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Purpose: This procedure details how to perform an Asset Inquiry in the Oracle Project Accounting
module. The Find Transactions and Transaction History windows allow you to query details of an
asset including:

e Asset transaction details
e Transaction details for a range of assets
e Asset Transaction Types: Additions, Transfers, Adjustments, and Full Retirements

For Questions Contact: Finance Customer Care at financecustomercare@ohio.edu or 740.597.6446.

ATTN: FOR TIPS ON NAVIGATION AND COMMONLY USED FIELDS ACCESS THE ORACLE NAVIGATION DOCUMENT.
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Equipment Inventory-Transaction History Document ID: PA0040

Effective Date: 08/07/2014

NAVIGATE TO TRANSACTION HISTORY WINDOW

1. Click Equipment Inventory link. Next, click Transaction History link.

2. The Find Transactions window, Transaction History window, and the Navigator window are
all displayed. The Find Transactions window appears on top. To add the Transaction History
window to the Top Ten List, verify the Equipment Inventory>Transaction History link is

=

highlighted in blue, then click the Add to List button . Next time you want to access the
Transaction History window, click on the Transaction History link in the Top Ten List.

A® Navigator - OUFMS

o DIy
Functions | Documents

Equiprment Imwentory: Transaction Histary
Inquire on transaction history
FMS Reports Top Ten List

OU Funds Available Wiew 1. Transaction Histary
ﬂ CUPC:Summary iew

ﬂ + Payahles =
+ General Ledger

Y + Projects
j - Equipment Inventory -
ﬂ Financial Infarmation

Transaction History

O Find Transactions

Book |
Reference Mumber
Azzet Numbers
Periods
Transaction Type

Category

Clear | Find ]
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Document ID: PA0040 Equipment Inventory-Transaction History

Effective Date: 08/07/2014

ENTER SEARCH CRITERIA ON FIND TRANSACTIONS
WINDOW

An asset search can be conducted from the Find Transactions window or the Transaction History
window. In the Find Transactions window, you may enter a greater variety of criteria, including
ranges for asset numbers, asset periods, etc.

NOTE: If you want to search from the Transaction History window, click the X in the upper right
corner of the Find Transactions window to close it. Perform the Asset search from the Transaction
History window.

Book |FMS CORP BOOKS
Referance Number
Asset Numbers
Periods
Transaction Type

Category

1. Book field: Enter FMS Corp Books (either key value or use LOV). The FMS Corp Books is the
default Book description.

WARNING: THE BOOK FIELD IS MANDATORY.
A REFERENCE OR ASSET NUMBER (OR RANGE) MUST ALSO BE ENTERED.

Reference Number: Enter the reference number (either key value or use LOV).

3. Asset Numbers: You can limit your search to query a single asset number or a range of
assets. Enter the (from) asset number and (to) asset number (either key value or use LOV).

4. Periods: Enter the (from) Period and (to) Period (either key value or use LOV).
Transaction Type: Enter the transaction type (either key value or use LOV).
6. Category: Click on LOV to display the Category Flexfield window.

g

WAJOR CATEGORY | A
CATEGORY SUB1
CATEGORY SUB2

Al v

oK Cancel | [ Combinations Clear | Help |

o Major Category: Click on the LOV E icon. The Major Category window displays.
= C(Click on BLDG, CIP, I0TB, LAND, or ME (see full descriptions in screen shot below).
= (Click OK button.
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Equipment Inventory-Transaction History Document ID: PA0040

Effective Date: 08/07/2014

Find %
MAJOR CATEGORY Cescription
BLDG BUILDING
CIF CONSTRUCTION IN PROCESS
10TE IMPROVEMENTS OTHER THAN BUILDINGS

LAMD LAMD

LE ECIUIPMENT

Eind Cancel

o Category SUB1: Click on the LOV E icon. The Category SUB1 window displays.

= Click on ARTWK, COMP, EDEQ OTHM, FURN, LIBBK, OFFMACH, SCI RES, or VEH (see
full descriptions in screen shot below).

= Click OK button.

Find|%

CATEGORY SUB1 Cescription
ARTWK ARTWORK

COMPUTERS
EDEQ OTHM EDUCATIONAL EQUIPMENT AMD OTHER MACHINERY
FURM FURNITURE
LIBEK LIBRARY BOOKS
OFFMACH OFFICE MACHINES
SCIRES SCIENTIFIC AMD RESEARCH
VEH WEHICLES

Find Cancel

o Category SUB2: Click on the LOV E icon. The Category SUB2 window displays.
= (Click on the appropriate sub-category.
Click OK button.

Find|%

CATEGORY SUBZ Description |
ACCELLAB ACCELERATOR LABE SYSTEM

ARCRAFT AIRCRAFT

AIRPRT RMWY TOWER AIRFORT RURMWAY, TV TOVIERS

ARTWIK CLLCT-TREAS ARTWORK-COLLECTIONS AMD TREASURES

ARTWIK EXHAUSTABLE ARTWORK-EXHALUSTABLE

AUTOMOBILES AUTOMOBILES -
ELDG BUILDINGS

EUSES BUSES

CEMTRIFUGES CENTRIFUGES

P COMSTRUCTION M PROCESS

CPRS FAX COLLATOR FAXES AND COLLATORS

DESK CABINET DESKS AND CABINETS

ENT PROJECT EMTERFRISE PROJECT

GOLF COURSE GOLF COUREE

LARD LAND

Find Cancel
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Document ID: PA0040
Effective Date: 08/07/2014

Equipment Inventory-Transaction History

o At this point, you can click OK, Cancel, Combinations, Clear, or Help button. If you click
OK, the information from the Category Flexfield will be entered in the Category field on
the Find Transaction window.

O Category Flexfield

MAJOR CATEGORY ME MOVABLE EQUIPMENT
CATEGORY SUBT |[COMP COMPUTERS
CATEGORY SUB2 [CMPTRS AND ACCESS COMPUTERS AND ACCEZSORIES

] ’

Cancel ) Cotnhinations Clear ) Help )

=  Click the Cancel button. This will cancel out the entries and close the window.

= Click the Clear button will clear the field entries and redisplay the window.

=  Click the Combinations button to open a new window. You can use the
combinations button when you don’t know the information to enter in all three
fields. The Enter Reduction Criteria for Long-List window displays. If you only know
one or two of the fields, you can use the Combinations button to help retrieve the
available options that are connected to the other two fields.

o Enter data in any of the three fields.

o For example,

o

O

o

Click on the LOV in the Major Category field.
Choose the ME (movable equipment) option.

Click Ok button. A new Category Flexfield window displays with all the
available Major Category-Category SUB1-Category SUB2 combinations
to choose from that are in the Major Category, movable equipment.

Choose a combination.

Click OK. The combination is automatically entered in the Category field
on the Find Transactions window.

Find ME%

MAIOR CATEGORY CATEGORY SUB1 CATEGORY SUE2 [}

ME ARTWK ARTWK CLLCT-TREAS

ME ARTWK ARTWK EXHAUSTABLE
CON CMPTRS Al ES5

ME COMP MAINFRAME-SERVER

ME EDEQ OTHM OTHER EDUC EQUIP

ME EDEQ OTHM PUMP S AND YACULURM

ME EDEG OTHM RADIO TV SND FLM

ME EDEG OTHM REFRIG FRZR EVF

ME EDEG OTHM TOOLES

ME FURN DESK CABINET

ME FURN OTHER FURNITURE

ME FURN BAFES

ME LIBEK LIBBK

ME OFFMACH CPRS FAX COLLATOR

ME OFFMACH WAL MACH TYPYWRTR

ME OFFMACH OTHER OFFICE MACH

Find Cancel
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Equipment Inventory-Transaction History Document ID: PA0040

Effective Date: 08/07/2014

7. Click Find Button on the Find Transactions window. The Transaction History window
displays.

Book |FMS CORP BOOKS

Reference Mumber |

Asset Numbers 5400 - [7510
Periods |JAN201D—1D - |JUN2014—14
Transaction Type || r

Category |ME.COMF’.CMF’TRS AND ACCESE

[ cear || Fina )

nsaction Histary
Reference Periods
Mumber Transaction Type Asset Number - Description Effective Entered [1]
[FuLL RETIREMENT 5402 - PORT CENTRAL SWITCH FR100-16TX lavg 201314 [aucamzaa | &
154010 [TRANSFER 5424 - MICRON MILLENILUM TRANSPORT lanzoz4z awzoi3aa |
157600 [TRANSFER 5490 - DEMO TEKTRONIX PHASER 440 W32 RAM [NV 201314 [NOv 201314 | |
| [is4178 TRANSFER 5653 - ALPHA 2100-6/20A/MS SYSTEM DANZOE [ANZ0E1E |
154177 FULL RETIREMENT 5653 - DELL POWEREDGE 4600 BASE JANZOIEE enomiEiE |
154178 FULL RETIREMENT 5695 - Dell Poweradga 2500 Server JANZINEE  UANZIZAE |
156023 [TRANSFER 5868 - HYPER BUNDLE/US ROBOTICS 3COM lbunzoizaz uwemzaa |
156765 [FULL RETIREMENT 5865 - HYPER EUNDLE/US ROBOTICS 300M lausamz1e lavsamza [
| 154080 FULL RETIREMENT 5995 - UNIX ALPHASERVER 4100-5/300 JANZI33 AN201393 |
153580 TRANSFER EO1E - PURGE AND TRAP CONCENTRATOR NOVZ0IZ13  [NOv201213 |
1560125 TRANSFER 5059 - MADGE ACCESS SWITCH UUNZIN33 JUNZ3A3 |
156769 |FULL RETIREMENT B053 - MADGE ACCESS SWITCH lavg 201314 laugomzae |
156025 [TRANSFER 5195 - CABLETRON SMARTSWITCH 6000 lbunzomzaz uwzoizaa |
156767 |FULL RETIREMENT 5195 - CABLETRON SWARTSWITCH 5000 lavg 201314 Jaugam31s [ ],

Book |FWS CORP BOOKS

[ Amantized Adjustmant

Comments |SOLD/REMOVED FROM INVENTORY

Return to Find Transactions Window

ATTN: IF YOU WANT TO RETURN TO THE FIND TRANSACTIONS WINDOW TO EDIT SEARCH CRITERIA OR START A NEW

®

SEARCH, CLICK THE FIND ICON . THE FIND TRANSACTIONS WINDOW DISPLAYS.

Foldzr Tools Actions Window Help

D& 8 SGP

g I E AT 2

| ?
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Document ID: PA0040
Effective Date: 08/07/2014

Equipment Inventory-Transaction History

VIEW TRANSACTION HISTORY WINDOW

The Transaction History window displays the results from the asset search criteria entered on the
Find Transactions window. This window displays:

O O O O O

Asset Reference Number

Transaction Type (i.e. Addition, Transfer, Full Retirement)

Asset Number and Description

Period Effective Date
Period Entered Date

For the selected row, additional information will be displayed at the bottom of the screen:

Book: default is FMS CORP BOOKS
Amortized Adjustment checkbox: If box is checked the asset is being amortized.

Comments: comments entered with the transaction. As you click on an asset (different
row) the comment will be associated with that particular asset.

O O

Reference
MNurnber

m
157608
187611
158644
187607
157609
184182
186333
186334
186335
186336
1566ES
186337
186338

Transaction Type
TRAMNSFER

TRANSFER

FULL RETIREMENT
TRANSFER
TRANSFER
TRANSFER

FULL RETIREMENT
ADDITION
TRANSFER IM
ADDITION
TRANSFER IM
ADJUSTMENT
ADDITION
TRANSFER IM

Book FMS CORP BOOKS
Armortized Adjustrment

Comments |AS PER DEPT

Asset Mumber - Description
667 - MICROVYAY SCREAMER-LY 566

G569 -
7136 -
7145 -
7164 -
7166 -

7443

SCREAMER-LX S66NT

SUN ENTERPRIZE 450 SERVER w0022

INFOCUS LITEPROD 420
SCREAMER-LX S66NT

MICROWWAY SCREAMER-LX 566
- ALPHASERYER 4100/4000 MEMORY OPTION

54016 - WNxE300
54016 - WNxE300
54017 - WA 10K
54017 - WA 10K
54017 - WA 10K

54015 -
54015 -

ES30 15 X 2TB HDD SHELF UPGRADE
ES30 15 X 2TB HDD SHELF UPGRADE

Periods
Effective
MO 2013-14

MO 2013-14
MO 2013-14
WAY 2014-14
MO 2013-14
MO 2013-14
JAN 2013-13
JUN 2013-13
JUN 2013-13
JUN 2013-13
JUN 2013-13
JUL 2013-14
JUN 2013-13
JUN 2013-13

Entered [1]
MOY 2013-14 =

MO 2013-14
MO 2013-14
WAY 2014-14
MO 2013-14
MO 2013-14
JAN 2013-13
JUN 2013-13
JUN 2013-13
JUN 2013-13
JUN 2013-13
JUL 2013-14
JUN 2013-13
JUN 2013-13 -

DRILLDOWN INTO ASSET TRANSACTION DETAILS

You can drilldown into the Transaction Detail window from the Transaction History window.

1. Click on the Asset row to view more details. A blue highlight will appear on the row.
2. Click the Details button (see screen shot above). The Transaction Detail window displays.
3. View the Transaction Detail window detailing the asset information.

4. Click on the horizontal scroll bar and scroll right, to view all the asset detail fields.
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Document ID: PA0040
Effective Date: 08/07/2014

Equipment Inventory-Transaction History

Drilldown into Asset Transaction Type: Addition

If you drilldown from a Transaction Type: Addition, the following Transaction Detail window will be

displayed:

O Trangsaction Detail

Current Cost Original Cost Salvage Value Recoverable Cost | Revaluation Ceiling
After 33 818.00] 39,818.00 0.00 33,818.00
4] »
Field Description of Fields used by OU
Current Cost Current cost of asset.
Original Cost The original cost of the asset.
Recoverable Cost The value of the asset taking the original cost less the salvage value.
Method Straight-line depreciation.
Life The depreciable life of the asset in years.

Prorate Convention

Prorate conventions; i.e., Half Year.

Prorate Date

The date applied to the prorate convention.

Date Placed in Service

The date the asset was originally placed in service.

Depreciate

If Depreciate checkbox marked, the asset is depreciable.

Asset Number-Description

The asset number assigned to the asset and the asset description.

Drilldown into Asset Transaction Type: Transfer In

If you drilldown from a Transaction Type: Transfer In, the following Transaction Detail window will
be displayed:

= —ol x

Unit Ermployee

Change  Units Mame Mumber Expense Account Locatian

| 1 Bobcal, Jane 123456 0B0-6:400-2901 0-721 000-000000000 (290109100 UNASSIGN =
Field Description of Fields used by OU
Unit Change Identifies the number change in assets.
Units Identifies the number of assets transferred in or added.

Employee Name Employee to which asset is assigned.

Employee Number Employee number.

Expense Account The cost center to which the asset was charged.
Location Click in the location field then click the Edit field icon to display department,
building/room number, campus location, and state location of the asset.
Page 8 /l\
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Document ID: PA0040 Equipment Inventory-Transaction History
Effective Date: 08/07/2014

Drilldown into Asset Transaction Type: Full Retirement

If you drilldown from a Transaction Type: Full Retirement, the following Transaction Detail window
will be displayed.

ion Detail

Status |Processed

Retire Date | 13-MAY-2014

Current Units 1 Current Cost 13,469.00
Units Retired 1 Cost Retired 13,469.00
Retirement Type OTHER Proceeds of Sale 0.00
Cost of Removal 0.o0
Retirement Comvention  HALF YEAR Gain/Loss Amount (10,775.22)
Straight Line Method Life Years Months
Check/lnyoice Sald To
Trade in Asset Description [ | ]
Field Description of Fields used by OU
Retire Date The date the asset was retired.
Current Units The current units associated with the asset.
Units Retired The number of asset units being retired.
Retirement Type Other, Sold, Auction Sale, or Scrapped.
Retirement Convention Half Year
Current Cost Current cost of asset.
Cost Retired Cost of the asset at retirement date.
Gain/Loss Amount Gain or Loss of the asset being retired.

Drilldown into Asset Transaction Type: Adjustment

If you drilldown from a Transaction Type: Adjustment, the following Transaction Detail window will
display any adjustment made to an existing asset. You may view the asset information before and
after the adjustment. See the Drilldown into Asset Transaction Type: Addition section for this
document for table descriptions.

Cost Original Cost Salvage Yalue Recoverable Cost ||Revaluation Ceiling Method Life| Adjusted Rate Capacity Unit of Measure Prarate Corwention Prorate Date Date Placed in Service
3.463.00 13,465.00 0.00 13.469.00 STL 500 HALF YEAR 01-JAN-2014 [30-APR-2014
13,465.00 0.00 13.469.00 STL 500 HALF YEAR 01-JAN-2013 30-JUN-2013

«

O Transaction Detail

Current Cost Qriginal Cost Salvage Walue Recoverable Cost ||Rpvaluation Ceiling Method Life| Adjusted Rate
Before 267 55260 267 552.60 0.00 267 552.60 STL 1.00
After 670,4581.05 267 552.60 0.00 670,481.05 STL 1.00

Capacity Unit of Me
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