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Run the Movable Asset Inventory Report-CAMO021

Overview: This job aid demonstrates how to run and format the Movable Asset Inventory-CAMO021 report in
Cognos/BI, which is an inventory report used to identify all movable capital assets within a department

Export the report
1. Loginto ebs.msu.edu and click the Business Intelligence and Analytics tile
ﬁ MICHIGAN STATE UNIVERSITY Home v

Enterprise Business Systems

My Approvals & Workflow My Time & Payroll My Persor
U-Track Applicant Tracking Financial System Business
Campus Package System Imelligence and
PageUp Analytics
= g v

1L
New Window Opens

New Window Opens New Window Opens New Window Opens

2. Open the menu (indicated by four horizontal lines) in the top left corner of the Cognos window

N

Open menu

Cognos Analytics

3. Select Content.

O litemopen

4, Select the Team Content tab.

My content Gam content )

5. Select the Finance Folder.

Gnance Folder )

Information Governance Dashboard

Last Accessad 11/10/2020, 7:06 FM [ Last Accessed 9/13/2021, 3:23 PM (]
22TUT04v08 | Release date: 12/9/25 | This document is uncontrolled when printed or saved. | Page 1 of 4
MICHIGAN STATE If you have any questions, please contact Capital Asset Management
UNIVERSITY

at (517) 884-6081 or camhelp@msu.edu.


mailto:camhelp@msu.edu
https://ebs.msu.edu/

8 | Capital Asset Management (N NAIRA B
Q MICHIGAN STATE UNIVERSITY ‘

6. Select the University Finance Reports block.

Central Finance Reports @sity Finance@

7. Select the CA — Capital Assets block.

@apitat ASSED

8. Select the Movable Asset Inventory Report-CAMO021 box to display the report lookup options.

Movable Asset

Inventory-CAMO021

Role 6 Processor Untagged Movable Asset
Lookup-CAMOZ20 Aging Report-CAMO61

FINO61:Tag Asset Over 30 Days. This
report shows details used to list ass...

Last Accesse ast Accessed Last Accesse
9/15/2025, 3:38 PM |E| 9/16/2025, 7:49 AM |E| 10/9/2024, 12:14 PM |E|

9. Within the report lookup page:
a. Check the A - Active and identifiable and U - Under construction asset statuses.

[ A&- Active and idenﬁﬁablg S
N - Mon-Uapital Active

[~ O - Non-Capital Retired

U - Under Constructio

Select all Deselect all
b. Ensure the default service date range values, Earliest date and Latest date, are selected.

i. Note: CAM recommends not changing these values as the defaults will pull all asset records.

Select an In Service Date Range:

(Defaults to Current Fiscal Year if nothing selected)
From:

)| sep 17, 2025 | &
\ (@ Eariiest date
To:
\ [ Sep 17, 2025 | B
(@) Latest date

c. Enter your org code(s) in the keyword search box and click Search.

Keywords:
Type one or mare keywords separ - 25,

| Search
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d. Insert and remove resulting org code(s) into the Choice selection field

Results: Choice:
&
Insert &
& Remove
L J
Select all Deselect all Select all Deselect all

e. Select Finish to run the report.

2 N

Cancel { Finish
[N 7]

10. Click the Run as button (right-pointing triangle) in the top left of the report screen and select Run Excel data to
create an Excel spreadsheet.
B

© RunHTML
Run PDF

. Run Excel

B v <

Run CSV

STATE Run XML

LNI\ERSIIT’

Reset prompts and run

Format the report for a CAM-assisted audit

1. Open the spreadsheet in Excel.

2. Hide the following columns, which are not relevant to the audit, by right- (@) - = =
clicking the letter at the top of the column and selecting Hide from the iit-?et A | search the menus
Ve an
dropdown menu. Activean X% Cut
a. G:Acquisition Type At I copy
b. I: Asset Type iztt:£ :: s Paste Options:
c. N:Building Street Address Adivean (37 2]
Active an|
d. O: Building City Activean  PasteSpecial..
T Active an
e. P:Building State Activean  lnsert
Active an|
f.  W:Total Amt for Act NBR L
g. X: Total Amount for Organization Active an Clear Contents
Active an|
Active an| Format Cells... f
Active an Calumn Width..
Active an|
Active an| @
Active an|
Active an| Unhide

— ——aaT R nnnnn T D
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3. Format the dates in Columns J (In Service) and T (Last Inventory Date) by right-clicking the letter at the top of the
column and selecting Format Cells. In the resulting menu, select Date and then select the first formatting
option.

ﬁ:l Paste Options: : . - -

Format Cells ? X
(22 =
- J E Number Alignment Font Border Fill Protection
Paste Special... r Category:
L General Sample

Number In Service Date
Insert L Currengy

Accountin: Type:
Delete Time

“Wednesday, March 14, 2012
2012-03-14

3/14

3/14/12

0314112

14-Mar v

Percentage

Fraction
Clear Contents Scientific

L Text
Special
E Eormat Cells... F Cistum

L Locale (location):
Column Width... English (United States) ~

4. Click the arrow in the upper left corner of the spreadsheet to highlight all the data at once.

1 Owner Org
5. Right-click the arrow and select Sort, then Custom Sort.

14 &l nvi71e77 52731f0rk 1677 {New

17 . 201211 54561 Relay 500{New
G 7 13873 53207{Hyster Pal[New

i > | 2] sortAtoz g
21 B Get Data from Table/Range... Zl sotztoa :
22

)4 7 New Comment Put Selected Cell Color On Top b
i? D New Note Put Selected Font Color On Top |
2 r
26 Eormat Cells... Put Selected Formatting Icon On Top E
by - I
24 Pick From Drop-down List... _r
d 2115k cr Nnartd Fahricatine

6. Ensure that the box labeled My data has headers is checked and then add three sorting criteria.
a. Sort by Building
b. Then by Room Nbr
c. Then by Tag Nbr

| Sort ? X

4 =1 Add Level ’)«; Delete Level [D Copy Level W Options... My data has headers
Caolumn Sort On Order
Sort by Cell Values w| |AtoZ e

Then by |Room Nbr v cell values v |AtoZ w
Then by | Tag Mbr \ v cell values vl Atz w

7. Click OK. The sorted spreadsheet can now be saved and printed for use in your capital asset audit.

Cx )| o
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