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Asset Management Queries 
 
 

VTAMR001 – Asset Physical Inventory Report 

Purpose Lists all in-service assets and their locations to be used for physical inventory 

Prompts AM business unit 

Columns AM business unit, location, document, dept ID, asset id and description, tag 

number, in-service date and cost 

 
 

VT_AM_ASSET_LIST – All in service assets for a BU 

Purpose Lists detail information about all currently in-service assets for a given 
business unit 

Prompts AM business unit, location and dept ID. Can use % for location and dept ID. 

Columns AM business unit, asset id and description, location, location detail, taggable 
asset, tag number, serial id, all chartfields, asset category, profile id, quantity, 
cost, acquisition code and acquisition date. 

 
 

VT_AM_ASSET_CUST_LIST - In service assets BU Custodian 

Purpose Lists detail information about all currently in-service assets for a given 
business unit, including custodian. (The same as VT_AM_ASSET_LIST query 
with the addition of asset custodian.) 

Prompts AM business unit, location and dept ID. Can use % for location and dept ID. 

Columns AM business unit, asset id and description, custodian, location, location detail, 
taggable asset, tag number, serial id, all chartfields, asset category, profile id, 
quantity, cost, acquisition code and acquisition date. 

 
 

VT_ASSET_COST_UNDER_1000 – Assets in service cost <1000 

Purpose Lists assets for a given business unit whose asset amount is less than $1,000 

Prompts AM business Unit 

Columns AM business unit, asset id and description, custodian, location, tag number 
and amount 

 

Purpose Expenditure detail related to construction in process for ACFR reporting 
purposes 

Prompts Range of journal dates, GL business unit, dept ID, fund and project 

Columns GL & AP business units, all chartfields, journal info, AP voucher, deposit ID, AR 
item/BI invoice, and amount 

 

VT_MER_ASSETS_NO_DEPTID – Assets w/no Dept ID – Used for month-end closing 

Purpose Lists assets with no dept ID 

VT_CIP_DETAIL – Expenditure Detail for CIP – Used for year-end CAFR reporting 



Page 4 of 102 
 

Prompts AM business Unit 

Columns AM business unit, asset ID and description, location, location detail, all 
chartfields, category, profile ID, quantity and cost 

 

VT_MER_ASSET_REVIEW – Use to review new added assets– Used for month-end closing 

Purpose Provides information for assets added within the provided date range 

Prompts AM business unit, dept ID, location and a range of accounting dates (% may 
used for all dept id and locations) 

Columns Accounting Date, AM business unit, asset ID, quantity, cost, description, 
location, taggable, tag number, fund, dept ID, category, profile ID, acquisition 
date, transaction date and transaction type 

 

VT_MER_ASSETS_NO_ACCTG_ENTRIES – Assets with no Acctg Entries – Used for 
month-end closing 

Purpose Provides information for assets that do not have accounting entries 

Prompts AM business unit 

Columns AM business unit, asset ID, quantity, amount, description, status, fund, dept 
ID, capitalize flag, acquisition date, profile ID and category 

 

VT_MER_ASSET_NO_FUND_NO_DEPTID – ISF Assets w/No Fund – Used for month-end 
closing 

Purpose Lists assets with either no dept ID or fund – NOTE: should only be run for 
BU’s with Proprietary or Fiduciary funds 

Prompts AM business unit 

Columns AM business unit, asset ID, description, location, location detail, all chartfields, 
category, profile ID, quantity and cost 

 

VT_MER_ASSET_NOT_ADDED – Vchr over $4,999 – Asset? – Used for month-end closing 

Purpose Lists assets $5,000 or over to typical capital asset accounts that were not 
capitalized 

Prompts GL business unit, AM business unit and range of accounting dates 

Columns GL business unit, AP business unit, AM business unit, supplier ID and name, 

voucher ID, Invoice number and date, voucher line number, description, 
account, amount, accounting date, unit price and quantity 

 

 

VT_MER_ASSETS_POSTED_NOT_JG – Assets not posted not JG – Used for month-end 
closing 

Purpose Lists information for assets that are posted but not journal generated 

Prompts AM business unit and before accounting date 

Columns GL business unit, AM business unit, asset ID, user ID, acctg date, all 
chartfields, amount, distribution status and date/time stamp 

 



Page 5 of 102 
 

Cost Activity Report 
 

Possible situations when this report should be run: Summary report provides cost activity by Chartfield, 
by Category or by Account. Selecting Detail Report provides information by Asset Id.; Both reports 
include Beginning Cost balance plus Additions less transfers/recategorized less Retirements for Ending 
Cost Balance. WorkCenter navigation is recommended. 

WorkCenter navigation: Asset Management WorkCenter > Reports/Queries page>Reports/Processes 
pagelet> Financial Reports > Cost Activity 

Navigator Menu navigation: Asset Management > Financial Reports > Cost and Depreciation > Cost 
Activity 
 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  
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Cost Activity Page Displays 

• Open Report Print Options

 

• CF Template ID – DEFAULT (dropdown) 
o Click Update/Add CF Template 

o Click OK 
 

 
 

Enter information on Cost Activity page 

• Reported by – Asset Category 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 
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• Category – Enter or select from dropdown or leave blank for all categories 

• Type of Report – Choose Detail or Summary 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

• Click Run 

 

 

 

The Process Scheduler Request page displays 

Process Scheduler Request Page 

 

Process List 

• Select – Cost Activity Detail Report – AMAS2000 

• Type – Web is recommended 
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• Format – PDF is recommended 

Click OK 

Cost Activity page will re-appear 

Click Process Monitor 

The Process Monitor page will be displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

Click on the hyperlink: Cost Activity Detail Report 
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Example of Report Output 
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Cost and Depreciation Summary 
 
Possible situations when this report should be run: Access the Cost and Depreciation Summary page 
to review summarized depreciation activity, cost activity, and net book value. All summary pages allow 
for drill-down To “Select Field” options (for all Assets) by Account, Category, Profile ID, and all 
Chartfields. Asset ID detail allows for drill-down to Asset Basic Add pages. 

WorkCenter navigation: Asset Management WorkCenter > Reports/Queries page>Reports/Processes 
pagelet> Financial Reports > Cost and Depreciation Summary 

Navigator Menu navigation: Asset Management > Financial Reports > Cost and Depreciation Summary 

The Cost and Depreciation Page Displays 

 

Enter information Cost and Depreciation page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Group Type – Defaults to None 

 

Click on Search 



Page 11 of 102 
 

The Cost and Depreciation by Period populates for Fiscal Year and Period 

 

The Cost and Depreciation Summary Report Displays 

The summary report by Chartfield has additional information that may be view by page for NBV, 
Depreciation Activity, Cost Activity. 

• Select Field (Asset Category) 

The Cost and Depreciation by Chartfield Displays 

• Net Book Value Page 

• Depreciation Activity 

• Cost Activity 

Drill-down To – Select Field (ALL Assets) 
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The Cost and Depreciation by Asset Displays 

 

Select Asset ID and Drill-down to Component using dropdown 

Click GO! 
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The Basic Add page displays 
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Download Cost and Depreciation by Chartfield Table to Excel 

• Go back to Cost and Depreciation by Chartfield page 

• Select Asset ID  

• Select Drill-down to Asset Depreciation using dropdown 

• Click GO!    

 

Asset Depreciation page displays 

• Click on the Depreciation tab 

• Download to Excel using the download icon (red circle) 

 

 



Page 15 of 102 
 

Depreciation Activity  

Possible situations when this report should be run: The Summary report provides depreciation 
activity by Category or by Account and the Detail Report by Category or by Account and Asset ID; Both 
reports include Beginning Depreciation balance plus Additions less transfers/recategorized less 
Retirements for Ending Depreciation Balance. 

WorkCenter navigation: Asset Management WorkCenter > Reports/Queries page>Reports/Processes 
pagelet> Financial Reports > Depreciation Activity 

Navigator Menu navigation: Asset Management > Financial Reports > Cost and Depreciation > Depreciation 
Activity 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches 

 

The Depreciation Activity page displays 
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Enter information on Depreciation Activity page 

• Reported by – Asset Category 

• CF Template ID – DEFAULT or Click Update/Add Template 

Click Update/Add CF Template to create template if not found in dropdown 

Report Template page opens 

• CF Template ID – enter DEFAULT, click Add Template 

• Click on OK 

 

Chartfield Format Template is displayed 

Click OK 
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Enter information on Depreciation Activity page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Category– Enter or select or leave blank for all categories 

• Type of Report – Choose Detail or Summary 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click Run 

 

The Process Scheduler Request page displays 

Process Scheduler Request page 
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Process List 

• Select – Depreciation Activity Detail - AMDP2000 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Depreciation Activity page will be displayed 

Click on Process Monitor 

The Process Monitor page will be displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink Depreciation Activity Detail  
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Example of Report Output 
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Asset Net Book Value  

Possible situations when this report should be run: To view cost activity, depreciation and NBV by 
Chartfield, by Category, Location, or by Account. The report shows the Cost Balance, Current year 
depreciation activity, LTD Depreciation and NBV. 

WorkCenter navigation: Asset Management WorkCenter > Reports/Queries page>Reports/Processes 
pagelet> Financial Reports > Asset Net Book Value 

Navigator Menu navigation: Asset Management > Financial Reports > Cost and Depreciation > Asset 
Net Book Value 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches 

The Asset Net Book Value page displays 

• Include Transfers and Include Retirements – defaults to include with checked boxes 
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Enter information on Asset Net Book Value page 

Open Report Print Options 

• Reported by – Enter or select from dropdown 

• CF Template ID – Enter or select ASSETS from dropdown or create CF Template by clicking 

Update/Add CF Template 

o CF Template ID – Enter Assets and click Add Template 

 

The Report Template displays 

 

Click OK 

The Asset Net Book Value page displays, enter 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Type of Report – Choose Detail or Summary 

• Location and or Category – May filter search results by fields in dropdown 

• Chartfields – May filter search results by Chartfield using dropdown 
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NOTE: Enter timeframe in only one of the 2 below sections 

• As of Fiscal Year/Period Range – Enter timeframe to be reported on; or 

• Date Range – Enter timeframe to be reported on 

 

 

Click on Run 
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The Process Scheduler Request page displays 

Process Scheduler Request Page 

 

Process List 

• Select – Asset Net Book Value Detail Report 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

Asset Net Book Value page will appear 

Click Process Monitor 

The Process Monitor page will appear 

Click Refresh until Run Status is Success and Distribution Status is Posted  
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Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink Asset Net Book Value Detail  

Example of Report Output 
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Retirement Activity 

Possible situations when this report should be run: This report lists retirement related information. 

WorkCenter navigation: Asset Management WorkCenter > Reports/Queries page>Reports/Processes 
pagelet> Financial Reports > Cost Activity 

Navigator Menu navigation: Asset Management > Financial Reports > Retirement > Retirement Activity 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches 

The Retirement Activity page displays 
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Enter information on Account Activity Summary page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• As of date – Enter or select 

Click on Run 

The Process Scheduler Request page displays 

  

Process List 

• Select – Retirement Activity - AMRT2100 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

 

The Retirement Activity page displays  
 

Click Process Monitor 
 

The Process Monitor page displays 
 

Click Refresh until Run Status is Success and Distribution Status is Posted 
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Click on Report Manager link 

The Report Manager page is displayed 

Click on Administration tab 

Click on the hyperlink Retirement Activity report 
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Example of Report Output 
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Accounting Entry Detail-Depreciation 

Possible situations when this report should be run: To review depreciation activity per asset providing totals 
for each type of transaction (prior period depreciation, additions, adjustments, recategorizations, transfers, 
retirements and depreciation). 

Navigator Menu navigation: Asset Management > Financial Reports > Accounting Entries > Account 
Activity Summary 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches 

The Account Activity page displays 
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Enter information on Account Activity Summary page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Account – Enter or select an Accumulated Depreciation account 

• Type of Report – Choose Detail or Summary 

• For Depr and Net – Choose either if you want to include assets that were retired and/or 

transferred 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click on Run 

The Process Scheduler Request page displays 

  

Process List 

• Select – Retirement Activity - AMRT2100 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Account Activity page is redisplayed 

Click Process Monitor 

The Process Monitor page is displayed 
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Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

Click on the hyperlink Account Entry Detail – Depr report 
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Example of Report Output 
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Account Activity Summary-Cost 

Possible situations when this report should be run: This report lists cost and related transaction 
amounts per account with Chartfield detail. Used to review cost activity per asset providing totals for 
each type of transaction (additions, adjustments, reclassification, transfers and retirements). 

Navigator Menu navigation: Asset Management > Financial Reports > Accounting Entries > Account 
Activity Summary 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches 

The Account Activity page displays 
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Enter information on Account Activity Summary page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Account – Enter or select an Asset account or leave blank for all accounts. Selecting an 

Accumulated Depreciation account will result in a blank report. 

• Type of Report – Choose Detail or Summary 

• For Depr and Net – Choose either if you want to include assets that were retired and/or 

transferred 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click on Run 

The Process Scheduler Request page displays 

  

Process List 

• Select – Retirement Activity - AMRT2100 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Account Activity page displays  

Click Process Monitor 
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The Process Monitor page displays 

Click Process Monitor 

Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager link 

The Report Manager page is displayed 

Click on Administration tab 

 

 

Click on the hyperlink Account Activity Summary – Cost report 
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Example of Report Output 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 37 of 102 
 

Accounting Entry Detail 

Possible situations when this report should be run: To review journal entries details affecting each asset. 

Navigator Menu navigation: Asset Management > Financial Reports > Accounting Entries > Account Entry 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches 
 

The Account Entry Page displays: 
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Enter information on Account Entry page 

• GL Unit – Enter or select a GL Business Unit 

• Ledger – Enter or select ACCRL/ADJ 

• Account – Enter or select desired account 

• Journal ID – Enter or select desired journal ID or leave blank for all 

• Type of Report – Choose Detail or Summary 

• Fiscal Year/Period Range – Enter timeframe to be reported on (or date range below) 

• Date Range – Enter timeframe to be reported on 

Click on Run 

The Process Scheduler Request page displays 

 

Click OK 

The Account Activity page displays  

Click Process Monitor 
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The Process Monitor page displays 

Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

 

Click on the hyperlink Account Entry Detail – All report 
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Example of Report Output 
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Account Entry Detail-Cost 

Possible situations when this report should be run: To review a list of cost and related transaction 
amounts per asset (additions, adjustments, transfers, recategorizations and retirements). The 
report includes each asset’s beginning and ending cost value. 

Navigator Menu navigation: Asset Management > Financial Reports > Accounting Entries > Account 
Activity Summary 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

 

The Account Activity Summary Page displays: 
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• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Account – Enter or select an Asset account or leave blank for all accounts. Selecting an 

Accumulated Depreciation account will result in a blank report. 

• Type of Report – Choose Detail or Summary 

• For Depr and Net – Choose either if you want to include assets that were retired and/or 

transferred 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click on Run 

The Process Scheduler Request page displays 

 

Click OK 

The Account Activity Summary page displays  

Click Process Monitor 
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The Process Monitor page displays 

Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink Account Entry Detail – Cost report 
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Example of Report Output 
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Accounting Entry Detail-Net Book Value 

Possible situations when this report should be run: This report lists cost balance, YTD and LTD depreciation 
and NBV amounts per asset. 

Navigator Menu navigation: Asset Management > Financial Reports > Accounting Entries > Account 
Activity Summary 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

 
The Account Activity Summary Page displays: 
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• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Type of Report – Choose Detail or Summary 

• For Depr and Net – Choose either if you want to include assets that were retired and/or 

transferred 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click on Run 

The Process Scheduler Request page displays 

 

Click OK 

The Account Activity page displays  

Click Process Monitor 
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The Process Monitor page displays 

Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

 

Click on the hyperlink Account Entry Detail – NBV report 
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Example of Report Output 
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Account Activity Summary-Depreciation 

Possible situations when this report should be run: This report lists depreciation and related transaction 
amount by account with Chartfields and report totals. 

 
Navigator Menu navigation: Asset Management > Financial Reports > Accounting Entries > Account Activity Summary 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

 
The Account Activity Summary Page displays: 
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• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Type of Report – Choose Detail or Summary 

• For Depr and Net – Choose either if you want to include assets that were retired and/or 

transferred 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click on Run 

The Process Scheduler Request page displays 

 

Click OK 

The Account Activity page displays  

Click Process Monitor 
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The Process Monitor page displays 

Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink Account Activity Summary – Dep report 
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Example of Report Output 
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Account Activity Summary-Net Book Value 
 

Possible situations when this report should be run: To review in summary or by asset ID the Cost Balance 
and associated Depreciation for both current year and life to date and NBV. Sorted by Account. 

Navigator Menu navigation: Asset Management > Financial Reports > Accounting Entries > Account 
Activity Summary 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  
 

The Account Activity Summary Page displays: 
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• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Account – Enter or select an Accumulated Depreciation account 

• Type of Report – Choose Detail or Summary 

• For Depr and Net – Choose either if you want to include assets that were retired and/or 

transferred 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click on Run 

The Process Scheduler Request page displays 

 

Click OK 

The Account Activity page displays  

Click Process Monitor 
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The Process Monitor page displays 

Click Refresh until Run Status is Success and Distribution Status is Posted 

 

Click on Report Manager link 

The Report Manager page displays 

Click on Administration tab 

Click on the hyperlink Account Activity Summary – Net report 
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Example of Report Output 
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Asset Acquisition by Chartfield 
 

Possible situations when this report should be run: This report lists asset information to review by Asset 
Id the Cost, Current Year and Life-to-date Depreciation and the Net Book Value sorted by Chartfield detail. 
Report Totals by Chartfield. 

Navigator Menu navigation: Asset Management > Financial Reports > Asset Details > Acquisitions 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

 
The Acquisitions Page displays 

Enter information on Acquisition page
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Under Report Print Options: 

• Reported By – Enter Chartfield from dropdown 

• CF Template ID – Enter or select ASSETS from dropdown; if Asset not listed then create CF 

template 

To create CF Template: 

Click Update/Add CF Template 

• CF Template ID: Enter ASSETS 

• Click Add template 
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Click OK 

The Acquisitions Page displays 
 

Enter Information on Acquisition Page Report Request Parameters 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Category – Enter from drop down 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be used when 
reporting 

• Type of Report – Choose Detail or Summary 
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Click on Run 

The Process Scheduler Request page displays 

 
 

Process List 

• Select – Asset Acquisition by Chartfield 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 
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The Acquisitions Page displays 
 

Click Process Monitor 
 

The Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  

 

 

Click on Report Manager link 

The Report Manager page displays 

Click on Administration tab 

 

Click on the hyperlink: Asset Acquisition by Chartfield report 
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Example of Report Output 
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Asset Acquisitions by In-service Date 
 

Possible situations when this report should be run: Report may be used to review asset information by 
Chartfield. Also includes by Asset Id the Cost, Current Year and Life-to-date Depreciation and the Net 
Book Value sorted by in-service date. 

Navigator Menu navigation: Asset Management > Financial Reports > Asset Details > Acquisitions 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

 

 
The Acquisitions Page displays 
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Under Report Print Options: 

• Reported By – Enter Chartfield from dropdown 

• CF Template ID – Enter or select ASSETS from dropdown; if Asset not listed then create CF 

template 

To create CF Template: 

Click Update/Add CF Template 

• CF Template ID: Enter ASSETS 

• Click Add template 

 

Click OK
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Click OK 

The Acquisitions Page displays 
 

Enter Information on Acquisition Page Report Request Parameters 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Category – Enter from drop down 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be used when 
reporting 

• Type of Report – Choose Detail or Summary 
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Click on Run 

The Process Scheduler Request page displays 

 
Process List 

• Select – Asset Acquisition by Chartfield 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 
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The Acquisitions Page displays 

Click Process Monitor 

The Process Monitor page displays 

Click Refresh until Run Status is Success and Distribution Status is Posted  

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink: Asset Acquisition by in Service report 
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Example of Report Output 
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Asset Categories 
 

Possible situations when this report should be run: Assists with setup of Assets by Listing all 
Categories/Descriptions available to use for entering assets and their associated depreciation status. 

Navigator Menu navigation: Set Up Financials/Supply Chain > Product Related > Asset Management > 
Reports > Asset Categories 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

The Asset Categories page displays 

 

Click Run 

Process Scheduler Request page displays 
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Asset Categories page displays 

Click Process Monitor 

The Process Monitor page displays 

Click Refresh until Run Status is Success and Distribution Status is Posted  

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 
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Click on the hyperlink: AMAS1100 – AMAS1100 report 

Example of Report Output 
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Asset Management Units/Books 
 

Possible situations when this report should be run: Assists with setup of assets by Listing all Business 
Units/by Business Unit and the last Asset Id assigned 

 
Navigator Menu navigation: Set Up Financials/Supply Chain > Business Unit Related > Reports 
> Asset Management Units/Books 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

Enter information on Asset Management Units/Books page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 
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Click Run 

Process Scheduler Request Page displays 

Click OK 

Asset Categories page displays 

Click Process Monitor 

The Process Monitor page displays 

 

Click Refresh until Run Status is Success and Distribution Status is Posted  

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 
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Click on the hyperlink: AMBU1000 – AMBU1000 report 

Example of Report Output: 
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Asset Transfers by Chartfield 
 

Possible situations when this report should be run: This Report shows all transfers out and transfers 
transactions ordered by Chartfield and by Asset ID. Typically used to correct an asset’s chartfield detail 
or missing required fields such as DEPT ID. 
 

Navigator Menu navigation: Asset Management > Financial Reports > Cost and Depreciation > Asset 
Transfers 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

The Asset Transfer page is displayed
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Under Report Print Options: 

Create CF Template: 

• Click Update/Add CF Template 

• CF Template ID: Enter CATEGORY 

• Click Add template 

 

Click OK 

Enter information on Asset Transfer page 

• Reported by - Enter Chartfield from dropdown 

• CF Template ID – Enter template or click Update/CF Template to create 

o CF Template ID – enter CATEGORY 

o Add Template 

 

Enter information on Asset Transfer page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Type of Report – Choose Detail or Summary 
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Click OK 
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Click Run 

Process Scheduler Request Page 

 

Click OK 

Click Process Monitor 

Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  

 

Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 
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Click on the hyperlink: Asset Transfers by Chartfield report 

Example of Report Output: 
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Assets by Asset ID 
 

Possible situations when this report should be run: List Assets by Asset ID; includes tag number, Acq 
date, Cost Balance, YTD Depr, LTD Depr, NBV. Helpful for reviewing, monitoring and reporting on assets. 

Navigator Menu navigation: Asset Management > Financial Reports > Asset Details > by Location 

 
Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

The By Location page is displayed 
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Enter information on Asset by Location page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Type of Report – Choose Detail or Summary 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click Run 

Process Scheduler Request Page 

 
 
Process List 

• Select – Asset List by Asset ID – AMAS2210 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

Click Process Monitor 

Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  
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Click on Report Manager 

The Report Manager page is dis 

Click on Administration tab 

 

Click on the hyperlink: Asset List by Asset ID report 

Example of Report Output:
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Assets by Location 
 

Possible situations when this report should be run: Lists assets information by Location and Asset ID; 
provides Tag Number and Acq Date. Helpful in reviewing and determining location codes to use during 
setup. 

Navigator Menu navigation: Asset Management > Financial Reports > Asset Details > by Location 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

The By Location page is displayed 
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Enter information on Asset by Location page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Location – Enter, select from dropdown, or leave blank for all location codes 

• Category – Enter or select from dropdown 

• Type of Report – Choose Detail or Summary 

NOTE: Enter timeframe in only one of the three below sections 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

• Fiscal Year Period OR Date – Enter timeframe to be reported on. This section should only be 

used when reporting on the current year activity. 

Click Run 

Process Scheduler Request Page 

 
 
Process List 

• Select – Asset List by Asset ID – AMAS2210 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The By Location page is displayed 

Click Process Monitor 

Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  
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Click Report Manager link 

 

The Report Manager page displays  

 

Click Administration tab 

 

Click on the hyperlink: Asset List by Asset ID report 
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Example of Report Output: 
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Depreciation by Fiscal Year 
 

Possible situations when this report should be run: Reports depreciation by fiscal year by asset, 
category, project, or department. 

Navigator Menu navigation: Asset Management > Financial Reports > Cost and Depreciation > Depreciation 
by Fiscal Year 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

 

The Depreciation by Fiscal Year page is displayed 
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Enter information on Depreciation by Fiscal Year page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Report by – Enter or select 

• Dept ID – Enter or select or leave blank 

• Fiscal Year Range – Enter timeframe to be reported on (from/through) 

Click on Run 

The Process Scheduler Request page displays 

 

Process List 

• Select – Depre by Year– AMDP2300 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Depreciation by Fiscal Year page is displayed 

Click Process Monitor 

Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  
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Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink: Depr by Year report 
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Example of Report Output: 
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Depreciation by Period 
 

Possible situations when this report should be run: This report sorts depreciation by period by Asset Id, 
category, project or department. 

Navigator Menu navigation: Asset Management > Financial Reports > Cost and Depreciation > Depreciation 
by Period 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

The Depreciation by Period page is displayed 
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Enter information on Depreciation by Fiscal Year page 

• Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Report by – Enter or select from dropdown 

• Dept ID – Enter or select from dropdown 

• Fiscal Year Range – Enter timeframe to be reported on (from/through) 

• Date Range – Enter timeframe to be reported on 

Click on Run 

The Process Scheduler Request page displays 

 

Process List 

• Select – Depre by Year– AMDP2300 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Depreciation by Period page is displayed 

Click Process Monitor 

Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  
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Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink: Depr by Period report 
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Example of Report Output: 
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Retirement by Chartfield 

 
Possible situations when this report should be run: This report sorts retirement information by 
Chartfield. 

Navigator Menu navigation: Asset Management > Financial Reports > Retirement > Retirement 
Information 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

The Retirement Information page is displayed 
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Enter information on Retirement Information page 

• Business Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Type of Report – Choose Detail or Summary 

• Fund Code – Enter or select 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

Click Run 

The Process Scheduler Request page displays 

 

Process List 

• Select – Retirement Report by Chartfiel – AMRT2000 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

Click Process Monitor 

Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  
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Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink: Retirement Report by Chartfield 
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Example of Report Output: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 99 of 102 
 

Retirement by In Service Date 
 

Possible situations when this report should be run: This report lists retirement information with totals 
per in-service year/period. 

Navigator Menu navigation: Asset Management > Financial Reports > Retirement > Retirement 
Information 

 
 

Run Control ID 

• Click Add a New Value to create a unique run control ID, then click Add 

Or 
 

• Use the dropdowns for Recent Searches or Saved Searches  

 

The Retirement Information page is displayed 
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Enter information on Retirement Information page 

• Business Unit – Enter or select a Business Unit 

• Book Name – Enter or select ASSETS 

• Type of Report – Choose Detail or Summary 

• Fund Code – Enter or select 

• Fiscal Year/Period Range – Enter timeframe to be reported on 

• Date Range – Enter timeframe to be reported on 

Click Run 

The Process Scheduler Request page displays 

 

Process List 

• Select – Retirement Report by Chartfiel – AMRT2000 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

Click Process Monitor 

Process Monitor page is displayed 

Click Refresh until Run Status is Success and Distribution Status is Posted  
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Click on Report Manager 

The Report Manager page is displayed 

Click on Administration tab 

 

Click on the hyperlink: Retirement Report by In Service 
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Example of Report Output: 

 


