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How to Find Assets for Cost Centers

1 The FIN RPT - Find Assets for Cost Centers report can be used to run an asset list
for single or multiple Cost Centers. In the Search box, type in "FIN RPT - Find
Assets For Cost Centers". Click "FIN RPT - Find Assets for Cost Centers" under
Tasks and Reports.
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2 In "Company" field, select Company and then click on Guest Services, Inc.

3 In the "Worktags" field, select the cost center(s) you'd like to see assets for.
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5 Select your Location(s).

4 In the "Location" field, select Locations.
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7 You may want to filter by "Date Placed in Service".

6 Click "OK"
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9 Scroll to the right to see Asset Cost and Net Book Value.

8 Click "Sort Descending" to see the most recent assets first.
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11 To see actual Supplier Invoice, click on "Supplier Invoice Line" under Acquisition
Information.

10 Click on the individual asset in the "Asset ID" column to see more detailed
information about the asset.
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13 Click the icon highlighted below to download this report into Excel.

12 Click on "Supplier Invoice Document" and the invoice will appear on the
right-hand side of the screen.



15 Congratulations - you've exported the report in Excel (see sample below).
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14 Click "Download" to complete the export to Excel.
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