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Purpose

The Asset Inventory Procedures will provide step by step instructions for SCDE offices to
successfully identify items that are assets, create shopping carts, maintain accountability,
transfer, and dispose of assets according to the State and Agency guidelines.

The State of South Carolina requires all state agencies to track all equipment with a unit price
plus applicable taxes and shipping of $2,500 or more in the South Carolina Enterprise
Information System (SCEIS).

Funds received from the sale of capitalized equipment purchased from federal funds will be
remitted back to the appropriate federal agency.

Fixed Asset Inventory Procedures Page 2
January 2024



Flow Chart — Asset Inventory

Does the item have a unit price plus applicable taxes and shipping that is greater than $2,500?

Ordering Office Approving Supervisor || Asset Accountant Buyer/Purchasing

|
NO Shopping Shopping Cart
Cart Approved / PO
Approval Released
YES I
Create _ Create Asset Shell Shopping Cart
Shopping é Shopping (AS01)
Cart with Cart + 9 Ap Erc;'md ‘;PG
"Asset Approval . N ElFase
Unknown” Supplier Relationship
Management
(SRM)
1 - Equipment is
Input Goods Receipt received by Ordering
(MIGO) Office
&

E-rnail Asset Accountant Information needed:

Serial Number
Location

Asset Accountant will tag the item with inventory label.
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Procedure: Shopping Cart for Assets
Follow the normal shopping cart procedures under the Account Assignment tab.

Note: For more information, see SCEIS MySCLearning Online Course SPC110V-SCEIS

Shopping Cart Creation. If new to SCEIS, see Online Course SPC100V-SCEIS Shopping Cart
Process Overview.

1. Click on Account Assignment tab.

Open and Verify ltem Data for Item 1: Police Pursuit Tire
Shop in 3 steps: Step 2 (.
[ Previcus [ Next 2] | er | | [cose |

10 Lee 1 Accouen E031510000 requres an ssaighment 1o 8 COokpct

WD Line 1: o funds center enterediderived in tea] 000D (SCO1/S031510000)
I Line 1: Errer in account assignment for kem 1
1D Line 1 Enter & value i the mandstory feld Coft Centes n 8ccount asspnment

[ Line 1: You are not alowed to enter 8 tax jurfdiction code for country US

I+ 1 2 3 4
Seiect Goods Servce h::$:t-1liiwmh Compiete and Order
4 mh. I = Dalivary Addrssaeriormancs Location Soarces of Supply | Service Agents Appr il
Identification Cufrency, Valies and Pricing
e Type: | Materal Ovder Cuantty | Unt 1)[Ea 7] esen
Descrgten: * [Polcs Pursud Trd Ordered Quantly | Unt 0.000
Product Category: | BE3M) Tires and Tubes Misc. (ot Otherwine Listed) Open Quantity / Unt 1) EA
Order as Direct Materit [ ] Price [ Currency: | 2,50.00| (USD | Price Unt 1
Organization —
Mot Separately Priced
Purchasing Growp: | HHS - Procunement Dyector - oy v
incremants| Funding Actve: |
Company Code: |5C01 [ Stale of South Carcing Goods Receet [
Further Properties ivoie Receipt [
Suppler Product Number, | 85130 Goods Recept Noa-Valsted: [
e = Tax / Amount: (11 AP Saks Tax ~| 200.00 USD

Service Master Recond. Dimplry
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2. Select Asset Unknown from the drop-down menu. Click the Check button.

1
Check]
Dwtails Tor iem 1 Police Tire
b I_'
et Gnopen » Cilmimci
A a1 o St e b b 0 R Y R
e e e gy g e
W mtar g vuien e ey i Dt iy sngrman
B a1 it e i e i i e W oy =

3. Check the Notes and Attachments tab to add Funding Codes, Vendor Text, Internal Notes
and/or Attachments. Make sure that the internal notes tab has the proper funding
information: Cost Center-Functional Area-Grant (If Applicable)-Site Location (Bus Shop,
Office).

/ wmDats | AccoentAssgament | Notes and Atacheents " Sowroes of SuppyServieAgents | ApprovalProcess Ovendew | Subcontactng |
[Reset | Pease change o the address detals and RESET. \
M e hem s o be delvered 1o & (iferent address, enter the new sddress here
Nare: Additanal Nae.
0; (KBS -Rehlnd Courty ] Phone Humber Exension. (E03) 882887 [ ]
Fax omberrtenson. (0032588211 | ] Elst [ompQusnagey |
By [ Poorihoom | |
Sireet/ House Numer. Two ot Road [z ] Postal Code Gty
ot [ | posicode/POBe [ | |
conny, (Y5__0J1sA Regon: (S¢S0 oo
W // =] DN
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4. Click Delivery Address/Performance Location tab to verify ship to address.

5. After you verify the ship to address, click Sources of Supply/Service Agents tab to verify
the contract information. Note: Scroll to the right to verify the contract information,
including contract number.

[ Dupicate I Cetete |
L d B
Product D | Description Product Category | Product Category Description Quantty | Unt  Net Price /Limt = Cormency Type Per | Onder Type  Debvery Date | Notes | Aftachments Account Assignment Type  Account Assic
FEubos Pursut Teg 86330 Tres and Tubes M. (Not Otherwise Listed) 1EA 2,500.00 USD 1 Asset Uninown
sice Pursuit Tire
Nt Aayy Hobes and Debvery AddressPerformance Locaten © Sources of Supply A Overvew -
e Fobowng Suppler \
0140142 CONTINENTAL TIRE NORTH AMERICA Contract / Bem 44000015331
Devery Date: | 10012013
epartment of Healh & Hy Supgher Waster Record Daciy

6. Click Approve Process Overview tab.

7. The Approval Process Overview tab displays the Approvers and the Asset Custodian
Approver.
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Click the Check button; Click the Next button.

] : i
B R At | O o S
-~ =

| ABMTCUITODMA | Cobes e Deomes

e
I

8. As required, click in Name of shopping cart box.

Shop in 3 steps: smpsmomplmamom/

9. Click the Order button.
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The Shopping Cart 2000487425 was successfully ordered.

Shop in 3 steps

[ Loe 1 o
B e 1 vou

[ spopeng cant™

t alowied 10 enter 8 b jursaicton code for country US

alowed 1o enter & tax urisdicton code for country US

motve Tres” wieh number 2000457425 ordered successfuly

Cuanty Unk | NetPrice /Limt | Currency | Opton Type | Per | Order Type | Debvery Date | Notes | Aftachments = Account Assignment Type

Assgrment Number  Tem Status Suppler
Ime Listed) 1EA 250000 USD 1

10012013 o 1 Asset Unknown

Awatng Apgeoval TRE HOATH )
10. Click the X at the top-right corner of the screen to exit.
The shopping cart will flow to the Asset Accountant to enter the Asset number.
A shopping cart has been successfully created for an Asset.
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Procedure: Goods Receipt (GR) — MIGO

A goods receipt will alert Finance (FI) that the item has been delivered. Once a goods receipt has
been completed and an invoice has been received, FI can make payment. NOTE: It is important
to post all goods receipts as soon as the items are delivered. All goods receipts must be posted
prior to year-end. After the ordering office enters a GR, an e-mail is sent to the Asset Accountant
with the purchase order number, location, and serial number for the item. The e-mail alerts the
Asset Accountant to bar code the inventory item and update the Asset Shell.

1. Loginto SRM. Click folder Goods Receipt (MIGO)

Reports - SAP NetWeaver Portal . Windows Internet Ex/

ISAP & Q- Leg
4 Back - Velcome Creator 13
i~ 1 [
Mo content sadable tor this navgation node
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2. Good Receipt Input Screen: Combo Box and Purchase Order Text Box

MIGO - SAP NetW Portal - Wind Internet-Explorer
| Goods Issue Material Document - T. .
| Ctend |} [Back [[Ext | Cancel || Syster] )/ 430 Overview || Restan |fdld | 1

[sla)(al . p—
My Documents
= Purchase Orders.
NG
Document Date 16/14/2013 Material Sip
Posting Date 18/14/2013 Doc Header Text
B Collective Sip -]
[Lne  Mat Shont Texst JOK TGty in UnE E. Blec Baich Waluation T_ M. [ FStock Type Pt 5. Customer
¥ Orders d ’J
» Reservations = = = =
v Material Document &
5000581203
5000581122 > Material || Quantey TR
5000581231

5000581173 e .] [

T m—T

¢ C(Click Goods Issue Combo Box and choose list item Goods Receipt.
e (Click Material Document Combo Box and choose list item Purchase Order (PO).

e The PO number can be entered manually or chosen from the dropdown box. (Go to
SCEIS UPerform for detailed instructions for using the drop-down box.)

e For this example, the PO number was entered manually.

3. Enter the GR movement type. Note SRM’s default setting is “101”. (Go to SCEIS
UPerform for detailed instructions for selecting other Movement types.)
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Goods Race!pt Pumhase Omfer TAMMELA GRAVES ._ :

4600266321 Document Date __[10/14/2013 Dedvery Note |

4600266344 Posting Date 10/14/2013 Bl of Lading | f HeaderTent |

4600276342 B [ Colectwe Sip ]

4600286128

4600286113 [ine_ st Shod Text Brkayme ] E_ Baich  Nawawon | T et 5 Fustomer
7 : : { !

gt

M
I e

r=lEca mim e |
F
4. Click Execute tab control to view the desired document.
5. All line items on the order are displayed.

_Goods Recelpt Purchase Order 4soozsammmsu GRAVES _ 2]

| GoodsRecepl 3 PuchaseOrder 3 m GRgoodsrecept 101 -

= Purchase Orders =
600280 M endor | (G
4600264399 - PR — -y
Date  10/14/2013 Delvery Note Vendor CRAWFORD SPRINKLER CO OF
mmzma' Bill of Lading | | HeaderTedt
8002762 g [ Collectve Sip 1)
4600286178
A— Line Mat Shon Tedt oK Gty m Uné E Bl puonu B Ewﬁm r.r-m W[ [Btock Type 1]
1 Riekable Mod instiutional Pendart |08 EA 101+ - T
4600280568 2 Freght Charge (Estimated) im0 EA | i muumuuu ot |
plame ] =1 =1 :' =11 1 | =
b o ] — ' 2l
» Resenvations | —
~ Material Document aY I8 [ Dot Bcoets | BE [ EE
50005681203
5000581122 =]
5000581231
swosenrs ol oy ﬂ ... | _'J:J
[y T
L / Clecamo T

6. Click the Where tab.

7. Enter the desired line for the GR and strike Enter key. (For this example, Line 1 is
selected)

8. Click the Material tab to verify the material you are receiving.

Fixed Asset Inventory Procedures Page 11
January 2024



9. Click the Quantity tab and enter the desired quantity for the line.

10. Click the Where tab again.

11. Click the Purchase Order Data tab to verify PO information.

12. Click the Partner tab to verify the Vendor information.

13. Click the Account Assignment tab to verify account assignment information.

14. Account Assignment displayed.

Goods Receipt Purchase Order 4600283725 - TAMMELA GRAVES )
T8 P ach T ot | Cance || S, || P Cherum | Ao | ol [ G} P | Hep | :
[_2_Feegrs Grane Enmane) EA LA T W S 01 ¥ reatcted s 52
= Purchane Oeders. = | 1| | [l

Lo St

15. A Display log is opened.

Display logs
'[:'.7 Display logs

O

LTxt
@

—

Deficit of PU Ordered quantity 26 EA : DCO1

MA@ _Technical nformaion [ 4] « | » M| FIE[F@E Choo |& Save [SBAGEAID 0[o 0],
\I_

16. Click the control Check.
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Note: Clicking on control Check automatically enters a check mark at the line item you are

receiving.

& ORgoodsrecept 101
4800268321 Document Date 10/ 1472013 Dedvery Vendor CRAWFORD SPRINKLER CO OF
4600266344 Posting Date 10/14/2013 Bael HeaderText
4600276342 [a] Collective Sip ]
4600286128
Adonzentiy e 15t Mot Short Text F WGty e E Bl [Cost Center Bu_ |G Accout [Batich __ [VakiatonT_ M| [Stock Type
1| OOCRekabie Mod. instintional Pend V2 EA NO4DII4422 ND4O 5031030004 ] 1101 + Unvesticted u
K00290203 2 Freght Charg imif EA | 'N040334422H040 5031030004 101+ Unrestrcted u_ |

/ BADE [0 Ockee [T Covenss | BF  [CTEHEM

0|

o

17. Click on the Post link tab.

Cleca@oya [

| Goods Receipt Purchase Order - TAMMELA GRAVES (]
IlElt [Back |[ £ | Concel || Systemy)| e Overvew || Restar [ o | Crecx | - | tep].
(=lall Goods Receipt I PuchaseOrder 0 (=" S GR goods receipt 101 =]
= Purchase Orders =
4600283729 B _ A o (G
4E00264399
Date 10/14/ 2013 Delvery Note
g 10/14/2013 Bl of Ladng HeaderText
4600276342 B [ GCobectve Sip -]
4600286128
W"i [ine Mat Short Text ToK Gty in UrE E Bl Bach  NaatonT . W | SickType Pt E_ Customer
|
EER

o

m Material document 5000581204 posted

The Material Document Number is displayed at the bottom of the screen.

Clecamom) [

A Goods Receipt has been successfully completed for a purchase order with an Asset Number
attached. E-mail the Asset Accountant the purchase order number, location, and serial number.

Fixed Asset Inventory Procedures
January 2024

Page 13



Procedure: Tracking an Asset

The Office Point of Contact (POC) is responsible for tracking assets assigned to the office.
Office employees will notify the office POC if an asset is moved from one office to another by
using a signed FA1 Equipment Transfer Form. (P:/Finance/Fixed Assets Procedures &

Forms/FA 1 Equipment Transfer.pdf)

Note: SCDE only tracks assets at the Office level.

Procedure: Transferring an Asset
The Office Point of Contact (POC) is responsible for transferring assets assigned to the office.
The Office POC will complete the appropriate transfer form.

e To transfer to a School District, send a signed copy of the Equipment Transfer to a
School District Form (P:/Finance/Fixed Assets Procedures & Forms/Equipment
Transfer to a School District.pdf) to the Asset Accountant.

e To transfer within the Agency, send a copy of the signed FA1 Equipment Transfer
Form (P:/Finance/Fixed Assets Procedures & Forms/FA1 Equipment Transfer.pdf) with
SCEIS 12-digit asset number to the Asset Accountant.

Procedure: Disposal of an Asset

The Office Point of Contact (POC) is responsible for the disposal of an asset assigned to the
office.

There are three ways to dispose of an asset, each using one of the following forms.

1. FA2 Dispose of Equipment-Furniture Form (P:/Finance/Fixed Assets Procedures &
Forms/FA2 Dispose of Eqiupoment-Furniture.pdf)

2. Required Form for Lost, Missing, or Stolen Inventory (P:/Finance/Fixed Assets
Procedures & Forms/Required Form for Lost, Missing or Stolen Inventory.pdf)

3. TID (Turn-In Document) (P:/Finance/Fixed Assets Procedures & Forms/Current TID
V4 .3-.pdf)

Note: These forms are located at this location P:/Finance/Fixed Assets Procedures & Forms.
They are also sent to your inventory POC every inventory cycle.

The Office POC will complete the appropriate form, have it signed with the 12-digit SCEIS asset
number.
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After completion of the form, the POC will request an eTicket for pick up of the item, if it is an
IT asset. If not, send the signed, completed form to the Surplus Contact, Jennifer (Jenny) Padgett,
JPadgett@ed.sc.gov or 803-734-8138.

Procedure: Year-End Inventory Process for Offices

In accordance with Section 6 of the South Carolina Office of the Comptroller General’s
“Reporting Policies and Procedures Manual,” an annual inventory verification of fixed assets
must be conducted as close as possible to June 30™ of each fiscal year. Therefore, all inventory
items must be scanned, uploaded into SCEIS, and verified.

A memorandum will be sent to all Directors at the end of March requesting each Director to
appoint a designee as the Inventory Point of Contact (POC).

The Asset Accountant will coordinate a date and time with the office inventory POC to scan all
items listed on their office inventory packet. Prior to the appointment, the Asset Accountant will
email the Inventory Packet to the POC.

The Inventory Packet includes:

Inventory Printout

Schedule A (In Possession but Not on Printout)

Schedule B (On Printout but Not in Possession)

Schedule C (Acknowledgement of Inventory Verification)

Schedules A, B, and C can be found in P:/Finance/Fixed Assets Procedures & Forms). The
Inventory Printout will be emailed to each office.

After completion of the inventory verification, the office inventory will be uploaded in SCEIS.

The Asset Accountant will email a Final Inventory Printout to the POC that requires the Office
Director’s signature.

The signed Final Inventory Printout and Schedule A, B, & C included in the Inventory Packet
should be returned to the Finance Office, Attn: Fixed Assets within five days. The office should
keep a copy of the documents for future reference.
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Procedure: Year-End Inventory Process for Bus Shops

In accordance with Section 6 of the South Carolina Office of the Comptroller General’s
“Reporting Policies and Procedures Manual,” an annual inventory verification of fixed assets
must be conducted as close to June 30" of each fiscal year, as possible. Therefore, all inventory
items must be scanned, uploaded into SCEIS, and verified.

A memorandum will be sent to all County Supervisors at the end of March requesting the Bus
Shops to conduct an inventory any time before June 30™.

The memorandum will include instructions on how to conduct the inventory. They will refer to
one person as the Checker (person responsible for looking at all equipment and calling out
information) and one person as the Recorder (person responsible for recording information).

The Inventory Packet includes:

Inventory Printout

Schedule A (In Possession but Not on Printout)

Schedule B (On Printout but Not in Possession)

Schedule C (Acknowledgement of Inventory Verification)

Schedules A, B, and C can be found in P:/Finance/Fixed Assets Procedures & Forms). The
Inventory Printout will be emailed to each office.

After completion of the inventory verification, the Inventory Packet should be returned to the
Finance Office, Attn: Fixed Assets within five days and no later than July 1. The office should
keep a copy of the documents for future reference.
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