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Background

• Performed manual inventories with students 

• Purchased handheld scanners (Dolphin)

• Hired a consultant to place barcodes on all equipment at VT

• Wrote off $50 million of missing equipment

• Implemented Banner Fixed Assets (previously used FAACS)



Where did we start? 

• Provided training to departments for the new system 

and policies (Banner Fixed Assets)

• Obtained buy-in from departments and built relationships

• Created a service request to program handheld scanners and interface to 
Banner Fixed Assets

• Created Inventory Procedures
• Planning Phase
• Meet with Departments
• Conduct the Inventory
• Reconciliation Phase
• Final Report



Programming problems

• We did a  few manual inventories with paper and pen and 
programmed the scanner based on that (September 2001)

• Scanner was too slow,  completely re-did programming

• In December 2001 we performed our own inventory (Controller’s 
Office) 

• In February we performed the Bursar’s inventory – still learning and 
fine tuning procedures

• In March 2002 we started 5 inventories, in April, 12 were started

• Completed over 550 inventories with handheld Dolphin scanners



Dolphin Scanners

• Hand-held 386 computer

• Weighs less than 1 pound

• 10 megs of memory

• Withstands multiple drops

of 5 feet

• Held entire database including 
disposed assets



Current Motorola Scanners



Planning Phase

• Departments should be inventoried once every two years, determine 
risk for off campus locations vs budget constraints.  Priorities could 
arise due to audit findings/reviews, research intensive, etc.

• Review department listing for number of items, cost, type of items

• How many buildings are involved for the department? Obtain floor 
plans

• Estimate time based on locations, number and types of assets, space, 
etc.

• Assign staff as available



Planning Report – Buildings per Department



Pre-Inventory Meeting

• If necessary meet with the Department Head and Coordinator to seek 
assistance and cooperation during the inventory process

• Discuss expectations (account for 95% of items and cost, finish within 60 
days), email faculty staff concerning the inventory

• Discuss the buildings and any off-site locations

• Discuss potential un-recorded donations, trade-ins, returned to vendor for 
repair, equipment on loan, fabrications, etc.

• Any personally owned equipment we might find?

• Equipment at home with employees?

• Areas requiring extra care or concern (sensitive experiments, locked areas, 
safety, etc.), possibly walk through space



Inventory Set up

• Create the inventory in Banner based on the agreed upon date with 
FZAFBTH and mark the inventory in Active Status

• Review the departmental report prior to the physical inventory

• Download the inventory information to the handheld scanners



FZAFBTH – Create/Update Inventory Status



Physical Inventory

• The inventory team should be accompanied by departmental 
representative(s) to unlock doors, answer questions, etc. 

• Update the room and building if necessary on the scanner prior to 
entering a room.  Check floor plans as necessary.

• Carefully walk around the room looking for equipment.  Ask for 
assistance

• Scan barcodes and review information for accuracy, update as 
necessary including the condition.

• Upload scanners at lunch and the end of the day for processing.



Challenges

• Locked doors

• Specially marked floors/doors

• Floor plans

• Experiments in progress

• Physical aspect

• People

• Personal safety



Reconciliation

• Review each scanned batch in FZAFBTR for reasonableness (ensure 
locations and conditions are reasonable)

• If problems are found, reject individual records or the entire batch

• Run FZRFISR report – this report is designed to detect potential 
problems (switched tags, search serial numbers, potential new adds, 
etc.) or general information. 

• Process transactions

• Send department the missing list (FZRFIMS) for follow-up



Final Report

• After the department indicates no more equipment can be located or 
reached at least 95% of the items and dollars) update the Status from 
Active to Pending

• Review missing list for equipment that qualifies for Write-Off (should 
have a procedure for this)

• Prepare Final Report to the Department Head

• Once approval is received update Status from Pending to Certified 
and the condition code for missing assets



Final 
Report
Example



New Banner Forms/Reports - 2010

• FZAFBTH – Batch Inventory Management Form

• FZPFSRX  - Scanner Reference Files Extract

• FZPFSUD  - Scanner Upload/Download Process

• FZAFBTR – Batch Inventory Review Form

• Reporting 



FZPFSRX – Ran nightly



FZPFSUD – Download/Upload Data



FZPFSUD report



FZAFBTR - Batch Inventory Review Form



FZAFBTR - continued



FZRFIMS – Missing report



Missing Report details



Missing Report – Summary by Year



Missing Report  - Percentage Found



Status Report - Daily



Status Report - Senior Management



Change Report – Maintain Results of Inventory
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