
  

   

Controller’s Office 

MyReports 

Enhancement Concept Form 

 

  

Enhancement Type: ☐ Enhancement to existing report  New report 

Report Name: Asset Management Report 

Problem Statement:  

Provide a brief description 

of the problem or issue 

leading to the requested 

change. 

UCOP and federal regulations require that departments perform a periodic physical inventory 

and verification of all capitalized assets.  This report will serve as the basis for completing the 

required inventory process.   

 

 

Proposed Solution: 

Provide a summary of the 

business requirements and 

the recommended 

solution.   

 

 

 

Required:  Include report 

mockup or screenshot with 

sample of proposed 

enhancement. 

Users should have the ability to run a standardized Asset Management Report to manage 

their equipment inventory and ensure that all capital assets are verified against the system of 

record. 

 

The Asset Management Report should list detailed information about capitalized assets to 

enable departments to perform their physical inventory.  The report can also be used for 

basic inquiry, including the status of an asset. 

 

Users should have the ability to run the report by date and chartstring filters, as well as data 

filters which include PO number, custodian, asset tag ID or number, serial ID, asset status, 

asset location code, or manufacturer. 

 

The report should include the following data:   chartstring, project ID, PO, asset tag ID, asset 

ID, description, serial number, model, profile ID, acquisition date, manufacturer, status, 

custodian, custody code, location, location description, and cost.  Users should be able to sort 

by chartstring, PO, Asset Tag ID, Custodian, and Location.  Hyperlinks should be included on 

the PO number so that users can drill down to the Purchase Order for additional detail if 

required.   See report mockup on page 2. 

Impact: 

Provide the projected 

impact of implementing 

the requested change 

Without this report users will either maintain their own records on Excel, or they will need to 

develop a PeopleSoft query to extract the information required.  Either option has a 

significant probability for error.  Providing a standard report from the system of record 

reduces the campus liability and risk of error. 

Requestor Information: 

Name: Lori Cripps Email: Lori.Cripps@ucsf.edu 

Dept/Control Point: Controller’s Office/FAS Date: 5/28/14 

Advisory Group Member Name: Judy Fuller/Julie O’Neal 

For Advisory Group Use Only -- Prioritize this request relative to other requests submitted by your Control Point users: 

☐ 5 - Needed ☐ 4 - Recommended ☐ 3 - Nice to Have ☐ 2 - Consider in Future ☐ 1 - Not Needed  

SAMPLE 
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Controller’s Office 

 

Asset Management Report - mockup 

 
 

Proposed report columns: 
 

Asset ID data: 

 
 

Chartfield data: 

 
 

Asset detail data: 

 
 

Sort Options:  Ability to sort and subtotal report by Custody Code, Location Code, Fund, Dept ID, or Project. 

Ability to sort ascending/descending by Asset Tag ID 

 

Asset Status Options:  Ability to run report by status “In Service” or “All”.   

Default report status should be “In Service” 

 

Status  Asset Tag ID Asset ID
Custody 

Code
Custodian

Acquisition/

Disposal Date
Profile ID Location Location Desc

Business

Unit
Fund Dept ID Project

Activity 

Period
Function

Flex

Field

Description Manufacturer Model Serial ID
Purchase 

Order
Cost
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