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 Introduction and Logging In 

Purpose 
This document will outline how to use the Asset Workbench function to add or update the Placed in 
Service (PIS) date of an asset. When the PIS date is changed, a journal entry will be automatically 
generated to catch up depreciation, if necessary. 
 

1. To access the Oracle Gateway go to http://fss.finance.harvard.edu/applications. 
 

2. Click the Oracle System Applications link under ORACLE FINANCIAL GATEWAY. 
 

3. Log in with your HUID and PIN. The Oracle Homepage will open. 
 

4. From the Homepage, select your Fixed Asset Responsibility, which will begin as HRVD^FA^ 
 

 
 

5. A series of functions will open beneath your Fixed Asset Responsibility. 

 

6. Select the Assets function. 

 

http://fss.finance.harvard.edu/applications
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 7. Select the Asset Workbench function. This will open the form within the application. 

 
 A reminder that the Fixed Assets module is an Oracle forms application and requires 

the Java Runtime Environment (JRE). For more information about the JRE, see the JRE 
troubleshooting guide.

http://fss.finance.harvard.edu/files/fss/files/jre_troubleshooting_guide.pdf
http://fss.finance.harvard.edu/files/fss/files/jre_troubleshooting_guide.pdf
http://fss.finance.harvard.edu/files/fss/files/jre_troubleshooting_guide.pdf
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 Change an Asset’s PIS Date 

1. In the Find Assets window, fill any fields that will help you narrow down your search for the 
item. 

 

 
 

2. Select Find. 
 

 Your results will appear in the Assets window. 
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3. Highlight the line you wish to alter. This can be done with your mouse or keypad. 
 

 
 

4. Select Books.  
 

 The Books window will appear. 
 

5. Click on look-up in the Book field. 
 

 This will populate the field with HRVD BOOK. 
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 6. Click into the Current Cost field. 

 
 Below the data in the Financial Information section and the Depreciation tab will become 

highlighted. 
 

 
 

7. Update the Date in Service field. You can type in the date or use the look-up to select a date 
from a calendar. 
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 8. Select Done. 

 
 A notification that the record has been applied and saved will appear. 

 



  

Revised: June 2021  For Harvard Business Use Only P a g e  | 8 
  FA-010: Asset Workbench - Change an Asset’s Placed in Service (PIS) Date 

 
HARVARD 

UNIVERSITY 
Oracle Fixed Assets (OFA) 

Asset Workbench - Change an Asset’s Placed in Service (PIS) 
 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. 
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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. 

mailto:ithelp@harvard.edu
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