ASSET UPDATE FORM INSTRUCTIONS

1. LOGIN

a. To get started, log into your DocuSign account in the Access UH — Link at:

https://accessuh.uh.edu/login.php.

b. Enter your UH CougarNet Username and CougarNet Password as stated.
c. It will direct you to the Access UH and select the Digital Signature

DocuSign icon.

d. Enter your UH email id as stated in the example. It will direct you to the

DocuSign Template.

"IIl UMIVERSITY OF HOUSTON
Microsoft 365

Sign in

e arblat 5
UL al INELIL

J@cougarnet.uh.edu

Can't access your account?

Back

2. USING THE TEMPLATE

e Go to Templates Tab.

DocuSign eSignature Home

Page 1 of 8

Templates

Reports


https://accessuh.uh.edu/login.php
https://accessuh.uh.edu/login.php

e Go to Shared Folders and select Property Management Forms.

TEMPLATES
- My Templates
- Shared with Me
M A0 Templates
4 Favorites
B Deleted
¥ FOLDERS -+

* SHARED FOLDERS
BB Academic Affairs
BB Business and Finance

-* Property Management

» BB PS Finance Access

e Click on the USE button for using the form respectively. In this case you
will use the UHS Asset Update Form.

Property Management | Q searcn Snareg Foiver | =m

Name 5 Owner 5 PowerForms Created Date 5 Last Change v

Authorization for Off Campus Property Form(1) Usha Mathew 11772023 1A7/2023 -
Eligible for matching 11:43:04 am 11:44:01 am

UHS Off Campus Property Return Form(1) Usha Mathew 10/14/2022 10/14/2022 -
Eligible for matching 03:17:44 pm 03:17:44 pm

Designation of Department Property Custodian Form Usha Mathew 8/29/2022 9/16/2022 -
Eligible for matching 04:53:55 pm 07:20:19 am

Certification of Departmental Physical Inventory Form lUsha Mathew 8/29/2022 9/16/2022 -
Eligible for matching 04:53:46 pm 07:14:16 am

UHS Asset Update Form Usha Mathew 9/1/2022 9/16/2022 .._k -
Eligible for matching 02:22:19 pm 07:11:58 am
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e Under the Add recipient, enter the recipient’s name and email address.

e Do not delete or ignore Department Property Custodian (FROM) while
using this form.

e The initiator can delete the Department Property Custodian (TO)
depending on the transactions you select for the Asset Update.

e Itis required to fill all the details of respective individual except for
Property Management Personnel.

e Department Property Custodian for Property Management is Raymon
Matthews. Email at: Rmatthews@central.uh.edu

e College Business Administrator for Property Management is Minhthu
Pham. Email at: Mpham@central.uh.edu

This form allows the user to select different Property Management transactions. The
initiator will enter the email address for the required recipients. Reference table below
for required recipients.

Required recipients for each transaction type:

Dept College Dept College
Property Business Property Business Property
# TRAMSACTION TYPE Custodian [Administrator| Custodian |Administrator|Management
(FRON) (FRON) (TO) (TO) Approval
Signature Signature Signature Signature
Surplus-Work Order issue. Moves & Events Department to
1 pickup to Warehouse X X X x x
2 Release to IT Tech Service (Data Processing Equipment/s) X x x x x
3 Fabrication X X
4 Cannibalized/Damaged Property x x
5 Transferred to Another Departmental/State Agency x x x x x
6 Change in Building/Room/Location » »
7 Traded-In X X
B Missing Property x x
9 Stolen Property 4 4
10 Other » »

» For transaction type 1, 2 and 5. All Department Property Custodian, College
Business Administrator and Property Management signatures are required for all
transfer (TO & FROM)

» For transaction type 3, 4, 6, 7, 8, 9, and 10 only Department Property Custodian
(FROM) and College Business Administrator (FROM) are required
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> Example for Transaction Type 1, 2 and 5 for all recipients to fill out and
signatures.

DocuSign Envelops ID: SADGTAZ3- 110042050582 BA23FAETTTA

HOUSTON SYSTEM
Asset Update Form
Property Management

University of Houston
ui

Instructions on the use of Asset Update Form:

. Surplus, Trode-in, Damaged, —;mrer Move location. Loan Property. O
orm [including transfer acknowledg:

requesting ony chonges to faggabie ascts: Relea
d for the inifiation and comple

sfers require signature from both " oM 1O departments

items require Facilifies/Consiruciion Management Personnel signature to acknowiedge n
Update locations if interdepartmental fransfers result in change of location

Updiates will not be processed unless all required information. aur

Asset Update form must be completed by the departmen

ecsipt of items for auction

s and ackn s have been provided

LR

PLEASE PLACE AN X" on one of the following fransaction types: (use only one transaction type per form)

—t | surcius-Work Croerissued. Moves & Sven Changes in Bullding/Room/Location
. Release to IT Tech Services [Data Processing Equipment/s)-[Section B] Traded-in (Pleass provide documentation]

Fabrication Property-[Section C] Missing Property (Attach Form 74-194 & Questionnaire)

Cannibalized/Damaged Propery Stolen Property (Attach Form 74-194 & UH Police Reporf)

: st o another Departmeni/siate Agency

Department to pickup to warehouse-[Section A]

Ofher (attach supporfing dacuments)

]

[Section A] - SURPLUS-MOVE/TRANSFER FUNITURE AND EQUIPMENT TO SURPLUS WAREHOUSE. (Requires Environmental Health and Safety: Yes

Does the equipment require the review of Environmental Health and Safety? If Yes, please attached a Laboratory Equiprnent Safety Clearance Form for each piece of equipment with departmental
equipment information. EHS review and signature will bs obtained by Propery Management and Facilities Management
Cost Center fo be used for work-order _1234-H0159-D1234-NA

[Section B] - TRANSFER OF DATA PROCESSING EQUIFMENT (DPU's)
| certify that all confidential and security sensitive infermation, including all icensed sofiware and data files, have been removed from the data processing equipment identified.
Aftach supporting documentations

Data Removed By:
with cerfified signatures

Date of Removal Name of the Person

[Section C] - INVENTORY TAG ASSIGNMENT FOR FABRICATION

Cost Center:

Mame of Principal Investigator

ltem to be Constructed, Fabricated or - )
— Estimated Completion Cost:
Property Management Assigned

Date of Completion:

* Tag Number:
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DocuSign Envelope ID: SADGTA23-1100-4225-0562-BE23FABTTTS.

RSITYof HOUSTON SYSTEM
Asset Update Form
Property Management

University of Houston
H. ake

UH-Downtown

UH-Victoria
*The cepartment MUST reference tag number on ALL requisfions related 1o purchases for this fabncation.
Department Transfer Location Change
UH Tag # Serial # Asset Description —= FROM o
DEFARTMENT ID | DEPARTMENT ID Building Room Building Room
123456 ABCD12 DELL LAPTOP HO159 HO801 419 140 419 136

1O Department:

FROM Department:

Property Management Department Department Name: Property Management Warshouss

Department Name:

Minhthu L Pham Name of Pro, Custodian: Raymon Matthews.

(Deparmment F.operry Tustodian)

~ - X ~ College/Division Business Vichai Wengchukit
College/D n Business Administrator:  Langsion Royster Adminisirator

Name of Property Custodian:
Authorized Signature: Authorized Signature: Raponeon Haztdews
= Barment Property Custodian]

choa Do melusid ot

Authorized Signature: |

Authorized Signature: |
{College,/Division Business Adminisirator or Designee) (College/Division Business Administrator or Designee)
z 03102023 Aftachments:
Required for

Missing. Stolent,
Lost. and fransfer
£ DPU:

Property Management Approval:

signature: [ Preperty Managomend Sroup

Revised 09/01;2022

Assct Update Form
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Example for Transaction Type 3,4, 6-10, for only Department Property Custodian
and College Business Administrator to fill out and signatures.

DocuSign Envelope ID: 07543303 E847-4CAT-85F5-1 EEGAZECE2ED

RSIT HOUSTON S5YSTEM
Asset Update Form
Property Management

University of Houston
UH- Lake
UH-Downtown
UH-Victora

Instructions on the use of Asset Update Form:

1. Asset Update form must be completed by the department requesting any changes to taggable assets: Release, Surplus, Trade-in, Damaged. Transfer, Move location. Loan Property, Other ..
tis the responsibility of the department to which the asset is assigned for the inifiation and completion of fhis form (including transfer acknowledgemenis)

nterdepartmental fransfers require signature from both "FROM” and “TO" departments

Surplus items require Facilifies/Consiruciion Management Personnel signafure to acknowledge recsipt of items for auction

Update locations if interdepanmental fransfers result in change of location

Updates will not be processed unless all required information, au s and ackn = s have been provided

onpw

PLEASE PLACE AN "X on one of The following fansachion lypes: (Use only one Fansachon fype per form]

Surpius-Work Order issued. Moves & Events Department 1o pickup 1o warehouse-[Section A]
Release io IT Tech Services [Data Processing Equipment/s)-[Section B]

—F—F | rooricotion Propeny-isection C]

—}——P | cannicalizea/bamaged Properly

Transfered to ancther Department/State Agency

Change in Building/Room/Location
Traded-in [Plecss provide documentation)

Miissing Property (Aftach Form 74-194 & Questionnaire)
Stolen Property (Aftach Form 74-194 & UH Police Report)
Ciher (attlach supporiing documents)

5

ction A] - SURPLUS-MOVE/TRANSFER FUNITURE AND EQUIPMENT TO SURPLUS WAREHOUSE. (Requires Environmental Health and Safety: Yes )

Does the equipment requirs the revisw of Environmental Health and Safsty? If Yes. pleass attachsd a Labaratory Equipmesnt Safety Clearancs Form for sach pisce of squipment with departrmenital
equipment informnation. EHS review and signature will be obtained by Property Management and Facilifies Management
Cost Center 1o be used for work-order

[Section B] - TRANSFER OF DATA PROCESSING EQUIPMENT (DPU's)

| certify that all confidential and security sensitive informnation. including all icensed software and data files, have been removed from the data processing equipment identified.

Data Removed By Aftach supporfing documentafions
Date of Removak: Name of the Person e
[Section C] - INVENTORY TAG ASSIGNMENT FOR FABRICATION

Name of Principal Investigator: Cost Center:

Hem to be Constructed, Fabricated or

Assembled Estimated Completion Cost:

Property Management Assigned
* Tag Number: Date of Completion:
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DocuSign Envelope ID: 07543303 £847-4CAT-85F5-1 EESAZECERED

2 ‘of HOUSTON SYSTEM
Asset Update Form
Property Management

University of Houston
UH- Lake
UH-Downtown

UH-Victoria

*The department MUST refere hases for this Tabncation.

tog nUMBer on ALL requistions related 10 pU

Department Transfer Location Change
UH Tag # serial # Asset Description = = FROM 1o
DEPARTMENT ID DEPARTMENT ID Bullding Room Building Room
543214 ADCDED LAFTOP HO159 HO158 419 111 401 123
412436 ABCS43 COMPUTER HO159 HO158 419 111 401 125
FROM Department: TS Department:
Department Name: Porperty Management Department Name:

Raymon Matthews

Name of Property Custodian: Name of Properly Custodian:

Authorized Signature: Frgmmes (etiios Authorized Signature:
(Deparmment Froperty Cusiodian) (Deparmment Froperty Custodian)
. . . College/Division Business
: Minhthu L Ph:
College /Division Business Administrator:  Minhthu L Pham oot ot
Authorized Signature: | il & flosn Authorized Signature:
(College, Division Business Adminisirator or Designee) (College/Division Business Adminisiiator or Designes)
e 0R10/2023 Afachment:
or
Property Management Approval: P Missing, Stolent,
signature: | Propety Mawagwend Lost. u'nlc;IP':Junsler
Asset Updare Form Revised 0970172022
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Add recipients

Initiator

Name *

Email *

Department Property Custodian (FROM)

Name ~

College/Division Business Admin (FROM)

Name *

Email *

Department Property CGustodian (TO)

Gollege/Division Business Admin (TQ)

Name ~

Property Manag 1t 13}

Name ~

| Property Management Group

Email *

| Propertyacctg@uh.edu
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# NEEDS TO SIGN

# MEEDS TO SIGN

# NEEDS TO SIGN

# NEEDS TO SIGN

# NEEDS TO SIGN

# NEEDS TO SIGN

CUSTOMIZE v

CUSTOMIZE ~

CUSTOMIZE v

CUSTOMIZE v

CUSTOMIZE v

CUSTOMIZE ~



Add message

To: Initiator

Email Language =

English (1S} -~

Characters remaining: 54

Characters remaining: 2919

To: Department Property Gustodian (FROM)

Email Language =

English (US) -~

Characters remaining: 55

e When ready, Click SEND to send your form to respective individuals.

3. COMPLETING THE REQUIRED FORMS

a. The required forms needing to be completed will be emailed from
DocuSign to the initiator along with the requirement to sign the document.

b. Click on the link provided and the form will be displayed.

c. Complete the form and click finish.

4. SIGNING THE TEMPLATE

a. REVIEW THE DOCUSIGN EMAIL — Open the email and review the
message from the sender. Click REVIEW DOCUMENT to begin the
signing process.

b. AGREE TO SIGN ELECTRONICALLY - Review the consumer disclosure
and select the checkbox you agree to use Electronic Records and
Signatures. Click CONTINUE.

c. START THE SIGNING PROCESS -
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d.

e.

e Click the START tag on the left to begin the signing process. You
are taken the first field requiring action.

e Enter all the required fields.

e Click the SIGN tag. You are asked to Adopt Your Signature.

VERIFY YOUR NAME - Verify that your name and initials are correct. If
not, change them as needed.

ADOPT A SIGNATURE -
e Accept the default signature and initial style, or
e Click SELECT STYLE, and select a signature option.

SAVE YOUR SIGNATURE - Click ADOPT and SIGN to adopt and save
your signature information and return to the document.

CONFIRM SIGNING - When you finish clicking all signature tags in the
document, confirm signing by clicking FINISH.

(The form will be routed to the next signature required.)
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