PROPERTY MANAGEMENT

INSTRUCTIONS FOR CONINGTHE
DEPARTMENTAL INVENTQRRTIFICATION

Inventory Certification &ps

1. Using your desktop computgo to: myLSU > Financial Services > Inventory Scanning
Application
2. From the Inventory Certification tafsecond tab) review your inventory list one final

time '

3. If all of the information on your inventory list appears corretitkcon”Certify Assets

4. In the Unlocated Asset section, each unlocated asset must be notated with an
“Unlocated Reason”

@ Export Uniocated Assets

Unabie to locate this laptop from 2003. Not in Dept
storage

item is from 1988, Unable to locate, not in Dept storage
T TN A
Item is from 1989. Unabie 10 locate, not in Dept storage
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Once all unlocated assets have a reason entered, you are now ready to confirm your
certification.

PLEASE REVIEW A

Unlacated Assats Summary

186 Total Gost $634,166.23

85,476.00
i
Unlocated Assats Comments

() Retresh [} Export Uniocated Assets

2,741 67 COMPUTER: LATITUDE PENTIUM 1.7GHZ

Unabig o locate this laptop from 2003. Not in Dept

G
Item is from 1982, Unable io locate I !:,-HL-"F”

a L P Y=
By clic T3 : Bt ] § e Wiz h oo = inventan|
flocated and unlocaled assets, have carsfully reviewsd the st of detaled unlocated itlems, aa
inventory cycle is comect to the best of my knowledge.

X In the above screenshot, th
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