Add.

Physical Inventory

[ Create rvartery Sehecuies

8 Define inventory Occurrence

¢! Load/Match/Reconcie Fi inf

Physical Inventory Control

Add a New Value

& Process C3V Fies
Raview Exiracted Data *Physical inventory ID:

i Raview inventory History
Raview Matching Results

T Run Physical Imvertory Reports

e, Verty Duglicate Seral 1D

W1 Vanty Dupbome Tags

Ea Varty Scanned Data

2, Find an Existing Value |

The Define Inventory Occurrence page displays.
| Physical Inventory

EF; e S Definition [Enter Criteria Transaction Defaults

# Define Inventory Occurrence

P — e
21 Load/Match/Reconcie Pl Info
Physical Inventory Parameters
P—— Sook Name
=]

s

4 Verify Duplicate Serial ID

9 Venfy Duplicate Tags

B Verify Scanned Data:

D (=)
.

Enter the BUSINESS UNIT.

Enter the START DATE and END DATE.

© N 9 U

Business Unit, Interface Options tab.

9. Selectthe CAPITAL ASSETS checkbox in the Scan Scope section. Select Enter Criteria.

Enter the PHYSICAL INVENTORY ID plus the PT NAME (P111223344) on the Definition tab.

Select the ENABLE MOBILE INVENTORY checkbox if it isn’t enabled on the Asset Management

Tracking Assets
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10. Enter the BUSINESS UNIT in the Selection Criteria section.

Physical Inventory

[E] Greate nventory Scheduies

Oefrton  EnterCriteria  Transaction Defauts

@ Define Inventory Occurrence

2! LoadMaichReconcle Pi Info

= Process CSV Fies

Review Extracted Data

i Review inventory History

5 Review Matching Results

% Aun Physical inventory Reporis

%, Verify Dupicate Serial ID

¥ Varity Dupicate Tags

5 Verty Seannad Dats

Physical nventory [0 327082620C  PI327062620C

Physicat inventory
Scan Scope Capital Assats
Selection Criteria

Business Unit [ o

Asset Class.

AssetType [ -
Asset Subtype [ o ~
Asset Category [, v

11. Select the Transaction Defaults tab.

Physical Inventory

i} reate inventory Scheduies.

5 Detine Inventory Gecurrence:

5! LoaaMaschvReconcie Pl info

| Process CSV Fies

Revew Exracied Data

i R Invarsory Hissory

13 Review Matching Resuts

% Run Physical inventory Reports

[* Vrity Dupicate Serial D

5 verity Dupicate Tags

JEi verty scances oata

Transastion Defautts

|  Retirement Defaults

“Disposal Gode | Retrement oy Ssie -
“Reticamant Comvantion [FM QL

*Rotire Option | Caiculate Gainloss -

12.

13.
14.

15.

16.

Voluntary Conversion

® Ordinary Retiremant
Extraordinary

Select the following checkboxes:
e APPROVE

e PHYSICAL ASSET CHANGES
e ASSET UPDATES

Enter the TRANSACTION DATE and ACCOUNTING DATE (enter today’s date if unsure).

Enter AM in the TRANSFER CONVENT ION field.

Note: The USER ID, INTERFACE ID, OPEN TRANSACTION ID and the fields in the Retirement

Defaults section auto-populate and do not need to change.

Select Save.

The system creates the Pl Occurrence.

Scan assets.

Tracking Assets
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Enabling Tracking Assets

Navigation

CAPPS Central Desk Aid

NavBar: Menu; Financials; Set Up Financials/Supply Chain; Business Unit Related; Asset Management; Asset

Management Definition

1. Select the Interface Options tab.

2. Selectthe ENABLE MOBILE INVENTORY checkbox in the Asset Tracking Options section.

|nsset Managemen Configuration

-, Asset Management Business
it

A Businass Unit Qufeiton

Buaess UnySosk Detntien

Interface Opbons

Crean Memo Notfication

Setting Up Scan Options

Navigation

NavBar: Menu; Setup Financials/Supply Chain; Product Related; Asset Management; Physical Inventory;
Asset Tracking Scan Options; Scan Options page

The Scan Options page is:

e Configurable by physical inventory managers and leads.

e Not accessible to property custodians and staff who scan assets.

e Used to define email notification defaults and configure field-level authorization within the Asset

Tracking homepage.

Note: Email notifications will not be implemented in tracking assets.

Scan Options

Notifications

=/ a

Email Options  Email Text

| Auto Send
Business Unit o =

~ “Diefauit Email Address

m|Q
Physical Inventory Scan By Location Scan Asset Find Asset
D Userce e | e il Boigim TRed ™ St v s
Role CLERK a a a a 1] s + -
= ——— o o s =
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10.
11.

Select the Physical Inventory tab.

User/Rolename Tile Options &

Physical Inventary Scan By Location Scan Assat Find Asset i
Show Asset Show Edit Scan "
Show Allow P Show New Scan Show Find "
“ID Type “UseriRole Not In List Record Field Display Setup
Inventory List Retirements Message Record Message Message Asset Message
Role CLERK o +

B|[a | View

Select the plus (+) icon to add a new role if the User/Role is TX_PS_USER_FIN.

Select Role for ID TYPE.

User/Rolename Tile Options (O

B||Q

Physical Inventary Scan By Location Scan Asset FindAsset  [I>
Show Asset Show Edit Scan .
Show Allow p Show New Scan Show Find .
ID Type *UseriRole Not In List Record Field Display Setup
Inventory List  Retirements Message  Record Message Message Asset Message

Role GLERK
| Role v Q -]

User oty |

:

Select TX_PS_USER_FIN (default) for the USER/ROLE.
Select the following checkboxes:

e SHOW INVENTORY LIST

e SHOWASSET NOT INLISTMESSAGE

e SHOWNEW SCAN RECORD MESSAGE

e SHOWEDIT SCAN RECORD MESSAGE

e SHOWFINDASSET MESSAGE

Disable the ALLOW RETIREMENTS checkbox.

Select Save.

Select the minus (-) icon to delete any noncurrent rows.

Notes: The USER/ROLE CLERK is delivered with PeopleSoft and will not be used as a default role.

The Notifications section displays the Email Options and the Email Text tabs. Neither of these

functionalities are configured for any agency; they remain blank.

Select the Scan By Location tab.

UseriRolename Tile Options (2
5 Q 1-1af 1
Physical Iventary Scan By Location ScanAsset  FindAsset | |y
“I0 Type “UseriRole Fesss ﬁ;;* m';“"’“ Sesn Any Locatian Updste Other BU Field Display Setup
Role CLERK & + =

Select the FORCE ASSET LOCATION UPDATE checkbox (for new or updated roles).

Select the Scan Asset tab.
User/Rolename Tile Options @

Q View Al

2]

E»

Physical Inventory Scan By Location Scan Asset Find Asset >

“ID Type *User/Role Field Display Setup

Role CLERK o - —

Tracking Assets
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12. Verify only valid and active roles are entered.

13. Select the Find Asset tab.

User/Rolename Tile Options &
mQ View All
Physical Inventory Scan By Location Scan Asset Find Asset li>
*ID Type *User/Role Field Display Setup
Role CLERK & [+]||—

14. Verify only valid and active roles are entered.

Setting Up Field Display

Navigation
aNg?/;:r: Menu; Setup Financials/Supply Chain; Product Related; Asset Management; Physical Inventory; Scan
Options; User/Rolename Tile Options section
The Field Display page is:
e Configurable by physical inventory managers and leads.
e Not accessible to property custodians and staff who scan assets.

e Used to configure individual field display and edit properties for the fluid pages in the Asset Tracking
homepage.

e Adjusted from the following tabs:

Physical Inventory
o Scan By Location
o Scan Asset
o Find Asset

Tracking Assets Oct. 5, 2026 Page | 6
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Physical Inventory Tab

1. Select the Physical Inventory tab.

Field Display Setup

('?0

The Field Display Setup page displays.

2. Select Field Display Setup.

UserRole  CLERK
Display Fields  Prysical

Field Display Setup

venio

OLD_LOGATION_DESGR

AREA_ID

AREA_ID_DESCR

Fields
Field Name Show Field Allow Field Edit
BUSINESS_UNIT
ASSETID
TAG_NUMBER
SERIAL_ID
DESCR L]
ASSET_STATUS
ELDCAT\DM ]
LOCATION_DESCR
OLD_LOCATION
L]

OLD_AREA_ID

MANUFACTURER

MODEL

DEPTID

DEPTID_DESCR

| CUSTODIAN_DEFTID

Field Display Setup

CUST_DEFTID_DESGR
CUSTOOIAN

EMPLID

IP_ALIAS

IP_ADDRESS
LAST_SCAN_DTTM
HAND_HELD_OPERATOR
HAND_HELD_OPR_NAME
SCAN_TYPE
COMMENTS

)

e @ B 0 @ DO @ B O @ @ O

Notes: The PHYSICAL INVENTORY field displays setup options including SHOW FIELD and/or
ALLOW FIELD EDIT for each selected field.

The ALLOW FIELD EDIT checkbox is disabled for BUSINESS UNIT, ASSET IDand
TAG NUMBER.

The default is USER/ROLE TX_PS_USER_FIN and replaces all field display setups with USER/ROLE

CLERK.

Scan By Location Tab

Field Display Setup

(jﬁ

2. Select Field Display Setup.

1. Select the Scan By Location tab.

Tracking Assets
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The Field Display Setup page displays.

Field Display Setup

UserRols  CLERK

Field Display Setup

OLD_AREA_ID_DESCR
Display Fields  Scan By Location
Fields MANUFAGTURER ]
Fisidl Name Show Field Allow Fisld Edit = O
TAG_NUMBER DEFTID
RIAL I o
sEALn ° DEFTID_DESCR
DESCR
CUSTODIAN_DEFTID a
ASSET_STATUS ]
CUST_DEPTID_DESCR a
LOGATION
CUSTODIAN
LOGATION_DESCR
EMPUD a
OLD_LOCATION f
{p_auas
OLD_LOCATION_DESCR I
IP_ADDRESS
AREA_ID
LAST_SCAN_DTTM ]
AREA_ID_DESCR
! HAND_HELD_OPERATOR a
{oLD_AREA ID
1 HAND_HELD_OPR_NAME [}

OLD_AREA_ID_DESCR

[

MANUFACTURER

o

MODEL

a

COMMENTS

FIELD EDIT for each selected field

CLERK.

The ALLOW FIELD EDIT checkbox is disabled for all fields except COMMENTS.

Notes: The SCAN BY LOCATION field displays setup options including SHOW FIELD and/or ALLOW

The default is USER/ROLE TX_PS_USER_FIN and replaces all field display setups with USER/ROLE

Scan Asset Tab

1. Select the Scan Asset tab.

2. Select Field Display Setup.

Field Display Setup

(jﬁ

The Field Display Setup page displays.

Field Display Setup
UserRole  CLERK
Display Fields Scan Asset

Fields

Field Name Shorw Field
BUSINESS_UNIT
ASSET_D

TAG_NUMBER

SERIAL_ID
DESCR
ASSET_STATUS a
LOGATION a
LOCATION_DESCR
AREA_ID a
AREA_ID_DESER L]
MANUFACTURER a
MODEL
PROD_VERSION
PRONICTION BT "

x Field Display Setup
MANUFACTURER
MODEL
PROD_VERSION
PRODUCTION_DT
DEPTID
DEPTID_DESCR
CUSTODIAN_DEFTID
CUST_DEFTID_DESCR
GUSTODIAN

EMPLID

ASSET_TYFE

ASSET_SUBTYPE

IN_SERVICE_DT

a o

[}

o e o o

a

e & o

o

|IP_ALIAS

IP_ADDRESS

a

Notes: The SCAN ASSET field displays the setup options, including SHOW FIELD.

The default USER/ROLE TX_PS_USER_FIN replaces all field display setups with USER/ROLE CLERK.

Tracking Assets
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Find Asset Tab
1. Select the Find Asset tab.

2. Select Field Display Setup.

Field Display Setup

A

The Field Display Setup page displays.

Field Display Setup

Field Display Setup

UseriRole  CLERK ASSET_STATUS
Display Fislds  Find Asset

LOGATION

Flelds
Field Hame Show Field LOGATION_DESCR
BUSINESS_UNIT AREA_ID
ASSET_ID AREA_ID_DESGR
TAG_NUMBER MANUFACTURER
SERALID MODEL
DESCR [-] DEPTID
ASSET_STATUS a {DEPTID_DESCR
LOGATION CUSTODIAN_DEPTID
LOCATION_DESCR CUST_DEPTID_DESCR
AREA D CUSTODIAN
AREA_ID_DESCR EMPUD
MANUFACTURER a 1P_ALIAS
MODEL IP_ADORESS

DEFTID

[ o [

Notes: The FIND ASSET field displays setup options, including SHOW FIELD.
The default USER/ROLE TX_PS_USER_FIN replaces all field display setups with USER/ROLE CLERK.

Physical Inventory

Navigation
Dashboard: Asset Management; Tile: Asset Tracking; Tile: Physical Inventory

e The PHYSICAL INVENTORY ID field is the same field established from the Define Inventory
Occurrence page, which is a prerequisite to using the Physical Inventory page (refer to the Defining a
Physical Inventory Instance Prior to Tracking Assets section).

e Users should only have access to their assigned business unit.
To scan or update physical inventory items:

1. Select the search (magnifying glass) icon with the PI ID field.

Physical Inventory

PIID Q,
Pl Name
Business Unit
Scan Location Q
Scan Area ID Q

Note: The instructions to create a PT ID are included in the Accenture Scenario ID 12933, Script
Name FIN_AM_12933_PHY_INV (refer to Steps 1 to 45), per STW1537 to help establish the asset
scope to include in the Pl occurrence.

Tracking Assets Oct. 5, 2026 Page | 9
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2. Select the applicable PI ID.
The Lookup page displays.

Cancel

Search for. FI 1D

Lookup

[>_Search Criteria

+ Search Results

Physical Inventory ID *.

PI-BOSTON

Physical Inventory Name 7. Business Unit 7.

Boston-Glenlake

Start Date ™.

11/01/2014

3 rows

{PI-TEST

Test Pl

01/01/1901

PI2-BOSTON

Boston-Glenlake2

11/01/2014

3. Select the row with the applicable PT ID.

4. Select the SCAN LOCATION (optional).

Select the SCAN LOCATION/SCAN AREA ID combination to refine the scope of assets being scanned
as part of the applicable Physical Inventory (optional).

The Physical Inventory page displays with the PI ID populated.

Physical Inventory

PI D |F'I-TEST

Pl Name TestPI

Business Unit-

Scan Location |

Scan Area ID |

5. Select Done.

Scanned and remaining asset IDs display on the Physical Inventory page.

Physical Inventory

All Scanned Remaining
(12) (8 @

Lacation

12 rows|

234101

ITEM1

Serial ID >
Loeation AUS01

@ Scamned On 12/1525 203 12PM

P00000002003

Gas/elec hybrid - fleet vehicl

Senal D 1230PY345 2
Location U001

& Scanned On 12/1225 435.25PM

TESTOO01

TESTOO

Serial ID TESTOOM >
Location US001

) scamod 0 1211225 425 T1FM

1234

ITEM 1

Sorial ID 1A >
Location LS00

© Scamneo O 1200925 428 47PM

00000000500

Base

Senal ID >
Location USO01

PIID | PI-TEST Q

Pl Name TestPl

Scan Location
$can Area ID

Duplicate Scan ID Default

Current Scan Value

Tracking Assets
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6. Select the Asset ID/Tag Number to be scanned/updated.
The page populates with the selected asset data.

Physical Inventory

Al | Scared | Remaring
@) 4

7. Select Edit to make any updates to the scanned asset data.
The Edit Scan Record page displays.

Edit Scan Record

8. Edit any updatable fields.

9. Select Done to save updates.
Select Cancel (does not save updates).

The Physical Inventory page displays.

10. Select the Scan Next Tag icon to scan the next tag number.
The QR/Bar Code Scanner page displays.

11. Scan the QR/bar code on the asset label.
Scan the printed QR/bar code from the Print QR/Bar Code section.

12. Follow the instructions in the Scan Asset Page section.

The Physical Inventory page displays after scanning the asset tag.

13. Select Fetch to populate the Physical Inventory page with the Edit Scan Record page.

14. Select Edit to update information (return to step 5 of this section).

Tracking Assets Oct. 5, 2026
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Print QR/Bar Code

Use the Print QR/Bar Code page to generate and print an asset tag in QR or bar code formats for affixing to an

asset.

Navigation

NavBar: Menu; Asset Management; Physical Inventory; Print QR/Bar Code

1. Enter the required search criteria:

e AMBUSINESS UNIT

e SCAN BY Tag Number

Print QR/Bar Code

Print QR/Bar Code

Search Criteria

From Asset ID
Description
Asset Type

Manufacturer ID

Asset Status

*AM Business Unit - Q

[ s ]|

Clear ]

Tag Number ‘
To Asset ID ‘

Location Code ‘

Asset Subtype ‘

Model |

oo o

*Scan By ‘ Tag Number

<

2. Complete one or more fields to further refine the search (optional).

3. Select Search.

The Search Results display.

Print QR/Bar Code
Print QR/Bar Code
Search Criteria
*AM Business Uri(- Q Tag Number
From Asset ID | To Asset ID
Description | Location Code Q
Asset Type "| Asset Subtype Q
Manufacturer ID Q Model Q
Asset Status V| *Scan By | Tag Number o
Search | I Clear |
Print Options
® QR Code Bar Code
*Print Size (px) | 200
Select Al Deselect A
Search Results
BllQ 11001606  w| > View 100
Asset Identification | Description Tag Number Asset Type ::mw Asset Status
1/ 0000000D0O002 Gaslelec SUV - Fleel vehicle 1 FODD0000S001 Fleet AUTO In Service
2 000000000003 Gas/elac car - fleet vehicle 2 PO000000S002 Flest AUTO In Service
3 000000000004 Gaslelec hybrid - fleet vehici FODD0000S003 Fleet AUTO In Service
4 000000000005 Fleet vehicle - Gas/Elec Hybri P0O0000009005 Fleet AUTO In Service
Tracking Assets Oct. 5, 2026 Page | 12
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4. Select QR Code.
Select Bar Code.

5. Enter 200 for the PRINT SIZE (PX).

6. Select the appropriate checkbox(es).

Search Results
®||a 11001805 w| > > ew 100
Asset
Asset Identification Deseription Tag Number Asset Type Subtype Asset Status
/] 1 000000000002 Gas/elec SUV - Fleet vehicle 1 POCO0000R001 Fleat AUTO In Service
] 2 000000000003 Gasledec car - fieet vehicle 2 POCO0000D002 Fleet AUTO In Service
3 000000000004 Gas/elac hybnd - fieet vehic! POCO0COCR002 Fleet AUTO In Service

7. Select Print.
Select Save As (PDF) to print later.

Note: Both options allow scanning the codes using the Scan Asset page or the Physical Inventory page.

8. Generate and print additional codes using the search feature (optional).

Scan Asset Page
Users assigned to scan asset tags and labels need access to the items listed in the Overview section.

Navigation
Dashboard: Asset Management; Tile: Asset Tracking; Tile: Scan Asset

1. Enter the UNIT (asset management business unit) in the Search Criteria section.

2. Enter one or more of the remaining fields to further refine the asset search (optional).

Scan Asset
Search Criteria Scan Tag : -
Unit - Q Current Scan Value
AssetID Q
Tag Q
Serial ID Q
Mfg Name Q
Model Q
Search Results )

Tracking Assets Oct. 5, 2026 Page | 13
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Select Search.
An asset ID list for scanning displays.

Scan Asset

> |Search Criteria
Search Results

No Tag Number
SOLARIS WORKSTATION
AssetiD 000000000001
Serial I 0000DDD00OOT
MIg Name
Model

P00000009001

AssetID 000000000002
Serial ID 866345234567

Mig Name Ford Motor Company
Model Escape 2003

P00000009002

Gaslelec car - fleet vehicle 2
AssetiD 000000000003

Serial 1D 5673M5JPY5

Mig Name Toyota Motor Sales, Inc
Model Prius

P00000009003

Gaslelec hybrid - fleet vehicl
AssetID D000DD000004
Senal D 123JPY M5

Mfg Name Honda

Model Insight

P0000000S005

Fleet vehicle - Gas/Elec Hybri
AssetID 0000DDDOOO0S
Serial I PRIUS1234

Mfg Name Toyota Motor Sales, Inc.

Scan Tag
{ Current Scan Value
1014 rows

T

Gaslelec SUV - Fleet vehicle 1

4. Select the Asset ID/Tag Number to be scanned or updated.

Note: Only one asset can be scanned at a time.

The Scan Asset page displays the selected asset data.

Scan Asset
Search Crite ™
arch Lrtena Scan Next Tag | W
Search Results Current Scan Value
1014 rows
ol | - I
[n
No Tag Number Unit US001
SOLARIS WORKSTATION AssetD 000000000002
AssetiD 000000000001 5
Serial ID 000000000001 Tag P0000D00Z001
Mig Mame.
Model Serial ID 666345234567
PO0000009001 Description Gas/elec SUV - Fleet vehicie 1
Gas/elec SUV - Fleet vehicle 1 Asset Status In Service
AssetiD 000000000002 »
Serial ID 858345234587 Location Code BLGO1
Wrg Name Ford Motor Company .
Model Escape 2003 Location
Area ID
P0O0000009002
Gaslelec car - fleet vehicle 2 Area
oy > Mig Name Ford Motor Company
Serial ID 587MEIPYS
Mig Name Toyota Mator Sales, Inc. Model Escape 2003
Model Frivs
Product Version
PO0DO0009003
Pr i
Gasielec hybrid - fiest vehicl oduction Date
AssetiD 0I0000000004 ) Dept ID
Serial ID 123JFY348
Mig Name Honda Department
Model Insight
Custodian Deptid
e Custodian Department
Fleet vehicle - Gas/Elec Hybr
AssetiD 000000000005 o Custodian
Serial I PRIUS1234
Mg Hame Toyots Motor Sabes, Ino EmplID IXHEEE222
Madel Prius Asset Type Fleet
P0O0D038675 Asset Subtype Automobile
In Service Date
AssetiD 0I00D000000D N
SerialID 027162773 IP Alias
Mig Mame Tosnis
Model 740 IP Address
PO0DO41T15

Tracking Assets
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5. Select the Scan Next Tag icon.

The QR/Bar Code Scanner page displays.
Cancel|  QR/Bar Code Scanner m

Requesi Camera Permissions|

Scan an Image File

o

6. Select one of the options:
e Scan an Image File

i Select Scan an Image File to scan the QR/bar code on the asset label.

The QR/Bar Code Scanner page refreshes.
Cance | QR/Bar Code Scanner

P

[Choose Image - No image choosen
Or drop an image to scan

Scan Value

[Scan using camera directly

ii. Scan a PDF image of the QR/bar code to drag and drop on the QR/Bar Code Scanner page.
—or-
Select Scan using camera directly to launch the camera for scanning the QR/bar code and
follow the prompts.
—or-
Generate QR/bar code PDFs using the instructions in the Print QR/Bar Code section. Store the
PDFs on the local/shared drive on the state-authorized mobile device.

e Request Camera Permissions
i Select Request Camera Permissions.
ii.  Scanthe QR/bar code after camera permissions are granted.
iii. Follow the prompts to complete the scanning process.

7. Select Done.
The Scan Asset page displays.

8. Select Fetch to populate the Physical Inventory page with the Edit Scan record.

9. Select Edit to update information (refer to the Physical Inventory section, step 7, for continued
instructions).

Tracking Assets Oct. 5, 2026 Page | 15
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Asset Scan By Location Page

Use to scan assets within a specific location and area ID to build an audit history for assets.

Navigation

Dashboard: Asset Management; Tile: Asset Tracking; Tile: Scan By Location
1.

2.

4. Select the Asset ID/Tag Number to be scanned/updated.

Select the search (magnifying glass) icon for the SCAN LOCATION field.
Enter the SCAN AREA ID ifit applies to the scan location (optional).
C @ % erpfinupgdmo.cpatexas.gov/psc/psfindmo3/EMPLOYEE/ERP/c/INVENTORY_ASSETS.PI_SC
Select Scan Location
Scan Location W
Scan Area ID Q
Force Asset Location Update
Select Done.
A list of asset IDs to scan displays.
Scan By Location
Area ID Scan Location US001 USA- New York
[«}
Force Asset Location Update No
| 1
|
P0O0000002001

Gasfelec SUV - Fleet vehicle 1
AssetID 000000000002

Serial ID 666345234587
Location Code BLGOT

Area D

Scan Date 11/142025 8:40:02AM
Scanned By Lews.Douglas

‘ Note: Only one asset can be scanned at a time.

5. Select the Scan Next Tag icon next to the SCAN TAG field.
The QR/Bar Code Scanner page displays.
Cancel| QRJ/Bar Code Scanner m
— o
Scan an Image File
Tracking Assets
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6. Select an option:
e Scan an Image File
i Select Scan an Image File to scan the QR/bar code on the asset label.

ii.  The QR/Bar Code Scanner page refreshes.

Cance QR/Bar Code Scanner

Scan Value | |
o
B

|Choose Image - No image choosen|

Or drop an image to scan

|5can using camera directly

iii. Scan a PDF of the QR/bar code to drag and drop on the QR/Bar Code Scanner page.
—or-
Select Scan using camera directly to launch the camera, and follow the prompts.
—or-
Generate QR/Bar code PDFs using the instructions in the Print QR/Bar Code section. Store the
PDFs on the local/shared drive on the state-authorized mobile device.

e Request Camera Permissions

i Select Request Camera Permissions.

Cancel|  QR/Bar Code Scanner m

Muest Camera Permissions;

Scan an Image File

Lid

The camera on the mobile device launches.
ii.  Scanthe QR/bar code.
iii. Follow the prompts.

7. Select Done.
The Scan By Location page displays.

8. Select Fetch to populate the Scan By Location page with the record.

9. Select Edit to update information to the scanned asset tag (refer to the Physical Inventory section, step
7 for continued instructions).
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10. Select the Scan By Location page.

<10 O ®

Scan By Location

ZF

Q N : @

Scan Location US001 USA - New York
Scan Area ID

Force Asset No
Location Update

Update Other m)

Scan Next Tag

Current Scan
Value

U... US001
AssetID 000000000003

Tag P00000009002
D Serial ID 567345JPY5

Description Gas/elec car - fleet vehicle 2

Asset Status In Service
Location Code US001
Location USA - New York
ArealD PARKING B
Area Parking B - HQ
Mfg Name Toyota Motor Sales, Inc

Model Prus

Edit Comments

11. Select the search (magnifying glass) icon for the SCAN LOCATION field.

+ C M 2% erpfinupgdmo.cpa.texas.gov/psc/psfindma3/EMPLOYEE/ERP/c/INVENTORY_ASSETS.PI_SCAN_LOC_FLGBL

Select Scan Location

Sean Location "

Scan Area ID

Force Asset Location Update

Q

Note: When an asset’s location differs from the scan location, update the ASSET LOCATION and
AREA ID by changing the FORCE ASSET LOCATION UPDATE field. When set to Yes, the system:

Inserts an effective-dated LOCATION and AREA ID record intothe ASSET LOCATION and stores
the attributes in the PI_SCAN HIST table.

Creates comments in the ASSET COMMENTS table, which can be viewed on the Basic Add Asset
Comment page.

12. Select a value.
13. Verify the FORCE ASSET LOCATION UPDATE indicator indicates Yes (optional).

Toggle the indicator to the right (optional).

Tracking Assets

Oct. 5, 2026

Page | 18




CAPPS Central Desk Aid

14. Select Done.

Select Scan Location

An asset list associated with the specific LOCATION and AREA ID displays.

Note: This page must be multitenant, and the user should only have access to the business unit to
which they are assigned.

15. Enter the tag number in the SCAN NEXT TAG field.
Use the Scan icon to scan the asset tag.

16. Select Fetch.

The system displays the old and new locations and area IDs.

Note: With the mobile device camera, the user signs in using the SSL link.

The Scan By Location page on a mobile device must be multitenant, and the user should only have
access to the business unit to which they are assigned.

17. Grant camera access. (The scanner requires permission to access your device's camera to scan.)

18. Select Edit Comments.

The Comments page displays.
=] Comments [ o |

r “ ]

Note: This page must be multitenant, and the user should only have access to the business unit to
which they are assigned.

19. Enter or modify the comments.
20. Select Done.

21. View the new LOCATION, AREA ID and ASSET COMMENTS on the Basic Add -
Location/Comments/Attributes page.
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Find Asset

Use the Find Asset page to retrieve asset information without scanning a bar code.

Navigation
Dashboard: Asset Management; Tile: Asset Tracking; Tile: Find Asset

1. Enter the UNIT (business unit) in the Search Criteria section.
Find Asset

|- Search Criteria Search for an asset

o

Asset ID
Tag
Serial ID
Location
Area ID

Wig Name |

o|llp| |0 o0 0||0o|lo

Model

|+ Search Results

2. Enter one or more of the remaining fields to further refine the asset search (optional).

3. Select Search.
An asset ID list displays.

Find Asset

> [Search Criteria Search for an asset
- Search Results

0000000047
BUILDING 32
Assel 1D 0000000047
Seral D

Mg Nams
Model

0000000D4E
BUILDING #2
Asset ) 0000000048
Sarial D

Mig Hame.

DODDO0DD4T
BUILDING 22
AssetiD 0000000042

0000000050
BUILDING #2
Assat i 0000000080

4. Select the Asset ID/Tag Number.
The selected asset data displays.

Note: Only one asset can be viewed at a time.

Find Asset
> Search Criteria Unit
- Search Results Asset ID
1 row
] Tag
Serial ID
e N ONE CPU Description DELL 7420 ALL-IN-ONE CPU
» Asset Status In Service
Wiy Hame Location Code MAIN
Model
Location Wain Office

Area ID
Area
Mig Name
Model
Department ID
Department
Custodian Deptid
Custodian Department
Custodian

IP Alias

1P Address
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Scan Scope List

Navigation
Dashboard: Asset Management; Tile: Asset Tracking; Tile: Scan Scope List

Use the Scan Scope List pivot grid to view the current:

e Status of the Physical Inventory IDs in progress.

e Scanned assets list.
To find specific scanned assets using filters:
1. Select the Business Unit filter.

2. Enter one or more of the remaining filters (optional).

Note: The system refreshes the report as you select checkboxes.

IScan Scope List

~ PIID P

T PI2000 (149)
71 PI-BOSTON (26)
[ PI2-BOSTON (12)
O PITEST (11)

+ Business Unit &+

198)

0 17)
O 1)

~ Pl Match Status &+

O] (Blanks) (188)
[} Inventory ()
[ Over (4)

> Tag Number &+

~ Location L

0 US001 (161)
0 US017 (20)
[ US013 (16)
[ Us002 (1)

~ Scan Type kol

7 (Blanks) (188)

[} Regular (9)
[} Manual (1)
~ Scanned By ko
~ Scanned +

O (Blanks) (188)

]
[0 Schumacher Kenneth (9) N(188)

1Y (10)

[} Lewis,Douglas (1)

Other filters:

e PIID — Physical Inventory ID (refer to the Physical Inventory section).

e Pl Match Status — Indicates how scanned data reconciles with the same data in the CAPPS Financials
module.

e Tag Number — Asset label number that was scanned during physical inventory.
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e Location

e Scan Type — Method of scanning assets (e.g., manual entry, regular scanning using camera).

e Scanned By

e Scanned — Scanned and unscanned assets during the current physical inventory process.

3. Select a control in the lower left corner to display the Scan Scope List pivot grid.

PI

The available grid types are:

e Barchart
e Line chart
e Pie chart

e Horizontal bar chart

The page auto-populates with the scanned data and selected chart.

Scan Scope List

Scan Duplicate Tag

Navigation
Dashboard: Asset Management; Tile: Asset Tracking; Tile: Scan Duplicate Tag

Use the Scan Duplicate Tags pivot grid to display assets with duplicate tags from the current physical inventory.

Select a control in the lower left corner to display the Scan Scope List pivot grid.

PI

The available charts are:

e Barchart
e Line chart
e Pie chart

e Horizontal bar chart

Tracking Assets Oct. 5, 2026
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The page auto-populates with the scanned data and selected chart.

« Asset Tracking Scan Duplicate Tags

P (&

PIID ©  Actions Tag Number PiLine Number © Business Unit ©  AssetiD ©  PlMatch Status ©  Location ©  Area D Scan Type ©  Scanned By ©

PROT7 @  TAG_2017_050 33 - PI2017_051  Inventory ALBERTA Regular Schumacher Kenneth

9 rows

2017-10-18-00 00.00.000000

Scan Results

Navigation

Dashboard: Asset Management; Tile: Asset Tracking; Tile: Scan Results
Use the Scan Results pivot grid to review the matching results from the current physical inventory.

Select a control in the lower left corner to display the Scan Scope List pivot grid.

The available charts are:

e Barchart

e Line chart

e Pie chart

e Horizontal bar chart

The page auto-populates with the data and selected chart.

Scan Results

AMAL PIZ000

n L L
100 rows
P
PiLi ) . old oid oid = OldTag Resutt M Sca
PID b 3:"!“' AssetiD © :ﬂ Location Are | e Area DOPSSNt o ment Number Number InEror et Message W =
< . < s < o< - ¢ ~ A A a
< 5 7 o< Id v & Number - <
AM-P1 0 LEASTO8 Under
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Scan History

Use the Scan History pivot grid display to browse Scan History audit trails from the current physical inventory.

Navigation

Dashboard: Asset Management; Tile: Asset Tracking; Tile: Scan History

1. Select the checkbox (filter).

2. Enter the Business Unit (AM Business Unit).

3. Enter one or more of the remaining filters (optional).

Note: The system refreshes the Scan History list pivot report as filters are selected.

+ Business Unit

-
+ Scan Date

T 01/28/2025 2:53:52PM (1)
) 10/06/2025 4:12:11PM (1)
0 10/06/2025 4:14:20PM (1)
[ 10/06/2025 4:56:36PM (1)
[ 10/07/2025 11:44:35AM (1)
T 10/07/2025 11:47:31AM (1)
[ 10/07/2025 11:47-46AM (1)
[ 10/07/2025 11:48:-10AM (1)
[ 10/07/2025 11:54:05AM (1)
[ 10/07/2025 1212:07PM (1)

" More |

v PIID

) PITEST (9)
[ {Blanks) {7}
[ PILBOSTON (4)

~ Scan Type

[ Regular (12)
O Localicn Scan (T)

) Manual (1)

~ Scan Location

) (Blanks) (12}
[ us001 (7)
O 1234 (1)

~ Scanned By

) Schumacher Kenneth (18)
[ Lewis,Douglas (2)

Other filters:

e Scan Date

e PIID — Physical Inventory (PI) ID (refer to the Physical Inventory section)
e Scan Type — Method of scanning assets (e.g., manual entry, regular scanning using camera)

e Scan Location

e Scanned By

Tracking Assets

Oct. 5, 2026

Page | 24



CAPPS Central Desk Aid

4. Select from the controls in the lower left corner to display the Scan Scope List pivot grid.

The available grid types are:

e Bar chart
e Line chart
e Pie chart

e Horizontal bar chart

The page auto-populates with the scanned data and selected chart in the main panel.

Scan History
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