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Capital Asset Inquiry

Under the Financials Menu, click on:

G Fixed Assets

C Inquiries and Reports

A Asset Inquiry
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Type in the agency number in the Department field (i.e. Auditor = 21) or use
the browse button for the field to select an agency.

Enter Hit “Enter”

Click on the magnifying glass to find a 
data set.  You can also use the keyboard 
shortcut (Ctrl + F).



3

To download fixed asset information into an Excel spreadsheet, Click the Excel symbol on the menu 
bar.  From there, the data can be sorted and manipulated to your preferences.

To download fixed asset information into 
an Excel spreadsheet, Click the Excel 
symbol on the menu bar.  From there, 
the data can be sorted and manipulated 
to your preferences.

The program offers an export filter which allows you to select which fields you would like to 
have exported to Excel.



You can also click on the browse icon to see a listing of assets for the selected 
agency

Use your arrow keys to move up and down the listing.  You can access an assets individual record 
from this screen by double-clicking on the row containing the asset record you wish to view.

You can also download this information, as is, into an Excel spreadsheet.
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