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Criteria for an 
Asset

     



Criteria for an Asset

• An asset is defined as furniture, fixtures and equipment that has 
a value of $5,000 or greater and having a useful life of over 1
year.

• Software with a purchase price at or above $100,000 also 
qualifies as a capital asset.

• Firearms and Works of Art are considered assets regardless of 
cost.



Physical 
Inventory Process

  



Overview of Process

Locate, 
Review, 
& Verify

Approve 
or 

Reject

Review 
and Post

Inventory Users Inventory Approvers Capital Asset Team

This session will focus on the role of the Inventory User.



To update asset physical inventory information, inventory user will need to navigate 
to the asset inventory review/update page.

 Navigation: Main Menu > Asset Management > Physical Inventory > 
USC Inventory Review & Update

This page presents all the assets for which a user is responsible. It is where 
inventory users indicate whether an asset has been located (verified) or why the 
asset has not been located (transferred, lost, destroyed, etc.).

Using the Physical Inventory Page in 
Finance PeopleSoft



Review/Update Page
Now let’s walk through everything Inventory Users can do on the Inventory Review/Update 
page.

1. Use the Inventory Code (INV Code) field to mark an asset as Verified (located) or 
Transferred, Lost, etc.

2. Use the Inventory Status (INV Status) field to indicate that an asset is ready to be 
approved (pending approval). 

3. Utilize the Apply To All buttons in the page header to efficiently update the Inventory 
Status and Inventory Code for multiple assets.

4. Utilize the Filters in the page header to limit the number of assets displayed.



Inventory Codes
Use the Inventory Code field to mark an asset as Verified (located) or Transferred, Lost, etc.

• Verified: The asset was physically located.

• Transferred: The asset was moved to another department at USC

• Consolidated: The asset was sent to Consolidated Services. This is the 
department’s process to scrap, sell, or donate an asset.

• Lost: USC no longer possesses the asset because it was lost.

• Stolen: USC no longer possesses the asset because it was stolen.

• Destroyed: USC no longer possesses the asset because it was destroyed.

• Cannibalized: USC no longer possesses the asset because it was dismantled and 
used for parts.



Inventory Codes and Required Submissions
• All submissions to the Capital Asset Team can be sent to PHYSINV@mailbox.sc.edu.

• The Capital Asset Transfer Form can be found on the Controller’s Office Capital Asset 
webpage.

• Form 7 can be found on the Purchasing Toolbox webpage in the Purchasing Forms section.

• Form 8  be found on the Purchasing Toolbox webpage in the Purchasing Forms section.

mailto:PHYSINV@mailbox.sc.edu
https://sc.edu/about/offices_and_divisions/controller/general_accounting/capital_assets/index.php
https://sc.edu/about/offices_and_divisions/purchasing/toolbox/index.php
https://sc.edu/about/offices_and_divisions/purchasing/toolbox/index.php


Inventory Status Field
Use the Inventory Status field to indicate that an asset is ready to be approved.

• Not Reviewed: Assets that have not yet been involved in the Physical Inventory 
Process.

• Pending Approval: Will send the asset to an Inventory Approver to be approved or 
rejected.

• Approved: An Inventory Approver has approved the inventory transaction.

• Rejected: An Inventory Approver (or the Capital Asset Team) has rejected the inventory 
transaction. An email will be sent to the Inventory User.

• Posted: Inventory Code and asset information updates have been posted to the core AM 
tables.

Inventory Users can only select Not Reviewed and Pending Approval



Apply To All Buttons

• The button will set Inventory Status or Inventory Codes to the selected value 
on all rows currently displayed and available for update.

• It will not, for example, update the Inventory Status on any row where the 
Inventory Status is “Posted” because Inventory Users cannot change rows 
with this Inventory Status.

• Inventory User can only update rows when Inventory Status is Not Reviewed 
and Pending Approval.

Utilize the Apply To All buttons in the page header to efficiently update the Inventory 
Status and Inventory Code for multiple assets.



Filters

Utilize the Filters in the page header to limit the number of assets displayed.

• Inventory Status
• Inventory Code
• Inventory Department
• Operating Unit
• Asset ID
• Tag Number



Demonstration
• Using the Inventory Review & Update page.



Additional 
Information and 
Important Dates



Physical Inventory: Additional Information
Your point of contact throughout this process will be the Capital Asset Team 
PHYSINV@mailbox.sc.edu.

Your Capital Asset Team:
• Rebecca DeNisi: DENISI@mailbox.sc.edu
• Jaime Snelling: SNELLIJW@mailbox.sc.edu 

Policy Procedure

FINA 2.82 [pdf] - Asset Management FINA 2.82 Procedure [pdf] - Asset 
Management

mailto:PHYSINV@mailbox.sc.edu
mailto:DENISI@mailbox.sc.edu
mailto:SNELLIJW@mailbox.sc.edu
https://sc.edu/policies/ppm/fina282.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/fina_2.82_procedure-asset_management.pdf


Important Dates
• The annual Physical Inventory process will begin Thursday, March 5, 2026.

• You will be granted access to the Physical Inventory system on that date.

• We will communicate specific deadlines with College/Departments based on 
inventory size.

• If College/Departments have questions regarding specific deadlines, email 
them to  PHYSINV@mailbox.sc.edu by April 1.

mailto:PHYSINV@mailbox.sc.edu


Resources and 
Contacts

  



Physical Inventory 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

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


Where to Find 
Capital Asset 

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 a 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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