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Year-Round 
Asset 
Management

      



Why Year-Round Asset 
Management Matters

Keeping asset records current protects your department and the University.

• Ensures assets can be located when needed 
• Keeps custodians and locations accurate 
• Reduces issues during annual physical inventory 
• Helps prevent assets from remaining on inventory after disposal or 

transfer 
• Supports accurate University financial reporting



The Department’s Role
Departments are responsible for helping keep their asset information accurate. Throughout 
the year, departments should: 

Confirm tags, 
locations, 
custodians, and 
serial numbers 

Monitor assets assigned 
to their department 

Report moves, transfers, 
disposals, and missing 
assets promptly 

Use the Asset 
Management Query to 

identify needed corrections 

Communicate with the 
Capital Assets Team 
when a purchase or 

project needs special 
handling



What is a Capital Asset?

A capital asset is generally an item that:
• Costs more than $5,000
• Has a useful life of more than one year

Additional capital assets include:
• Software costing $100,000 or more
• Lease assets and SBITAS costing 

$100,000 or more over the life of the 
lease

• Firearms, regardless of cost
• Works of art, regardless of cost



Asset Management Lifecycle
An asset requires attention from purchase through disposal. Each stage requires 
department awareness and action throughout the year. Accurate records throughout the 
year make annual inventory easier

Purchase

Purchase the item 
using the correct 

Purchasing Category 
Code.

Asset ID 
and Tag

Review the Asset ID 
and apply the asset 

tag. 

Query Review

Monitor asset 
information 

throughout the year.

Transfer 
or Surplus
Report changes, 

transfers, surplus, or 
retirements with the 

right form.

Physical 
Inventory

Complete annual 
physical inventory 

using accurate 
records.



Start With the Right Purchasing 
Category Code

The purchase stage affects future asset tracking.
• Use the correct Purchasing Category Code when purchasing eligible 

equipment, and the category code links to the account.  
• Purchasing Category Codes typically end in “A” 
• Use the Capital Asset Account Code Matrix to identify the appropriate 

account and category codes 
• Ask questions before processing unusual or complex purchases. Contact 

the Capital Assets Team when a purchase has unusual circumstances.



What Happens After an Asset is Created?
Once an eligible purchase creates an Asset ID:

• The Capital Assets Team manually prepares 
and sends the asset tag 

• Tags are generally sent as assets are 
created, often on a monthly cycle 

• The tag is sent to the department’s 
designated inventory contact or user 

• Departments should apply the tag promptly. 
Once tagged, please confirm it matches the 
item, provide a picture, and any identifiers 
not listed on the tag information. 



Equipment That Functions as One Asset
Tell us when major components should be tracked 
together.

Some purchases include several components that 
operate as one unit.

• Review the equipment when the tag arrives. 
• Contact the Asset Team if the pieces should be 

combined under one tag. 
• Provide a clear description of how the 

components work together. 
• Do not assume that each physical piece requires 

a separate asset record.



Routine Asset 
Review

   



Use the Asset Management 
Queries Throughout the Year

Your best year-round review tool is the Asset Management Queries.

Helpful Queries:
• SC_AM_INV_AM_TABLES
• SC_AM_INV_AM_TABLES_FULL
• SC_LA_ASSET_INFO
• SC_LEDGER_ACTUAL_JOURNALS
• SC_PO_CATEGORY_LIST
• SC_SYSTEM_LOCATION_SEARCH
• SC_AM_INV_PHYSICAL_INVENTORY
• SC_AM_INV_USERS

Review the Queries Webinar 
Series: Capital Assets training 
materials for more in depth 
information about all the 
queries for Capital Assets. 

To access queries, use the navigation: 
 Main Menu > Reporting Tools > Query > Query Viewer

https://sc.edu/about/offices_and_divisions/controller/documents/capital_assets_queries.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/capital_assets_queries.pdf


SC_AM_INV_AM_TABLES

Key Tip: Leave Department blank to return all inventory assets.

When would I use it?
• Review real-time in-service 

assets 
• Identify assets with 

outdated locations or 
custodians 

• Confirm new assets have 
been added correctly 

• Follow up on items sent to 
surplus or transferred to 
another department 

• Prepare for annual physical 
inventory before Q3

Displays detailed inventory asset information, including location, custodian, and cost.
What does it do?



What to Verify in the Query
For each asset, verify that the PeopleSoft 
record matches reality.

Suggested review cadence:

Is the asset still in the department? 

Is the location correct? 

Is the listed custodian correct? 

Is the asset tag present and readable? 

Does the serial number match? 

Has the asset been moved, transferred, 
replaced, sent to surplus, or otherwise 
changed?

At least quarterly 

After major purchases 

Before staff or office moves 

Before sending items to 
surplus 

Before annual physical 
inventory begins



Asset Changes 
and Special 
Situations

    



Capital Asset Updates
Use the Capital Asset Update Form 
for changes to:

• Asset description 
• Physical location 
• Custodian 
• Asset Tag Number
• Serial Number 

Submit completed forms to PHYSINV@mailbox.sc.edu
• Multiple updates may be included in an attached list 
• Do not wait for annual physical inventory to report known corrections

https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_update_form_v8.pdf
mailto:PHYSINV@mailbox.sc.edu


Moving Equipment Between Departments
General Ledger entries and Journal Vouchers do not update Asset 
Management.

When an asset transfers to another University 
department:

• Complete the Capital Asset Transfer Form 
• Submit the form to the Capital Assets Team 
• Complete GL or journal activity separately, if 

necessary 
o Ex: when an asset is charged in correctly, not 

if moving responsibility
• Ensure the receiving department understands it 

will become responsible for the item

https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_transfer_form_v8.pdf


Surplus and Consolidated Services
When an asset is no longer needed, send it through the proper surplus process.

1. Complete Form 7 
2. Deliver the asset to Consolidated Services, or arrange pickup 
3. Obtain a signed copy of Form 7 from Consolidated Services 
4. Send the signed form to PHYSINV@mailbox.sc.edu 

After the signed Form 7 is submitted:
• The department has completed its required action 
• The asset will remain visible until Consolidated Services has completed the viewing 

process with the State and completed the State TID form
• The Capital Assets Team removes it from departmental inventory

https://www.sc.edu/about/offices_and_divisions/purchasing/documents/inventory_form_7.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/documents/inventory_form_7.pdf
mailto:PHYSINV@mailbox.sc.edu
https://sc.edu/about/offices_and_divisions/purchasing/consolidated_services/


Other Situations That Require 
Immediate Communication

Contact the Capital Assets Team when an asset is:
• Lost, stolen, destroyed, or cannibalized for parts 
• Being transferred or sold outside the University 
• No longer physically in the department’s possession 
• Undergoing a change that may affect ownership or reporting

 
Forms and reminders:

• Use Form 8 for lost, stolen, destroyed, or cannibalized assets 
• Contact Consolidated Services before breaking down an asset for parts 
• Contact Consolidated Services before an external sale or transfer occurs

https://www.sc.edu/about/offices_and_divisions/purchasing/documents/form8_v11.pdf
https://sc.edu/about/offices_and_divisions/purchasing/consolidated_services/
https://sc.edu/about/offices_and_divisions/purchasing/consolidated_services/


Partial Payments and Deposits
A partial payment may create an Asset ID before the full purchase is complete.

Department responsibilities:
• Notify the Capital Assets Team after the Asset

ID is created.
• Identify the amount already paid.
• Provide the total expected cost.
• Notify the team when the equipment and final

payment are complete.

Examples include:
• Deposits
• Down payments
• Installment payments
• Custom equipment purchased over multiple vendors



Equipment Builds
An equipment build may occur when a department:

• Develops new technology or equipment not available on the market 
• Constructs equipment as a cost-saving measure 
• Completes a project, often under a sponsored award, that results in a final usable asset 

Not an equipment build:
• Basic assembly of parts purchased separately from one vendor

Submit the Equipment Build Form at the start of the project.

• What is being built 
• The project’s anticipated total cost 
• Applicable asset and supplies account 

codes 
• How costs will be accumulated 
• What will happen when the project is 

complete

The form helps document . . .
• Confirm the build is complete 
• Provide the total cost of the final item 
• Identify all related costs that should be included 
• Work with the Capital Assets Team to record 

one complete asset 
• Confirm the resulting asset is accurately 

reflected in PeopleSoft

At project completion . . .

https://sc.edu/about/offices_and_divisions/controller/documents/equipment_build_form.pdf


Donated Assets
• Coordinate donations from external entities through the Educational 

Foundation or University Development Office. 
• These offices ensure the University completes the appropriate donation 

steps and gathers the required asset information. 
• The Educational Foundation or University Development Office sends the 

asset information to the Asset Management Team at PHYSINV@mailbox.sc.edu. 
• The Asset Management Team manually creates the asset record in 

PeopleSoft Finance. 
• Departments should notify the Asset Team if a donation occurs outside of this 

process. 

mailto:PHYSINV@mailbox.sc.edu


Transfers to External Entities or 
Other Institutions

• Coordinate transfers to another state agency or external entity through Purchasing’s 
Consolidated Services division. 

• Consolidated Services liaises with State Surplus Property for transfers or sales.  
• Do not transfer, sell, donate, or otherwise dispose of University property without prior 

approval. 
• For equipment purchased with grant funds, contact Grants & Funds Management and 

Sponsored Awards Management when a Principal Investigator moves to another institution. 
o If the grant remains active, the sponsor must approve the equipment transfer. 
o If the grant has ended and ownership has transferred to the University, follow normal 

surplus procedures. The new institution will be charged for the asset.



Preparing for 
Physical 
Inventory

   



Physical Inventory Readiness
Annual physical inventory begins in Q3. Your department’s inventory list is based on the assets 
recorded in Asset Management at that time.

If updates are handled throughout the year:
• The inventory list is more accurate 
• Fewer assets require research during inventory 
• Approvals can be completed more efficiently 
• Departments spend less time resolving old moves, disposals, and missing information

Inventory codes should reflect actions already taken or currently supported by documentation.

Inventory code Year-round department action
Verified Locate the asset and confirm its information.
Transferred Submit the Capital Asset Transfer Form.
Consolidated Complete Form 7 and submit the signed copy.
Lost / Stolen / Destroyed / Cannibalized Complete Form 8 and provide supporting documentation.



Department Year-Round Checklist

Report partial payments or 
special circumstances 

After a purchase

Watch for the Asset ID and 
tag 

Confirm the correct account 
code was used 

Submit needed updates 

Quarterly

Verify locations, custodians, 
tags, and serial numbers 

Run the Asset Management 
Query 

Report lost, stolen, destroyed, or 
cannibalized assets promptly 

When Something Changes

Complete surplus 
documentation 

Submit an update or 
transfer form 

Before Annual Inventory

Confirm the department’s 
contacts and responsibilities 

Resolve known 
discrepancies 



Common Scenarios
Scenario Action Taken

A microscope moves from Biology to 
Chemistry.

Complete the Capital Asset Transfer Form and submit it to 
PHYSINV@mailbox.sc.edu. Complete any required General Ledger activity 
separately.

Consolidated Services picks up a printer 
for surplus.

Complete Form 7, obtain Consolidated Services’ signature, and send the 
signed form to PHYSINV@mailbox.sc.edu. 

A department pays a $7,500 deposit for 
equipment that will cost $30,000 when 
complete.

Notify the Capital Assets Team once the Asset ID is created. Provide the 
deposit amount, total expected cost, and final completion/payment information.

A sponsored project builds custom 
technical equipment from several 
purchases.

Submit the Equipment Build Form at the start of the project. Work with the 
Capital Assets Team to track applicable costs and record one final asset when 
the project is complete.

A capital asset’s custodian leaves the 
University.

Submit the Capital Asset Update Form to update the custodian. If the 
equipment also moves to another department, complete a Capital Asset 
Transfer Form.

A department dismantles outdated 
equipment and uses the parts elsewhere.

Contact the Capital Assets Team before dismantling the asset. Complete 
Form 8 with supporting documentation.

https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_transfer_form_v8.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/documents/inventory_form_7.pdf
mailto:PHYSINV@mailbox.sc.edu
https://sc.edu/about/offices_and_divisions/controller/documents/equipment_build_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_update_form_v8.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/documents/form8_v11.pdf


Key Takeaways
Keep it simple: review, report, and resolve.

• Review assets regularly, not just during 
annual inventory.

• Report changes as soon as they occur 
• Use the Asset Management Query to stay 

ahead of issues.
• Keep documentation for transfers, surplus, 

and unusual purchases.
• Contact the Capital Assets Team early 

when something is unclear.
• Keep inventory contacts up to date as 

staffing changes.



Resources and 
Contacts

  



Capital Asset Resources
• Capital Asset Account Code Matrix 
• Capital Asset Update Form 
• Capital Asset Transfer Form 
• Equipment Build Form 
• Physical Inventory User Job Aid 
• Physical Inventory Approver Job Aid
• Form 7
• Form 8

https://sc.edu/about/offices_and_divisions/controller/documents/asset_account_matrix.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/asset_account_matrix.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/asset_account_matrix.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/asset_account_matrix.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_update_form_v8.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_update_form_v8.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_transfer_form_v8.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/capital_asset_transfer_form_v8.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/equipment_build_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/equipment_build_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/physical_inventory_user.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/physical_inventory_user.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/physical_inventory_approver.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/physical_inventory_approver.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/documents/inventory_form_7.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/documents/inventory_form_7.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/documents/form8_v11.pdf
https://www.sc.edu/about/offices_and_divisions/purchasing/documents/form8_v11.pdf


Where to Find the 
Resources

Visit the Controller’s 
Office website for Capital 

Assets information.

https://sc.edu/about/offices_and_divisions/controller/general_accounting/capital_assets/index.php
https://sc.edu/about/offices_and_divisions/controller/general_accounting/capital_assets/index.php


Where to Find the 
Resources

Visit our Business 
Manager page for

Physical Inventory training 
resources.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php
https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Where to Find the 
Resources 

If you need to complete 
a Form 7 or Form 8, visit 
the Purchasing website.

https://sc.edu/about/offices_and_divisions/purchasing/toolbox/index.php


Contact Us

For specific 
questions, please 
visit our website to 
find the appropriate 

contact.

https://sc.edu/about/offices_and_divisions/controller/index.php


Questions



THANK YOU!
Office of the Controller

 

Alone, we can do so little; together, 
we can do so much.
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