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Campus Audit Prep

How to make your annual audit more effective
and accurate

Controllable Asset Management



Agenda

What we'll learn today

Ol
Updating your Staff List

02

Updating your Room
Assignments



Campus Audit Prep Timeline
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New CAM Reps should
attend a training at
this time

Send a list of Staff
who you are not
able to update to a
Controllable Asset
Management Team
Member.

Assignments

Reassign staff that
have changed
rooms and remove
staff that have left

Send email to staff
with How-To
attachment from
Controllable Asset
Management

with How-To
attachment



Updating your Staff List

Ol 04 06
Make sure your If the staff member If you have staff
Campus Staff Roster  does not have a members with devices
IS up to date device assigned, click  assigned and they
on the & and were not turned into
02 uncheck the Active your campus, send a
box. Click on ] list of those staff
Go to your Staff 05 members to the CAM
page in TIPWeb-IT department
If the staff member
has a device
03 assigned and turned

it into your campus,
Collect the device
using the @ to the
right of the device.
Use Step 4 to then
Inactivate.

Using your updated
roster, locate any staff
members on your
Staff page that have
left your campus




TIPWeb-IT Staff Page ¢,
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Updating your Room Assignments

Ol

Make sure your
Campus Staff Roster is
up to date

02

Go to your Room
screen in TIPWeb-IT

03

Start with the first room
on your roster. Go to
the corresponding room
in TIPWeb-IT.

O4

Click on the Room
Number to expand and
then click on the Staff
tab.

05

Any currently assigned
active staff members
will be displayed in the
Staff tab.

06

To assign a staff
member to the room,
click on the next to
the Staff ID box. Search
for the staff member
and click on Select.

O7

To remove a staff
member, click on the
& to the right of their
name.

08

Go to the next
room on your roster
list.




TIPWeb-IT Room Page

When you add or remove a staff member, you do not need to Save the changes
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Last thing to check- Remove
Inactive Staff assighed to a Room
Ol 04

Go to your Staff If a room is indicated and the
page room number is underlined,
right click on that room
02 number and click on
Check the
box at the 05
top
Check the box and
03 delete the assigned inactive
Al Gie staff member. Go back to the

Room screen and repeat for any

at the top of that ,
P other underlined rooms

column twice to sort
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Inactive Staff
Assigned to
Rooms

By removing inactive staff
from your Room assignments,
the Staff Assigned column on
your Room screen will reflect
the correct number of staff

When the CAM department
comes to do Unassigned
Rooms, those rooms should
show "0" under Staff Assigned




Accurate Audit Prep =
Accurate Audit Results

Updating your Staff screen

By removing inactive staff members from your staff screen,
only your campus’s staff will receive the Staff Audit emails.
That will prevent staff members from receiving audit emails
from the wrong campus and reduce questions you might
receive.

Updating your Room Assignments

By ensuring only your current staff receive a Room Audit
email for the room they are currently in, they are less likely to
need to ask a question and more likely to complete the
inventory the first time they open the email link.

Note:

Review these steps again after the District's Leveling process
takes place.




