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Order stuff in tigerbuyg y

Account code defaulted from profile
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Click EDIT to change Account code



Equipment >= $5,000 each
ACCOUNT  78110 – Office EquipmentACCOUNT  78110 – Office Equipment

78120 – Operational Equipment
78130 – Instructional Equipment
78140 – Other Equipment q p
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Purchases less than $5,000 each

Computer (laptop  desktop) < $5 000 eachComputer (laptop, desktop) < $5,000 each
ACCOUNT 74504 – Computer (CPU only)

NOT printers, monitors, except as bundle

Less than $5,000 each and not a computer
ACCOUNT  74500 – Supplies

$74430 – Computer Software (< $100,000)*
74431– Software Maintenance

*Software is capitalized if >= $100,000
Account 78610
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TAGGING

What is tagged?  Equipment and computersWhat is tagged?  Equipment and computers
• Charge purchases to Account 78xxx or 74504
• A temp tag “T” is created when the invoice is paid A temp tag T  is created when the invoice is paid 

(If qty = 10, 10 “T” tags will be created)
• Collect info on the item: Asset Type, Make, Model, 

Serial Number, Location
• Look up location codes on Finance Program Guide

http://bf memphis edu/spectrum/search locations phphttp://bf.memphis.edu/spectrum/search-locations.php

• Tag item with UOM Decal
• Update info on Fixed Asset system
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Inventory Confirmation

Inventory Confirmation is a required State Audit procedure.

Once a year, Accounting will send a Fixed Asset Inventory Listing 
by Organization to Financial Managers. 

D t t  illDepartments will:
Verify that they still have the listed items
Initiate Equipment Transaction Form, if needed
Sign and return Fixed Asset Inventory Listing to AccountingSign and return Fixed Asset Inventory Listing to Accounting
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Equipment Transfers

• Equipment Transaction Form: q p
http://bf.memphis.edu/forms/equi/equi01.htm

– Transfer between departments (change organization 
d l ti  d )and location codes)

– Transfer to Surplus (Physical Plant to pickup)
– Cannibalization/Disposal (send decal to Accounting)Cannibalization/Disposal (send decal to Accounting)
– Declare as Zero Value (very old items that are less 

than $5,000 like computers over 7 years old, 
printers, monitors, etc)
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