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高校固定资产管理系统
资产管理员操作手册
资产管理员负责资产的日常业务信息录入：其中包括新增资产的录入、资产的变动和处置信息录入、提交。
[bookmark: _Toc276020311]一、系统登录
打开360浏览器，输入固定资产系统的登陆地址新乡医学院三全学院资产管理数字化平台  http://10.10.10.41/pt/，打开系统登陆界面
[image: ]
输入用户名和密码登录，进入系统的首界面。
[image: ]
页面的顶端是登陆人员可用的菜单栏；第二行是状态栏，显示时间、登陆人员及一些快捷工具；下面的窗口是桌面：系统消息（系统管理员发布的消息通告）、待办事项、进度跟踪（对资产日常管理的信息跟踪）、负责管理的资产（所负责管理的资产信息）。
[bookmark: _Toc276020312]二、固定资产增加
新增加的资产（包括自建、租赁、借用、购买、受赠、交换等方式）在 固定资产增加窗口中添加到系统中去。
基本步骤为：添加新验收单、填写验收单信息项、生成卡片、填写卡片信息项、提交资产审核。
操作窗口：资产管理----资产增加----固定资产增加
1点击资产管理—点击资产增加第一步

[image: ]第二步

2点击选择确定当你新增资产的年份
[image: ]
3. 点击选择资产使用部门的末级单位——点击增加
[image: ]第二步
第一步

4. 按照验收单录入资产名称—分类代码选择——双击所选择得分类名称及代码（分类名称选择要合理）
[image: ]第二步
第一步



5.红色项目必填项，按照验收单信息填写，先保存再提交。
[image: ]
3、 [bookmark: _Toc276020313]资产的变动
资产的变动主要为使用单位、使用人、现状、使用方向、存放地点、变动。
资产变更流程：点击资产管理----点击资产变动处置——点击资产变动
[image: ]第二步
第一步





1、 点击资产使用单位（如仁智书院）——点击项目变动

[image: ]第一步
第二步

2、 点击人员——点击（郭祥玲资产管理部办公室）——点击人员具体所在单位，——点击人员姓名——出现使用人资产，在“序号”前面点击对号，点击选择，出现确定变动资产，点击确定。
[image: ]







3、 出现资产变动报告单，如选择的某条资产变动有问题，可以在删除前面打对号，点击删除，可删除指定的变动资产。
主要维护选择使用部门具体到使用人所在的最末级单位（如某某办公室），存放地点变更到资产所在的房间，其它视情况维护。
[image: ]
4、 信息维护完毕，点击左上角保存，出现提交，点击提交。
[image: ]






3、 资产的处置
资产的处置主要为相关资产无法在使用，需要报废时进行处置。
资产处置流程：1.点击资产管理----点击资产变动处置——点击资产处置
[image: ]第二步
第一步


2.点击部分报废资产使用单位-—点击增加
[image: ]第二步
第一步


3.点击单位—点击（郭祥玲资产管理办公室）—输入报废资产资产编号—点击查询
[image: ]

4.在“序号”前面点击对号，点击选择，出现确定处置资产，点击确定。
[image: ]




[bookmark: _GoBack]5.出现处置报告单，只按实际情况填写处置原因及技术鉴定意见 ——报存—提交
[image: ]

五、查询及导出资产
点击查询——点击分类查询——点击按使用单位查询

[image: ]



点击本单位一级机构，出现本单位所有资产，点击导出EXCEL
[image: ]
 

2

image4.png
BN &
ELIES -8

= B




image5.png
& 001 TS
(i (o000 ET
i oocoso R
4 [0001aTI PR
4 (0002421 &R
0 (001001 TEERT]
4 [o00s S VBB
i [001001001 B3RS
i (001001002 A AT
i 0010010031 K E AT
4 (001001004 142G R TRR 8P
i [001001005) T
4 (0100100 £ AR S A
i oi00100T
i 001001008 )= BERGA BRI LE
i oio0i00s 1255
i oi00i00 1SR
i 001001011 AT SRR
& (001001012 1= 1BE
i onzes] e
[= ULIEE o i S0
o [000S04 BB E D AE
L [000S0S 1A= EIBEE (FRNBN A E
i o000 IS
i 0010010141 A%
4 [O000DIS TR
4 (0100101 B RS
4 (001001017 I ERIEEIReR L
i 0100101 EHBR
£ (001001018 FE S HHEE R AT
i oiooicz0 iR

e

BOFIER 1/07 HETHEST 0 HESH0

i

FAEAA0 00 Bii&0 00




image6.png
FEEFR=2¥RE BT SERS — 0

Googosoft
!
20182 11A13H 11:45:53 2H= 16214071 [ 5E] wERN SRR DR (R & 2]
e TR @R F
ERFB K H
BEER%E
g | A8 BERE: R BRER:
e
BPEsd: 03020201 (AFEEY) BFEA2E: 17010000 GREWRH) Bk 04070710 (EEMGE) AR 04070816 CHTRER)

AERRAL: SR
B HEFAR:
=g 13010200 GJ1)
AERREL: 28R

B HEAAATiE: 2018-08-13

5 BERT - MIHEE B - -

I Ii I

: 2018-09-30

13010000 AHIFE
1a0t0000  AHIFE
13010200 g1,
13010200 g1,
13010200 g1,

9‘ & ta0i0z00 L,

/ # R ta0i0200 N, RS
BLERATE 2015-05-51 BLERATE 2015-05-51 tsot0z0 7L 10U
EEA: c0w14 (RESHE) AR owinTos GEEERD|| 10100 AL po]
1 13010200 g1, 12KhiR
B {#AE: 2015-08-31 taoi0z00 L, aEhE
L 05010104 (EFFREE) 13010700 HEAHRE AR
RE: 3R R 6TR 1020200 gL, Foie
BE R 2018-07-16 B EEE: 2015-06-30 1300200 | 7L AUAR
A% os01001 GRARIRAL) =
HRRH: 107 RS 2R
BRI 2016-06-12 B EEAE: 2015-06-12

=g 15010300 GHE) =4 13010500 (6 A
R 33K AERREL: 243
BoE{ERAE: 2018-05-01 B ERATE: 2016-05-31





image7.png
# s

ERTE:
ERES
ARfEEUEEHA:
2 8

| hits
0.00
[ -
02. BfuEhxEnN M
i 4. 55 -
2018-11-13
R
156 (FRED) &
71

B e

&

2
e
# 8
M A
FREIRERS

=

HEIE

H28:
n_
B
&
2pe:
s
sERA:

Bl E ¥ 7= % tk &

2 )

13010200 AR
1.7 -
1

R

1. 5b1 M
2. ERES A
01. £ -
oo

R (BIRK)  MHAX: suoo-gy . gk

st |20
fifE2ea: | o1. FiE -
e o]
S R
gzt | 01320 hd

HHERER: 0
B 205115
Szt
B3 A 102001 GRE) W
W E

FAERRE:
A





image8.png
2FEIRE

E]

EiadiR

WS
2013170503
01100118
0aenis
2013050008
201300470
2ntesaan.
01a0e01ss
2013080010
201300801
2ntesaan.

ek i)
WEERE

AERBIRES
IAFRIETHE
ERTES

E=

E%
ELG 4
AOE R
A0EESEE
HHEA0FE
A0FESEE

A0FESEE
HHEA0FE




image9.png
e MEEFR—_=FR EESTEERR

(i (o000 ET
i oocoso R
4 [0001aTI PR
4 00022 AT
4 (01001 TBE]
i (001002135
69 (001002001 1=
i fooozss] i
4 00zEs WES R
i 00T LR
4 (o0 TR
4 (001002001001 1= BHRSH AT
4 (001002001002} - BRRHEHE
i 01002002 BRI
i 01002003 RIS

i (001004 TERAR
i 000SIHIAR




image10.png
(FEEEAE)

:

= O (BRE]BRAAL - HARB| HREE | RS B 26 |20 @@ | wR
=L WOHEEFR=2%R [ sq100272 i 05010105 PEERY | EH | 3650.00 .00

[ e F e s s E B miok s o
[ m 3 eoiaasTo 05010105 WABFHEN EF 33500 & 3345.00 1 %A
o (0002421 AR ra | eotmaezro 13010400 H% E% 0000 # 1300. 00 1 %A
G (0010010 BT 5 201731200 13010700 HEAHFE | EH 10000 & 150.00 1 &R
Bg;”‘[zziz:;‘méw 6 eoimaeTor 13010300 % % a0 & 42000 1 um
|| e toouzen iz [SRERRETTEEE 13010200 AN % To0.00 E 700.00 ET]
| ey [oo026s) EEBRHS R & ooionoro 13010300 % E% 1500 & 165.00 1 #A
|| GO looozen EERIREELA s 2017000801 13010300 | £33 E# 16500 & 165.00 1 &R
||| iy TR R 10 eoiToossor 13010300 4% % 100 & 165.00 ET]
3 ifﬁ T TS 11 2017000401 13010300 | #% E# 16500 & 165.00 RERE
| iy [001002001002] £ ERIQHEHTHE [~ 1z 2017000301 13010300 #E E% | 165.00 & 165. 00 1 fEA T
| G [001002002] BRI 13 2017000200 13010300 | f5%% E# 16500 & 165.00 AL
| & (PRI RS 14 oionior | & 13010200 AL E% 623000 3 6230.00 ETIE:
| 4y [001002004) S{EHE
| i [001002005] BHIE [EE 1 T %5 1URER 11T HHEERSAT 10 ERRAR 14 SHERAA 10

- [001003] B
L (0010041 BERAR

Ly too100s] kaR AR





image11.png
14071 [HERZ] BEEE
Vit #|@R 7| X8k

I

SR D B

HEHREE

TapmE: THENE R =)
fEF/ BRI EEET

# A A EEEE

B M| Tk -

AR | Tk B

TR EEEE
BB : ST A RIS EIBNA & A R RAVE R (DR

R

Wit | £2| RERS | REEk | RERE | #AA S wik | wmnE | 26 |22 |6k

1 [eoroonior [2ws | #wm | S58 [rzome—ekm [ER |G 6230.00
e e e S e R 165. 00
3 [aovioonl [Spt | #ERR | SR |ERABH—HEE | R | T8 165.00
4 [ooion0a01 |SRAS | mRE | SR |ERARE—MKN | &R | GR 165.00
R E e e I S et R 165.00
e e I S e R 165.00
7 [l [Sps | #eRE | S08 |ERARM—HEE | R | T8 165.00

#HEE!:

Sffiait: 1220.00





image12.png
Vit #2|@R 7| XMk DR

EnenE wmEs wxwE

HEHREE
THRE: THENE R =)
fEF/ BRI EEET
# A A EEEE
0| EA hd
#ARE: | H2 -
TR EEEE
BB : ST A RIS EIBNA & A R RAVE R (DR
ES
Wit | £2| RERS | REEk | RERE | #AA S R CIED
1 [eoroonior [2ws | #wm | S58 [rzome—ekm [ER |G 6230.00
e e e S e R 165. 00
3 [aovioonl [Spt | #ERR | SR |ERABH—HEE | R | T8 165.00
4 [ooion0a01 |SRAS | mRE | SR |ERARE—MKN | &R | GR 165.00
R E e e I S et R 165.00
e e I S e R 165.00
7 [l [Sps | #eRE | S08 |ERARM—HEE | R | T8 165.00





image13.png
O [EER)1EE (BEAR)

= S EFIRZ 2T BEAEAR | ¥ T30
4 [0000S9) £ EFIE
i (0 ve mmes s wmne ]
i 002 BE =] Dﬁgx iz BEMGESR  RE BB 000 000 0.0 20is-izeie
S toton e 0 | Dsx i | MEEWRL R MEM | @000 om| 000 aolseizcie
i 7 Dz wio FREREERL  WE  WES w00 000 wis-i-is
¥R IRE BEE w750 0.00 0.00 2018-11-05 RIS, FEER

i 0100 ERA R [ | Banmesmy 2061000 HLES
i Too100s Vgt AR UL SORER AR SHE WRSIEA 10367 50 KESIEA 1030750 SN AEAEA0 00 AEHEA0 00

QEEE A0S IEEER





image14.png
e [ A5 | s (#zasa

. -
-ﬁw lonsionl ek -swnie) | KX b
L

=0 (AR EE (B B[ mens | mrek | 9ace|axek]  Ba SERE| 56 £ @D [RK| sEsE | #A
=63 001 ESH =i ot am41e1  FERFHEIET] 14010100 E® 1082.50 4 1082.50
i [0000S S ETE T2 mnae TEMEE] Lm0 RZedE R 052,50 4 1052.50 | wR wESED e
i [000187JPRER 3 mmise TEERRE om0 E2EE R 1082.50 | 4+ 1082.50 1A EESEY ke
CiICEAER T s FEREED oo w20E B 1o 50 4 106250 | HR EESEE F6E
: g:zggﬁﬁm T s mnas THERRE] woow ¥2BE | ER o250 |4 1052, e
e C e muas TEMEE] Lm0 RZedE R 052,50 4 1052.50 | wR wESED e
i (0010 TERAR T 7 mnas TEMEE] w00 RZedE | R 052,50 4 1052.50 | wR | wESED e
25 00100 K AR © e mnas TEMEE] oo ZedE R 052,50 4 1052.50 | wR wESED e
T e mnas TEMEE] w00 ZedE R 052,50 4 1052.50 | wR | wESED e
T o muese TR 10000 E2@E  EEES. . 0250 4 1052.50 | wR wESED e
Cu mnas TEMEE] Lm0 EZe9E R 052,50 4 1052.50 | wR | wESED e
C 2 mias EEESE umn BEEE R 00 B 24500.00 | wR wESED e
e miae o AN EE o000 3 600,00 | wR wESED HE
o moae e T o000 3 600,00 | wR wESED HE
s moae o AN EE o000 3 600,00 | wR wESED HE
s moas e T o000 3 600,00 | wR wESED HE
o moas o AN EE o000 3 600,00 | wR wESED HE
r poeres 1e030200 I* o000 3 600,00





image15.png
ww AR | ma | -

=0 (EES]EE (Bh) FER TR
% £ i . o HHESNE T 8970,

Bi:’[;ﬂif};gﬁﬁ [ SiRRR AT NEEERSST EESS SHERGIAT 007000 BiiA:eeT0 00 HEESHE

i (0001871 FHRR

i 000242875 5

i [00100115HET]

i (001002345

i [001003F3%

i (001004 ERAR

i [00100SHEFIAS:

ootssse00 | 12SHpLAEHL 0T0ToLs LIERA EX s0.00 A 100
2





image16.png
Bt ERG R

iRR(: (% D= g 20bm00 &
RERR: |2019-05-01 B A
ERE: 270.00 [t tie: 0.00
nEAR: | % B hsie: 0.00
=
ARER:
==
R
OEEAEE RN R FRED
(1|t |2o15e85600 | 125, | FEF | 8970.00 | 8970, 00 | 2015-09-30 | 2016-06-30 | FFEH | PMEFIE oY 1R | ECG-12B.

HEEW: 1

SiN&it: s9t0.00





image17.png
R e

B2 VIR
HEER
BOAR sl amEsE
AOAR EsRERESE
FOAR SoeaEEE
FOAR AERaEENE
HEAR RERAEENE
hizin nzsamens
BIAR s
AR B2 AETRERRAS
E=:) WS E= ELG 4 BERS aEER
R —— coloios Al VAR saooess
201100116 fiat i) A0EESEE 2017183601 $4H
2013050152 AT HHEA0FE 2016167401 RATH,
2013050008 AERBIRES A0FESEE Z0ISTEATOL At
201300470 S ERSHETHEFR A0FESEE 2015764801 At
2016636301 HHEA0FE 2014685300 AWAS
2013050153 AT HHEA0FE 2014685200 HAE
2013050010 AERBIRES A0FESEE 2014484200 BEAEHTTEML
201300601 IAFRIETHE A0FESEE
2016636401 ERTES HHEA0FE





image18.png
€ FEEFR=TR BEETEERS

L e sisiss
i (000059 B ) mismEnm Mone | AREAR 130000 62000 3 LESEY LR
4 [oo00soTE7=st [ Yusmsomy Moo | ARBAK 13020100 K e20.00| 62000 NES 3 EESEY CBHR
ZEZSZES;EEE ) mismaomd mons | AREAR 10000 a0.00 a0.00 iES SR CEHRE
e 1) nismaomd Moo | AREAR 10000 F 620,00 620.00 1% : LESEY RN

o ) nismaomd Mo | AREAR 10000 620,00 620.00 1%k : EESEY LR
1001002001} B35 0] nismgomd moos | AREAR 10000 620,00 620.00 1% SEY CEHRE
i (0010020020045 0] nismgomd mone | AREAR 10000 620,00 620.00 1%k : EESEY LR

i (00100200355 ) nismaomd Moo | AREAR 10000 F 620,00 620.00 1% : LESEY RN

i (0010020041581 [ ismeamg Moo | AFEAR 1502000 a20.00 | 82000 kS SRS SR
Zﬂg“ﬂ“ﬂg:mﬂ' B [ ismpomy 0200 AREAR 15020100 a0.00 | e20.00 ES 2 LESEY LB

5 [umm]gmﬁ ) mismgomd moms | AREAR 10000 620,00 620.00 1%k : EESEY LR
{ e ) nismgomd Moo | AREAR 10000 620,00 620.00 1% SEY CEHRE
) mismgomd moms | AREAR 10000 620,00 620.00 1%k : EESEY LR

&) wnﬁw Wiz ABMEAR 13020100 5 620,00 620.00 1% : LESEY RN

5] oz ABHEAR | 13020100 FR 620,00 620.00 1%k SR CEHRE

&) Wiz ABMEAR 13020100 5 620,00 620.00 1% : LESEY RN

5] o ABHEAR | 13020100 5 620,00 620.00 1%k : EESEY LR

0] nismaomd Mo AREAR 10000 F 620,00 620.00 1% SEY CEHRE

) nismaomd momn | AREAR 10000 620,00 620.00 1%k : EESEY LR

) nismgomd Moo | AREAR 10000 620,00 620.00 1% : LESEY RN

) nismaomd Mo | AREAR 100100 5 620,00 620.00 e SEY B





image1.png
T 5, W Y W< WV ;¥ W

= 2131@ EIESTR e——) 2013-11-06




image2.png
Googosoft

£ TS 22 VahEm 22 @EnR L3
BRI HEER #HE  UEMIE
FOAR RieaEEE m
AOAR EitREEENE =
FOAR SoeaEEE 615
AOAR AERswRNE i
BEAR WlRAERNE a5
HEAR ARRAEENE 18
FIAR whs NS «
€2 BETRE s B2
WS E= ELG 4 BERS ARBE kT il
| 2013170303 ek i) AOE R Solo02s3 A 2010-01-21  ARISHRRERRAT [003489) AP EIBP A AEI01 TR
201100116 fiat i) A0EESEE ZoiTiEza01 R 2017-03-31 (003459 ] A= EIBER A A 301 TR
2013050152 AT HHEA0FE 2016167401 HETHL 2016-05-31 (003450 ] A= EIBER A A 301 TRS ]
2013050008 AERBIRES A0FESEE 2015764701 MR 2016-03-16. (003450 ] A= EIBER A A 301 TRS ]
201300470 A0FESEE 2015764601 MR 2016-03-16. (003450 ] A= EIBER A A 301 TRS ]
2016636301 HHEA0FE 2014685300 A 2016-10-31 (003450 ] A= EIBER A A 301 TRS ]
2013050153 HHEA0FE 2014685200 AvAS 2016-10-31 (003450 ] A= E1BER A A 301 TRS ]
2013050010 AERBIRES A0FESEE Z0iddsazon  BTEHTUTEML  2014-12-31 [003489) AP EIBP A AEI01 TR
201300601 IAFRIETHE A0FESEE
2016636401 ERTES HHEA0FE





image3.png
FEEFR=—2¥R BEETBERR

) —
Googosoft

BEER

20185114130 11:24:33 EHI—
"1t (020000001 L TR

£ (0300000013 K%
S0 (040000001885

@ i (04010000 ISR
S i (04020000 FHERE
s i (04030000 R
8 i (04040000 K THH
= )

- (0405000085
£ (04060000187
£ (04070000 BARHVH
&2 [04080000JE4;
4 (04080100
4 (04080200
£ [04080300] TAHRIR
- (04080400 BREIRIR
£ (0408050035464
- (04080600 KIGHLA
G2 [040807(

EiRERR

&

16214071 [HFER] BRERBIE T :

NHisE

™

18] Q5 & | Sptveninss | Gmenaiz I & 7 58 | 471 it 2 | 45
EERT A

iismgoie Miae | THEREET 101000 | F2iEE
iismgoie MIas  THEREET 1010000 F2iEE
iismgoie M0 | THEREET 101000 | F2EE
iissgoie Mg THREET 101000 F2iEE
iisamgoie MIaST  THREET 1010000 | F2EE
issgoie MIass  THEREET 101000 F2iEE
iismgoie MIass | THREET 101000 | F2EE
iissgoie MIast THREET 1010000 F2iEE
iismgoie MIas | THREET 101000 | F2EE
issgoie Mg THREET 101000 F2iEE
ismgoie MIast  THREET 101000 | F2EE
issgoie Miae  WERSE  oal00 BEEE
miiaias | DUASRS | 13030000 | 501

s i





