CREATE ASSET
TRANSACTIONS BY ”
ADFDI| SPREADSHEET

QuicK REFERENCE GUIDE FA-03

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
add and create asset transactions using the Application Development Framework Desktop
Integration (ADFDI) spreadsheet in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the steps to create asset transactions using the Application Development

Framework Desktop Integration (ADFDI) spreadsheet, which will enable you to make asset additions
in the spreadsheet and post it back to the system.

Create Asset Transactions by Spreadsheet
To add assets and create asset transactions using spreadsheet, please follow the steps below:
1. Loginto the NCFS portal with your credentials to access the system.

2. On the Home page, click the Fixed Assets tab.

QUICK ACTIONS APPS

Create Contact

Create Appointment
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QRG FA 03 - Create Asset Transactions by Spreadsheet

3. Click the Assets app.

£ ntercompany Accounting Budgetary Contro Cash Management Fixed Assets Exper 3
QUICK ACTIONS APPS
Prepare Source Line

=
i -
-

4. On the Assets page, click the Tasks [ [=] ] icon.

Assets (3)  AGENCY 0100 CASH BOOK -USD [

Additions Adjustments Transfers Retirements Depreciation
O 0 O 0 Dec-2022
Incomplete Incomplete Incomplete Incomplete E
. . . . hl,
Actions » View w J_ .__1- =" Detach Prepare All Merge Add to Asset Sp Change Book
Description Invoice Number Cost &%  In Service Date  Category PO Number
»

5. From the Transactions section, click Add Assets in Spreadsheet.

Assets @ AGENCY 0100 CASH BOOK -USD v Transactions
« Add Asset

[ ] I + Add Assets in Spreadsheet I
Additions Adjustments Transfers Retirements Depreciation

» Prepare Source Lines

+ Adjust As:

« Adjust Assets in Spreadsheet
O 0 0 O Dec-2n

« Capitalize CIP Assets

D

Incomplete Incomplete Incomplete Incomplete

m

Transfer Assets

Transfer Assets in Spreadsheet

Retire Assefs

Retire Assets in Spreadsheet

I — + Reinstate Assets
Actions w View w  F Ly = Detach Prepare Al Merge AddtoAsset Split Change Book

+ Update Descriptive Details
Description Invoice Number Cost&W  In Service Date  Category Accounting
» Create Accounting

= Create Adjustment Journal

» Review Jounal Entries
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6. Onthe Add Assets in Spreadsheet pop-up, select the applicable Book and Asset Type from
the respective drop-down choice lists.

In this example, we choose AGENCY 1400 CASH BOOK for Books field and Capitalized for
Asset Type field.

Add Assets in Spreadsheet

* Book | AGENCY 1400 CASH BOOK

* Asset Type ICa pitalized

7. Click the Go button to download the excel file for the respective asset book and type.

Add Assets in Spreadsheet

* Book | AGENCY 1400 CASH BOOK

* Asset Type | Capitalized

E | Cancel |
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8. Click the Open button to open the downloaded excel file or click the Save As button to
save a copy of the downloaded Excel file.

Downloads B Qv g

What do you want to do with MassAdditions.xdsx?

I Open I I Save as b d I

[

See more

Add Assets in Spreadsheet

* Book | AGENCY 1400 CASH BOOK

* Asset Type | Capitalized

9. Open the spreadsheet and click the Enable Editing button on top of the Excel file.

File Home Insert  Draw Page Layout Formulas  Data  Review  View Help  Acrobat - Comments | | 1§ Share
@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing b
H9 - Jr -

A A B | c D F G | H | J B
2 ORACLE
3 —
4
5 |
6
7
8
9 y
10
11
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10. Once the Excel file is opened, click Yes on the Connect pop-up message to successfully
connect to the server.

BRI

File  Home Inset  Pagelayout  Formulas Data  Review  View  Help  Acobat
> B

board & Fo ¥ Styles 5 Jitimg ~
H9 x S -~
O Confidential |, No Additional Protection # F _ == - 1 Irbarmat - "

Cannect |

A B c H I J
2 ORACLE e You are about 1o connect to the folowing application UL
3

hitps/femzn-devl o usl.onsdecloud comytsemiisadidiftermct
4 eSendel
5|
(-] Do you wani to connect?
7] 1 _
sl ] S
| | —
10
1
12
13
14
15
16
17
18
hi:]
20
21
22 § [~
| Sheetl | Sheetz | Sheet3 T, 1 O

11. On the NCFS portal Login pop-up, enter the User ID and Password credentials and click the
Sign In button.

I TE————

s ?
File Home Insert Page Layout Formulas Data Res
= s
'
Chpboard [ Fosnit Ay blé"n In Styles Cells Editing A
Ho - 5 Oracle Applications -
Cloud

&7 Confidential \ No Additional Protection # : et "
A4 8 c H I J -
2 | ORACLE

a Company Single Sign-On
4

5| | of
8
; - User ID Ir
L]
10 I I
11
12 Password
i
i | |
17 .
18 5 3
ég
::i; Sign In -
| Sheet1 | Sheet2 | Sheet3 + - [+]
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12. On the Queue Name field, click the drop-down choice list [ + ] icon and change the status

to Post.
File Home Insert Draw  Page Layout Formulas  Data  Review  Wiew  Help  Create Asset Additions  Acrobat U Comments 3 Share
| Mg &PFD B BB
Login Logout Clear Edit  About Attachments Submit Post  Status
All Data Options Viewer
Hg = S New -
¢7 Confidential \ No Additional Protection # Confidential =  High Risk Confidential = ersonal Information = x
; A B [ (n] F G H | J |~
2| ORACLE
3 Create Asset Additions
g Worksheet Status
? Asset Additions | Required | | | | |
& Changed Status *Interface Line Number Asset Book *Asset Type *Queue Name ] Preparer
190 | AGENCY 1400 CASH BOC Capitalized New
Cost adjustment A
i
}3 Mew
12 Bock arnged
17 "
18
18
13. Next, fill in the information on the specified fields with unique identifiers for the Interface
Lines to match with each created asset. An asterisk (*) next to a column header indicates
that it is a required field. Enter a number on the Interface Line Number field.
In this example, we entered 1.
File Home Insert Draw  Page Layout Formulas  Data  Review  View Help  Create Asset Additions  Acrobat U Comments =2 Share
P (Ta = = = B
dAL LD @ B
Login Logout  Clear Edit  About | Attachments Submit Post  Status
All Data Options Viewer
F16 f -
0 Confidential | No Additional P ion # Public Contidential » | High Risk Confidential = wrsonal Inform ,.‘
; A B c u] F G H I d 3 -
. ORACLE
3 Create Asset Additions
; Worksheet Status
E Asset Additions |- 2 | | | | I
& Changed Status *Interface Line Numbar Asset Book *Assat Type *Queua Name *Dascription Preparer MAJOR CATEGOD MII
5l j  — o
1
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14. Enter the Asset Description on the Description field.

File Home  Inset  Draw  Page Layout Formulas  Data  Review  View  Help  Create Asset Additions  Acrobat O Comments 1 Share

! (@ . - 3 =D

; . i f k

l <l @ & @ B2 2

Login Logout Clear Edit About | Attachments Submit Post  Status

All Data Options Viiseviet
Wiorkbook Wiorksheet o~

113 f a
7 Confidential \ No Additi Pr jon # S *
AN B c D F G H [ 4 K -
| ORACLE
3 Create Asset Additions
4
5 Warksheet Status
&

7 [Asset Additions | nequred | | | | [ : :

8  Changed Status | Li ber | k ®Assel Type *Queue Name Descriptic Preparer MAJOR CATEGO MII
9 A 1|AGENCY 1400 CASH BOK Capralizsd Post A2R-017
10
i

15. Scroll right to find the Category section. To fill in the field information under this section,
double click the cell below the Major Category field to open a pop-up.

File Home Insert Diraw Page Layout Formulas Data Review View Help Create Asset Additions  Acrobat W Comments 5 Share
iy @ (G ===
_| _i ? .@r) @ jﬂl I 4t & 8 =4
Login logout Clear Edit  About = Attachments Submit Post Status
All Data Options Viewer
Mo kbook Warksheet ~
K20 = I ~
0 Confidential | No Additional Protection # Confidential - fidential =
? F G H 1 J K 5 M N o |=]
2
3
4
5
& .
8 Asset Book *Asset Type *Queue Name *Description ‘Preparer MAJOR CATEGO MINOR CATEGORY FUTURE CATEGOR *Date Placed in Service *Cost
‘90 |AGENCY 1400 CASH BOC Capitalized Post AZR-017
11
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16. The Category pop-up appears. Enter the required asset category on the Category field.
Alternatively, select the Category by clicking the Magnifying Glass [ £, ] icon.

File Home Insert Dvaw Page Layout Formulas Data Review View Help Create Asset Additions Acrobat H Comments 5 Share
—

dde¢s® B BEER

Login Logout Clear Edit Abowt Attachments Submst Post  Status

All Data Options Vigwer
Wicridiook iorishant Categary x G
s ; : £ catogory | [E] S
| ot esnent |
0 Confi \ No ion /' Publ information »
4 E G H M N =] (=]

17. The Category pop-up appears. Enter the specific major asset category, such as Buildings, on
the Major Category field. Alternatively, select the Major Category from the respective

drop-down choice list.

In this example, we choose BUILDINGS.

Category

Category

4 Hide Segments

MAJOR
cATEGORY | BUILDINGS

MINOR
CATEGORY |

FUTURE
CATEGORY

.|‘OK‘-§aml.
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18. Click the Search button to get a list of all the relevant Major, Minor, and Future
Categories.

Category X

Category

A Hide Segments

MAJOR
CATEGORY

MINOR =
CATEGORY

FUTURE
CATEGORY LY

I Search I‘ Rasst‘ | ‘ OK H Cancel ‘

IBUILDINGS v | BUILDINGS

19. Select the required Minor Category from the list.

In this example, we choose COMMUNICATION CABLE Click the OK button.

Category X
CATEGORY | | = | -
cnroaon | [*]

MAJOR MINOR FUTURE
CATEGORY CATEGORY CATEGORY
BUILDINGS BLDG-HVAG C... NONE 2
BUILDINGS BLDG-ELEVAT... NONE
BUILDINGS BLDG-SPRINKL... NONE
BUILDINGS BLDG-REFRIG ... NONE
BUILDINGS BLDG-ELEVAT... NONE
BUILDINGS BLDG-SPRINKL... NONE
BUILDINGS BLDG-SPRINKL... NONE
[ suLoines COMMUNICATI... NONE |
BUILDINGS BLDG-COMM C... NONE
BUILDINGS BLDG-COMMC... NONE
BUILDINGS BLDG-COMMC... NONE
BUILDINGS LEGALERECO... NONE
BUILDINGS APPRAISALFE... NONE
BUILDINGS BLDG-PLANNI... NONE
BUILDINGS BLDG-DESIGN ... NONE
4 o .
[ Search H Rssat| I ' Cancel
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20. On the main Category pop-up, click the OK button. The selected information will auto-
populate in the relevant fields of the Excel file.

Category X

Category | BUILDINGS-COMMUNICATION CABL | £

OK Cancel

21. Enter the relevant date on the Date Placed in Service field, and the cost of the asset on the
Cost field.

In this example, we choose 6000.

File Hao e et Drarw Bage Layout Formulas Data Bty Wiew Help Create Asset Additians Aerobat O Camments * Share
r » — 2 o
M L] :
dd4¢& LD B EAR
Login Logowt C Edin About Attachments Submit Post  Stalus
All Dats Optians Wit
~
N14 f -
0 Confdential |\ No Additional Protection # Publi onficential - Hiay k § tial = ersonal Informa . %
; G H 1 d 3 L M ] (=] P
F]
3
L}
-]
L]
? | | _ *Category :
i SAsset Type I D Preparer MAJOR CATEGO MINOR CATEGORY FUTURE CATEGOR *Date Placad in Sarvics *Cost *Units
8 Capitallzed Post A2R-017 BUILDINGS COMMUNICATION C NONE 571/2023 £,000.00)
10
11
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22. On the Units field, enter the number of asset units.

In this example, we choose 1.

File Home  Insert  Dvaw  Pagelayout  Formulas  Data  Review  View  Help  Create Asset Additions  Acrobat O Comments & Share
e 4 J_) 3 .5 18 3
14 f -
O Confidential \, Mo Additional Protection ficler | k = 1
r o P Q R -] T u v W x -
2
3
p
&
7 | "Location
8 *Cost *Units STATE COUNTY CITY ADDRESS ZIPCODE BUILDING ROOM Empiloyes
‘Ea 6,000.00 D
23. Scroll right to find the Location section. To fill in the field information under the Location
section, double-click the cell below the State field to open a pop-up.

File Home Insert Dwawr Page Layout Formulas Data Rewiew View Help Create Asset Additions Acochat I Comments 3 Share
dde @ B BB

Login Logout  Cle E*:i' About = Aftachments Submit Post  Status

T23 I A
() Confidential | No Additional Protection Ceanfidential Hi x
: v} 1] Q R 3 T u v ] X a
|

¥

s

]

T | : _ ®Location

8 [*Cast *Units COUNTY ary |ADDRESS ZIPCODE BUILDING _ROOM Employee
Fi— | —
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24. The Location pop-up appears. Enter the required asset location on the Location field.
Alternatively, select the Location by clicking the Magnifying Glass [ £, ] icon.

File Hame Insert Draw Page Layout Foimmulas Data  Review View Help  Create Asset Additions  Acrobat U Camments 12 Share

d <l @ & D 2822

Login logowt Clear  Edit About | Attachments Submit Post  Status

All Data Options Wi

Wiorkbook Wiorksheet -~
o] f -

. . ) I Location X
&) Confidential \ No Addi T p Fubl Personal Information = ®
4 o P | Location | El | U v W X [-]

Sheet1 [ Sheet2 | Sheets | @) % = ] o

25. The Location pop-up appears. On the State field, enter NC. Alternatively, select NC from
the drop-down choice list.

Location

Location

@Hlde Segments

STATE

COUNTY [

CITY [

ADDRESS [

ZIPCODE ‘

BUILDING [

ROOM‘
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26. Click the Search button to get a list of all the location details.

Location X

Location

EH ide Segments

STATE ‘ NC

COUNTY ‘

CITY ‘

ADDRESS ‘

ZIPCODE ‘

BUILDING ‘

ROOM ‘

27. Select the required location details from the list. Click the OK button.

In this example, we choose BURKE MORGANTON 1000 S STERLING 2.

Location x

F Show Segments

STATE COUNTY cimy ADDRESS
NG BURKE MORGANTON 1000 S STERLL...
NC WAKE RALEIGH 2 5. SALISBUR...
NG BURKE MORGANTON 1000 5 STERLL...
NC BURKE MORGANTON 1000 S STERLL...
NG BURKE MORGANTON 1000 S STERL....
I NC BURKE MORGANTON 1000 S STERLL...
NC BURKE MORGANTON 1000 S STERLI...
NC BURKE MORGANTON 1000 § STERLL...
NC BURKE MORGAMNTON 1000 S STERLI...
NG WAYNE GOLDSBORO 201 STEV MILL ...
NC WAYNE GOLDSBORO 201 STEV MILL ...
NC WAYNE GOLDSBORO 201 STEVMILL ...
NG WAYNE GOLDSBORO 201 STEV MILL ...
NC WAYNE GOLDSBORD 201 STEVMILL ...
NC WAYNE GOLDSBORO 201 STEVMILL ...

L
suurn | moset | [ cance
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28. On the main Location pop-up, click the OK button. The information will auto populate on
the relevant fields of the Excel file.

Location X

=2

Location | NC-BURKE-MORGANTON-1000 S ST | EQ,

OK | cCancel

29. Scroll right to find the Depreciation Expense Account section. To fill in the field information
under this section, double-click the cell below the Agency field to open a pop-up.

File Home  Insert  Draw  Page Layout Formula Data  Review View Help  Create Asset Additions  Acrobat U Comments ¢ Share
J I =]
=il 6/ Q a | v
Login Logowt Clhea Post  Status
All Data .'.u'
ribonk wearaboct -~
I N -
<7 Confidential | No Additional Protection # bi anficlanisl = k fickenstial = " formation - »
y z Ah -] AC AD AE AF AG AH
2
3
s
5
(]
7 - - -
!bﬂm!w Account ‘Agency Mgmt Unit |Agency Program  Funding Source |Project Inter Fund Future 1
]
10
1

30. The Depreciation Expense Account pop-up appears. Enter the required account on the
Depreciation Expense Account field. Alternatively, select the account by clicking the
Magnifying Glass [ =, ] icon.

Page Lapaut Foamulas Data By Wiy rielp Croaste Axset Additions Arroba H Comments 2 Share

| lq/ u) 3 28
it Depreciation Exporse Aroout . e

Deprecastion E-prr".ol I
Aocount

OK | Cancal

¢ Confidential \ N Additional Protection  # 3nal informeation = =
z AR A AF A A

iR W M R W R -

Hiadn

Sheetl Sheet2 | Sheetd
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31. The Depreciation Expense Account pop-up appears. Enter the Agency, Budget Fund,
Account Number. Alternatively, select these options from the respective drop-down choice

list.

Depreciation Expense Account

Depreciation Expense Account

4 Hide Segments

Agency Mgmt Unit
Agency Program
Funding Source
Project

Inter Fund

Future 1

Future 2

Future 3

OFFICE OF THE STATE
gy [0 _Tv ] Carcncen
SC 1000 OFFICE OF
Budget Fund STATE CONTROLLER
Account |55430000 | w | DEERECIATION

DEFAULT Agency
0000000 | % | promt Unit NG CASH

[ DEFAULT Agency
0000000 s Program NC CASH

0000 w | UNDESIGMNATED

| 0000000000 | v | NePR L Project
.Dnouoo T g:gﬁuu Inter Fund NC
0000 Tl DEFAULT Future 1 Test
000000 v |DEFAULT Future 2
o ﬂ EE;.&'LILT Future 3 NC
| Searsh | Reset | oK | cancel |

32. Click the Search button to get a list of all the depreciation expense details.

Deprediation Expense Account

Depreciation Expense Account

4 Hide Segments

Budget Fund
Account

Agency Mgmt Unit
Agency Program
Funding Source
Froject

Inter Fund

Future 1

Future 2

Future 3

Agency

*
o
o[ SRS
v ST
s | w] TG
o[ AT
W = DEFAULT Agency

Program NG GASH
Qoo w | UNDESIGNATED

DEFAULT Praject
NG CASH

000000 p gg;.:il.lLT Inter Fund NC

0000 [ - | DEFAULT Future 1 Test

0000000000 v

000000 w | DEFAULT Future 2

DEFAULT Future 3 NG
¥ | casH

ISG![BIIl mﬂ|||ﬁ“£&n¢ﬂ|

00000
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33. Select the required depreciation expense details from the list. Click the OK button.

Depreciation Expense Account x

Depreciation Expense Account

b Show Segments

Budget Agency Mgmt Funding
Agency Fund Account Unit Source

I 1400 102000 55430000 0000000 0000

L3
[sost [ meet] 1 [k ] corce |

34. On the main Depreciation Expense Account pop-up, click the OK button. The information
will auto populate on the relevant fields of the Excel file.

Depreciation Expense Account X

Depreciation Expense Account | 1400-102000-55430000-0000000-000( '=,__"_'0‘

OK | Cancel
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35. Click the Post button to post the asset addition into the system.

File Hame Insert Draw Page Layout Formulas Data Review View Help Create Asset Additions Acrchat D Comments 2 Share
g3 J g *rj® =
Login Logowt Chear Edt About Attachments 5
A to
wiorcboak o ~
2 f 1400 -
¢ Canfidential \ Mo Additional Protection # fick 1 = Persor ®
AA ] € D F G H [ J K [<]
: ORACLE
1 Create Asset Additions
4
5 Workshest Status
B
7 Msset Additions |- seqee | I | |
5 Changed Status *Interface Line Number AssetBook — “Asset Type *Queue Name | Preparer MAIOR CATEGO MII
5| N 1 | AGENCY 1400 CASH BOX Capitaized Post A2R-017 BUILDINGS ol
1
2
13
14
15
16
17
18
19
20
21
22
3
24
25
Sheat1 | Shest2 | Shestd
36. On the Upload Options pop-up, click the OK button.
File Home Insert Draw Page Layout Formulas Data Review  View Help  Create Asset Additions  Acrobat
] (€ f ED
<l <l & & 222
Legin Logout Clear Edit About | Attachments Submit Post Status
All Data Options Viewer
Workbook Worksheet
29 = Fi 1400
0 Confidential \ No Additional Protection # Public Confidential - High Rizk Confidential = Personal Information =
AR B c D H |
: | ORACLE
3 Create Asset Additions [+#| On failura, continue to upload subsaquent rows
4 [ Download all rows after successful upload
5  Worksheet Status el
(]
7 AssetAdditions  |* requred | | |
8 Changed ‘Status *Interface Line Number Asset Book *Asset Type |*Q|m.|lm *Description
9 A | 1 AGENCY 1400 CASH BO( Capltalized Post A2R-017
10
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37. A Confirmation pop-up appears. Click the OK button.

File Home Insert Draw Page Layout Formulas Data Review View Help Create Asset Additions  Acrobat i Comments |22 Share
; € 2 B B
login Logout Clear Edit About | Attachments Submit Post Status
All Data Options Viewer
Workbaok Worksheet Confirmation X ~
9 - Fi 1400 4 Post Mass Additions Request Details &
Submission The process ID 2160626 has been
Status  submitted
¢ Confidential \ No Additional Protection /" Public l.r\\\ll'd:*n*\.l:l:\‘ -
; A B (=3 ] I J K [+
2 ORACLE
3 Create Asset Additions
4
5 | Worksheet Status
]
7  |AssetAdditions | requred | | [ |
& | Changed Status *Interface Line N he | *Description Preparer MAJOR CATEGO MII
5:) \ |Row Inserted successfully A2R-017 BUILDINGS con
1
12
13
14
15
16
17
18
38. Once the Submission Status states that the asset addition has been submitted, the Status
field has been updated with Row Inserted Successfully.
2 ORACLE
3 Create Asset Additions
4
5 Worksheet Status
6
7 |Asset Additions  |* Required
8 |Changed Status *Interface Line Number Asset Book *Asset Type *Queue Name *Description |Preparer MAJOR CATEGOlMI
190 1/AGENCY 1400 CASH BOC Capitalized Post A2R-017 BUILDINGS COi
11

39. To confirm that the asset addition has been posted into the system, navigate back to the
Assets page in NCFS. Select the appropriate Asset Book by clicking the Drop-Down Choice

List [[» ] icon.

Assets (3 |AGEN|:Y1400 CASHBOOK -USD [* |

Additions Adjustments Transfers Retirements Depreciation

3 Incomplete

0 Exceptions 0 0 0 Jan-2023

3 Ready to Post Incomplete Incomplete Incomplete E]

— e . e s

Actions w View w 7y " Detach Prepare All | | Change Book
Description Invoice Number Cost &%  In Service Date  Category PO Number
Land 15,000.00 1731723 BUILDINGS-BLDG\-ASBES REMOVE
AZR-020 7.000.00 3021023 BUILDINGS-BLDG\-DESIGN CONTR#
AZR-017 6,000.00 5M/23 BUILDINGS-COMMUNICATION CABL
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40. Find the newly added assets in the table below.

Assets (3)  AGENCY 1400 CASH BOOK -USD [ ¥

Additions Adjustments Transfers Retirements Depreciation
3 Incomplete
O Exceptions O O 0 Jan-2023
3 Ready to Post Incomplete Incomplete Incomplete E]
. . . . hl.
Actions v View v 53 5[4 Detach Prepare All | Mer A A S Change Book
Description Invoice Number Cost A% In Service Date Category PO Number
Land 15,000.00 1/31/23 BUILDINGS-BLDG\-ASBES REMOVE
A2R-020 7,000.00 3/21/23 BUILDINGS-BLDG\-DESIGN CONTR#
I A2R-017 6,000.00 51123 BUILDINGS-COMMUNICATION CABL I

Wrap-Up
Create asset transactions by adding assets in the ADFDI spreadsheet using the steps above.

Additional Resources

Virtual Instructor-Led Training (vILT)

e FA100: Asset Accounting
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