W Department of General Accounting
OLD DOMINION Fixed Assets BDM Viewing Instructions

UNIVERSITY

Purpose
Capitalized assets (= $5,000) are photographed and attached to the BANNER fixed asset record to provide a visual
representation of the equipment.

To View Photo

1. Navigate to the Faculty & Staff section of ODU’s home page http://www.odu.edu/.

Community Business & Partners Alumni Media Faculty & Staff

Search ODU or start typing an office, program, major, topic

Libraries AtoZ Directories Calendars Employment myQDU

2. Choose Banner Document Management System from the right column under "myODU Login", then click BDM WEB
ACCESS LOGIN on the following page. Log in using your MIDAS ID and password.

In the event of “Invalid Password” error: Log into banner and click the BDMS - Display Document

icon & on the tool bar to synchronize password. Close banner and login to BDMS.

* Eaculty Activity System (FAS;
- e Banner Document Management
Operations . Banner Document Management (BDM) is a central database for maintaining all
ODU Knowledge Center official academic, financial and personnel records at ODU, allowing you to scan
* Einance + Banner Document Management paper documents and store the electronic content in a central location for secure
= University Travel System access. BDM is integrated with Banner and Banner Workflow, so that new

3. The Webextender main page will open. Double click Finance Fixed Assets to access the query screen.

& https://webit odu.edu
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File Edit View Favorites Tools Help
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[C)B-F-DOCS - BANNER FINANCE PURCHASING / AP
ICB-F-TVLEXP - BANNER FINANCE TRAVEL AND EXPENSE

[o]SNx-F-ASSETS - FINANCE FIXED ASSETS

4. Search for photos using the appropriate field(s). It is not necessary to fill in more than one search value field.

e To search by budget code, enter org in the Organization field and press Enter on
the keyboard. A list of all photos recorded under that “responsible” or
“custodial” org will appear. To return to the query screen, see step #8.

le  Edt View Help
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http://www.odu.edu/

e Tosearch by tag #, enter the Permanent Tag (Ptag) in the /D field and
press Enter on the keyboard or click Submit on the bottom of the form.

Query Criteria for Application 'X-F-ASSETS' Current Query: [New Query v
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5. When viewing search results, be sure to check for number of pages.
Depending on search result settings: either a list will appear, or the list is bypassed and the photo opens automatically.

If List appears: Verify P-tag number and description are correct. The number “2” shown on the far right in
the Pages field indicates multiple photos are attached. Double click the record to view picture.

Query Results for Application 'X-F-ASSETS' @ Modify Query

Document 1-1of 1
I pul ORGANIZATION SERIAL NUMBER PO NUMBER ACQUISITION DATE DESCRIPTION MAKE MODEL MANUFACTURER ROUTING STATUS ACTIVITY DATE PURGE DATE LOCATION Pages
O J 73-393978 1ALOD 24600 E2512824 11-Mar-2017 PRINTING PRESS PRINTING PRESS SP-15 VANDERCOOK 24-Jan-2018 HIXON ART STUDIO ROOM 1006-1006A 2

If Photo appears: the list will be bypassed and the photo opens automatically. Note the “Page 2 of 2” text
at the bottom of the screen indicates multiple photos are attached.
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6. Click the Next Page icon to navigate to the next page.

A= ENE =) EE——
slelelolnan®m:ije 5 -8 & - |an|no
ENO00RID|« | R[E - &&= -2~ X[E]|2e -

7. The second photo will show a different view of the asset: in this case, a clear shot of the asset's serial number and the
P-tag. Additional photos are often added to identify P-tag placement and provide additional information such as a close
up of the serial number.
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For Parts, Supplies* /‘r Information
Give this Model and’ Serial Number

MO . " Property of
|mooer - SERIAL 4600 I o Dow{ﬂ'&N UNIVERSITY

VANDERCOOK & SONS, INC. 73-393978
3601 W. Touhy Ave. Chicago, Ill. 60645

,

*Give Model and Serial Number when ordering V‘cndercook

Replacement Inking Rgllers, Die Cut Tympan Pu;)er and

Blankets. Other supplies in stock—Roller Conditioning Com-
pound, Repro Papers and Inks.

PATEI.H’ NO.2985103-JUNE 2, 1961 .

PATENT NO.2992609-JuLy 26, 1961

s Pageior2 Vesonl ol | ZoomA100% [%dp |

8. To return to the query page click the New Query icon
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** or select View, then New Query
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Additional Information

No Image Found: If the search value field is filled in for both tag number and budget code, try removing the budget code
—the asset may be recorded under an unexpected org.

ETF assets <$5,000 do not have photos attached to the BANNER record

//Ed-l View  Help
& @ A B2

Query Criteria for Application "X-F-ASSETS' Current Query: New Query
Show Index Name Search value
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Resizing the Image: To resize, use the Zoom In/Out icons, or instantly adjust using Fit to Window icon.

/File View Document Page Help ﬂ:”e Document Page HEIp \
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Navigating: To start a new query at any time, the New Query icon can be used

ile  Edt View Opbons Help
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Query Results for| X-F-AS5E75S - New Query BETS'
Document 1 - 64 of 64
0l IDa ORGANIZATION BLDG ROOM SERIAL NUMBER | PO NUMBER | ACQUIS
B J 221000640 1ALO0 UNIVERSITY GALLERY STUDIO 1336838 18-May-2
E _] 221000763 1AL00 VISUAL ARTS BLDG 128 SG41K6200K DO2643564 11-Jun-2
1° 221000783 1AL00 VILLAGE ARTS COMPLEX 2203A 4TD00212 DO263073  22-

Logout: To logout, use the Logout icon

Edit “iew Oplions Help
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Q sults for Application "X-F-ASSETS'

Document 1 - 64 of 64

I IDa ORGANIZATION BLDG ROOM SERIAL NUMBER | PO NUMBER ACQUISITION DATE DESCRIPTION
B _] 221000640 1ALO0 UNIVERSITY GALLERY STUDIO 1336838 18-May-2004 Stages, Theatre (All Types)

Please contact the Fixed Asset Accountant at 3-5022 or FixedAssets@odu.edu with any questions or concerns.
If you feel there is a discrepancy with a photo, please report it to the above email so the problem can be addressed.
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