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INSTRUCTIONS FOR INVENTORY VERIFICATION COMPLETION

The following instructions will guide your department in verifying their equipment inventory.  Your department’s Equipment Inventory list, displaying equipment in Permanent Tag number (asset number) order, is available through EPrint (http://eprint.okstate.edu). The report is located in the CAS Repository, by applicable chart of account number (e.g. chart 1 = Finance 1, chart 2 = Finance 2, etc.) and is reported in FI_FA_INVENTORY_VERIFICATION. Be certain the date on the equipment list you select is the assigned date in your verification notice and should also be shown on your Inventory Verification Report and Reconciliation.   The report is an Excel spreadsheet format. If you are accessing the report through the Internet Explorer web browser click “Save”, not “Open” when opening the report. A popup warning will appear stating the file format and extension don’t match and could be corrupt.  The file is not corrupt, so select “Yes” and the spreadsheet will open.  You also need to click the “Enable Editing” button at the top to remove spreadsheet from protected mode.  Once the excel file is open for the appropriate chart of accounts, the columns will need to be reformatted.  This is done by clicking the grey arrow in the upper left corner between the A and 1 to select the entire sheet.  Select Format in the tool bar.  In the Format dropdown list, select Auto Fit Column Width to obtain correct column width for all columns.  The spreadsheet contains all assets for the entire Chart of Account (e.g. chart 1, chart 2, etc.).  Next, place cursor on Column B, ATTRIBUTE_TABLE_ VALUE, highlighting entire column.  Using the FIND & SELECT option in the tool bar at top of the spreadsheet, locate your custodian number by selecting FIND from the dropdown menu.  In the FIND WHAT box, type in your custodian number and select FIND ALL button.  This will place your cursor on the first line of your custodian number.  Highlight all lines containing your custodian number and columns A through P.  Using your mouse, right click on the selection, then choose COPY.  Open a new excel spreadsheet, then paste selection into it.  This provides a list of the assets under your department’s custodian number.  Your new spreadsheet may need reformatting once again.  Next, place your cursor on column L, highlighting the CALCULATED_COST column.  Click AutoSum in the toolbar at top of spreadsheet to total current inventory.  This total is the amount used on the Total Fixed Asset Value per (inventory date) line on the Inventory Verification Report form.  Your spreadsheet may be sorted by building number or any other manner to assist in completion of your verification.  The PERMANENT_TAG_NUMBERs in column D are your asset tag numbers.  Once your spreadsheet is set up follow the instructions below:
The equipment verification process should follow these steps:

1. Verify department’s custodian number and organization code.

2. Locate each asset by PERMANENT_TAG_ NUMBER (aka PTAG or asset number).  Upon finding its physical location, verify that:

(a) the PTAG/asset tag is affixed to the piece of equipment

(b) the description is accurate.  Because of space limitations, only the first 20 characters of the description appear on the report.  If there appears to be gross irregularities with the item description, it is recommended that the entire asset record is checked in the Banner INB Fixed Assets module (FFIMAST) and any corrections required are marked on the verification report.

(c) the model number (if shown on the equipment list) is accurate.  This field is vital to the accuracy of the inventory record for security and insurance purposes.  Check for its accuracy, as there may have been problems in the transfer of this information from the old SCT Fixed Assets System to the new Banner INB System.  Please note all corrections needed on the verification report.

(d) the serial number is correct.  Again, this field is vital to the accuracy of the inventory record for security and insurance purposes. . Check for its accuracy as there may have been problems in the transfer of this information from the old SCT Fixed Assets System to the new Banner INB System.  Please note all corrections needed on the verification report.

(e) the building reflects the correct location of the piece of equipment.  This information is critical from an insurance and equipment standpoint and MUST BE COMPLETED.  Building number fields left blank will result in verification being returned to department as incomplete.
(f) the acquisition date is correct for the date acquired and type of equipment being reported.  This code is a portion of the asset record that determines useful life and is used in the calculation of depreciation.

(g) the owner code (if shown on the equipment list) correctly reflects the ownership of the piece of equipment.  “O” indicates that the University held the equipment title in the former SCT system while “R” indicates a restricted title.  Assets added since the installation of the new Banner INB System will reflect “U” for title held by the University, “F” for title held by the Federal Government, “L” for title held by lessor of equipment, “P” for title held by private group, “S” for title held by the State, “G” for title to a restricted gifted equipment, “H” for title to nonrestricted gifted equipment, or “X” for title held by county.

(h) the total acquisition cost is reflected correctly.

3. As verification of equipment and information is being completed, corrections needed should be noted on your list for transmission to the Asset Management office for correction.

4. The person conducting the verification should also keep records on items found in their respective areas that are not reflected on the departmental inventory as well as note items appearing on their inventory list which have been disposed of through the prescribed manner or items listed, but not found.

5. Once the physical verification has been finished, the Inventory Verification Report should be completed.  Custodians shall provide their custodian name, custodian number, and Organization Code in the appropriate space at the top of the page.  The date the verification was completed should be recorded in the “completed on” field.

6. Custodians shall reconcile their custodial account on the Inventory Verification Report.  The total Fixed Asset Value is the total AutoSumed in column L of the current asset list.  Any additions for which information will be provided to Asset Management should be noted as additions.  Any deductions for which information will be provided to Asset Management should be noted as deductions.  Following those calculations, an adjusted Fixed Asset figure should be provided.  Please note that the custodian should mark all corrections on each copy of the inventory list provided.  One copy of the list, along with any Fixed Asset change request forms shall be returned with the Inventory Verification Report and a copy of your inventory list with corrections to Asset Management, 210 Whitehurst no later than deadline on the cover letter that accompanies the equipment list.

7. Each custodian department shall keep a copy of all documentation returned to Budget and Asset Management.  Each custodian shall also provide the staff member name, title, campus address and phone number of the person who is in charge of the departmental inventory.  This provides Asset Management a daily departmental contact.

8. The dated signatures of person conducting the verification, the Department Head and the Dean or their authorized representative must be obtained before returning the completed verification.

9. Complete Memorandum(s) of Agreement for OSU equipment used for University business, but onsite at NON-UNIVERSITY locations.  These agreements must be completed for ANY University employee using OSU equipment at a non-University location.  Return completed forms with verifications for the University’s official property records.

10. All verifications must be completed and returned to Asset Management, 210 Whitehurst, no later than deadline on the letter notifying you of your scheduled verification.  Should you have questions regarding the verification process, please feel free to contact Asset Management Financial Assistant or staff at X47583. 


