CREATE AND
MANAGE ASSETS
FROM SOURCE LINES
FROM THE MASS [
ADDITION
INTERFACE (PREPARE
MASS ADDITIONS)

QuIcK REFERENCE GUIDE FA-08

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation on how to
Create and Manage Assets from Source Lines from the Mass Addition Interface (Prepare Mass
Additions) in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers how to Prepare Mass Additions in NCFS. Mass Addition from Source Lines is the
process of adding multiple assets from a source outside of the Assets module. This functionality is
used to add assets from payables and includes the process of preparing source lines as new assets.
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Prepare Source Lines for existing Fixed Assets in Oracle
To Prepare Source Lines for existing Fixed Assets in Oracle, please follow the steps below:

1. Login to the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Fixed Assets tab.

Good afternoon,

QUICK ACTIONS APPS

3. Click the Assets app.

Good afternoon,

¢ ntercompany Accounting Budgetary Contr Cash Management Fixed Assets Expel 3

QUICK ACTIONS APPS

Prepare Source Lines @
Adjust Assets
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4. On the Book drop-down choice list, select the appropriate Asset Book option.

In this example, we choose AGENCY 1400 CASH BOOK.

AGENCY 1400 CASH BOOK -USD |~

Assets @

Additions Adjustments

3 Incomplete

0 Exceptions 0

Incomplete

3 Ready to Post

Actions w View w 55 Ly [ Detach | Prepare All

Description

Land
AZR-020
AZR-017

AZR-017

Transfers

Invoice Number

Costaw

15,000.00

7,000.00

6,000.00

6,000.00

Retirements

0

Incomplete

In Service Date

1131123
321723
51123

51123

Depreciation

Jan-2023

4

Category PO Number

BUILDINGS-BLDG\-ASBES REMOVE
BUILDINGS-BLDG\-DESIGN CONTR£
BUILDINGS-COMMUNICATION CABL

BUILDINGS-COMMUNICATION CABL

5. Click the Prepare All button.

Assets (7)  AGENCY 1400 CASH BOOK -UsSD [~
Additions Adjustments
3 Incomplete
O Exceptions 0
3 Ready to Post Incomplete
-

Transfers

Actions v View v [ EF i Detach | PrepareAll ] Merge

Retirements

0

Incomplete

1]

Depreciation

Jan-2023

. hl.

Description Invoice Number Cost &%  In Service Date  Category PO Number
Land 15,000.00 1/31/123 BUILDINGS-BLDG\-ASBES REMOVE
AZR-020 7,000.00 3121123 BUILDINGS-BLDG\-DESIGN CONTR#
AZR-017 6,000.00 51123 BUILDINGS-COMMUNICATION CABL
AZR-017 6,000.00 5/1/23 BUILDINGS-COMMUNICATION CABL
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6. Click the Open button to open the downloaded Excel file or click the Save As button to save
a copy of the downloaded Excel file.

You are using DEV11 environment Downloads B oa - 2
@ What do you want to do with MassAdditions (1),
I Open I I Save as Yt I
ASSEtS ® AGENCY 1400 CASH BOOK - USD |¥ o What do you want to do with MassAdditions.xlsx?
" Open Save as g
Additions Adjustments Transfers Retirements
See more

O Incomplete

O Exceptions 1 0 0 Apr-2023

4 Ready to Post Incomplete Incomplete Incomplete

_ s x 2. >

7. Open the excel file and click the Enable Editing button.

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat
@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. X
H9 : Jx v
A B Cc D F G H I J =
> ORACLE
3
4
5
g T
7 [ | [ \ \ I [
8 | |
g | | ]
1o
i1

8. On the Connect pop-up, click the Yes button to successfully connect to the server.

0 Confidential \ No Additional Protection /' Public Information ~
Connect
A B C D L G H
g I? CLE You are about to connect to the following application URL:
4 https://emzn-dev7.fa.us8.oraclecloud.com/fscmUl/adfdiRemot
5 eServlet
6 D ?
7 0 you want to connect
8| i
9
10 Yes No
11
12
13
i
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9. On the NCFS portal Login pop-up, enter your User ID and Password credentials and click
the Sign In button.

File Home Insert Page Layout Formulas Data Review View Help Acrobat
Login #
Sign In
Clipboard & Font Alig OraCIe Appl]_cat]_ons Styles Cells Editing
fr
“ Cloud
{7 Confidential \ No Additional Protection /* Public Personal Information ~
AA B c D G H
: ORACLE Company Single Sign-On
4
5 or
3 | User ID
o — ] |
9
10
1 Password
12
13 I F....... I
1§ Forgot Password
Sign In
17 | . r 7 T
Single Journal Multiple Journals (O] 4
10. Click the *Queue Name drop-down choice list, then select Post on the assets you would
like to post.
File Home Insert Draw Page Layout Formulas Data Review View Help Create Asset Additions Acrobat 1 Comments |2 Share|
Iy [# s H
AddeLF® B 22 B
Login Logout Clear  Edit About = Attachments Submit Post Status
All Data Options Viewer
Workbook Worksheet
H16 : Jr
0 Confidential \ No Additional Protection /' Public Confidential > High Risk Confidential = Personal Information =
AA B c D E G H | J
2| ORACLE
3 Create Asset Additions
g Worksheet Status
6
7 | [AssetAddiions " required T |
8 | Changed Status \*lnherface Line Number Asset Book |*Asset Type *Queue Name *Description iPreparer
9 1/AGENCY 1400 CASH BOC Capitalized 2R—017
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11. On the Microsoft Excel Banner, click the Create Asset Additions tab.

File Home Insert Draw Page Layout Formulas Data Review View Help I Create Asset Addltiunsl Acrobat J Comments 1 Share
A <l ¢ & R 28

Login Logout Clear Edit About Attachments Submit Post Status

All Data Options Viewer

Workbook Worksheet ~
H16 - fi =
O Confidential \ No Additi P i Vs Public Confidential ~ High Risk Confidential « Personal Information ~ x
; A B C D F G | N ; (| | J -
2| ORACLE
3 | Create Asset Additions
4
5 | Worksheet Status
c

12. Click the Post button.
File Home Insert Draw Page Layout Formulas Data Review View Help Create Asset Additions Acrobat J Comments |3 Share

1400 B el

Login Logout Clear Edit About & Attachments Submifl Post [Status

All Data Options iewer
Workbook Worksheet ~
H16 z fi v
¢ Confidential \ No Additional F i rd Public Confidential > High Risk Confidential = Personal Information ~ *
A B c D F G H I J -]

Create Asset Additions

| | Worksheet Status

b e w o -
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Delete Mass Additions source lines using ADFDI Spreadsheet

To delete mass additions source lines using ADFDI Spreadsheet, please follow the steps below:

Note: Source lines are to be posted or deleted. Users do not need to delete a source line after
posting.

1. Follow steps 1-9 above.

2. Click the *Queue Name drop-down choice list, then select Delete on the assets you would
like to delete.

File Home Insert Draw Page Layout Formulas Data Review View Help Create Asset Additions Acrobat I Comments % Share
Al @ & @ 28
pd i V & e T =t E 4
Legin Legout Clear Edit About = Aftachments Submit Post Status
All Data Options Viewer
Workbook Worksheet
117 = Jx
0 Confidential \ No Additional Protection # Public Confidential - High Risk Confidential Personal Information ~
AN B c D F G H J
2 ORACLE
3 Create Asset Additions
4
5 | Worksheet Status
]
7 | |Asset Additions | Required | | | | I
8 Changed Status *Interface Line Number Asset Book *Asset Type _*Queue Name *Description Preparer
9| & 1/AGENCY 1400 CASH BOC Capitalized Delete A2R-017

3. On the Microsoft Excel Banner, click the Create Asset Additions tab.

File Home Insert Draw Page Layout Formulas Data Review View Help | Create Asset Additions I Acrobat ) Comments & Share
! /3 (T E =)
dAd¢ D @ BED
Login Logout Clear Edit About Attachments Submit Post Status
All Data Options Viewer
Workbook Worksheet ~
H16 v I v
O Confidential \ No Additional P i Ve Public Confidential ~ High Risk Confidential = Personal Information ~ x
A B c D F G H I J |
L |
2| ORACLE
3 | Create Asset Additions
4
5 | Worksheet Status
Py
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4. Click the Post button.

File Home Insert Draw Page Layout Formulas Data Review View Help Create Asset Additions Acrobat J Comments |3 Share

dd¢ s D® B S22

Login Logout Clear Edit About Attachments Submifl Post JStatus
All Data Options iewer

Workbook Worksheet ~

H16 > fi v

() Confidential \ No Additional F ion /' Public Confidential ~  High Risk Confidential +  Personal Information ~ x
A B c D F G H ] J [~
ORACLE
Create Asset Additions

| | Worksheet Status

b e w o -

5. The Confirmation pop-up page is displayed. Click the OK button.

Confirmation X

4 Post Mass Additions Request Details
Submission The g 2ss ID 2067983 has been
Status

Wrap-Up

Users can Create and Manage Assets from Source Lines as it adds multiple assets from a source
outside of the Assets module in NCFS by following the steps explained above.

Additional Resources

Web-Based Training (WBT)

e FA-102- FA Asset Additions
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