


Capitalized object codes start with BXXX

Examples: computer software, internally developed software, works of art and vehicles 

ii. All controlled items-$500.00 to $4999.99 and estimated useful life> 1 year
Controlled object codes are 5775-5799 
Examples: computers, TVs, projectors and tablets 

VII. Preliminary Fixed Asset Setup:

a. Pertinent information related to the management of the item for inventory purposes should be
updated in FAMIS / Canopy, including:

i. Acquisition Date (date goods received)

ii. Serial Number

iii. Building Number (4-digit number)

iv. Room Number

v. User First Name and Last Name

vi. UIN#

b. This process will establish a 10-digit inventory asset number, which will uniquely identify the asset
within FAMIS/Canopy.

STEP 1: 
Departmental 
creator 
creates 
requisition 
document in e­
procurement 
system 

STEP 2: 
Preliminary asset 
is updated in 
Canopy or FAMIS 
by the department. 

STEP 3: 
TAMU Property 
Management audits 
and approves the 
asset. 

STEP 4: 
DPC maintains 
asset in Canopy 
or FAMIS FFX. 

Through TechHub Store: 

Only approved purchasers can log in and purchase hardware on TechHub. By placing an order, the purchaser 
confirms they have full authorization from the employee's supervisor and/or finance department to purchase 
products using approved funds. 

Requests to add or remove access to TechHub must be submitted via email to the IT Manager. The Assistant 
Dean for Business Services is responsible for providing access information for the Finance Team. 

All equipment that meets inventory thresholds will have an asset tag assigned and be added to the college 
inventory in FAMIS. Once the assets are received and deployed, the business office should update the 
specific location and verify all inventory information in Canopy/FAMIS including building and Room Number, 
UIN, and First/Last name of the individual receiving the devices 

Workstation Guidelines 

Faculty and Staff will be allowed to have either a laptop or a desktop as their primary workstation. No 
more than one laptop will be provided to an individual. 

CEHD will provide no TAMU purchased equipment for Emeriti faculty. Security requirements and the 
financial position prohibits supporting the purchasing of equipment for non-employees. 





The Departmental Property Contact (Finance Team) is responsible for the following: 

• Transferring equipment to other departments or Surplus
• Reporting Stolen items within 24 hours of notification
• Assigning Bar Codes to assets - (IT can help if assets are in the main IT office / offices)
• Updating property location and username immediately if returned to IT or assigned to a new user. IT will

assist us with this information via Team Dynamix

Missing / Stolen Property 

✓ FDP-9 Report of Missing or Stolen Property

✓ Police report for stolen property

Missing and stolen items should be reported to the department head and Property Management within 24 hours. 
FDP-9 Report of Missing or Stolen Property should be submitted to Property Management with a police report 
and any other supporting documentation. Missing property will remain on the department's inventory for at least 
two years. The stolen property will be deleted immediately. IT should lock down the device as soon as it is 
reported missing. 

Employee Transfers and Office Moves 

When a CEHD employee transfers to another department on campus and takes their laptop, remember that all 
GEHO purchased items will remain on GEHO inventory, regardless of the centralized staff. 

• HROE will purchase their machines through HROE, and their inventory will remain with HROE
• Finance staff machines will be purchased by CEHD and be on CEHD inventory
• Technology Services - will be purchased by Technology Services and on Technology Services inventory

Technology Services will not physically move technology items from one office to another. Movers should be hired 
for the equipment moves. IT will help with the breakdown and setup of technology items 

Returns or Exchanges 

An FDP-414 Property Additions and Deletions form should be submitted with a copy of the credit memo to 
Property Management if any inventory item is returned to the vendor for a refund. The credit needs to be paid to 
the same object code the original payment was made to. 

If the asset was exchanged for the same equipment or equipment was replaced by the vendor/manufacturer and 
no additional money was spent or refunded, a ticket should be submitted to Property Management via Report an 
Issue with the new asset's serial number so it can be updated. Notification should be sent to the business office 
and IT regarding changes via Team Dynamix (TD). 

Offboarding 

A proper reporting process should be established between HROE / IT and the business office to eliminate 
equipment loss/data security risks after an employee leaves a college or university. Supervisors should ensure 
assets return to the departments. 

HROE staff should put a ticket in via Team Dynamix when individuals are offboarding (faculty, staff, graduate 
assistants). HROE provides a list of student worker terminations monthly to the IT and business office. Once the 
ticket is submitted, it will be automatically emailed to the appropriate finance and Technology Services partners in 
the department. 

Finance staff should reach out to the employee/supervisor regarding the return of equipment. 






