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Inquiry/Updating on Computer for Fixed Assets 

The following is a list of the screens, what they are used for and what your capabilities are in the 
way of inquiring or updating. 

Screen 001  Fixed Asset Main Menu – INQUIRY ONLY 
This screen lists all FFX menus available.  For a more detailed listing of screens 
available, type in one of the menu codes (example:  M51) on the screen field. 

Screen 500 Asset Components – INQUIRY ONLY 
This screen shows all components an asset has.  Components are created when 
there is more than one item bought or more than one year is involved. 
 

Screen 501 Purchasing/Vendor Data – INQUIRY ONLY 
This screen shows the description of the item, cost and vendor, along with the 
make, model and serial number.  If vehicle, then year and license number is 
there. 

Screen 502 Property Control Data – INQUIRY ONLY 
This screen shows the class, condition, purchase date, acquisition date and in-
service date.  There is some depreciation information here. 
 

Screen 503 Fund Sequence Add/Update – INQUIRY ONLY 
This screen shows the source, account, voucher/reference number and FAMIS 
sponsor (if there is one). 
 

Screen 504 Maintenance/Insurance Data – INQUIRY ONLY 
This screen contains maintenance, warranty and insurance information.  
 

Screen 505  Owner/Location Data – INQUIRY ONLY 
This screen shows whose department has control of the items, where located 
and the ownership. 
 

Screen 506 Property Inventory Data – INQUIRY ONLY 
The last 6 screens from above are used by the Property Manager to put the 
items on inventory. 
 
 
 
 



Screen 523 Inquiry by Asset – INQUIRY ONLY  
This screen has the history of an item even if it has been disposed beginning in 
9-1-92 or 9-1-93.  It will tell when it was put on, how, any location changes, if 
something was added to it, if transferred and to whom, deleted, etc. 
 

Screen 531 Asset Snapshot – INQUIRY ONLY 

  This screen has the depreciation information and if disposed, the date. 
 
Screen 532 Searching Assets by Department and Class Code – INQUIRY ONLY 

This screen is used to view a list of all assets by class code for your department.  
Type in the department and unit code if it is applicable and the class code you 
want to view (see screen 581 for class choices if not known).  Selecting an asset 
will take you to screen 523 to view the history of the asset selected. 
 

Screen 534 Asset Search by Department – INQUIRY ONLY 

This screen is used to see all your inventory in numerical order, those still on or 
those that have been deleted.  By selecting an asset and marking with an X, it 
will get you to screen 523 to view the history of the asset selected. 
 

Screen 535  Departmental Inventory – UPDATE 

This screen is used to change availability, condition, purposes and location code 
fields.  This screen should also be used for filling out inventory forms. 
 

Screen 536  Inquiry by Search Value – INQUIRY ONLY 

This screen is used to see who to call for an item you found by is not on your 
inventory, but in your agency only.  You need to put the last 6 digits of the asset 
number or the whole serial number or 10 digit related asset number if known at 
time information entered to put on inventory. 
 

Screen 537 License/Model#/Sponsor/Manufacturer/Group Code/UIN Search – INQUIRY ONLY 

This screen is used to find all or just one of your department’s vehicles.  It’s used 
to find assets by model number or manufacturer for items in your department.  To 
see the items associated with a certain sponsor used this screen.  By putting in a 
person’s group code or UIN number, you can see all items that have been 
assigned to him. 
 

Screen 543 Building Room Number Table – INQUIRY ONLY 

This screen is used to see the rooms in a specific building.  You need to know 
the campus, who owns the building, which is the campus code, and building 
number. 
 

Screen 581 Class Code Table – INQUIRY ONLY 

  List all TAES, TAEX and TVMDL class codes that the agencies can use. 
 



 
Screen 582 Capital Rules – INQUIRY ONLY 

This screen just list the two class code range for inventory – not capitalized but 
controlled and capitalized. 
 
 

Screen 583 Account Codes Rule – INQUIRY ONLY 

This screen will give you the acquired and disposed codes and their meanings 
that are used to describe how the items was acquired or deleted. 
 

Screen 882 Maintain Current Session Campus and/or Campuses 
This screen is used to change agencies (campuses) if you have access to more 
than 1 agency within your department. 

 

HOW TO USE THE SCREENS 

Screens 501-506 1.  Put in the ten digit asset number. 
 

2.  Hit enter – the information should come up, if nothing – then this item 
is not on your inventory. 
A=Approved Assets (those on inventory) 
D=Disposed Assets (those no longer on inventory) 
 
Any item disposed before 09-1-1992 will not show up in FAMIS as a 
disposed asset. 
 

Screen 523 1.  Put in the ten digit asset number and 01 for component.  To see if this 
asset has more than 1 asset, you can go to screen 500.  Most assets will 
only have an 01.  Put in either the A or D status. 

 
2.  Hit enter. 
 
3.  If there is nothing in the transaction area, but there is information in the 
area above, this means nothing has happened this year, but you will need 
to move the cursor to year and change to an earlier date or change the Y 
to an N and get the history from the beginning.  The earliest this date can 
be is 1993. 
 
4.  The transaction information is in descending order so if you want to 
see in ascending order, then change the D in the first line with the asset 
number to an A. 
 



5.  You will need to continue hitting enter until the message at the top of 
the page says “End of Search” or bottom of pages says “End of Asset 
Transaction”. 
 
6.  If you hit F11/PF11 you can see what changes were made, if any. 
 
7.  If you put the cursor any place on a line you may want to see more 
information on, hit F6/PF6 and there will be some more detailed 
information. 

Screen 531 1.  Put in the ten digit asset number and hit enter.  Either an A or D in the 
status space. 

 2.  If this asset has been deleted since 09-1-1992/09-1-1993, then only 
the disposed information will appear.  This will show up as a D. 

3.  If it is still an active asset, then the depreciation information will be 
there. 

4. Anything deleted after 09-1-2001, then you will see the depreciation 
information along with the deleted information. 

Screen 534  1.  Enter department code. 

   2.  Enter status A or D. 

   3.  Hit enter. 

4.  Your inventory will appear in numerical order.  If you want to see more 
information about an item, move cursor to that item put in an X and hit 
enter. 

   5.  It will now take you to the history file screen 523. 

Screen 535 1.  Put in your ten digit asset number.  You can only update active assets.  
The left hand side will be a different color than the right.  If all white, then 
the item has been deleted. 

 2.  Hit enter. 

   3.  The information you can change is as follows: 

    A.  Availability  
    B.  Condition 
    C.  Purpose and % 



    D.  Location (Building, Room, Group and Other Location) 

   4.  Make changes then hit enter. 

Screen 536  1.  Enter one of the following type of numbers: 

A. Asset number – the last 6 digits only   
B. Serial number 
C. Related asset number 

2.  Put in the letter the information entered represents and hit enter. 

3.  Pop-up screen will appear if more than one item is represented for that 
entry, or the one item page will appear. 

4.  Hit P4/PF4 to get out of pop-up screen. 

Screen 537   

License number – LETTTER L 

1.  If you know the license, put that in formatted as XXX-XXX. 
2. Move over and put in an A, hit enter and you should get a 

vehicle listed.  If not, then either it has been deleted or it is not 
yours. 

3. If you want to see all our departments vehicles, put in an * in 
the category field and all your departments vehicles appear. 

4. If you need more information, hit the F11 key. 

Model number – LETTER M 

1.  If there was a model number or (name) on your assets you 
can put that here and see what you have. 

   Sponsor number – LETTER P 

1.  Put in the sponsor number and all items that are under that 
sponsor will show up. 

   Manufacturer – LETTER N 

1.  Put in the manufacturer’s name and all items that had that 
field filled out will show up. 

   Group Code – LETTER G 



1.  Put in the group code and all items that have that code will 
show up. 

    

 

UIN number – LETTER U 

1. Put in the UIN number and all equipment that belongs to that 
person appears. 

2. If you don’t know their number, then put in an *, hit enter and 
all TAMUS employees will appear. 

Screen 581   

1. This screen gives you the class codes and their item 
description for your agency.  Items with an Y and RQ we have 
to put on per state guidelines.  The N’s are not required by the 
State but Texas A&M AgriLife has some exceptions. 

 
578706 servers go with 578101/578703 computers. 
579301-597750 are put on for insurance purposes. 

 

          



FFX SCREENS GUIDE

DEPARTMENTAL UPDATE SCREEN DESCRIPTION

535 - Departmental Inventory If the left side of the screen is 
not white, you may update any
information on that side.

882 - Current Campus/Year Campus or Year change
DEPARTMENTAL INQUIRY SCREENS DESCRIPTION

001 - Main Menu Used to locate screens
500 - Asset Component Inquiry List all components of each asset
501 - Purchasing/Vender Data List purchasinginformation about the

asset.
502- Property Control Data To view attributes on the asset
503 - Fund Sequence To view funding, voucher # and amount
504 - Maintenance & Insurance To view maintenance and insurance

 information
505 Location Data To view AAPO and location information 
506 - Property Inventory Data To view asset purpose, availability,

purpose & related asset information
508 - Notes To view any notes
523- History Used to view historical data on asset.

You may change the Y to see all
and the D to an A to see in 
accending order.  F10/PF10 & F11/PF-11

will let you move from left to right for
more information.  By putting your
curser on any part of the bottom part 
of the page and hit P6/PF6, you will
see even more information.

532 - Asset Search by Dept./Class Code List all assets for your department by
class code.  Insert all 6 digits of class
Downloadable with Entire Connection

534 - Asset Search by Department List all assets for your department.
Insert the 4 digit deparment code, hit
enter
Downloadable with Entire Connection

536 - Limited Asset Inquiry Search by TAG, SERIAL or RELATED
ASSET for any same agency number.

537 - Asset Search by Attribute Search by  LICENSE PLATE, MODEL
NUMBER, SPONSOR, MANUFACTURER
UIN OR USER GROUP CODE for any
same agency. 

540 - Building Codes Place an * in the building field to get a 
pop up window listing all building codes.  
Will need to change campus code to
see other campus' buildings.

581 - Class Code Table Used to locate object class codes.
583 - Acquisition/Disposal Method Table of Acquisition/Disposal codes.
860 - Departmental Table Type an * for the department to get a list

of all departments per agency.



DIRECTORY OF KEY WORDS

In order to see these key words, you will have to have the asset number for all screens except 532, 534,

536, 581, 582 & 583.

 WORDS SCREENS

ACCOUNT 503

ACQUISITION (METHOD, CODES) 502 523 583

ACQUISITION DATE 500 502 523 531 532 535

ALTERNATIVE ACCOUNTABLE PROPERTY OFFICER 505 536

ASSET # 532 534 536

BUILDING/ROOM 505 532 534 535

CLASS CODES 500 502 503 523 534 535 536 581

COMPONENTS (TOTAL PER ASSET) 500

CONDITION 502 535

COST 500 501 502 503 505 523 534 535 536

DEPARTMENT / SUBDEPARTMENT 505 523 532 534 535 536

DEPRECIATION 523 531

DESCRIPTION (IN FULL) 501

DESCRIPTION 500---504 523 531 532 534 535 536

DISPOSAL (METHOD, DATES, CODES) 523 531 583

EXPOSURE CODE 506

FAMIS SPONSOR 503

FUNDING SOURCE 502 503

GROUP CODE 505 535

HISTORY OF 523

INSERVICE DATE 502

LOCATION 505 534 535

MAINTENANCE 504

MANUFACTURE 501

MISSING (CODE & DATE) 502 535

MODEL 501 535

MODEL YEAR 501

OWNERSHIP 505 536

PURPOSE 506 535

RELATED ASSET 506 536

REMAINING LIFE 505 523

RESTRICTION 506 535

SERIAL # 502 535 536

SPECIAL LICENSE 506

USEFULL/BASIC LIFE 502 523 531 581

VENDER 501

VOUCHER/REFERENCE # 503 523

VEHICLE LICENSE # 501 535

WARRANTY/INSURANCE 504
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