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Completing the Inventory Report – General 

Process

Download your cost center’s inventory spreadsheet from Workday.

Physically locate each capital asset (old and new) and confirm its existence.

Update the "Item Found" column for each asset in the inventory spreadsheet 
and highlight any changes.

Attach any required documentation (signed memo or other supporting 
documents) for assets with a status other than "Found" and submit the 
inventory sheet to us.

Sign the signature sheet confirming the completion of the capital inventory.

Send all documents to us by opening a ServiceNow ticket. 
(https://support.umd.edu/esc)- Business Assets

https://support.umd.edu/esc)-


How to find your report
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Instructions: Log in to Workday and download your cost center’s Inventory 

Report using the following steps:

1. Select your profile icon.

2. Select My Reports.

3. Locate and click on the inventory .xlsx file to download.

Note: [Created by Zachery Beitzel ]



What You Need to Do – Fill in the Three Columns
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Put employee UID here Found 

Retired

Lost

Transferred

Obsolete

Today’s date



Other Status: 

Retired / Transferred / Obsolete / Sold / Lost

If an asset is transferred to another department within UMD, please 
provide the cost center number (previously the department code in 
KFS) and the location (building name, address, and room number) for 
receiving the asset. 

If an asset is not found (e.g., retired, lost, transferred, or obsolete), 
please provide any available supporting documentation or a 
signed memo. For the signed memo, you will need the unit head’s 
signature to approve the removal of the capital asset from your 
inventory list.



Search an asset in Workday/KFS



How to search individual asset in Workday (1) 
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1. Type your Asset ID or Asset Identifier (red tag number) in the search bar.

2. Click “More Categories”.



How to search individual asset in Workday (2) 
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How to search individual asset in KFS (1)
KFS is available until July 1st, 2025

1



How to search individual asset in KFS (2)
KFS is available until July 1st, 2025

2
Type your Reference ID here
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Signature required

Requirement for attestation of 
capital assets

E-signatures are acceptable 
(using Adobe Sign)
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Memo Guidelines
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One Memo with a list of assets per cost center is preferred. 



Open a case with us https://support.umd.edu/esc
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https://support.umd.edu/esc
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Frequently Asked Questions



What if I didn’t receive the annual report in the ‘My 

Reports’ section? (1)

Only listed Asset Specialists receive the annual report. You can download 
‘UMD_Cost_Centers_and_Hierarchies’ to check the listed Asset Specialist 
for your department.
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What if I didn’t receive the annual report in the ‘My 
Reports’ section? (2)
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Cost center



How do I update the Asset Specialist for my 
department in Workday?
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Go to support.umd.edu 
-> Workday -> 
Workday Request 
Form

Add or Remove a 
Worker’s Workday 
Security Role



How do I download the asset report for my department 
by myself? (1)
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How do I download the asset report for my department 

by myself? (2)
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Type your cost center number



Can I directly modify the asset in Workday?

You cannot edit the asset directly. 

If any assets need to be modified, open a 
ServiceNow ticket with the Inventory Control 
team (refer to page 13).
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