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The Equipment Tracking System (ETS) enables
campus users to:

View details about equipment held in the Oracle Fixed
Assets module.

Generate and print equipment reports
Add notes about equipment (helps during inventory)
Add pictures of equipment

Request that Property Services update an equipment’s
record when the equipment is

* Moved from one PI's lab space to a different PI's lab space, or
moved from one building or site to another (Internal Transfer),

» Retired or disposed
* Loaned



ETS enforces rules so that users will only have
access to equipment they are authorized to see, take
action, or notified when an asset’s information is
changed, etc.

= 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.

= Organization Administrator: An individual that is
delegated with responsibility for all equipment for their
organization.



Using ETS

o At this time, Campus is not required to use ETS;
however, some users find this tool beneficial to help
them track the movement of their equipment for
Inventory purposes

e Although ETS has other features, Campus is not
required to use those features at this time.



Provide Campus Users a hands-on tutorial on how to
use the ETS to:
|. Access the application

ll. View and Export a list of equipment to which they have
access

lll. Add equipment pictures
I\VV.Add notes or a comment about a piece of equipment

V. Provide Notification (not certification or processing) of
Intent to Retire, Dispose, Transfer, or change
Information related to Equipment



Comments about Dispositions,
Retirements, and Internal Transfers

 Retirements & Dispositions
— ETS Is only a reporting tool.

— Submitting a request via the tool does not
automatically retire the asset in the system but it
starts the disposition process by notifying PS of intent
to change equipment status

— The Equipment Disposal Certification (EDC) process
must be used to retire or dispose of all equipment.



Comments about Dispositions,
Retirements, and Internal Transfers

e Internal Transfers
— Types

« From one PI to another (Intra or Inter Division)

e Change from one PTA to another (Cost Transfers)
e Change in equipment ownership

« Change in Caltech location

— Other than cost transfers, all other transfers can be
reported using ETS even when the transfers do not
Involve changes in location (Movements)

— All equipment internal transfers must flow through the
Equipment Internal Transfer process by completing the
new Equipment Internal Transfer Form



Comments about Dispositions,
Retirements, and Internal Transfers

 Equipment Internal Transfer Form

— This form is new, and it has not been finalized or
Implemented yet

— We will be asking the DA's to provide feedback on this
form before finalizing and before implementing

— In the meantime, notify PS whenever there are plans
to perform an Internal Transfer, and PS will provide
guidance and obtain the necessary information to
process the Internal Transfer of the equipment



Comments about Dispositions,
Retirements, and Internal Transfers

« Movements (change in equipment’s location)

— Report ALL movement of equipment between different
research groups, or between rooms in different
buildings or sites.

— You do not need to report movement of equipment
between labs if the labs are in the same building and
belong to the same PI research group.



Accessing the ETS

https://busine...FBBBrROjdALEw % | (5 Home | Caltech
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Join Us

Caltech Mourns the Loss
of Stephen Hawking

Stephen Hawking, the author of A Brisf History of Time and a
frequent visitor to Caltech, has passad away. He was 76.

@ |
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Accessing the ETS

G Legin x

(' ) (0 @  hitps://access.caltech.edu/auth/loginTservice=https://access.caltech.edu/home/home.s c | | QL apple cider vinegar ')| '* =) 4+ @ @ -
M

Ca"IECh access.caltech

Welcome to access.caltech Links to other applications:
Hassiianiae & Admissions Visit Scheduler @
® AdvanceCaltech @
& Application Tracking System (Taleo) @
Password * & Box @
® (Caltech Card @
[forgot your password?] & Caltech Help @
& (Caltech Ready
SignIn > | ®
® CardQuest @
& Course Management (Moodle) @
First time logging in? Click here If you need assistance, please contact the & Data Warehouse (Cognos) @
IMSS Help Desk at 626.395.3500 (M-F, from 8AM to 5PM) or email us at & Email & Calendar - Office 365 Exchange @
help@caltech.edu.
& FAMIS Read-Only @
IMPORTANT: Your browser must accept cookies to use access.caltech.
¥ FileBound Document Management @
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Accessing the ETS

(4 ||6\ apple cider vinegar -)| *lE ¥+ ® @ -

Logged in as Ernest 5. Katacha. If that is not you, please click here.

CalteCh access.caltech

access.caltech home | Manage My Password | Set Security Questions

Your Online Applications

Self Service

& AiM Customer Portal @

Submit facilities service requests

& Caltech Help QF

Submit ond track support requests for IMSS, Card Office, Procurement, and
GPS.

€ Disclose Disability Status (IE and Safari and Adobe Reader Plugin)
View and medify your disclosure disability status

& Electronic Paycheck Stub (Online Payslip)
View your electronic paycheck stub

& Electronic W2 (Online W2)
View your electronic form W2: Woge and Tax Statement

€ Gym Membership
Gym membership manogement

& My Personal Information

® © @ @ ©

:

Caltech Help

Cost Transfers

Data Warehouse (Cognos)

Email & Calendar - Office 365 Exchange
Equipment Tracking

Financial Queries

Oracle Applications

Repository for Administrative Documents and
Records (RADR)

& TechMart Purchasing

& Time Keeping (Kronos)

RN R QR

To add an applicotion to your favontes list,
click on the star to the right of the
application link.
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Accessing the ETS

G access.caltech Home

@) () @  hitps;//access.caltech.edu/home/home.s# c | | Q. apple cider vinegar -)| * | =] 4 H# @ -

View data collected by the TQFR course evaluation application

Administrative Services

® AdvanceCaltech @ 1:
The Institute's donor management database

® Application Tracking System (Taleo)
AS OF AUG. 1st: Maonage your requisitions and job postings and view
submitted applications.

® Building Space Data System
Manage data reloted to buildings and rooms at Caltech

& (Caltech Card
Check your balances for Board Funds, Copy Credits, Student Credit,
SmartCash, etc.

® Caltech Ready
Create a continuity plan to help your department be prepared for disasters

® CardQuest
Book trovel and reconcile travel and purchasing card expenses

& Conflict of Interest
Disclose interests that may conflict with Caltech duties

&
]

® Cost Transfers
Request, approve, and process Cost Transfers

® Data Warehouse (Cognos)
Campus reporting tool for administrative systems

i

€ Equipment Image Viewer

P @ @ 6 6 8 ©
3 § ! 5

X

® Equipment Tracking
Caltech's capitalized equipment inventory management
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Accessing the ETS

https://access.cattech.edu/pls/EquipTrk/f?p=106:1:16481833430496::2:: P~ac QWM $ Equipment Se... * (:C.
File Edit View Faverntes Tools Help x @Coweﬁ v [ Select
e Google @Web Slice Gallery = E Ctest Login G Home Caltech ﬁ e > 3 @ v Page~ Safety~ Tools~+ ev _@ @ %
C E I t h o engalula Home Help Exit LogoutAll
ec Equipment Tracking System
Equipment Search Org Admins View Only Users PS Admins PS Admin Actions Inventory Period
Home
SEARCH INSTRUCTIONS
Equipment Equipment Detail Location Equipment Screening: Use this
Asset Num- Description: Ownership: | CALTECH o link to ensure that the same or
ber similar piece of equipment is not
already available prior to purchase.
Tag Mumber Manufacturer: Site:
) — For assistance, please contact
Assignes: Model N::r— Building: Dy Servies.
Delegate: Serial Mum- Room:
ber:
Status: | Active C Major Catego- C
y:
Division Ab- -
bav: - Minor Catego- o
ny:
Diepartment: -
- PO Number:

In Service E <
Invoice Num-

Start

ber:
In Service
End- (Example: DD-MON-YYYY)
Inventoried: 5
Awsard Num-
ber:

Project Mum-
ber:

[“Clear (et |
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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

SEARCH
Equipment

Deleg
Statu Active L

Division Ab-
brw
Department
In Service
Start
In Service

End (Example: DD-MON-YYYY)

| Clear || Next |

[=]
[~]
[~]
[~]

[=]

[~]

=]
fim

Egquipment Detail

2 [

Location

Cmnership: CALTECH

-~
L

bl BIE
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View and Export Equipment

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

EQUIPMENT REPORT

[ Refine Search ][ New Search ][ Equipment Request |

|O~V |E|Rows 50 $ |mmv |

1-50 65
1-50 of 8251 \E‘r’

‘ | Life-  |Life-
|Siatu5 ‘Ownership iOrg Name Assignes i!n Service Dt Inventoried |inventory Dt |Retired Dt Mths ¥rs  Manufacturer
|
3 INFARED IMAGING boedies 21.SEP-
& 100865  OODDGG4DD ACTIVE CALTECH BEE Caltech Les N 24-APRAT 10 LICORING
SYSTEM ! 201
Anastasia
o HIGH PERFORMANGE Dougherty, 24 5EP- BECKMAN
| .
tooses ooopesss o ACTIVE CALTECH GCE Caltezh i wi N 04-APR-1T il | e
100867 00D0BE232  ICE GROWTHCHAMBER  ACTIVE CALTECH FPMA i thirw AN N 14-MARAT 10 FABRICATION
: Administration  Kenneth G 2011 i
MOMKEY IMAGING And 18-JUN Ok
=1 = l ndersen, & g
101685 CODDeG4ss ACTIVE CALTECH BBE Caltezh i i N 17-MARAT 10 NEUROIMAGING
SYSTEMS
| 10188 oooosmdss - ooon DevieE W ACTIVE CALTECH EAS Caltech s Wk N 28 MAR-1T 9 oAl
! =
INTEGRATED DRIVE # Changhuei 2011 RESEARCH
] 10216 OODDB4B14  MICROSCOPE, IR ACTIVE CALTECH GFS Hossman. Idniy: N 10-MAY-17 10 CONTINUUM
George R 2001
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View and Export Equipment

Buttons

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, transfers, add notes, etc. These functionalities will be

covered in the next sections.
Actions: 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.

EQUIPMENT REPORT
| Refine Search || Mew Search || Equipment Request |

|E| El Rows 50 s [ Actons~ |
1 -50 of 825

BECKMAN
COULTER INC
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Add Equipment and Tag Images

image

already exist

Search for the equipment
Click on the page view icon on the far left:
Click on Upload Image button to add a new image or replace the existing

EQUIPMENT DETAIL

Home / Eguipment Report / Single Eguipment “Wiew

Back ||

Upload Image ||

Remowve lmage

Edit Inventory Note

Asset =

Tag =

100665

000066400

s rnufscturer Mame

Model #

Description
Assignee
Division Mame
Site

Building

Room

nwentory Date
Placed In Service
Date Retired
Total Cost

Met Book Walue
Owenearship
Condition Code
Parent Tag =

GL Funding Seg-

INFARED IMAGING SYSTERM
Goentore, Lea Anastasia
2E2E

Campus

Broad Center

234

24-APR-1T

21-SEFP-11

50,334.95
14, 26157
CALTECH

a

15020002

memnt
Funding Source CIT
rame
Mote
—

Serial #
PO =

Invoice #

AT ETA

T
Organization
Major Category
Minor Categony
Equipment Title

Expenditure

FParent Equip #
Life In Wears
Life In Months

Dept Code
Dept Mams

Delegate List

k|

Click on Remove Image button to remove the existing - image only if image

LICOR INC Inwentoried

oODYSSEY MNotes
ODY-Z07TE

S1196650

151408

]

LGZ PROWV-1-ENDOW. 101240

Caltach

MACHINERY AND EQUIPMENT

LAB AND RELATED EQUIFP

Equipment-Caltech

a0

L]

Div- BEE; DEPT- BROAD CENMTER
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Add Equipment and Tag Images

5. Go to the directory where the images are saved
6. Click Upload to add the images

Do  Org Admins ~ ViewOnly Users ~ PSAdmins ~ PSAdmin Actions ~  Inventory Period

Home | Equipment Report / Single Equipment View / Image Upload

IMAGE UPLOAD

Tag Mumber. 000066400

* Equipment jpeg: Browse...

* Tag jpeg: Browse...

| Cancel || Upload




Click the Take Action Button

Equipment Request

Choose the Request Type — Retired, Donated, Sold, Trade-in,
Internally Transferred, or Externally Transferred

Select the check box for the Equipment for your request

SELECT EQUIPMENT

Request Typa:

@ Retired O Donated

O Soid O Traded-In

2 intermally Transferred ) Externally T

ransferred O Add MNote

2 Assign Delegate

1 100665
— 100668
. 100887
— 1016885
= 101666
(] 10216
1 10218
—_ 10220
— 10zz2
— 10222

oODoos8400

DOoos8449

ODOOo088232

ODOO058455

DOoo88455

OoOooS4514

ODoDooss250

OoOoos=2254

ODDoOS2256

OoOoos2262

INFARED IMAGIMNG SYSTEM

HIGH PERFORMANCE CENTRIFUGE

ICE GROWWTH CHAMBER

MOMNKEY IMAGING SYSTEM

LASER DEVICE W/ INTEGRATED DRIVE

MICTROSCOPE. IR

MICROSLICER

FREEZER, SUB ZERO

MODULE, MAGSTIM

SYSTEM, COOLING

| Back to Search

|| Take Action |

Goentoro,. Lea Anastasia

Dougherty, Dennis A

Libbrecht, Kenneth G

Andersen. Richard &

wang. Changhuei

Rossman. Georgs R

Schwarz., Johannes

Mirands. Michael (Mikea)

Shimeojo. Shinsuke (Shin}

Mirands. Michael (Mike)

=EE Campus
COoE Campus
LI XTN Campus
S5E Campus
Eas Campus
GPS Campus
BEE Campus
S5E Campus
BEE Campus
SSE Campus

hm____

Broad Center

Crallin Laboratory Chemistry

Bridge Laboratory. East. West & Annex Physic

Lind= Hall of Mathemafics and Physics

Moore Laboratory Engineering & Applied Scies

Arms Laboratory Geol. and Planet. Sciences

Kerckhoff Laboratores Biological Sciences

Beckman Institute/SBaeckman Institute Aud

Broad Center

Ferckhoff Leaboratornes Biological Sciencas
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Equipment Request

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 [ Reguest List / Retire

REQUEST RETIRE OF ASSET(S): 100665

* Retire Date | fi=]

(Example: DD-MOMN-YYY™)

Comment

| Back || Submit |




Equipment Request

E-mail Notification 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 should review the notification to verify that there are no
concerns. PropertyServices@caltech.edu.

From: PropertyServices @caltech.edu Sent: Thu 2/2/2012 10:34 AM
To: Kumar, Radha

Ca

Subject: Request for Equip Tag #NT000060217

Linda Powell has requested the following:

Requested Action: Equipment to be SOLD

Tag #: NTO00060217

Asset #: 20660

Assignee: Watanabe, Larry Y

Description: SWITHC, 12-PORT GBIC GIGABIT

Site: Campus

Location: Steele Laboratory Appl. Physics and Elect. Engrng. - Room:205
Cost: $5,430.11

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

Property Services typically completes their reviews and records these actions in Oracle within 1@ 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.
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Equipment Request

Approval of Disposition Request and Confirmation of Recording in
Oracle Fixed Asset

When the EDC process is completed, and the retirement/disposition
has been reflected in the Fixed Asset system, ALL parties authorized
access to the equipment will receive another e-mail notification
verifying that the equipment has been retired/disposed in the system.

From: PropertyServices@caltech.edu

To: Kumar, Radha

{1 =]

Subject: Request for Equip Tag #NT000058565

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 #: NTB88a858565

Asset #: 18337

Assignee: wWatanabe, Larry Y

Description: MODULE, ROUTE SWITCH

Site: Campus

Location: Steele Laboratory Appl. Physics and Elect. Engrng. - Room:23

Cost: $13,428.15

Also notified: Larry Watanabe, Linda Powell, Radha Kumar, Steve Shu, Susan Dollar, Tuyen Dang

If you have any questions about these requests, please contact Property Services at PropertyServicesi@gcaltech.edu.
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Equipment Request
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

Request Type: O Retired O Donated OSold O Tradedn O nternally Transferred 0 Externally Transferred ® Add Note O Aszign Delegate

1-1

et | Tmt | Deiphn | e | | | B [feon]| |

" 1
e
100665 000063400  INFARED IMAGING SYSTEM  Goentoro, Lea Anastasia  BBE Campus  Broad Center 221 21-5EP-11

1-1

Back to Search || Take Action
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Equipment Request

Add a Note to an Equipment Record
4. Add your note

5. Click Submit/Resubmit

Cﬂ | teCh Equipment Tracking System
Equipment Search Org Admins View Only Users PS§ Admins PS Admin Actions Inventory Period

Home / Reguest List / Add Note

ADD NQTETO E%IHIEHT: 100665

100865

| Back || Submit/Resubmit
<
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Equipment Request

Add a Note to an Equipment Record
Notes added will appear on the Equipment Record in the last column to
the right.

o engalula  Home  Help Exit Logout All

Ca‘teCh Equipment Tracking System Comments were updatedfor equipment:
EqmpmentSeurch OrgAdmins ~ ViewOnly Users ~ PSAdmins P Admin Actions  Inventory Period

|'|Uﬁ Request List / Add Note

100665

ADD NOTE TO EQUIPMENT: 100665 [NSTRUCTIONS
For Note field:
100885 numbers, the “at” sign (@), the
‘nound" sign ), penod,
- inderscore and hyphen.

| Back || SubmitRestbmit

{ ?
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Equipment Request

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

SELECT EQUIPMENT

Request Type: O Retired O Donated O Sold O Traded-n O Intemally Transfered 0 Externally Transfered O AddNote ® As sign Delegate

1-1
I T T S
S |
M 100885 000056400  INFARED IMAGING SYSTEM  Goenforo, Les Anasfasia  BBE Campus  Broad Center 231 21-5EP-11

1-1

| Backto Search || Take Action |
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Equipment Request

Add Delegate(s) to Equipment

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

6. Click Apply button

Home [ Reguest List / Assign Delegates

MANAGE EQUIPMENT DELEGATES

nstruction: Youw have the right to assign delegate to the following eqguipment:

For All Assets Listed Below: % Assign Mew Delegates
2 Remowve Current Delegate

] Replace Current Delegate with Mewr

Mew Delegata:

[a]nininialafdnlng INFARED IMAGING SYSTEM Goentoro. Lea Anastasia BBE

1-1

| cancel || apply |
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Actions

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.

EQUIPMENT REFORT

| Refine Search || Mew Search || Equipment Request |

| A~ ElRows 50 ¢ | Actonsv |

M Select Columns

1-50aF8251 ()

* Filter
sset # ipti E RowsFerPage 7 anership i Assignes !In Service D Elmrenlorie-d Inventory Dt [Retired

S | - G toro,
100865  OODDSS400 INFARED IMA G N - tccu sse Caltsch L:en N i N 24-APR-17
SYSTEM A 2 2011 5
Anastasia

[] Sawe Report

T3 Reset

HIGH PERFORMA Dougherty, 24 SEP-
100666  0ODD8S440 = ALTECH CCE Caliech N D4-APR-1T
CENTRIFUGE @) Help = AR Dennis A 2011
o Download
10067  0ODDBE23Z ICE GROWTHCHAMBER  ACTIVE CALTECH FMA i PR, AL N 14MAR-T
Administration Kenneth G 2011 -
MONKEY IMAGING Anderzan 18-JUN-
[ 55 T 1 o BB ¢ 7-MAR-1T
101665  OODDBG4EE s ACTIVE CALTECH BBE Caltech Sy i N 17-MAR-1
|01868  OoDDBR4sE oo DEVICE W ACTIVE CALTECH EAS Caltech Zethys 1000w N 28-MAR-T
INTEGRATED DRIVE = Changhuei 2041 g
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Actions

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

EQUIPMENT REPORT

| Refine Search || MNew Search | | Equipment Request |
|QV| |Go|Rc,w55.;:. = || Actons~ |
1 - 50 of 8251 (30
Select Columns >
Assignes
—
- Do Mot Diasplay Display in Report Soanto =
100585 felalalal-PolaTad bt MR = Tk Image [ = Le e
SYSTEM E2] | oot -~ == = -
[ ]| [Tapg= 1 Anssiasia
— |Description e
L=l Status |
HIEH PERFORMAME =] |ownership == Diowsgherty
U EREM e CEMTRIFUGE —- Bl S Diernis &
| =< | Trrg Mame
—  |Assignee
Im Service DOt L
Inwentorie
100667 ooooaaz3s ICE SROWTH SHARM iRy
| Henneth &
Cancel
RESMEEY IMASIMNG Andersen.
= = ] B
0186 ooooes4s s ACTIVE CALTECSH === Caltech g




Actions

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.

EQUIPMENT REPORT
[ Refine Search ][ New Search ][ Equipment Request ]
[ =+ (7]
1-500f8251 (3)

Asset#  Tag# ipti T |{Assignes In Service D Inventoried Invent

* . . o
|—:. " IMFARED IMAGING ; 1Al
il - 100665  OODDS6400 Sl Filter & | 3

Filter Type i Column O Row

HIGH PERFORMANCE i
D 1006668  0ODDAG6448 CENTRIEUGE Column Operator Expression 04-Al

Asset# v [= ~ [ ~]

L

100667 0ooogg232 ICE GROWTH CHAIIIEIEIE 14-M

MOMNKEY IMAGING

55
101685  ODDDOE455 SYSTEM
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Actions

Filter on Columns

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 a search phrase

4, Select the filter item from a list of values

EQUIPMENT REPORT

| Refine Search || Mew Search || Equipment Request |
[ Q~ | Go | Rows 50 s | Actions

1-50ofB251 ()
=

T e i = B a0 e DO 5[31.1]5 0 ; - o
100665  OODDSS400 NFARED IMAGING =7 Ep Ex =
SYSTEM —n
ACTIVE

HIGH PERFORMANCE . =
10066 D00O5440 CENTRIEUGE ACTIVE CALTECH CCE

Caliech

Caliech

Goentoro,
Les
Anastasia

Dowgherty,
Dennis A
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Actions
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 || Mew Search || Equipment Request |

[Go ) rows| 20
M SelectColumns

) o
= Filter
BEH Row=PerPags >

"-"::.';.. Format

Sk - P
1 - 50 of B251 *\.E..-"

[1 Sawe Report

Image Asset # Tag #

- ] T2 Resst .
o 5
S— oomes ODDeE400 INFARED IMAGIMNG I fﬂen‘hﬂr’u.
h SYSTEM (T Help = altec es _
Anastasia
. 5

- Dowmload

—

HIGH PERFORMAMNCE Dougherty,
100GE8 0oDO85448 CENTRIEUGE CALTECH Caltech Dennis A
FPhysics Libbracht,

100667 0oDD88232 ICE GROWTH CHAMBER CALTECH Adrministration Kenneth G
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N Actions

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 sort occur.

| Refine Search |[ Mew Search | | Equipment Request |
[So Jrows 0 | = | [Aon~ ]
E] = = Sigtus I:l

1 - 50 of 8251 @

Asset & lTag- #; Descripfion

- -
(== __‘ (] toro,
B — e e INFARED IMAGING e Foia T it Z1-SEP-
- SYSTEM Zo11
Sort 2

iq
D e oo - HIGH PES Column Oirection Mull Soctimg S4-SEP-
RER ERCREREEY CENTRIFUGE LI - Select Colunmmn — |A5.|:;E nding V| |D-Ef‘5l_l|!. b | 2011

Select Column - | [Ascending *| [Default |
Select Column - VI |A54:Encling Vl |D-Efsul; ""H'I

1008687 ooooes232 ICE GROWTH € Select Column - | [Ascending | [Default |

B I I

|_
|_
|— Select Colfummn - Vl |As.:::ending V| |D-Ef.5u|1 "“-'l
|_
|_

Select Column - VI |AscEncling Vl |D-EfELI|! VI

sl - 1016685  OODDSA455 i T ""“'% Cancel m I _:E;‘:UN'
SYSTEM

s m LASER DEVHCZE W& ang, 10— T -




Actions

Highlight opens a window that enables you highlight both the row or
column and for specific data, as dictated by you.

Highlight

EQUIPMENT REPORT
| Refine Search || New Search | | Equipment Request |

[0 )rows 0 | o |[hemone™ ]

E] [+ = Siatus |_|

1 -50 of E251 @

Asset# Tag# Description Highlight
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Actions
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.
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Upon saving, a list of reports will now be available each time you run an
equipment search.
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Actions

Reset

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

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

Future Plans for Improving ETS

Investigate the feasibility of Integrating some
automation in ETS to accommodate processing
of equipment retirements, disposals, and
transfers (EDC process and Internal Transfers)

Investigate the feasiblility of including on-line
certifications of EDC Reports

The hope is to reduce or eliminate a paper driven
process
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ETS Help

A copy of ETS user guide is available online. Click on the “Help” url
located on the upper left corner of the ETS home screen.
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Equipment Search Org Admins View Only Users PS Admins PS Admin Actions Inventory Period

Home
SEARCH INSTRUCTIONS
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Services.

Number:
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Note: The screen shots on the user guide may look
different but the process is the same.

Please contact Ernest Katacha (x-4181), Tan
Benjakalyakorn (x-2556) or Tim Winiecki (x-8192) if you
need further help.



http://finance.caltech.edu/PropertyServices

caltech.edu
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