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STEP 1 |On Main Menuand click Fixed Assets Controller, CU or any Fixed Assets
responsibility. (Refer to Fig. 01)
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STEP 2 |Select Assets (Refer to Fig. 02)
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STEP 3 |Select Asset Workbench (Refer to Fig. 03)
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Fig. 04
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STEP 5

Enter the Asset Book, then click the ellipses. (Refer to Fig. 05).
Note: (Asset) Book is a required field.
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STEP 6

To find multiple assets assigned to an asset book, click Find. (Refer to Fig. 06.1)
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To find specific asset, you may enter other Search parameters. (Refer to Fig. 06.2)
Then click Find.

By Asset Detail:
Field Name | Description Remarks
Asset An asset number uniquely identifies each e System generated
Number asset. When you add an asset, you can number
enter the asset number, or leave the field
blank to use automatic asset numbering.
Description | Asset name o Free Text
Category Major and minor categories of the asset e List of Values
e UACS Object
Codes
Asset Key Asset group or status of the asset. e List of Values
Tag If you enter a tag number, it must be e Free Text
Number unique. A tag number uniquely identifies
each asset. For example, use the tag
number to track asset barcodes, if you use
them.
Serial e Free Text
Number
Warranty e List of Values
Number
By Assignment:
Field Name | Description Remarks
Employee Employee to whom the asset was e List of Values
Name assigned
Employee Assign assets to the owner or person e List of Values
Number responsible for that asset. You may enter




a valid, current employee number and
name that you created in the Enter Person

window.
Expense Exense account of the asset e Must be selected
Account from a list of
maintained values
Location Location of the asset e Must be selected

from a list of
maintained values
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If you enter Asset Book as your only searching parameter, all the assets that are
assigned to that Asset book will be listed on Assets window. (Refer to Fig. 06.3)
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If you search for specific asset/s, it will be listed on the Assets window.
(Refer to Fig. 06.4)




Fig. 06.4
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Result Information:

Expected Results

e Searched asset/s based on the parameters provided.

DISCLAIMER: The screenshots in this document are for illustration purposes only and may not be the same as the final user interface.




