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Overview

The Equipment Tracking System (ETS) enables campus users to:
= View details about equipment held in the Oracle Fixed Assets module; and
= Request that Property Services record a disposition of equipment in Oracle.

ETS enforces rules so that users will only have access to equipment they are authorized to see.
For more information, go to the section Who Gets to See What?

The User Guide is organized into four major sections:
= ETS User Roles
* What all userscandoinETS
* What ETS Administrators can do
=  Who getsto see whatin ETS

Questions relating to equipment data (e.g., why am | the assignee, equipment in the wrong
room, etc.) or requests for additional help may be directed to PropertyServices@caltech.edu.

Equipment_Tracking_System_User_Guide_V6.docx
Last Updated: 16 February 2012 3 0of 20


mailto:Kareen.breau@caltech.edu

Equipment Tracking System — User Guide

ETS User Roles
Assignees and Delegates

= Assignee: The primary owner of equipment, typically a Principal Investigator of a grant
funded Research project or a Manager of a general budget funded project through which
equipment was purchased.

= Delegate: An individual who has been delegated with responsibility for an item of
equipment.

= Equipment Level Access: Both Assignees and Delegates are roles associated with specific
items of equipment.

Administrators

= Organization Administrators (Org Admins): Individuals that are delegated with
responsibility for all equipment for their Organization.

=  Property Services Administrators (PS Admins): Individuals that are delegated with
responsibility for all equipment for the Institute.

= View Only Users: Administrators who have view only access to all equipment for the
Institute.

= Organization Level Access: Org Admin, PS Admin and View Only User roles are
associated with organizations responsible for items of equipment.
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What All Users Can Do in ETS

1. View and Export a list of equipment to which they have access;
2. Request disposition of equipment;
3. Add a comment about a piece of equipment; and/or

4. Assign a delegate to the equipment.

Search for Equipment

The Equipment Search is the ETS Home.

1. Enter your search criteria into the search field(s); and

2. Click the Next button.

CALTECH Equipment Tracking System IMAGE_UPLOAD Home Help Exit Logout All

Welcome: Larry Watanabe If you are not Larry Watznabe, please click here
—

Home

— Instructions
_ . y Equipment Screening: Use this
Equipment Detail Location fink to ensure that the same or
Assat Number: | =N iption: | ] ip: | CALTECH - simitar piece of equipment is not
already avaiable prior to
mobmber A M| A s a
Assgnee:[ |4 Modelmumber[ |4 Bulding: For assistance, plessa contact
1R swammel Qoo A Properc Seees

Status e 9 Mair ategory: 9]
Division Abbrv: [IMSS Q. Minor Category:

bopatmen: 8 ommber |
mseweestat |l wecemmber |

S —
T —

In Service End: ==
(Example: DD-MON-YYYY)

Please Note: The Search icon “4is extremely useful for assuring that the criteria that you have
entered is in the proper format. Clicking on the icon will open the Search Dialog window. Try
clicking on the Search button BEFORE entering any search criteria to see the format of the data.
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View and Export Equipment Report

The results for the Equipment Search appear on the Equipment Report.

Welcome: Larry Watanabe If you are not Larry Watanabe, please ciick here
——1

Home > Equipment Report
Equipment Report

[ Refine search | [ mMew Search | [ Eguipment Request |

=
77 | | (o) Rows 15 | [Actions |
1-150f 146 ()
Image Asset # Tag # Description Status Ownership Div Org Name Assignee In Service Dt Inventory Dt Retired Dt Life-Mth
i SWITCH, Watanabe, ~ g
D m 18765 000059863 NETWORK ACTIVE CALTECH Mss Caltech Larry ¥ 04-FEB-2003 16-MAR-2011
SWITCH, Wiatanabe, -~ .
D 18768 000059857 NETWORK ACTIVE CALTECH Ms5 Caltech ey 04-FEB-2003 16-MAR-2011
SWITCH, Watanabe, ~ g
D 18770 000059860 NETWORK ACTIVE CALTECH Mss Caltech Larry ¥ 04-FEB-2003 16-MAR-2011
| b
SWITCH, Wiatanabe, - .
D 18772 000058832 NETWORK ACTIVE CALTECH IMSs Caltech Larry ¥ 04+FEB-2003 16-MAR-2011

Refine Search: Takes you back to the Equipment Search page, keeping your search criteria.
New Search: Takes you back to the Equipment Search page with all search criteria removed.

Equipment Request: Takes you to the Request List from which you can generate a request for
equipment disposition. This functionality will be covered in the next section.

Action: Presents a list of different options for modifying the Equipment Report including:

= Downloading/Exporting to Excel (photos will NOT export);

=  Modifying the report format including removing or reordering columns, additional
filtering, determining number of rows showing, etc.; and

= Saving the modified report.

TIP: To get a printable report that includes photos, create a custom report.

Please see Modifying Equipment Reports for more details.
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Request Disposition of EQuipment and Other Requests
1. Choose the Request Type Retired, Donated, Sold, Traded-in, Internally Transferred, or
Externally Transferred
2. Select the check box(es) for the Equipment for your request

3. Click the Take Action button

Home = Request List
Select Equipment Instructions
) ) Select Equipment:
Request Type:| ORetired ODonated ®5od O TradedIn OIntemally Transferred O Externally Transferred O Add Mote O Assign Delegate You may request action on up
o 10 items on any SINGLE
1-4 page. Clicking on the <Previous
. i o y o _ or Mext link will clear any
O ME] Tag # Description Assignee | Division Site Building Room In Service Date Image selections you have made,
SYSTEM, " Please contact Property Services
AKTAFPLC/ HIGH Bartan, IBECt-tmfn,rB " if you require action on a large
10251 DO00SBO72 | PERFORMANCE Tacqueline | CCE Campus | (i | 233 OSHAY-0D rumber of items,
LIQUID K ]
CHROMATOGRAPHY Lt
Schlinger
GLOVEBON, Ctaltz
10263 000038515 LEm ASTEﬁ Brian Fﬂark CCE Campuis IEaCbEDratorv for 02 09-MaY-01
Keck Laboratories
O | w7z | oooosseae | it VAISER mes  Campus B Eromo.So 115 D4FEBC3
v and Materials Sci
Rahinson
SWITCH, Watanabe, Laboratory
[0 | 18772 000059835 NETWORK Lany ¥ Mss Campus Bstrophysics and 15 04-FEB-03
Astronomy
1-4
[ Batk to Search ] [ Take Action ]

4. Enter the information into the fields
a. Fields with an asterisk (*) preceding are required fields for data entry

5. Click the Submit button

Home > Request List > Sale
Request Sale of Equipment: 10251, 10263 Instrugtions
For Comment fisids
Equip &  * Sale Date * Sale Amount  Cosnment Alowsbie characters: Latters,
g o r 1ir numbers, the "at” sgn (@], the
1051 17 2012 = | L3
05 a2 = e b
10963 Febh1E |5 4 underserre and byphen.
1-2
Back | | Submit
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E-mail Notifications for Requests

Equipment Disposition Request: When an equipment disposition request is submitted, ALL
parties authorized access to the equipment will receive an e-mail notification similar to the one
below. Any recipient of the e-mail may question the request by contacting Property Services at
PropertyServices@caltech.edu.

From: PrapertyServices@ealtech.edu Sent: Thu 2/2/20121034 A
Ta: Kumr, Radha
(o

Subject: Request for Equip Tag #AT00060217

Linda Powell has requested the following: d

Requested Action: Equipment to be SOLD

Tag 4. liTeea6a217

Asset #: 28660

hssignee: llatanabe, Larry Y

Description: SWITHC, 12-PORT GBIC GIGABIT

Site: Campus

Location: Steele Laboratory Appl. Physics and Elect. Engrng. - Room:285
Cost: $5,430.11

Also notified: Larry llatanabe, Linda Powell, Radha Kumar, Steve Shu, Susan Dollar

Property Services typically completes their reviews and records these actions in Oracle within 10 days of this email. When the requested
actions have been recorded in Oracle Fixed Assets, you will be notified again by e-mail

If you have any questions about these requests, please contact Property Services at PropertyServices@caltech.edu

Approval of Disposition Request and Confirmation of Recording in Oracle: When an equipment
disposition request is approved and the disposition has been recorded in the Oracle Fixed Asset
and Financial modules, ALL parties authorized access to the equipment will receive another
e-mail notification.

Fram: PropertyServices@caltech, edu

To: Kumar, Radha

o

Subjert: Request for Equip Tag #NTO00058565

The following equipment requests are now recorded in Oracle Fixed Assets:
Steve Shu has requested the following:

Requested Action: Equipment has been RETIRED

Approved by: Tuyen Dang

Tag #: NTB8Ba53565

Asset #: 16337

Assignee: Watanabe, Larry Y

Description: MODULE, ROUTE SWITCH

Site: Campus

Location: Steele Laboratory Appl. Physics and Elect. Engrng. - Room:Z3
Cost: $13,428.15

Also notified: Larry Watanasbe, Linda Powell, Radha Kumar, Stewe Shu, Susan Dollar, Tuyen Dang

If you hawe any questions about these requests, please contact Property Services at PropertyServices@caltech.edu.
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Add a Note to an Equipment Record
1. Choose Request Type Add Note
2. Select the check box(es) for the Equipment
3. Click Take Action button

Home = Request List

Select Equipment Instructions
Select Equipment:
Request Type: ORetired ODanated OSald O Tradeddn O Intarnally Transferred O Externally Transferred| ) Add Mote| O Assign Delegate You may request action on up

to 10 items on any SINGLE
1-4 page. Clicking on the <Previous
or Neste link will clear ary

[] | Asset #+ Taqg # Description Assignee  Division  Site Building Room  In Service Date Image selactions you have made,
SYSTEM, Berk Please contact Property Services
AKTAFPLCS HIGH Bartor, Inesct\trLTtanBeckman if you require action on a large
[ | 10251 000058072 | PERFORMANCE Jacqueline | CCE Camnpus Institite 233 09-May-00 ¥ number of items,
LIQUID K Yos
CHROMATOGRAPHY o :
Schlinger
GLOVEBOX, Stoltz,
O | 10283 000038515 LABMASTER Brian Mtk E Campus Eaéuratory far a2 (9-Mav-01

Keck Laboratories

772 | oooosaesz | SNITOH, Watanabe, | oo | Canpus | Erw, Engng. 50 | 145 | 04FER03
WEITIET L and Materials Sci
Robinsan
18773 000059835 ﬁ‘é“%l%ﬁ,( grart!f?,abe' MES  Campus fﬁ%;;?{?{cs gd |15 | 04FERD3
Astrononmy
1-4
[ BacktoSeach [ Takeacton |
4. Add your note
5. Click Submit/Resubmit
Home > Request List > Add Mate
Add Rote to Equipsent: 18772, 18773 Instnuctions
For Mote fisl:
e SER Alowable characters: Leffers,
18772 | |Adding comment ko Equipment #1872 murhers, the "a" son (@), the
- "peund” 50 (2], perid,
18773 | |Addng commen to Equpment 218771 undirscane and fyphen.
= -2

Notes added will appear on the Equipment Record in the last column to the right.

Funding Source Type Delegate Note
Adding
Dollar, Susan comment
CIT D; Powell, to
Linda Equipment
# 18772
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Add Delegate(s) to Equipment

1. Choose Request Type Assign Delegate
2. Select the check box(es) for the Equipment
3. Click Take Action button

Home > Request List

Select Equipment Instructions
Select Equipment:
Request Type: ORetied ODonated OSold O Traded-In O Internally Transfemed O Externaly Transfered O4dd Hate (@ Assign Delegate YU may request action on up

1o 10 items an any SINGLE
1-4 page. Cicking on the <Previous
of Next link wil clear ary

[] | Asset#[v] Tag# Description Assignee | Division | Site Building Room | In Service Date Image selections you have made,
SYSTEM, Please contact Property Services
AKTAFRLC/ HIGH Barton, IBEEtlimtan}B " if o require: action on a large
10251 DO00SA072 | PERFORMANCE lqueine | CCE | Campus Igét:tﬂtz ST | ogy | paav-00 ! e of ftems,
LIQuID K _—
CHROMATOGRAPHY Audtorm
GLOVEBOX, Stol, Schlinger

10263 000058515 CE Campus | Laboratory for 02 0o-MaY-01

LABMASTER. Brian Mark

Kk Lahoratoriss

0w | ooosgese | PO ‘L’gfrtaqahe' IS5 | Campus Erw Engmg.Sd U5 | D4FERO3
v and Materials Sci
Robirson
SWITCH, Watanabs, Laboratary
O | 1773 | ooosoess | SO, e s s 5| 4R
Histronamy

1-4

[ Back toSeach ][ Takedctin |

4. Choose the preferred option from For All Assets Listed Below
5. Search for the delegate you want to assign

6. Click Apply button

Home : Request List > Assign Delegates

Manage Fquipment Delegates

Instruction: You have the right to assign delegate to the folowing equipment;

For All Assets Listed Below: |3 s New Delegate

OlRemave current Delegate
OReuIace Current Deledate with Hew

New Delegate: I:I‘)\

Tag Number Description Assighee Division Name ~ Delegates

000098313 GLOWEBCH, LABMASTER Stoltz, Brian Mark E (i, Lang

000058072 SYSTEM, AKTAFRLC/ HIGH PERFORMANCE LIQUID CHROMATOGRAPHY | Barton, Jacqueline K CCE (i, Long
1-2

PLease NoTE: If the delegate is already a user of ETS, access to the item of equipment will be
immediate. Otherwise, the delegate must wait overnight for the ETS link to appear in
access.caltech.

Equipment_Tracking_System_User_Guide_V6.docx
Last Updated: 16 February 2012 10 of 20



Equipment Tracking System — User Guide

Modify Equipment Reports

The search results in the Equipment Report may be modified in many different ways by utilizing the
options available with the Actions button.

Home > Equipment Report
Equipment Report
[_Refine Search | [ New Search ] [ Equipment Request |
e
A 6 rows(is 9] [Acoms] *+—————
E5- select Columns
(4) 76 - 90 of 438 (») :
Asset # Tag & Desci ‘? hip Div Org Name Assignee In Service Dt Inventory Dt
\( Fiter
SYSTEM, ,
NETWOR === Rows Per Page Dundas, John i &
20760 000061020 =i Ms5 Caltech i 30-JUN-2003 15-FEB-2011
PETECT! =5 Format L
"
2080 000025825 VIDEO C mss Public Events \R"'E"E" Wayne 41 6cT-1997 13-NOV-2009
ﬁ Save Report
SYSTEM, @ Reset
21179 000080272 el Mss  Caltech ‘R"’a"e" Wayne 3 sep-2003 14-JUN-2007
soFTwa (g Help
SYSTEM,
21180 000080271 E?&E\m J§ Download MSS Caltech \R"Ialler, Wayne 55 cep onn3 07-APR-2011
SOFTWARE

Select Columns: Removing and Reordering Columns

The Select Columns option enables you to choose and reorder the columns that you want to
display in your report. Select Columns opens a window in which you can:

1. Select the column(s) you would like to display or not display
a. Use the Ctrl key to select more than one column at a time

2. Use the side arrows to move the columns from Display to Do Not Display and back

3. Use the up and down arrows to change the order of the columns

Home > Equipment Report
Equipment Report

[ Refine Search | [ Mew Search | [ Equipment Request |
~

ad 6 rows[15_¥]
[ |Select Columns

Do Mot Display \ Display in Report

Image |~
{6 Tag =
[3%| Description
2 —P | Status
{| Ownershi
|| D
%2l 0rg Name
| Assignee |
| In Service Dt | bl

EDD ¢— W
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Filter on Columns

The Filter option enables you to further fine-tune your search on the specific found set. Filter

opens a window that enables you to select the column on which you want to filter, the Operator

for that search, and enter or select the details for which you want to search.

Home > Egquipment Report
Equipment Report

| Refine Search | [ Mew Search | [ Eguipment Request |
~
o~ | G Rows[15s_¥]

'-? Filter

Fiter Type (& Column O Row

Column Operator

Expression

Tag # [ |

You can also filter on a specific column by simply clicking on the column, which will open up a

drop-down that allows you to:

1. Sort on the column

2. Delete the column

3. Enter asearch phrase

4. Select the filter item from a list of values

Home > Equipment Report
Equipment Report

|RETIRED

[ Refine Search ] [ Mew Search ] [ Equipment Request ]
~n
v | | . RDWSE m
1-150f 438 (>
Image Taq & Descrlptk‘ Status Div Assign
SYSTEM, CATALYST (=] =
000058563 2000 3
NTOO0058564  CONSOLE, R1-45 ACTIVE
PENDING DOMNATED
MODLULE, ROUTE PENDING RETIRED
MIDA00=E5GS 1 cwirer PENDING 50LD «—4
PENDING TRADED-IN
000058752 FILE SERVER
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Rows Per Page

The Rows Per Page option enables you to determine how many rows are displayed on a page.
This is a great option for creating a report that will be printed out.

Equipment Report

[ Refine Search ] [ New Search ] [ Equipment Request ]
&) -
7+ | |60 rows[15 ]
— Select Columns
1-150f 438 (3 o
Image Tag # Description ‘? e In Service Dt Inwv
"¢ Fiter
SYSTEM, CATALYST
RIERaEs w00 Rows Per Page kel [
5
=4 Format 4
NT000058564  CONSOLE, RJ-45 10 \
15
™ MODULE, ROUTE H Save Report 20
e NT000DSB565 g’ p \
- 25
= 9 Reset

000058752 FILE SERVER

T 2 s 100
g P
£ L J Help
(=} f NTO00057715 COMPUTER,, NETWORK 1000 |
o SWITCHING MODULE Al
==
=—im Download {b

Format

The Format option enables you to format the report in a variety of ways.

Sort

Sort opens a window that enables you to select the columns on which you want to sort, and the
order in which the sorts occur.

14 son
Column Direction Mull Sorting

1 | Assignee V||Ascending V|| V|
2| Inventory Dt hd | | Descending |¥ || Mulls Always Last V|
3 | - Select Colurnn - v | | Ascending ¥ || Default V|
4| - Select Column - b | | Ascending |v || Default V|
5| - Select Column - v | | Ascending % || Default V|
6| - Select Column - b | | Ascending | || Default V|

Equipment_Tracking_System_User_Guide_V6.docx
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Highlight

Highlight opens a window that enables you to high
data, as dictated by you.

light both by row or column and for specific

[ Highfight
Name |Pend|ng Traded-In
Sequence
Enabled
Highlight Type

Background Color [#10D8E6 =
Text Color [#000000 [ ]

[welow] [green] [blue] [orange] [red

[velow] [green] [blue] [orange] [red

Highlight Condition
Column Operator
[ status ~|[=

Expression
~|[PENDING TRADED-IN

©  [PendngiEdsen| [

1-150f438 (3>

Image Taqg # Description Status Di

In Service Dt

Inventory Dt

MODLULE, ROUTE
SWITCH

Watanabe, Larry
L

D NT000058565 ACTIVE M55

06-JUN-2001

30-MAR-2011

Save Report

Save Report opens a window that enables you to save all of the formatting that you have just

completed for reuse in the future.

H Rename Report
Name |A.sset Report |

Description |Fnrrr|atted for printing hardcopy including phot&5|

Upon saving a list of reports will now be available each time you run an equipment search.

Home > Equipment Report

Equipment Report

o~

[__Refine search | [ New Search | [

Equipment Request |

/

/(2 | | REDDFtSl 1. Primary Report vl R0w5| 15 v| [MJ
Default
1-150f 438 (3 Private
N 1. Asset Regort = =
Image Tag # Descript Div Assignee 13
SYSTEM, CATALYST PENDING Watanabe, Larry
D 000058563 3000 TRADED-IN IMSS ¥ 06-]
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Reset

Reset opens a window to validate that you would like to restore the report to the default
settings.

O Reset
Restore report to the default settings.

Help

Help opens a new window with very detailed help on the available actions.

Download

Download opens a window that prompts you to choose the report download format.

g Download

Choose report download format:

54 m— — =
x} 355

csv HTML Ermail

PLease NoTE: Downloads, regardless of the format, DO NOT include the images that are in the
Equipment Report.

Tip: To get a printable report that includes photos, create a custom report. Set Rows Per
Page to All, and limit the number of columns to 7 (including the photo column) for portrait
or 9 columns in landscape.

If you absolutely need more columns, then use the Shrink to Fit option in the Print Preview.

J

Don’t forget to save your custom report so you can reuse it in the future!
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What Administrators Can Do in ETS

Organization Administrators (Org Admins)

Org Admins are able to maintain their organization’s Org Admin roster by:
= Adding a new Org Admin;
= Removing an Org Admin; and

= Replacing an existing Org Admin with a new Org Admin.

CALTE C H Equipment Tracking System Home Help Bt

Weloome: Dollar, Susan D I you are not Dok, Susan 0, please ik bers

Logost Al

Home > > Orp Admins.

Organizatinn Adminstrator

o o o R s
£

[ Add iow || Remove || Susmt || Carcel

PLeAsE NOTE: If the person added as Org Admin is already a user of ETS, access to the

organization’s equipment will be immediate. Otherwise, the Org Admin must wait overnight for

the ETS link to appear in access.caltech.
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Property Services Administrators (PS Admins)

PS Administrators are able to:
= Approve disposition requests
* Maintain equipment and tag images
* Maintain the roster of Org Administrators
* Maintain the roster of PS Administrators
= Maintain the roster of View Only Users

Approve Disposition Requests

Use the PS Admin Actions tab to Approve/Reject disposition requests.

CALTECH Eaquipment Tracking System IMAGE_UPLOAD Home Help Exit Logout All

Welcome: Radha Kumar If you are not Radha Kumar, please dick here

PS Admins ¥ PS Admin Actions

Equipment Search ¥ Org Admins View Only Users
Home > Approve/Reject Requests

Approve/Reject Requests
Approve Equip # Tag # Requested By Request Action App! By ion Amount Donate To New Assignee New

~| 100665 | 000065400 | Kurmer, Radha | |Retired v 4, | [os-FeB-2012 Q,
~| 100667 | DODOG6232 | Kumar, Radha | |Donated v @, | [osFEB-2012 Test Q,
v| 101665 | D0DOGE45S | Kumer, Radha | |Donated 2 Q| [osFeB-2012 Test Q
v| 120868 | 000066552 @ Kumer, Radha | |Donated > | [ |2, | [o7-FEB-2012 I || [Test ][ Ja [

120660 | 000066559  Kumer, Racha | |Donated “ | |, | [o7-ree-2012 | || [Test | 1] Ja, ||
v| 120665 | 000066555  Kurmer, Radha | |Sold v @, | [oo-FeB-2012 1234 Q,
v| 120667 | 000066553  Kurmer, Radha | |Sold v @, | [oo-FeB-2012 3445 Q,

1-7
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Maintain Equipment and Tag images

1. Search for the equipment

2. Click on the page view icon on the far left:

3. Click on Upload Image button to add a new image or replace the existing image

4. Click on Remove Image button to remove the existing image

Equipment Detail

Home > Equipment Report = Single Equipment View

[ Upload Image | [ Remove Image |

Asset # 16840
Tag # 000059259
Description SERVER, FILE
Assignee Waller, Wayne R
Division Name IMSS5
Site Campus
Building Digital Media Center
Room 100
Inventory Date 04-APR-2011
Placed In Service 25-JUL-02
Date Retired
Original Cost 6,564.28
Ownership CALTECH
Condition Code N1
Parent Tag #
GL Funding Segment 11010001
Funding Source Name CIT
Note

SERVER, FILE

Home > Egquipment Report > Single Equipment Yiew = Image Upload

Manufacturer Name APPLE
Model # ¥SERVE
Serial # XB227000L7Z0
PO # 1047685
Invoice # 1713122
Multi PTA N
PTA I75.01900-5-GB.000120
Organization Caltech
Major Category COMPUTERS
Minor Category MAINFRAME AMND SERVER
Equipment Title Title to Caltech
Expenditure Equipment-Caltech
Parent Equip #
Life In Years 10
Life In Months
Dept Code
Dept Name
Delegate List

Image Upload

Tag WNumber: 000059259

* Equipment jpeq: |C:\D0cuments and Settings\rkd[ Browse... |

* Tag jpeqg: |C:\Documents and Settings\rkd[ Browse.. |
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Org Admins View Only Users

Home > Eguipment Report > Single Equipment View
Equipment Detail

[ Upload Image ] [ Remove Image |

ficcet & 4 anufacturer Name M1 RESEARCH
Message from webpage Model # PTC-100
o Serial # 23195

PO # 1030187
Invoice # 00216
Multi PTA N

PTA BAH.57215-1-MIH.572150

Organization

9

/ Do you want to delete both equipment. and tag images?

p

Inventory Date 24-MAY-11 Major Category MACHINERY ARND EQUIPMENT
Placed In Service 02-MAR-01 Minor Category LAE AMND RELATED EQUIP
Date Retired Equipment Title Title to Caltech
Original Cost 5,228.60 Expenditure
Ownership CALTECH Parent Equip #
Condition Code M1 Life In Years 10
Parent Tag # Life In Months
GL Funding Segment Dept Code
Funding Source Name Dept Name
Note Delegate List

THERMAL CYCLER

Use the PS Admins tab to maintain the roster of PS Administrators; Use the View Only Users tab
to maintain the roster of View Only Users.

CALTECH equipment fruoking System mAGE_UFLOAD Home Help  Exit  Logout Al

Wolcome: Radha Mumar If you are nat Radha Kuma, ¢

0
O
O
O
O
O
O
O
O
O
O
O

row(s) 1 - 10 of 12 3| Hext >

[LAcd Row | [ Remove | [ Subme | [ Cancel
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Who Gets to See What?

Access to equipment data is determined at one of two levels: Equipment and Organization.

Equipment-Level Access

Equipment-level data access is provided to Assignees and Delegates.

= Assignee: The primary owner of the equipment. For equipment purchased under research
grants, the Assignee is typically the Principal Investigator of the project.

» Assignees are able to view and make requests for any equipment for which they are
the Assignee.

» Assignees are able to name delegates for equipment on which they are the Assignee.
= Delegate: Anindividual who has been delegated with responsibility for an item of equipment.

» Delegates are able to view and make requests for any equipment for which they are
a Delegate.

» Anyone with an access.caltech account may be named as a delegate for an asset.
» Eachitem of equipment may be assigned to one or more delegates.

v" While each item of equipment must have an Assignee, delegates are not required.

Organization-Level Access

Organization-level equipment data access is provided to those individuals identified as ETS Org
Admins, PS Admins or View Only Users

= QOrganization: Each item of equipment is associated with the Assignee’s primary HR
assignment organization.

» Organization-level access is given at the Division level, thus Org Admins have access to the

equipment assigned to people whose primary HR assignment is for an organization within
the division.

= QOrg Admins are able to view and make requests for all equipment assigned to their Division.

= PS Admins and View Only Users are able to view all of Caltech’s equipment.
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