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Overview 
A special Asset Book was created to manage the County’s non-capitalized assets.  This document lists the 
jobs that will be performed for this kind of assets.  
 
Log in using your username and password to the Oracle environment and follow along with the job aid 
steps to complete each one.  
 
Please feel free to ask any questions throughout. 
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Add a Manual Asset – Expensed Asset 

Audience: Asset Accountant, Asset Accounting Manager 
Purpose: Manually add a single asset by entering all required information and any 
optional information directly into Assets using:  

•The Add Assets page (generally used to enter a single asset)  
This job aid will assist you in adding an asset through the Asset Module. 

 Step Action 

1 

On the Home page click on the Fixed Asset icon then click Asset. 

 

2 

Click on Task menu (right side of screen). Click on Add Asset. 

 

3 

In the Add Asset screen, enter: Category, Description, Cost, Number of Units, Expense 
Account, Location. Click the Next button. 
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4 

The Add Asset Form opens.    
 
In the Descriptive Details, optionally add Tag Number, Serial Number, Parent Asset 
Number, Manufacturer, Model. 

 
 

5 

In the Assignments Area, optionally enter an Employee in the Employee Name field 
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6 

Optionally enter Asset Key for Expense Major / Minor Category 
 

 
 

 
 

7 

Click the Submit button. 

 
 
Asset is created successfully.   Use the Inquiry Asset job aid to find the asset number if 
desired. 
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Inquire Asset 

Audience: Asset Accountant, Asset Accounting Manager 
Purpose: Find an asset in the system and see its attributes. 
 

 Step Action 

1 

Navigate from the Home page to Fixed Asset and Asset Inquiry. 

 

2 

Enter what you know about the Asset(s) to find it/them.  Then click Search.  Use 1% in the 
Asset Number. 
 

 
 

3 
All the information about the asset is displayed: 
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Transfer an Asset 

Audience: Asset Accountant, Asset Accounting Manager 
Purpose: You can transfer assets between employees, depreciation expense accounts, 
and locations. Consider the following points when transferring assets: 

•You can change the transfer date to a date in a prior period for a particular 
transfer, but the transfer must occur within the current fiscal year.  
•You can change the transfer date of an asset to a prior period only once per asset.  
•You can't transfer an asset to a future period.  
•You can't transfer assets from one corporate book to another corporate book.  

This job aid will assist you with the steps required to transfer an asset. 
 Step Action 

1 

On the Home page click on the Fixed Asset icon then click Asset. 

 

2 
Click on Task list on right of your screen. Click Transfer Assets. 
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3 

Search and select an asset to transfer. 
 

 
 
 

4 

Click the Transfer Assets button. 
 

 
5 The Transaction Details and Assignment Details display.  
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Enter "0" in the New Units amount in the existing line. 

6 

Within Assignment Details, click the Plus icon to add a new assignment line. 

 

7 

In the new line, enter New Units. 

 

8 

Optionally enter Employee Name.   Enter Depreciation Expense Account. Enter Location. 
 

 

9 

Click the Submit button. 

 
10 Click Done to close the form. 
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Retire Asset 

Audience: Asset Accountant, Asset Accounting Manager 
Purpose: Retire an asset when it's no longer in service, for example, if it was stolen, lost, 
damaged, sold, or returned. 
When retiring assets, you can retire an asset completely if the entire asset is no longer in 
service. You can retire part of an asset if only a portion of the asset is no longer in service. 
This job aid will assist you with the steps required to retire an asset. 

 Step Action 

1 

Navigate from the Home page to Fixed Asset and Assets. 

 

2 

Click on Task list on right of your screen to see Asset related Links. 
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3 

Click on Retire Asset. You should then be able to Search for the Asset to be Retired.

 

4 

Scroll as necessary and click the line to select the Asset to be retired. 

 

5 
Click on Retire Cost or Retire Units button. This will allow the Cost or Unit field to become 
editable.  
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6 

Edit Cost or Units. 

 
7 Choose Retirement Reason from drop-down List. 

8 

Click Submit. 

 
9 Click Done. The asset is retired. 
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