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Introduction and Logging In

Purpose
This document will provide details on how to handle AP Adjustments to posted assets in Oracle Assets.

Access Fixed Assets through the Oracle Gateway

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

2. Select the “Oracle System Applications, Personal Homepage” link under ORACLE FINANCIAL
GATEWAY.

3. Log in with your Harvard Key. The Oracle Homepage will open.

4. From the Homepage, select your Fixed Asset responsibility, which will begin as HRVDAFA”

DRACLE E-Business Suite

Oracle Applications Home Page

Main keau

5. Aseries of folders will open beneath the Fixed Assets responsibility.

5 Inquiry

[ Assets

[ Mass Additions
O Mass Transactions
1 production

O Depreciation

3 Tax

Ll Budget

[ physical Inventory
I._—lm

J other
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6. Select the Mass Additions folder.

(= [ 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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Overview

AP

Submit AP Adjustment Adjustment

Invoice fed
to Mass

Identify
need for AP

Review Adj.
Invoice and

Adjustment processed

Adjustment Form in AP take action

Additions
system

Once an AP Adjustment Form has been submitted and approved the adjusting transaction and
corresponding entries will flow into Oracle Assets via the Mass Additions process. To reflect the change
of coding in Oracle Assets, these transactions will need to be matched to the existing asset record that is
being adjusted. If the adjustment was made prior to the asset being posted to the Asset Workbench,
then actions will need to be taken in Prepare Mass Additions. If the asset has already been posted to
the Asset Workbench then actions will need to be taken in both Prepare Mass Additions and in the
Asset Workbench. This work instruction will focus on AP Adjustments to assets that have been posted.

The following is a list of adjustment types/scenarios:
e Asset-to-Asset Object Code change (posted asset)
e Asset-to-Expense Object Code change (posted asset)
e  Org/Activity/Sub-Activity change (posted asset)
e Fund change (posted asset)

e Tub change (posted asset)
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AP Adjustments to Posted Assets Workflow

Except for an asset-to-expense object code change of a posted asset all other AP adjustments to posted
assets will follow the workflow below:

Review
adjusting
lines in
Prepare
Mass
Additions

Merge
adjusting
lines and

add to

posted
asset

Identify Make
Posted adjustment
Asset that using AP

Modify
Set merged asset
asset lines record in

needs to be Adjustment
adjusted form

to POST Asset
Workbench

1. Identify Posted Asset that needs to be adjusted.
2. Make adjustment using AP Adjustment form.

3. Review adjusting lines in Prepare Mass Additions.
4. Merge adjusting lines and add to posted asset.

5. Set merged asset lines to POST.

6. Modify asset record in Asset Workbench.
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Merging Adjusting Lines and Adding to Posted Asset

For any adjustments made to a posted asset, the standard practice is to review and merge the adjusting
lines. Once the lines are merged, they will then need to be added to the posted asset for which the
coding is needed to be changed.

Once you have identified that a posted asset needs to be adjusted it is useful to view the asset in the
Asset Workbench so that you can determine the invoice that needs to be adjusted. Using the
information from the Asset Workbench Detail, CIP Activity or WIP Activity reports, you can locate the
asset in question and determine the original invoice number.

This can be done from the Find Assets window that opened after you selected Prepare Mass Additions
in step 7 of Access Fixed Assets through the Oracle Gateway.

1. Entering the Asset Number of the asset in question in the Asset Number field.

O Find Assefs
By Asset
Azset Mumber 1673 Descrption
Tag Mumber Category Il

2. Select Find.

Lease Mumber Lessor

Description

— . - &
Addiions CuickAdditions Find

1. Once you have located the asset in the Asset window, you can determine the invoice number of
the asset.

=

Aggat Mumber Dezcriplion Tag Mumiber | Calegory Senal Mumber Azce| Key

3. Select Source Lines.

Additions GuickAdditions Soice Lines Bocks
AgEignments Eetiements Finantial Inquiry | ,_;e:n J
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4. Determine the invoice number of the posted asset that needs to be adjusted and submit an AP
Adjustment Form (refer to FA-011 AP Adjustments - Navigating the Form).

O Boiire Lings

Assel Number |157E Asset Type |Capitalized
Cosl 50000 Mew Cost 7500 00
Status
Inwaice: Disiriadion Supplis Lirs Transfer
TR Des TR T AT e T T
Dask for tho Dean's 08 e FFF ENTERPRESES 411972 7 50000

o |

PO Humber
Prmject Humbar

LLLERNES LS

Mlatenal Indicator

Source Balch |MASZSFEH1A

Task Munber

Qors

Cancel

1 Once an AP Adjustment form has been submitted and approved the adjusting transactions can
be found in Prepare Mass Additions.

5. Search for the invoices in question via the Find Mass Additions window. The best recommended
practice is to use the invoice field when searching. If you know the invoice being adjusted, you
can enter the invoice number followed by the % symbol and select Find.

O Find Mass Addilions

Book

Transaction Date

RWwD BOOE

= Cueue

Transaction Type

Irmice Mumber

200002%

Irvoice Ling

Description
Azset Mumber
Suppher Mame

PO Mumber

Project Mumbar
Create Batch
Source System
Comments
Group Asset
Emplayee Mamea

[Drepreciation Account

Assel Key
Category
Suppher Mumber
Source Batch
Task Mumbar
Creata Date
Irvoice Date

Employee Nurnber

Location
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i The adjustment and the new adjusted invoice will appear in the Mass Additions Summary
window.

= Mass Addirons Summany
2 Mass Additions Review
Immice Number  Fa_[ist Line Invoice Ling | Units Cost PO Mumber Cusus Lefe In Years Dascrip
' | | 1 |<7 500005 NEW 4 Furnitu =
20000201 2 I 1| 750000 MEW i Furnitu
il ¥
Split Adid 1o Assat berge pan

1 When an adjustment to a posted asset occurs, two lines will flow into Mass Additions:

e Reversal of original coding of the asset (this will be a negative value).

e Adjusted coding for the asset (this will be a positive value).

6. Merge both lines by highlighting the new adjusted Invoice and selecting Merge.

O Mass Adddions Summizry

&2 | Mass Additions Review

Irvoice Mumber
2000024001

L.

Fa_Dist_Line Imaice Line  Units Cost, PO Number Cluaye Life In Years Descrip
1 1 | <7 500,00 REW 4 Furnitur =
1 1 7.500.00 BEW 7 Furnitun
1
Spla Add to Assel. Werge Oipen J
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i The Merge Mass Additions window will appear.

= Marge Mass Addilions

Invoice Number

000024001

Lina Mumber 2
Unils Line Amaunt ¥ 500 00
erged Units | Tatal Merged Cost 750000
Sum Units
Lines
i
Merged
Qusus Inepice Mumber Linge ||Cost Descrption

|_. T |Maw 200002 A0 1 <7 500,00 [Fumiture charged to originally =

Cancal [ona )I

Select the checkbox next to each invoice in the Merged area to select the invoice that
needs to be merged.

Wergad
Queys Iwonice Murnbear Line ||Cost Description
B~ e 200002401 <7 500.00> |Furniture charged to originally =

8. Select Done.

Cancal | [one

Revised: June 2021
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i The Merge Mass Additions window will close, returning you to the Mass Additions Summary
window.

O Mazs Adddions Summary
& Mass Additions Review

Irrepice Mumvber Fa_Dist_Line| | Immoice Ling| Units Cost PO Number Gueus Life In Years ||Descrf
I JOO00ZADUN 1 1 1 | =7 ,500.00= MERGED |4 Fumitu =
200002A001 Fj 1 1 7 500,00 ON HOLD |7 Fumniu

Open |

i In this example, the following lines have the following queues:
o The adjustment [200002ADJ1, <7,500.00> - MERGED
o The new adjusted invoice [200002ADJ1, 7,500.00] - ON HOLD

1 Forthese merged lines to be associated to the existing asset, an Add to Asset will need to be
performed.

9. Highlight the line that has a queue of ON HOLD and select Add to Asset.

© Mass Addiions Summarny
@ Mass Additions Review

Invnice Mumber Fa_[Dhst_Line Irvoice Ling| Units Cost | PO Number Queug Life In Years |Descrip
2000024001 1 1 1 | <7 500 00> MERGED 4 Furmnitur =
UE-ZIEEEIEAE-M 2 1 1 ¥ 500,00 oM HOLD (|7 Fumitu

aplit Add 10 Asset Bderga Cipen |
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The Find Assets window offers several ways to search for the posted asset. If you know the asset
number of the posted asset than you can find it by entering it in the Asset Number field on the Find by
Asset Detail tab. If you do not have the asset number, the easiest way to find the existing asset from
Prepare Mass Additions is by the original invoice number. This number is the same as the new adjusted

invoice number, sans the "ADJI".

10. Select the Find by Source Line tab.

O Find Assels
Find by fAsset Detail

Find by Book

Find by Aszignment | Find by Sourca L'm.

Find by Leaza

11. Enter the original invoice number in the Invoice Number field.

Project Mumber

Supplier Name Supplier Murnber
| Invoica Murmber |200002] | Line Murnber
PO Mumber Source Batch

Task Number

12. Select Find.

Clear

Find

i, The Add to Asset screen

13. Select Done.

will appear with the asset.

E o
=]

Asset Number | Description | Units Asset Type | Cost Date in Senice Gro

' 1878 Desk for the [ 1 [CARITASS ~ 750000 23-FEB-2014 2
1] »

Armortize Adjustment Cancel Done

MNew Category and Description

Revised: June 2021 For Harvard Business Use Only Page |11
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i The Mass Additions Summary window will reappear, and the queue will now be ON HOLD.

o Mass Addifiona Bummary
&  Mass Additions Review

Irwgice Murmber Fa Dist_Line Irvoice Lina| Unils Cost PO Number Queus Life In Years |Descrg
200002 ADJ1 1 1 1| <7 500.00> MERGED 4 Furmitur =
2 1 1| 750000 ONHOLD 7 Fumitr |

14. Change the queue for the newly merged asset (this will be the transaction that was assigned a
gueue of ON HOLD) to POST. If needed refer to FA-003 Mass Additions - Simple Post.

1. Because you have performed an Add to Asset, changing the queue will automatically be
changed to COST ADJUSTMENT and can be seen on the Mass Additions Summary window.

© Mass Addibons Summary
h‘; Mass Additions Review

Invdice Number Fa_Dist_Ling Invoice Line  Units Cost PO Number Queus Lifie In Year

200002401 1 1 | | <7 500.00> MERGED 4 2
' 200002AD1 2 1 1 7 £00.00 COST ADJUSTMENT

Once the nightly Post Mass Additions process has run, the merged adjustment lines will have been
added to the posted asset that needed to be adjusted.

Revised: June 2021 For Harvard Business Use Only Page |12
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Modifying Asset Record in Asset Workbench
Once the adjusting lines have been added to the asset, the asset record will NOT automatically change in
the Asset Workbench. You will need to manually change this information in the asset record in the Asset
Workbench. The following is a list of things that might need to be changed depending on which

adjustment scenario is occurring.

an asset and as a result the useful life of the
asset changes

Type of Change When to Change Scenarios

Category When you are changing the object code of Asset to Asset Object Code change
an asset

Useful Life When you are changing the object code of Asset to Asset Object Code change

Sub-category

When you are changing the funding source
of an asset from either sponsored to non-
sponsored or from non-sponsored to
sponsored

Change to Fund

Asset Key

When you are changing a segment of the GL
string that creates the Asset Key in Oracle
Assets (TUB, Org, Fund, Activity, Sub-Activity

Change to Tub/Org/Fund/Activity/Sub-
Activity

Depreciation
Expense Account

When you are changing the funding source
of an asset from either sponsored to non-
sponsored or from non-sponsored to
sponsored

Or

When you are changing the TUB of an asset

Change to TUB Change to Fund

Revised: June 2021

For Harvard Business Use Only

Page |13

FA-012: AP Adjustments - Posted Assets




b8 HARVARD Oracle Fixed Assets (OFA)
Y UNIVERSITY AP Adjustments - Posted Assets

Finding an Asset in Asset Workbench
1. From the Homepage, select your Fixed Asset Responsibility, which will begin as HRVDAFA”

DRACLE E-Business Suite

Loggad

Orzcle Applications Home Page

SANM NG

D=5 Y E ADWIN ™G/

2. Aseries of functions will open beneath the Fixed Assets link.

CJ Inquiry

J Assets

[ Mass Additions
[ Mass Transactions
[ production

Ll Depreciation

0 Tax

Ll Budget

(7 physical Inventory
(] setup

U other

3. Select the Assets folder.

I_I _M"
@ Asset Workbench
) HUFA Source Line Transfers

= Capitalize CIP Assets

4. Select the Asset Workbench function.

=] Assets
= HUFA Source Line Transfers
I Capitalize CIP Assets

Revised: June 2021 For Harvard Business Use Only Page | 14
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1 The Find Assets window will appear. You can use any of the search parameters to locate the

asset.

O Find Assets

By Asset Detail
Asset Number
Tag Number
Serial Number
Warranty Mumber
Status
By Book
Book
Dates in Sernvice
By Assignment
Employee Name
Expense Account
By Source Line
Supplier Name
Invoice Mumber
PO Number
Project Number
By Lease
Lease Number

Description

HRVD BOOK

Description
Category
Asset Key
Asset Type

Group Asset

[ Show Disabled Groups

Employee Mumber

Location
Supplier Number
Line Number
Source Batch

Task Number

Lessor

QuickAdditions

| Find )

5. Enter your search criteria for the asset being found. In this example, the asset number is used to
retrieve a single result.

O Find Assets

By Asset Detail
Asset Number
Tag Number
Serial Number

Warranty Mumber

Status

1145

Description
Category
Asset Key
Asset Type

Revised: June 2021

For Harvard Business Use Only
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6. Select Find.

T TIUTOET SOmCE maten
Project Number Task Number
By Lease
Lease Number Lessor
Description
QuickAdditions Find |
i

The search results will appear on the Assets window.

7. Navigate to the asset in question so that it’s row is highlighted.

1

QuickAdditions

E
Asset Number Description Tag Number | Category Serial Number| Asset Key

6012.2( =

Source Lines | Books J
Assignments Retirements Financial Inquiry | | Open
8. Select Open.
QuickAdditions Source Lines Books ]
Assignments | Retirements Financial Inquiry Open )
i The Assets Detail window will open.
Revised: June 2021 For Harvard Business Use Only Page | 16
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Category Changes
Once the adjusting lines have been acted upon in Mass Additions, you will need to access the Assets
Workbench and make changes to the existing asset record.

1. Follow the steps in Finding an Asset in Asset Workbench.

i The Category field will still contain the wrong Category. You will need to change this in the asset
record.

2. Select the Category field to reveal a look-up.

O Asset Detalls

Assel Number |1570 Descrigtion Desk for the Dean's Office

Tag Number Category ]
Sarial Mumber Asset Key

Asset Type | Capitalized - Units 1

1. The Category Flexfield will open.

3. Click on the look-up next to MAJOR CATEGORY.

MAJOR CATEGORY (el Ig YL EI: OMPUTER
MINOR CATEGORY NONSPONSORED NONSPOMNSORED
| "
| Ok Cancel Combinations Clear Help

1. The MAJOR CATEGORY window will reappear.

4. Select the appropriate MAJOR CATEGORY.

AJOR CATEGORY

Find|%
MAIOR CATEGORY Description
BLDNG IMPRMT BUILDIMNG IMPROVEMENT
BUILOIMNGS: BLALDIMNIGS
COMPUTER COMPUTER
EXPENSE EXPENSE
FURN+FIXTURES !
LAND LAMD
LAND IMPROVEMENTS LAMD IMPROVEMENTS
MHOMNC OMP NOMNCOMPLUTER
SCIENTIFIC SCIENTIFIC
SOFTWARE SOETWARE
5. Select OK
Revised: June 2021 For Harvard Business Use Only Page | 17
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i The Category Flexfield window will reappear.

6. Select the look-up next to MINOR CATEOGORY.

© Calegony Flexfield

MAJOR CATEGORY FURN+FIXTURES FURN4+FITURES

MINOR CATEGORY |

| i Cancel Combinations L |ear Help |

i, The MINOR CATEGORY window will reappear.

7. Select the appropriate MINOR CATEGORY.

MINOR CATEGORY

Find|%

MINOR CATEGORY Description
NONCON TUBS NONCON TUBS
QFFICE NONSPON :
OFFICE SPONSORED FFICE SPONSOREL
RES NONSPNSORED RES NONSPNSORED
RES BFONSORED RES SPONSORED

8. Select OK.

1 An Asset Category window will open. The contents of this field will vary based on the selected

Category.
9. Fill any appropriate or required information and select OK.
i The Assets Details window will reappear.

10. Select Done.

T T .
Lessor
¥ In Lze
# In Physical lnventary
Owmership | Crmied -
Bought | MNew d

"
“Wiew Subcomponents Done Cancel

1A notification will appear indicating that the record has been saved.

Revised: June 2021 For Harvard Business Use Only
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11. Select OK.

@ FRM-40400: Transaction complete: 1 records applied
£

and saved.

Revised: June 2021 For Harvard Business Use Only Page | 19
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Useful Life

Once the Category has changed, you may need to change the useful life of the asset. This will only be
the case when changing from one asset object code to another, results in a change of useful lives. See

below for a list of useful lives for each Object Code/Category:

Oracle Assets Major| Oracle Assets Minor |Useful
Object Code Description Category Category Life

6801| Noncomputer Equip, Non-Sponsored”Equip »=55000 NONCOMPTR MNONSPOMSORED 7
6802| Moncomputer Equip, Sponsored”Equip »=55000 NONCOMPTR SPOMSORED 7
6803|Computer, Non-Sponsored®Equip »=55000 COMPUTER MNONSPOMSORED 4
6804|Computer, Sponsored*Equip »=55000 COMPUTER SPOMSORED 4
6805|Residential Furn+Fixtures, Non-Sponsored®Equip »=55000 |FURN+FIXTURES RES MOMSPMSORED 3
6806|Residential Furn+Fixtures, Sponsored*Equip »=55000 FURM+FIXTURES RES SPOMSORED 3
6807| Office Furn+Fixtures, Non-Sponsored®Equip »>=55000 FURM+FIXTURES OFFICE NONSPON 7
6808| Office Furn+Fixtures, Sponsored*Equip »=55000 FURM+FIXTURES OFFICE SPONSORED 7
6809|Vehicle, Non-Sponsored”Equip »=55000 VEHICLES NOMNSPONSORED 4
6810(Vehicle, Sponsored*Equip »>=55000 VEHICLES SPONSORED 4
6813|Scientific Equipment, Non-Sponsored®Equip »=55000 SCIENTIFIC MNONSPOMSORED ]
6814|Scientific Equipment, Sponsored*Equip »=55000 SCIENTIFIC SPOMSORED ]
6815|Software, Non-Sponsored*Equip »>=55000 SOFTWARE MNONSPOMSORED 4
6816|Software, Sponsored*Equip »=55000 SOFTWARE SPOMSORED 4

In the example below the useful life changed from 4 years to 7 years.

1.

Follow steps 1-7 of Finding an Asset in Asset Workbench.

Select Books to edit the useful life of the asset.

Additions | QuickAdditions |

Source Lines

Assignments | Retirements |

Financial Inguiry

|I Books I‘

T o )

i The Books window will appear with the Asset Number will be filled in.

3. Select the Book field.
4. Type “h” and hit the tab key to bring up the HVRD BOOK.
O Books HEE
Aszet Number 1678 Reference Mumber
I Baok HRVD BOOK I Caormments (]
Financeal Information
Current Cost Y70 Depraciation 0o
5. Select the Life Years field under the Depreciation tab
| D;ciuinn
Meathod
Mathod
Date in Serice
Revised: June 2021 For Harvard Business Use Only Page | 20
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i Many fields will fill in automatically, including the Life Years field. This field will now contain
incorrect information.

| Depreciation
Method
Method (STL
Date in Senice [23FEB-2014
Months | Prorate Corvention |CURR MONTH
Prorste Date | 25-FEB-2014
Bonus Ruls Amortization Stant Date
Depreciation Limst Amortize Adpustment
Type v Ceding
Limat Armiount
Pgrcgnt %

6. Select the Life Years field and add the correct value.
7. Select Done.
1 A notification window indicating that the record has been saved will appear.

8. Select OK.

FRM-40400: Transaction complete: 1 records applied
and saved.

i1 The asset record has now been updated with the appropriate information to reflect the
intended changes from the AP Adjustment.

Revised: June 2021 For Harvard Business Use Only Page |21
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Sub-Category/Minor Category
Whenever you are changing the funding of an asset from non-sponsored to sponsored or vice versa you
will need to change the sub-category that is associated with the asset record in the Asset Workbench.

1. Follow the steps in Finding an Asset in Asset Workbench.
2. Select the Category field to reveal a look-up.

O Agset Details

Agsat Number 1148 Description |Microscope
Tag Mumber EED LI O C O P-NONS PO a= [ 11
Serial Number Asset Key [215.16965.307595.533009.0000.MOT ¥ E
Asset Type |Capitalized < Units |1

1 The Category Flexfield window will reappear.

3. Select the look-up next to MINOR CATEOGORY.

O Category Flaxdield

MAJOR CATEGORY NONCOMP NONCOMPUTER
MINOR CATEGORY [{I8]i Y ol Y0131 BONSF‘ONSORED
1] e 5 »
oK Cancel )| Combinations! Clear ; Help

1. The MINOR CATEGORY window will reappear.

4. Select the appropriate MINOR CATEGORY.

Revised: June 2021 For Harvard Business Use Only Page |22
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MINOR CATEGORY
Find %

MINCOR CATEGORY Description
DEET FUNDED DEBET FUNDED
NONSFON SERY CTR 2YR NONSFPOMN SERY CTR 2YR
NONSFON SERY CTR 3YR NONSFOMN SERY CTR 3YR
NONSFON SERY CTR 4YR NOMNSFOMN SERY CTR 4YR
NONSFON SERY CTR 5YR NOMNSFOMN SERY CTR 5YR
NONSFON SERY CTR BYR NONSFON SERY CTR BYR
NOMNSPON SERV CTR 7R NOMNSPOMN SERV CTR YR
NONSFONSORED NOMNSFONSORED
SPOMN SERV CTR 2YR SPOMN SERVY CTR 2YR
SPON SERV CTR 3YR SPOMN SERY CTR 3¥R
SPON SERV CTR 4YR SPOMN SERY CTR 4YR
SPON SERV CTR YR SPOMN SERY CTR 5YR
SPON SERV CTR BYR SPOMN SERY CTR BYR
SPON SERV CTR 7YR SPOMN SERY CTR YR
SPONSORED SPONSORED

5. Select OK.

L

An Asset Category window will open. The contents of this field will vary based on the selected
Category and Sub-Category. If you have selected a sub-category of SPONSORED certain fields are
required to be filled in, these will be highlighted in yellow.

6. Fill any appropriate or required information and select OK.

O Agset Category

Condition Code | =]
Inventoried By ' o
Inventory Date
Aweard Number
Pl Mame |
Secondary Tag '
Title :HARVARD Harvard Funded

Estimated In Service Date
4 7 e »

oK -Qancal ) "Clear ._I Help |

1 The Assets Details window will reappear.

7. Select Done.
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i A notification will appear indicating that the record has been saved.

8. Select OK.
I Faorms
G FRM-40400: Transaction complete: 1 records applied
2 and saved.
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Asset Key

When an AP Adjustment changes a part of the GL string that populates the Asset Key it is important that

once the adjusting lines have been added to the posted asset that the asset record be updated in the

Asset Workbench. This is done to ensure that the asset key of the posted asset matches the adjusted

coding for that asset. This is applicable when one of the following GL string segments has been changed.

e Tub

e Ord

e Fund

e Activity

e Sub-Activity

1. Follow the steps in Finding an Asset in Asset Workbench.

2. Select the Asset Key field to reveal a look-up.

O Asset Details

Asset Mumber (1145 Degcription  |Microscope

Tag Murnber e LA ONCOMP-NONSPONSORERS _ ]
Setial Number Agset ey (215 16965.307595.533009.0000. MOT YE
Aszet Type | Capitalized h Units |1

3. Select the look-up.
1. The Asset Key Flexfield will display.

4. Change any Asset Key fields that need to be changed.

TUB 215 HKS™ennedy School of Government
ORG 16965 HKS"Case Prog
FUMD |307595 HK.S*Experiential and Applied Learning Fund
ACTIVITY |533009 HKS"AT) Dept Admin Exps
SUBACTIVITY 0000 533009"Unspecified
ROOT 00000 Unspecified
TAG STATUS |[NOT YET TAGGED ASSET HAS NOT BEEN TAGGED
SECONDARY TUB =)
HISTORIC FUMD
HISTORIC ACT SUBACT

5. Select OK.
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i The Assets Details window will reappear.
6. Select Done.

i A notification will appear indicating that the record has been saved.

7. Select OK.
Fl:l s
I FRIM-40400; Transaction complete: 1 records applied
i) and saved.
Revised: June 2021 For Harvard Business Use Only Page | 26

FA-012: AP Adjustments - Posted Assets



b8 HARVARD Oracle Fixed Assets (OFA)
Y UNIVERSITY AP Adjustments - Posted Assets

Depreciation Account
In the following scenarios making an adjustment to a posted asset will require that the depreciation
account for that asset is changed.

e Change to TUB

e Change from sponsored fund to non-sponsored fund

e Change from non-sponsored fund to sponsored fund

1. Follow steps 1-7 of Finding an Asset in Asset Workbench.

2. Select Assignments.

Additions | QuickAdditions | Source Lines | Books J

Assignments | Retirernents | Financial Inguiry | | Open )

i

The Assignments window will display, you may view the Depreciation Account here.

Asset Numbar 1143 Reference Murmber
Book |HRWD BOOK Transfer Date
Comments
Unit of Measure
Total Units |1 Units to Assign |0 [l
Unit Employee
Change Units ~ Mame Murnber Depreciation Account Lacation
l 1 215, 16965.7570.724001.533008. 00C R SA, WA CAMERIDGE. MONE. MOMNE. I =
Done | Cancel JI
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3. Type -1 in the Unit Change field for the record to change the Depreciation Account.

Reference Murnber
Transfer Date |18-MAR-2014

Asset Mumber 1148
Book |HRWD BOOK

Comments
Lnit of Measure
Total Units |1 Units to Assign |1 [l
Unit Employee
Change nits Mame Murnber Depreciation Account Location
21516965, 7570.724001 533009, 000 USA MA, CAMBRIDGE. MOME.MOME. 1 =

Done | Cancel J

4. Select the line below and type 1 in the Unit Change field.

nments
Agcot Mumber 1147 Roference Mumhber
Book HRYD BOOIK Trans’er Date |13-MAR-2014
Carnrnents
Unit of Measure
Tatal Units |1 Units to &zgign O [
Unit Employee
Change Lnits  Mame Mumbe- Depreciation Account Locaticn
-1 1 215.16965.7570.724001.523009. 000 USA MA. CAMBRIDGE. MOME. MOME. I =
Done | Cancel )
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1 To change the depreciation account you can either type the new account in the Depreciation
Account field or you can select the look-up in that field to bring up and fill the HRVD Accounting
Flexfield.

Agset Number (1148 Refarance Yumber
Book HREYD BOO| Transer Date 18-hAR-2014
Comments

Unit of Measure

Tatal Units 1 Units to Agsign 0 [
Unit Employee
Change Units  Mame Mumbe- Depreciation Account Laocaticn
-1 1 215.165965.7570.724001.523009. 00C | USA. A, CAMBRIDGE . NONE. NONE I 2
I 1 | . |

Cone | Cancel )

O HRVD Accounting Flexiield %]

TUB 4
ORG
OBJECT
FUND
ACTIVITY
SUBACTMTY
ROOT

QK Cancel ) Combinations | Clear ) Help

-

When changing the Fund from sponsored to non-sponsored or vice versa, you will need to make
sure the Object Code is changed to one that corresponds to the type of funding source.

o For Sponsored use Object Code — 7570

o For Non-Sponsored use Object Code - 7571
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5. If the location has not changed, copy the location from the line above by placing your cursor in
the Location field and holding down the Shift key and then the F5 key. Otherwise fill the field

manually.

Asset NMumber (1143 Reference Mumber
Book HREWD BOOK Transfer Date  19-MAR-2014
Comments

Unit of Measure

Tatal Units |1 Units to Assign |0 [l 11
Unit Employce
Change Units  Mame Mumber Depreciation Account Laocation
-1 1 215 169645 7570.724001 533009000 USA A, CAMBRIDGE. NOME MORE. h =

l 1 1 215.165965.7570.724001 533005 . 00RI8E

T T

6. Select Done.

i You will receive a Forms window indicating that the record has been saved.

Forms &

G FRM-40400: Transaction complete: 3 records applied
i/ and saved.
7. Select OK.
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Asset to Expense Object Code Change for a Posted Asset

When you do an Asset to Expense object code change to a posted asset the first thing that needs to be
done is to add the adjusting line to the posted asset. Once the nightly Post Mass Additions process has
been run this will result in a cost adjustment that brings the value of the posted asset to $0.00. Next in
the process is to retire the asset so that it no longer resides in the Fixed Asset system.

Changes within Prepare Mass Additions
1. Follow steps 4 — 7 of Access Fixed Assets through the Oracle Gateway to begin your search for
the invoices in question.

i The best recommended practice is to use the invoice field when searching.

2. If you know the invoice being adjusted, enter the invoice number followed by %.

O Find Mass Additions M [= E3
Book HRVD BOOK Queus
Transaction Date Transaction Type
I Invoice Number |01010101% I Invoice Line
oeschpuon Asset Key
L S RI..EI.-.,-..— l‘";—._l nnnnn

3. Select Find.

I_Jb'PII::LIdlIUII AL UUTIL LU LUt

[ ]

i The adjustment invoice will appear in the Mass Additions Summary window, reversing the
original transitions for the asset that was posted.

O Mass Additions Summary
2|

Imvoice Mumber Fa_Dist_Line Invoice Line Queue Description

Ii 01010101ADN 1 1 NEWY Carrection on ohje I‘—

4. Select Add to Asset to add this transaction to the posted asset.

4 5

Split | I Add to Asset... I Merge. . Open )
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i The Find Assets window offers many ways to search for the posted asset.

o If you know the asset number, enter it in the Asset Number field on the Find by
Asset Detail tab.

o If you do not have the asset number, select the Find by Source Line tab and
enter the new adjusted invoice number, sans "ADJ/ " in the Invoice Number
before selecting Find.

O Find Assets
Find by Asset Detail Find by Book Find by Assignment | Find by Source Line Find by Lease
Supplier Name - Supplier Nurmber
Irvoice Number 01010101 Line Number
PO Nurmber Source Batch
Project Number Task Number

/|

i The Add to Asset window will appear with the asset.

5. Select Done.

O Add to Asset

=]

!Assei MNumber | Description ?Units Asset Type |[Cost | Date in Senice Grou

-

[l Amottize Adjustment ; Cancel I Done iI

Mew Category and Description

i You will return to the Mass Additions Summary window and the asset’s queue will be ON
HOLD.
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6. Select Open.

O Mass Additions Surnmany

2
Invaice Number Fa Dist Line Invoice Line Clueue Description
h D1010101AD 1 1 ON HOLD Correction an obje [~

Remaove Split Add to Asset Merge. . : | COpen !l

7. Change the queue of ON HOLD to POST. If you are unfamiliar with this process, please refer to
FA-003 Mass Additions - Simple Post for details on how to update and post this item.

1. Because an Add to Asset was performed, the queue will automatically be changed to COST
ADJUSTMENT after selecting POST and can be seen in the Mass Additions Summary window.

O Mass Additions Summary M [=] E3
=
Invoice Murmber Fa_Dist_Line Invoice Line Queue Description
. 01010101ADJ1 1 1 COST ADJUSTMENT  |Correction on obje =

4

Remove | Split Add to Asset... Merge... | Open I

1. Once the nightly Post Mass Additions process has run the adjustment line will have been added
to the posted asset that needed to be adjusted.

Revised: June 2021 For Harvard Business Use Only Page |33
FA-012: AP Adjustments - Posted Assets




b8 HARVARD Oracle Fixed Assets (OFA)
Y UNIVERSITY AP Adjustments - Posted Assets

Changes within Asset Workbench

The next step in the process is to make sure the adjusting transaction was appropriately added to the
posted asset so that it can be retired. Once the adjusting line have been acted upon in Mass Additions,
you will need to access the Assets Workbench and make changes to the existing asset record.

1. Navigate to the Prepare Mass Additions function.

i The Find Assets screen will appear.

O Find Assets O] x|

By Asset Detail

Asset Number Description

Tag Number Category [
Serial Number Asset Key
Warranty Number Asset Type N
Status

DD oL

2. Enter the asset number in the Asset Number field and select Find.

Lease Number Lessor

Additions QuickAdditions Find I

Description

3. Navigate to the asset in question.

Aszet Number Diescriptian Tag Mumber || Categary Serial Mumnber Asset Key
l m Filing Cabinet NONCOMP-MONSPONSORED 370.30700.000001.600860.0C =

4. Select Source Lines.

Additions | CluickAdditions I Source Lines I Sooks J
Assignments | Betirements Financial Inguiry | | Open )
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i The Source Lines screen will appear with both original and adjusting invoice lines.
Invoice In_uuice - D.istn'butiun_ Supplier Line Transfer
p— L EI.. | ) *& | i H Ll — Il ﬁl"‘ J‘IE e Amnunt[ ]
1 Joioioio i Filing Cabirat i W AAA APPLIANCES A|171532 1 360,00 &
WMo 1 Gorection on ohject cif1 ¥ AsA APPLISNCES &[171532 <1,360.00=

i The New Cost is $0.00.

O Source Lines

Asset Mumber 1890 ;
Cost Q.o Mew Cost 0.00

Status

5. Select Cancel now that you have reviewed the source lines for the asset.

Source Batch  MASMICKDT-1

PO Mumber
Task Murnker

Project Number
[ Material Indicatar

Transfer to... Retira Caone | I Cancel )II

Eroject Cetails...

1. The Asset summary window will appear.
6. Refer to the retirements job aid, FA 16 Asset Workbench: Retirements and Reinstatements, to

retire the asset.
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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

Loged {a

e I A5 SIBERITG

Oractu Apglicatiin Homs Pags
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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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