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1. Personal Property System Overview

The Personal Property System (PROP) is USDA’s online database management system. PROP
integrates fiscal accounting with property accountability and provides uniform data for managing
and controlling accountable and sensitive property.

PROP also has a fleet management module/capability. This includes fleet inventory and
recording fleet use and operational costs (amount/cost of fuel, maintenance, repairs, and
accidents).

PROP interfaces with USDA’s Financial Management Systems. Based on the budget object
class code (BOC) assigned to the purchase, the Financial Management Modernization Initiative
(FMMI) system establishes a feeder record containing the financial information (purchase
document number, acquisition cost, accounting information, and acquisition date) and forwards
this information to the PROP Suspense Report. PROP users update the feeder (suspense) record
by assigning the specific asset descriptive information and assigning the AG number.

The PROP-FMMI interface records the accounting impact of depreciation, modifications,
transfers, and disposals. The FMMI-PROP interface will generate records to PROP for property-
related transactions entered directly in FMMI (using a BOC related to accountable property).

In addition to updating property to the PROP database via feeder systems, users also have the
capability to record accountable property that was not captured via one of the feeder systems.
Using the options provided in the Acquisition/Modify Menu, users can establish a property

master directly in PROP. Users should use this when user inadvertently deletes the feeder record
or when the assigned BOC on the purchase document is not an accountable property BOC.

PROP Features and Functions
e Allows users to enter, update, and query data in an online environment.
e Maintains a complete audit trail for transactions affecting the master file.
e Tracks property components.
e Tracks the location of property.
e Establishes a depreciation schedule.
e Generates accounting transaction records from online activity.
e Feeds accounting transaction records into agency accounting.
e Provides tailored reporting according to user requirements.

e Maintains records of deleted property masters until purged from the system.



e Maintains a history of maintenance and warranty data for certain types of equipment.

e Maintains a history of feeder master records.

Keyboard Orientation

Program Function keys ([PA], [PF], [F], etc.) are used to execute functions and display specific
screens in the system. The special functions of these keys in PROP are displayed at the bottom
of each screen. Note: Some PF keys may perform more than one function in PROP and may
vary depending on the menu.

PF1 - Used to display the Administrative Menu.

PF2 - Used to execute another request that is the same as the previous request.

PF3 - Used to display the Inquiry Menu.

Used to display the Transaction Menu.

Used to display additional reports at the Reports Generator Menu.

Used to display the Equipment Maintenance Menu.

PF4 - Used to add/display Notes.
Used to display the detail record from a condensed listing.
Used to display the previous Report Generator Menu screen.

Used to display the property history.

PF5 - Used to display the next record.

Used to display the next history record.

Used to modify a newly established master at the Acquisition/Modify Menu.
Used to add or update warranty information at the Acquisition/Modify

Menu.

PF6 - Used to display the previous record.



Used to repeat data without having to reenter.

PF7 - Used to add additional accounting lines to the property master.
Used also for a variety of other functions depending on the screen and are
described with screen instructions.

PF8 - Used to add the initial accounting line to the property master.

Used to query the next accounting line at the Inquiry Menu.

PF9 - Used to add additional accounting line.

Used to query the previous accounting line at the Inquiry Menu.

PF10 - Used to update the PMIS/PROP data base.

Used to display the property warranty record at the Inquiry Menu.

Used to display a condensed listing.

PF11 - Used also for a variety of other functions depending on the screen and are
described with screen instructions.

PF12 - Used to display a record when partial data is keyed in.

Used also for a variety of other functions depending on the screen and are
described with screen instructions.

Enter - Used to enter (process) data.

Esc - Used to terminate the session and will display the Enter Next Task Code
prompt.

Tab - Used to move the cursor from one field to the next.

System Access

Access security is designed to prevent unauthorized use of systems and databases.



To access PROP, you must (1) have authorized security clearance and (2) use a PC that is
connected through your telecommunication network to the mainframe computer operated by
NFC.

Users must request access through their agency’s Security Officer. Upon proper request NFC
will issue a User ID and password for accessing PROP. Note: Access to the NFC mainframe for
other systems does not mean that the user has access to the PROP application. Users must
specifically request PROP access.

ﬂ Mainframe Workspace Screen # 1 - 551 - T3139A69 - N5 /ElitePlus Display

Session Edit “iew Tool: Macro Help

| [4 2]l

FFFFFFFF CCCCCeCe
FFFFFFFF 6CCCCCCE
FF GCCOCCOCe
FFFFFFFF cCe
FFFFFFFF 6CC
FF 6CCCCCCe
CCCCCECCe

National Finance Center
0ffice of the Chief Financial Officer
United States Department of Agriculture

For Authorized Use Only

PASSWORD = MEW PASSWORD? N
{Y or N}
ENTER APPLICATION WAME = OR PRESS ENTER FOR MENU

Ready R:7 C.0z7 ID:E LU:E CAPS NUM

User ID - (required, alphanumeric field; max. of 8 pos.)

Password - (required, alphanumeric field; 8 pos.). Must contain at least one

number; at least one letter (upper case or lower case); and a special

character $, @, or #, which occurs between the first and last position. Passwords expire
approximately every 90 days.

New password - You may change your password at any time, but not more than once
daily. You cannot use the same or similar password. NFC will remove a users access for non-
use within 60 days.

After entering a valid User ID and password, the system may display the Electronic
Bulletin Board (Below) . NFC communicates special system function messages using this area.
Read the message(s) shown and press [Enter]. The CL/SuperSession screen will appear.



CPLEXB Screen E MOD2Z - RUMBA Mainframe Display - |EI |§

e Edit ‘Wiew Connection Transfer Options Tools Help

Dl @ ¥=e] o F mSEal Aoz el =l

F

_DATE: 1Z2/17-02 ELECTRONIC ACCESS EULLETIN BOARD ?9:35:32 CT
ATTENTION ALL PAYROLL.-FPERSONMEL FOCUS USERS

A FOCUS DISCREPANCY HAS EEEN DISCOVERED IN THE "SHART DATE™ USED
BEY FOCUS FOR YEAR 2000 IN THE FOCUS MASTER LISTING. THIS IS
AFFECTING aANY FOCUS REPORTS ATTEMPTING TO DBTAIN DATES USING
GROUP DATE FIELDS, E.G., SCD HGI. HFC IS5 HWORKING ON THE
RESOLUTION TO THIS SITUATION. USERS ARE ADVISED TO

COMMENT OUT{-x)THE GROUFP DATE AND INSERT THE THREE DIFFERENT
ELEMENTS THAT COMPRISE A GROUP DATE, E.G., SCD HWGI ¥R ,S5CD HGI MO,
AND SCD HWGI DA. USERS CAaM ALS0O CREATE THEIR OWMN "GROUP DATE™ BY
USING A COMCATENATION IN A DEFIHNE. HWE APOLOGIZE FOR ANY
INCONVENIENCE THIS MAY CAUSE, AND HILL ADVISE ¥OU AS SOONH AS

THE FIX IS COMPLETED.

IF ¥OU HAVE ANY QUESTIONS OR MEED ADDITIONAL ASSISTAMCE, PLEASE
CONTACT CUSTOMER SUPPORT PERSOMNEL AT 5904-255-5230 OR &00-9&1-3026.

Move the cursor to PROP, press enter. The Property Management Information System/PROP
banner screen will be displayed (See below).

= 1 FFIS - TN3270 Plus T e
Host Edit View Setup Macros Intemnet Help
T A R B & rerr [T

Actions Options Commands Features Help
CL/SUPERSESSION Main Menu

elect sessions with the ENTER key or use a " /"
lay an action ceode.
ID
BTCHFOCS5 FOCUS Batch Rptg USDA
CULPRTS P/P Reports Gen USDA
EMIS Egquipment Mgmt Info Sys
FFO3-F19 ARS FProduction i Unavailable
FOCSRPTS5 FOCUS Reporting USDA i
ISFFS Interactive Sys Prod Fclty USDA
MASC Mgmt Acctg Structure Codes Sys
PINQS Payroll Inqgy Sys IDMSOS
PRCH Purchase Order sSystem
PROP Personal Property System
PROPT PROP Training Database
TMGT Tables Management Sys

Con mnr_tod{ to FF'I‘\?JI?O nirru:rl,n qov rlﬁmi )r? J‘D'ﬂf) 109 09, ﬁJV TAGIH?"‘A MNLUIM



ﬂ Mainframe Workspace.Screen # 2 - MULTTEST - T3039D9A - NS /ElitePlus Display

Session Edit Miew Toolz Macro Help

e el N Y el o e

ROPERTY

ANAGEMENT

H T TVOOTTODD

H T

NFORMATION

W o W HHHHH

Ready F:03 C:056 ID:F LU:3a ML

g Stan | BGoupwis. | Fiainfiame...|[ @ Mainfra_ | BT Coelwor.. eyl 2 P =m g BEID®E 55150

Organizational Identifier - (required, alpha field; max. of 6 pos.) : Key in USDA, and press
[Enter].

The Administrative Menu will appear. Note: When Departmental Administration needs to
inform you of property related matters, a bulletin board message screen is automatically
displayed before the Administrative or Inquiry Menu (See Figure 5). Follow the instructions at
the bottom on the bulletin board.

FCPLEXE Screen E MOD2 - RUMBA Mainframe Display — O] =x

File Edit Wiew Connection Transfer ©Options Tools Help
e ©ffa =78 = =lEE e = m

12-17-02 FERSONAL PROFERTY SY¥STEH
BULLETIN BOARD MESSAGES

ALL AGENCIESt!'! ALL AGENCIES?t!?!!? BECAUSE OF PROBLEMS HWE ARE EXPERIENCING

HITH THE FEED OF PURCHASE DATA FROM FFIS TO PROP WE HAVE BEEHNH ADVISED BY HFC
THAT WHEN AM ITEM HAS BEEN ENTERED IN PROP FROM THE SUSFENSE REFORT BECAUSE

IT MEETS THE ACCOUNTABILITY CRITERIA WE SHOULD HOT CHAWMGE THE FOLLOMIMG DATA
ELEMENTS EVEN IF THEY ARE INCORRECT:; BUDGET OBJECT CODE, ACH DATE,

ACO AMOUNT, ACCOUNTING. WFC IS HORKING OM CORRECTIMG THE PROBLEMS

HMITH THE FEED AND MWILL HOTIFY US MHEHN THIS HAS BEEM ACCOMPLISHED. ALSO0, THE
FEEDER RECORD FOR MOTOR VEHILCES CAN TAKE UP TO 4 MONTHS TO FEED OVER FROM GSA
TO USDA. DO HOT EWMTER MOTOR VEHICLES AS "HOT IN FEEDER™ USE THE "MOTOR VEH

FROF RECEIFT SCREEN". DIRECT QUESTIOWNS TO KATHY FAY - 202-720-39779.

FOREST SERVICE USERS OHLY''!'!'! FOREST SERVICE USERS OHLY'!'!'! RECENTLY THE

FOREST SERVICE MADE CHANGES TO THE PROP SYSTEM MHICH PROHIEBITS FOREST SERVICE
USERS FROM CHANGING FINANCIAL DATA ONCE PROPERTY HAS BEEM EMTERED IN TO

THE PROF SYSTEM. QUESTIONS REGARDING THIS CHANGE OR PROBLEMS ASSOCIATED

HITH THIS CHANGE SHOULD BE DIRECTED TO JERRY CHEHAULT. wOU CAaN EHAIL

{MHICH IS FPREFERRED) HIM OR CONTACT HIM ON 703-605-5177. CONTINUE TO

CALL SCOTT BARILY OWH 703-605-4780 FOR ALL OTHER ROUTIME PROP QUESTIOHNS. ALL

* FIRST PRAGE * PF@5 = HEXT PAGE
* TO B¥FASS MESSAGES AND ACCESS FHMIS-FROF DEFRESS "FF®3" OR CLEAR TD TERHINATE

Ready Running T30r1009 OVR rura oty 1,z 9:43:59 AM



2. Administrative Menu

The Administrative Menu is PROP’s main menu and provides six options (See Figure 6). Each
of the six options provides a menu of other options used to perform a variety of tasks within the
PROP system.

1. Inquiry Menu - provides a menu of options used to query PROP data.

2. Update Or View Tables Menu - provides a menu of options used to validate certain data
fields before updating the PROP database. PROP users maintain most tables.

3. Transaction Menu - provides a menu of options used in entering, updating, and reporting
property transactions. It also is used to enter and update Accountable Officer (AQ) and Property
Management Officer (PMO) data.

4. Report Generator Menu - provides a menu of options used to generate preprogrammed
reports for property items in the PROP database.

5. Excess Property Coordinator Menu — is no longer an available option in PROP. This option
was used by the Departmental Excess Property Coordinator to control and modify assignment of
excess property. This function is now in the Agency Asset Management System (AAMS), a
subsystem of GSAXcess.

6. Equipment Maintenance Menu — Not used.

ﬂ Mainframe Workspace Screen # 1 - MULTINO1 - T3139AB4 - NS /ElitePlus Display

Seszsion Edit Wiew Toolz Macro Help
] e[ e e o S e o e e e e Al

DATE: 12-28-68 PERSOMAL PROPERTY SYSTEM CT: 18:22
ADMU ¢ ADMINISTRATIVE MENU e SNO:

SELECT OME:

. INQUIRY MENU

. UPDATE OR VIEW TABLES MENU

. TRANSACTION MENU

. REPORT GENERATOR MENU

. EXCESS PROPERTY COORDIMATOR MENU
. EQUIPHENT MAINTENANCE HMENU

ENTER SELECTION: N

* DEPRESS "ENTER" TO SEND DATA * DEPRESS "CLEAR" TO TERMINATE

il

Feady R:18 C022 ID:E LL:b4 MLk

To select an option from the Administrative Menu, key in the option number at the
“Enter Selection” prompt or key in the 4-character screen number identifier (SNO) at the



SNO field in the top right corner of the screen.
The SNO’s for the PROP Main Menu and Submenus are:
e Administrative (PROP Main Menu) ADMU
e Inquiry IQMU or ADO1
e Update or View Tables TBMU or AD02
e Transaction TRMU or ADO3
e Reports Generator RPMU or AD0O4
Note: Each PROP submenu has two identifiers, the menu screen identifier and the task screen
identifier. You can use either in the SNO field. To access an option in any of the submenus, enter

the two alpha characters identifying the submenu (i.e. 1Q for Inquiry), followed by the two-digit
option number (i.e., 01 — Property By NFC ID).

3. Inquiry Menu

B 1 FFIS - TN2270 Plus P e
Host Edit View Sctup Macros Internet Help
* 4l EE R @ B & FrFFr [0

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
IQMU **INQUIRY MENU**

PROPERTY 3. XC PROPERTY
RENTAL PROPERTY

. PROPERTY HISTORY

. DEFRECIATION

- MOTORIZED EQUIFMENT
CONDENSED L 8. MOTORIZED EQUIF. OPERATIONAL DATA
CONDENSED LIST BY CUSTODIAN . MOTORIZED EQUIF. BY LICENSE NUMBER
PROPERTY BY SERIAL NUMBER 20. FEEDER MASTER FILE
PROPERTY BY MODEL NUMBER . FEEDER ITEM
. PROPERTY BY DOCUMENT NO . FEEDER HISTORY
. PROPERTY BY PROPERTY CODE 23. ADP MANUFACTURER/MODEL CODES
. PROPERTY BY EXCESS REPORT NUMBER

1.
2.
3.
4.
L
6.
7.
8.
9.

10
11

N

*% DEPRESS "ENTER" TO SEND DATA

*PF1=ADM MENU CLEAR=TERMINATE

Copsacted to FFIS3270.nfeusda.gov port 23 00:00.063 20,20 TAGO3376 MNUM
i Siehe r \ . ‘ — = —

PROP users have a variety of options to view or search for a property record. We listed all
options. Note that we used Italics to indicate options that are no longer available or rarely used

1. Property by NFC-ID - NFC ID Number [Enter]. The details of the property item are
displayed.



2. Property by PMO - PMO Identifier [Enter]. A listing of the accountable property assigned to
the PMO is displayed.

3. Property By AO - AO Identifier [Enter]. A listing of the accountable property assigned to the
AO is displayed.

4. Property By Custodian - Custodian Identifier [Enter]. A listing of the accountable property
assigned to the custodian is displayed.

5. Condensed List By PMO - PMO Identifier [Enter]. A condensed list of accountable property
items assigned to the PMO is displayed. A maximum of seven property items appear on the
screen at a time.

6. Condensed List By AO - AO Identifier [Enter]. A condensed list of accountable property
items assigned to the AO is displayed. A maximum of seven property items appear on the screen
at a time.

7. Condensed List By Custodian - Custodian Identifier [Enter]. A condensed list of accountable
property items assigned to the custodian is displayed. A maximum of seven property items
appear on the screen at a time.

8. Property By Serial Number - Serial number [Enter]. The details of a property item are
displayed. Use [PF12] for partial serial numbers.

9. Property By Model Number - Model number [Enter]. The details of a property item are
displayed. Use [PF12] for partial model numbers.

10. Property By Document No. - Document Number [Enter]. The details of a property item are
displayed. Use [PF12] for partial document numbers.

11. Property By Property Code - Property Code [Enter]. The details of a property item are
displayed. Use [PF12] for partial property codes.

12. Property By Excess Report No. - Excess Report Number (ERN) [Enter]. The details of the
excess property item are displayed. Agencies should no longer use this option.

13. Excess Property - Displays a list of all items in excess identified by the FSC and/or state
code/condition code. . Agencies should no longer use this option.

14. Leased/Rental Property - AO Identifier [Enter]. Displays all lease or rental property items
assigned to the AO.

15. Property History - NFC ID number [Enter]. Displays the current detailed property master
with subsequent data changes, shown in reverse chronological order.



16. Depreciation - NFC ID number or Doc. Type, Doc. No., and Line No. [Enter]. Depreciation
for the corresponding property is displayed.

17. Motorized Equipment - NFC ID number [Enter]. The details of the corresponding
motorized property item are displayed.

Sample Screen Displays

Property by NFC-ID (1Q01) — Enter the NFC-ID number, displays the PROP record

B 1 FRIS - TN3270 Plus |
Host Edit View Setup Macros Internet Help
+ 4+ E BE R @ B3 & FrFFr [0

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM

**PROPERTY BY NFC ID*%*
NFC ID: AGO0002661511 DESCRIPTION: SHARP MX4101N COPIER/SCANNER/FAX AD
AO NO: NP5401001 CUSTODIAN: STATUS : COND CODE:
DOC TYPE: IAS DOCUMENT NO: S2HWP090084 LINE ITEM NO: 0001 AGENCY CODE: 03
BASIC ID: INVENTORY DATE: ACCT STATION: 0091 UNIT: 00
OBJ CLASS: 3151 ACQ DATE: 10 21 09 EX RET #:
NATL STOCK NO: 3610 SERIAL NO: 9LO06286 VAR DEP: MONTHS
ACQ AMT: $12,055.00 MODEL NO: MX-4101-N
MFG: SHARP
MISC NOTE 1:

khkkhkkhkhkhkhkhkhkhkhkhkhkhkhkhkhkdkhkdkdk®d B C C Q UNTINGG D A T A %kddddkdddddddddddddddddd
ACCOUNTING CLASS: 9015401940 ACCT AMT: $12,055.00
TREAS SYM: 1291400 DEPR . AMT : $.00 ACCUM DEP: $.00
*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING*

ddkdkddhkhkhkhkhdkddhbhbhbhddddbhbhbdddddbhbhbbddddb bbb ddddb bbb dddbbbbddddbhbbbddddbbhddddddddd
LOCATION OF PROPERTY: FIRST ADDRESS: USDA-ARS-NPA

SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300

CITY: FORT COLLINS STATE: CO ZIP: 80526

PF2=ANOTHER REQUEST PF3=INQUIRY MENU CLEAR=TERMINATE

Copsacted to FFIS3270.nfcusda.gov port 23 00:00.078 02,75 TAGO3376 NUM
et \ r v - — - -



Condensed List by AO (1Q06)- Enter the APO number, displays a list of property records

W 3 FFIS - TN3270 Plus T
Host Edit View Setup Macros Internet H0|f|
* 4+ E Em B Ed @ FrEFr [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
**CONDENSED LISTING OF PROFERTY BY RAO*%

NFC-ID NUMBER SERTAL NUMBER DOCUMENT NUMBER cosT
AGO003270234 HWO451UlETV 3KO06F110055
DESCRIPTION: APPLE Al13327 IPAD 64GB OLGA LEE ACQ : 12-07-10
AGOO002738169 AOOOQOOQOO1CE6C1lESS $179.99.
DESCRIFTION: BLACKBERRY STORM II (MCGUIRE) ACQ DATE: 02-1%-10
AGO002738179 268435458810077045 03124407141001 $92.48.
DESCRIFTION: BLACKBERRY TOUR 9630 (BLACKBURN) ACQ DATE: 07-14-10
AGO00Z2667172 6035791520701 55,555.62 .
DESCRIPTION: CONF TABLE 16'X5'X4' (ROOM 3088) ACQ DATE: 01-22-97
AGO003213383 210820404939 03081608230729 $2,429.34.
DESCRIPTION: DIGITAL CAMERA (WIGGETT) ACQ DATE: 08-23-07
AGO0QO3270373 DLXFNHCJIDJHG 82HWF110027 $729.99.
DESCRIPTION: IPADZ 3G 32GE BLACKBURN ACQ DATE: 05-12-11
AGO0OO32270372 DLXFNDNFDJHG B82HWF110027 5729.99.
DESCRIPTION: IPADZ2 3G 32GB MCGUIRE ACQ DATE: 05-12-11

*FIRST FPAGE OF RECORDS *PEFS=NEXT PAGE OF RECORDS
*TO DISPLAY ITEM DETAIL, PLAC CURSOR MNEXT TO ITEM & HIT FF-4

*PFl=ADM MENL PF2Z=ANOTHER REQUEST PFAE=INQUIRY MENU CLEAR=TERMINATE

Copsected to FFIS3270.nfcusda.gov port 23 00:00.109 06,02 TAGO3I376G MNUM
e S & r . . — - —

Property by Serial Number (1Q08) - Key in full serial number or partial number. System
displays all the records that match the serial or partial. User scrolls through the list.

" 1: FFIS - TN3270 Plus
Host Fdit View Setup Macros Intermet  Help
+ +E @ L L] Ed @ FrEFr [T

DATE: 12/26/12 PERSONAL FPROPERTY SYSTEM
**PROPERTY BY SERIAL NUMBER**
NEFC ID: AGOOO03186000 DESCRIPTION: THERMAL IMAGING CAMERA
AO NO: SC6657021 CUSTODIAN: STATUS : COND CODE:
DOC TYPE: 838 DOCUMENT NO: 40438450067 LINE ITEM NG: 0001 AGENCY CODE: 03
INVENTORY DATE : ACCT STATION: 0091 UNIT: 00
3151 ACQ DATE:
» 6760 3 D: 34! VAR DEP: MOMNTHS
$20,475.00 32 PROP CD:
ELECTROFPHYSICS
NOTE 1: MISC NOTE 2:

kbbb h bbb bbb d b bbb dd B C C O U N T I H G D A T A *dddododdodd e e e oo ode ol e ol e e e e ol ol odle e e e
ACCOUNTING CLASS: 8010000999 ACCT RAMT: $20,475.00
TREAS SYM: 1281400 DEFR.AMT : $.00 ACCUM DEP: $.00
*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING*
e de de g de e e P Y de e e e e e e e de e e e o e e T e e e e o e e e e e e o e e T e e e e o e o e e e e o e e o e o e e e e o e o e e o e o e e e e e e e e e
LOCATION OF PROPERTY: FIRST ADDRESS: COASTAL PLAINS
COND ADDRE 2611 W. LUCAS ST.
FLORENCE STATE :

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=INQUIRY MENU CLEAR=TERMINATE

Copaacted to FFIS3270nfcusda.gov port 23 00:00.390 02,75 TAGD3376 MNUM
L1 » = » 5 — = =



Property by Model Number (1Q09) — Key in full or partial model number. System displays all
the records that match the full or partial number. Scroll through the list.

B 1. FFIS - TN2270 Plus T
Host Edit View Setup Macros Internet Help
+ 4+ B L E3 & FrrFr [0

DATE: 12/26/12 PERSONAL FROFPERTY SYSTEM CT: 07:06
**PROPERTY BY MODEL NUMBER** SNO:

NFC ID: AGQ0002848348 DESCRIFTION: THERMAL CYCLER

AO NO: PW5368010 CUSTODIAN: STATUS: COND CODE:

DOC TYFE: BANK DOCUMENT NO: 03400007211203 LINE ITEM NO: 3122 AGENCY CODE: 03

BASIC ID: INVENTORY DATE: ACCT STATION: 0091 UNIT: 00

OBJ CLASS: 3122 ACQ DATE: 07 21 12

NATL STOCK NO: 6150 SERIAL NO: 621BRO7708 VAR DEF: MONTHS

ACQ AMT: $3,567.50 MODEL NO: T100 PROFP CD:

MFG: BIO-RAD

MISC NOTE 1: MISC NOTE 2:

dedededekdhkddddd kb kb dhkdkkkkhd A C C O U N T I N G D A T A v ek dedeododeode s s o de o e e e e de e e
ACCOUNTING CLASS: 2015368200 ACCT AMT: $3,567.50
TREAS SYM: 1221400 DEPR.AMT: $42.47 ACCUM DEP: $212.34
*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING*

Fhkhkhkhkhkhhdddhhbhbbddddhbbbbddddbdbbbbddddbbbb bbb dbbb b b dd bbb bbb dddbb bbb dd bbb bbb dddbbbddd
LOCATION OF PROPERTY: FIRST ADDRESS: 3793N 3600E

SECOND ADDRESS:

CITY: KIMBERLY STATE: ID ZIP: 83341

PF2=ANOTHER REQUEST PF3=INQUIRY MENU CLEAR=TERMINATE

Copsacted to FFIS3270.nfcusda.gov port 23 00:00.483 0275 TAGO3376 NUM
it ¥ = i 5 —_ = "

Property History (1Q15) — Enter the NFC-1D. System displays the current to the first property
record. Displays the PROP ID, Date, and Action.

W 4 FRIS - TN32T0 Plus e E
Host Edit View Setup Macros Intemnet Help
e BE R RE & Frrfr [0

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM CcT: 07:11
**MASTER RECORD** SNO: .

NFC ID: AGO002661911 DESC: SHARP MX4101N COPIER/SCANNER/FAX AD COND CODE:

AO NO: NF5401001 CUSTODIAN: STATUS: OBJ CLASS: 3151

DOC TYFPE: IAS DOC NO: B2HWFP0S0084 LINE ITEM NO: 0001 INVT DT:

SER NO: 9L006286 AGENCY CODE: 03 ACCT STATION: 0051 UNIT: 00

MODEL NO: MX-4101-N DATE OF ACQ: 10 21 09 ACQ AMT: $12,055.00

MANUFACTURER: SHARF VAR.DEF: MONTHS

STOCK NO: 3610 PROFP CODE:

MISC NOTE 1: MISC NOTE 2.

* k Kk k k k k k k k k * B C COUNTTIMNG DATA A * % % % % % & % % % % % *

ACCOUNT CLASS: 9015401940 ACCT AMT: $12,055.00
TREA SYM: 1251400 DEFR.AMT: $0.00 ACCUM DEP: $0.00
*THIS FROPERTY RECORD HAS ONE LINE OF ACCOUNTING#*
LOCATION OF FPROPERTY: FIRST ADDRESS: USDA-ARS-NFA
SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO ZIF: 80526 ,

*DEPRESS PF4 TO OBTAIN HISTORY INFORMATION

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=INQUIRY MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.218 02,75 TAGO3376 NUM
AT i - i i — < e

T T i _ fpe— e = - — - iy



™ 3 FFIS - TN3270 Plus e
Host Edit View Setup Macros Internet Help
AR MME S mE @ Ferr [0

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
**HISTORY RECORD** SHO
NFC ID: AGO002661911 DE SHARP MX4101N COPIER/SCANNER/FAX AD COND CODE:
AO WNO: NP5401040 CUSTODIAN: STATUS: OoBJ CLASS: 3151
IAS DOoC No: S8ZHWFOS0084 LINE ITEM NO: 0001 INVT DT:
SLO0OG6286 AGENCY CODE: 03 ACCT STATION: 0091 UNIT: 00
MX-4101-N DATE OF ACQ: 10 21 09 ACQ AMT: $12,055.00
VAR .DEF: MONTHS
PROF CODE:
MISC NOTE 1: MISC NOTE 2:

e A A W o ok N W o % % A O C O U M T ING D A T A % % % % % % % o % W % W o
ACCOUNT CLASS: 9015401940 ACCT AMT: $12,055.00
TREA SYM: 1291400 DEPR . AMT : $0.00 ACCUM DEF: §0.00
**THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING**
LOCATION OF PROPERTY: FIRST ADDRESS: USDA-ARS-NPA
SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO ZIF: 80526

*FIRST HISTORY RECORD PF4=FROPERTY MASTER PF5=NEXT HISTORY RECORD

*PF1l=ADM MENU PF2=ANOTHER REQUEST PF3=INQUIRY MENLI CLEAR=TERMINATE

Copnacted to FFIS3270.nfcusda.gov port 23 00:00.483 02,75 TAGOD3376 UM

e e = L 3 L3 L3 T T L == = = — = = = =
Displays the PROP User, Date, and Action

W 1. FFIS - TN2270 Plus o T
Host Edit View Setup Macros Internet Help

+ 4 E B L E2 & rrrre M)

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM

**HISTORY RECORD**
NFC ID: AGODO0O2661911 DESC: SHARP MX4101lN COPIER/SCANNER/FAX
RO N NP5401040 cu DIAN : STATUS :
DOC TYPE: IAS DOC NO: B82HWPOS0084 LINE ITEM NO: 0001 INVT DT:
SER NO: 9LO06286 AGENCY CODE: 03 ACCT STATION: 0091 UNIT:
MODEL MNO: MX-4101-N DATE OF ACQ: 10 21 09 CQ : $8,195.00
MANUFAC ER: SHARP 2. D : MONTHS
STOCK NO
MISC NOTE 1:

* Kk % Kk k k Kk Kk * % k ¥ A C C O UNTING DA T A * % % % % % % % % % % % %
ACCOUNT CLASS: 92015401%40 ACCT AMT: $8,195.00
TREA SYM: 1291400 DEPR .AMT : $0.00 ACCUM DEFP: $0.00
*+*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING**
LOCATION OF FPROPERTY: FIRST ADDRES USDA-ARS-NPA
SECOND ADDRES 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO F: 80526

*LAST HISTORY RECORD FPF4=FROFERTY MASTER PF6=PREVIOUS HISTORY RECORD

*PF1l=ADM MENU PF2=ANOTHER REQUEST PF3=INQUIRY MENU CLEAR=TERMINATE

Copaarted lo FRIS3270.nfcusda.gov port 23 00:00.436 02,75 TAGO3376 MNUM
o b e e = = i _ = —

The “last record” will display how the asset was added to the inventory, such as new, new not in
feeder, found, etc.



Motorized Equipment Operational Data (1Q18) — Key in the NFC-ID and few all the operational

records associated with the vehicle. System displays in order of most recent record.

B 1. FFIS - TN2270 Plus
Host Edit View Setup Macros Internet Help
+ 40 mMER LW B & FrFFe [T

DATE: 12/26/12 PERSONAL FPROPERTY SYSTEM CT: 07:21
*% MOTORIZED EQUIPMENT OPERATIONAL DATA--10/12 ** SNO: .

NFC-ID: AGQ002282349 STATUS CODE: 2
LICENSE NO: A341507 CP1201001

ODOMETER : 3,782 DAYS USED: NO. ACCIDENTS: TIRE COST:

QTS OIL: 000 STORAGE COST: $0.00 USE-RA USE-413:
INSPECT. ODOM.: 000000 INSFECT. DATE: 00 00 MILES DRIVEN:
DEFERRED EQUIF.EXP.: UNALLOC .EQUIP.EXP. :
FUEL TYPE: 1 FUEL COST: $0.00 GALLONS : 0

AGENCY COSTS-— COMMERCIAL COSTS-—
LABOR : $0.00 LABOR : $0.00
MATNT : $0.00 MATNT : $0.00
ACCIDENT: $0.00 ACCIDENT: $0.00
RECOVERED : $0.00 RECOVERED : $0.00
REPAIR/OTHER: 50. REPAIR/OTHER: $0.00

PF1=ADM . MENU PF2=ANOTHER REQUEST NQUIRY MENU CLEAR=TERMINATE

Copsar

ted to FFIS3270.nfcusda.gov port {3 = = = — : - = - 7(](.‘:(1[.‘.(]‘]4 02, 'H, TAGO. Ija".\ NUM
Motorized Equipment by License Number (1Q19) — Key in License Plate Number.
W 1: FFIS - TN3270 Plus T

Host Edit View Setup Macros Internet Help
+ 4 ErE R L A & F rFFr [T

DATE: 12/26/12 PERSONAL FROPERTY SYSTEM CT: 07:25
IQ1SA * DISFLAY BY LICENSE NUMBER - FPRIMARY DATA * SNO:

NFC-ID: AGQO002282349 ACCT.STA. : UNIT:
AGENCY CODE: 03 AO WO: CP1201001 PROGRAM : REGTON :
DOC.TYPE: 633 DOC.NO: 123K477137 LINE ITEM: 0001 FsS 2310
ACQ.DATE: 06 06 07 ACQ.SRC.CODE: 1 OBJ.CLASS: 3155

WCF ACTIVITY: STATUS: SALVAGE VALUE:

OWNERSHIP CODE: 2 STATUS CODE: 2 FOR/DOM.LOCATION: D

ENGINE TYPE: A VEH.TYPE CODE: GEO.LOC.CODE: 240100033
SERIES/MODEL: MALIBU MFG.: O002CHEVROLET

DESC.: SEDAN A341507 S.I.H.: sc DRIVE: 4X2
SER/VIN: 1GlEZSE5T7FS5T7F297243 MODEL YEAR: 07 COND . CODE :
FUEL TYPE: 1 LICENSE NO.: A341507 NO.CYLINDERS: 4

TRANS .TYPE: A £ : ZIP CODE: 20705

VAR .DEFPR. : £0.00 Q. £11,615.00
ACCOUNTING C s8¢ : $11,615.00

PF3=INQUIRY MENU CLEAR=TERMINATE

Copoacted to FFIS3270.nfcusda.gov port 23 00:00.078 02.75 TAGO3376
it e = s 5 =



Feeder History (1Q22) — Key in the acquisition document. System displays the financial data
and the NFC-ID associated with the record.

™ 3 FFIS - TN3270 Plus e
Host Edit View Setup Macros Internet Help
* A MER S Re S Ferre [T

: 12/26/12 PERSONAL PROPERTY SYSTEM
%% FEEDER MASTER RECORD #*#*

ACCT Fs ACQUISITION
AGENCY STATION UNIT AMOUNT STATUS

HQ 03 0091 oo 520475.00 OFEN

Doc DOCUMENT LINE DATE QUANTITY QUANTITY QUANTITY
TYFPE NUMBER ITEM RECEIVED FECEIVED UFPDATED OUTSTANDING

838 404384500867 0001 10/26/05 1 1 [¢]

ACCOUNTING DATA AMOUNT AMOUNT AFPLIED TREASURY SYMBOL
8010000559 $20475.00 $20475.00 1281400
THIS FEEDER MASTER HAS ONE LINE OF ACCOUNTING

NFC ID ASSOCTIATED WITH THIS FEEDER ITEM = AG0003186000

PF2=ANOTHER REQUEST PF3=INQ MENL CLEAR=TERMINATE

Copsacted to FFIS3270.nfcusda.gov port 23 00:00.109 0275 TAGD3376 MNUM
e St = r s = — = —

4. Tables Menu

Update or View Tables Menu is option 2 on the Administrative Menu. This option is used to
validate certain data fields prior to updating the PROP database. The PROP users maintain
tables 1 and 2. The PROP user does not maintain table 5, Federal Supply Class Table and should
not use this option.

Each agency designates Property Management Officers (PMQO) and Accountable Officers (AO.
The agency grants these individuals with authority over the property owned and/or controlled by
the agency.

PMO - Has management authority at the agency level. They are responsible for the
development and implementation of agency policies, procedures, and standards consistent with
departmental regulations, for the effective utilization, accountability, control, and disposition of
agency property.

AO - Accounts for property assigned to their organizational area of responsibility, i.e.,
management official.



ﬂ Mainframe Workspace.Screen # 1 - MULTINO1 - T3139AB4 - N5 /ElitePlus Dizplay

Session Edit “iew Tools Macro Help
[l e e P e e e R S IR .

DATE: 12-285-00 PERSOMAL PROPERTY SYSTEM CT: 18:28
TBMU * UPDATE OR VIEW TABLES MENU = SNO:

. ACCOUNTABLE OFFICER TABLE

. PMO CODE TABLE

. CUSTODIAN TABLE

. PMO RESPONSIBILITY TABLE {MATCHES PMO WITH AGENCY, ACCT STA, & UNIT)
. FEDERAL SUPPLY CLASS TABLE

|
= DEPRESS “ENTER" TO SEND DATA

PF1=ADM MENU ] CLEAR=TERMINATE

Ready R:20 C:029 ID:E LU:b4 CAPS MUK

The Accountable Officer and the Property Management Officer allow the
user to establish a new number or code, change, delete, or display an existing master record.

PMO Code Table (Reserved for HQ or BSC)

Adding a New PMO Record

Select Option 2 from the Update Or View Tables Menu Press [Enter]. The PMO Code Table
prompt screen is displayed. Complete the required fields.



ﬂ Mainframe Workspace Screen #f 1 - MULTIND1 - T3139AB4 - NS5 /E litePlus Display

Session Edit “iew Toolzs Macra Help
[0 of|msles| &[5l [ 2] ba ] w2 o | R s | o] =] | 2
INTE: 12-28-08 PERSONAL PROPERTY SYSTEM CT:

* UPDATE OR VIEW TABLES = SNO:

TABLE NAME: PMO CODE TABLE
TABLE KEY:

ACTION CODE: _

ADD A NEW RECORD

CHANGE AN EXTSTING RECORD
DELETE AN EXISTING RECORD
DISPLAY AN EXISTING RECORD

A
C
D
BLANK

*LNTER PMO CODE IN TABLE KEY»

13:29

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TABLE MENU CLEAR=TERMINATE

Ready R:01 C:002 ID:E LU:b4

a. Table Key - Leave blank for the add action.
b. Action Code - (required) Key in .A. for add. [Enter]

MLk

ﬂ Mainframe Workspace.Screen #t 2 - TESTMULT - T3039D9A - NS/ElitePluz Dizplay

Session Edit “iew Toolz Macro Help
2 ] o] (4 D]l ] sl 15|
DATE: 12-28-08 PERSONAL PROPERTY SYSTEM HE

PMO CODE:
PHMO NAME:
PMO ADDRESS:

PHO COUNTRY:
PMO TELEPHONE : TELEX NO.:

» DEPRESS "ENTER" TO SEND DATA

3

Ready R:05C:019 1D:F LU:9a

The PMO Code Update or View Table screen is displayed. Complete the required fields.

13:45
* UPDATE OR VIEW TABLES = SHNO:

PF1=HENU PF2=ENTER ANOTHER REQUEST PF3=TABLE MENU CLEAR=TERMINATE

MLUIM



a. PMO Code - (required, alphanumeric field, 2 pos.). Key in the two position code.

b. PMO Name - (required, alphanumeric field; max. of 41 pos.). Key in the PMQO’s last name (17
pos.) [Tab], first name (12 pos.) [Tab], and (optional) middle name or initial [Tab].

c. PMO Address - (required, alphanumeric field, 101 pos.). Key in the PMQO’s street or
P.O. Box. An entry is required only on the first address line [Tab]. Key in city, state, and zip
code [Enter]. Press PF2 to return to the PMO Code Update or View Table screen.

Note: PMO Country only needs to be entered if other than USA, PMO Telephone number should
always be entered, and enter the Fax number in the Telex field.

Changing an Existing PMO Record

At the PMO Code Update or View Table prompt screen , complete the required
fields.

a. Table Key - (required) Key in the PMO code of the record to be changed.[Tab]

b. Action Code - (required) Key in .C. to change an existing record [Enter]. The PMO Code
change screen will appear.

ﬂ Mainframe Workspace. Screen #f 2 - TESTMULT - T3039D9A - N5 /ElitePlus Display

Sesgion Edit “iew Toolz Macro Help
e el O et e 2 S e el e T G S ]

DATE: 12-25-60 PERSONAL PROPERTY SYSTEM CT: 15:42
= UPDATE OR VIEW TABLES = SNO:

PHMO CODE: 18]
PMO NAME: SPRACK
PMO ADDRESS: 123_ANY_STREET

NEW_ORLEANS LA 70117
PMO COUNTRY:

PMO TELEPHOME: TELEX NO. :
» DEPRESS “ENTER" TO SEND DATA

PF1=MENU PFr2=ENTER ANOTHER REQUEST Pr3=TABLE MENU CLEAR=TERMINATE

Feady R:07 C:019 D:F LU:S9a MLk



Key in the new data (i.e., remove the PMO’s middle name and add a telephone number). Press
[Enter] to update the record. Press PF2 to return to PMO Code Table screen.

All fields may be changed with the exception of the PMO code.
Displaying an Existing PMO Record

At the PMO Code Update or View Table prompt screen, key in the PMO code (required entry)
to display the existing PMO record. Press [Enter]. The Action Code field is left blank for this
action.

A screen similar to Figure 10 is displayed. To display another PMO record, press [PF2]
and repeat the process.

L Mainframe Workspace.Screen # 2 - MULTTEST - T3139A11 - NS/ElitePlus Display
Session Edit Wiew Tools Macro Help

e = e O I W e 2 S e o e = e R A A e

DATE: 12-29-60 PERSONAL PROPERTY SYSTEM CT: 13:11
*x UPDATE OR VIEW TABLES x= SNO:

TABLE WAME: PMO CODE TABLE

TABLE KEY: Wl

ACTION CODE: _

ADD A NEW RECORD

CHANGE AN EXISTIMG RECORD

DELETE AN EXISTING RECORD

A
C
D
K = DISPLAY AN EXISTING RECORD

=ENTER PHMO CODE IN TABLE KEY=

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TABLE MENU CLEAR=TERHMINATE
28 A
Ready [Rio7Co18 | IoF Lo [caPs [ [NUM

Deleting an Existing PMO Record

At the PMO Code Update or View Tables prompt screen (Figure 8), complete the required
fields.

a. Table Key - (required) Key in the PMO code of the record to be deleted. [Tab]

b. Action Code - (required) Key in .D. to delete an existing record [Enter]. The PMO
Code table will appear.



Carefully view the screen to ensure this is the correct PMO record to be deleted. If this is the
record to be deleted, press [PF4] and the message Record Successfully Deleted is displayed at
the bottom of the screen. Press [PF3] to return to the Tables Menu.

Note: If the PMO code has property assigned to it, the system will not allow you to delete

the PMO record. When [PF4] is pressed, the message Record Cannot Be Deleted While PMO
Has Property On Master File is displayed at the bottom of the screen.

AO Records

Adding A New AO Record

Select Option 1 from the Update or View Tables Menu (Figure 7). The Accountable Officer
Table will appear.

L Mainframe Workspace.Screen # 2 - TESTMULT - T3139A11 - NS/ElitePlus Display
Session Edit “iew Tools Macro Help

o ol I e e R S e o e s e I I N
DATE: 12-29-00 PERSONAL PROPERTY SYSTEM
= UPDATE OR VIEW TABLES =

TABLE MAME: ACCOUNTABLE OFFICER TABLE
TABLE KEY:
ACTION CODE: A

ADD A NEW RECORD

CHANGE AN EXISTING RECORD
DELETE AN EXISTING RECORD
D

A
C
D
K ISPLAY AN EXISTING RECORD

BLAN

=ENTER A0 NUMBER IN TABLE KEY=

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TABLE MENU CLEAR=TERMINATE
5B A

Ready [RozCovs | ID:F LU CAPS MM

a. Table Key - Leave blank for the add action.
b. Action Code - (required) Key in .A. for add. [Enter]



ﬂ Mainframe Workspace.Screen # 2 - TESTHMULT - T3139A11 - NS /ElitePlus Display
Seszion Edit “iew Tool: Macro Help

) e el 9 o e o e o 0 I8 M o4

DATE: 12-29-60 PERSONAL PROPERTY SYSTEM CT: 11:60
= UPDATE OR VIEW TABLES » SNO:

A0 NUMBER: | | AGEMCY GODE: __

A0 NAME:
A0 ADDRESS:

A0 COUNTRY :
A0 TELEPHOME: ___ TELEX NO.:

= DEPRESS "ENTER" TO SEND DATA

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TABLE MENU CLEAR=TERHMINATE
Bl a

Ready R:05 C:018 ID:F LU:11 CAPS ML

The AO Update or View Tables add screen is displayed. Complete the required fields.

a. AO Number - (required, alphanumeric field, max. 14 pos.). Key in the unique AO Number.
Note: The first two positions must correlate to the 2-position PMO code.

b. Agency Code - (required) Key in the agency code of the Accountable Officer.

c. AO Name - (required) Key in the AO’s last name (17 pos.) [Tab], first name
(12 pos.) [Tab], and (optional) middle name or initial [Tab].

d. AO Address - (required) Key in the AQ’s street address or P.O. Box. An entry is required only
on the first address line [Tab]. Key in city, state and zip code [Enter].

Note: AO Country only needs to be entered if other than USA, AO Telephone number should
always be entered, and enter the Fax number Telex No. field.

Changing An Existing AO Record
At the Accountable Officer Table prompt screen, complete the required fields.
a. Table Key - (required) Key in the AO Number of the record to be changed [Tab].

b. Action Code - (required) Key in .C. to change an existing record [Enter]. The AO change
screen is displayed.



[ Mainframe Workspace Screen #t 2 - MULTTEST - T3139A11 - NS/ElitePlus Display

Seszion Edit “iew Toolz Macro Help
0 el P 0 S e 22 ) [t o O B 1 M 4

DATE: 12-29-88 PERSONAL PROPERTY SYSTEM CT: 12:46
= UPDATE OR VIEW TABLES = SHO:

AD0 MUMBER: Ww3ee08162 AGENCY CODE: 39
AD MAME : BLUE ,  LITTLE BOY
AD ADDRESS: 111_MEADOW_LANE

COWS_IM THE CORM LA 7604y
AD COUNTRY:

A0 TELEPHOME: __ TELEX NO.:

> DEPRESS "ENTER" TO SEND DATA

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TABLE MENU CLEAR=TERMINATE
A
Feady F:05 C.053 DF  [LO:T CAPS MR

Key in the new data, press [Enter] to update record. All fields may be changed with the
exception of the AO code.

Displaying An Existing AO Record

At the Accountable Officer Table prompt screen, key in the AO Number (required). Press
[Enter]. The Action Code field is left blank for this action.

ﬂ Mainframe Workspace. Screen #f 2 - MULTTEST - T3139A11 - NS/ElitePlus Display

Session Edit Miew Tools Macro Help

e il o Y e 2 - e e ) e o S IS o

DATE: 12-29-88 PERSONAL PROPERTY SYSTEM CT: 13:51
* UPDATE OR VIEW TABLES == SNO:

TABLE NAME: ACCOUNTABLE OFFICER TABLE

TABLE KEY: ww300001020

ACTION CODE: _

ADD A NEW RECORD

CHANGE AN EXISTING RECORD

Dl

D

ELETE AN EXISTING RECORD
TSPLAY AN EXISTING RECORD

ATOOD

=ENTER AO0 NUMBER IM TRBLE KEY=

1=ADM MENU PF2=ANOTHER REQUEST PF3=TABLE MENU CLEAR=TERMINATE

Ready R:07 C:026 ID:F L1 MLIR



Deleting An Existing AO Record
At the Accountable Officer Table prompt screen, complete the required fields.
a. Table Key - (required) Key in the AO number of the record to be deleted [Tab].

b. Action Code - (required) Key in .D. to delete an existing record [Enter]. The AO Number
Table will appear.

ﬂ Mainframe Workspace.Screen #t 1 - MULTTEST - T3039DB1 - M5 /ElitePlus Display

Session Edit Wiew Tools Macro Help
e N e e B e ] 2 e A . 21

DATE: B81-84-81 PERSONAL PROPERTY SYSTEM CT: 17:14
= UPDATE OR YIEW TABLES = SNO:

A0 NUMBER: Ww3a6e6161 AGENCY CODE: $@
A0 NAME: HERD . WOODEN NECK-N
A0 ADDRESS: 323 HICKORY LANE

NEW ORLEANS LA 70116
A0 COUNTRY:

A0 TELEPHOWE: 584 222 2222 TELEX MO.: 584-333-3333

oo T DELETE PRESS PF—4 KEY xoooeo

PF1=ADH MENU PF2=ANOTHER REQUEST PF3=TABLE MEMU CLEAR=TERMINATE

Bl

Ready R:05 C:053 ID:E LU:b1 ML

(Figure 16)

Carefully view the screen to ensure this is the correct AO record to be deleted. If this is the
record to be deleted, press [PF4] and the message Record Successfully Deleted is displayed at
the bottom of the screen. Press [PF3] to return to the Tables Menu.

Note: If the AO number has property assigned to it, the system will not allow you to delete the
AO record. When [PF4] is pressed, the message Record Cannot Be Deleted While AO Has
Property On Master File is displayed at the bottom of the screen.



5. Transaction Menu

The Transaction Menu is option 3 on the Administrative Menu. This menu is used for data entry,
updating, and reporting of property transactions and AO and PMO information in the PROP
database.

B 1 FFIS - TN3270 Plus (T

Host Edit View Setup Macros Internet Help
+ 4 E B @ & FFFr [T

DATE: 12/26/12 PERSONAL FROFERTY SYSTEM
TRMU * TRANSACTION MENU *

ACQUISITIONS / MODIFICATIONS MENU
TRANSFERS MENU

REPORTING CHANGE OF STATUS MENU
DELETIONS MENU

AO INVENTORY UFDATE

FMO INVENTORY UFDATE

MASS ACCOUNTABLE OFFICER CHANGE

1.
3.
4.
5.
6.
7.

*% DEPRESS "ENTER" AFTER ENTERING SELECTION CODE ABOVE.

PF-1 = ADMINISTRATIVE MENU CLEAR = TERMINATE PROCESSING

e 53270 scla. 2:00.4 5 3l 6
Coy <_luir!<>IT]. ?I?l.’]uluru <|!<|<w|p<>|| ?? 700(1[‘0?8 04, 0\ Tf\t'mj?\ MUM |

2 g ¥ — — — - = -

1. Acquisitions / Modifications Menu - A menu of options used to establish/modify property
masters.

2. Transfers Menu - A list of options used to transfer property items within or into the PROP
database.

3. Reporting Change Of Status Menu - A list of options used to change the status of property
items.

4. Deletions Menu - A list of options used to delete property items from the PROP database.

5. AO Inventory Update - Used to record the date of the most recent physical inventory for an
accountable officer.

6. PMO Inventory Update - Used to record the date of the most recent physical inventory for a
property management officer.

7. Mass Accountable Officer Change - Used to make a mass transfer of property between
accountable officers.



6. Acquisition/Modify Menu

The Acquisition/Modification Menu (Option 1 from the Transaction Menu) provides options to
establish/modify property masters in the PROP database.

W 4 FRIS - TN32T0 Plus e
Host Edit View Setup Macros Intemnet Help

t 4 B BEB & Frrrr (T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
ACMU ACQUISITION/MODIFY MENU

NEW ACQUISITION . MODIFY PROPERTY MASTER

NEW ACQ. NOT IN FEEDER . CHANGE LEASE DATA

FOUND . MODIFY FEEDER QUANTITY

ACQUIRED FROM EXCESS . MISCELLANEOUS PROFERTY ITEMS
CONSTRUCTION . REACTIVATE PROPERTY MASTER
DONATION . NEW ACQUISITION MOTORIZED EQUIFMENT
CONVERSION . INPUT MOTORIZED EQUIF.OPER.DATA

1.
2.
3.
4.
5.
6.
7.

. LORNED (Fs,PARCC,NIFR ONLY)

. LEASED

. EXPENDABLE (FS,PACC,NIFA ONLY)

*% DEPRESS "ENTER" AFTER ENTERING SELECTION CODE ABOVE

PF-1=ADMN MENU PF-2=MAIN TRANSACTION MENU CLEAR=TERMINATE PROCESSING

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.078 18,21 TAGO3376 NUM
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1. New Acquisition (ACO01) - Used to complete the required fields in the property master file for
those items captured via the feeder systems. Use this option for equipment and vehicles.

2. New ACQ. Not In Feeder (AC02) - Used to establish a property master file for equipment
not captured by the feeder systems or to re-capture a new acquisition that was inadvertently
listed under a non-property budget object class code and the error was discovered within the
same fiscal year as the procurement document. Do not use this option to update property items
where the feeder systems have not yet created a suspense record. Do not use this option for
adding vehicles.

3. Found (ACO03) - Used to record accountable items in the PROP database that have been
physically found and must be added to the inventory. (If you know the purchase document, you
can use AC02)Document type--—FNDI. 36

4. Acquired From Excess (ACO04) - Used to record accountable items in the PROP database that
have been acquired as excess from a source outside USDA and must be added to the inventory.
System assigns the Document type as “ACQ”.



5. Construction (ACO05) - Used to record accountable items in the PROP database that have
been acquired via construction and must be added to the inventory. System assigns the
Document type--—CON.

6. Donation (ACO06) - Used to record accountable items in the PROP database that have been
acquired through a donation and must be added to the inventory. System assigns the Document
type--—DON.

7. Conversion - Used by an agency initially entering into PROP to convert its established
accountable property into the PROP database. This option is not to be used at any other time
without notifying and obtaining assistance from COD personnel. System assigns the Document
type--—CONYV.

8. Property Receipt - This option has been disabled. It was used to establish a master file in
PROP for those items that have been procured, but the receipt of that property has not been
entered into the feeder system.

9. Loaned - Used only by FS and NIFA to record accountable items in PROP that are on loan to
non-Federal recipients through USDA special legislative authority . System assigns the
Document type-- —LND .

10. Leased (AC7)- Used to record accountable items in PROP that the Agency has acquired on a
leased basis. System assigns the Document type--—LEAS.

11. Expendable - Used only by FS, and NIFA to record expendable items in the PROP data base
that are on loan to non-Federal recipients. Expendable items are those property items that when
applied to use are consumed, lose their identity, or become a component part of other property.
Data keyed in on this screen is used to produce the annual report, Excess Personal Property
Furnished To Non Federal Recipients. System assigns the Document type--—EXP.

12. Modify Property Master (AC12) - Used to modify an existing property master record and
transfer accountability for property within the same agency.

13. Change Lease Data (AC13)- This option is used to modify existing lease data established in
the master files.

14. Modify Feeder Quantity (AC14) - Used to modify the quantity received that is currently
shown in the feeder system record.

15. Miscellaneous Property Items Used to record non-accountable property items in bulk
quantity in the PROP database (this option is rarely used).

16. Reactivate Property Master (AC16) - Used to reactivate a property record that has been
previously placed in an inactive status. Note: All property masters cannot be reactivated.
Property master disposal records for items erroneously keyed in PROP, i.e., duplicates, non-
accountable items, etc., may be removed from the history files one year after being deleted from



PROP. This includes all property records with a D66 disposal code (Remove Property Item). All
other property master disposal records may be removed three years after they have been deleted
from the inventory.

17. New Acquisition. Motorized Equip. (AC17) - Used to add motor vehicles and aircraft to
the PROP database that were not entered through the feeder systems. To establish a property
master record for motorized equipment/vehicles/aircraft, the New Acquisition Motorized
Equipment option is the only option that will accept Budget Object Classification Code 3111,
3113 or 3155, which identifies items as vehicles or aircraft.

18. Input Motorized Equip.Oper.Data (AC18) - Used to add a new operational data record,
change an existing operational data record, modify existing vehicle inspection data, or delete an
existing operational data record. 38

19. P.O. Receipt for Motorized Equipment - This option has been disabled. It was used to
establish a master file in PROP for motorized equipment items that have been procured, but the
receipt of that property has not been entered into the feeder system.

New Acquisition (Equipment) (AC01)

Select Option 1 on the Acquisition/Modify Menu (Figure 28) [Enter]. The New Acquisition
prompt screen is displayed.

W 3 RIS - TN3270 Plus T
Host Edit View Setup Macros Internet Help
T4 EOR Ba@ E3 & FrFF i

DATE: 12/26/12 PERSONAL PROPERTY SY¥STEM
ACO01 *kkk* NEW ACQUISITION ***&k

DOC TYFPE: |

DOCUMENT MNO:

LINE ITEM NO:

** DEFRESS "ENTER" TO SEND DATA

PFZ2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copoactos d to FFIS3270.nfcusda.gov port 23 00:00.094 08.38 TAG03429 MUM
it L = el = = =

a. Document Type - (alphanumeric field, max. 4 pos.) Key in the type of procurement document
used to obtain the property item as shown on the procurement document or Suspense.

b. Document No. - (alphanumeric field, max. 16 pos.) Key in the number of the procurement
document as shown on the procurement document or Suspense.



c. Line Item No. - (numeric field; max. 4 pos.) Key in the line item number of the property item
as shown on the procurement document or Suspense. Press [Enter].

The New Acquisition feeder record screen is displayed. System displays the financial fields.
PROP user updates description information, assigns the APO number and NFC-1D number.

ﬂ Mainframe Workspace Screen # 2 - MULTTEST - T3039D7C - NS/ElitePlus Dizplay

Session Edit “iew Tools Macro Help
B el e P P T - R e e

DATE: 81/09/81 PERSONAL PROPERTY SYSTEM CT: 15:46
ACa1 ook NEW ACQUISTTION sxsexx SNO:

DOC TYPE: 838 DOCUMENT NO: 43130880833 LINE TTEM NO: eeal
FEEDER BATCH: B180NB60717  FEEDER QTY: 0066600 QTY. UPDATED: 0800666
OBJECT CLASS: 3118 DATE OF ACQUISITION: 68 681 88 AGENCY CODE: 3@
NATL STOCK NO: ACCT,STATION: 6081 UWIT: @0

ACQUISITION AMOUNT : $16.20

AGCOUNT . CLASS: 8024404018163 VARIABLE DEP: ___  MONTHS

TREASURY SYMBOL: 1283568 ACCOUNTING AMT: $16.20
weoooosooooeoss THIS FEEDER RECORD HAS ONE LINE OF ACCOUNTING seooeccoooasooso

A0 NO: SER NO: MODEL :
DESCRIPTION: PROP GODE :
MANUFACTURER: CUSTODIAN:
COND CODE: __ MISC NOTE 1: MISC NOTE 2:
NFC ID: BASIC ID (IF COMPOMENT}:
LOCATION {(OPTIOMALY FIRST ADDRESS:

SECOND ADDRESS:

CITY: STATE: _ ZIP:

=PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Ready R:07 C:017 1D:F LU:Fe MU
To establish the property master record, key in required data fields shown below.

e National Stock Number (4 digit Federal Supply Class)
e AONO

e Serial No

e Model

e Description

e Manufacturer

e Custodian (if appropriate)

e NFC-ID

e Location Address.

Press [Enter] to update the PROP Database.

PROP Users are responsible for correcting inaccurate BOCs after updating
the asset to the inventory. Use AC12 Modify Property Master.



New Acquisition (Vehicle) (AC01)
a. NFC ID - System generated for all USDA agencies except NRCS, FS and ARS.
b. AO Number - Key in the accountable officer number.

d. Federal Supply Class (FSC) -.Key in numeric field, 4 pos, such as 230 or 2320 ) The FSC is
the first four positions of the National Stock Number.

e. Ownership Code - Key in 3 — Agency Owned.
f. Status Code - Key in 2 Active) to establish the current status of the vehicle.
(Refer to the PROP Procedures Manual for additional codes, descriptions and agency specific

entries).

g. For/Dom.Location - Key in D (for Domestic) or F (for Foreign) if the motorized equipment is
located in a foreign country.

h. Engine Type - This field identifies the type of engine as it relates to the fuel that is used in the
vehicle. Code Descriptions are:

A - Gasoline Dedicated F - Electric

B - CNG Dedicated G - LPG Bi-Fuel

C - CNG Bi-Fuel H - LPG Dedicated
D - E-85 Flex Fuel | - LNG

E - Methanol Flex Fuel J - Diesel Dedicated

i. Geo. Loc. Code - Key in the 9-digit geographic location code indicating the state/city/county
codes where the equipment is located. Verification of these codes maybe made by ordering the
worldwide Geographic Location Codes published by GSA. Refer to
http://www.gsa.gov/portal/content/102761

J. Series/Model Key in the vehicle model and/or series name. Should correspond to the
information on Certification of Origin.

k. Mfg. Key in the manufacturer of the motorized equipment. (Common used codes are: 001-
Ford, 002-Chevy, 003-Plymouth, 004-Dodge, 005-Pontiac, 007-International Harvester, 010-
GMC, 016-Jeep, 166-Honda, 371-Toyota, 432-Chrysler. (Refer to Appendix K in the PROP
Procedures Manual for additional Manufacturer codes).

I. Description — max 40 pos.) Key in the description of the vehicle.

m. Standard Item Number (SIN) - (required, alphanumeric field, max 6 pos.) The SIN is the
Federal standard used by the Government when ordering motor vehicles from GSA.

n. Ser/Vin Number - Key in the 17 position unique vehicle identification number of the vehicle.



0. Model Year — (2 pos) Key in the calendar year in which the motorized equipment was
manufactured i.e., key in 12 for 2012.

p. Fuel Type - 1 pos.) Key in the code identifying the type of fuel used in the motorized
equipment. Example:

1 Gasoline 5-Other (Used to identify a Hybrid vehicle)
2 Diesel 8-E85

*Fuel Type must match Engine Type* (Refer to the PROP Procedures Manual for additional
codes and fuel types).

g. License Number - Key in the license plate number assigned to the vehicle.
r. No. Cylinders - Key in 4, 6, 8, etc. corresponding to the number of cylinders in thevehicle.
s. Tran Type - Key in A (automatic), M (manual), indicating the transmission type.

t. Zip Code — Key in the zip code for the garaged location of the vehicle.

New Acquisition Not In Feeder (Equipment) (AC02)

Select Option 2 on the Acquisition/Modify Menu [Enter]. The New Acquisition (Not In Feeder)
screen is displayed. Use this option to update assets that were acquired with a non-accountable
BOC or if the user inadvertently deleted the suspense record. Do not use this option for items
pending appearing on Suspense.



ﬂ Mainframe Workspace Screen # 2 - TESTMULT - T3039D7C - NS/ElitePluz Dizplay

Session Edit “iew Tools Macro Help
[l e e P e e e R S A .

DATE: 81/09/81 PERSONAL PROPERTY SYSTEM CT: 16:32
ACo2 =<NEW ACQUISITION {NOT IN FEEDER}s<x SNO:

A0 NO: DESCRIPTION:

MODEL NO: MANUFACTURER:

DOC TYPE: ____  DOCUMENT NO: LINE TTEM NO: ____ COND CD: __
NATL STOCK MO: AGENCY CODE: __ ACCT.STATION: ___  UNIT: _
OBJECT CLASS: ___  DATE OF ACQ: _ __ __ NEW OBJ CLASS: __
SERTAL NO: NFC-ID: CUSTODIAN:

MISC NOTE 1: MISC NOTE 2:

BASIC ID {(IF COMPOMENT}: PROPERTY CODE:
TOTAL-ACQUISITION AMOUNT: $.00 VAR DEP: __

AGCOUNTING CLASS: AMT

LOCATION OF PROPERTY: FIRST ADDRESS:
SECOMD ADDRESS:
CITY: STATE: __ ZIP: :

»DEPRESS "ENTER" TO ENTER DATA *"PF18"=T0 UPDATE PROPERTY MASTER
=PF1=ADM MENU PF2=NEW REQUEST PF6=REPEAT DATA PF3=TRANS HMENU  CLEAR=TERM

Ready R:04 C:009 1D:F LU:Fe MU

a. AO Number - Key in the accountable officer number.

b. Description — (max. 35 pos.) Description of the property item.

c. Model No. — (max. 17 pos.) Key in the model number.

d. Manufacturer - (max 35 pos.) Key in the name of the manufacturer of the property item.

e. Document Type - Key in the type of procurement document used to obtain the property item
as shown on the procurement document or Suspense.

f. Document No. - Key in the number of the procurement document as shown on the
procurement document or Suspense.

g. Natl Stock Number - Key in the National Stock Number for the property item. The first four
positions keyed in must correlate with an established Federal Supply Class Code. i. Agency
Code - (2 pos.) Key in 03.

h. Object Class - Key in the original 4-digit object class code used to acquire the property (This
may be a non-accountable BOC such as 3140 of 2640, etc or accountable BOC)

i. Date Of Acquisition Key in the original date the Federal Government acquired the property
item.



J. New Object Class —Key in the correct 4-digit object class code that should be assigned to the
property item.

k. NFC-ID - Key in the AG number.

I. NFC ID - Key in the AG number. (Note: This field is system generated for all other USDA
agencies except ARS, FS, and NRCS).

m. Custodian — (max 11 pos). May be room number or employee name, if appropriate.

n. Accounting Class - Key in the accounting classification code for the property item.

Note: To add more than one accounting line to the property master record, press [Enter] or press
[PF10] to update the accounting classification lines in the system. The Total Acquisition Amount
field displays the cumulative amount of the accounting lines and a blank accounting line is
displayed for the next accounting classification to be keyed in. After [PF10] is press, if additional
accounting lines are to be entered, press [PF7].

0. Amt - Key in the amount applicable to the accounting classification code. For every
accounting classification line keyed in, you must key in an amount.

p. Location — Key in the address where property is located.

Press [Enter]. If data passes system edits, the message PF10 To Update Property Master is
displayed at the bottom of the screen.



New Not in Feeder (Vehicle) (AC17)

Use AC17 New Motorized Equipment

ﬂ Mainframe Workspace.Screen # 1 - 551 - T3139A07 - N5 /ElitePlus Display

Session Edit “iew Tools Macro Help

2 sl les] 5[ [ z sl s[5 [

DATE: 81/62/602 PERSONAL PROPERTY SYSTEM CT: 14:29
Acet NEW ACQUISITION FOR MOTORIZED EQUIPMENT-PRIMARY DATA  SNO:
FEEDER QUANTITY: 6006081 QUANTITY USED: 6086008
NFC-ID: O ACCT.STA.: 8879 UNIT: 68
AGENCY CODE: 34 A0 NO: PROGRAM: ___ REGION: __
DOC.TYPE: 838 DOC.NO: 487D89843 LINE ITEM: @881 FSC: ___
ACQ.DATE: B85 286 93 ACQ.SRC.CODE: 1 0BJ.CLASS: 3111

OWNERSHIP CODE: _ STATUS CODE: _ FOR/DOM.LOCATION: _

ENGINE TYPE: _ VEH.TYPE CODE: ___ GEO.LOC.CODE :

SERIES/MODEL : HFG. :

DESC. : S.I.N: DRIVE: ___
SER/VIN: MODEL YEAR: __ COND.CODE: __
FUEL TYPE: _ LTICENSE NO. : NO.CYLINDERS: __

TRANS. TYPE: __ TRANS.SPEED: __ ZIP CODE:

VAR.DEPR.: ___  HMONTHS ACQ.COST:  $17,401.00
ACCOUNTING CLASS: 8763185648 AMOUNT : $17.401 .00
mxxxxnxxnxxnxxx THIS FEEDER RECORD HAS ONE LINE OF ACCOUNTING wswssaxamnxmnxann

="ENTER" TO ENTER DATA AND UPDATE MASTER
PFB1=ADM MENU PF@2=ANOTHER REQUEST PFB3=TRANS HENU CLEAR=TERMINATE

Ready R:04 C:010 ID:E Lu:07 NLIM
4R Slall| % Groupwise - Mailbox ||:JMain[lame Worksp... | B¥ Corel\wordPerfect - [Mi---| SRR, =w . CB2E 232rM

a. NFC ID - Key in AG Number
b. AO Number - Key in the APO number.

d. Federal Supply Class (FSC) -.The FSC is the first four positions of the National Stock Number.
(2310 or 2320)

e. Ownership Code - Key in 3 -owned. (Refer to the PROP Procedures Manual for additional
codes).

f. Status Code - Key in 2 — Active. (Refer to the PROP Procedures Manual for additional codes,
descriptions and agency specific entries).

g. For/Dom.Location -Key in D (for Domestic) or F (for Foreign) if the motorized equipment is
located in a foreign country.

h. Engine Type - (required, alpha field, 1 pos.) This field identifies the type of engine as it
relates to the fuel that is used in the vehicle.

A Gasoline Dedicated C CNG Bi-Fuel

B CNG Dedicated D E-85 Flex Fuel



E Methanol Flex Fuel H LPG Dedicated
F Electric | LNG
G LPG Bi-Fuel J Diesel Dedicated

I. Geo. Loc. Code - (Key in the 9-digit geographic location code indicating the state/city/county
codes where the equipment is located. Verification of these codes maybe made by ordering the
worldwide Geographic Location Codes published by GSA. Note: Geo. Loc. Code and Zip Code
must correspond.

J. Series/Model — Key in the Model Number.
k. Mfg. - (aphanumeric field, max12 pos.) Key in the manufacturer of the motorized equipment.
(e.g.,001 Ford, 005 Pontiac, 002 Chevrolet). (Refer to Appendix K in the PROP Procedures

Manual for additional Manufacturer codes).

I. Description - (required, alphanumeric field, max 40 pos.) Key in the description of the
motorized vehicle.

m. Standard Item Number (SIN) - (required, alphanumeric field, max 6 pos.) This field
replaces the class field. The SIN is the Federal standard used by all departments when ordering
motor vehicles from the General Services Administration (GSA).

n. Ser/Vin Number - (required, alphanumeric field, 20 pos.) Key in unique serial or vehicle
identification number of the vehicle.

0. Model Year - (required, numeric field, 2 pos.) Key in the calendar year in which the
motorized equipment was manufactured i.e., key in 97 for calendar year 1997.

p. Fuel Type - (required, numeric field, 1 pos.) Key in the code identifying the type of fuel used
in the motorized equipment. Example:

1 Gasoline 5-Other (Used to identify a Hybrid)

2 Diesel 7-E85

(Refer to the PROP Procedures Manual for additional codes and fuel types).

g. License Number - Key in the license plate number assigned to the vehicle.

r. No. Cylinders - (Key in 1 through 10 corresponding to the number of cylinders in the engine
of the vehicle.

s. Tran Type - Key in A (automatic), M (manual),

t. Zip Code - Key in the 5-digit Zip Code of where the vehicle is located. This field must
correspond to the geographic location code.



Found (AC03)

Select Option 3 on the Acquisition/Modify Menu

E 1: FFIS - TN3270 Plus =
Host Edit View Setup Macros Intemnet Help
e BE R BEB & Frrrr (T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
ACO3 kkkkk FOUND *kkkk

AO NO: DESCRIFTION:

MODEL NO: MANUFACTURER:

DOC TYPE: FND DOCUMENT NO: LINE ITEM NO: COND CD: _
NATL STOCK NO: AGENCY CODE: ___ ACCT.STATION: UNIT: _
OBJECT CLASS: DATE OF ACQ: _

SERIAL NO: NFC-ID: CUSTODIAN:

MISC NOTE 1: MISC NOTE 2:

BASIC ID (IF COMFONENT) : PROFPERTY CODE:
TOTAL-ACQUISITION AMOUNT: . VAR DEF:

ACCOUNTING CLASS: AMT:

LOCATION OF FPROFPERTY: FIRST ADDRESS:
SECOND ADDRESS:
CITY:

*DEFPRESS "ENTER" TO ENTER DATA *"PF10"=TO UPDATE FROPERTY MASTER
*PF1l=ADM MENU FF2=NEW REQUEST PF6=REFEAT DATA FPF3=TRANS MENU CLEAR=TERM

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.078 04,09 TAGO3429
LT i - i r e e

L § ] — i e = -

Typically, use this for assets found during a physical inventory, when the corresponding
acquisition docoument is unknown. The “Acquisition Date” is the date that the Federal
Government acquired the item. This is not the date that the APO acquires it. (This is due to
Depreciation schedules.) To determine an estimated date, you can use the Inquiry - Model
Number” — to find a similar item.

a. AO Number - Key in the accountable officer number.

b. Description — (max. 35 pos.) Description of the property item.

c. Model No. — (max. 17 pos.) Key in the model number.

d. Manufacturer - (max 35 pos.) Key in the name of the manufacturer of the property item.

e. Document Type — System generated _ FND

f. Document No. - If known, when using a physical inventory, you can key in “Inventory” .

NUM
:



h. Natl Stock Number - (max. 13 pos.) Key in the National Stock Number for the property
item. The first four positions keyed in must correlate with an established Federal Supply Class
Code.

i. Agency Code — (2 pos) Keyin 03

J. Object Class - (max. 4 pos.) Key in the original 4-digit object class code used to acquire the
property (This may be a non-accountable BOC such as 3140 of 2640, etc or accountable BOC)

k. Date Of Acquisition - (max. 6 pos.) Key in the original date the Federal Government
acquired the property item.

m. NFC-ID - Key in the AG number.

n. NFC ID — Key in the AG number. (Note: This field is system generated for all other USDA
agencies except ARS, FS, and NRCS).

0. Custodian — (max 11 pos). May be room number or employee name, if appropriate.

p. Accounting Class - (max. 35 pos.) Key in the accounting classification code for the property
item.

Note: To add more than one accounting line to the property master record, press [Enter] or press
[PF10] to update the accounting classification lines in the system. The Total Acquisition Amount
field displays the cumulative amount of the accounting lines and a blank accounting line is
displayed for the next accounting classification to be keyed in. After [PF10] is press, if additional
accounting lines are to be entered, press [PF7].

g. Amt - (max. 10 pos.) Key in the amount applicable to the accounting classification code. For
every accounting classification line keyed in, you must key in an amount.

r. Location — Key in the address where property is located.

Press [Enter]. If data passes system edits, the message PF10 To Update Property Master is
displayed at the bottom of the screen.



Acquired from Excess (AC04)

E 1: FFIS - TN3270 Plus =
Host Edit View Setup Macros Intemnet Help
e BE R BEB & Frrrr (T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
ACO04 *%%kk% ACQUIRED FROM EXCESS %%k

AO NO: . DESCRIFTION:
MODEL NO: MANUFACTURER:
DOC TYFPE: ACQ DOCUMENT NO: LINE ITEM NO: COND CD: _

NATL STOCK NO: AGENCY CODE: ___ ACCT.STATION: UNIT: _
OBJECT CLASS: DATE OF ACQ:

SERIAL NO: NFC-1ID: CUSTODIAN:
MISC NOTE 1: MISC NOTE 2:

BASIC ID (IF COMFONENT) : PROFPERTY CODE:
TOTAL-ACQUISITION AMOUNT: . VAR DEF:
ACCOUNTING CLASS: AMT:

LOCATION OF FPROFPERTY: FIRST ADDRESS:
SECOND ADDRESS:
CITY:

*DEFPRESS "ENTER" TO ENTER DATA *"PF10"=TO UPDATE FROPERTY MASTER
*PF1l=ADM MENU FF2=NEW REQUEST PF6=REFEAT DATA FPF3=TRANS MENU CLEAR=TERM

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.078 04,09 TAGO3429 NUM
LT i - i r e e

Similar to AC03 and AC03. The Doc Type is ACQ.

Use the AAMS or GSA Transfer Order Number as the Document Number, or other meaningful
number.

Note: The Acqusition Date is the date that the Government originally acquired the item. It is not
the date that the APO acquires it. (This is due to depreciation schedules.)



Donation (AC06)

! 1: FFIS - TN2270 Plus
Host Edit View Setup Macros Internet Help
+ 4 E B @ & FFFr [T

DATE: 12/26/12 PERSONAL FROFERTY SYSTEM
ACO6 *%* DONATION **

AQ NO: . DESCRIFTION:

MODEL NO: MANUFACTURER :

DOC TYPE: DON DOCUMENT MNO: LINE ITEM NO: COND CD: _
NATL STOCK NO: AGENCY CODE: ___ ACCT.STATION: UNIT: ___
OBJECT CLASS: DATE OF ACQ:

SERIAL NO: NFC-ID: CUSTODIAN:
MISC NOTE 1: MISC NOTE 2:

BASIC ID (IF COMPONENT) : FPROPERTY CODE:
TOTAL-ACQUISITION AMOUNT: . VAR DEF:
ACCOUNTING CLASS: AMT :

LOCATION OF PROPERTY: FIRST ADDERESS:
SECOND ADDRESS:
CITY:

*DEPRESS "ENTER" TO ENTER DATA *"PF10"=TO UFPDATE PROPERTY MASTER
*PFl=ADM MENU PF2=NEW REQUEST PF6=REPEAT DATA FF3=TRANS MENU CLEAR=TERM

Coy --w<_!mir!o I'F]S‘.I??L’].ulru _||-.<La.<|<lw polr| 23 0.0:00.001‘. 0-1_00\ TJ‘\E"OTN ; MUM
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Similar to AC02, AC03, and AC04. Doc Type is DON. For Document Number — use a reference
that is related to the donation.

Construction — (ACQ7) is also the same. Doc Type is CON. Rarely used. But could be used when
the agency builds the asset.



7. Identifying a Component

To link assets together as components, the user should update the item as an individual item and
complete the field “BASIC ID (If Component)” by updating the NFC-ID of the main asset.

We also suggest adding information to the “Description” field. This will alert the APO or PROP user
of a component status during a physical inventory or when removing the asset from the inventory.

Updating individual items is helpful when assets are capitalized (over $25,000). This will avoid

issues with depreciation schedules.

B 1. FFIS - TN3270 Plus
Host Edit View Setup Macros Internet Help

+4E MBI R O @ ES FFF [T

DATE: 12/28/12 FERSONAL PROPERTY SYSTEM CT: 10:0%
AC12 **MODIFY PROFERTY MASTER** SNO:

AOD NO: EE‘1225018 DESCRIPTION: S250_BOBCAT SKID_STEER LOADER

MODEL NO: 5250 MANUFACTURER: BOBCAT

DOC TYPE: BANK DOCUMENT NO: 03551711041001__ LINE ITEM NO: 3121 COND CD: __
NATL STOCK NO: 2420 AGENCY CODE: 03 ACCT.STATION: 0091 UNIT: 00
OBJECT CLASS: 3121 DATE OF ACQ: 11 04 10 AVG MO VOLUME:

SERIAL NO: 5GM37591 NFC-ID: AGO002282040 CUSTODIAN: JHUFFSTIC
MISC NOTE 1: MISC NOTE 2:

BASIC ID (IF COMFONENT) : FPROFERTY CODE:
TOTAL-ACQUIST 4 AMOUNT: $32,703.00 VAR DEF: __
ACCOUNTING CLASS: 0011285501 AMT: 00032703 00
*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING*
*PF7=TQ ENTER A NEW LINE OF ACCOUNTING*
LOCATION OF PROPERTY: FIRST ADDRES 10300_BALTIMORE AVE
SECOND ADDRESS: BLDG 426
CITY: BELTSVILLE STATE: MD ZIP: 20705 ,

* PF04 = ADD OR UPDATE NOTES *PF05 = TO ADD OR UPDATE WARRANTY
*PF1l=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TEFMINATE

Copeacted to FFS3270nfcusda.gov port 23
e ¥ o=

00:00.405 04,09 TAGH43D6



8. Modify Property Master (AC12)

Select Option 12 on the Acquisition/Modify Menu [Enter]. Enter the NFC ID:

L Mainframe Workspace Screen # 1 - TESTMULT - T3039D07 - NS/ElitePlus Display

Session Edit “iew Tools Macio Help

[ =8|=s ST I 2 N o e o o) = ) e I AN 2|
DATE: @1/18/81 PERSONAL PROPERTY SYSTEM CT: 16:30
AC12 ==MODIFY PROPERTY MASTERs SNO: B

ENTER NFC ID: agbBB2l14365

=x DEPRESS “ENTER"™ TO SEND DATA =<

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

FReady R:02 C:.075 ID:E LL:0F MLUIM

The Modify Property Master detail screen is displayed.

E 1: FFIS - TN3270 Plus =

Host Edit View Setup Macros Intemnet Help
e BE R L B & Frree [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM CT: 10:44
ACl2 **MODIFY PROPERTY MASTER** SNO:

AQ NO: ﬁPSGDlOOl DESCRIPTION: SHARP MX4101N_COFIER/SCANNER/FAX AD
MODEL NO: MX-4101-N MANUFACTURER: SHARF

DOC TYPE: IAS  DOCUMENT NO: SZHWF090084 LINE ITEM NO: 0001 COND CD: _
NATL STOCK NO: 3610 AGENCY CODE: 03 ACCT.STATION: 0091 UNIT: 00
OBJECT CLASS: 3151 DATE OF ACQ: 10 21 09 AVG MO VOLUME:

SERIAL NO: 9L00628B6 NFC-ID: AGO002661911 CUSTODIAN:

MISC NOTE 1: MISC NOTE 2:

BASIC ID (IF COMFONENT) : PROFPERTY CODE:

TOTAL-ACQUISITION AMOUNT: $12,055.00 VAR DEP: __

ACCOUNTING CLASS: 9015401940 AMT: 00012055 00
*THIS FROPERTY RECORD HAS ONE LINE OF ACCOUNTING#*

*PF7=TC ENTER A NEW LINE OF ACCOUNTING*

LOCATION OF PROPERTY: FIRST ADDRESS: USDA-ARS-NFA
SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO ZIF: 80526 ,

* PF04 = ADD OR UFDATE NOTES *PF05 = TO ADD OR UPDATE WARRANTY
*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.093 04,09 TAGO3429 NUM
AT ! i I i ——— e

Update information as appropriate. Users cannot change: NFC ID and Agency Code.
(To change Agency Code — use “TRANSFER). Use AC12 to modify an incorrect BOC.

Press PF10 to Update Record.



9. Modify Feeder Quantity (AC14)

ﬂ Mainframe Workspace. Screen #f 1 - MULTTEST - T3039D07 - NS/ElitePlus Display

Sesgion Edit Wiew Toolz Macro Help

el et e ol e ) ) S I A 24

DATE: B81/18/81 PERSONAL PROPERTY SYSTEM Cl: 17:23
AG14 =% MODIFY FEEDER QUANTITY 2= Sho: I

DOC TYPE: 838_
DOCUMENT NO: 46319508204
LINE ITEM NO: 8881

== DEPRESS “ENMTER" TO SEND DATA

PF1=ADM_MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE
pli A
Feady F:02 C:075 ID:E Lu:o7 CAPS MU

Enter the Document Type, Document No., and Line Item No. [Enter]. The Modify Feeder
Quantity detail screen is displayed.

ﬂ Mainframe Workspace.Screen # 1 - MULTTEST - T32039D07 - HS/ElitePlus Display
Session Edit Wiew Tools Macro Help

(2 8| le| |5 e [g 2] ] | ] =] = =] w2

DATE: 81/18/081 PERSONAL PROPERTY SYSTEM CT: 17:25
»xx  MODIFY FEEDER QUANTITY e SNO:

PHO ACCT FS ACQUISITION
CODE AGENCY STATION UNIT AMOUNT STATUS

FN 36 0001 S]] $.00 CLOSED
poc DOCUMENT LINE 0BJ DATE QUANTITY  QUANTITY QUANTITY
TYPE NUMBER ITEM CLS RECEIVED RECEIVED  UPDATED OUTSTANDING
838 48319860204 foal oeen 12/28/00 | ] ] ]

ACCOUNTING DATA AMOUNT
» THIS FEEDER MASTER HAS NO ACCOUNTING RECORDS

»x THIS FEEDER MASTER HAS MO PROP KEY s

PF1=ADHM MENU PF2=ANOTHER REQUEST PF3=TRANS MEMU CLEAR=TERMINATE
~E g

Ready R:13 C:047 ID:E LU:07 CAPS ML

The Quantity Received is the only field that can be modified. Changing the feeder quantity
should be the first step taken when updating property from the suspense listing.



The PROP system will pro-rate the total acquisition cost by the quantity.

BANK CARDs will always show a quantity of 0 (Zero). For multiple quantities, change the
quantity first and then update.

IAS Documents — The quantity is based on how the documenet was created in IAS — based on
Quantity or Amount. Correct the quantity as needed and then update assets to PROP.

The document will clear suspense when the “quantity received” and the “quantity used” fields
match.

(Note: Due to a quirk in the system, on the FOCUS Suspense Report, once you update 1 item,
the transaction no longer appear on the FOCUS suspense. If the quantity is more than 1, the user
has to update all items before the document clears. The user may not realize that there the
document is still pending. Refer to the PROP 304 Suspense Report).

10. Reactivate Property Master (AC16)

Use this option to reactivate a property record that was inadvertently deleted. Depending on the
method used to dispose of the item, the asset will only be available within 1 yr (if removed as a
duplicate) or 3 years (other disposal methods.)

E 1: FFIS - TN3270 Plus
Host Edit View Setup Macros Intemnet Help
e BE R BEB & Frrrr (T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
AClé6 **REACTIVATE PROPERTY ITEM**

ENTER NFC ID:

***DEPRESS "ENTER" TO INFUT DATA

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23
AT I’ —— T

Enter NFC ID

00:00.062 0817 TAGO3429 MU



W 4 FRIS - TN32T0 Plus e E
Host Edit View Setup Macros Intemnet Help

t 4 B L] B & Frree [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM CT: 13:54
AClé6 **REACTIVATE PROPERTY ITEM** SNO: .

NFC-ID: AG0003269842 DESCRIPTION: MONITOR W/DOCKING STATION CB HOME

AO NO: HQO0317001 CUSTODIAN: STATUS: *INACTIVE* COND CODE:
DOC TYFPE: ACQ DOCUMENT NO: LINE ITEM NO:
OBJECT CLASS: 3141 AGENCY CODE: 03 ACCT STATION: 0091 UNIT: 00
ACQ AMT: $1,000.00 ACQ DATE: 02 04 11 PROF CODE:

NATL STOCK NO: 7025 SERIAL NO: 7944BAS

MANUFACTURER: DELL

MISC NOTE 1: SEE NOTES MISC NOTE 2:

kkkkkkkhkhkkdkkhkhkkkkkkkkkk A C C O UNT I NG D A T A *kkdkhkhkkhkhkhhkhhkdkkhhhkhk
ACCOUNTING CLASS: ACCT AMT: $.00
TREASURY SYMBOL:
**THERE IS NO ACCOUNTING FOR THIS PROPERTY RECORD**
LOCATION OF FPROPERTY: FIRST ADDRESS: USDA ARS AFD

SECOND ADDRESS: 5601 SUNNYSIDE AVE

CITY: BELTSVILLE STATE: MD ZIF: 20705 ,

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.004 02,75 TAG03429 NUAS
LT i — ] — o

T = | pu— ¥ e = - — - =

Select PF10 — to reactivate record

B 1. FFIS - TN3270 Plus T e
Host Edit View Setup Macros Intemet Help
+ 4+ E BIER [ B & FrrFr 0

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM CT: 13:54
AC16 **REACTIVATE PROPERTY ITEM** SNO: l

NFC-ID: AGO003269842 DESCRIPTION: MONITOR W/DOCKING STATION CB HOME

AO NO: HQO0317001 CUSTODIAN: STATUS: **ACTIVE* COND CODE:
DOC TYPE: ACQ DOCUMENT NO: LINE ITEM NO:
OBJECT CLASS: 3141 AGENCY CODE: 03 ACCT STATION: 0091 UNIT: 00
ACQ AMT: $1,000.00 ACQ DATE: 02 04 11 PROP CODE:

NATL STOCK NO: 7025 SERIAL NO: 7944BAS

MANUFACTURER: DELL

MISC NOTE 1: SEE NOTES MISC NOTE 2:

khkkhkkhkdhkhkkhkdhkhkkdkd B C C O U N T I N G DA T A *kkkkhkdhhrhhhdhhrhhhdhd
ACCOUNTING CLASS: 9010000999 ACCT AMT: $1,000.00
TREASURY SYMBOL: 1291400

LOCATION OF PROPERTY: FIRST ADDRESS: USDA ARS AFD
SECOND ADDRESS: 5601 SUNNYSIDE AVE
CITY: BELTSVILLE STATE: MD ZIP: 20705 ,

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copsacted to FFIS3270nfcusdagov port 23 00:00.468 02,75 TAGO3429 MU,
T § JE— T - < - e




11. Input Vehicle Operational Data (AC18)

Minimum quarterly, update vehicle record showing all fuel use from on-site Government
provided fuel, maintenance from in-house maintenance shops, and fuel/maintenance from a
POOL Card.

E 1: FFIS - TN3270 Plus = & E
Host Edit View Setup Macros Intemnet Help
e BE R BB & FrrFr [0

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
ACMU ACQUISITION/MODIFY MENU

NEW ACQUISITION . MODIFY PROPERTY MASTER

NEW ACQ. NOT IN FEEDER . CHANGE LEASE DATA

FOUND . MODIFY FEEDER QUANTITY

ACQUIRED FROM EXCESS . MISCELLANEOUS PROFERTY ITEMS
CONSTRUCTION . REACTIVATE PROPERTY MASTER
DONATION . NEW ACQUISITION MOTORIZED EQUIFMENT
CONVERSION . INPUT MOTORIZED EQUIF.OPER.DATA

Sl W

LOANED (FS,PACC,NIFA ONLY)
LEASED
EXPENDABLE (FS,PACC,NIFA ONLY)

*% DEPRESS "ENTER" AFTER ENTERING SELECTION CODE ABOVE

PF-1=ADMN MENU PF-2=MAIN TRANSACTION MENU CLEAR=TERMINATE PROCESSING

Copnacted to FFIS3270.nfcusda.gov port 23 00:00.062 18,21 TAGO3429 NU ks
AT & | -~ T T ——— e

Add a Record

W 1 FFIS - TN2270 Plus ST 5

Host Fdit Wiew Setup Macros Internet Help
- B s Ed & FrrFr [T

DATE: 12-26-12 PERSONAL PROPERTY SYSTEM
ACl8 MOTORIZED EQUIPMENT TRANSACTION

ADD A NEW RECORD

CHAMNGE AN EXISTING RECORD OR

MODIFY VEHICLE INSFECTION DATA

DELETE AN EXISTING RECORD
DATE: MONTH: YEAR :

*% DEFPRESS "ENTER"™ TO SEND DATA

PFlmADM MENLU PFZmANOTHER REQUEST CLEARmTERMINATE

DOODOYE 08,30 TAGOIA29 ML

Emnjte



B 1 FRIS - TN3270 Plus |

Host Edit View Setup Macros Internet Help
+ 4+ E BE R L B3 & FrFfr [T

DATE: 12-26-12 PERSONAL FROFPERTY SYSTEM
MOTORIZED EQUIPMENT MAINTENANCE---MONTH OF 12/12

NFC-ID: AGO002282349 STATUS CODE:
LICENSE NO: NO: CP1201001

ODOMETER : DAYS USED: __ NO. ACCIDENTS: _
QTS OIL: STORAGE COST: . TIRE COST:
INSPECT.ODOM. : INSPECT.DATE:

FUEL TYPE: _ FUEL COST: . 00 GALLONS :

AGENCY COSTS- COMMERCIAL COSTS-—
LABOR: N LABOR:
MATHNT : - MATINT :
ACCIDENT: . ACCIDENT:
RECOVERED : . RECOVERED :
REPAIR/OTHER: - REPAIR/OTHER:

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copsacted to FFIS3270.nfousda.gov por
- r r

00:00.078 02,75 TAGO3429 MU
e = - - o

x = r——x — - = — -

System displays vehicle record. PROP captures information by Month, not individual
transaction . Update information as appropriate. Users should enter the Odometer, Fuel Type,
Total Fuel Cost, and Total Gallons Purchased for the Month.

Enter Maintenance Costs under Agency for Agency Maintenance Shops or Commerical.

For E85 Flex Fuel Vehicles

PROP will only allow the user to use 1 fuel type for the month. When acquiring E85, users will
have to use a different month to distinguish between GAS and ES85.

Change A Record

Enter the Month or scroll to the correct record. At the top of the page (see arrow), the system
displays the month. To avoid mistakes, we recommend that you enter the Month.



B 1: FFIS - TN3270 Plus
Host Edit View Setup Macros Internet Help
+ 4 B L E3 & FrrFr [0

DATE: 12-26-12 FPERSONAL FROFERTY SYSTEM

MOTORIZED EQUIPMENT MAINTENANCE---MONTH OF 10/12

NFC-ID: AG0002282349 STATUS CODE: 2
LICENSE NO: A341507 AO NO: CP1201001

ODOMETER: __ 3782 DAYS USED: ___ NO. ACCIDENTS:
QTS OIL: STORAGE COST: TIRE COST:
INSFPECT.ODOM. : INSPECT.DATE: 00 00

FUEL TYPE: _ FUEL COST: . 00 GALLONS :

AGENCY COSTS- COMMERCIAL COSTS-
LABOR: LABOR:
MATINT : MAINT:
ACCIDEN . ACCIDENT:
RECOVERED : . RECOVERED :
REPAIR/OTHER: REPAIR/OTHER:

*FIRST MAINTENANCE RECORD *PFS=NEXT MAINTENANCE RECORD
PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copsacted to FFIS3270.nfcusda.gov port 23
b‘l\' r ¥ - L ‘f T = r— il e = - —_—

00:00.078 02,75 TAGD3429

MU

E 1: FFIS - TN3270 Plus
Host Edit View Setup Macros Intemnet Help
e BE R L B & Frree [T

DATE: 12-26-12 PERSONAL PROPERTY SYSTEM CT: 13:09
MOTORIZED EQUIPMENT MAINTENANCE---MONTH OF 07/12 SNO:

NFC-ID: AG0003245748 STATUS CODE:
LICENSE NO: A344575 AO NO: NFP5401001

ODOMETER: 020880 DAYS USED: 00 NO. ACCIDENTS: 0
QTS OIL: 000 STORAGE COST: 00000000 . 00 TIRE COST: 00000000
INSFECT.ODOM.: _13497 INSPFECT.DATE: 06 11

FUEL TYPE: 1 FUEL COST: 00000357 . 46 GALLONS: 0099

AGENCY COSTS- COMMERCIAL COSTS-

LAEBOR: 00000000 . 00 LABOR: 00000000 . 0O

MAINT: 00000000 . 00 MAINT: 00000014 . 95
ACCIDENT: 00000000 . 00 ACCIDENT: 00000000 . 00
RECOVERED: 00000000 . 00 RECOVERED: 00000000 . 00
REPAIR/OTHER: 00000000 . 00 REPAIR/OTHER: 00000000 . 00

*PF5=NEXT MAINTENANCE RECORD *PF6=FPREVIOUS MAINTENANCE RECORD
PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23
LT i — ]

T = | pu— ¥ e = - e e

PROP provides a cumulative monthly total. If you noticed that inadvertently left off a few

00:00.078 07,12 TAGO3429

transactions, add them to the total. If you purchased 20 gallons more, then change the gallons from

99 to 119. Correct the total Fuel Cost from 357 to the new total, such as 427.

Or reduce the Total Gallons or Toal Fuel Cost as appropriate.




For E85 Flex Fuel Vehicles

PROP will only allow the user to use 1 fuel type for the month. When acquiring E85, users will
have to use different months to distinguish between GAS and E85.

Delete a Record

W 4 FRIS - TN32T0 Plus e
Host Edit View Setup Macros Intemnet Help

t 4 B L] B & ForrFe (M)

DATE: 12-26-12 PERSONAL PROPERTY SYSTEM cT: 13:21
MOTORIZED EQUIPMENT MAINTENANCE---MONTH OF 07/11 SNO: .

NFC-ID: AG0002282349 STATUS CODE:
LICENSE NO: A341507 AOQ NO: CP1201001

ODOMETER: 003215 DAYS USED: 00 NO. ACCIDENTS: 0
QTS OIL: 000 STORAGE COST: 00000000 . 00 TIRE COST: 00000000
INSPECT.ODOM. : INSPECT.DATE: 00 00

FUEL TYPE: 1 FUEL COST: 00000035 . 00 GALLONS: 0010

AGENCY COSTS- COMMERCIAL COSTS-

LAEBOR: 00000000 . 0O LABOR: 00000000 . 0O

MAINT: 00000000 . 00 MAINT: 00000000 . 00
ACCIDENT: 00000000 . 00 ACCIDENT: 00000000 . 00
RECOVERED: 00000000 . 00 RECOVERED: 00000000 . 00
REPAIR/OTHER: 00000000 . 00 REPAIR/OTHER: 00000000 . 00

*PF5=NEXT MAINTENANCE RECORD *PF6=FPREVIOUS MAINTENANCE RECORD
PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.063 02,75 TAG03429 NUAS
AT & _—— T T = = e

T = — — e e

If you did not enter the month, use PF5 to scroll to the correct month.

Make the correct as appropriate. PROP provides a cumulative monthy total. Users will have to
reduce the total amount and enter the new monthly total.

12. Transfer Menu (TFMU)

The Transfers Menu (Option 2 from the Transaction Menu) provides a list of options to transfer
property items within the PROP database. Primarily this is similar to a “Deletions Menu”,
except for option #2. (see info below)



B - [=[x]

t[$|Q eelEy o [Re(@ | S| FlF(Fef 1 2[s|als]e]7[s]9]

DATE: 1]
N

1. AMNOTHEER FEDERAL AGENCY

Z. REARSIGN WITHIN DEPARTMENT

3. CEPO WAREHOUSE

4. ANCTHEE FEDERAL AGENCY BY AGENCY

EEN AND SELECT NOC. 1Z,

*#% DEPRESS "ENTER" AFTER ENTERING SELECTIO

PF1=ADMIN MENU WEACTION MENU CLEAR=TERMINATE

Connecked ko FFIS3270,MFC.USDA, GOV port 23 00:00.078 17,21 |IBM-3275-2-E MUM

1. Another Federal Agency By GSA - Used to record the transfer of a property item from a
USDA agency to another non USDA agency when the transaction is handled by GSA.

2. Reassign Within Department - Used to reassign a property item between USDA agencies.
Use this option when acquiring an asset from another USDA agency.

3. CEPO Warehouse - Used after personal property has been physically transferred to the
Centralized Excess Property Operations (CEPO). Used by USDA agencies in the
Washington/Metro area.

4. Another Federal Agency By Agency — Used to record a transfer of property from a USDA
agency to another non USDA agency by the Agency, without reporting through GSAXcess.

5. Transfer Within Agency - Option not available. To transfer an item within your agency, use
the Acquisition/Modify screen, Option 12, Modify Property Master and change the AO number.



Transfers (Removing the Asset from ARS inventory)

Selecting Option 1, 3, and 4 on the Transfers Menu will bring up the corresponding prompt
screen. Enter the NFC ID to display the property item to transfer.

E 1: FFIS - TN3270 Plus

Host Edit View Setup Macros Intemnet Help
e BE R L B & Frree [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
TFO01 *TRANSFER TO ANOTHER FED. AGENCY BY GSA*

ENTER NFc ID: i

***DEPRESS "ENTER" TO INFUT DATA

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.063 08,17 TAG03429 NUM
AT E i - E i e =

B 1. FFIS - TN2270 Plus

Host Edit View Setup Macros Internet Help
+ 4 Bl B & Frrfr [T

An update is avai
Would you like to dd
g frog

DATE: 12/26/12 PERSONAL FROFPERTY SYSTEM
TFO1 *TRANSFER TO ANOTHER FED. AGENCY BY GSAY*

NFC-ID: AGO002661911 DESCRIPTION: SHARP MX4101N COPIER/SCANNER/FAX AD

AO NO: NP5401001 CUSTODIAN: STATUS : COND CODE:

DOC TYPE: IAS DOCUMENT NO: 82HWP090084 LINE ITEM NO: 0001
OBJECT CLASS: 3151 AGENCY CODE: 03 ACCT STATION: 0091 UNIT: 00
ACQ AMT: $12,055.00 ACQ DATE: 10 21 09 PROF CODE:

NATL STOCK NO: 3610 SERIAL NO: 9LO06286

MANUFACTURE SHARP

MISC NOTE 1: MISC NOTE 2:

dddkdkkhkhdddkdkkh kb hkdkkdkd A C C O U N TING D A T JA v dededed ook o o de e e e o b o o e e e ke e ok ok
ACCOUNTING CLASS: 95015401940 ACCT AMT: $12,055.00
TREASURY SYMBOL: 1291400
*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING*
LOCATION OF FROPERTY: FIRST ADDRESS: USDA-ARS-NFA
SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO EZIFP: B0526

’

*PF1l=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERFMINATE

Copoacted to FFIS3270.nfcusda.gov port 23 00:00.156 02,75 TAGD3429 MUM
LT & = \ r = - e



After ensuring the correct item is displayed, Press [PF10] to initiate the action for Options 1, 3
and 4

Reassign within USDA (Updating the Asset to an ARS Inventory)

Use this option when acquiring property from another USDA agency. Enter the NFC ID

W 4 FRIS - TN32T0 Plus = ]
Host Edit View Setup Macros Intemnet Help

t 4 B BEB & Frrrr (T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
TFO02 **REASSIGN WITHIN DEPARTMENT**

An upd
Wauld yon

ENTER NFC ID: ag0002661911

*% DEFRESS "ENTER" TO SEND DATA *%*

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.062 02,75 TAG03429 NUM
LT ¥ - i | — =

You must change the agency code, accountable officer, and accounting class. Change other
information as appropriate, including the Location Address.



E 1: FFIS - TN3270 Plus
Host Edit View Setup Macros Intemnet Help
e BE R L B & ForrFe (M)

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
TFO02 **REASSIGN WITHIN DEPARTMENT**

AO NO NP5401001 DESCRIPTION: SHARP MX4101N COPIER/SCANNER/FAX AD
MODEL NO: MX-4101-N MANUFACTURER: SHARF

DOC TYPE: IAS DOCUMENT NO: 82HWP0S0084 LINE ITEM NO: 0001
NATL STOCK NO: AGENCY CODE: 03 ACCT STATION: 0091 UNIT: 00
OBJECT CLASS: 2200 e q: 10 21 09

SERIAL NO: 9L006286 . AGO002661911 CUSTODIAN:

MISC NOTE 1: MISC NOTE 2:

BASIC ID (IF COMFONENT) : PROFERTY CODE:

TOTAL ACQUISITION AMOUNT: $12,055.00 ACCT. AMT. ENTERED:
ACCOUNTING CLASS: AMT:

ok o e e e o ok ok o e o e e ok o ok e o v o ok o ok ol ok ol e ok ok ok o e o e o ke o ok ok ok o o ok o ok ol ok o e ok ok ok ok e o o o ke o ok ok ok ol o ok o ok ok ok o e o o o ok e ok ke

LOCATION OF FPROPERTY: FIRST ADDRESS: USDA-ARS-NFA
SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO ZIFP: 80526

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.172 04,09 TAGO3429 NUM
T ¥ - i |

This option will not affect the General Ledger. Users should use a valid agency accounting.

13. Deletions Menu (DLMU)
The Deletions Menu (Option 4 from the Transaction Menu [Figure 27]) provides options used to
delete property items from the PROP database. PROP user must have applicable documention,

with signatures, before removing an asset.

Most all deletion options are similar. Users key in the NFC-ID and follow the screen prompts.
For SOLD options, the user must key in the proceeds.



ﬂ Mainframe Workspace.S5creen # 1 - MULTTEST - T3139B32 - NS /ElitePlus Display

Seszsion Edit View Toolz Macro Help
[ e el 7 e e e e

DATE: B1/11/01 PERSONAL PROPERTY SYSTEM CT: 69:48
DLMU DELETIONS MEMU SNO:

5

ABANDONED OR DESTROYED

DONATED TO PUBLIC BODY BY AGENGY

OTHER DOMATION BY AGENCY

DONATION THROUGH GSA

EXCESS SOLD OTHER THAN SCRAP BY AGENCY
SOLD OTHER THAN SCRAP BY GSA

S0LD AS SCRAP

SOLD EXCHANGE/SALE

REMOVE PROPERTY ITEM

. DELETE ITEM FROM FEEDER MASTER

. DELETE LOST OR STOLEN

. DONATED RESEARCH EQUIPMENT UNDER P. L. 162-240
. CASU DISPOSITION

OO U e LD —

== DEPRESS "ENTER" AFTER ENTERING SELECTIOM CODE ABOVE

PF1=ADMIN MENU PF2=TRANSACTION MENU CLEAR=TERMINATE
i i
. Feady Fi:04 C:053 ID:E LU:32 CAPS MLUIM

1. Abandoned Or Destroyed - Used to record that a property item has been documented as
having no economic value and such item has been abandoned or destroyed. (After USDA/GSA
Screening — and no transfer or sales requests. Or property in X or S condition and was not
reported to GSA for screening, following applicable rules.)

2. Donated To Public Body By Agency - Used to record the donation of a property item to a
Public Body, which is another Federal, State, or Local agency that receives an appropriation. An
item such as this has been donated in lieu of using abandonment or destruction procedures (Does
not include donations authorized by GSA)

3. Other Donation By Agency - Should only be used by agencies with special authorities.

4. Donation Through GSA - Used to record the donation of a property item authorized by GSA.
5. Excess Sold Other Than Scrap By Agency - Used to record the sale of a property item by an
agency. Does not include a property item sold by GSA or an item sold as scrap by an agency.
(GSA should conducts sales of most all excess.)

6. Sold Other Than Scrap By GSA - Used to record the sale of a property item by GSA. Does
not include a property item sold as scrap.

7. Sold As Scrap - Used to record the sale of a property item as scrap by a Federal agency.

8. Sold Exchange/Sale - Used to record the sale of a property item by either GSA or an agency
under the Exchange/Sale Procedures authority.



9. Remove Property Item - Used to remove a property item from the PROP database when it
has been entered in error, is a duplicate record, or is no longer required to be maintained in the
system.

10. Delete Item From Feeder Master - Used to delete a feeder master record for an item that
was never received and accountability is not required, or to delete a feeder master record for an
item that was erroneously purchased using a property budget object class.

11. Delete Lost Or Stolen - Used to delete a property item from the PROP database once the
item has been declared lost or stolen. Ensure applicable documentation.

12. Donated Research Equipment Under P.L. 102-245 - Used to record the donation of
research equipment under the Stevenson-Wydler Technology Innovation Act, Public Law 102-
245,

13. CASU Disposition - Used to record the disposition of an item to a Regional Cooperative
Administrative Support Unit (CASU).

Abandon and Donation Options

Abandoned/Destroyed, Donated to Public Body, Donation through GSA, Donated Research
under PL 102-245 are similar. User enters NFC-ID. .

™ 3 FFIS - TN3270 Plus ] e e
Host Edit View Setup Macros Internet Help
AR MR @ @ Ferre (1)

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
DLO1 **ABANDONED OR DESTROYED**

ENTER NFC ID:

***DEPRESS "ENTER" TC INPUT DATA

*PF1l=ADM MENU PFZ2=ANOTHER REQUEST PF3=TRANS MENL CLEAR=TERMINATE

Copsacted to FFIS3270.nfcusda.gov port 23 00:00.078 08,17 TAGOD3429 MNUM
e St = r = - w = — = —

Revew item to ensure the correct asset is displayed, and select PF10 to remove item



B 1. FFIS - TN2270 Plus
Host Edit View Setup Macros Internet Help
+ 4+ B L E3 & FrrFr [0

DATE: 12/26/12 PERSONAL FROFPERTY SYSTEM
DLO1 **ABANDONED OR DESTROYED**

NFC-ID: AGO002661911 DESCRIPTION: SHARP MX4101N COPIER/SCANNER/FAX AD

AO NO: NP5401001 CUSTODIAN: STATUS:
DOC TYFPE: IAS DOCUMENT NO: B82HWPO0S0084

COND CODE:
LINE ITEM NO:

OBJECT CLASS: 3151 AGENCY CODE: 03 ACCT STATION: 0091 UNIT:
ACQ AMT: $12,055.00 ACQ DATE: 10 21 09 PROP CODE:
NATL STOCK NO: 3610 SERIAL NO: SL00628B6

MANUFACTURER: SHARP
MISC NOTE 1 MISC NOTE 2:

hhkhkhkhkhhhhhhhhhhhhdhdhddd A C C O U N T I N G DA T A *hkhdhddddddhhbdddrrrrhbdd

ACCOUNTING CLASS: 95015401940 ACCT
TREASURY SYMBOL: 1291400

*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING*

LOCATION OF FPROFERTY: FIRST ADDRESS: USDA-ARS-NPA

AMT : $12,055.00

SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300

CITY: FORT COLLINS STATE: CO

PF2=ANOTHER REQUEST PF3=TRANS MENU

C ted to FFIS3270.nfousda. 123
cpmected to i nfcusda.gov por

User receives confirmation message.

Sold Options

EZIF: 80526

CLEAR=TERMINATE

00:00.125 0275 TAGO3429

NUM

When removing an asset that was sold, the user must enter the sales proceeds. Select ENTER to

remove asset.



E 1: FFIS - TN3270 Plus
Host Edit View Setup Macros Intemnet Help
e BE R L B & Frree [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
DLO& *%*SOLD OTHER THAN SCRAF BY GSA**%*
ENTER: PROCEEDS: .

NFC-ID: AGO002661911 DESCRIPTION: SHARP MX4101N COPIER/SCANNER/FAX AD

AO NO: NF5401001 CUSTODIAN: STATUS: COND CODE:
AGENCY CODE: 03 DOC TYPE: IAS DOCUMENT NO: BZHWP0S50084 LINE ITEM NO:
OBJECT CLASS: 3151 PROFP CODE: ACCT STATION: 0091 UNIT: 00
ACQ AMT: $12,055.00 DATE OF ACQ: 10 21 09

NATL STOCK NO: 3610 SERIAL NO: 9L00628B6

MANUFACTURER: SHARF

MISC NOTE 1: MISC NOTE 2:

kkkkkkkhkhkkdkkhkhkkkkkkkkkk A C C O UNT I NG D A T A *kkdkhkhkkhkhkhhkhhkdkkhhhkhk
ACCOUNTING CLASS: 9015401940 ACCT AMT: $12,055.00
TREASURY SYMBOL: 1291400
*THIS FROPERTY RECORD HAS ONE LINE OF ACCOUNTING#*
LOCATION OF FPROPERTY: FIRST ADDRESS: USDA-ARS-NFA
SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO ZIF: 80526 ,

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23
LT ¥ - i |

Exchange/Sale

User must enter the proceeds and indicate whether the transaction was a sale or trade-in.
(A-Agency Sale, S-GSA Sale, or T-Trade in/exchange.

00:00.078 03,19 TAGO3429

MNUM

W 1. FFIS - TN3270 Plus
Host Edit View Setup Macros Intemet Help
+ 40 BBIR L %w ES & FFEr [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
DLOSB ***SOLD EXCHANGE/SALE**%
ENTER: PROCEEDS: [ .

METHOD OF SAL

NFC-ID: AGO002661911 DESCRIPTION: SHARP MX4101N COPIER/SCANNER/FAX AD

AO NP5401001 CUSTODIAN: STATUS: COND CODE:
AGENCY CODE: 03 DOC TYPE: IAS DOCUMENT NO: B82HWP0OS008B4 LINE ITEM MNO:
OBJECT CLASS: 32151 PROP CODE: ACCT STATION: 0091 UNIT:
ACQ AMT: $12,055.00 DATE OF ACQ: 10 21 09

NATL STOCK NO: 3610 SERIAL NO: 9LO06286
MANUFACTURER: SHARP

MISC NOTE 1: MISC NOTE 2:

hhkhhkhhkhkhkhdhdhdhhhkhkhkdddhdhddd B C C O U N TING D AT A **khkdhhhdhdhdhdhdbdhhhddddbhbhbhhd
ACCOUNTING CLASS: 90154019540 ACCT AMT: $12,055.00
TREASURY SYMBOL: 1291400 COST OF CONDUCTING SALE: .
*THIS PROPERTY RECORD HAS ONE LINE OF ACCOUNTING*
LOCATION OF PROPERTY: FIRST ADDRESS: USDA-ARS-NFPA
SECOND ADDRESS: 2150 CENTRE AVE BLDG D STE 300
CITY: FORT COLLINS STATE: CO ZIF: BO526 ,

*PF1=ADM MENU PF2=ANOTHER REQUEST FPF3=TRANS MENU CLEAR=TERMINATE

Co -‘-v\_t--niftu I'F].‘?'I}??O.nrln ||-.\Ic.\lluw p;m 23 JO.QD.I?G 0'}_197 Ta\f:O'};l)LTl

An upd
Would you

NUM



Remove Property Item (DL9)

Used to remove a property item when it was updated in error, is a duplicate record, or is no

longer required to be maintained in PROP
ﬂ Mainframe Workspace Screen #t 1 - TESTMULT - T3139B32 - NS/ElitePlus Display
Session Edit “iew Tools Macro Help

2 st sl e [ 7l 2] |l wsl =[]

DATE: B81/11/81 PERSONAL PROPERTY SYSTEM CT: 11:36
DL&9 *xxREMOVE PROPERTY ITEM<x SNO:

NFC-ID: AGBBB2114365 DESCRIPTION: COMPUTER PRINTER

AD NO: FN36686a161 CUSTODIAN: STATUS: COND CODE :
DOC TYPE: 838 DOCUMENT NO: 489138008246 LINE ITEM NO:
OBJECT CLASS: 3172  AGENCY CODE: 3@ ACCT STATION: 06ee UNIT: 6@
ACY AMT: $1,300.00 ACH DATE: 12 30 69 PROP CODE :

NATL STOCK NO: 7110660066600 SERTAL NO:

MANUFACTURER: COMPAQ

MISC WOTE 1: HISC WOTE 2:

ACCOUNTING CLASS: ACCT AMT: $.00
TREASURY SYMBOL : TS THIS A DUPLICATE TTEM (Y/N, SEF BELOW}? N
»<THERE IS WO ACCOUNTING FOR THIS PROPERTY RECORDx=x
LOCATION OF PROPERTY: FIRST ADDRESS: »><NOME ASSIGNED»e<

SECOND ADDRESS: *=NONE ASSIGMNED><

CITY: »=NONE ASSIGNED=<  STATE: Z1P:

=PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Ready R:1E C:079 ID:E Lu:32 MUK

Users must indicate whether the item is a duplicate:
Is This A Duplicate Item (Y/N). Key in Y (for Yes) if the item to be deleted is a duplicate item.

Key in N (for No) if the item to be deleted is not a duplicate item. Press [PF10].

Note: The system maintains the deleted property master history record for a specific time period
for inquiry purposes.



Delete from Feeder Master/SUSPENSE (DL10)

ﬂ Mainframe Workspace.Screen # 1 - MULTTEST - T3139B32 - NS /ElitePlus Display

Session Edit Yiew Tools Macra Help
el N 0 e e - e ol e T S . 1

|
/ PERSOMAL PROPERTY SYSTEM
=% DELETE FEEDER ITEM >

DOC TYPE: 838_
DOCUMENT NO: 48319880128
LINE ITEM NO: 8881

=x DEPRESS "ENTER" TO SEND DATA »<

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Bl

Fieady R:02 C:075 ID:E Lu:32 MUK

Key in the Doc Type, Document Number and Line Item Number. Press [Enter]. The Delete Feeder
Item detail screen is displayed.

ﬂ Mainframe Workspace. Screen # 1 - MULTTEST - T3139B832 - N5/ElitePlus Display

Seszzion Edit iew Tool: Macro Help
T 7 e e 0

|
/ PERSONAL PROPERTY SYSTEM
»x DELETE FEEDER ITEM »==

ACCT FS ACQUISITION
AGENCY  STATION  UNIT AMOUNT STATUS

30 6ea1 60 $.00 CLOSED

Dac DOCUMENT LINE 0BJ  DAIE QUANTITY  QUANTLITY  QUANTITY
TYPE NUMBER ITEM CLS RECEIVED  RECEIVED  UPDATED  OUTSTANDING

838 46319860128 0001 7000 12/28/00 e 8 8
ACCOUNTING DATA AMOUNT
THIS FEEDER MASTER HAS NO ACCOUNTING RECORD

PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

e
gl
2

Ready R:12 C:030 ID:E LU:32 NLIM



To delete a feeder master record for an item that was originally keyed in with an incorrect object
class code, change the object class code to a non-property object class and then press [PF10].

You cannot delete a feeder record if a property record exists. If you attempt to do so, the message
Cannot Delete Feeder Item: Property Record Exists is displayed at the bottom of the screen.

Note: This option permanently deletes the feeder master record in PROP.

Lost/Stolen (DL11)

Enter the NFC-ID

=) Mainframe Workspace Screen # 1 - TESTMULT - T3139B32 - NS /ElitePlus Display

Session Edit “iew Toolz Macro Help

L e B e R A A N e = L

DATE: B81/11/81 PERSONAL PROPERTY SYSTEM CT: 13:99
DL11 =xDEl ETE——LOST OR STOLEN== sho: B

o |24 e e 01

ENTER NFC ID: agb882114365

=xxDEPRESS “ENTER" TO INPUT DATA

=PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Ready |RozComs | [DE w3z [ [nuM



ﬂ Mainframe Workspace Screen #t 1 - TESTMULT - T3139B32 - NS/ElitePlus Display

Session Edit “iew Tools Macro Help
[l e e P e e e R S A .

DATE: @81/11/81 PERSONAL PROPERTY SYSTEM CT: 13:98
DL11 »xDELETE——LOST OR STOLENs Sho: 1

NFC-ID: AGBBB2114365 DESCRIPTION: COMPUTER PRINTER

AD NO: FN36686a161 CUSTODIAN: STATUS: COND CODE :
DOC TYPE: 838 DOCUMENT NO: 489138008246 LINE ITEM NO:
OBJECT CLASS: 3172  AGENCY CODE: 3@ ACCT STATION: 06ee UNIT: 6@
ACY AMT: $1,300.00 ACH DATE: 12 30 69 PROP CODE :

NATL STOCK NO: 7110660066600 SERTAL NO:

MANUFACTURER: COMPAQ

MISC WOTE 1: HISC WOTE 2:

ACCOUNTING CLASS: ACCT AMT: $.00
TREASURY SYMBOL :
»<THERE IS WO ACCOUNTING FOR THIS PROPERTY RECORDx=x
LOCATION OF PROPERTY: FIRST ADDRESS: »><NOME ASSIGNED»e<
SECOND ADDRESS: *=NONE ASSIGMNED><
CITY: »=NONE ASSIGNED=<  STATE: Z1P:

=PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Ready R:02 C:075 ID:E Lu:32 MUK

To place the property item in the Delete Lost Or Stolen status, press [PF10]. The message The
Property Described Above Has Been Removed From the Property System is displayed at the
bottom of the screen.

Note: The system maintains the deleted property master history record for a specific time period
for inquiry purposes.

14. Update AO Inventory Date (TR05)

After receipt of the completed and signed inventory, the PROP user will update the new
inventory date. Use the date of the completed inventory as the AO Inventory Date. PROP users
will continue to reconcile the inventory as appropriate.



W 4 FRIS - TN32T0 Plus e E
Host Edit View Setup Macros Intemnet Help

t 4 B L] B & Frree [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
TRO5 **A0 INVENTORY UFDATE**

ENTER AO NUMEER:

*PF1=ADM MENU PF2=ANOTHER REQUEST CLEAR=TERMINATE

Copnacted to FFIS3270.nfcusda.gov port 23 00:00.078 09,33 TAGO3586 NU ks
LT i — ] x i — s = = e e m— =
B3 FRIS - TN3270 Plus e E

Host Edit View Setup Macros Intemnet Help
e BE R L B & Frree [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
**A0 INVENTORY UFDATE**

NF5401001

DATE OF LAST INVENTORY:

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.140 10.37 TAGO3586 NUAS
LT i — ] - -

T = | pu— ¥ e = - e e - =

Key in the new inventory date and select enter for confirmation



E 1: FFIS - TN3270 Plus
Host Edit View Setup Macros Intemnet Help
e BE R L B & ForrFe (M)

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
**A0 INVENTORY UFDATE**

AO NUMBER: NF5401001

DATE OF LAST INVENTORY:

*% THE ABOVE DATE HAS BEEN RECORDED AS LAST DATE INVENTORIED *%*

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copragted to FFIS3270.nfcusda.gov port 23 | GSAXcess Access - Message (HTM
AT I’ —— I 1

T = ir— ¥ e = - — e

15. Mass APO Change (TR07)

00:00.063 10,37 TAGO3586

To change ALL property records from one APO to another use this option. Enter the Old AO

Number and the New AO Number. Select Enter to process transaction.



W 4 FRIS - TN32T0 Plus = ]
Host Edit View Setup Macros Intemnet Help
++E BHER SRR B & FrrEr [T

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
TRO7 *kkk MASS AQO CHANGE *%#%

OLD A.O. NO. | NEW A.O. NO.

*PF1=ADM MENU PF2=ANOTHER REQUEST PF3=TRANS MENU CLEAR=TERMINATE

Copnacted to FFIS3270.nfcusda.gov port 23 00:00.187 07,23 TAGO3586 MU
AT I’ —— T — ==

T = | pu— ¥ e = - — e - =

16. Report Generator Menu

There are 48 preprogrammed report options for property items accounted for in the PROP
database. Although the steps for generating each report are similar, each report’s filtering and
sorting options may vary. For a complete list of reports available and the steps for producing
them, refer to the PROP Procedures Manual, Report Generator Menu.

Select Option 4, The Report Generator Menu, from the Administrative Menu (Figure 6). Press
[Enter]. Page one of the Report Generator Menu is displayed. Select F3 to “NEXT PAGE, F4
PREVIOUS PAGE



ﬂ Mainframe Workspace Screen #t 1 - MULTTEST - T3139A55 - NS/ElitePlus Display

Session Edit “iew Tools Macro Help
[ sl 0 [ | ] BRI

DATE: B81/12/81 PERSONAL PROPERTY SYSTEM CT: 16:23
=» REPORT GEMERATOR MENU >e< SNO:

B 28 -PMO AND AD NAME, ADDRESS, AND TNVENTORY STATUS
72 —GSA ADP EQUIPMENT DATA SYSTEM REPORT
381A-PERSONAL PROPERTY REPORT {WGF} (BY AO}
381B-PERSONAL PROPERTY REPORT {(APPROP} {BY A0}
381C-PERSONAL PROPERTY REPORT {WCF & APPROP} (BY PMO)
3082 -PERSONAL PROPERTY PHYSICAL IWWENTORY REPORT {(BY A0}
363 -PERSONAL PROPERTY TRANSACTION REPORT {(BY AO)
364 -PMIS SUSPENSE LISTING
385A-PERSONAL PROPERTY EXCESS REPORT (BY RO}
365D-UNDISPOSED TTEMS REPORTED TO GSA MORE THAN SIX MONTHS AGO {(BY AO}
3087 -PERSONAL PROPERTY ACCOUNTABLE OFFICER REPORT (BY PHMO}
388A-LEASED PERSONAL PROPERTY REPORT (BY AO)
308B-LEASED PERSONAL PROPERTY REPORT (BY RO}
368C-LEASED PERSONAL PROPERTY REPORT (BY RO}

_PFI=ADM MENU PF3=ADDITIONAL REPORTS CLEAR=TERMINATE
Ready R:07 C:002 ID:E LL:55 MM
W 4 FRIS - TN32T0 Plus Sl
Host Edit View Setup Macros Intemnet Help
+4E PE R CRE & FrrFe [0

DATE: 12/26/12 PERSONAL PROPERTY SYSTEM
*% REPORT GENERATOR MENU #*%*

309A-PERSONAL PROFERTY CATALOG REFPORT (BY AO) w;“ﬁ:
309B-PERSONAL PROFERTY CATALOG REFPORT (BY AO) T
310A-PROPERTY ON LOAN TO NON-FEDERAL RECIPIENTS (BY AGENCY)

310B-FPROFPERTY ON LOAN TO NON-FEDERAL RECIPIENTS (BY FMO)

313 -PERSONAL PROFERTY REFORT BY NFC-ID NUMBER (BY FPMO)

318 -EXCESS AND SURFPLUS PROFERTY REPORT (BY AGENCY)

319 -EXCHANGE/TRADE REPORT (BY AGENCY)

321A-SENSITIVE PROPERTY REFORT (BY AO)

321B-SENSITIVE PROPERTY REFORT (BY AO)

322A-PERSONAL PROFERTY REPORT BY SERIAL NUMBER (BY AO)

323 -PERSONAL PROFERTY REFORT (BY AO)

325 -PERSONAL PROFERTY REFPORT BY FEDERAL SUPFLY CODE (BY FSC)

329 -PERSONAL PROFERTY PHYSICAL INVENTORY REFORT (BY AO)

330 -PERSONAL PROFERTY PHYSICAL INVENTORY REFORT (BY AO)

PF1=ADM MENU PF3=ADDITIONAL REPORTS PF4=FREV SCREEN CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.453 07,02 TAG03429 NUM
AT & | i T ——— e



W 4 FRIS - TN32T0 Plus e E
Host Edit View Setup Macros Intemnet Help

t 4 B L] B & Frree [T

12/26/12 PERSONAL PROPERTY SYSTEM
*% REPORT GENERATOR MENU #*%*

-PERSONAL PROPERTY REPORT (WCF & AFPFROF) (BY AO)

-PERSONAL PROPERTY PHYSICAL INVENTORY REFORT (BY AO)

-PERSONAL FPROPERTY TRANSACTION REFORT (BY AO)

-LEASED FPERSONAL FROFPERTY REFORT (BY AO)

-PERSONAL PROPERTY REPORT (WCF/TRUST FUND REVOLV FUND) (BY FMO)
-PERSONAL FPROPERTY REFPORT (AFFROFRIATED FUND) (BY FMO)

-PERSONAL PROPERTY REPORT (WCF/TRUST FUND/REVOLV FUND) (BY FMO)
-MOTOR VEHICLE INVENTORY REFORT

=LIST OF VEHICLES BY LOCATION

=LIST OF VEHICLES BY ACCOUNTAELE OFFICER

=LIST OF VEHICLES BY NFC-ID NUMBER

=LIST OF VEHICLES BY VEHICLE SERIAL NUMBER

=LIST OF VEHICLES BY LICENSE NUMBER

-MOTOR VEHICLE OPERATION/MAINTENANCE REFORT

PF1=ADM MENU PF3=ADDITIONAL REPORTS PF4=FREV SCREEN CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.390 07.02 TAGO3429 NUA
LT i — ] - - -

T = ir— ¥ e = - e e

W 4 FRIS - TN32T0 Plus e E
Host Edit View Setup Macros Intemnet Help

t 4 B L] B & Frree [T

12/26/12 PERSONAL PROPERTY SYSTEM
*% REPORT GENERATOR MENU #*%*

=LIST OF VEHICLES ELIGIBLE FOR REPLACEMENT
-QUARTERLY OPERATIONAL WORKSHEET

=CURRENT MOTOR VEHICLE OFERATIONAL DATA REFORT
=LIST OF VEHICLES ACQUIRED

=LIST OF VEHICLES DISPOSED

-MOTOR VEHICLE NATIONAL CREDIT CARD LISTING

PF1=ADM MENU PF4=FPREV SCREEN CLEAR=TERMINATE

Copeacted to FFIS3270.nfeusda.gov port 23 00:00.405 07,02 TAGO3429 NUA
LT i — ] - - -

T = ir— ¥ e = - e e

To select a report, place the cursor next to the desired report number and press [Enter].



ﬂ Mainframe Workspace Screen #t 1 - MULTTEST - T3139A55 - NS/ElitePlus Display

Session Edit “iew Tools Macro Help
[l e e P e e e R S IR .

DATE: B81/12/81 PERSONAL PROPERTY SYSTEM CT: 16:29
»x REPORT GENERATOR DETAIL »< SNO:

USER’S NAME : N

JOB SUFFIX : _ AGENCY
DESTINATION :

NO OF COPIES: _

BROWSE P PMO

ACCOUNTABLE OFFICER NO.
AGCOUNTABLE OFFICER NAME
INVENTORY DATE

INCLUDE ADDRESS ({Y/N} :

»<DEPRESS "ENTER" TO SEND DATA

PF1=ADM MENU PF3=MENU SCREEN CLEAR=TERMINATE

Ready R:0E C:0NE ID:E LU:55 MUK

1. User Name - Key in identifying information to ensure receipt of the report, such as initials.

2. Job Suffix - Key in any character from A to Z or 0to 9. The Job Suffix field also provides a
mechanism to better monitor reports awaiting execution.

3. Agency or PMO or AO - Key in the 2-position NFC-assigned agency code or established
PMO code. (Vehicle repots include option for 4 pos Location)

4. Destination - Key in the U-printer location where the report is to be printed.
5. Number of Copies — Key in number.
6. Browse — N for NO

7. Include Address - Key in either Y (Yes) or N (No) to include or exclude printing of the AO
address(s) on the report.

Press [Enter] to generate the report



Commonly Used Reports

Title Sort Option

28: AO Name, Address, & Inventory Date (by AO Agency or PMO
Number, Name, or Inventory Date)

303-Personal Property Transaction Report (Report of PMO or APO
PROP Actions — by Time Frame)

304-Agency PMIS/PROP Suspense Listing Accounting | Agency

or Document No (all ARS)

329-Personal Property Report (by Description) APO
350-Personal Property Physical Inventory Report (by APO

Description)

502-List of Vehicles by Location (by AG#)

PMO, Location,
APO

503-List of Vehicles by APO (by AO & AG#)

PMO, Location,
APO

504-List of Vehicles by NFC-1D

PMO, Location,
APO

506-List of Vehicles by License Number

PMO, Location,
APO

507-Vehicle Operational/Maintenance Report (by
AGH)

PMO, Location,
APO

510-Quarterly Operational Worksheet (by AO,
location, AG#)

PMO, Location,
APO

511-Current Vehicle Operational Data (by AG#)

PMO, Location,
APO

512-List of Vehicles Acquired (by AG#)

PMO, Location,
APO

513-List of Vehicles Disposed (by AG#)

PMO, Location,
APO
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