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Description: 
User Guide ID UFM40019 

User Guide Name Reassigning an Asset 

Information System Financial Management Information System 
Functional Domain Fixed Assets Controller 

Purpose To reassign an asset from one employee to another. 
Data Requirement ● Book 

● Unit 
● Expense account  
● Location 

Dependencies An asset has been created and assigned to an employee. 

● Asset Book Setup 
● Expense account Flexfield Setup  
● Location Flexfield Setup 
● Employee Setup  

Scenario An asset will be reassigned to another employee 

Author Kenneth Paul G. Mararac 

 

 

Revision History: 

Version 

Number 
Date Author Description of Change 

1.0   Initial issue 

1.1 September 25, 

2017 
Mararac, Kenneth Paul G. •  Update layout. 
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STEP 1 On Main Menu and click Fixed Assets Controller, CU (Refer to Fig. 01) 

Fig. 01 

 

STEP 2 Click Assets (Refer to Fig. 02) 

Fig. 02 

 

STEP 3 Click Asset Workbench (Refer to Fig. 03) 

Fig. 03 

 
 

STEP 4 The Find Assets window will appear. Search an asset by entering the Asset Book. 
Click on the ellipses beside the Book field (yellow fields are required fields) 
(Refer to Fig. 04). 
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Fig. 04 

 

STEP 5 Select an asset book from the list then click the Ok button (Refer to Fig. 05)   

Fig. 05 

 

STEP 6 After you enter the parameters to find an Asset, click Find. (Refer to Fig. 06) 
When you enter only the Asset Book, a list of all the assets recorded in  the book will be 
generated.  
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Fig. 06 

 

STEP 7 Select an Asset to be transferred then click Assignments. (Refer to Fig. 07.1) 

Fig. 07.1 
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 Assignments window will appear (Refer to Fig. 07.2) 

Fig. 07.2 

 

STEP 8 Add a negative value to the Unit Change field to remove the asset assigned to the 
employee (Refer to Fig. 08). 

Fig. 08 
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STEP 9 Add another line with a positive value in the Unit Change field to assign the asset to the 
new employee (Refer to Fig. 09). 

Fig. 09 

 

STEP 10 Enter the employee to whom the asset will be reassigned. Click on the ellipses to view 
the list of employees (Refer to Fig. 10) 

Fig. 10 

 

STEP 11 Enter employee name. The percent sign (%) is used as wildcard for searching.  
Then, click Find. (Refer to Fig. 11) 
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Fig. 11 

 

STEP 12 Select the employee then click Ok. (Refer to Fig. 12) 

Fig. 12 

 

STEP 13 Click on the ellipses to define the Expense Account.  
(Refer to Fig.13) 

Fig. 13 
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STEP 14 Accounting Flexfield window will appear.  
Click on the ellipses next to the field to select from the list. (Refer to Fig.14.1) 
List of values will appear depending on the field, select then click Ok. (Refer to Fig.14.2) 
Repeat to define the entire accounting flexfield. 

Fig. 14.1 

 

Fig. 14.2 

 

STEP 15 After defining the Accounting Flexfield, click Ok. (Refer to Fig.15) 
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Fig. 15 

 

STEP 16 Click on the ellipses to enter Location (Refer to Fig.16) 

Fig. 16 

 

STEP 17 Location Flexfield window will appear.  
Click on the ellipses next to the field to select from the list. (Refer to Fig.17.1) 
List of values will appear depending on the field, select then click Ok. (Refer to Fig.17.2) 
Repeat to define the entire location flexfield.  

Fig. 17.1 
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Fig. 17.2 

 

STEP 18 After defining the Location Flexfield, click Ok (Refer to Fig.18) 

Fig. 18 

 

STEP 19 After entering necessary information. Click Done. (Refer to Fig.19) 

Fig. 19 
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STEP 20 Completed transaction will prompt. Click Ok. (Refer to Fig. 20) 

Fig. 20 

 

 
 
Result Information: 
 

Expected Results 

● An asset has been reassigned to a new employee. 

 
 
 
 
 

 

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

 


