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Asset Management 

Welcome to the new and improved system for accounting for your assets 

Overview 

This workshop gives an overview of the following items: 

Information/samples of The New Departmental Inventory report 

Accessing the CMS system for On-Line Query Report (Ad Hoc) to bring up assets assigned to your 
Department ID 

Gives you the capability of viewing asset information on-line for a particular asset tag number 
(Property decal number). 

Special notes 

Asset Management Contacts 
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Annual Inventory Report 

The new Campus Inventory Report sent out by the Asset Manager every 18 months 

Report will be based on the Dept. ID 

Capitalized, Non Capitalized and Sensitive items 

The report will show: 

• Asset Tag # 

• Location (xx-xxx represents the physical location of the asset.  First component is the 
building, the component is the room.) 

• Manufacturer (if listed) 

• Model (if listed) 

• Description  

• Serial Number 

• Acquisition Date 

• Amount 

• Signature section 

SAMPLE OF THE INVENTORY REPORT 
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Inventory Query on an Asset 

Ad Hoc Query to list asset information by Dept ID 

Navigation in CMS System 

1. From the Menu, select REPORTING TOOLS 

2. Select QUERY 

3. Select QUERY VIEWER 

4. Indicate QUERY NAME: SAC8ALL 

5. Select SEARCH button 

6. Go to SAC8ALL_DEPT_INVENTORY 

7. Click on RUN 

8. Type in your DEPT ID number (for example 43100) 

9. Select VIEW RESULTS 

• Can be run on CSV file, these instructions will be covered in GL02 Class 

• The QUERY can be modified to include other fields if requested 

This report is real time.  It can be accessed at any time and will show the most current 
information. 

SAMPLE OF INVENTORY QUERY 
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Viewing Asset Basic Information 

All information related to the Asset 

1. Navigation>Menu>Asset Management>Owned Asset>Basic Add 

2. On this panel, 
type in the 
Tag Number 

 

 

 

 

 

 

 

 

The following panels are examples of all Asset Information that will show 

Asset Information 
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Asset Acquisition Detail 

 

 

 

 

 

 

 

 

 

 

 

Location/Comments/Attributes 
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Custodian/License/Manufacturer 
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Special Notes 

New naming convention 

• Property management is now Asset Management 

• Asset disposal is now Asset Retirement 

Conversion of assets from the Property Management System (PMS) 

• Only “active” assets will be converted into the new system (as of November 1, 2004) 

Changes to an asset (Location, Department, etc.) 

• Departments will no longer have the capability of requesting changes on-line.  All changes 
must be written or emailed to the Asset Management Supervisor, Thurman Watson, email 
address: twatson@csus.edu  . 

Definition of Asset ID number vs. Tag Number. 

• Asset ID number is a sequential number assigned by the system. 

• Tag number is the Property decal number 

 

Contacts for Asset Management 

Thurman Watson, Asset Management & Receiving Supervisor 

Phone: Ext. 86015 

Email: twatson@csus.edu  

David Shannon, Manager for Procurement Services, Asset Management & Receiving 

Phone: Ext. 87322 

Email: procman@csus.edu  


