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keeping watch on your inventory

Communication - REQUISITIONS

Let's Start at the Very Beginning... (Part 3)

Category Codes are an important part of the procurement process. As the name suggests, the codes split items into
categories which determine D-Level/5-digit accounts and Profile ID assignments (discussed in the last issue). The codes
also serve one other purpose—asset identification. Certain codes automatically flag items for inspection and tagging in
the receiving process. If a non-asset code is used for a controlled/capital item, it may bypass the inspection process,
causing it to not appear on your inventory.

If you submit ePro requisitions for your department, these codes can be entered into each line by clicking the name of
the item in the checkout phase. You may be wondering, how do | know which code to use? EIS has a built-in search
function, but it is strongly recommended that you use the Category Tool for reference, available on the System
Procurement Website. This spreadsheet provides much more info, including examples of which kinds of items fall under
each category. If your requisition has multiple lines that are all part of one main capital asset system, the same code may
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FY'21 INVENTORY

So as we prepare for the upcoming Annual Physical Inventory Certification we've put together a time-line of
this years' process. These will be key dates to ensure we get the records to the State at the required time,
with 100% of the departments reporting:

March 1 - The Eagle Eye newsletter will begin focus on the upcoming inventory preparation;

May 3 - FY21 inventory to begin, official email with instructions will be sent out to all Designated
Inventory Coordinators;

May 17 - An Eagle Eye newsletter reminder that all inventory instructions should have been received,
along with a sequence of events that will take place for any overdue inventory certifications;

July 26 - Inventory coordinators will be contacted about approaching inventory due date and offered
any needed assistance;

August 2 - FY21 inventory to end, all inventory certifications due to Asset Management;

August 31 - Asset Management to submit FY21 inventory records to the State of Texas.

Communication - Cont'd

Frequently Asked Questions

Please send any questions you would like addressed to Asset.Management@unt.edu.

How do I transfer an asset?

Only Asset Management can transfer an asset from one department to another
in EIS.

To request a transfer, email asset.management@unt.edu the asset IDs or tag
numbers to be transferred, the gaining department's Dept ID, and the losing
department's Dept ID. Be sure to copy the gaining/losing department, as their
explicit approval is required before a transfer can be processed.

More information regarding transfers can be found on our website.

Where will my orders be delivered to?

Hopefully you got to see part 1 of the current requisition series that was in
Eagle Eye issue #6, if you missed it, check out the Eagle Eye Newsletter
archive on our Asset Management website. It explains about delivery locations
taking directly from the requisition.

Inventory 101 - Knowing what you got and where it's at............... at all times!
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