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Use this instruction guide to learn how to update or correct serial numbers for assets by using myAssets.  

 

Federal and State regulations require property records for equipment contain serial numbers. Serial 

numbers are usually entered into myUFL at the time of receiving the item and verified when the decal is 

placed on the item. The serial numbers that have not been recorded need to be entered into the Property 

Record.  Items with no Serial number will use the serial number “none”.  A serial number that is not 

visable will be recorded as “unavailable”.  Assets that do not have the serial number field populated are 

identified in a worklist in myAssets.  A property update request is completed by selecting the asset and 

providing the serial number. 

 

The system will route your property update request to the Department Property Custodian for approval 

and to Asset Management, who will process the request and update myUFL with the new information.  

 

 

� 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, find the Missing Serial Nos. link 

� The number next to it in parentheses is a count of assets that still need serial numbers 

� Click the link to get a list of these assets 

 

 
 

� Review the list and click on the yellow pencil to select the asset 

� The Update Property Info page will display with all the asset’s information 

� Enter any missing information such as: 

o Model 

o Serial Number 

o Location 

o Explanation (Required if modifying an existing serial number.) 

� Click the Submit button at the bottom to process 

� You may also update missing serial numbers by using 

� The Update Property Information link 

� The My Requests link, selecting the assets and clicking on the Update Property Information link at 

the top 
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� myAssets will start the workflow process by 

� Sending the Property Custodian an e-mail with a link to approve the request 

o Once approved, Asset Management will complete the request 

� If this was submitted by the Property Custodian it will go directly to Asset Management 

 

� Track the status of your request in the My Requests link in the Tools section  

� Click Expiring Project Requests 

� Refer to the instruction guide, “Tracking Your Requests in myAssets” for more instructions  

 

� Upon receipt of the request, Asset Management 

� Reviews data submitted 

� Updates myUFL 

� When the request is complete, an e-mail will automatically be sent to the Department Contact to 

notify that it is completed 

 

 

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

property@admin.ufl.edu 

  


