INVENTORY TAGS
Question: Why do some purchases of Dell Computers arrive with tags on them and some do not?

Answer: Items purchased from Dell via the University of Houston’s Dell Premier page will be delivered with a tag affixed.  The premier page can be accessed via the Purchasing Departments website (http://www.uh.edu/purchasing/).  The department ID in the cost center used to pay for the purchase is used to identify the custodian and owner department. These purchases should be processed via a Purchase Requisition (submit the online quote with the Requisition) as this is how the University obtains HUB credit for the purchase.  
Question: I bought the computer for over 2 months and never received the property tag.  What documentation do I need to submit to Property Management?

Answer: Please provide the voucher number and invoice back up that paid for new computer. If the purchase was made by P-CARD, please also provide the last 4 digit of the card number.  

INVENTORY SCANNERS

Question: I tried to scan my inventory, but the room has not been barcoded. What should I do?

Answer: E-mail the Building and Room location to Langston Royster in Property Management (lfroyster@central.uh.edu). Langston will add the locations in PeopleSoft and make arrangements for you to receive tags.

Question: I tried to scan my inventory, but the bar code reader does not work, what should I do?

Answer: Please call Langston Royster at 3-5760 and he will walk you through the process. If you’d like some additional training about how to use the device, please call Langston and he will make arrangements for additional training.

Question: Who should I contact to reserve bar code readers?

Answer:  E-mail Michelle Nguyen in Property Management (mpnguye@uh.edu). 

Question: Our department would like to purchase a bar code reader. Is this possible?

Answer: Yes. Please call Minhthu Pham at 3-8757 who will arrange for you to receive a quote from the required vendor.

Question: How will information from scanners get into PeopleSoft Asset Management?

Answer: After you have scanned your inventory tags, you’ll bring the reader to Property Management so that the data can be uploaded into PeopleSoft. Property Management will feed this information back to PeopleSoft and they review any exceptions. If any data is missing, Property Management will contact you to complete the missing information.

Question: Does scanner need a property tag?

Answer: Scanners are not classified as controlled property, and only require property tags if their individual cost exceeds $5,000. 
SURPLUS WAREHOUSE

Question: Where is the Property Management warehouse? 
Answer: Our warehouse is located at 4902 Gulf Freeway, Houston, TX 77204 or ERP building 19.

Question: What is contact phone number to schedule appointment to the warehouse?
Answer: Please contact Raymon Matthews at 713-743-8759.
Question: What forms do I need to complete to send items to surplus warehouse?

Answer: The forms needed are: 

· PRP 1-B, Authorization to move or transfer furniture and equipment to Surplus Property

· Surplus Transfer Property List, excel file to allow easier listing of multiple items

· Lab Safety Clearance Form, used to obtain approval from Environmental Health and Safety for laboratory equipment to be transferred

· PRP 16-B, Transfer of Data Processing Equipment

ACCOUNTING

Question: Why does Property Management do journals to correct the accounts I used to make a purchase?

Answer: Property Management is responsible for ensuring that all purchases of capital and controlled equipment are recorded using specific General Ledger Accounts. Each month they review all vouchers and prepare correction journals when different General Ledger Accounts are required. 

Question: What are the most commonly used account codes for computer equipment?

Answer:

Printer, computer, laptop and IPAD

	Below $500.00 per unit
	GL account 54358

	$500.00 to  $4999.99 per unit
	GL account 54355

	Above $5000.00 per unit
	GL account 58602


Protection Plan

	Protection plan for computer/printer/IPAD
	GL account 53701


Computer Server

	Below $5000.00 per unit
	GL account 54358

	$5000.00 and above per unit
	GL account 58602


Computer Software

	Below $100,000.00
	GL account 53914

	 $100,000.00 and above
	GL account 58604

	License fee for Software
	GL account 53510


