
ASSET LISTING - INSIDE AND OUT - PART I

Introduction

The Asset Listing is used to find one or more assets that you want to review or edit. There is a
great deal to discover about the Asset Listing and at times, it can be overwhelming. Because of
this, part 1 will concentrate on the “listing” of the Asset Listing, which is what you see when the
Asset Listing is initially opened.

In this initial installment, we will discuss the following topics.

• Asset Listing layout
• How to change the sort order
• How to jump to an account number or sort code
• How to edit an asset selected in the Asset Listing
• How to see more asset details
• How to change the method data displayed in the Asset Listing
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The Listing

When you open the Asset Listing the first thing you will see is a grid containing all of your assets.
Six columns of data is displayed: the Asset A/C#, date acquired, description, status, cost, and
current depreciation. The data contained in these columns can be changed, but in this part, we’ll
only deal with changing the data in column 1.

There is also a toolbar at the top of the screen and some other controls (buttons, checkboxes,
etc.) just below the toolbar.

The very first time you open the Asset Listing, the data will be sorted by Asset A/C# and date
acquired (in descending order). The reason the date field is in descending order is so that the
most recent acquisitions are listed first since these will probably be the focus of your review
process.
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The Basics

The Asset Listing consists of a number of screens that are used to view your assets, find or filter
the assets displayed, configure what asset data is displayed in the listing, and apply some of these
settings to the Add / Edit screen.

One very important thing to remember is the Asset Listing will remember any changes you make
to it. So if you change the sort order or set a filter, the next time you return to it those settings will
be restored. Keep this in mind as we delve into the intricacies of the Asset Listing.
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Changing the sort order

There are a couple of ways to change the sort order of your assets. You can use the dropdown
combo box just above the first column to select a different field. When you do this, column #1 will
be replaced with the field you select in the combo box.

Whenever column #1 is the sort order, you can use the “GoTo” combo box (above column 3), to
jump to a specific account or sort code. The “GoTo” combo box is disabled whenever a column
other than the first column is used for sorting the data. That’s because, unlike account numbers
and sort codes, the data in the other columns is probably unique and providing a “GoTo” dropdown
would amount to providing a list of all assets. It’s probably just as easy to scroll through the listing.

The other way to change the sort order of your data is to just click the heading of any of the 6
columns. The first time you click the heading, the data will be sorted in ascending order, and if you
click it again, it will be sorted in descending order.

ASSET LISTING - INSIDE AND OUT - PART I Page 4



Edit an Asset

What if you want to edit one of the assets in the listing?

There are three ways to do this. First, you can double-click an asset in the Asset Listing and the
Add / Edit screen will be opened with the asset highlighted in the Asset Listing displayed. You can
then click the Edit button in the toolbar of the Add / Edit screen to make changes to the asset.

You can also highlight an asset and then click the Select button in the toolbar, which is the same
as double-clicking an asset.

The remaining way is to click the Edit button in the toolbar. This is a little faster than the first way
since it will open the Add / Edit screen with the highlighted asset displayed but you won’t have to
click the Edit button since it will be done for you.
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Return to the Asset Listing

In either case, if you want to return to the Asset Listing from the Add / Edit screen, you’ll have to
click the Asset Listing button in the toolbar of the Add / Edit screen.
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Seeing more asset details

What if you want to see more information about the highlighted asset without going to the Add /
Edit screen?

To see more data for the highlighted asset, you can click the Details button in the toolbar. The
listing will be replaced with a details screen showing lots of information for the highlighted asset.
You can also navigate to the next or previous assets without returning to the Asset Listing by using
the Next and Previous buttons.

The Details screen only has room to show the method information for one method at a time;
however, you can change the method data to another method by using the Method button in the
toolbar. By the way, you can tell what method is displayed because it tells you what method is
currently selected in the square rectangle above the asset data.

The Method button also changes the method data displayed in the listing so if you want to see
another method’s data, click the Method button to select the method you want to see.
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Conclusion

We’ve covered a lot of the basics of using the Asset Listing, but there’s still much more to discover.
In Part II, we’ll cover these remaining topics.

• Changing the data displayed in the columns of the listing
• How to set a filter so only selected assets are displayed
• How to display only assets that match search criteria
• How to dispose an asset

When we complete Part II, you’ll know how to use the Asset Listing and all its features to
maximize your productivity using this flexible tool.
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