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Assets Without Serial Number or Location 

REPORTS 
from Business Affairs  

The Assets Without Serial Number or Location report is a new 
report that will assist the Property Custodian with completing the 
tagging process in the Property Inventory System. The tagging 
process is not considered complete for an item until a serial 
number and location are assigned in the system. The purpose of 
the report is to provide the Property Custodian with a list of   
assets from their Departmental Inventory Listing that are missing 
the serial number and/or location.   
 

Any Property Custodian whose department has an asset in the 
system without a serial number and/or location will receive a 
monthly email with the Assets Without Serial Number or        
Location report for their department attached. The email will be 
distributed on the first Tuesday of each month.  
 
The body of the email provides instructions for the Property                                          

Custodian to complete the tagging process in the Property 
Inventory System. The report attached to the email is grouped 
by Department Description and Permanent Tag Number. The 
detail contains Asset Description, Serial Number (if it exists), 
Location (if it exists), Organization Code and Asset Value. Only 
asset types which are designated as Controlled Assets, Capital   
Equipment, Museum and Art Exhibits, Software and Vehicles will 
be included in the report. 
  
The Property Custodian will continue to receive the email with 
the attached Assets Without Serial Number or Location report 
each month until all items for their department have been      
assigned a serial number and location in the Property Inventory 
System.  
 
For questions, contact Property Management at  
PropertyManagement@ttuhsc.edu. 

Accounting Application 

Development 

Payment 

Services 

Student 

Business 

Services 

Finance 

Systems 

Management 

Purchasing Contracting 
Parking 

Services 

Business 

Affairs 
Property 

Management 

General  

Services 

Red, Raider 

http://www.fiscal.ttuhsc.edu/fsm/reports.aspx
https://www.fiscal.ttuhsc.edu/propinv/
mailto:PropertyManagement@ttuhsc.edu

