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Introduction and Logging In
Purpose
This document will outline how to use the Mass Additions function to associate an asset transaction to

anexisting asset by either performing an Add to Asset or by creating a Parent/Child Relationship. There
are two scenarios for when this might be necessary:

e Purchase is a component of an existing asset and needs to be added to the value of the existing
asset only. Under this scenario the component would depreciate on the same schedule as the
asset it is being added to.

e Purchase is a separate asset but will exist within a Parent/Child relationship with another asset.
Under this scenario both the Parent and Child asset would depreciate on their own schedules.

Access Fixed Assets through the Oracle Gateway

1. To access the Oracle Gateway go to https://huit.harvard.edu/finance

2. Click the “Oracle System Applications, Personal Homepage” link under ORACLE FINANCIAL
GATEWAY.
3. Login with your Harvard Key. The Oracle Homepage will open.

4. From the Homepage, select your Fixed Asset Responsibility, which will begin as HRVDAFAA

DRACL'E E-Business Suite

Ovacle Applications Homea Page

Main Men
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5. Aseries of folders will open beneath the Fixed Assets Responsibility.

H U Inguiry

(& L] Assets

# [ Mass Additions

() [ Mass Transactions
B L production

= Depreciation

O Tax

® L udget

& 1 physical Inventory
L setup

) L] other

6. Select the Mass Additions folder.

& U Mass Additions
= Prepare Mass Additions

7. Select the Prepare Mass Additions function. This will open the form within the application.

i Areminder that the FA module uses Java Web Start. For more information about Java Web

Start, find the Oracle Java Web Start Instructions.
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Find items in Prepare Mass Additions
After logging into Oracle Fixed Assets and navigating to Mass Additions > Prepare Mass Additions, the
Find Mass Additions window will open.

i Note that based on your user security, you will only see items that appear in your
school/unit’s queue.

1. Clickin the field you wish to use for your search and enter the appropriate information from the
Mass Additions Report. In this example, the item search is by PO Number.

2. Click Find to initiate your search based on the criteria entered.

i The Mass Additions Summary window will open, and the item(s) that match your search
criteria will be displayed on the screen.

=
Irvoice Mumber Fa_Dist_Line Irevoice Line Clueue Description
1 2 ADDITION REWIEW Cradenza =
40 4
oplit Add to Asset. Merge. .. Dpen
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Add to Asset - Tag Populated in AP

There are times when a user makes a purchase of an item that is a component of an existing asset and,
at time of purchase, populates the tag number of the existing asset in AP. If this is the case the
transaction populates Mass Additions with a status of ADDITION REVIEW.

1. Make sure the component purchase is associated to the appropriate asset by clicking on the
Add to Asset button.

e
=
lrvoice Murnber Fa_Dist_Line Irvoice Line CUeUE Description
1 2 ADDITION REWIEW Cradenza =
A4 4
oplit Add to Asset. Merge... Dpen

2. Verify the asset and click on the Cancel button.

-
=
Aszset Mumber || Description || Units Asset Type || Cost Date in Serice Gro
Microcentrifu 1| CAPITA... - 10.200.00 §30-JUM-2013
T T 3
Cancel Done
1. The Mass Additions Summary window will redisplay.
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3. Click Open.

1 |f the asset is not associated to the appropriate asset then you will first need to remove the
asset in order to disassociate it and then make sure to delete the Tag Number. If there is
another asset the item should be added to, follow the steps found in Add to Asset — No Tag.

To remove the asset, from Mass Additions Summary window

a. Click Remove.

L
=
Invoice Mumber Fa_Dist_Line Invaice Line Clueue Description
1 2 COST ADJUSTMENT  fCradenza =
B A 3
Remove Split Add to Asget herge. .. Cipen
b. You will receive a caution prompt. If you wish to proceed, click Ok.
O Caution
ﬁ APP-0OFA-A5257: Undo the cost adjustment far this m
addition?
Cancel
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To delete the Tag Number:

a. Click on the Open button on the Mass Additions Summary window.

b. Once in the Mass Additions window, locate the Tag Number field on the Asset
Details tab and delete the value in the field.

ADDITION REVIEWY

Eaele HRYD BOOK

on Type

Group

Location

Date in Service Jepreciate Cost

Azset Detalls

Asset Number Description |Cradenza

Tag Mumber 23784 Azset Key [325.20630.123365.3214¢
Serial Mumber Units |1

Agset Type |Capitalized ~ Parent Asset

Manufacturer Madel Murmhber
Lease Murmhber Warranty Mumber

Lessar [ln Use ¥ |n Physical Inventory

Froperty Type Cramership . v
Property Class Bought . ~

Fraject Details...

4. |If the asset is associated to the appropriate asset, then set the Queue, to POST and click Ok.

Glueue Mame
ADDITION REVIEWY
AP ADJUSTMEMNT

DEFT REVIEW

Delete
on Hold
TUEBE REVIEWY
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1. Once the Queue has been set to POST, the Queue will automatically change to COST
ADJUSTMENT.This is because it is understood that the value of this component is being added
to the value of the existing asset.

Source

Proj
©

Sou

5. Click Done.

Supplier Name

PO Murnher
ect Numhber
reate Batch

rce System

AP Charge Account

Comments

Project Details...

FEDERAL WINES AMD SPIRITE Supplier Mumber
40000763519 Source Batch

Task Mumher
316135941 Create Date
ORACLE PAYABLES Invaice Date

LEA MA CAMERIDGE.
5 ,000.00

450393

MASOTJAN2014-1

[07-dam-2014
01-DEC-2013

Cancel

Done

i The Mass Additions Summary window will display the Queue of COST ADJUSTMENT and this
record will be posted to the existing asset record in the nightly POST MASS ADDITIONS process.

=
Irvaice Murnber Fa_Dist_Line Irvaice Line Queue Description
1 2 COST ADJUSTMEMT  Cradenza
e »
Remove Zplit Add to Asset. IWerge. .. Clpen
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Add to Asset — No Tag

If a component of an existing asset is purchased but no tag was identified, you will need to locate the
transaction of the item just purchased and then search for and locate the asset that the component
needs to be added to.

1. Once you have found the transaction of the item just purchased, click on the Add to Asset
button.

f=} ha dditions Summary X 2

Inwoice Mumber | a Dist Line Queue | Invoice Line | Description

St 49 DAP| w42
Set 50 CY5 wi 42

i The Find Assets window will pop up, offering several different options for you to search for the
existing asset that the component needs to be added to.

2. Enter the search criteria in one of the fields and click Find.

Find by Asset Detail

Aszet Nurnber Description

Tag Mumber Categary

Serial Mumber Aszet Key
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i Note that there are multiple “Tabs” allowing you to search for assets using different types of
data.

O Find As
Find hy Asset Detail

Asset Mumber 11132 I Description
Tag Number Category [|_]
Serial Murnber Asset Key

The Add to Asset window will display all assets that meet the search criteria you entered. This example
uses Asset Number; therefore there is a unique match.

3. Review the asset and click Done.

e
=
Aszset Number || Description || Units Asset Type || Cost Date in Sermvice Gra
Microscope 2| CAPITA... - 17 ,500.00 §30-JUN-2013
T »
Cancel Done
Revised: June 2021 For Harvard Business Use Only Page | 10

FA-004: Mass Additions — Add to Asset



£:84 HARVARD Oracle Fixed Assets (OFA)
¥ UNIVERSITY Mass Additions - Overview

i You will be brought back to the Mass Additions Summary window and will notice that the
Queue has changed to ON HOLD.
If you would like to undo Add to Asset
a. Click Remove.
i You will receive a caution prompt.
b. If you wish to proceed, click Ok.

O Cautian

ﬁ APP-0OFA-45257: Undo the cost adjustment far this m

addition?

Cancel

5. Change the Queue to POST and click Ok.

Queue Mame
ADDITION REVIEWY
AP ADJUSTMENT

DEFT REVIEW
Delete

6. Click Done.
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.

1. The Mass Additions Summary window will display the Queue of COST ADJUSTMENT and this
record will be posted to the existing asset record in the nightly POST MASS ADDITIONS process.

ILIMIany

COST ADJUSTMEMT

MEWY

MEWY

MEWY

NEW Set 49 DAP| w42
= Set &0 CY5 wi 42
MEWY
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Creating a Parent/Child Relationship
Definition of Parent/Child Relationship:
e Two or more assets that work together but each will depreciate on their own schedule.
For example:
o Microscope and a Vibration Table
o Centrifuge and a Rotor
o Heavy Duty Truck, with multiple attachments (over $5,000.00)

To create a Parent/Child relationship between a new asset and an existing asset you need to have an
Asset Number for the existing asset.

1. Find the asset in Mass Additions that you would like to associate to a Parent asset and click

Open.
=
=
Invoice Mumhber Fa_Dist_Line Invoice Line Clueue Description
1 12 NEWY LC/MS APCI Sour
106710909 1 41 NEWY 1250 Infinity Autos]
105710909 1 40 | = 1290 Infinity Binar{ -
106710909 1 a7 | = |5400 Series Triple
CE4703999 1 36 Ew |MG-cITI, 38, App
106710909 1 30 Ew |Lcims APCI Sour
00063061 1 29 MEw \|Part #.CD-30-HR
105710909 1 29 NEWY 1290 Infinity Autost
4 Pl »
Split Add to Asset Merge. .. Open

2. Go to Asset Details tab and type in the Asset Number for the Parent Asset in the Parent Asset

field.
106710303
SCIEMTIFIC-MONSPONSORED
Date in o0 23 AMN-2014 e ate 4 5933.40
Asset Details
Asset Number Description [Lemis aPcl Source
Tag Mumber Asset Key [370.32556.000760.6002(
Serial Mumber Units |1
Asset Type |Capitalized - | Parent Asset |1148 | |
Manufacturer Model Mumber
Lease Mumber Warranty Mumber
Lessor M n Use W In Physical Inventary
Property Type Creenership
Property Class Bought
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3. Setthe Queue to POST, fill in the Assighment Location, and click the Done button.

Quele Mame
ADDITION REVIEYW
AP ADJUSTMENT
DEFT REWIEW
Delete

O Hold

TUE REVIEWY

The Mass Additions Summary window will display the Queue of POST and this record will be posted as
a child asset of the existing asset record, in the nightly POST MASS ADDITIONS process.
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Exiting the Module
Once you have completed your transaction(s) follow these steps to exit Oracle Fixed Assets.

To exit Oracle Fixed Assets, choose File, then Exit Oracle Applications (or, if using keyboard equivalents,
Alt-F, then X). This will close the application.

To exit out of Oracle completely, return to the Oracle Homepage and select Logout from the top right
corner or bottom middle.

ORACLE" EBusiness Suite

Logeud  Hukp

sgged In A SEEIITG
Oractu Applicatioim o Pags

e
Lepoit  Halp
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Questions?

If you have any questions, please contact the HUIT Support Center at 617-495-7777, or via email at
ithelp@harvard.edu.
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