Property Additions Form

This procedure will identify the steps needed to add property assets to
the current inventory, for Custodian Delegates and Inventory Appointees.

1) Log into the Service Portal and click the Request Something icon.

——

Request
Something

Browse the catalog for
services and items you need

2) Under Categories, click on Inventory.

L T T

Report an
Incident

Knowledge Base

&

Browse and search for
articles, rate or submit
feedback

Contact support to reportan
outage, hardware or software
issue

‘-/‘-‘_"f- 0
Weleome to the FLHSMV SeiliicelZelgteal

.J Community

Community-sourced answers
to your questions

3) Click on the Property Additions Form Option.

Categories
Inventory
Report an Incident

= Reguest A Service

Communications Requests

Disposal of Surplus Property Inventory and Asset Check-In

Location Code Management Property Additions Form

Inventory Appointee or Custo...

Property Inventory Transfer
Y ¥

4) Complete the form by
indicating if you are the
Custodian Delegate or

Initiated by

0 steveBurch

Inventory Appointee.

5) Select your Custodian
Delegate from the dropdown
menu.

6) Select the Location Code

* Are you the Custodian Delegate or Inventory Appointees of the Location Codels) the assets is transfering from?

(O Custodian Delegate O Inventory Appointee

*Custodian Delegate

* | ocation Code

where you want to add
items found, during the
inventory process.

7) Click Add to search for the
asset in the system.

* Assets to be added

1

Actions Asset Property Number Serial Number Location Location CodeonRecord state

No data to display

] I'm still unable to locate Asset{s) in ServiceNow

Current Custodian D«
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8) The Additions form will appear. Under Asset, enter the property decal number or serial number.

The system will search for the item to see if it is already in ServiceNow.

Add Row

9) Ifitis found, the

remaining fields O

Search by Property Tag or Serial Number

will populate.

Click Add.

Continue to
Step 14.

Property Number

Serial Humber

Location Code on Record

Current Custodian Delegate

Current Inventory Appointes

10) If it is not found and the fields do not populate, click Close.

11) Select the checkbox for “I’m still unable to locate Asset(s) in ServiceNow” and then click Add.

e .
Additional Asset

[

Actions Asset Type Property Number Serial Number

Mo data to display

I I'm still unable to locate Asset{s) in ServiceNow I

Additional Information

@ Add attachments
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12) After entering all required asset information, click Add.

Add Row #

Aszzet Type

EQUIPMENT ¥

Property Number
228108
Senal Number

2MDQ313

Additional Information

Found Item

13) Once completed, verify that all information populated on the form is correct.

Additional Asset

Remaove All
Actions Asset Type Property Number Serial Number Additional Information
F ® EQUIPMENT 222108 EMDQ313 Found ltem

I'mi still unable to locate Assetis) in ServiceNow

@ Add attachments

14) Click Submit.
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15) Confirm your tome 3 " Pt
request has
been submitted.

Hem Delivery Date Stage

Quaniity

16) You will receive two email notifications for your request - one notifying you the request was created

and one notifying once it is completed.

[EXT] Your request REQ0023074 has been created!

FLESMV

FLORIDA HIGHWAY SAFETY | AND MOTOR VEHICLES

: - 5 Reply
IT Service Desk <flnsmvtest@service-now.com = 2 heply
Te Smalley, Renee

£~ Reply & Reply A ]
IT Service Desk <flhsmvtest@service-now.com> ) Reply D Reply All | —> Forward
To Smalley, Renee Mon 6/28/2021 8:42 AM
FL=SMV
iR
FLORIDA HIGHWAY SAFETY | AND MOTOR VEHICLES
Your request REQ0023074 has been created!
Requested items:
RITMO023551: Property Additions Form, Stage: Waiting for Approval
[EXT] Your request REQ0023074 has been completed
& Reply All —» Forward

Mon 6/28/2021 %:45 AM

Your request REQ0023074 has been completed!

Requested items:
RITM0023551: Property Additions Form, Stage: Complete
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