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Agenda 
• Planning for the migration 
• What’s new? 
• Interdepartmental Transfers 
• Surplus/Disposals 
• Training and Resources 
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Planning for the migration 
• Start planning NOW 
• Last day to send Excel spreadsheets to 

UPAR is December 15 
• If transfer or disposal will not be completed 

before January 3 do not initiate forms—
wait for FABweb 
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What’s New? 
• Interdepartmental Transfers 
• Disposals (Scrap, Surplus) 
• Approver role 
• Implementation Date: January 3, 2011 
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Benefits of New Functionality 
• Ability to pull asset information directly 

from Banner for all tagged/controlled 
equipment 

• Automated workflow 
• Email notifications 
• Improved tracking 
• Greater assurance that all parties concur 

on records transferred/disposed prior to 
Banner posting 
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FABweb Main Menu 
1. Initiate a new Transfer 
2. Initiate a new Scrap/Surplus Disposal 
3. Request access to FABweb or new role 
4. Transfers/Scrap/Surplus transactions 

locked to you 
5. Transfers/Scrap/Surplus transactions for 

Unit Approvers to claim  
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Initiate an Equipment Transfer 

• Enter the 9-digit PTag or OTag 
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Transfer Transaction Details 
1. Enter new Chart and 6-digit Org code 
2. Additional Banner & Non-Banner Assets 
3. Garbage can to remove from transaction 
4. Delete existing Location Code 
5. More Info displays more detail about item 
6. Click Forward Transfer tab 

Originating Unit Representative 
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Originating Unit Representative view 

• Submit to Unit Approver 
• Save to Excel details of transfer 
• Cancel the entire transfer 
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• Originating Unit Approver 
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• Receiving Unit Approver 

Receiving Unit  Approver view 
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• Need to show main menu section 
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Transfer waiting to be 
claimed by Unit Approver 
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Transfer claimed by Unit Approver 
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• Forward Transfer tab 
• Forward To: Select Receiving Unit Rep 

Receiving Unit  Approver view 
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• Appears in box and in Email 
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Receiving Unit Representative 
1. Type in new Location Code 
2. Click Forward Transfer tab 
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Submit Transfer to Banner 
1. Review Comments/Notes from RUA 
2. Confirm contact info & add comments 
3. Save To Excel and save spreadsheet to 

local network 
4. Use spreadsheet to coordinate with 

movers 
5. Confirm receipt of equip. and Submit to 

Banner 

Receiving Unit Representative 
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Receiving Unit Representative view 

• Confirmation of PTag updates 
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Next Steps for Transfers 
• Use Excel file to Update an existing 

Banner Fixed Asset with appropriate 
Equipment Manager and Custodian 

• Email Excel file back to Originating Unit 
Rep as a courtesy.  
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Initiate a Surplus/Disposal 

1. Note Designation 
2. Enter 9-digit Ptag,Otag or Non-Banner info 
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Scrap/Surplus Transaction Details 
1. Add additional Banner & Non-Banner 

Asset 
2. Designate appropriate Scrap/Surplus 

Status 
3. Add Pick up Location for Non-Banner 
4. Click Continue to 2nd page 

Originating Unit Representative 
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1. Select Warehouse Chart To 
2. Type Pick up Location for movers 
3. Select Condition 

– Electronic equipment 
1. CPU Speed, Data Elimination, Scrub Tag 

4. Back button 
5. Click Forward tab 

 

Originating Unit Representative 
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Scrap/Surplus Transaction Details pg2 
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• Submit to Unit Approver 
• Save to Excel details of disposal 
• Cancel the entire disposal 
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Next steps Surplus/Disposal 
• UPAR reviews transaction and Excel form 
• UPAR returns approved Excel form 
• Unit Rep coordinates with movers 
• Warehouse confirms receipt of equipment 
• UPAR submits transaction to Banner 
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Other/Presumed Disposals 
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Other/Presumed Disposals 
• Procedures remain the same 
• Submit supporting documentation to 

obfsuafrproperty@uillinois.edu 
– Include SD # in correspondence 

• Use comments on Forward tab 
• Check FFIMAST after 4 weeks 
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U&I Property Accounting Training  
• Chicago 

– January 12, 2011 1:00pm-4:00pm 
– January 27, 2011 9:00am-12:00pm 
– March 3, 2011 1:00pm-4:00pm 
– March 31, 2011 1:00pm-4:00pm 

• Springfield 
– January 19, 2011 9:00am-12:00pm 
– February 10, 2011 1:00pm-4:00pm 
– March 17, 2011 1:00pm-4:00pm 

• Urbana 
– January 18, 2011 1:00pm-4:00pm 
– February 3, 2011 9:00am-12:00pm 
– February 23, 2011 9:00am-12:00pm 
– March 16, 2011 1:00pm-4:00pm 
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FA103: FABweb Transfers & Disposals  

• Chicago 
– January 26, 2011 1:15pm-4:15pm 
– March 3, 2011 9:00am-12:00pm 

• Springfield 
– March 17, 2011 9:00am-12:00pm 

• Urbana  
– February 2, 2011 9:00am-12:00pm 
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Resources 
OBFS>Training Center>Job Aids & Training 

Materials>Accounting & Financial 
Reporting 

  Webinar 
  Participant Guide 
  Video for Approvers 
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Contacts 
• Janet Ayers 

– jayers2@uillinois.edu 
– 312-996-2858 

• Juana Rodriguez 
– juana@uillinois.edu 
– 312-996-7321 

• Jeff Weaver 
– jweaver2@uillinois.edu 
– 217-244-7978 
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