Budget Manager Support February 2024 Public
Inventory - Approvers (ZRHR_ESTINV)

Inventory — Approve

Establishment Inventory — ZRHR _ESTINV

This guidance shows how Approvers can view the Inventory on SAP Fiori and find
and enter the write off details for pending write off items.

It is an Audit requirement that a regular review of your Inventory is carried out and
you can use the inventory report to aid this.
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Section 1 Introduction

The ZRHR_ESTINV Establishment Inventory app is the recommended electronic
inventory for schools.

e Approvers can view all inventory items on SAP Fiori.

e Only Approvers can enter write off details for items which have been marked as
pending write off by the school’s inventory inputter.

e Governors’ approval required: Approvers only enter write off details once it has
been agreed by Governors that items are to be written off.
You will need:

o Write off date of the Governors meeting.
o Minute number for write off.
o Reason for disposal
o Method of disposal
e Written off items continue to show in the Inventory.

e The full Inventory report file is available monthly from Perspective Lite.
To convert this csv file into a spreadsheet format, please contact the Budget
Manager Support team for the Spreadsheet convertor file.

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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Section 2 Mark pending write off items as written off

Only an Approver can enter the write off details, after Governor’s approval has
been given. You need the meeting minute number, meeting date, reason for
disposal and method of disposal.

e Loginto SAP Fiori
e This loads the Fiori Dashboard

e Click on the ZRHR_ESTINV app.

My Inbox Procurement Information School Approver Transactions School Reporting Transactions
School Approver Transactions

IPTG- FBOO FBVO ME23N PAZ0 PA30
WEFI/M_LIX_REL Accounting Editing O Post Parked Document Display Purchase Or... Display HR Master D... Maintain HR Master ..
Release LIV Blocked...

PTO1 PC0O0_M99_CWTR S_AHR_61016369 ZRHR_ESTINV ZSCHOOLBUD- Z_PA70_SCH
Absences for multipl... Wage type reporter Employee List Establishment Invent... GET_LOAD Unlock Employee Va...
Load Fl Budget

SBWP suU3

Business Workplace Maintain User Profile

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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e You will now be in ZRHR_ESTINV with assigned number showing in the
Organizational Unit field.

< SAP Establishment Inventory > ED1 (400) ~~

Menu - (Save as Variant...| [Get Variant...] Bt
* Organizational Unit: | | [
>

Category:

0O,

Item:
Department:
Serial Number:
Make:

Model:

Location (i.e Site):

Room:
Value: l:l
Order Number: I:I
Last PAT Test Completion Date: l:l
Pending governors WO Approval: I:I
WO Date of Governors Meeting: l:l
Minute Number for Write-off:
wngue e[ ]

e Click into the cell Pending Governors WO Approval then click on the white
search squares.

e In the pop-up window, select Yes and click on the green tick icon in the bottom
right of the screen.

Governors write off approval (1) X

> Restrictions

Appro...

4 Entries found

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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e Click Execute to run the inventory report.

Last PAT Test Completion Date:| |

Pending governors WO Approval: |

WO Date of Governors Meeting: | |

Minute Numberfor\-‘u‘rite-off:| [ = l
(o]

UNIQUE_ID: | |

Section 2.1 Find pending write off items

On screen you will see items awaiting write off and items already written off.

To find only the items awaiting write off, you filter on the Write off date of Governors
meeting column to show you only the items with no write off date in.

e Scroll across to the right to view the column heading Write-off Date of
Governors meeting.

e Click on the column heading Write-off Date of Governors meeting (this
highlights the column)

=HEE

o188

- Last PAT ...Date Pending governors write off approval I Write-off Date of Governors meeting IMinute MNu
01.04.2( Filter YES v |23.05.2019 FG/27/19).
01.04.2013 YES ~ |23.05.2019 FG/27/19/.
01.04.2013 YES ~ 123.05.2019 FG/27/19/.
01.04.2013 YES v 123.05.2019 FG/27/19/.
01.04.2013 YES ~ |23.05.2019 FG/27/19/
01.04.2013 YES ~ 123.05.2019 FG/27/19/.
01.04.2013 YES %

01.04.2013 YES “

01.04.2013 YES v | 23.05.2019 FG/27/19/
01.04.2013 YES ~ 123.05.2019 FG/27/19/
01.04.2013 YES ~ |23.05.2019 FG/27/19/.
01.04.2013 YES ~ 123.05.2019 FG/27/19/
01.04.2013 YES ~ |23.05.2019 FG/27/19/.
01.04.2013 YES v

01.04.2013 YES i

01.04.2013 YES ~ |23.05.2019 FG/27/19/
01.04.2013 YES ~ 123.05.2019 FG/27/19/.
01.04.2013 YES v |23.05.2019 FG/27/19/
01.04.2013 YES ~ 123.05.2019 FG/27/19/
01.04.2013 YES v | 23.05.2019 FG/27/19/
01.04.2013 YES ~ 123.05.2019 FG/27/19/
01.04.2013 YES ~ |23.05.2019 FG/27/19/.
01.04.2013 YES ~ 123.05.2019 FG/27/19/.
01.04.2013 YES ~ |23.05.2019 FG/27/19/.
01.04.2013 YES ~ |23.05.2019 FG/27/19/.

e Click on the Filter icon arrow, then click Set Filter

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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¢ In the next screen click on the Selection Options icon on the bottom right

Determine Values for Filter Criteria b4

Select.

Write-off Date of Governors me: | i to:

¢ In this screen, just click on the green tick.

Define Selection Options X

Write-off Date of Governors me

Sel...

o

Description

Single Value

Greater Than or Equal To
Less Than or Equal To
Greater than

Less than

Not Equal To

® AWM

[O Exclude from Selection

v |2 Delete Row [i] X

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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e The Write off date of Governors meeting filter field now shows 00.00.0000

e Click on the green tick.

Determine Values for Filter Criteria X

Select.

%J'OE’X

e All items awaiting write off details now display.

4 SAP Search and Update Establishment Inventory

Menu ~
== (v B
|:| Pending governors write off approval Write-off Date of Governor:
YES o
YES o
YES o
YES e

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
Page 7 of 22



Budget Manager Support February 2024 PUBLIC
Inventory - Approvers (ZRHR_ESTINV)

Section 2.2 Enter write off details

e With the list of items for write off on screen, scroll to the left-hand side to view
the item

4 SAP Search and Update Establishment Inventory

Menu ~
B3] ] V) o 2 0 W ) ST 1)
(] ORG UNIT BEGIN DATE END DATE Unigue ID ASSET_CATEGORY ASSET
01.04.2010 31.12.9999 00010 AUDIO VISUAL ~ OTHER (SEE GENERAL INFOR
01.04.2010 31.12.9999 00011 AUDIO VISUAL ~ OTHER (SEE GENERAL INFOR
[ ] . 01.04.2010 31.12.9999 00017 AUDIO VISUAL ~ OTHER (SEE GENERAL INFOR
] 01.04.2010 31.12.9999 00018 AUDIO VISUAL ~ OTHER (SEE GENERAL INFOR

[ ——

e Click into the grey box at the start of the first item you wish to write off to
highlight the line)

< SAP Search and Update Establishment Inventory > ED1(400) v

Menu Exit

=EE]

[J ORG UNIT  BEGIN DATE END DATE Unigue ID ASSET_CATEGORY ASSET Department Serial Number Ma
01.04.2010 31.12.9999 _00010 AUDIO VISUAL ~ OTHER (SEE GENERAL INFORMATION) NURSERY 16403 co

01.04.2010 31.12.9999 _00011 AUDIO VISUAL ~ OTHER (SEE GENERAL INFORMATION) NURSERY 14897 Wk

E 01.04.2010 31.12.9999 _00017 AUDIO VISUAL ~ OTHER (SEE GENERAL INFORMATION) NURSERY 115018 LIC
01.04.2010 31.12.9999 _0o018 AUDIO VISUAL ~ OTHER (SEE GENERAL INFORMATION) NURSERY 15259 LIc

e Scroll to the right to display the four write off columns.

E]E]I v (=14

. Write-off Date of Governors me... , Minute Number for write-off Reason for disposal Method of disposal I

g < RS

OO0 d

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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e Enter the following detail for each item you need to mark as written off.
You must enter details in each of these four fields:

I.  Write-off Date of Governors Meeting (DD.MM.YYYY format)
ii.  Minute Number for Write-Off (free text format)
lii. Reason for Disposal (free text format)
Iv. Method of Disposal (free text format)

ro... Write-off Date of Governors me... , Minute Number for write-off Reason for disposal Method of disposal

~ 31.01.2022 2021/11/14b Broken {Secure disposal

e After entering the four fields for your first item, if you have more items given write
off approval at the same Governors meeting, you may wish to use the Ctrl C
(copy) and Ctrl V (paste) option to make entry faster:

o Left click into the Write off Date field of the first item (this highlights the
date)

o Ctrl C (if you get a pop-up message “Allow access to clipboard”, click
Yes)

o Click into the same column of the next item and Ctrl V
o Repeat for all items with the same date

Write-off Date of Governors me... .| Minute Number for write-off Reason for disposal Method of
31.01.2022 2021/11/14B BROKEN SECUREL
31.01.2022
31.01.2022
31.01.2022
|31.01.2022

e Then repeat for the Minute Number for write off column.

Note: For the Reason for disposal and Method of disposal columns you may
have different detail to be entered per item.

e Once all entries have been added, click on Save

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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=IE0E]

T .. Write-off Date of Governors me... , Minute Number for write-off Reason for disposal Method of disposal

[] ~ 31012022 2021/11/14B BROKEN SECURE DISPOSAL u
|:| ~ 31.01.2022 2021/11/14B obsolete Disposal

[] ~ 31012022 2021/11/14B Broken i

O~

O~

L~

E Cancel

e A successful save message will display in the bottom left of the screen

l () Records updated successfully m Cancel

Click on the Back arrow to return to the previous screen.

SAP Search and Update Establishment Inventory

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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Section 3 View full inventory

You can view the full inventory (live items and written off items) in SAP Fiori and
download the monthly Inventory file from Perspective Lite.

To view in SAP Fiori

Click on the ZRHR_ESTINV app.

My Inbox Procurement Information School Approver Transactions School Reporting Transactions
IPTG- FBOO FBVO ME23N PA20 PA30
WFI/M_LIX_REL il Accounting Editing O Paost Parked Document Display Purchase Or. Display HR Master D.. Maintain HR Master

Release LIV Blocked... |

PT91 PCOO_M99_CWTR S_AHR_561016369 ZRHR_ESTINV ZSCHOOLBUD- Z_PA70_SCH
Absences for multipl... Wage type reporter Employee List Establishment Invent... GET_LOAD Unlock Employee Va...
Load Fl Budget

SBWP suU3

Business Workplace Maintain User Profile

e Your school’s unique Organizational Unit number will be already populated

e If you want to view all items (current, written off and pending write off) click
Execute

e If you want to view only your current items (excluding written off and pending
write off), then click into Pending governors WO approval and select No (as
shown previously), then click Execute

W

Pending governors WO Approval: | NO ||

)|

WO Date of Govermnors Meeting: | |

Minute Number for Write-off: |

O,

O,

UNIQUE_ID: | |

e You will now see a list of your Inventory items.

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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{ SAP

Menu ~

REE

Search and Update Establishment Inventory

[] ORGUNIT BEGIN DATE END DATE Unique ID
01.04.2010 23.05.2019 00001
| 01.04.2010 23.05.2019 00002
01.04.2010 23.05.2019 00003
01.04.2010 23.05.2019 00004
01.04.2010 23.05.2019 00005
01.04.2010 31.12.9999 00006
01.04.2010 31.12.9999 00007
01.04.2010 31.12.9999 00008
01.04.2010 23.05.2019 00009
01.04.2010 31.12.9999 00010
01.04.2010 31.12.9999 00011
01.04.2010 23.05.2019 00012
01.04.2010 23.05.2019 00013
01.04.2010 23.05.2019 00014
01.04.2010 23.05.2019 00015

ASSET_CATEGORY
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL

€ ¢ K¢ << <K K<<

February 2024

ASSET

OTHER
OTHER

SEE GENERAL INFORMATION
SEE GENERAL INFORMATION

OTHER (SEE GENERAL INFORMATION

OTHER
OTHER
OTHER
OTHER

OTHER

SEE GENERAL INFORMATION
SEE GENERAL INFORMATION
SEE GENERAL INFORMATION
SEE GENERAL INFORMATION

SEE GENERAL INFORMATION

OTHER (SEE GENERAL INFORMATION

OTHER
OTHER
OTHER
OTHER

{ )
{ )
( )
{ )
( )
{ )
( )
OTHER (SEE GENERAL INFORMATION)
{ )
( )
{ )
( )
{ )
( )
( )

SEE GENERAL INFORMATION
SEE GENERAL INFORMATION
SEE GENERAL INFORMATION
SEE GENERAL INFORMATION

OTHER (SEE GENERAL INFORMATION

PUBLIC

> ED1(400)~

Exit
Department Serial Nu
NURSERY DZOZUTI
NURSERY
NURSERY D200%0
NURSERY F29F40z
NURSERY
NURSERY
NURSERY
NURSERY 11501
NURSERY 11102
NURSERY 16403
NURSERY 14897
NURSERY FN6443
NURSERY
NURSERY HP32
NURSERY HP31

Section 3.1 Sort by column headings

To view a group of items, you can sort columns into alphabetical order

(ascending/descending) or you can use the Filter (see next section).

@ Cancel

e To sort by a column, click on the Column heading that you wish to sort by
(column changes colour)
e Then click on the Ascending / Descending icon

< SAP

BlE a6l

[] OrRG UNIT

BEGIN DATE
01.04.2010

I i 01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010
01.04.2010

END DATE

23.05.2019
23.05.2019
23.05.2019
23.05.2019
23.05.2019
31.12.9999
31.12.9999
31.12.9999
23.05.2019
31.12.9999
31.12.9999
23.05.2019
23.05.2019
23.05.2019
23.05.2019

Unique ID

Search and Update Establishment Inventory

ASSET_CATEGORY

IASS ET

AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL
AUDIO VISUAL

o

<< KK << <K<K

OTHER
OTHER
OTHER
OTHER (SEE GENERAL INFORMATION
OTHER (SEE GENERAL INFORMATION
OTHER (SEE GENERAL INFORMATION
OTHER (SEE GENERAL INFORMATION

(SEE GENERAL INFORMATION)
{ )
{ )
( )
{ )
( )
{ )
OTHER (SEE GENERAL INFORMATION)
{ )
{ )
( )
{ )
( )
{ )
( )

SEE GENERAL INFORMATION
SEE GENERAL INFORMATION

OTHER (SEE GENERAL INFORMATION
OTHER (SEE GENERAL INFORMATION
OTHER (SEE GENERAL INFORMATION
OTHER
OTHER
OTHER
OTHER

SEE GENERAL INFORMATION
SEE GENERAL INFORMATION
SEE GENERAL INFORMATION
SEE GENERAL INFORMATION

> ED1(400)~

Department
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY
NURSERY

Exit

Serial Nu

Dzozml

D20030
F29F402

11501
11102
16403
14897
FNE443

HP32
HP31

m Cancel

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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e The items will sort alphabetically or numerically depending on the column you
selected.

Search and Update Establishment Inventory > ED1 {400) ~
Menu ~ Exit
8|&
[] ORGUMNIT BEGINDATE  END DATE Unique ID ASSET_CATEGORY T ASSET Department Serial Nu
rTTTTTTT 01.04.2010 23.05.2019 OFFICE EQUIPMENT ~ f LAMINATOR MURSERY PZB-HMI
01.04.2010 31.12.9999 OFFICE EQUIPMENT ~ J OTHER (SEE GENERAL INFORMATION) NURSERY GU2958
01.04.2010 31.12.9999 OFFICE EQUIPMENT ~ | OTHER (SEE GENERAL INFORMATION) NURSERY
07.09.2011 31.12.9999 OFFICE EQUIPMENT ~ JLAMINATOR NURSERY CRC570
01.04.2010 23.05.2019 INFORMATION TECHNOLOGY -~ JCOMPUTER NURSERY Cw41l
01.04.2010 23.05.2019 INFORMATION TECHNOLOGY -~ J COMPUTER NURSERY CWw41B
01.04.2010 31.12.9999 INFORMATICON TECHNOLOGY ~ JOTHER (SEE GENERAL INFORMATION) OFFICE 622112-
01.04.2010 23.05.2019 INFORMATION TECHNOLOGY ~ J COMPUTER OFFICE
01.04.2010 31.12.9999 INFORMATION TECHNOLOGY ~ JCOMPUTER QOFFICE
01.04.2010 23.05.2019 INFORMATION TECHNOLOGY ~ J COMPUTER MURSERY
01.04.2010 23.05.2019 INFORMATION TECHNOLOGY ~ JCOMPUTER NURSERY
01.04.2010 23.05.2019 INFORMATION TECHNOLOGY ~ J COMPUTER OFFICE
01.04.2010 31.12.9999 INFORMATION TECHNOLOGY ~ JMONITOR NURSERY
01.04.2010 23.05.2019 INFORMATICON TECHNOLOGY ~ JMONITOR NURSERY
— 01.04.2010 23.05.2019 INFORMATION TECHNOLOGY -~ JLAPTOP NURSERY 861160C
.|

m Cancel
The small red arrow in the column heading identifies which column has been sorted

& ORGUNIT BEGIN DATE Unique ID ASSET_CATEGORY 7| ASSET

Section 3.2 Filter within the report to view a group of items.
The filter is useful to view certain types of inventory items e.g., laptops.

e Click on the column heading required (column changes colour)

kA
5"

== |

T ORGUNIT BEGINDATE  Unique ID ASSET_CATEGORY ASSET

O 01.04.2010 OFFICE EQUIPMENT ~  LAMINATOR

] 01.04.2010 OFFICE EQUIPMENT ~ QOTHER (SEE GEMERAL INFORMATION)
] 01.04.2010 OFFICE EQUIPMENT ~ OTHER (SEE GEMERAL INFORMATION)
[l 07.09.2011 OFFICE EQUIPMENT ~  LAMINATOR

O 01.04.2010 INFORMATION TECHNOLOGY -~ COMPUTER

] 01.04.2010 INFORMATION TECHNOLOGY ~- COMPUTER

e Click on the Filter icon arrow, then on Set Filter

) (4| (B~

rite off ap... Wri

vgq Delete Filter v |23,

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
Page 13 of 22



Budget Manager Support February 2024 PUBLIC
Inventory - Approvers (ZRHR_ESTINV)

In the next screen, click into the white search box

Determine Values for Filter Criteria x

Select.

ASSET: | I to: |

Click the square button of the item you wish to filter on, then click the green
tick

Restrict Value Range (1)

» Restrictions

ASSET

LAMINATOR
OTHER (SEE GENERAL INFORMATION)
COMPUTER

MONITOR

PRINTER
WHITEEQARD
TABLET

WASHING MACHINE
REFRIDGERATOR
TUMBLE DRYER

13 Entries found

QEEEE

Back in the previous screen, the item shows as selected. Click the green tick

| Determine Walues for Filter Criteria K

Select.

ASSET: | LAPTOP % L]

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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e The filtered list displays.

< SAP Search and Update Establishment Inventory

Menu ~

=& Q)= (v (=]

BV @ E

[] ORG UNIT BEGIN DATE

01.04.2010
01.04.2010
01.04.2010
01.04.2010
08.07.2011
10.04.2012
10.04.2012
10.04.2012
10.04.2012

To remove the filter

All filters and sorts clear automatically when you click Back or Exit.

END DATE

23.05.2019
31.12.9999
31.12.9999
23.05.2019
31.12.9999
23.05.2019
31.12.9999
23.05.2019
31.12.9999

Unique ID

_00050
_00051
_00058
_00059
_0oos2
_00103
_00104
_00105

00106

February 2024

ASSET_CATEGORY

INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY
INFORMATION TECHNOLOGY

can remove them whilst in the inventory by doing the following:

e Click on the column heading the filter was applied to
e Click on the Filter icon arrow then click Delete Filter

Set Fiter

E 24

| Delete Fidor |

ke 1D

PUBLIC

ASSET

~ JLAPTOP
LAPTOP
LAPTOP
LAPTOP
LAPTOP
LAPTOP
LAPTOP
LAPTOP
LAPTOP

L LK

However, you

ASSET _CATEGORY T | AssET

INFORMATION TECHNOLOGY LAPTOP
PFORMATION TECHNOLOGY LAPTOR
INFORMATION TECINOLOGY ~ LAPTOP

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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Section 3.3 Filter to view a particular group of items.

You can also filter to a group of items from the first Inventory selection screen to
view a specific category eg office equipment.

e Click on the ZRHR_ESTINV app

SAP Home v Q  SA
School Approver Transactions School Reporting Transactions Analysis Path Fra > -~
ZRHR_ESTINV ZSCHOOLBUD- Z PAT0_SCH
Establishment Invent. . GET_LOAD Unlock Employee Va...

Load FI Budget

e Your Organizational unit number is populated.
e To only see the current items (ie to exclude written off items/pending write off
items) click in the Pending governors WO approval and select No

< SAP Establishment Inventory >  EQ1(400) v
Get Variant...  More v Exit
* Organizational Unit:.| |
Category: | [ ]
Item: [ ]
Department: | [ 5]
Serial Number: | =
Make: | [
Model: | (&)
Location (i.e Site): | [ ]
2oom (o)
Value: | (2]
Order Number:[ |
Last PAT Test Completion Date:| |
Pending governors WO Approval: [NO |
WO Date of Govemors Meating: |
Minute Number for Wirite-off: | [ & ]

e Click into the field you wish to search by eg Category, then click on the white
search squares (do not click on the arrow)

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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* Organizational Unit:| 50002967

Category: | L

s (o)

e Select the item you require from the list and click on the green tick

Full Name (1)

> Restrictions

(3] (@] v

Categ... Full Mame
|_. 0001 AUDIO VISUAL I
0002 OFFICE EQUIPMENT
0003 MUSICAL
0004 INFORMATION TECHNOLOGY
0005 HOME ECONOMICS & CRAFTS
0006 SCIEMCE EQUIPMENT
0007 ANTIQUES
0008 CLEANING EQUIPMENT
0009 GARDENING
0010 TOOLS
0011 FINAMCE

13 Entries found

§@YE X

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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. The Category is now populated, press on red cross:

Multiple Selection for Category X
Select Single Values Select Ranges Exclude Single Values Exclude Ranges
S... Si &
] =
O
O
O
O
O
O
0
v & P+ @ 0w O e @B|Xx
| % |
e The Category is now populated in Establishment Inventory
4 SAP Establishment Inventory
Menu [Save as "u"ariaht...] [Get Uariant._.]
* Organizational Unit: | 123456781 =l |
Category: | AUDIO VISUAL 7 |

e Click on Execute

e All items with that description will be listed

EEHRE Y EMH (B @) (@)

™ ORG UNIT BEGIN DATE Unique ID ASSET_CATEGORY ASSET

] 01.04.2010 OFFICE EQUIPMENT LAMINATOR

] 01.04.2010 OFFICE EQUIPMENT OTHER (SEE GEMNERAL INFORMATION)
] 01.04.2010 OFFICE EQUIPMENT OTHER (SEE GEMERAL INFORMATION)
] 07.09.2011 OFFICE EQUIPMENT LAMINATOR

e If you wish, you can sort or filter on these items as shown above.

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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Section 4 Inventory Report on Perspective Lite

It is an Audit requirement that a regular review of your Inventory is carried out. You
can use an Inventory report to assist you with this.

Each month, a full Inventory item report is published to the secure area Perspective
Lite of the SchoolsNet website with the title.
(School DfE Number_SSHREstablnventory).

This report shows details of all inventory items recorded on the inventory as at the
30th of the preceding month.

You can download this file (it has a csv format). To convert this to a spreadsheet
format, the Budget Manager Support have a spreadsheet convertor file for you to
use. Please contact the team to obtain this and its instructions on usage.

Section 4.1 Inventory report from SAP Fiori

You may wish to produce an additional report on specific data eg ICT equipment for
PAT tests.

Running Inventory reports in SAP Fiori should not be used to replace the
published Perspective Lite report. The process is very resource hungry and
may slow the system considerably for other users.

To run the report:

e With only the data you want to report on displaying on screen click on the
Export icon, then click on Local File

ORG UNIT BEGIN DATE Unigue 1D PRI ! ASSET

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
Page 19 of 22



Budget Manager Support February 2024 PUBLIC
Inventory - Approvers (ZRHR_ESTINV)

¢ In the next screen, select the radio button Text with Tabs and click Continue

Save list in file... ®

In which format do you want to
be saved 7

() Unconverted

(®) Text with Tabs

() Rich text format
() HTML Format

) In the clipboard

Continue  Cancel

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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¢ In this screen:
o Give your report a name eg Inventory but you must add .XLS to the end
o Click Generate

Save File

File Name: |m

Encoding:

Replace X Generate Extend

Save File X

File Name: | inventory. XLS

Encoding: \:\

Replace X |Generate [Extend

e It will automatically save to your Downloads.
e Open this file from your Downloads.

e The Excel document wants to open - so click Yes to the file format message

Microsoft Excel >

The file format and extension of 'InventoryFeb22.XL5" don't match, The file could be corrupted or unsafe, Unless you trust its source, don't open it.

! Do you want to open it anyway?

e The Excel document opens

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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February 2024

PUBLIC

File Home Insert Page Layout Formulas Data Review View Automate Help EDRM I Commel
ﬁﬂ & Calibri Jn AN =E=Ee @ General . =0 @ @ =zt = AT p
Paste EB TR 7 ULl . AL === == o, 0 .00 Conditional Formatas Cell EE Delete ~ ’ Sort & Find & Analyze
- B I U~ R A SE=ESEE ” w- % W@ Formatting ~ Tablev Styles~ @Format” &~ Filter ~ Select + Data
Clipboard Tu Font [Fl Alignment [l Number [Fl Styles Cells Editing Analysis
Al v % || 06.02.2024 Dynamic List Display
A A B = D E F G H | 1 K L [\ N o} P (2]
1 |06.02.2024 l Dynamic List Display
2
32
4 ORG UNIT BEGIN DA’ END DATE Unigue ID ASSET_CA ASSET Departme Serial Nur Make Model Location Room Value Order NurGeneral Ir Last P2
5
] 01.04.201031.12.999¢ AUDIO VIS OTHER (SE NURSERY CREAM RECEPTION 1459 R96546  ACQUISITIOL.04.2
T 01.04.201031.12.999¢ AUDIO VIS OTHER (SE NURSERY CREAM RECEPTION 145.9 R96546  ACQUISITI0L1.04.2
8 01.04.201031.12.999¢ AUDIO VIS OTHER (SE NURSERY 11501 LIGHTS SENSOR ROOM 159 R96550  ACQUISITIOL.04.2
9 01.04.201031.12.999¢ /AUDIO VIEOTHER (SENURSERY D47317  YELLOW OUTDOOR SHED 183.95 G11111  ACQUISITIOL.04.2
10 01.04.201031.12.999¢ AUDIO VIS OTHER (SENURSERY D47318  YELLOW OUTDOOR SHED 234 G11111  ACQUISITIOL.04.2
1 01.04.201031.12.999¢ /AUDIO VIS OTHER (SENURSERY D47321  YELLOW OUTDOOR SHED 247.9 G11111  ACQUISITI01.04.2
12 01.04.201031.12.999¢ AUDIO VIS OTHER (SENURSERY D85569  YELLOW OUTDOOR SHED 317.24 G11111  ACQUISITIO1.04.2
13 01.04.201031.12.999¢ /AUDIO VI OTHER (SENURSERY N0470L WOQOD MNURSERY 499.95 G11113  ACQUISITI01.04.2
14 01.04.201031.12.999¢ AUDIO VIS OTHER (SE NURSERY WOODEN OUTSIDE GARDEN 882.56 L27009 ACQUISITIOL.04.2
15 01.04.201031.12.999¢ AUDIO VIS OTHER (SE NURSERY CREAM CAREROOM 212,77 N70905 ACQUISITIOLO4.2
16 01.04.201031.12.999¢ AUDIO VIS OTHER (SENURSERY MN4209)  CLEAR NURSERY 159.95 R31463  ACQUISITIOL.04.2
17 01.04.201031.12.999¢ AUDIO VIS OTHER (SE NURSERY SUNSHINE / RAINBO NURSERY 159.95 W29399  ACQUISITIOL.O4.2
10 N1 NA NI 31 17 ooac ATINIAAICNTUCD {CCAIIDCCDY DADV DOANRA FADC DMK o0 waaand ACOICITIAT NA T

[ Desktop
* Downloads
J‘l Music

&=/ Pictures

B Videos

To save as an Excel document, click on File.
Click Save As, then click Browse and navigate to your preferred save location.

e You can give the file a different name here but you must click on the Save as
type drop down arrow and select the relevant Excel option, ie here Excel 97-
2003 Workbook is selected

Tags:

e Click on Save
File name: | InventoryFeb22
Save as type: | Bxcel 97-2003 Workbook
Authors:  Di Gee (Corporate Ser...
[+] Save Thumbnail
# Hide Folders
[ ]

Add atag

Printing: you can now print the report from the Excel document but first ensure

the data is shown on screen how you wish eg adjusting the column width of the
columns, sorting, filtering.

When you have finished using SAP Fiori ensure you log off the system and close

out of all windows.

For assistance e-mail the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk
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