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Current Asset Management Tracking Thresholds 

Items must be tracked in the Asset Management module in Spectrum

Capital Assets
• Items valued at or above $5,000
• Use an expense account code 8xxxxx

Small Value Property (SVP) 
• Items valued between $3,000 and $4,999.99
• Use an expense account code 7xxxx

Donated Assets
• All in-kind donations, regardless of value should be reported to GSU Foundation
• In-kind donations with value of >$2,999 are assigned an asset tag number and added to the 

university’s inventory record.



Asset Management Overview

Role(s) of the Asset Management (AM) module of Spectrum

• All acquired assets are recorded and tracked in the AM module

• Cost adjustments or asset transfers are maintained in the AM module

• Asset depreciation is recorded in the AM module

• Disposal of an asset must also be recorded in the AM module



New Asset Management Tracking Thresholds 
What is a Controlled Asset?  

Capitalized Assets 
-Items valued at or above $5,000

Small Value Property (SVP) 
-Items valued between $3,000 and $4,999.99

Controlled Assets
-Items which are tracked without regard to the $3,000 value; an item that is viewed as “high risk.”
-All weapons (including firearms)
-Works of Art and Historical Treasures less than $3,000
-All laptops, desktops, servers, tablets, cellphones, smartphones, and hotspots or other GSU-owned 
devices connecting to the GSU Network and storing or transmitting university data that are less than 
$3,000 (this does not include document scanners or printers)



Why are we Changing the University Asset 
Management “Tracking” Thresholds? 

 Enhance the University’s IT asset inventory
 AM will become a data source for identifying and tracking small value IT assets

 Strengthen Cybersecurity mitigation efforts
 AM will provide Cybersecurity with custodian and location information of devices 

connecting to the GSU network

 Enhance Insurance coverage for lost or stolen items
 AM will provide Insurance and Risk Management with records to provide coverage for 

small value, transient items such as laptops



Asset Management Procedures (cont’d)

1. Initiate purchase requisition in PantherMart

2. When the asset is received, create a quantity receipt PantherMart

3. Create the Asset ID Tag in the Spectrum.

i. PO Number
ii. Serial Number
iii. Make and model of the asset
iv. Custodian of the asset
v. Location of the asset, including whether the asset is routinely used off-site.



SPECTRUM



Asset Management Procedures (cont’d)



Asset Management Procedures (cont’d)

Procedures: Receiving Items
 Purchasing
 Receipts
 Add/Update Receipts
 Click Add
 Enter The PO Number
 Search
 Select All
 Click OK
 Check    Serial, Click Pending 
 Click NEXT ID
 Click Asset Information (Enter Serial Number)
 Click More Detail  (Enter Custodian, Location, Model and Manufacturer)
 Click OK
 SAVE



Asset Management Procedures (cont’d)
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Asset Management Procedures (cont’d)

Asset Information



Asset Management Procedures (cont’d)

More Details

OK



Asset Management Procedures (cont’d)

4. Property Control will print and issue a GSU asset tag for inventory tracking.

5. The equipment item will be added to the department’s inventory and reflected Spectrum’s AM 
module once the voucher payment process is completed.  

6. If an asset tag # is not shown in Spectrum’s AM module inventory
 Ensure the vendor has sent an invoice to Disbursements for payment.  
 Contact the Asset Management Office.



Asset Management Procedures (cont’d)

Procedure: Equipment Used Off Campus
 Navigate to Basic Add (Main Menu>Asset Management>Asset Transactions>Owned 

Assets>Basic Add) 
 Type the Asset ID; Search
 Click on the Manufacture/License/Custodian tab 
 In the Custodian Information box, Click the + sign to add a new custodial record 
 Enter the name of the custodian by typing in the last,first name or by searching with the 

Empl ID. 
 Check the box next to “This Asset is Offsite” 
 Click Save



Asset Management Procedures (cont’d)

Click the 
Add a New 
Row button 
to add a row



Asset Management Procedures (cont’d)

7. Departments will document state owned inventoried equipment housed or used at non-GSU 
locations (in a building not owned, leased, rented, etc. by GSU), a departmental inventory 
representative should login to the Spectrum and indicate the items which are being used at an 
off-site or off campus locations. The full name of the individual using or responsible for the 
equipment should be recorded in the Custodian field.

8. Departments should review the off-site status of equipment by using the 
AM_ASSET_DETAIL_DEPT or  AM_ASSETS_OFFSITE_BY_DEPT query. Departments are 
responsible for ensuring the off-site status is up to date.

Equipment Used Off Campus 



Asset Management Procedures (cont’d)

Enter Dept ID



Questions?

Menetha H. Alston
Manager, Capital Asset Accounting
Office: 404-413-3027 | Fax: 404-413-3075 
Email: malston@gsu.edu


