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Use this instruction guide to learn how to process your department’s Software and Book inventory in 

myAssets. Only Property Custodians, Alternate Custodians, Contacts or Alternate Contacts for your 

department may use UF’s new online property management system, myAssets, at 

https://myassets.fa.ufl.edu 

 

This feature in myAssets will display how many books and software have yet to be inventoried by March 

1st of the current year. This file is generated from Tag numbers 4910BK for books, or 4910SW for 

software.  

 

 

� Log on to https://myassets.fa.ufl.edu using your Gator Link username and password  

 

� In the Dept Asset Administration menu, in the Worklist section, click the Software and Book Inventory 

link 

� The system will display the books and software that still need to be inventoried 

� If the software program or book is still in use, click the “Yes” option button 

o Otherwise, click the “No” option button 

 

� If the item is less than five years old, an explanation is required 

o Click the Explanation icon to enter a note 

 

� Click the blue link to make an update to either Model or Location 

 

� If you do not finish inventorying all the software and books at one time, click the Save Changes 

tab to save your work until ready to submit.  

 

 
 

� MyAssets routes the request to the Property Custodian 

� The Property Custodian opens and reviews the request 

o Checks the box that certifies the assets as inventoried and submits the form 

o Asset Management processes in myUFL  

o A completion e-mail notification will be sent to the Custodian when processed 

Note:  Please process Software and Book inventory letters and Reports of Survey as events 

take place, such as transfers, dispositions, trade-in, or return for credit.  

 

� For further assistance contact the University Asset Management Office at (352) 392-2556. 


