
Asset Management System User Manual 
 

V.7.5.6                                                                                                                Page 1 of 10 
  

Mark/hold assets for disposal 
 
How to hold assets for disposal 
 
The user should click on Asset register function on the system. 
 

 
  
Click search generic and global search window will appear. 
 

 
 
Click search button for system to load the asset register. 
 

 
 
Highlight the assets you want to dispose, selected assets will be heighted in green, right 
click, select other, then select mark for disposal. See below picture. 
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Assets marked for disposal can be disposed at a later stage. 
The system automatically calculate the total number of assets highlighted (see below 
picture). 
The user should fill in all the required fields and click Save. 

 
 
Confirm the marked for disposal assets by clicking yes button if you are sure. 
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The system will confirm the total number of assets that has been marked for disposal. 
Click ok to continue. 
 

 
 
How to view assets that has been marked for disposal 
 
The user should go back to the asset register, scroll to the right and select useful life column. 
Click on the filter to filter marked for Disposal asset(s). 
 

 
 
The system will load all the assets that has been Marked for Disposal on the life cycle 
column. 
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Disposals 
 
How to dispose assets 
 
Load a register 
   
The user should click on Asset register function on the system. 
  

 
 
Click search generic and global search window will appear. 
 

 
 
Click search button for system to load the asset register. 
 

 
 
Highlight the assets you want to dispose, selected assets will be heighted in green, right 
click, select finance changes then click Disposal function. The user can alternatively search 
for assets that has been marked for disposal in the register. See below picture. 
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Disposal wizard will appear, the system will automatically calculate the total number of 
selected assets to be disposed. Click next and follow the instructions to proceed. 
 

 
 
Fill in the required disposal information. The system will block the user from selecting a date 
that is beyond the current active period, and it will automatically select the current active 
period. Click next to continue.  
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Click on a blue star and the system will give you a preview of transactions, you can select 
Global amount of individual amount.  
 
Global amount 
 
The amount function will be greyed, select global amount and the system will give you 
access to type disposal amount.  
 

 
 
Individual Amounts 
 
Click on individual amount and the system will give you access to add mount per individual 
asset. The system will automatically list the asset ID number. The amount will be calculated 
automatically on the amount button, Close the individual Amount window and click next to 
continue. 

 

 

 
Wait for the system to load / process the asset finance. See below picture. 
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Finance preview 
 
The system will automatically give you the preview of transactions 
Click on finance preview to view finance. 
 

 
 
Life preview 
 
Click on Life preview to view life changes on useful life. Click next to continue. 
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The system will load a summary of total cost on disposal, total cost of accumulated 
depreciation and accumulated impairment, to save changes, you can proceed by clicking 
save button if you agree to changes. 
 

 
 
The system will complete the saving process and confirm, click ok to proceed. 
 

 
 
Journal 
 
N.B. A new journal be created if the user click save to continue with the disposal process, 
please make sure that you approve the journal. 
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The user should click on journal function and assets journal will open, select the journal you 
want to approve, see below picture. 
 

 
 
Double click on the journal detail will appear. 
 

 
 
Click on approve journal, the system will warn you of the changes that will apply to the 
register, click yes to continue. 
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The system will confirm if the journal has been approved. Click ok to continue. 
 

 
 
How to view assets that has been disposed 
 
The user should go back to the asset register, scroll to the right and select useful life column. 
Click on the filter to filter assets that has been Disposed. 
 

 
 
The system will load all the assets that has been dispose on the life cycle column. 
 

 
 
 
 
 
 


