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Copyright  
All rights reserved. No part of this documentation may be copied, photocopied, 

reproduced, translated, microfilmed, or otherwise duplicated on any medium 
without prior written consent of UBS Corporation Sdn. Bhd. 

 

No patent liability is assumed with respect to the use of the information 
contained herein. Every precaution has been made to supply complete and 

accurate information. However, UBS Corporation Sdn. Bhd. resumes no 
responsibility for its use, or for any infringement of patents or others right of 

third parties which would result.  

 
 

Disclaimer  
No person should rely on the contents of this publication without first obtaining 

advice from a qualified professional person. This documentation is provided on 
the terms and understanding that (1) the author and editor and copyright owner 

are not responsible for the results of any actions taken on the basis of 

information in this documentation, nor for any error i n or omission from this 
documentation; and (2) the author and editor and copyright owner are not 

engaged in rendering legal, accounting, professional or other advice services. The 
author and editor and copyright owner expressly disclaim all and any liabili ty and 

responsibility to any person, whether a purchaser of related software or reader of 

this documentation or not, in respect of anything, and of the consequences of 
anything, done or omitted to be done by any such person in reliance, whether 

wholly or partially, upon the whole or any part of the contents of this 
documentation.  

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
UBS CORPORATION SDN BHD (441389 -K)  

Suite 1B-6, Level 6, Block 1B, Plaza Sentral, 
Jalan Stesen Sentral 5, Kuala Lumpur Sentral, 50470 Kuala Lumpur, Malaysia. 

Website: http://www.ubs -software.com 

http://www.ubs-software.com/
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Introduction:  

 
This section enables user to create new fixed asset accounts, asset group account, historical asset 

account, employee records, and supplier records. Beside that, you can also maintain different 
records such as department description, division department and others. 

 

 
1.1  Fixed Asset Maintenance  

 
This option enables user to create and maintain fixed asset accounts. 

  

1.1.1  Fixed Asset File Maintenance  
 

This option enables user to create fixed asset records. 

Go to Maintenance ­ Fixed Asset Maintenance ­ Fixed Asset File Maintenance (Fig 1.1.1a). 

 

This menu comprises six pages. 

 
 

General Setting  
 

 
Fig 1.1.1a  

 
1. Select ñAddò button and specify the following informatio n: 

 
Asset Code : Auto generates by system.  

                             (Remark: You must pre-activate this function at Housekeeping ­ 
Run Setup ­ General Setup (Running No.)  

 
 Description : Enter the fixed asset item description.  

    E.g.   PROTON WIRA 1.5, Computer Pentium IV, etc.  

 
Group Code. : Enter asset group number.  

   E.g. M/V001  

   (Remark: You can predefine group number at Maintenance­ 
Group)  

 
Alternative Code : Enter asset alternative code. 
 

   Currency Code  

   Currency Rate : Foreign countryôs currency code and currency rate. 
     (Remark: You MUST predefine the currency records at 

Maintenance ­ Miscellaneous FilesĄ Currency) 
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Buying Price : Enter foreign price.  

 

Purchase Price : Enter purchase price. 
 

Purchase Date : Enter purchase date 
 

Other Charges : Capture from other charges tab.  

 
Total Cost : Total of purchase price and other charges.  

 
Serial No. : A number used in a series, indicating as a mean of identification.  

 

  Warranty Date    : User can enter the date manually or double click on the box to 
show todayôs date. 

 
Supplier ID : Enter Supplier ID 

 
Reference No. : Reference number that used for posting purpose  

 

Remark 1,2,3 : For additional information used.  
 

 
 

Details  

 

  
 Fig 1.1.1b  

 

      Department  : Organizationôs functional division. 
   E.g. MARKETING DEPARTMENT 

       
   Division : A portion of different department.  

 
   Location : A place in a country. 

 

   Project : A plan undertaken by the company. 
 

   Job  : A small miscellaneous piece of work undertaken at a stated rate. 
 

   Employee : Employee ID 

 
   Leasing No. : Leasing account number. 

 
   Leasing Expiry Date : Leasing ending date. 

 
   P.O Reference : Purchase Orderôs reference number. 
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P.O Date : Date of issuing purchase order. 

    
Invoice Reference : Invoice reference number. 

 
Invoice Date : Date of issuing invoice. 

 

Road Tax  
Expired Date : Expired date of road tax.  

 
Road Tax Fee : Road tax amount.  

 

 Depreciation  

 

 
Fig 1.1.1c  

 
Depreciation Method : Auto capture from group of method assigned at general setting  

 
Rate  : Rate of depreciation (Only applicable for Straight Line Year and  

    Reducing Balance method) 
 

Life   : Years of depreciation  

 
Month  : Months of depreciation (Only applicable for Straight Line Month    

     method)  
 

 Retire Date              : End date of depreciation. Mark for take up of existing assets 

(Only applicable for Straight Line Year/month method) 
 

 Last Net Book Value           : Result after deduction of fixed asset amount with  
      depreciation amount or itemôs brought forward amount. 

  
 Accumulated Depn. C/F : Total brought forward amount of depreciation value.   

 

 Last Depreciation Date : End date of depreciation brought forward.  
 

 Monthly Depreciation Value : Monthly depreciation value.  
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User Defined  

   
 Fig 1.1.1d  

 
   Remark#1 ï Remark#20  : For additional information used.  

      (Change label remarks at Housekeeping -> Setup ->More 
      Remarks. 
   

   
  Other Charges  

 
Fig 1.1.1e  

 
    

 Charge Code : Charge Code 
 

 Description : Charge Codeôs description 
 

 Note & Note1 : For additional information used. 

 
 Currency Code 

 Currency Rate : Foreign countryôs currency code and currency rate. 
 

 Buying Price : Price in foreign currency. 

 
 Cost : Amount cost from buying price multiplied by currency  

   rate    
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  Photo  

 
Fig 1.1.1e  

 

 Load Photo : Insert picture.  
 

 Clear Photo : Remove picture. 
 

  

 
1.2     Asset Group Maintenance  

 
 

 This option enables user to classify asset into different groups. 
 

1.2.1  Asset Group File Maintenance  

 
This option enables user to define different assetôs group, such as land, furniture and 

fittings, motor vehicle and etc.  
 

Go to Maintenance ­ Group  (Fig 1.2.1). 

 

 
  Fig 1.2.1  
 

 

1. Select ñAddò button and enter the assetôs Group Code, Description, Depreciation 
Method, Life, Month, Rate(%) and Residual Rate (%).  
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2. You need to link current system with ñUBS Accounting Systemò (Housekeeping­  

Setup­ General Setup (Data Sharing) to setup the linkage on both systems) in order to 

extract all account code records.  
 Then, click on the arrow down button to specify each of the account nu mbers.  

 
3. Select ñSaveò button once you have completed specifying all the relevant information.  

 

4. Select ñCancelò button to create more asset groups or to omit current process.  
 

5. Select ñDeleteò button to delete those unwanted records.  
 

6. Select ñExitò button t o log off.  

 
 

  
1.3  Historical Asset Maintenance  

 
 

This option is only used to maintain the disposed assets. 

 
1.3.1  Historical Asset File Maintenance  

 

This option enables user to keep track of past disposal asset records. Go to Maintenance ­ 

Historical Asset Maintenance ­ Historical Asset File Maintenance (Fig 1.3.1). 

 

 
Fig 1.3.1  

  

 

1. Select ñAddò button and specify the information.  
 

Historical Code : Auto generate by system or key in manually. But the Historical 
code not for posting purpose. 

                                 (Remark: User must pre-activate this function at 
Housekeeping ­ Setup ­ General Setup (Running 
No.) 

  User can click on the arrow down button to search for a particular 

historical code record. 
   

  Description : Enter the disposed assetôs item. 

 
  Group No. : Asset group number. 

 
Alternative Code : Enter asset alternative code. 

 
   Currency Code  
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   Currency Rate : Foreign countryôs currency code and currency rate. 

     (Remark: You MUST predefine the currency records at 
Maintenance ­ Miscellaneous Files -> Currency   

 
Buying Price : Enter foreign price.  

 

Purchase Price : Enter purchase price. 
 

Purchase Date : Enter purchase date 
 

Other Charges : Capture from other charges tab.  
 

Total Cost : Total of purchase price and other charges.  

 
Serial No. : A number used in a series, indicating as a mean of identification.  

 
Warranty Date : User can enter the date manually or double click on the box to  

   show todayôs date. 

 
Supplier ID : Enter Supplier ID 

 
Reference No. : Reference number that used for posting purpose 

 
Remark 1,2,3 : For additional information used.  

 

 
1.4  Supplier Maintenance  

 
 

This option enables user to create and maintain supplier records. 

Go to Maintenance ­ Supplier (Fig 1.4). 

 

 
(Fig 1.4).  
1. Select ñAddò button, follow by entering the supp lier number (e.g. 4000/S01), date, supplier 

name, address, postcode, phone number, fax number, contact person, contact personôs 

title, email address, agent name and area.  
 

2. Select ñSaveò button once you have completed specifying the relevant information.  
 

3. Select ñCancelò button to create other new supplier records or to omit current process.  
 

4. Select ñDeleteò button to delete those unwanted records.  

 
5. Select ñExitò button to log off.  
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1.5    Employee Maintenance  
 

 
This option enables user to create and maintain employee records. 

 Go to Maintenance ­ Employee (Fig 1.5). 

 

  
 Fig 1.5 
 

1. Select ñAddò button, follow by entering the employee reference number (e.g. J001), name, 

date of joining the company, address, postcode, town, home telephone number, mobile 
phone number (optional), email address, job title, identity card number, passport and date 

of birth.  
 

2. Select ñSaveò button once you have completed specifying the relevant information.  
 

3. Select ñCancelò button to create other new employees records or to omit current process. 

 
4. Select ñDeleteò button to delete those unwanted records.  

 
5. Select ñExitò button to log off.  

   

 
1.6  Miscellaneous Files  

 
 

This option enables user to maintain other useful information such as department, location, 
project, job, division, curr ency and multi payment records. 

 

1.6.1  Department Maintenance  
 

This option enables user to create and maintain the department code in an  organisation. 

Go to Maintenance ­ Miscellaneous Files ­ Department Maintenance (Fig 1.6.1). 
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 Fig 1.6.1  

 
 

1. Select ñAddò button follow by entering the department description.  
E.g. FINANCE DEPT, MARKETING DEPT and etc. 

 

2. Select ñSaveò button once you have completed specifying the relevant information.  
 

3. Select ñCancelò button to create other departments or to omit current proces s.  
 

4. Select ñDeleteò button to delete those unwanted records.  
 

5. Select ñExitò button to log off.  

 
  

 
1.6.2  Currency Maintenance  

 

  This option enables user to create or maintain different country currency code.  

  Go to Maintenance ­ Miscellaneous Files ­ Currency (Fig 1.6.2).  

 

   
  Fig 1.6.2  

 
 

1. Select ñAddò button, then click on the arrow down button to specify the particular 
currency code, symbol and currency word. Next, enter the currency rate.  

 

2. Select ñSaveò button once you have completed specifying the r elevant information.  
 

3. Select ñCancelò button to create other departments or to omit current process.  
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4. Select ñDeleteò button to delete those unwanted records.  

 
5. Select ñExitò button to log off.  

       
 

 

1.6.3 Country Code  
 

This option enables the user to define country codes and its description. The code is used in 
the maintenance of asset and employee profile. 

 

Go to Maintenance ­ Miscellaneous Files ­ Country Code. 

(Fig  1.6.3).  
 

 
           Fig1.6.3  

 
1) Select the ñAddò button, enter the abbrevi ation for the country followed by the 

description for the abbreviation in the description field.  
 

2) Select the ñSaveò to confirm and save entry.  

 
3)  Select any unwanted entry in the column and select ñDeleteò to delete the entry.  

 
4) Select ñCancelò to interrupt current processes. 

 
5)  Select ñExitò to exit this menu.  

 

 
 

 Payment Code Maintenance  
 

This option enables user to predefine and maintain multiple payment modes  for a particular 

asset. 

Go to Maintenance ­ Miscellaneous Files ­ Payment  Code Maintenance (Fig 1.6.4).  

 

  Note:  User must link Fixed Asset Management System to UBS Accounting 
System in order to extract and capture the account records.  
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    Fig 1.6.4  

 

1. Select ñAddò button, follows by entering the pay code and click on the arrow down 
button to specify the respective account code (extracted from UBS Accounting System). 

  
2. Select ñSaveò button once you have completed specifying the relevant information.  

      (Remark: In order to save more than two account codes, you should select ñAddò 
button before choosing the appropriate account code.) 

 
3. Select ñDeleteò button to delete those unwanted records.  
 

4. Select ñCancelò button to create new records or omit current process.  
 

5. Select ñExitò button to log off.  

 
 

 
 

 

 Disposal Category  
 

This option enables the user to distinguish the type/reason for disposal of assets. The 
description maintained here is for use in asset maintenance process. 

 

Go to Click Maintenance ­ Miscellaneous File ­ Disposal Category  

(Fig 1.6.5) 
  

 
Figure 1.6.5  
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1.  Select the ñAddò button, e nter the abbreviation for the usage code followed by the 

description for the abbreviation in the description field.  
 

2. Select the ñSaveò to confirm and save entry.  
 

3. Select any unwanted entry in the column and select ñDeleteò to delete the entry.  

 
4. Select ñCancelò to interrupt current processes.  

 
5. Select ñExitò to exit this menu.  
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CHAPTER 2: CALCULATION  

 
Introduction:  

 
This section enables user to calculate the asset depreciation and asset disposal values. 

 

 
 

2.1  Depreciation  
 

This option enables user to calculate the depreciation rate of an asset. 

Go to Calculation ­ Depreciation (Fig 2.1). 

 
 

 
Fig 2.1  
 

 
1. Click on the arrow down button and specify the respective fixed asset code and its 

description. 

 
2. Auto assigns depreciation method, which preset at the group code of asset file 

maintenance.   
 

 

a)  Straight Line Year  
Ç The number of useful life (years) is estimated.  

Ç The cost will be divided by the number of years in order to give the depreciation 
charges each year.  

 

 

 
 

b)  Straight Line Month  
Ç This method is quite similar with Straight Line Year, the only different is the cost 

will be divided by month.  

Formula: 
 Cost ï Estimated disposal value 

 Number of expected years of use 
 

*Estimated Disposal Value = Residual value  
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Example:  

 
Depreciation Date   =  10/03/2000  

Expected year of use =  4 
Total Month =  (12-03+1) + (3 year * 12 Month)  

 =  10 + 36  

 =  46 
 

RM22,000 ï RM2,000 = RM20,000 
46          46 

 =  RM434.78 (depreciation each      month)  

 
 

Start 
Date  

End 
Date  

Balance 
B/F 

Current 
Depre. 

Accumulate
d Depre. 

Net Book 
Value  

10/03/

02 

31/12/

03 

0 4,347.8

3 

4,347.83 17,625.1

7 

01/01/
03 

31/12/
03 

4,347.83 5,217.3
9 

9,565.22 12,434.7
8 

01/01/
04 

31/12/
04 

9,565.22 5,217.3
9 

14,478.61   
7,217.39 

01/01/

05 

31/12/

05 

14,782.6

1 

5,217.3

9 

20,000.00       

2,000 

 
 

c)  Reducing Balance  
Ç Fixed percentage of depreciation is deducted from the first year, and for the 

following year (2 nd year) same percentage will be applied. 
 

 

d) No depreciation  
Ç Only applicable for those revaluation assets. 

 
 

3. You can either click on user define to specify the date or key in manually, where this will be 

the depreciation start off date (if not, system will always treat it same as Purchase date).  
 

 
4. Click ñprocessò button once you have completed specifying the relevant information.  

 
5. Then, click on View Schedule (óView Yearlyô) to view the yearly depreciation rate of the 

asset. 

 
6. Or, click on View Schedule (óView Monthlyô) to view each month depreciation rate of the 

asset. 
 

7. Select ñSaveò button once you have completed specifying the relevant information.  

 
8. Select ñDeleteò button to delete those unwanted records.  

 
9. Select ñCloseò button to log off.   

 
 

Formula: 
 Cost ï Estimated disposal value 

 Number of expected month of use 
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2.2  Multi Depreciation  
 

This option enables the user to select multiple assets that uses the same depreciation method to 
have its depreciation value calculated. 

 

Go to Calculation ­ Multi Depreciation (Fig 2.2) 

 

 
Figure 2.2  

 

1.Select Depreciation (New), click ñFind Nowò button to list all assets not depreciated yet.   
 

2. You can select certain assets by filtering Group Code and Asset Code.  

 
3.Tick the check box ñSelect Allò to mark all small check box in the listing.  

 
4.Click the ñGenerateò button to execute the calculation.  

 
5. Click ñCancelò to exit this menu.  

 

 
 

2.3  Disposal Asset  
 

 This option enables user to calculate the disposed item and its value. 

 Go to Calculation ­ Disposal Asset (Fig 2.3). 

 

   
  Fig 2.3  
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1. Click on the arrow down button and specify the respective asset to be disposed. 
 

2. Select the appropriate disposal type (i.e. Sell Off or Write Off).  
 

3. Enter the disposal value,) date of disposal, reference number (for posting and remarks 

(optional field, which is reserved for additional note or information) at ñMore Remarkò. 
Next, select ñDisposalò button to calculate the disposal value.  

 
4. Click on the ñView Scheduleò button to view the assets depreciation value yearly or 

monthly 

 
 

 
2.4  Payment Mode  

 
This option enables the user to define the means of payment of an asset and also determine how 

the transaction affects your accounts. The figure here will be exporte d to UBS Accounting for 

accounts processing. 
 

Go to Calculation ­ Payment Transaction (Fig 2.3) 

 

   
  Figure 2.3  

 
1. Click ñAddò to select appropriate asset then click ñInsertò. 

 

2. Select  ñPayment Toò category ï Purchase or Disposal.  
 

3. Enter date of payment followed by the payment code for that particular transaction.  
 

4. Enter the appropriate amount to the credit or debit field.  

 
5. Click ñInsertò to add in the account information into the columnar table.  

 
6. Click ñRemoveò to remove items from the columnar table. 

 
7. Click ñSaveò to save the all the entry.  

 

8. Click ñDeleteò to omit entire asset group together with its transaction.  
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CHAPTER 3 :  REPORTS  

 
Introduction:  

 
This section enables user to view and print the various reports such as fixed asset report, asset 

depreciation report, fixed asset movement depreciation, fixed asset disposal report, fixed a sset 

transfer report, historical list, supplier list and employee list in details.  
 

 
 

3.1  Fixed Asset Details Report  

 
This option enables user to view or print the fixed asset records in details.  

 
3.1.1  By Group No.  

 
This option enables user to view or print the f ixed asset records according to group number. 

Go to Reports ­Asset Details ­ By Group No. (Fig 3.1.1).  

 

 
Fig 3.1.1  

 

1. Click on the arrow down button to specify the range of asset code, group number, 
location and date (user can click on the button to define  the respective date). 

 
2. Select ñOKò button and you will be prompted to the report screen. Select ñPrintò 

button to print a hard copy of the report, select ñPreviewò button to view the actual 

report on screen. Select ñCustomizeò button to customize standard report, select 
ñPrinterò button to choose the name of printer used, or else select ñCancelò button to 

return to previous screen. 
 

  4. Select ñCancelò button to log off.  
 

 
 By Department  

 

  This option enables user to view and print the fixed asset record s according to department 
code. 

  Go to Reports ­ Asset Details ­ By Department (Fig 3.1.2).  
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   Fig 3.1.2  

 
 

1. Click on the arrow down button to specify the range of asset code, group number and 
department code and enter the date (or user can click on t he button to define the 

respective date). 

 
2. Select ñOKò button and you will be prompted to the report screen. Select ñPrintò 

button to print a hard copy of the report, select ñPreviewò button to view the actual 
report on screen. Select ñCustomizeò button to  customize standard report, select 

ñPrinterò button to choose the name of printer used, or else select ñCancelò button to 

return to previous screen. 
 

3. Select ñCancelò button to log off.  
 

 
3.2    Asset Depreciation Reports  

 

This option enables user to view and print the asset depreciation  records in details.  
 

3.2.1  Depreciation Asset By Year  
 

This option enables user to view or print the asset depreciation  that calculated by year.  

Go to Reports ­ Asset Movement ­ Depreciation Asset By Year (Fig 3.2.3).  

    

  
   Fig 3.2.3  

 
 

1. Click on the arrow down button to specify the range of asset code, group number.  
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2. Select ñOKò button and you will be prompted to sub -screen. Select ñPrintò button to 

print a hard copy of the report, select ñPreviewò button to view the actu al report on 

screen. select ñCustomizeò button to customize standard report, select ñPrinterò 
button to choose the name of printer used, or else select ñCancelò button to return to 

previous screen. 
 

3. Select ñCancelò button to log off.  

 
 

 
 

3.3   Fixed Ass et Movement Report  

 
 This option enables user to view and print the fixed asset movement trend.  

 
 3.3.1  Movement by  Year  

 
This option enables user to view or print the opening balance amount, additional cost, 

disposal cost of fixed asset in details. 

Go to Reports ­ Asset Movement ­ Movement By Year (Fig 3.3.1). 

 

  
 Fig 3.3.1  

 
 

1. Click on the arrow down button to specify the range of asset code, group number, 
location, department, and year.  

 

2. Select ñOKò button and you will be prompted to sub -screen. Select ñPrintò button to 
print a hard copy of the report, select ñPreviewò button to view the actual report on 

screen. Select ñCustomizeò button to customize standard report, select ñPrinterò 
button to choose the name of printer used, or else select ñExitò button to return to 

previous screen. 
 

3. Select ñExitò button to log off.  

 
 

 
3.4 Fixed Asset Disposal Report  

 

3.4.1 Disposal Sell Off  
 

This report enables the user to view and obtain information on assets that were disposed.  
 

Go to Reports ­ Disposal (Disposal Type = Sell Off)(Fig 3.4.1)  
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Fig 3.4.1  

 
1.Click the drop arrow in the drop box to specify the range of the asset code, group number and 

date for a particular group of assets.  
 

2.Click ok to prompt out the print option screen. Select  ñPrintò button to prin t a hard copy of 

the report, select ñPreviewò button to view the actual report on screen. Select ñCustomizeò 
button to customize standard report, select ñPrinterò button to choose the name of printer 

used, or else select ñCancelò button to return to previo us screen. 
 

 

 
3.5   Fixed Asset Transfer Report  

 
This option enables user to view and print the transferred asset records in details.  

 Go to Reports ­ Fixed Asset Transfer (Fig 3.5). 

 

   
  Fig 3.5  
 

 
1. Click on the arrow down button to specify the range of asset code, group numbers and 

locations. 
 

2. Besides that, user can select the following additional options:  

 

¶ By Location  : List the transfer by location records.  

¶ By Department : List the transfer by department records.  
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¶ By Project  : List the transfer by pro ject records. 

¶ By Employee : List the transfer by employee records.  
  

3. Select ñOKò button and you will be prompted to sub -screen. Select ñPrintò button to print 

a hard copy of the report, select ñPreviewò button to view the actual report on screen. 
Select ñCustomizeò button to customize standard report, select ñPrinterò button to 

choose the name of printer used, or else select ñCancelò button to return to previous 
screen. 

 

4. Select ñCancelò button to log off.  
 

 
 

3.6   Asset Addition Report  

 
 This option enables user to view or print the asset addition records.  

 Go to Reports ­ Asset Addition (Fig 3.6). 

 

   
  Fig 3.6  

 
  

1. Click on the arrow down button to specify the range of asset code, group number,  number, 
supplier number and date. 

 

2. Select ñOKò button and you will be prompted to sub -screen. Select ñPrintò button to print 
a hard copy of the report, select ñPreviewò button to view the actual report on screen. 

Select ñCustomizeò button to customise standard report, select ñPrinterò button to 
choose the name of printer used, or else select ñCancelò button to return to previous 

screen. 

 
3. Select ñCancelò button to log off.  

 
  

 
 

3.7   Revaluation Report  

 
This option enables user to view or print the revaluation report in details.  

Go to Reports ­ Revaluation (Fig 3.7).  
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   Fig 3.7  

 

 
1. Click on the arrow down button to specify the range of asset code and group number.  

 
2. Select ñOKò button and you will be prompted to sub -screen. Select ñPrintò button to print 

a hard copy of the report, select ñPreviewò button to view the actual report on screen. 

Select ñCustomizeò button to customize standard report, select ñPrinterò button to 
choose the name of printer used, or else select ñCancelò button to return to previous 

screen. 
 

3.    Select ñCancelò button to log off.  

 
 

 
 

3.8   Historical  
 

 Historical Summary Report  

 
This function allows the user to obtain and view information of assets that was disposed 

after the closing of accounts for a particular year.  
 

   Go to Reports ­ Historical (Fig 3.8.1) 

 

 
 Fig. 3.8.1  

 

     1.  Click on the arrow down to specify the range of asset code, group no, supplier no and date.  
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     2. Click ok to prompt out the print option screen. Select  ñPrintò button to print a hard copy of 

the report, select ñPreviewò button to view the actual report on  screen. Select 

ñCustomizeò button to customize standard report, select ñPrinterò button to choose the 
name of printer used, or else select ñCancelò button to return to previous screen .  

 
  

 

 Expiry Report  
 

This option enables the user to view the expiry da te of warranty, insurance expiry, road tax 
and leasing expiry of assets.  

 

Go to Report ­ Expiry Report  (Fig 3.9) 

 

  
 Fig 3.9  
 

1. Click the drop down menu to select the range of asset code and group of assets 

maintained in the systems. 
 

2. Select form the list box the type of expiry report to view.  
 

3. Click ñOKò to prompt out the print option screen. Select  ñPrintò button to print a hard 
copy of the report, select ñPreviewò button to view the actual report on screen. 

Select ñCustomizeò button to customize standard report, select ñPrinterò button to 

choose the name of printer used, or else select ñCancelò button to return to previous 
screen. 

 
4. Click  ñCancelò to log out from this screen.  

 

 
 

 
 

 Report Wizard  
 

This function enables the user to customize their reports based on the data maintained in 

Asset Pro. This function is created to give the user more flexibility customizing report by 
inserting precise and desired information. 

 

Go to Report ­ Report Wizard (Fig 3.10) 
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Fig 3.10  
 

________________________ ________________________________________  
Note: - Click on any existing reports in the existing report section and click ñPreviewò to 

view the report. Click ñDeleteò to delete unwanted report.  

 

 
1. To create new report click on ñNextò to specify the name and default directory for 

the report.  

 

 
Fig 3.10b  
 

2.  Then select type of report followed by the selection of fields for that report.                
( Fig 3.10b.)  

 


