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Use this instruction guide to process Off

Custodians, Alternate Custodians, Contacts or Alternate Contacts for your department may use UF’s new 

online property management system, 

 

Submit this request when your department has items off

submitted for these items, or when an item has moved off

submitted. Use the Off-Campus Certifications link in the Worklist section to generate a letter for approval 

and processing. The worklist parentheses next to the link will indicate how many letters are still needing 

processing. 

 

The system will route your request to Asset Management, who will

with the new information.  

 

 

� Log on to https://myassets.fa.ufl.edu

� In the Dept Asset Administration menu, 

� Off-Campus items will display that will need a certification letter submitted with yearly inventory

o Items highlighted in yellow still need a letter submitted for this year’s inventory

o The top part of the screen will display how many letters are still needed for proc

 

� Check the box next to the asset if a letter needs to be generated for that asset and completed

� Click the Generate Letters link at the bottom

 

 

 

 

� The screen will display a printable letter with all of the asset’s information already on the letter

� Click your File > Print button to print

o This letter needs to be signed by the Property Holder with the printed physical 

address on the letter

o It also needs the approval signature of the Property Custodian

o Mail or fax the letter to Asset Management at

 

� To add an asset recently moved Off

� Use the Update Property Information link to update the asset as Off

o Refer to the instruction guide for Update Property in myAssets for navigation

the following: 

 

Campus Certifications in myAssets
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rocess Off-Campus Certification letters 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

your department has items off-campus and certification letters 

submitted for these items, or when an item has moved off-campus and a new letter needs to be 

ications link in the Worklist section to generate a letter for approval 

The worklist parentheses next to the link will indicate how many letters are still needing 

Asset Management, who will process the request and update myUFL 

assets.fa.ufl.edu using your GatorLink username and password 

In the Dept Asset Administration menu, Worklist section, click the Off-Campus Certification

items will display that will need a certification letter submitted with yearly inventory

Items highlighted in yellow still need a letter submitted for this year’s inventory

The top part of the screen will display how many letters are still needed for proc

Check the box next to the asset if a letter needs to be generated for that asset and completed

Click the Generate Letters link at the bottom 

The screen will display a printable letter with all of the asset’s information already on the letter

Print button to print 

This letter needs to be signed by the Property Holder with the printed physical 

address on the letter 

It also needs the approval signature of the Property Custodian

Mail or fax the letter to Asset Management at 392-0081 

add an asset recently moved Off-Campus to this list and process a letter, 

Update Property Information link to update the asset as Off-Campus

Refer to the instruction guide for Update Property in myAssets for navigation

in myAssets] 
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. Only Property 

Custodians, Alternate Custodians, Contacts or Alternate Contacts for your department may use UF’s new 

.ufl.edu 

campus and certification letters still need to be 

campus and a new letter needs to be 

ications link in the Worklist section to generate a letter for approval 

The worklist parentheses next to the link will indicate how many letters are still needing 

process the request and update myUFL 

and password  

Campus Certification link 

items will display that will need a certification letter submitted with yearly inventory 

Items highlighted in yellow still need a letter submitted for this year’s inventory 

The top part of the screen will display how many letters are still needed for processing 

Check the box next to the asset if a letter needs to be generated for that asset and completed 

 

The screen will display a printable letter with all of the asset’s information already on the letter 

This letter needs to be signed by the Property Holder with the printed physical 

It also needs the approval signature of the Property Custodian 

Campus 

Refer to the instruction guide for Update Property in myAssets for navigation and do 
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o Click “Yes” for Off-Campus 

o Add the person’s name to the Model field with an “L-“ followed by the Last Name 

o Click the Submit button 

 

 

 
 

 

� Return to the Off-Campus Certification link and following the instructions above, select the 

asset that now displays on this list and print the generated letter 

o Obtain the needed signatures and send to Asset Management 

o This form is completed each fiscal year, when there is a change in property holder, 

or each time the equipment leaves the country 

 

� For changing an asset to On-Campus, in the Update Property page, 

� Print the Off-Campus certification letter 

o Make a note on it that the item is now on campus 

o Provide the new On-Campus location 

� Use the Update Property link to update the asset 

o Check the Off-Campus Box as “No” 

o Remove the “L-“ from the Model field; this will prevent this asset from requiring a 

certification to be printed in next year’s inventory 

o Click the Submit link when done 

 

 

 

 

 

For further assistance contact the University Asset Management Office at 392-2556 or e-mail 

property@admin.ufl.edu 

 


