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http://www7.acs.ncsu.edu/procman-a/a7-9.pdf


Viewing your inventory 
During annual inventory, access your listing from the main screen in the Cams Departmental System (CDS).  
To begin, select your OUC and press the Asset Inventory button.  
 

 

 

Once the OUC is selected, a listing of assets to be inventoried will appear.   
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Sorting 

You can sort your inventory listing by any of the columns highlighted. If you sort by building, rooms are 
sorted within the building.  
 
Example: Click on the word “Bldg” at the top of the listing and wait for the screen to refresh.  The listing is 
now sorted by building and by room number.  
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Printing  

 
The print button is located at the top of your screen, next to the Help button.  
Print only prints the assets you see on the screen. To print all your assets, be sure to press the Show All  
button at the top of your screen.  

 
 
 

 
 
 
You will receive a report that is printable using the normal print functions (Ctrl-P or select File, Print from 
the menu at the top of the screen). Landscape orientation is recommended for best results.  
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Inventory Status 
The inventory process requires that each asset receive an inventory status. Each asset begins inventory with 
a status of Not Inv (Not Inventoried).  

Each asset must have an inventory status other than “Not Inv” before inventory can be submitted. You must 
decide which status applies to each of the assets in your OUC.  

 
You can update the inventory status of your assets in any order. They do not have to be updated in the order 
they are sorted. 
 
Below are the descriptions of the inventory statuses available for you to choose from: 
 
Correct as Is  (checkbox) – All the listed information is correct.  
  
From the Select Menu: 

 
Lost - Item is missing. In the text box, enter an estimated date when the item was lost. 
 
Stolen - Item has been stolen and has been reported to Public Safety. Enter report number and date of theft 
in text box. 
 
Surplus - Item has been sent to University Surplus. Enter the Surplus form number in the text box. 
 
Scrap - Item was thrown away, destroyed or used for parts.   
 
Transfer - Item was transferred to a different department. Note the new OUC & new coordinator and their 
phone number.   
 
Traded – Item was traded in for a new asset. Note the purchase order information or CAMS number of the 
new asset.   
 
Info Change – Choose this option if there is an error in a field you are not authorized to update. Note the 
change that needs to be made in the notes box. Examples of changes to be noted: 

• Serial Number 
• Model Number 
• Description 

 
 

 
 
 
 
 
 
 
 
 

 
 

Remember, the coordinator can update:
• Building number 
• Room number 
• Condition Code 
• User field info 
• In Use field
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Step-by-Step Inventory Example  
 

Example OUC #5555 has 9 assets that need to be inventoried. 
 
Notice that all assets begin with a status of Not Inv.  
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Inventory of asset #00254123 
 
During inventory it is discovered that the information for this asset is correct except for the serial number.  
Since this is not an update the coordinator can make, info change is selected.   
 

 
  
 
The information is entered into the notes box and then the submit button is pressed.  
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Once the update is complete, the following window appears. 
 

 

 

There are now eight remaining assets to be inventoried. As each asset is inventoried, it is removed from the 
main panel. You can click Show All or Filter at the top of your screen to view these assets again (these 
buttons will be explained later).  
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Inventory of asset #00254555 

This asset could not be found during the annual inventory. It will be given a lost status.  

 

Click Submit to complete 
the inventory of this asset. 
 

There are now 7 assets remaining to be inventoried.  
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Inventory of asset #00254777 

This asset needs its building & room information updated. Click on the asset number to access the detail 
cams asset record screen.  

 

 

 

Be sure to click Update 
once changes are made. 
 
Click Close Window to 
return to the inventory 
listing once all changes 
are done. 
 

The building will be updated to #0123 with a new room of #00102. 

 

Click here to access the complete CDS instruction manual, including instructions 
on updating building and room information 
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http://www7.acs.ncsu.edu/procman-a/a7-9.pdf
http://www7.acs.ncsu.edu/procman-a/a7-9.pdf


 

When you return to your inventory from an update, click the refresh button or press F5.  
You should then see the changes you made reflected on your inventory report.  

 

The information for this asset is now correct.  

 

The next 5 assets are also correct. We will click the checkbox for each of these assets to mark them as 
correct and then press Update. After Update is pressed, you will see a message box to confirm the assets 
that were marked as correct.  
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Click Update 

One asset remains to be inventoried.  

Inventory of asset # 00256845 

 

 

 

This asset was transferred to a different department. Select Transfer from the Select menu list. Transfer 
information is entered into the notes box. Make sure the recipient notes receipt of the asset on their 
inventory also.    
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All assets are now inventoried.  
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Show All and Filter buttons 

 
 
 

 
 
 
Show All All assets with all statuses are shown if you select Show All.   
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Filter  

Filter allows you to select any combination of statuses to view. 

Example- You can choose to see only those assets with a transferred or lost status. Click the boxes 
next to the statuses you wish to see.  

 

 

Click Filter 

 

You see only the items you specified.  
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Clearing an asset 
If you need to clear the status of an asset (return it to Not Inv status), choose a status from the select menu 
and then when the box appears, press clear.  

 

 

Invalid buildings and/or rooms 
Assets that are highlighted in pink (instead of blue or yellow) have invalid location information. You will 
need to correct this information before you are able to update the status of the asset. Once you have 
corrected the location information, you will be able to update the status once the necessary tables have 
processed overnight.  
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Submitting an inventory 

Once all assets have been changed to a status other than “Not Inv”, you will receive a text message 
that all assets have been inventoried.  At this point, you should submit your inventory by clicking on the 
pink box that says “Submit this Inventory”. You will be asked if you would like to submit your inventory 
with notes.  You would submit your inventory with notes if you have: 

¾ Assets transferred to your department that are not on your inventory listing 
o Include asset number and the transferring department 

¾ Items requiring a new tag (defaced or missing) 
o Include original asset number and/or purchase information 

¾ Assets that should be on your inventory but are not listed  
o Include purchase information 
 
 
 

 

Click to submit 

 
 
 
 
 
 
 
 
 
 
 
Submitting prevents further changes from being made to inventory and allows you to print your final 
inventory report. 
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Unsubmitting an inventory 
 
Should you need to make changes to your inventory after submitting it, simply click on “Unsubmit 
Inventory for this OUC”. Unsubmitting allows changes to individual assets. You are unable to print your 
final report while your inventory is unsubmitted. Resubmit your inventory once you have made your 
changes.  
 

 
 
 
 
 
 

Printing your final inventory report 
Click on the pink link to print your final report 

 
 

Click for report 
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The Final Report 

 

Summary 

Where to send the report 

Required Signatures 

Your final report will contain a detailed listing of assets with a status change as well as a summary listing of 
all assets inventoried.  
 
This report should be signed by both the CAMS coordinator and department head. Print the report and keep 
a copy for your departmental files. 
 
Send the signed report via campus mail or fax.  
 
Inventory is not considered complete until CAMS receives this entire report with signatures.  
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Summary of the inventory process 
1) Retrieve, sort and print your department’s inventory listing 
2) Physically verify 

a. The existence of the asset 
b. The location of the asset 
c. The condition of the asset 
d. Other data listed concerning the asset (serial, description, users, etc) 

3) Update any information regarding location, condition, or users of the asset 
4) Assign a status to each asset 
5) Once all statuses are updated, submit inventory 
6) Print a final report  
7) Sign the report and have your department head sign the report 
8) Send or fax the signed report to CAMS 

 
 
 

Helpful Links 
 
 
University Controller’s Office 
http://www.fis.ncsu.edu/controller/ 
 
NCSU Surplus Office 
http://www7.acs.ncsu.edu/materialsmgmt/MaterialsSupport/SurplusWeb.htm 
 
NCSU Policies, Procedures & Rules  
http://www.ncsu.edu/policies/homepage.php 
 
ASAP Website 
http://www.fis.ncsu.edu/acs/asap.htm.  
 
CAMS CDS Online Access 
https://www.acs.ncsu.edu/cams/ 
 
Facilities  
http://www.ncsu.edu/facilities/ 
 
 

 

Do you still have a question? 
 

Email us at: cams_help@ncsu.edu 
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