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HOW TO PERFORM A FIXED ASSET INQUIRY 
 

 
 
 
 
From the Financials Menu, click on G) Fixed Assets 
From the Fixed Assets Menu, click on C) Inquiries & Reports Menu 
From the Inquires & Reports Menu, click on A) Asset Inquiry 
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When this screen appears, click on the binoculars  to find assets. 
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Some of the fields that were colored grey have changed color to white. 
 
A search can be made in any one or more of these fields. 
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To find all assets listed under a department, you can enter the department code. 
 
It is also possible to click on the three dots for a list or press the F9 key.  When the list appears, 
click on the code you want. 
 

Click on the green check mark . 
 
 

Then click on the browse button  to see a summary of the assets. 
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This summary can be printed, saved to spool file, saved to PDF, and/or converted to an excel 
spreadsheet. 
 
If you would like to view additional information on a single asset listed, select the desired asset. 
 

Click on the green check mark . 
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To view purchase information, select .  This will provide the Purchase order and 
invoice information. 
 
 
 


