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NAVIGATING TO THE PROPERTY INVENTORY SYSTEM

1. Login or navigate to Raiderlink.
2. Click onthe A&F Work Tools Tab.

3. Underthe A&F Work Tools Tab > Finance Channel - Click on Property Inventory System.

LIAVLI anhilR  Research Administration

Budget \

Budget Home

OEE

ambud@ttu.edu

Cognos Budget Reports
Budget Revision System
Approval Tracking System
Budget Prep

Fringe Projection Application
Forms

Contact List by Fund

MNeed Help

BUDGET ANNOUNCEMENTS
Budget News

¢ A Pre-Prep Checklist is available to walk departments
through tasks that can be done now to assist with the
annual prep cycle. http://www.depts.ttu.edu/budget
/budgetPrep/budgetPrep.php

OEE

Finance

Finance Home

® Reports

* Gateway

* New Fund Request System

® Finance Forms

# Finance Applications(i.e. Cognos, Gateway etc...)
* Contact List By Fund Class

* Finance Operating Policies

* Need Help

Property Inventory
Property Inventory Home

«

* Reports
* Property Inventory System
* Forms

SUBMITTING THE ANNUAL CERTIFICATION (DELEGATE OR PROPERY CUSTODIAN)

Once the Inventory List is verified and any edits are made that are needed, you can then Submit the Annual

Certification.

1. Click on Reports in the left menu bar and then click in the radio button to the left of Annual
Certification.
2. Click Go to Report.

Property Inventory

[I:J TEXAS TECH UNIVERSITY SYSTEM
5

Search Fixed Assets

Select Report

T « Financial Services

efalder
Sign Ouk

Organizations for

Financial Services (C1402):

@C14004 - Financial Services

PROPERTY INVENTORY _

Reports HSC Home » Finance & Administration » Property Inventory »

Transfers

Forms Below is a list of Organizations within the Department and a list of reports available. Select an Organization and then select the report you
Contacts wish to view. Click the ‘Go To Report’ button to proceed

Help Edit assels or Transfer an asset by choosing the Departmental Inventory or ltems Mot Yet Tagged report.

Admin “ou are authorized to viewr inventory for more than one chart of account and department. To change charts and/or departments, choose a

different chart and/or department from the list below and click Change Dept.

« | Change Dept.

Available Reports:

L /Departmental Inventory Listing (includes ability to edit and transfer)
Ottems Mot et Tagged (includes ability to edit and transfer)
':'Missing Property

) Lost and Stolen Property

@ Annual Certification

Go To Report ‘—.
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3. Afteryou click Go to Report you will see the screen below, click on Submit This Year’s Inventory
Reports for Annual Certification.

- TEXAS TECH UNIVERSITY SYSTEM
Property Inventory

FPROPERTY INVENTORY

Repaorts HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

Annual Certification History

Transfers
Forms C14004 - Financial Services
Contacts Below is a listing of previous years' certified inventory reports for the selected department. The reports are static snapshots of the inventory at the time they were submitted for certification. To submit this year's inventory o
H ‘.... i — e for annual cerification, clck the ink below.
elp .
G Bt Benon o O anization Click the
Admin red link

Submit This Year's Inventory Reports for Annual Certification

T
a0 Fiscal
5ign Qut Delete | " | Submitted By | Submit Date | Property Custodian | Approve Date

None

Department | ltems Not - Lost and
Inventory Tagged R Stalen

4. You should now see the Submit Annual Certification for FY page (pictured below). After you have
verified that everything is correct in the 4 reports above. Click Submit for Annual Certification.

%%f%TEXASTEGHUNREmSHY'Y’TEM
”’]J_.‘_ﬂ Property Inventory

REDOﬂS HSC Home » Fimance & Administration » Property Inventory »

Search Fixed Assets

Submit Annual Certification for FY

Transfers

Forms C11000 - Admin and Finance Info Systems Mgmt

Contacts IMake sure each of the reports below are correct. An email will be sent to the current property custodian notifying them that they
Help have an approval pending.

Department Inventory Report

Items Not Tagged Report
Missing Report
Lost and Stolen Report

By submitting these reports for annual certification, you are asserting the following statement:

A physical inventory has been conducted for all capitalized and controlled personal property for the above department. The
condition and location of all property is accurately reflected in the TTUHSC Property Inventory system. Changes needed as a
result of this inventory were made to the TTUHSC Property Inventory system and are now reflected on the above listing.
FPaperwork for missing, lost or stolen property has been submitted to the Property Manager, and these items are appropriately
reflected on the Missing Property or Lost and Stolen Property Report.

Jonathan Botros is currently designated as the approver for this annual certification. Once you submit these reports for annual
Property Custodian certification, an email will be sent to this person indicating that they need to log in to approve. If you believe this is not the
correct person to approve these items, contact the Property Inventory office.

[l have read and assert the above statement. <+
[The reports above are correct. Submit for Annual Certification) i ———

Back to Annual Certification History

Select Different Report or Depariment
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5. **VERY IMPORTANT: This does not mean that Inventory is completed. An email was sent to the
Property Custodian. The Property Custodian will now have to approve the Annual Certification to
complete the Inventory.

- TEXAS TECH UNIVERSITY SYSTEM
Property Inventory

PROPERTY INVENTORY

Reports HSC Home « Finance & Administration » Property Inventory »

Annual Certification Confirmation

Search Fixed Assets

Transfers
i Forms Your request has been submitted for approval. An email has been sent to notify the property custodian.
Contacts Back to Annual Certification History
Help Select Different Report or Property Manager
Admin

6. Below is the screen shot of what you will see until the Property Custodian APPROVES the Annual
Certification:

| r—i TEXAS TECH UNIVERSITY SYSTEM

._'J,J L3 Property Inventory

some = Finanoe & Administrasion = Prope

e Annual Certification History ‘ealulian
. 111 101 1 -

Traashors J Approves these

Forms C14004 - Financial Services two fields will be

Contacts Beiow is a Isting of prévious years' certifisd inventory reparts for the ssiecied department '1:%-\: snapshots of the inventory af the time they were submited for certification. To submit this year's inventory &

el a property cusiodan for annual certification, chick the ink below

el
= Saisct Different Repedt or Organizaton
i
e — Submit This Year's |I'l\|'ﬂ'|'||rl'.\|')' Rn‘.'wl'll for Annual Certification
Fiscal . Department Items Not Lost and
[ ™ [ sraperty C — Miss .

m Delete | "\, . | Submitted By Submit Date Property Custodian | Approve Date Mavantory Tagged Missing Stalen

Delete 2013 | Shelby Jackson | AM172014 11:41.28 AM View Report View Report View Regport Wiew Reporl
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PROPERTY CUSTODIAN

1. The Property Custodian will receive an email after the Delegate submits the Annual Certification (see
example email below):

From: <Proplnv@www.fiscal.ttuhsc.edus

Date: March 11, 2014 11:41:28 AM CDT

To: <jane.doe@ttu.edu=

Subject: Property Inventory Annual Certification — C14004-Financial Services

o~y €

Property Management has reguested that you approve this year's Property Inventory Annual
Certification. Department: C14004-Financial Services Property Custodian: lane Doe To approve or deny
this request, log onto the TTUHSC Property Inventory system: https://www.fiscal.ttuhsc.edu/propinv.

e i gt Ay B8 o P g

2. The Property Custodian will need to click on the https://www.fiscal.ttuhsc.edu/propinv link to approve
the Annual Certification:
e The Property Custodian will see the message below once they are logged into the TTUHSC Property

Inventory System.
e The Custodian will click the link — There are items requiring your approval. Click here to view them.

.—‘— TEXAS TECH UNIVERSITY SYSTEM

TJJ _F Property Inventory

PROPERTY INVENTORY

Reports HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assels
Select Report

Transfers

Forms Below is a list of Organizations within the Department and a Iist of reports availlable. Select an Organization and then select the report you
wish to view. Click the ‘Go To Report’ button to proceed

Contacts
Edit assets or Transfer an asset by choosing the Departmental Inventory or Items Not Yet Tagged report

Help

The Custodian will
click the yellow link

S Sign Out There are items requiring your approval. Click here to view them.

Organizations for

Available Reporis:

Financial Services (C1402):

(®) C14037 - Property Inventory Misplaced ®) Departmental inventory Listing (includes abilty to edit and transfer)
() C14004 - Financial Services ) tems Not Yet Tagged (includes abilty to edit and transfer)
) Missing Property

O Lost and Stolen Property

_) Annual Certification

| GoTo Report
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https://www.fiscal.ttuhsc.edu/propinv

3. The Property Custodian must click on View to approve the Annual Certification.

| i TEXAS TECH UNIVERSITY SYSTEM
u .L Property Inventory

PROPERTY INVEHNTORY

Reporis MSE Moma + Einanos & Adminitaticn + Property Inve .
Search Fed Assets e . =

Annual Certification - Pending
Transfers =
Fafes Property Mgr
Coniacty The fems below have been sulbmited for your review and approval Once you approve or deny an Sam, an emal will be send 1o Bhe submitter
Helg Back {o Report Selecton

—— Fiscal = Department Items Not - Lost and

m ApproveiDeny . o | Submitted By Submit Date i > Taggsd Miszing e

View Deny 2013 | Shelry Jackson FI2014 114128 AN ‘Wigw Report Wiew Report Wiew Report Wiew Repan

b\

The Custodian must view in
order 1o approve.,

4. The Property Custodian will need to Review the Reports listed in red to make sure that Inventory
Information is correct then click The reports above are correct. Approve this Annual Certification.

PROPERTY INVENTORY

Reports

HSC Home » Finance & Administration » Property Inventory »

Search Fixed Assets

Approve Annual Certification FY

Transfers

Forms C14004 - Financial Services

Contacts Make sure each of the reports below are correct. Once you have approved this request, the submitter will receive notification by email
Help Department Inventory Report

Items Not Tagged Report

Missing Report

Lost and Stolen Report

In accordance with the Texas Gov't Code Ann. sec. 403.273 (f) and (g), | Maria Ricaldi, hereby certify that a physical inventory was
conducted for all capitalized and controlled personal property for which | am Property Custodian. | further certify that the status, condition,
and value of all property for which | am responsidble is accurately reflected in the TTUHSC Property Inventory system. Changes needed as a
result of this inventory were made to the TTUHSC Property Inventory system and are now reflected on the above listing. Paperwork for
missing, lost or stolen property has been submitted to the Property Manager, and these items are appropriately reflected on the Missing
Property or Lost and Stolen Property Report.

The reports above are correct. Approve this Annual Certification. |

Back to Annual Certification History \
Select Different Report or Organization Click the yellow

box to certify.
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5. The Property Custodian will receive the confirmation email below confirming that they have certified the
inventory.

From: PropInvi@www.fiscal.ttuhsc.edu [mailto:PropInv@www.fiscal.ttuhsc.edu]

Sent: Tuesday, March 11, 2014 11:48 AM r
To: Doe, Jane
Subject: Property Inventory Annual Certification - Approved ":

Jane Doe has approved the Property Inventory Annual Certification. Department: Ci4o04 - Financial Services !

.J__m“ e . M"‘* ‘ MM‘L r\M‘_J'/

6. Once the Property Custodian has certified the Inventory the Annual Certification History will have the
Property Custodian and the Approve Date listed. The Annual Certification Process is complete!

Annual Certification History Both boxes should be filled in. That is
how vou know that the submission and
certification have been completed.

Contacts Below is 8 ksting of previcus years' certified inventory repors for the selected department. The reports are static snapshots of the inventony af the time they wiere submitted for certification. To subei this year's inventory to
T0 o propery custodian for annual certification, click the link below.

LU
T SelectDiffenent Report or Organization
m Submit This Year's Inventory Reports for Annual Centification

Forms. C14004 - Financial Services

Departmant Items Hot

Submitted By Submit Date Froperty Custodian Approve Date Inventory Tagged

I
Year

2013 | Shaly Jackssh | M12014 11:41:28 AM | Maria Ricaksi 2004 11:48:54 AM Wiew Repedt Wiew Repant Wiew Repan

HELP & RESOURCES
Additional Help and Resources are available under the left side menu under Help and then click on TTU.

If you have any questions please contact property.management@ttu.edu .

[ TEXAS TECH UNIVERSITY SYSTEM
]

i

PROPERTY INVENTORY
R

S

Property Inventory

HSCHome » Finance & Administrstion » Property Inventory »

| 'Fransfers Help
Forms
TTUHSC
Contacts
Help I 11U I
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