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PURPOSE 

 

This document provides instructions on how to correct a duplicate asset when asset disposal 
functionality was used and how to properly remove a duplicate asset from Informs. 
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When a duplicate asset is identified, please use the following steps to remove the duplicate 
asset by placing it in error status, beginning with the section titled Readjust Asset Status via 
Asset Transfer – Step 1.  
 
For duplicate assets that have already been removed via retirement of the asset, please follow 
the steps below, beginning with the section titled Confirm Asset Reinstatement - Step 1. 

CONFIRM ASSET REINSTATEMENT 

Step Action  

1.  If a duplicate asset was disposed, the asset must be reinstated to remove it from 
INFORMS. (if you are simply removing a duplicate asset from INFORMS, skip this 
section – GO to section READJUST ASSET STATUS VIA ASSET TRANSFER – Step 1) 
 
Ensure that asset reinstatement has been completed. You may need to reach out to 
Central Finance or Central ISD to complete this process. To view the reinstatement 
status, navigate to: Finance / Supply Chain (FSCM) > Asset Tracking > Asset 
Management  

2.  On the left-hand pane, select My Asset Processing, then View Open Transactions 

3.  • Enter BU and Asset Identification 

• Enter Asset Book Name: Enter CAFR 

• Select Search 

• Ensure that both the Depreciation Calc. and Acct Entry Creation status show 
completed 
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Step Action  

4.  Confirm depreciation has been updated by returning to the left-hand pane, select My 
Asset Processing > Asset Depreciation. Select the Depreciation tab. The ‘Cost’ , 
‘Accum Depr’, and ‘Net Book Value’ Should not be zeroed out and should reflect the 
correct values. Status must read ‘In Service’ 
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READJUST ASSET STATUS VIA ASSET TRANSFER 

Step Action  

1.  Navigate to: Finance / Supply Chain (FSCM) > Asset Tracking > Asset Management 

2.  Confirm the In-Service date. You will need this date for step 5 below. 

• On the left-hand pane, select: My Asset Processing > Asset Depreciation 

• Select the Depreciation tab 

• Click on the Depreciation Attributes arrow to view the In-Service Dt 
 

 

3.  • On the left-hand pane, select My Asset Transactions, then Asset Transfers 

• Enter the Business Unit 

• Enter the Asset Identification 

• Select Search 
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Step Action  

4.  On the Main Transaction tab, change the Transaction Date to the In-Service Date 
 

 
 

5.  On the Action dropdown, select Adjustment, then select the GO! Button 
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Step Action  

6.  Select the Cost Information tab. Ensure you are updating the CAFR Reporting Book. If 
not, simply click on the arrow to land on there. 

 

7.  Adjust the Current Row by crediting the exact cost amount (add the negative ( - ) 

symbol before the cost amount). 
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Step Action  

8.  Select Apply, then Save 

 
 

 

 

  
  



INFORMS Job Aid: Properly Dispose of a Duplicate Asset 
   

 

9 

CONFIRM ASSET ADJUSTMENT 

Step Action  

1.  Once the adjustment is saved, the transfer information is loaded into the worklist 

items or Approval Tile for your Department Asset Manager within your Business Unit 

to review and approve this transaction.  

 

Once your Department Asset Manager has approved, verify by navigating to: Finance / 

Supply Chain (FSCM) > Asset Tracking > Asset Management 

2.  • On the left-hand pane, select My Asset Transactions, then Review Costs 

• Enter Business Unit and Asset Identification 

• Select Search 
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Step Action  

3.  Select the Cost History List tab and review that the Adjustment (ADJ) has been 
processed. 
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4.  *Note – after the transaction is approved, you will need to wait for the nightly batch 

process to run in order to review the depreciation. Accounting entries will be 

processed by Central Finance according to their established schedule. Please contact 

them directly for any updates. 

You can confirm that the adjustment has been processed by returning to the left-hand 

pane and selecting My Reporting and Analysis > View Asset Accounting Entries 

• Enter the Business Unit and Asset Identification number 

• Select Search 
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Step Action  

 

Confirm that the Net Book Value is zeroed out by returning to the left-hand pane and 

selecting: My Asset Processing > Asset Depreciation. Select the Depreciation tab. 
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Step Action  

5.  *Note - Central Finance, routinely will run the Depreciation Close process as well as 

journal generate the entries which will result in the final depreciation accounting 

entries being generated and posted to the GL.  

 

Once the Depreciation close process is run, you should validate that the accounting 

entries for the asset net to zero. 

 

Navigate to My Reporting and Analysis > View Asset Accounting Entries 

Enter the Business Unit and Asset Identification number 

Select Search 
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Step Action  

6.  Accounting entries for the asset should net to zero, as shown below. 

 

 

 

 
  



INFORMS Job Aid: Properly Dispose of a Duplicate Asset 
   

 

15 

UPDATE ASSET STATUS TO STATUS OF ERR-OPENED IN ERROR 

Step Action  

1.  Update the asset status to ERR – Opened in Error by navigating to: Finance / Supply 
Chain (FSCM) > Asset Tracking > Asset Management   

2.  On the left-hand pane, select My Asset Transaction, then Asset Basic Info 

• Enter BU and Asset Identification 

• Select Search 
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Step Action  

3.  Update the Asset Status field to: ERR – Opened in Error then select Save 
 

 

 

 


