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This document explains new product enhancements added to the ADMINS Unified Community for Windows 

FIXED ASSETS system. 
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1. ACQUISITION PROCESS ASSET WORK EDIT LIST [Enhanced] 

ADMINS added a sorting option for the Acquisition Process  Build Assets  Asset Work Edit List. 

  

 
Figure 1 Asset Work file Edit List sorted by Sub–Class/Class 

 
Figure 2 Asset Work (file) Edit List sorted by Asset Number, summary option shown 

[ADM-AUC-FA-1893] 

The edit list may be sorted by Sub–
Class/Class or by Asset number by selecting 

the matching radio button.  

 

The illustrations show the “Summary” 

option selected. 
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2. ASSET CHANGES [Enhanced] 

Prior to the software updated, the Asset Maintenance Screen was the only place to change the sub-class of an 

asset.  Select Fixed Assets  Processing  Asset Changes to access the Change Asset Entry screen. To illustrate: 

  
Figure 3 Before – Sub-Class could only be changed on the Maintain Assets [Classification] Screen 

 
Figure 4 After – Sub-Class may be changed on either the Change Asset Entry Screen or the Maintain Assets screen 

[ADM-AUC-FA-1892] 

3. REPORTS #13621 In Service History Report [New] 

ADMINS added a new report that will allow the selection of assets by “In-Service” date. Select Fixed Assets  
Reports  Report Library  [Assets]  13621 In Service History Report. 

 

Since Sub-Class is often used in combination with the 

Class of an asset, which may only be changed on the 

Change Asset Entry screen, Sub-Class may now also 

be changed on the Change Asset Entry screen. More 

information about changes and asset maintenance is 

available in documents FA-220 and FA-330 in the 

Fixed Asset  Help Reference Library. 
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Figure 5 In Service History Report as run to Print/Preview/PDF

®
  

 
Figure 6 In Service History Report as run to Excel

®
 

Column Label 
(Required Fields 
are in Bold) 

Description of Contents 

Enter In Service 
Date Range  

Enter the date range in the format mmddyyyy – for January1 , 2017 through December 31, 2017, 
enter 01012017 in the “From:” field and 12312017 in the “To:” field. These dates may be selected 

from the [Lookup] button 

 

Enter up to 9 Class 
Codes 

Class Codes and their use are described fully in the FA–610 Fixed Assets Tables document in the 
help reference library.  For example, sites may choose to designate codes with a suffix of “E” as in 
“1E” for land are Enterprise fund assets; codes with a suffix of “G” as in “1G” designate Government 
assets.  Up to nine class codes at a time may be used to filter the report. 
 

Enter up to 9 Sub-
Class Codes 

Sub-class codes may be used as an alternative to class codes or to further filter the assets to be 
included on the report. 
 

Enter up to 9 
Location Codes 

Location codes allow the asset list to include only specified locations.  This would be useful when 
providing a report to each location of the fixed assets assigned therein. 
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Column Label 
(Required Fields 
are in Bold) 

Description of Contents 

Acquisition Type Four radio buttons are available, allowing the selection of assets depending on how the asset was 
entered into the system.  These acquisition types are described in detail in the FA–200 Acquiring 
Fixed Assets document available in the Fixed Assets Help Reference Library. 

o All 
o From Vouchers 

 

o Added Manually 
o From CSV Upload 

 

Run As Preview, Print, PDF® and Excel®. are all options for this report.  
 

If Printing use 
Duplex 

When selecting the Print “Run As” option, if possible print on both sides of the page (duplex) for the 
default print setting.  This saves paper and reduces storage requirements. 
 

[ADM-AUC-FA-1894] 

4. PREVIEW OF COMING ATTRACTIONS  

ADMINS conducts annual customer site visits.  These visits provide the opportunity to solicit customer 

recommendations on new features.  As a result, the ADMINS team is enthusiastically working on a “User 
Favorites” feature to be implemented in the coming months. 

4.1. Favorites Screen [New] 

AUC has hundreds of processes and screens and thousands of reports. To provide ease of use for infrequent users 

and to allow regular users to customize working with AUC, a “Favorites” screen is in development. This screen 

may be set as the user’s home screen that is displayed when accessing AUC. 

 
Figure 7 Select Favorites  User Favorites to access the screen and make selections. 

 

The screen will allow the selection of  up to 45 items to be available on the Favorites screen.The available screens 

will be limited to those to which each user is allowed access. All menu, department and account security will 

remain in effect. Users will make selections from menus. 
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Figure 8 Steps to create a favorites screen 

 

In the example shown a user has chosen the AP/PO Dashboard and also the PO Query screen. 

 
Figure 9 A user’s selections 

 

[ADM-AUC-SY-8067] 

5. HELP REFERENCE LIBRARY  

The button on the FA–650 Upload Fixed Assets Acquisition Template was changed from [View] to [Run] to make 

all template buttons within the Help Reference Libraries consistent. 

 
Figure 10 Before 

1. Click the [1 Add Favorite] button  

2. Make a selection from the list  

3. Select the task “Employee Name Search” 

4. Click [OK] 
5. Assign a slot for the selection; click [OK] 

 

1. The [1 Add Favorite] button displays a 

menu of available tasks 

2. The [2 Del Favorite] button allows the 

removal of a favorite from a slot 

3. The user’s name as entered in the 

user profile screen 

4. A favorite task in slot #1 

5. A second favorite task in slot #3 
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Figure 11 After 

5.1. New or Updated Documents 

The following new or updated documentation was added to the help reference library: 

 PROCESSING FA–200 Acquiring Fixed Assets [Updated] 
 FA–210 Disposing of Fixed Assets [Updated] 
 FA–220 Asset Changes [Updated] 
 FA–230 Depreciation Process [Updated] 

 MAINTENANCE FA–330 Asset Maintenance [Updated] 

 REPORTS FA–510 Asset Reports [Updated] 
  FA–520 Depreciation Reports [Updated] 

 TABLES FA–610 Fixed Asset Tables [Updated] 

 SYSTEM FA–820 System Administration Kit [Updated] 


