
Property Control

Annual Equipment Inventory Procedures



Reason for Annual Inventory

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

❖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.



Annual Inventory Overview
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Start date:

October 1st



Annual Inventory Overview
The annual inventory period is fromOctober 1st throughMarch 31st during each fiscal year. During this
period, each Cost Center is required to perform a 100%audit of itsGT tagged equipment.

Once an asset is marked as “Found” during 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 bemarked as “Found”
outside of the inventory time of October 1st throughMarch 31st.

• Issues concerningassets 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 ormore 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 assetsare assets that are“NOT” onGT campus. A picture of the asset displaying the CAE tag
should be provided to the Property Coordinator by the custodian of the asset so that the asset and
then be marked as “Found”with the scanner device.

• Some offsite assets that are off campus at different locationsand isbeingused properly for state
business can be marked asamanual “Found”. A properly filled out Equipment Loan Agreement must
beon 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.

• If an item is 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.

• Pleaseupdate tags that are illegible. Asset tags thatwill 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 thenew asset tag so that the asset can be marked as “Found”using the scanner device.

• Pull your RFTrack Custom report from the Reports Tab under Custom : Assets by Coordinating
Cost Center. Please DONOTuse the report under Main: Assets by Coordinating Cost Center.

• You should pull a clean Custom RFTrack report each day to ensure accuracy of your findings.



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 itemwasmarked as “Found”, “Not Found”, or “Extra Asset and indicate changes to
location or roomnumbers. (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



Sample Audit
• After March 31st 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



Annual Inventory Overview

Ready to Start? start?

❖Log on to TechWorks

❖Click on My Work Tab



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

• Click onto “Workday Financials”

General Instructions



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).



ll Page PhotoGeneral 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
manipulatemany data features. Users
can arrange the data in order of
preference and print in 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.



• The Coordinator should now log into the RFTrack System.

General Instructions
RFTrack System

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

Username: Computer id number
Password: Computer password



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

General Instructions
RFTrack System

Select the icon that looks like a page.

SelectAsset by Coordinating Cost
Center under the “Custom Column”



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

General Instructions
RFTrack System

Do NOT change the populated date.
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General Instructions
RFTrack System

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 reportmust show that each itemwasmarked 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 I selected CC000003asmyCost Center.



Annual Inventory Overview

Taking inventory w/ handheld
scanner



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:

Annual Inventory Overview

Class Assets Count Distribution
Scanner
Pickup

Availability

Scanner Dates for Pickup/Drop-off
Note: Distribution date(s) subject to change yearly.

D 750 +
3 scanners – 13

weeks

Monday,
Wednesday,
& Thursday

10/01/24 -12/20/24

C 400-750
2 scanners - 8

weeks

Monday,
Wednesday,
& Thursday

12/2/24 -1/31/25

B 100-399
2 scanners - 6

weeks

Monday,
Wednesday,
& Thursday

1/6/25 -2/14/25

A 1-99 1 scanner - 4 weeks
Monday,

Wednesday,
& Thursday

2/10/25-3/7/25



Annual Inventory Overview RFTrack System

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

• Using the Excel spreadsheet from RFTrack, the cost
center representative will log into the scanner device
to conduct a room-by-room equipment verification
for each assets listed in that area.

• All assets should have a RFID decal and should be
scanned thru the scanner device.

• Scan the Barcode tag on the door jam. An audit
summary will display the expected number of assets
assigned to the room.

• It is suggested that the inventory be conducted
one room at a time. Record all inventory items in
each room before moving to the next. Verify that
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
button no longer than 4 seconds to located any
tags.

• If a tag cannot be scanned, you may have to retag
the asset or change over to barcodemode. D

• o
• Items that are Not Foundwill 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.wtrigger button no longer
than 4 seconds to locate any tags.



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.



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.

Annual Inventory Overview



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:

SUMMARY – this tab displays a summary of the Expected, Not Found, Found,
and Extra assets.

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
be in the location.

NOT FOUND – this tab displays a datagrid listing Assets that were expected,
but not found.

Start Reconciling

Annual Inventory Overview



Annual Inventory Overview
Manual Audits

Acceptable Manual Audits Audits

Reason Comment

Small departments (< 25
assets)

Small department

Out for repair Asset not accessible

Offsite w/ loan agreement Offsite – loan agreement

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

In sensitive environment



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. If in doubt, special
circumstances should be discussed with
Property Control on a case-by-case basis to
determine if it meets the acceptable criteria
to be marked ”Found” as a manual audit.

Go to the RadioWave Icon and select Asset
List



General Instructions
Manual Audit

Type your Asset number int the Tag ID box and select search.

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



General Instructions
Manual Audit Select the Add Manual Asset Inventory Tab



General Instructions
Manual Audit

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.



• 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.

• 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).

General Instructions
Find Missing Assets – GTCR Report



General Instructions
Find Missing Assets –
GTCR Report

This report validates the assets indicated
as ”Missing” were flagged as “Missing” in
Workday. Add the sum of the missing
assets and report the number of Missing
Assets(s), as well as the total acquisition
value of the assets on your FY Annual
Inventory Sign-Off Form.

.



General Instructions

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

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.



General Instructions
Additional Information

• Forms – (Forms are also located on themainmenu 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
questions.

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


