
Screen 501

This screen shows the Fixed Assets Main Menu.  You may access screens either from the menus or by directly typing the 
screen number you need into the “Screen:  _____” prompt located in the upper left of the screen.



Screen 5QM

This screen shows the Fixed Assets Inquiry Menu.  This screen is a nice reminder of the different screens available for 
Inquiry.  You may access screens either from the menus or by directly typing the screen number you need into the “Screen:  
_____” prompt located in the upper left of the screen.



Screen 529

This screen allows you to query for assets based on many different selection criteria.  A search by Department is given in 
the example.  The asset file is searched 10,000 records at a time for a match.  Up to 7 records will be displayed on a 
screen.

Your search can be done by any of the criteria shown on the screen above.



This is the first screen of 7 assets found for Department 01239. You would press the “Enter” key to search for the next 7 
records.



Fixed Assets Notes

Asset records are placed in the Fixed Assets systems when the vendor is paid.  The item is transferred and then 
Property Services will approve the asset and tag it.

Auburn’s capitalization amount is $2,500.

Auburn University is a federally and state funded institution.  Due to this, each department has a responsibility to 
make sure that they do not spend duplicate funds for equipment that is already located on our campus that could be 
borrowed or used at a cost.  For example, if a department needed to conduct experiments in a wind tunnel for research 
on a contract/grant, they would need to use the wind tunnel that is located in Aerospace Engineering instead of 
requesting funds to purchase a new wind tunnel.  The Office of Sponsored Programs reviews all requisitions for 
purchases made on a contract/grant prior to the items being purchased.  Generally, small dollar equipment does not fall 
in this requirement and approval for the purchase will be granted.


