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[bookmark: _GoBack]Statement of Capital Assets Report (Year End Report 19) 1.0
Supplemental Job Aid

Date: 05/04/2015 

Target Audience: General Ledger Reporter

Purpose: This Supplemental Job Aid provides General Ledger Reporters with instructions for running the Statement of Capital Assets Report (Year End Report 19).
Title: Statement of Capital Assets Report (Year End Report 19):
Step 1: Navigate to the Add/Update Statement of Capital Assets Report page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Report  GL Reports  Statement of Capital Assets
· Click the Add a New Value tab. 
· Enter any value for the Run Control ID. This will be used to store the request parameters for future use.
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Step 2: Enter the following fields: Business Unit and Reporting Date. Use your agency Business Unit. Use the fiscal year end date as the Reporting Date. All other prompt values need to match the screenshot below. Fund and Account fields are optional. Click on the Run button.
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Step 3: Click OK.
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Step 4: Select Process Monitor.
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Step 5: Click the Refresh button until the status of the process instance is “Posted”. Select the Go Back to Statement of Capital Assets link.
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Step 6: On the Statement of Capital Assets page, click the Report Manager icon 
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Step 7: On the Report Manager page, click the Administration tab and select ZZ_GL_ASTRT – ZZ_GL_ASTRT.pdf 
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Step 8: The Statement of Capital Assets report will appear in a pdf format. Please note that the values in this report are being pulled from the GL ACCRUALADJ ledger.
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