Training Presenter Guide – Fixed Assets
 
Fixed Asset
1. Create New Asset 
i) Go to Fixed assets > Fixed assets > Fixed assets.
ii) Click New.
iii) In the Fixed asset group field, enter or select a value.
iv) In the list, select a row.
v) In the list, click the link in the selected row.
vi) In the Name field, type a value.
vii) In the Unit of measure field, type a value.
viii) In the Asset activity code field, enter or select a value.
ix) In the list, select the row.
x) In the list, click the link in the selected row.
xi) Click Save.
xii) Click Books.
xiii) In the Acquisition date field, enter a date.
xiv) In the Acquisition price field, enter a number.
xv) In the Acquisition method field, enter or select a value.
xvi) In the list, select the row.
xvii) In the list, click the link in the selected row.
xviii) Click Save.
xix) Close the page.
xx) Close the page.
xxi) Go to Fixed assets > Fixed assets > Fixed assets.
xxii) End sub-task: CreateFA.
2. Add FA to existing asset
(i) Go to Fixed assets > Fixed assets > Fixed assets.
(ii) In the list, find and select the desired record.
(iii) In the list, click the link in the selected row.
(iv) Click Fixed asset additions.
(v) Click New.
(vi) In the list, mark the selected row.
(vii) In the Name field, type a value.
(viii) In the Acquisition date field, enter a date.
(ix) In the Unit cost field, enter a number.
(x) Click Save.
(xi) Close the page.
2. Verify valuation (Profile) 
3. Verify Fixed Asset Groups
4. Verify Fixed Asset Major Type
5. Verify Fixed Asset activity code
6. Verify Fixed Asset not acquired 
7. Create New Asset from PO (during Receipt)
8. Create New Asset from Vendor Invoice
9. Acquire Fixed Asset Acquisition Proposal and acquire
10. Create depreciation proposal
Asset Leasing 
1. Create new asset leasing 
2. Verify leased group.
3. Vendor account needed for GASB 87 report
4. Create verify payment schedule lines
Payment 
Inquiries & Reports 
1. Print Fixed Asset listing report 
2. FA Acquisition
3. FA transactions
4. FA balances
5. FA Statement
1. 

