The Asset Management Interface (AMI) 
Instructions for Use (Staff Users)

This document is written for staff users and explains how users can view, update and manage asset records using the web interface, AMI.  

AMI is a web application allowing the management of the asset inventory for those assets belonging to the user’s department.  If a Head of Department wishes a new user to access the application, the Head of Department should email AMI@gold.ac.uk giving the new staff member’s username. 
The home page gives a brief overview of how to use the application. 

Using the Application

Logging In

Go to http://intranet.gold.ac.uk/cs/apps/AMI/ and login with the username and password that you use for College email.  On successful login the Asset Listing page is displayed showing the current assets for your department.
Viewing Assets

Current Assets
The Asset Listing page shows all the current assets for your department. To return to it from another page click Asset Listing on the navigation bar.  The college_no is the unique id allocated by Finance to each asset.  The dept_id is an optional field and is used when a department finds it useful to allocate their own id to an asset.  
Not all the fields are displayed.   You can create your own asset-listing report by clicking Select Fields on the navigation bar and this will allow you to select which fields you want to view.

Text boxes allow you to search for items of a particular make or name or location.  
The search will find all instances beginning with the letters you entered into the text box, case doesn’t matter.  For instance, if you entered ‘w’ into the location box, the search would find all assets for your department that had a location starting with ‘w’ or ‘W’. To reset the search, enter ‘All’ or a blank space into the relevant box. 
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When searching, textstarting with, or equal to, what is entered i the bores will be refrieved: so entering ‘ma’ would find anything beginning with ma, case is ignored.

COLLEGE_NO DESCRIPTION MAKE SERIAL_NO ACQDATE  ACQVAL Edit

11410 PCBase Unit Viglen Genie: 1623126-1v2 2002:08-01-E 700.00-E

12319 PCPackage Viglen Genie: 1624499-11v2 20020801-E 933.00-E

12318 PC Package Viglen Genie 1624498-MV2 2002:08-01-E 700.00-E




 The ‘E’ button allows you to edit the record displayed on that line. 
Downloading Assets
Excel Download

When you select Excel Download the asset inventory data is formatted in a way which enables it to be opened in Excel. Having selected the Excel Download option you will then need to select File from the menu bar at the top of the page and then  Save Page As giving the file a name with an .xls extension.  Only current assets are included in the download.  
In the Excel download there are two extra fields, id_no and approved_dis.  The id_no is the asset system record number and is needed as there are occasions when an asset needs to be entered into the database before a College asset number can be allocated to it.   Approve_dis denotes the status of the record, it is set to  N for current records.  Either the id_no or the college_no uniquely identify the asset.  Approve_new denotes whether the record has been signed off or not.  If it has been signed off, it will be set to ‘Y’ and if not, it will be set to ‘N’.
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EPARTMENT DEPT_ID SECTION ASSET_DESCRIPTION MAKE MODEL_NUMB

PC package Dell Optiplex 743

Laptop Toshiba  Sattelite Pro





Creating an Asset

To create an asset select Create Asset.  For guidance on the data to be entered, click the ‘help’ button located in top right hand corner of the ‘Create Asset’ screen.  You will find that some fields are mandatory and that you will not be able to save the record until these have been completed.  When you are satisfied that the mandatory information is complete and correct click Save.  The Finance department will sign off the record.
Note: Once the record has been signed off the mandatory information may only be amended by the Finance Department.  
Incomplete Assets 

When ITS have added new IT equipment to the inventory the mandatory fields will be incomplete.  Use Update Asset to add the missing data and then save the record.
Updating an Asset

You can edit an asset by finding the asset in the Asset Listing page and selecting the edit button ‘E’ (scroll to the right) for that asset.  Alternatively use Update Asset in the navigation bar and select the asset from the drop down list.   The drop down list shows the unique id, the asset description and then the model number.
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To save your changes you must click Save before moving off the page.  If you don’t wish to save your changes either move off the page or select another asset to edit.
Disposal of an Asset
An asset can be disposed of by scrapping it, by selling it or by transferring it to another department.

You can record a disposal by finding the asset in the Asset Listing page and selecting the edit button ‘E’ (scroll to the right) for that asset.  Alternatively use Update Asset in the navigation bar and select the asset from the drop down list.   The drop down list shows the unique id, the asset description and then the model.
Click the Dispose button at the bottom of the page and select the type of disposal from the drop-down list.  Provide the information requested including the email address of the authorized signatory that has approved the disposal.   After completion click Process Disposal/Transfer.  An email will go to the Finance Department and a copy email will go to the authorized signatory.  If the asset is IT equipment an email will also go to IT Services.

The Finance Department is responsible for confirming the disposal and the disposed asset will appear in the Pending Disposal list until this occurs.  After confirmation the asset will appear in the Disposed Listing.  If the asset is being sold , the Finance Department will raise an invoice when the sale has been approved. 
Where  an asset has been transferred between departments, the date and value of the transfer will appear in the ‘Additional Information 1’.field of the receiving department.
Disposal of Equipment Parts
If you are disposing parts of IT equipment, such as a keyboard or a monitor, please access the disposal form at http://www.goldsmiths.ac.uk/it/equipment.  This type of asset is not recorded individually in the database; the disposal still needs to be recorded for the College to comply with regulations relating to disposing electrical equipment.

