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Recording Physical Inventory Transactions as an Inventory User
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I. Objectives

By the end of this procedure, you should be able to:

Record Physical Inventory Transactions
Update INV Code and INV Status using the Physical Inventory Review/Update page
Receive emails regarding rejected Physical Inventory transactions

II. Inventory Codes and Required Submissions

Inventory Code Required Form/Email

Verified No submission required

Transferred Capital Asset Transfer Form signed by transferring and

receiving departments

Consolidated Services Form 7 signed by Consolidated Services

Lost and Destroyed Form 8 and Police Report only required if net book value

of asset is greater than $5,000

Stolen

Form 8 and Police Report

Cannibalized Direct email notification

** All submissions to the Capital Asset Team can be sent to PHYSINV@mailbox.sc.edu.

** The Capital Asset Transfer Form can be found on the Controller’s Office Capital Asset webpage.
** Form 7 can be found on the Purchasing Toolbox webpage in the Purchasing Forms section.

** Form 8 be found on the Purchasing Toolbox webpage in the Purchasing Forms section.

III. Tips and Tricks

Here are a few tips and tricks that will help when reporting Physical Inventory Transactions:

Keep ongoing records of when assets are transferred to or removed from your department. Be
sure to obtain final signed copies of all forms for your own records.

As assets are purchased, the Capital Asset Team will send pre-assigned tags to your department.
When the tags are received be sure to attach to each asset and then take photos of the assets to
help identify them in the future. Please send copies of the pictures to the Capital Asset Team,
but also retain a copy for your own records as they will help with the annual university-wide
Physical Inventory process.

Be sure to utilize the Capital Asset Update form throughout the fiscal year to keep all asset data
and identifiers up to date.

Respond to and initiate any communications from and to the Capital Asset Team in a timely
manner so that issues and questions can be resolved properly in accordance with Federal, State,
and University policies.

Complete your annual inventory by the prescribed deadlines.

Use the Apply to All buttons in conjunction with the available filters where appropriate to
expedite the annual Physical Inventory process.
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IV. Prerequisite

Before gaining access to the Physical Inventory pages, the User will need to be established with the
Capital Asset Team. Communications will be sent on an annual basis to confirm those responsible for the
annual Physical Inventory process. These will be sent to the Unit Business Officers.

Maintaining physical inventory is an ongoing process. Throughout the fiscal year, if inventory contacts
change, be sure to notify the Capital Asset Team in a timely manner via email at
PHYSINV@mailbox.sc.edu.

All inventory contacts will be notified in the 3rd quarter of the fiscal year when the annual Physical
Inventory process is kicking off and when it is due. No additional assets purchased beyond this point will
be included in the Physical Inventory process for the current fiscal year.

e
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V. Updating Inventory Code and Status for Physical Inventory
Transactions

Use the USC Inventory Review & Update page within Finance PeopleSoft to record Physical Inventory
transactions for assets for which you are responsible.

Main Menu > Asset Management > Physical Inventory > USC Inventory Review & Update

Use the filters on the Inventory Review tab to reduce the number of assets displayed on the page. For
example, an Inventory User may be responsible for several departments and would like to complete the
inventory process by individual department. Filtering by department will allow the user to do this. Some
Users may only be responsible for one department therefore filters will not be necessary.

Step 1: On the Inventory Review page, click in the Department field and enter a department number.

Step 2: Click the Apply Filter button to return all the assets for the department entered.

Step 3: Click the View All link to see all 55 assets on the page.

Favontes ™ Main Menu ™ Assel Managemenl * 5 Physical lnvenlory ¥ > USG Inventory Review & Updale Workiist | & Home | SignOut

= —— o B @

iy [ Y Nobfcations  Navbar

e
New Window | Help | Personalize Page ~

Inventory Review

Username

Inv Year IV Status INV Code AssetID Tag Number __ Oper Unit MGTODD
Search: | 2025 ~|| a a| a |ffss200 all  Apply Fiter

INV Status INV Code
ApplyCode: [ w|| AppyToa v|| Apply ToAn

<

Contact Physical Inventory Support

E| Q‘ 1500159 v| > >l |
Inventory Review  Chartfields  Comments  |i>
Asset Image INV Status INV Code Asset ID Tag# Asset Descr Location Descr Serial # Custodian Acq Dats
i [ NotRevie w| v { 000000000088 iB012937 {RCTS Equipment i300 MAIN STREET-B0O1B | i 1081412015
. MINIATURE T-BAR' 220 N SWEARINGEN
Not Revie v | ~| 000000000317 B013450 et iepla e s 0473072015
" 3 e SWEARINGEN
Not Revier | v| 000000000494 8012908 Optical Particle Sizer 3330 ENGRIECRING EE 0050 3330145301 0212372016
" SWEARINGEN
Not Revie v | ~|  ooooooooodss B012909 Optical Particle Sizer 3330 NGHEERIG CEORaE 3330144904 0212372016
NotRevie v ~| 000000001203 B013825 Emission Monitoring System 300 MAIN STREET-B002B 70502120417 042172017
Not Revie v v|  ooooonoo23as B104044 Hitch Mounted Core Drill (6.5 300 MAIN STREET-8122A 031372018
AssetImage Not Revier v| | | ooooooon3 11 B100140 LI-VT300; 20730 Laser Displace | S trons e oga7 o720t
TR SWEARINGEN
NotRevie: | ~|  oooooooo7oze B104050 New Classic Micro Balanc M5105 | 2HCRINERR o 124936528 1112212021 g
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Step 4: Click the Show All Columns arrow to populate the Chartfield and Comments columns on the
Inventory Review page. This will allow you to scroll through the information without clicking those
specific tabs. Most importantly, if you decide to download the information to Excel, this action will
ensure all of the columns are included.

Favortes = Main Menu ™ Asset Management ¥ > Physical inventory ™ > USC Inventory Review & Updale | # Home | signOut

Al ~ | Seareh Bl sovarcea scarn Q @

B mowonn  FUAT Notfcsions  Harin

New Window | Help | Personalize Page
Inventory Review
Username
Inv Year INV Status INV Code Asset ID Tag Number Oper Unit Department MGTODD
Search: | 2025 [ vl v| a| all Q || 155200 Q|| Apply Fiter
INV Status INV Code
Apply Code: | Apply To All ‘ ¥ ‘ Apply To All
Contact Physical Inventory Support
‘;‘HQ‘ 150069 v| > 31 | ViewAl
Inventory Review Chartfields Comments
Asset Image INV Status INV Code Asset ID Tag # Asset Descr Location Descr Serial # Custodian Acq Date
| NotRevie v | [ ~| 000000000088 B012937 RCTS Equipment 300 MAIN STREET-B001B 08/1412015
] & MINIATURE T-BAR: 220 N SWEARINGEN
| notRevie: v | [ ~| | oooooooo0317 B013450 T R Coh 04/30/2015
o ] § Sio SWEARINGEN
[ Not Revie: v L ~| 000000000454 B012908 Optical Particle Sizer 3330 E GREERING CEides 3330145301 02/2312016
SWEARINGEN
Not Revie' v | [ ~| 000000000495 8012909 Optical Particle Sizer 3330 N ICMEER NG CE B IS 3330144904 0212312016
| Not Revie v| | v| 000000001203 B013825 Emission Monitoring System 300 MAIN STREET-B002B 70502120417 042172017
Not Revier v | | ~| 000000002348 B104044 Hitch Mounted Core Drill (6.5 300 MAIN STREET-B1224 031372018
e I : SWEARINGEN
Assat Image | NotRevie: v | | 000000003118 B100140 LLV7300; 2D/3D Laser Displace | ey oifio e o e 0711012018
T ™ y e SWEARINGEN
| Not Revie: v | [ ~| 000000007029 B104050 New Classic Micro Balanc M3105 | Ey el Bloion o oae 124936528 112212021
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Step 5: To ensure you are verifying assets for the department entered, scroll over to
the Department field. Here you will see the department listed. You can also click through all of the data
using the different tabs. However, you cannot update the INV Status from all 3 tabs. You will need to
click back to the Inventory Review tab to make updates.

Note: If a Purchase Order number is not displayed here, it may mean that there was not one associated

with this particular asset or it might be due to corrections made to the Purchase Order after the initial

submission. If the latter is the case, the Voucher will also not be displayed here. Please email
PHYSINV@mailbox.sc.edu for assistance when the PO# and/or Voucher are not available.

Physical Inventory ~

New Window | Help | Personalize Page

Asset ID Tag Number

Oper Unit D

all all

Q | |155200

Q |l Apply Filter

Lode

v||  Apply Toal

Tag # Asset Descr
pa37 RCTS Equipment
e MINIATURE T-BAR: 220 N
CAPACIT
Pacs Optical Particle Sizer 3330
£ Optical Particle Sizer 3330
825 Emission Monitoring System
4044 Hitch Mounted Core Drill (6 5
140 LJ-¥7300; 20/3D Laser

Displace

Location Descr

300 MAIN STREET-B001B
SWEARINGEN
ENGINEERING C-0B03A

SWEARINGEN
ENGINEERING CE-0B36

SWEARINGEN
ENGINEERING CE-0B36

300 MAIN STREET-B002B

300 MAIN STREET-B122A

SWEARINGEN
ENGINEERING CE-0B37

Serial # Custodian

3330145301

3330144904

70502120417

Username
MGTODD

Contact Physical Inventory Support

Acq Date Operating Unit Department
08/14/2015 CLO40 155200
04/30/2015 CLO40 155200
0212312016 CLO40 155200
022372016 CLo40 155200
04/2172017 CLO40 155200
0311372018 CLo40 155200
07/10/2018 CLO40 155200

Fund

A0000

A0000

AD00O

A0000

A1000

F1000

ANS00

Class Project
202 40STRTUP
202 40STRTUP
202 40STRTUP
202 40STRTUP
202

202 10006271
202

Worklist | # Home | Sign Out

Q

Nolifications

AddTo ~

Cost

PO#

55,593.00 2000006783

5.095.58 2000003791

12,791.56 2000016852

13,111.02 2000016852

4623372 2000032191

7.520.75 2000036838

22,496.04 2000040085

®

MavBar

Prior to verifying each asset in the system, it is recommended to download the asset list, by department,
using the Download to Excel option. This may also be useful if there are multiple people working together
on inventory.

Step 6: To download the transaction list to excel, click the Grid Action Menu icon.

Favorles ™ Main Menu ¥ Assel Management ¥ > Physical lnventory ¥ 5 USG Invenlory Review & Update Workiist A Home | SignO|
vor 7 a dericed Seah AddTo ~ a @
CAROLINA I ("% Nofificaions ~ Nav|
New Window | Help | Personalize Pagel
Inventory Review
Username
Inv Year INV Status INV Code AssetID Tag Number Oper Unit Department MGTODD
Search: 2025 vl v \| Q ‘ Q H Q | 155200 Q| ApplyFilter
Save
INV Status INV Code

Apply Code: <[ e Toan | | V| Apply Toal

[=]=l

Contact Physical Inventory Supp

<
Asset Image INV Status INV Code Asset ID Tag # Asset Descr Location Descr Serial # Custodian AcqDate  Operating Unit | Dep
E ‘ Not Revie' v ‘ 3 | v‘ EHUDDDQUUDHEE EED1293T ERCTS Equipment §3|]E| MAIN STREET-B001B E EDEHNZEHG E CLO40 51552
[NotRevie »| | [~ |ooooooooo3t7  |potasse | MAMATURETBAR-220N - SWEARNGEN  a0oa 043072015 | CLO4O 1552
[NotRevie | | ~| 000000000434 BO12908  OpticalPartcle Sizer 3330 SMCASEOCN o 3330145301 022372016 | CLO4O 1552
lﬂilﬁeié * ‘ |7 v‘ 000000000495 B012909 Optical Particle Sizer 3330 é‘ﬁg&?g&ﬁ: CE-0B36 3330144904 0212312016 CLO40 1552
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Step 7: Click the Download to Excel option.

Main Menu Assel Management ¥ > Physical Invenlory ¥ > USC Inventory Review & Updale

P—

New Window | Help | Personalize Page
Inventory Review

Username

Inv Year _INVStatus _ INVCode

|| "H

Oper Unit D MGTODD

Q |[155200 al[ ey Fiter

S
Apply Code ‘ 'H Apply To All ‘ [ v|| Apply To Al

Search: 2

Contact Physical Inventory Suppol

Y EY—

Personalize

Zoom |V Status INV Code AssetID Tag # Asset Descr Location Descr Serial # Custodian Acq Date Operating Unit ~ Dep:

Deiinioad i Becel ftRevie v | ~| 000000000088 | B012837 RCTS Equipment 300 MAIN STREET-BO01B 0811472015 | CLO40 155201
NotRevie v| | ~| 000000000317 | BO13450 (":"}'."f,‘glﬂRE LBARL 20N gwgm‘g&ﬁg SRR 0473012015 | CLO40 155201
NotRevie ~| | ~| 000000000434 | BO12508 Optical Particle Sizer 3330 gﬂg&gg&ﬁg CEopzg | 3330145301 02/232016 | CLO40 155201

If you clicked the Show All Columns arrow at Step 3, all of the information from the Inventory,
Chartfield, and Comments tabs will be pulled into the excel spreadsheet seen below.

© avtosare @) [ physcaliventory_user « Saved to this PC P searcn (2]

Fle Home Developer Insert Draw Pagelayout Formulas Data Review View Automate Help  Acrobat

Lailé fopos w10 A & C= B B B EERE | O [
Paste i b e e 5 I €9 g0 | Conditionsl Formatas Cell  Insert Delete Format T Sot& Find& Addins | Analize | CreatePDF  Create PDF and
Sy (8] 7 u o~ a REpEsc $-% 9|9 R fomating~ Tablev Syiee o« o« v | O Fiters Selecte Data | and Share ink Share via Outiook
Cipbosra 15 Algnment Humber & stytes cens Eating Sensty | Adging dobe Aasbat

= ‘ v || B wapre |

& | o | E | F | N| o ] . [

Assctimage| INVStatus |INVGode| AssetlD | Togt AssetDeser Custodian Class| Project VoucherID| Profile ID_|INVGomments.
202 a0STRTUP
202 40STRIUP
202|40STRTUP

202|40STRTUP
202]

B104044 | F1000
|ascetimage [Not Reviewed 8100140 7710/2018(CLO40 500
9 ot Reviewed 8104050 £124036528 F1000 | 202(10010750
R0 Asset imaze 8104052 |LJ-XB200 Laser Profiler Sensor F1000 | 202(10009287
1
1

1 [ (000000007463 |B104053 |LIXBOU2 Laser Frofiler 20/30 300 MAIN STREET 8011 12/22/2021[CLO40 F1000 | 202(10009287
000000007599 (8104054 [§754-4-1E3: 4-Channel Inellidu 300 MAINSTREET-C219 10/2:2022]CLO40 F1000 | 202/10011050

B #ssctimoze. 8105951 OVRXLVT [ E1-8006 lBe0s2168 | 1000 | 202[10011505| 6422 | 2204756
14 (e 000000007352 [106892 [BSl custom fabricateditank - 1 300 MAINSTREET 8113 /1520231040 F1000 | 202[10011536' 2292624]
B #ssetimase. 000000008031 [B106993 [ELVCONOO02-F 1 MPa PressureCo | 300 MAINSTREET-B0016 51388 5/22/2023]CLO40 155200/E0431

16 000000008558 [8107662 |Laser Profiler - Sensor Head 300 MAIN STREET-C231 10/2:2023]CL040 202[10011536

17 [ 000000009139 |B108324 | CEC1270-Precision 7960 Rack |SWERRINGEN ENGINEERING CE-1026_|3510%104
000000009272 |B108325 | GEC1832- 0n 5820 Towe! 300 MAINSTREET-8128 25M223

19 [EYR. 000000009345 |B108322 |CEC1849 - Precisian 7960 Rock SWEARINGEN ENGINEERING GE-1026_|2VSH722 202[1o012624
20 000000009775 General Purpese Pressure Vesse | 300 MAIN STREET-C231 202[10003445
1 DO00000001ES |E000397 |FISHER SCI FURNACE MODEL 550-1 SWEARINGEN ENGINEERING CE-0B29 |003N0025 pt 202|40INCENT
22 D00000001514 |BO034E3 [MANIFOLD HYDRAULIC MTS 280.22 | 300 MAIN STREET-B014 347 101 54528
D00000001519 |B002470 [ELE 500,000 LEMODEL 36-3088/0 | 300 MAIN STREET-8012 o002 m:usquw
D00000001521 |B003473 | COMPRESSION TEST MAGHINE WYKEH | 300 1AIN STREET-B0018 [es 26387] _ Bo7eaTECHEQUIP
D00000001522 |B002474 |ACTUATOR ASSEMBLY 300 MAINSTREET 8014 | a2 ssarg
000000001524 |B003477 [SHEAR APPARATUSWYKEHAM FARRAN | 300 MAIN STREET-B00L 11-2
000000001529 |BO03485 |PNEUMATIC SHEARSCAN 10 HUMEOL | 200 MAIN STREET-B00L
| | | It | £001
D00000001535 [B002497 |CELLOYCUC TRIAWIALRESEARCH | 300 1MAIN STREET 80016 91/1887|CL040 155200[A0001 | 550, 2419
0 PANEL BOARD BACK PRESSUREEMG | 300 MAIN STREET-B0016 9r11927|CLOS0 15520040001
31 300 MAINSTREET 8014 7/1/1886|CLO40 15520040001 54528
< ventory_user e : —

<

i Unavallable

Once all the assets are located on the excel spreadsheet, you are now ready to update the INV Code for
each asset based on the information gathered while out in the ‘field’.
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Step 8: Click the INV Code drop-down arrow and select the appropriate code for that specific asset.
Select the INV Code for all assets on the list.

Note: If all the assets are Verified, you can assign Verified to all by selecting the INV Code at the top and
click the Apply To all button. This will assign the Verified INV code to all the assets on the list at the
same time.

Favorites ¥ | Main Menu ¥ Assel Management > Physical Invenlory * > USC Inventory Review & Update Workist | i Home | SignOy

All ~ | search Bl Advanced Search e n @

HCAROLINA F U A T Molifications  NavB:

New Window | Help | Personalize Page

Inventory Review

Username

Inv Year INV Status INV Code Asset ID Tag Number Oper Unit Department MGTODD
Search: | 2025 | vl ~|| all all Q || 155200 Q H Apply Filter

Save
INV Status INV Code
Apply Code: | <] [ Apply ToAll l [vertfied Al avsy o |

Note: If there are more than 50 transactions returned, use the scroll arrows to move through the pages.

| 1-50 of 10847 |D P | View 100

Favories ~  Main Menu ¥ Assel Management * > Physical inventory ¥ > USG Inventory Review & Update workist | @ Home | SignOy

IR Y s e . B B

Nolificalions ~ NavB

B gomsome FUART

Inventory Review

New Window | Help | Personalize Page

Username

Inv Year INV Status INV Code Asset ID Tag Number Oper Unit Di MGTODD

Search: | 2025 v v o al Q |[1s5200 Q| AvplyFiter

Apply Code || ApplyToau | Verified v|| ApplyToAl

Contact Physical Inventory Supp

8| a
<l
Asset Image INV Status INV Code AssetID Tag# Asset Descr Location Descr Serial # Custodian Acq Date Operating Unit  Dep:
|| NotRevie v [ +| 1000000000088  {B012837  {RCTS Equipment $300 MAIN STREET-B001B | 108142015 {CLO40 115520
] MINIATURE T-BAR: 220 N SWEARINGEN
[ Not Revier | iz 000317 BO13450 AP A e, 043012015 CLO40 15520
; Consalidated Services| s _ SWEARINGEN
[ Not Revie + | e pooudss  e012ses Optical Particle Sizer 3330 ZUERRESER oo 3330145301 02232016 | CLO4O 155201
; 4 F— SWEARINGEN
[ Not Revier | I:S: 000495  BO12909 Optical Paricle Sizer 3330 2ueiEH 0 oe 3330144904 02232016 CLO4O 155201
tolen
| Not Revier V‘ Transferred 001203 B013825 Emission Monitoring System 300 MAIN STREET-B0028 | 70502120417 04121/2017 CLO040 15520
—————— Verified
| Not Revier V‘ 002348 B104044 Hitch Mounted Core Drill (65 300 MAIN STREET-B122A 03/13/2018 CLO040 15520
e B N T LJ-V7300: 20/3D Laser SWEARINGEN
Asset Image | Mot Revie: | v 000000003118  B100140 Dioploon Eeipriicos 07012018 | CLO40 15520)

The Inventory Code options are: (Use the Required Form/Email table in section Il. to determine what is
required for each inventory type.)

e Verified: The asset was physically located.

e Transferred: The asset was moved to another department. To process this selection, a Capital
Asset Transfer form is required.

e Consolidated Services: The asset was sent to Consolidated Services. In the course of scrapping,
selling, or donating an asset, this would be the first step at the department level. The next steps
would be performed by Consolidated Services while the asset is in their possession. Please
contact the Capital Asset Team with any questions. To process this selection, a Form 7 is
required.
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9
e Lost and Destroyed: USC no longer possesses the asset because it was lost. Form 8 and Police
Report only required if net book value of asset is greater than $5,000
e Stolen: USC no longer possesses the asset because it was stolen. To process this selection, a
Form 8 and subsequent police report is required.
e Cannibalized: USC no longer possesses the asset because it was dismantled and used for parts.
The Capital Asset Team should be directly contacted before this action is taken.

Step 9: (Optional) Scroll to the INV Comment field to add comments for specific asset rows. This
comment field allows Inventory Users, Approvers, and Administrators to communicate about a specific
asset throughout the process. It follows the asset throughout the Physical Inventory process for the
current fiscal year only.

Note: These comments are maintained within the Inventory page, but the Capital Asset Team is not
notified of the existence of the comment and the comment will have no effect on the processing of the
selected INV Code. Therefore, this space should be used mainly for why a Status or Code was rejected,
general reminders, or additional information.

Favoriies ™ | MainMenu¥ > AsselManagemeni™ > Physical ivenlory ™ > USC Inventory Review & Update Woridist | f Home | Sign Out

All = | search >
e Search om0

Nolifications  NaBar

New Window | Help | Personalize Page z

Username

r Unit Department MGTODD
Q | 155200 Q Apply Filter
Contact Physical Inventory Support
1500159 v| > Ol | ViewaAl
Location Descr | Serial # ‘ Custodian | Acq Date ‘ Operating Unit | Department | Fund ‘ Class Project | Cost ‘ PO# ‘ Voucher ID ‘ Profile ID
MAIN STREET-B001B 08142015 | CLO40 155200 A0000  |202 40STRTUP 56,593.00 | 2000006783 01024888 TECH EQUIP
EARINGEN, 04302015 | CLO40 155200 A0000 | 202 40STRTUP 5,095 58 | 2000003791 01005764 MACHINERY
IGINEERING C-0803A -
EARINGEN
NEERING CE-0836 |33301453m ‘ |nzamu1s ‘ cLogo | 155200 ‘AUODD ‘mz ‘ADSTRTUP | 12,79156 ‘ 2000016852 ‘ 01112978 ‘ LAB EQUIP
EARINGEN
SINCERING CEOBTe |3330144904 ‘ |02f23!2016 ‘ cL040 | 155200 ‘AOODO ‘202 ‘ADSTRTUP | 13,111.02 ‘ 2000016852 ‘ 01112978 ‘ LAB EQUIP
MAIN STREET-B002B | 70502120417 ‘ | 042172017 ‘ cLo40 | 155200 ‘AIODD ‘ 202 ‘ | 4623372 ‘ 2000032191 ‘ 01309520 ‘ LAB EQUIP
MAIN STREET-B122A | ‘ | 03132018 ‘ cLodo | 155200 ‘ F1000 ‘ 202 ‘ 10006271 | 752075 ‘ 2000036838 ‘ 01431620 ‘ TECH EQUIP
EARINGEN 07102018 | CLO4D 155200 ANS00 | 202 22,496.04 | 2000040085 01498483 LAB EQUIP
GINEERING CE-0B37 -
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Step 10: Once all the Inventory Codes have been updated, click the INV Status drop-down arrow at the
top of the page and select Pending Approval. This status indicates the Physical Inventory Transaction is
ready to be approved by an Inventory Approver.

Note: Inventory Users can only select Pending Approval or Not Reviewed from this list. If other options
are selected an error message will appear indicating the status cannot be selected.

Step 11: Click the Apply to All button. This is useful when you need to apply the same status to multiple
assets.

Favorites Main Menu ¥ Assel Management * 5 Physical Inventory ¥ > UISC Inventory Review & Update Workiist | iy Home

[ -

oo FUAT

Inventory Review

New Window | Help | Personalize Page

Username

Inv Year INV Status INV Code Asset ID Tag Number Oper Unit Department MGTODD

v v all al Q |[155200 al[ Aoy Fiter

Apply To Al |\Veriﬂee v|[ apply Toal

Search:

Apply Code:

Approved Contact Physical Inventory Suppo)

Not Reviewed

B8 | Q ‘ Pending Approval
<l Posted
Rejected
AssetImage INV Status INV Code Asset D Tag# Asset Descr Location Descr Serial # Custodian AcqDate | Operating Unit  Depi
| i | MotRevie w| | | | iooooooooooss  §B012937 {RCTS Equipment 1300 MAIN STREET-B001B | io8rmaro1s  icLoan $15520
Not Revie: v | | oeoosonta17 8 [ Rozzeen SN | VAT RET DA, 220 N SWELTNGEN TRy 041302015 | CLO4O 18520
‘ Not Revier v ‘ v‘ 000000000494 B012508 Optical Particle Sizer 3330 SWEARINGEN 3330145301 022312016 CLO40 155201

ENGINEERING CE-0B36

You have reviewed and applied an INV Code and INV Status to all assets for the specific department.
Now it’s time to save and certify.

Step 12: Click the Save button at the top or bottom of the page.

Favortes > Main Menu ~ AsselManagement ~ > Physical Invenlory ¥ > USG Inventory Review & Update Worklist #& Home | Signo:

Al ~ | search Advanced Search
[ aesee 2] wne Q@

ES- SOUTH CAROLINA F U A T Noffications  Han®

New Window | Help | Personalize Page

Inventory Review

Usermname

Inv Year INV Status INV Code Asset ID Tag Number Oper Unit Department MGTODD

Search: 2025 v ¥ QH, all Qﬂ‘ |7155200 er Apply Fiter

INV Status INV Code

Apply Code: u\ Apply To All | Verified S Apply To All

Contact Physical Inventory Supp

EIEY
<l
Asset Image INV Status INV Code Asset D Tag # Asset Descr Location Descr Serial # Custodian Acq Date Operating Unit Dey
g 9 q P g P
| i [ NotRevie £000000000088 | BO12937 iRCTS Equipment $300 MAIN STREET-B0018B } 1081142015 CLO40 {1552
T || T MINIATURE TBAR 220N | SWEARINGEN
| Not Revie' v ‘ | v ‘ 000000000317 B013450 CAPACIT ENGINEERING C-0BO3A 04/30/2015 CLO040 1552(
| Not Revie' v ‘ | v ‘ 000000000494 B012908 Optical Particle Sizer 3330 E‘IC‘(EI’?‘JRE‘QS\&Z CE-0836 3330145301 02/2312016 CLO040 15521
’ N 3 hiw, SWEARINGEN
| Not Revie' v_‘ | v-‘ 000000000495 B012909 Optical Particle Sizer 3330 ENGINEERING CE-0836 3330144904 02/232016 CLO40 15521
| Not Revie' V‘ v‘ 000000001203 B013825 Emission Monitoring System 300 MAIN STREET-B002B | 70502120417 042172017 CLO40 1552
| Not Revie' v" I V‘ 000000002348 B104044 Hitch Mounted Core Drill (6.5 300 MAIN STREET-B122A 031132018 CLO40 15521
g o LJ-V7300; 2D/3D Laser SWEARINGEN
Asset Image Not Revie v | ~| 000000003118 B100140 i NN i 07102018 | CLO4D 1852
I hlnt D e ‘ [ ‘ 000000007026 B104050 New Classic Micro Balanc SWEARINGEN C12493RA28 111222021 1040 1552
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Step 13: Click the Certify button. This will timestamp the certification in Finance PeopleSoft and this

information is collected for auditors. The assets are now ready for approval.

Main Menu ¥

New Window | Help | Persol

Inventory Review

Username

Inv Year INV Status INV Code Asset ID Tag Number Oper Unit Department MGTODD

Search: | 2025 | vl v Q| al a | 155200 Q
! s
WY Status NV Cod certity x
Apply Code: | Pending Approvi v || Apply To All Verified =
elp

Contact Physical Inventory Suppd]

Q By clicking Certify below, you attest that the information
being submitted for approval is accurate and that assets
) marked as verified have been physically located
Asset Image INV Status INV Code Asset ID Tag # I Certify I | gl Serial # Custodian Acq Date Operating Unit = Dep
{ [Pendinga v| | [veiied v| {ooscoooonoss |sotzss7 0aaR01s | cLodo 15520
i [Pendngav| | [verlea ] | i ;
Pending A v Vedld v| | 00000000S(T | BO13450 B TENGINEERING C0803A 04302015 CLO40 15520
[Verfied | 000000000494  B012808 Optical Particle Sizer 3330 g‘é"g{:@é‘gﬁg Ceqaig | 3330188301 021232016 | CLO40 15520
PendingA v Verfied | 000000000495  B012909 Optical Particle Sizer 3330 g‘:‘vg{,ﬁé‘gﬁg Cegps | 3014490 021232016 CLO40 15520
[ Pending A v Veiified | 000000001203  B013825 Emission Moniloring System 300 MAIN STREET-B0028 70502120417 (w4R12017 CLod 15520
Pending A v Veiified v| 000000002348  B104044 Hitch Mounted Cors Dill (65 | 300 MAIN STREET-B122A 03132018 CLO4 15520
Asset Image Vesified | | 000000003118 B100140 ‘[-,{;:ED‘:“' 20130 Lasar: gmggﬁ'é e 07102018 | CLO4O 15520
['Bondinna Varifiad A000NNANTZN2G R10405D New Classic Micro Balane SWEARINGEN C124996698 ‘110 2001 £ 040 15690

Notice there is a link, Contact Physical Inventory Support, that can be used to contact the Physical
Inventory team if you have questions or have a picture of an asset you would like the team to attach to

the asset in PeopleSoft Finance. If sending an email with a picture attached, be sure to include the Asset
# and Tag # in the subject line.

Favorites ¥ | MamMenu¥ > AssetManagemeni™ > Physical lnvenlory ¥ > USC Inventory Review & Update

Worklist | f Home | Sign Oy

s e O @
Nolifications

NavB|

New Window | Help | Personalize Page
Inventory Review

Username
Inv Year INV Status INV Code AssetID Tag Number OperUnit __Department MGTODD
Search: | 2025 ]| ~| al| al| Q| 155200 a H Apply Fiter
Save
INV Status INV Code

Apply Code: | Pending Approv: Apply To All Verified A Apply To All

Contact Physical Inventory Support
]
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VI. Reviewing Rejected Physical Inventory Transactions and Updates

If a Physical Inventory User submits a transaction for approval, and it is rejected by the Inventory
Approver or a member of the Capital Asset Team, they will receive an email indicating that the
transaction has been rejected. In the event an asset is marked as rejected, the Capital Asset Team will
review the comments provided by the Approver. If applicable, they will reset the asset so that the
Inventory User can update the INV Code and resubmit for approval. You will receive a notification from
the Capital Asset Team once the asset is ready to update.

FI04: AM Physical Inventory transaction [[Soaty H O« & ~

O NoReply-Fl04@mailbox.sc.edu <NoReply-FI104... Friday, February 23, 2024 at 10:35 AM
To: @ Callahan, Joanne

N

The AM Physical Inventory transaction submitted for approval for Asset ID
000000007029 has been rejected. Please navigate to the Physical Inventory Review
and Update page to review, update, and re-submit for approval of this transaction.

To update and resubmit the rejected asset, the Inventory User will need to navigate to the Inventory
Review & Update page to find the transaction(s) that was rejected.

Main Menu > Asset Management > Physical Inventory > USC Inventory Review & Update
Step 1: To quickly find the rejected transaction, enter the Asset ID in the Asset ID field. You can retrieve
the Asset ID number from the email you receive when an Approver rejects an asset. See the above

screenshot.

Step 2: Click the Apply Filter button to return the asset.

Favorites ™ | ManMenu™ 5 AssolManagement™ > Physical Invenfory ¥ 5> USC Inventory Review & Update Workiist | f Home | SignOut

Al ~ | Search

Inventory Review
Username
Inv Year INV Status INVCode [ Assetid | Tag Number Oper Unit Department _————— MGTODD
Search: 2025 [ ]| ~| [s00000000085 || ol | [1s5200 Q ” {Epply Fiter) ]l
| — _
Save
—_— I Cote
Apply Code: | Pending Approvi | | Apply To All Verified ~| | Apply ToAl
Contact Physical Inventory Support
<l
Asset Image INV Status INV Code AssetID Tag# Asset Descr Location Descr Serial # Custodian AcqDats | Operating Unit | Department
PendingA 000000000088 B012937 RCTS Equipment 300 MAIN STREET-B001B 081472015 | CLO4D 155200
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Step 3: Click the Comments tab to view the reason provided by the Approver for why the transaction
was rejected.

Favorites | Main Menu ¥ AssetManagement ¥ > Physical Invertlory > USC Inventory Review & Updale Worklist | i Home |  Sign Out

Al ~ | Search »
PR——— im0 @

Nolifications  NavBar

8 emmteome FUAT

Inventory Review

New Window | Help | Personalize Page

Username

Inv Year INV Status INV Code Asset ID Tag Number Oper Unit Department MGTODD
Search: | 2025 [ | | [oo0e0o0ues @] | al| ] [1s5200 a l Apply Filter ]

INV Status INV Code
Apply Code: [ Pending Approve || Apply To Al Verified v]| Aeply ToAl

Contact Physical Inventory Support

@ 110f1 » | ViewAll
Inventory Review Chartfields Comments | 3

INV Comments

Save

Step 4: Click the Inventory Review tab to go back to make the change and update the status.

Step 5: Correct the transaction(s) by clicking the INV Code drop-down arrow for the rejected asset and
select an appropriate INV Code.

Favortes ¥ | Main Menu ¥ > AssetManagement™ > Physicalinventory ™ > USC Inventory Review & Update Workist | # Home | SignQut

Blsonsom FUAT

Inventory Review

Al - | search »
i s wo- O

Nolifications  NaBar

New Window | Help | Personalize Page

Username

Inv Year INV Status INV Code AssetID TagNumber  _ OperUnit  _ Department MGTODD
Search: | 2025 [ | ] [o000000000ss @ || a] Q| [1s5200 Q H Apply Filter

Apply Code: [ Pending Agprove | [ AppyToan | [Veriea  v][ AppyToan |

Cannibalized Contact Physical Inventory Support

Consalidated Services

GIE el e
Inventory Review | Charfields  Commenis b Lost

Stolen
‘Assei Image | INV Status ‘ INV Code ‘

Transferred

Pending A v oooao| Verified i 37 RCTS Equipment 300 MAIN STREET-BO01B 08/1412015

[Tag # Asset Descr Location Descr Serial # ‘Custodian Acq Date
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Step 6: Click the INV Status drop-down arrow to update the Status to Pending Approval. This resubmits
the transaction for approval.

Favorites | Main Menu ¥ AssetManagement ¥ > Physical Invertlory > USC Inventory Review & Updale Worklist | i Home |  Sign Out

Al ~ | Search »
PR——— im0 @

Nolifications  NavBar
Help |

Blomiceomn  FUAT

Inventory Review

New Windowr | Personalize Page

Username

Inv Year INV Status INV Code AssetID Tag Number Oper Unit Department MGTODD

Search: 2025 [ ~| ] [o0000000n0ss @ || a] Q| [1s5200 QH Apply Filter

INV Status INV Code

Apply Code: | Pending Approve ~| | Apply To Al Verified ~J | Apply ToAl

Contact Physical Inventory Support

@ 1-1of1 v | ViewAll

Inventory Review Chartfields Comments 1>
‘ Assetlmage | INV Status | INVCode Asset ID Tag # Asset Descr Location Descr Serial # Custodian Acq Date
000000000088 B012937 RCTS Equipment 300 MAIN STREET-B001B 08/14/2015
-
Save
Pending Approval

Main Menu ¥ > AssetManagement™ > Physicalinventory ™ > USC Inventory Review & Update Workist | f Home Sign Out

. B [T T - )
swimsona FUAT Y T e

New Window | Help | Personalize Page

Inventory Review

Username

Inv Year INV Status INV Code AssetID Tag Number Oper Unit Department MGTODD

Search: |2025 [ ]| v‘l Q H Q H Q H155200 Q H Apply Fiter

INV Status INV Code

Apply Code: | Pending Approv: v | | Apply To Al Verified ~|| Apply ToAl

Contact Physical Inventory Support

@ 1-10f1 v | ViewAll

4

Inventory Review Chartfields Comments I

‘ Asset Image ‘ INV Status INV Code Asset ID Tag # Asset Descr Location Descr Serial # ‘Custodian Acq Date

000000000088 B012937 RCTS Equipment 300 MAIN STREET-B001B 08/14/2015

e
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Step 8: Click the Certify button. This will timestamp the certification in Finance PeopleSoft and this
information is collected for auditors.

Favorites ™ | Main Menu ¥ Asset Management ¥ > Physical Inventtory ™ > USC Inventory Review & Updale Worklist | # Home | SignOut

P )

sonceo FUAT o oo

New Window | Help | Personalize Page:

Inventory Review

Username

MGTODD

Inv Year INV Status INV Code AssetID Tag Number Oper Unit Department
Search; |2025 I[ | [ | al| al| Q] [1s5200 Q|| ApplyFiter

INV Status INV Code Certify N -
Apply Code: | Pending Approvz v| [ Apply To Al M

Help

Contact Physical Inventory Support

@ By dlicking Certify below, you attest that the information ¢ < [ttofte] > 50 | ViewaAl
being submitted for approval is accurate and that assets
Inventory Review Chartfields Comments (13

marked as verified have been physically located.

Asset Image INV Status. INV Code AssetID Serial # Custodian Acq Date

[ Certify ” Gancel
Pending A v

000000000068 B

B 08/14/2015
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