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Determining Which Assets Need to Have the Asset Property Tab Populated:
1. Navigate to Asset Management > Search for an Asset. Enter your Business Unit.
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2. Click the Additional Search Criteria hyperlink (circled in the above screenshot).

3. Select an Asset Type of “Property” in the Asset Type: field.
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4. Click OK.

5. Click Search.

6. A list of all land and building assets will return. Click the [image: image3.bmp] link to download the list to Excel. (You may have to hold the Control key while clicking in order to download.)

7. Click Open to the File Download prompt.

8. Add a Filter to the first row of the spreadsheet by highlighting the first row and clicking the [image: image4.png]Sort&
Fitter -



 icon then selecting Filter.

9. Filter on Asset Subtype = Historical Site, Land Agrcultrl, Land Commrcial, Land Other, and Land Unimproved.

10. Copy the Asset ID values into column B in the LAND_LAND IMPR tab. (The query may only display the last portion of the Asset ID and drop off the beginning 0’s. When searching for the asset in the AM module, you’ll need to enter all 12 digits of the Asset ID.)
11. Filter on Asset Subtype = Building.

12. Copy the Asset ID values into column C in the BLDG_BLDG IMPR tab. (The query may only display the last portion of the Asset ID and drop off the beginning 0’s. When searching for the asset in the AM module, you’ll need to enter all 12 digits of the Asset ID.)
Determining Which Assets Need to be Set Up as Improvement Assets:

1. Navigate to Asset Management > Search for an Asset. Enter your Business Unit.
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2. Click the Additional Search Criteria hyperlink (circled in the above screenshot).
3. Select an Asset Type of “Facility” in the Asset Type: field.
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4. Click OK.

5. Click Search.

6. A list of all land improvement and building improvement assets will return. Click the [image: image7.bmp] link to download the list to Excel. (You may have to hold the Control key while clicking in order to download.)

7. Click OK to the File Download prompt.

8. Add a Filter to the first row of the spreadsheet by highlighting the first row and clicking the [image: image8.png]Sort&
Fitter -



 icon then selecting Filter.

9. Filter on Asset Subtype = Depr Land Imp, NDepr Land Imp, and Lshld Imprvmnt.

10. Copy the Asset ID values into column Q in the LAND_LAND IMPR tab. You will need to copy the Asset ID’s one at a time and paste them in the same row as the Land record they are tied to. If a Land record has more than one improvement, insert a row(s) underneath the Land record so that all improvement assets are listed as a group under the correct Land record. (The query may only display the last portion of the Asset ID and drop off the beginning 0’s. When searching for the asset in the AM module, you’ll need to enter all 12 digits of the Asset ID.)

11. Filter on Asset Subtype = Bldg Imprvmnt.

12. Copy the Asset ID values into column R in the BLDG_BLDG IMPR tab. You will need to copy the Asset ID’s one at a time and paste them in the same row as the Building record they are tied to. If a Building record has more than one improvement, insert a row(s) underneath the Building record so that all improvement assets are listed as a group under the correct Building record. (The query may only display the last portion of the Asset ID and drop off the beginning 0’s. When searching for the asset in the AM module, you’ll need to enter all 12 digits of the Asset ID.)

