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AID – Workflow – Asset ID Workflow

IBPL Sample Template
Asset ID Workflow
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	Title

	
	Not Ordered?



	
	Description


	
	An IT asset is received by a shipping and receiving dock employee, by a receptionist or by an authorized employee. The package is inspected for physical damage to the container and if damaged should be rejected at this first point of contact. Otherwise, the package is delivered to the IT Asset Manager per the instructions and policy for receiving IT packages.



	Inputs

	The package that should be clearly marked with the P. O. number.

Access to the organization’s P. O. system or copies (paper or electronic) of the outstanding P. O. numbers.

The person receiving the item knows to send it to the IT Asset Management group.



	Outputs

	Item Not Ordered

The shipping label references an invalid P. O. or the shipping packing slip does not match any order placed by the organization. The item must be returned to the vendor. The reason for the return must be documented for the RMA process.

Item Ordered
The P. O. on the outside of the package and the packing slip match the order placed with the vendor. The process continues with validation of the item received.
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	Title

	
	Duplicate?



	
	Description


	
	The P. O. on the shipping container and / or the packing slip match an item ordered by the organization however upon further review this item is a duplicate. This means the vendor has shipped the same item twice. The disposition of the first item received indicates the item is still in the possession of the organization and is not in the process of being returned. If this were the case this would imply the item is being cross-shipped.



	Inputs

	The asset, the shipping label and the packing slip.

Access to the P. O. system and ownership repository.



	Outputs

	Item is a Duplicate

It has been determined the item received is a duplicate to an item previously received and therefore must be returned to the vendor. The reason for the return must be documented for the RMA process.

Item is Not a Duplicate

The item received was expected. The IT Asset Manager proceeds to the next step of this process.
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	Title

	
	Asset Damaged?



	
	Description


	
	Further inspection is performed to determine if the asset is damaged or does not work. This is the first level inspection of the item. The Help Desk, IT Integration Team or IMAC team may perform further inspection. This inspection by the IT Asset Manager focuses on the easily detectable damage to the asset. For example, the desktop case is damaged, the keyboard is cracked or the flat panel monitor will not power on.



	Inputs

	None



	Outputs

	The Item is Damaged

If the item is damage then it must be returned to the vendor. The reason for the return must be documented for the RMA process.

The Item is Not Damaged

The IT Asset Manager proceeds to the next step.
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	Title

	
	Wrong Item Received?



	
	Description


	
	At this point in the process the item was ordered however further inspection of the asset reveals the item is not the exact item ordered. The packing slip could be wrong or the configuration of the asset is incorrect. For example, a laptop configured with 512 MB of RAM was delivered but the order specified 1 GB of RAM. This part of the inspection process could easily be left up to the Deployment team however it is prudent to identify errors in shipment as early as possible. 



	Inputs

	None



	Outputs

	Wrong Item Received
The item must be returned to the vendor. The reason for the return must be documented for the RMA process.
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	Title

	
	Track Asset?



	
	Description


	
	Does the organization tag and track the type of item received? A predetermined list of assets exists along with the IT Asset Management policy that is used to determine if this item is to be tracked. All electronic assets need to be tracked for disposal purposes, however, only a subset of all assets are tagged and tracked based on the value of the asset to the organization. For example, keyboards and mice are rarely tagged but laptops are tagged.



	Inputs

	A list of assets that are tagged and tracked by the IT Asset Management organization. 



	Outputs

	A decision whether or not to tag and track the asset.

If the asset is to be tagged then proceed to the next step to tag the asset.

If the asset is not on the list of assets to be tagged then further investigation is needed to determine if the asset should be tagged.
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	Title

	
	Should it be Tracked?



	
	Description


	
	The item is not on the list of assets that must be tagged and tracked. The next question that needs asked is should it be tagged? The answer is based on the criteria developed and defined by the organization. For example, some organizations tag assets if the asset’s costs exceed a certain dollar amount. Other organization’s tag assets based on the value and security risk of the item. A laptop could meet all of these criteria.

The IT Asset Manager must evaluate the costs associated with tagging the asset versus the organization’s criteria for tracking assets. This decision is not for the Asset ID Manager to make alone. He or she must include the Program Manager who will in turn include other departments such as Security and Finance.



	Inputs

	The item’s cost and functionality it provides. For example, the asset is a new type of PDA, costs $200, will contain company data (emails and documents) and its warranty is one year. All this information can be used to determine if the asset should be added to the list of assets to be tagged.



	Outputs

	A decision whether or not to add this asset to the list of assets that must be tagged.
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	Title

	
	Add New Asset Type to Repository



	
	Description


	
	It has been decided the new asset must be tagged and tracked by the IT Asset Management group. This decision was made based on the organization’s criteria for tagging assets. This decision could be made in the acquisition phase of the asset, however, the Asset ID group owns the list of tagged assets and therefore must be involved in the decision making process if for no other reason then to update the list.



	Inputs

	The attributes of the asset that is now to be tagged.

The reasoning behind the decision to make this a tagged asset.



	Outputs

	The asset repository is updated with the new asset type and attributes. From this point forward all new assets of this type will be tagged and tracked.
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	Title

	
	Add Asset to Inventory



	
	Description


	
	The item is a tracked, tagged asset according to the policy set forth by the IT Asset Management Program. An entry needs to be made into the asset repository and any other databases (such as fixed assets held in accounting).

A unique asset ID is generated and assigned to this asset.



	Inputs

	The attributes of the assets required by the repository. For example, if the item is a laptop the attributes would include the make, model, serial number, CPU speed, amount of RAM, etc. 



	Outputs

	The attributes of the asset are entered into the asset repository. The owners of any other repositories (such as the fixed asset database maintained by finance) are notified.
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	Title

	
	Tag Asset



	
	Description


	
	A unique asset identifier was created for this item. In this step of the Asset Identification process the physical tag is created. The tag is affixed to the asset as defined by the asset tagging procedure created by the organization. This is an implementation specific operation since the tag method differs from organization to organization. For example, one organization uses bar codes while another organization uses RFID.



	Inputs

	The asset tag number.



	Outputs

	A physical asset tag is created containing the unique physical asset tag number.




	
[image: image10.emf]New Asset 

Recieved

Not Ordered?

Duplicate?

RMA

Route Invoice to 

Financial

Add Asset to 

Inventory

Tag Asset

Wrong Item

Received?

Deliver Asset to 

Requestor

End

Notification

Asset 

Damaged?

Track Asset?

Should it be 

tracked?

Add New Asset Type 

to Repository


	Title

	
	Route Invoice to Financial



	
	Description


	
	If the invoice was shipped with the item then the invoice must be given to the organization’s accounts payable group for payment. 

If the invoice did not accompany the item then the organization’s accounts payable group must be informed the goods were received and payment should be made according to the terms and conditions of the purchase.



	Inputs

	The Purchase Order number accompanying the item.

Notification to accounts payable to make payment for the goods received according to the terms and conditions of the purchase.



	Outputs

	None
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	Title

	
	Deliver Asset to Requestor



	
	Description


	
	The asset may or may not have been tagged according to the policy of the IT Asset Management Program. The asset can now be delivered to the requestor. Special instructions may require the item be delivered to the Help Desk, the IMAC team or the IT deployment team and not the individual or group that made the original request.


	Inputs

	None



	Outputs

	The location of the asset is updated in the repository.
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	Title

	
	RMA



	
	Description


	
	For several reasons the asset must be returned to the vendor. The reason for the return is accurately documented and archived. The PO is updated to reflect the item was received but returned. The vendor is contacted requesting an RMA number which is also recorded by the IT Asset Manager.

The RMA process defined in the IT Asset Management Program is followed for the return.

The primary objectives of following the RMA process is to guarantee payment is not made to the vendor, any compliance risks for the asset is transferred back to the vendor and the vendor’s performance record is updated.



	Inputs

	The reason or reasons for the asset’s return to the vendor are clearly stated.



	Outputs

	The reasons for the return are clearly stated and recorded. 

An RMA number is received from the vendor and the IT Asset Management Program RMA Process and the RMA Process outlined in the terms and conditions of the purchase agreement are followed.
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	Title

	
	Notification



	
	Description


	
	The disposition of the asset (delivered to the appropriate individual or returned to the vendor) is well known and documented. All parties involved in the acquisition of the asset are informed of this disposition.



	Inputs

	The disposition of the asset – validated and delivered or returned to the vendor.



	Outputs

	All parties involved in the acquisition of the asset are informed of the asset’s disposition – either accepted and delivered or returned to the vendor.
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