Inventory and Asset Check-In

This procedure will identify the steps needed to process the annual property inventory, as
well as assign items to a member, for Custodian Delegates and Inventory Appointees.

1) Log into the Service Portal and click the Request Something icon.
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2) Under Categories, click on Inventory. 3) Click on the Inventory and Asset Check-In Request Option.
. Inventory =
Categories
Asset Assignment Disposal of Surplus Property Inventory and Asset Check-In
Inventory

Report an Incident

Property Inventory Transfer

= Reguest A Service

Communications Requests

4) SeleCt Whether you are nventory Appointee and Custodian Delegate - Inventory and Asset Check-In.

a Custodian Delegate or In-

ventory Appointee by click- Form Instructions:

ing the Corresponding I‘adio After filling in the preliminary info and the Location codes(s) being reviewed, the assets pending review will auto
button. populating under My Managed Assets.

lick the pen icon under the Actions section for each asset and select the appropriate Check In Status for that asset.

A« Gions

[#]
Inventory Appointees will
need to enter the name of Checkin Initiated by
the Custodian Delegate. © | Steve Burch

Are you the Custodizn Delegate or Inventory Appointee of the Location Code(s) the assets are being reviewed?

I-:iJ Inventory Appointee O Custodian Delegate I

Custodian Delegate

5) Enter the Location Code. I B il I

Location Codels) being reviewed

I x 37 QDGTLTA4D3 I
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6) A list of all assets assigned will populate here. Under Actions, click on the Edit icon (pencil).

My Managed Aszets
D Remaowe All
Actions Updated Approving Property Custodian Description Property Number Serial Number Check-In Status
F falze 228108 - 228108 EMDQ3J3
DELL
LATITUDE
5420
LAPTCP
b
Edit Row *
Updated
Approving Property Custodian
(1] Mike Al=xander »
Description
€ | 728108 - DELL LATITUDE 5420 LAPTOP
Property Mumber
228108
Serial Mumber
BMDQ3J3
7) UnderCh_eCk Check-In Status @
In Status, click on _ _ _ i _ )
Aszet Custodian, please do not assign assets to yourselves unless it's really an asset you use. You can instead mark the asset "Asset has been x
one Of the located but is NOT currently in use by an employee.” or "Asset has been located and is in use by a non-employes entity.”
four choices.

If the itemsiis
inuse by an
employee, the
system will require
you to select a
name under
Assigned To. Type
the member’s first
name and select
the name from
the list.
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Asset has been located and is in use by an employee/contractor.
Asset is located and is in use, but not by a single employee. (A shared printer)
Asset has been located but is NOT currently in use. (Asset is in stock)

0DCO0O0

Asset was not able to be located and is currently missing.

Location Code

O | 27QUeTITA403

Assigned To

[i] Steve Burch x -

Additional Information

C|OSE D

8) Click the Save button.
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9) You will then see and can verify the Check-In Status and the Assigned To columns.

My Managed Assets

Remaowve All

Actions Updated Approving Property Custodian Description Property Number Serial Number § Check-In Status

& % true Mike Alexander 228108 - 228108 B8MDQ3J3 Azzet has been
DELL located and is in u
LATITUDE by an
5420 emploves/contra
LAPTOP

4 [ 2

My Managed Azsets
Remaonwe All
ption Property Mumber Serial Number cCheckIn Status Location Code | Assigned To | Additional Information
228108 8MDQ3J3 Azzet has been 37 Steve Burch

located and isinuse = QO6T17A403

DE byan
employee/contractor.

o

L [
10) Click on Submit.
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11) Confirm your request has been submitted.

ltem Delivery Date Stage Quantity

Inventory and Asset Check-In = » Waiting for Approval

12) 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!

B B 5 Reply & Reply All —» Forward
o IT Service Desk <flhsmvtest@service-now.com = J ey J TePy A orwar

To Smalley, Renee Mon 6/28/2021 42 AM

FLESMV

FLORIDA HIGHWAY SAFETY | AND MOTOR VEHICLES

Your request REQ0023074 has been created!

Requested items:
RITM0023551: Inventory and Asset Check-In, Stage: Waiting for Approval

[EXT] Your request REQ0023074 has been completed

. . € Reply &5 Reply All — Forward
o IT Service Desk <flhsmvtest@service-now.com = J Ry 2 heRy A orwar

Te Smalley, Renee Mon 6/28/2021 3:45 AM

FLESMV

FLORIDA HIGHWAY SAFETY | AND MOTOR YEHICLES

Your request REQ0023074 has been completed!

Requested items:
RITMO023551: Inventory and Asset Check-In, Stage: complete
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