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ason for Annual Inventory

In accordance with BOR Policy 11.4, mandatory physical equipment inventory is a
requirement.

s All institutions within the University System of Georgia must conduct a
mandatory physical equipment inventory annually.

**The results of this inventory will be updated into the equipment inventory
systems utilized by the institution to satisfy state reporting requirements.

**These results should change the status or condition of the item if required, such

as missing.
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l Annual Inventory Overview

Start date:
October 1st




Annual Inventory Overview

The annual inventory period is from October 1° throu%h March 31°' during each fiscalyear. During this
period, each Cost Center is required to perform a 100% audit of its GT tagged equipment.

Once an assetis marked as “Found” du rin%the inventory period the status is locked in as “Found” until
the next upcoming inventory period and CANNOT be changed.

Inventory assets that are listed as “Not Found” or “Not Inventoried” can still be marked as “Found”
outside of the inventory time of October 15t through March 31s*

* |ssues concerning assets that were previously surplus or traded-in should be resolved with the
Surplus and Logistics Team BEFORE submitting the Annual Inventory Packet.

* All Cost Centers with 25 or more assets are required to use an RFID Scanner for inventory scanning
unless special circumstances do not permit. Special Circumstances ex: offsite, on loan, area
inaccessible.

* Offsite assets are assets that are “NOT” on GT campus. A picture of the asset disElaying the CAE tag
should be provided to the Propert?; Coordinator by the custodian of the asset so thatthe asset and
then be marked as “Found” with the scanner device.

* Some offsite assets that are off campus at different locations and is being used properly for state
business can be marked as a manual “Found”. A properly filled out EQuipment Loan Agreement must
be on file for these items. Update any of these assets, as offsite; note the length of time the asset will
be off campus in the sublocation detail section and property coordinators note in Workday.

* |fanitemis listed on the data printout but is not found or has been properly disposed, indicate the
disposal method (i.e. Surplus, Stolen, Trade-in, Missing, Transferred, and Destroyed). Please make
sure, proper documentation is recorded and submitted to property control in accordance with the
Asset Management Training Manual.

* Please update tags that are illegible. Asset tags that will not scan should be first checked to see if it
can be scanned in Barcode Mode, if asset still does not scan replace the tag with a new RFID tag,
then scan the new assettag so that the asset can be ma as “Found” using the scanner device.

[

* Pullyour RFTrack Custom re{_)ort from the Reports Tab under Custom : Assets b%Coordinating
Cost Center. Please DO NOT use the report under Main: Assets by Coordinating Cost Center.

* You should pulla clean Custom RFTrack report each day to ensure accuracy of your findings.
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Annual Inventory Overview

For a Cost Center’s annual inventory to be considered complete, the cost center’s assigned Property
Coordinator must submit the following packet of information to Property Control:

1. Annual Inventory Sign-off Form - (This must include Chair/Head approval signature)

2. Workday Find Assets - CR Report - This report shows the total number of assets in your cost
center.

3. Workday Find Missing Assets - GTCR Report - This report validates the assets indicated as missing
were flagged as missing in Workday. (Please disregard if you do not have any missing items.)

4. RF Track Custom Report — Pull report for assets by Assets by Coordinating Cost Center. This report
must show that each item was marked as “Found”, “Not Found”, or “Extra Asset and indicate changes to
location or room numbers. (report converted into Excel will ONLY be accepted).

The annual inventory process, annual inventory sign-off form and troubleshooting checklist can be found
at the following website:

http://www.procurement.gatech.edu/property-control

For any questions regarding this process, please contact your designated Property Control Coordinator
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Sample Audit

« After March 315t Property Control will conduct a random sample audit to
verify the accuracy of the Annual Inventory process. The purpose of the audit
validates the completion of the inventory process for the upcoming audit
season with the state auditors. The sample will take place during the month
of April on selected Cost Centers.

* Property Control will provide a report to the Controllers office as to the
sample finding and all other information related to the inventory.

* Results of Annual Inventory and Sample Audit will be forwarded to Board of
Regents in accordance with BOR Policy 11.4
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Annual Inventory Overview
Ready to Start?

“*Log on to TechWorks
“Click on My Work Tab

.
Georgia | TechWorks

Tech i
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General Instructions

» To begin the inventory process, the coordinator should log into “TechWorks”,
Click onto “My Work” Tab and

* Click onto “Workday Financials”
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General Instructions

After logging into Workday, search for the “GT
Find Assets- CR” report to produce your cost
center report to use in performing the annual
physical inventory.

On the next screen, insert your Coordinating
Cost Center .

Please Note: This page allows you to search
using different variables. Select Coordinating
Cost Center only. Then select (OK).

Welcome

Awaiting Your Action

a s

Tech Equipment Purchase -

Supplier Invoice: INV-1966270, Rico Intl Inc dba Specialty Car Co on 07/11/2025 for
26,350.71

Find Assets - CR

uuuuuuuu

Accounting Treatment For Primary Book

Spend Category

Item

Requesting Worker

Asset Source

PO Number

Supplier Invoice Number

Contract Number

Coordinating Cost Center 5 CC000413 F&P/SUR -
Surplus

Location

Serial Number

Asset Name

Worktaas

--------

Cr
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General Instructions

The report will list all Assets in the
custody of your coordinating cost center
and their pertaining information such as
Asset ID, Asset Identifier (Tag #),
Location, Legacy PS Asset ID (PeopleSoft
Asset ID), Asset Status and Inventory
Status. The report allows the users to
manipulate many data features. Users
can arrange the data in order of
preference and printin Excel format.
Save this document to be submitted with
your Annual Inventory Packet.

Please Note: This report only shows the
items that are inventoried or need to be
tagged by the cost center.

= Georgia
= MENU Gl" Te::hgl

Find Assets - CR ¢ §i#

> Detalils

5399 items

Company Asset ID

€0503 Georgia Institute of

€0503 Georgia Institute of

BA-0000038 (Oculus MD750d
Technology Multibeam son

ar system)

Technology 1l automated gamma

nnnnnnnnn

<

Q Find Assets - CR

Surplus
Control No.  Coordinating Cost Center

CN180289 CCO000413 F&P/SUR -
Surplus

BA-0000159 (Packard 5003 Cobra ~ CN181465 CC000413 F&P/SUR -

Surplus

Coordinating Cost Center
Property Coordinator

Angela D Patrick

Corey Darden

Davida Joy Montgomery
Donnell Allen

Kenneth Chavers
© More(2)

Angela D Patrick

Corey Darden

Cost Center

CC000413 F&P/SUR -

Surplus

CC000413 F&P/SUR -

Surplus

Items per page |30 ¥

Cost Center Property

Coordinator Asset Books

Angela D Patrick Asset Activity
Corey Darden

Davida Joy Montgomery

Donnell Allen

Kenneth Chavers
© More (2)

Angela D Patrick Asset Activity

Corey Darden

1-30 of 5399 items

°2345)»1

0O o &£ 2

EHE=lhd." E.

A

Asset Depreciation Schedule Depreciati

BA-0000038 (Oculus MD750d EQUIP
Multibeam sonar system) -
Asset Activity

BA-0000159 (Packard 5003 EQUIP
Cobra Il automated gamma
ntimtast Annnt Antivits

>

of 180 pages
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General Instructions
RFTrack System

» The Coordinator should now log into the RFTrack System.

Log into the RFTrack.net system (URL: https://assets.itg.gatech.edu/)

Windows Security

Connecting to assets.itg.gatech.edu.

L]

l User name

l Password

Domain: AD
|:| Remember my credentials

(=]

Username: Computer id number
Password: Computer password

Cr
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General Instructions

RFTrack System

« After logging into RFTrack system, click on the reports column, select Assets by Coordinating Cost
Center under the “Custom Column”

. e

Report Builder

RFTrack
Select the icon that looks like a page.

Georgia
G.Kl \TL'(:)\

B Ascsr it B Current Inventor 's
) Ca -~ - ¢
Bl Lecations B] inventocy History

or ASSET INVENTORY DASHBOARD

Assets by Inventory Status

Assets by inventory Progress

—_— 27254 = 31462
2042
U0 _— B0
B Extrasssel PR Nt inventoned. ElFouna R NotFound R Cvercee R Un-To-Dale
Select Asset by Coordinating Cost
Center under the “Custom Column”
w © 2024
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General Instructions
RFTrack System

» Click on the drop-down arrow. Then select your Cost Center.

Do NOT change the populated date.

GF Georgia
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General Instructions

RFTrack System

R | . > b1 O BN e .| | B &

ASSETS BY COORD ‘LOCATION REPORT

You have several formats to print your report. You can create the report in any format to manipulate the
information to assist you in the physical inventory. Cost Centers are also required to submit a copy of their
inventory report in Excel format. This report must show that each item was marked as “Found”, “Not Found”, or
“Extra Asset and indicate changes to location or room numbers. Please run a clean report each day to check

inventory status accuracy. In this example | selected CC000003 as my Cost Center. Gr %ggflgla



Annual Inventory Overview

Taking inventory w/ handheld
scanner

Georgia
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Annual Inventory Overview

Distribution of Handheld Scanners

To assist you in logging inventory, Property Control has scanners available as
loaners. They will be distributed based on Cost Center(s) asset count according to
the defined schedule below:

Scanner .
Class |Assets Count Distribution Pickup Sl Al I R
Availability

3 scanners — 13 Monday,
750 + Wednesday, 10/01/24 -12/20/24
weeks
& Thursday
2 scanners - 8 Monday,
400-750 Wednesday, 12/2/24 -1/31/25
weeks
& Thursday
2 scanners - 6 Monday,
100-399 Wednesday, 1/6/25 -2/14/25
weeks
& Thursday
Monday,
1-99 1 scanner - 4 weeks Wednesday, 2/10/25-3/7/25

& Thursday Gr Georgia
Tech.



Annual Inventory Overview RFTrack System

For most Cost Centers, the best way to begin the inventory count procedure will
be as follows:

* Usingthe Excel spreadsheet from RFTrack, the cost * |tissuggested thatthe inventory be conducted
center representative will log into the scanner device one room at a time. Record all inventory items in
to conduct a room-by-room equipment verification each room before moving to the next. Verify that
for each assets listed in that area. you have selected the right building location

name, then the correct sublocation name to scan
the asset listed in that area. Hold down the trigger

» All assets should have a RFID decal and should be button no longer than 4 seconds to located any
scanned thru the scanner device. tags.

« Scan the Barcode tag on the door jam. An audit * If atag cannotbe scanned, you may have to retag
summary will display the expected number of assets the asset or change over to barcode mode.

assigned to the room.
* [tems that are Not Found will require you to open

case, cabinets, or lockers to see if the items are
blocked or tags are damaged or have interference

in reading strength.
Gr Georgia
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Annual Inventory Overview

*Logging into the Scanner
device

*Username - This will normally be the same as
your Gatech user ID, field is not case sensitive.

 Password - This is your 9-digit GT BuzzCard
number including the "GT" number field is case
sensitive.

* (gt XXXXXX)

* The username and password is not saved.
Recommend that you select the "Save
Username" box. This will save you having to
enter your username every time you have to
sign in. Once you have completed your
inventory you can uncheck the box.

=9 o 3 9 0 311 PM
RFTrack V212
s

Save Username

LOG IN

~—
u SHOW CONNECTION INFO

Cr
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Annual Inventory Overview

1. Once you have selected your inventory location begin scanning for your items by pulling the trigger.
You will see the lights flash and or both an audible sound and the flashing lights as your tags are located.

2. You can check the status of your inventory by selecting one of the tabs above "Summary Page, Found, Extra, and Not Found”

3. Items that are Not Found will require you to open case, cabinets, or lockers to see if the items are blocked or tags are damaged or have interference in reading strength.

Georgia
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Annual Inventory Overview

Start Reconciling

Pull the trigger and start scanning around the location. The scanner will beep as it finds tagged assets,
and the counts on the Inventory Summary tab will refresh allowing you to see the reconciliation process
in real- time. After a tagged asset has been processed, it won’t continue to beep. When the beeping
subsides, all assets in that area have been scanned. Continue scanning all areas of the location until
no more beeping is heard.

Tab Descriptions:

inLogic-Suite 1710-Training Room

SUMMARY - this tab displays a summary of the Expected, Not Found, Found,

FOUND - this tab displays a datagrid listing Assets that have been found.
EXTRA - this tab displays a datagrid listing Extra Assets that weren’t expected to AUDIT SUMMARY

be in the location. EXPECTED: 12

NOT FOUND - this tab displays a datagrid listing Assets that were expected, NOT FOUND: 1

but not found. FOUND: 11
EXTRA: 2
\(OTAL: 14

Cr
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Annual Inventory Overview

Manual Audits
Acceptable Manual Audits

Reason Comment

Small departments (<25 Small department
assets)
Out for repair Asset not accessible

Offsite w/ loan agreement  Offsite — loan agreement

Clean rooms & sensitive In sensitive environment
equipment (i.e. lasers)

Georgia
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General Instructions

Manual Audit

Manual Audit:

Please Note: Manual audits are ONLY
accepted for Cost Centers with 25 or less
assets, and /or when the asset CANNOT be
physically inventoried due to special
circumstance. Ex: Clean Room, Out for
repair, offsite. Ifin doubt, special
circumstances should be discussed with
Property Control on a case-by-case basis to
determine ifit meets the acceptable criteria

to be marked "Found” as a manual audit.

Check Out

Check In

Current Inventory

Inventory History

Locations
Categories

Sub Cate

Manufacturers/Models

Personnel

Tld’d.mg} History

Current Tracking

Alarm History
Current Alarms
Last Seen

Reconciliation

RF Track Go to the Radio Wave Icon and select Asset

List

QUICK LINKS

=

n -,
{2 Last Seen Tracking

ASSET INVENTORY DASHBOARD

Assets by Inventory Status

W Evaasset [ Notinventored [ Found R NotFound

Assets by Inventory Progress

B Overdue IR Vp-To-Date

ASSET MONITORING DASHBOARD

Devica Nome Lost Soan

InActive Days

e

Tl N W A& Ul!
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General Instructions
Manual Audit

@‘7 HOME > ASSET » ASSET LIST

Pl Asset List @ 1assers B export @ Locateetist (| Paging On s [E\em o
g —— e Type your Asset number int the Tag ID box and select search.
»:"} Asser Name Tag ID Asset Reference Siatus Location Bulding Room

s CAEQLOSSDE3 Active , ALL o
3

2/
MAN ATTRIBUTES IT INFORMATION

Clear Fiters

] aassers ASSE T NAME 4G 10 LOGATION GATEGORY MANURACT URER

[ ) Custom Honors Lectern 0COI0COO0I00CCAEIILSE0S3 184: Businass Sanvices Office-118

..i'os‘.c © 2024

Equipment

Select the clock Icon. @ This will take you to the inventory information page

s - Georgia
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General Instructions

ASSET > ASSET LIST > ASSET DETAN

ACTION

9 90 Q9000000 o©

ASSET NAME

Custors Honors Leclem

Ismmana
twd

Honors

stoer Honors Lectem

o Honars Cactom
Custorr Honoers Lechem
Custorr Honors Laectem

toen Hoooos Lt

o Honors Lectem

SETITATR I e Assel w =

Cuztorn Honoms Lechem

Custoer Honors Lectem

CATUTANY asum faund By ping for FVIE sdh

Custor Honors Lectem

Commens:

Se Aaeel 3 Tepces and coolemes

ar2 z=mlrmes aite izcet

> ASSET INVENTORY HISTORY
Asset: Custom Honors Lectern

cn

aztre loceicn

TACIDTAC D

BOCCODOIDUCAE SOOSYI6SE

Manual Audit

INVENTORY LOCATION

164 Busness Services Ofhoe-178

164 Buswuns Servicns Ofhos-118
164- Business Services COfhoe-130
164" Business Servicas Office 163

Sernoes CHhon-168

Services Cifice-163

Services Olfios-168

164- Business Services Cffice-1068

164 Busmees Servioes Offion-168

CSID: RICH COMFUTER CENTER-103

164 Busmess Servioes Office-1

Select the Add Manual Asset Inventory Tab

B‘l Expor:  <J Retum

INVENTORY DATE

oursw

224 U508 AN

Q852024 C90NE AM

023 0G:21 A0

Add Marasal Asset irventary (D Founs 9 Extrac 1 Mot Found: 1

STATUS

Found

Extrafzset
Found
Found
NetFound
Foure

Found

Found

INVENTORY ACTION

Spot beemiory

Manu >

Manu

Manu

Cr
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General Instructions

Manual Audit

Manual Asset inventory Entry

Tag ID
QOC0C0C0000ONCAESODSE083
Assct

Custam Hanoes Lectarn
Assignad Location

164: Businass Services Office-116
Actual Location

Buiding

164 Business Services Office

Room

g

inventory Status

Founa

nvantory Action
AManasl

Comment

This itemn focated. Small Cost Center]

Here you can change the building, and room number. You
can also manually input the item as Found or Not Found.
You can also type a comment with more detailed specifics
of the item location or description, and reasoning for the
manual audit.

Cr
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General Instructions
Find Missing Assets

» After logging into Workday,
search for the “GT Find Missing
Assets- GTCR” report to report
any asset(s) indicated as
“Missing” during your inventory.
From the search bar in Workday,
search for the “Find Missing
Assets — GTCR Report.

* Onthe next screen, insert your
Coordinating Cost Center .

» Please Note: This page allows
you to search using different
variables. Select Coordinating
Cost Center only. Then select
(OK).

— GTCR Renort

="

nnnnnnnnnnnnnnn

sssssssssss

..............

o o & a

Cr
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General Instructions
Find Missing Assets -
GTCR Report

= MENU Gr gr:gigla Q find missing assets - GTCR ®

Find Missing Assets - GTCR ¢

Coordinating Cost Center  CC000413 F&P/SUR - Surplus Accounting Information not Assigned  No

14 tems X:] 5 l]l]n ﬁ I.1 E.

A

. . . o Coordinating Cost Center Cost Center Property
T h I S re p O rt V a I | d at e S t h e a S S et S | n d l C a 't e d Company Asset ID Coordinating Cost Center Property Coordinator Cost Center Coordinator Asset Books Asset Depreciation Schedule ~ Asset Status
o . “ N o .
as " M I1SSIN g " were ﬂ a g g ed as M ISSIN g " N C0503 Georgia nsttuteof | BA-0005017 (Cary 50 Conc CC000413 F&P/SUR- Angela D Patrick CC000413 F&P/SUR- Angela D Patrick Asset Activty BA000S017 (Cary 50Conc Disposed
Technology Spectrophotometer) Surplus Corey Darden Surplus Corey Darden Spectrophotometer) - Asset

Workday. Add the sum of the miSSing A - ity
assets and report the number of Missing o .

Assets(s), as well as the total acquisition 0 ety 0 ey

value of the assets on your FY Annual

Inventory Sign-Off Form.

€0503 Georgia Institute of BA-0008436 (iMac 27 Retina 5k CC000413 F&P/SUR - Angela D Patrick €C000413 F&P/SUR - Angela D Patrick Asset Activity BA-0008436 (iMac 27 Retina 5k  Disposed
Technology 3.56Hz QC) Surplus Corey Darden Surplus Corey Darden i,StG:Z QC) - Asset

Davida Joy Montgomery Davida Joy Montgomery -

Donnell Allen Donnell Allen

Kenneth Chavers Kenneth Chavers

© More(2) © More(2)
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General Instructions

Based on the total number of assets assigned to your Cost Center in
Workday, your due dates based on classification are as follows:

Note: Due dates subject to change yearly.

Class Asset Count | Start Date Due Date Business Days
D 750 + 10/1/2024 12/20/2024 57
C 400-750 12/2/2024 1/31/2025 38
B 100-399 1/6/2025 2/14/2025 29
A 1-99 2/10/2025 3/7/2025 20

Cr
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General Instructions
Additional Information

* Forms - (Forms are also located on the main menu of Asset Management.)

https://procurement.gatech.edu/property-control

See Annual Inventory Troubleshooting Checklist for any asset inventory
tracking issues or contact your designated Property Control Coordinator.

Please feel free to contact Property Control via ServiceNow or directly
contact your Property Control representative should you have any
guestions.

Rodolfo Lane rodolfo.lane@business.gatech.edu - Ext. 4-4349
Retisha Woods retisha.woods@business.gatech.edu - Ext. 4-1928 |
Tanisha Tigner tanisha.tigner@business.gatech.edu - Ext 4-8099 € i




