
Room Inventory and Staff Inventory Emails

Each staff member will receive a Staff Inventory email.

Each staff member that has been assigned a room to inventory will receive a Room

Inventory email.

Each year, the district performs an inventory of
devices at all district campuses. Each staff member is
required to enter the devices they have been directly
assigned as well as the items in the room they have

been assigned to inventory.
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How to Complete Your TIPWeb-IT Asset
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Staff Inventory Email

This email will indicate the staff member by name and provide a link ("click here") to open the

inventory.



Room Inventory Email

This email will indicate the room that was assigned by the campus to be inventoried. It will also

include a link ("click here") to open the inventory.

Staff Inventory
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The Staff Inventory is only for any devices that are assigned to

you directly. These will typically be a laptop or a tablet.

Devices that are not removed from a room (for example, touch

displays, projectors, document cameras, and desktop computers)

are not to be inventoried in the Staff Inventory.



Staff Inventory Audit Screen

To record each device in the inventory, enter the tag number in the Enter Tag Number box.

After clicking on the green/white arrow icon, the item will update on your list or populate as an

additional item.

Devices showing on the list are what were recorded in the inventory previously. The purpose of

the inventory audit is to update that list.



If the message on the left appears when you are entering a device, the system is confirming the

device should be assigned to you since you are trying to enter it into the Staff Inventory.

Only devices that are assigned to you (typically a laptop or tablet) should be entered into your

Staff Inventory.



If you receive an Invalid Tag Number / Tag Not Found in System message, contact your

Campus CAM to verify the correct information.

Click on the Complete button in the upper right to submit your inventory. You will see the

screen on your left to verify the inventory was submitted.
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Room Inventory

Room Inventory Audit Screen

The Room Inventory Audit screen will indicate the room that the inventory audit applies to. If you

believe the room indicated is incorrect, please contact your Campus CAM. Do not enter items if

the room you occupy at your campus does not match the one indicated in the Room Inventory

Audit.

The Room Inventory is only for devices that remain in your office
or classroom. Those devices include touch-screen displays,

computer carts and their contents, projectors, web cameras, and

document cameras.

Do not enter items that are assigned directly to you in the Room
Inventory. These include your laptop or a tablet.



To record each device in the inventory, enter the tag number in the Enter Tag Number box.

After clicking on the green/white arrow icon, the item will update on your list or populate as an

additional item.

Devices showing on the list are what were recorded in the inventory previously. The purpose of

the inventory audit is to update that list.

Enter all of the technology devices in your room, regardless of whether they are on the list or

not. The list will update based on what you enter.

If you receive the Misplaced message shown on the left, please click Confirm. The term

Misplaced only indicates that the item was originally recorded in a different location and will be



updated as part of the inventory. If you believe you entered the item's asset tag incorrectly,

please click on Cancel.

Click on the Complete button in the upper right to submit your inventory. You will see the

screen on your left to verify the inventory was submitted. It is OK to have items that are not

entered on the audit list. The message to confirm your submission will appear and you can click

on Confirm to complete.

Final Review
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The Staff Inventory is only for devices that are assigned to staff

members (for example, laptops and tablets)

The Room Inventory is only for devices that remain in the room

they are located in (for example, touch-screen displays, desktops,

and computer carts and their contents).



Enter all of the technology devices located in your room in the

Room Inventory. The list shown in the audit is for devices

recorded in the previous inventory. The purpose of the annual
inventory audits is to update that list.

You may not have all of the items on the audit inventory list. Items

that still show as Missing will be researched when we close the

audits.

If you mistakenly click on Complete in your inventory audit before

you are finished, let your Campus CAM know and they can reopen

it.

Thank you for participating! The district can only obtain an
accurate inventory if everyone takes part.


