
FA Detailed Procedure 
 Departmental Fixed Asset Report XML Publisher 

Version 3:0 Jan-2019 Page 1 of 4 

Departmental Fixed Asset Report (UFS) XML 
Publisher 

This report should be run as part of your month end procedures. You should use this report 
to verify your assets and it should match against the University’s fixed asset register. 

This report is also sent out by Central and Research Accounting on a six monthly basis. 

To run a Departmental Fixed Asset Report, you should follow the path below and populate 
the relevant field in the parameters screen: 

 

 

1. Click in to the name field and select Departmental Fixed Asset Report (UFS) – XML 
Publisher from the list of values. 
 

2. In the paremeters screen, you will need to populate two fields: 

 Book :Click on the list of values and CU Book will default in (only option) 

 Department: Enter your two digit department code 

 Click OK 
 

 
 

3. You will not need to print this as it will directly export in to an Excel file. Click on the 
Option button and ensure that your print copies is set to 0. 

 

4. Submit you request 
 

5. Occasionally click on the Refresh Data button till your request has completed. 
 

6. Click on View Output. 
 

Navigate: Other → Run → Requests 

Click OK to single request 
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7. You will now see a message asking if you would like to open or save the excel file. 
Depending on what you would like to do click on the appropriate option 
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The speadsheet contains numerous fields : scroll right to view them all. 

 

Key Part 1 

Asset Number A CUFS generated unique number allocated to the asset 

Department Your two letter department code 

 

Category Category dependant on source of funds used to purchase asset 

Asset Key Department code followed by MISC for miscellaneous 

 

Patient Related If the asset is used for any patient use 

Description A brief description of what the asset is 

Serial Number Information from the asset which can be inputted when entering the invoice in Account Payable (lines tab) or later directly in the FA module. 

 

Model Number Information from the asset which can be inputted when entering the invoice in Account Payable (lines tab) or later directly in the FA module 

Tag Number Number given by Central Accounting to identify asset locally 

 

Vendor Supplier of the asset 

Purchase Order Number Purchase order number from iProcurement 

Invoice Number Invoice number from supplier 
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Key part 2 

RG Number Research grant number if funds were used from there to purchase asset 

 

Cost Purchase price  

Depreciation Amount the asset has devalued by for wear and tear and usage 

Net Book Value Value of asset at present time (cost less depreciation) 

 

In Service Date of purchase 

Units Quantity purchased 

Location Location of the asset (can be changed, refer to Fixed Asset Manual) 

 

Assigned Officer Employess who has the asset or is using the asset (can be changed, refer to Fixed Asset Manual)  

 


