
 

CAPPS Desk Aid  

Adjusting and Transferring Asset Costs

Note: This Desk Aid was written to the specifications 
of CAPPS Central agency modules and may not reflect 
the unique process variations implemented by 
individual or non-Central agencies. 
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Adjusting and Transferring Asset Costs 

Adjusting and Transferring Asset Costs 

The required security role/job profile is TX_FIN_AM_MAINT_FIN_INFO. 

Adjusting the Asset Cost 

Navigation 
 Dashboard: Asset Management; Tiles: Asset Transactions; Asset Cost Adjustment/Transfer 

1. Enter the BUSINESS UNIT. 

2. Enter the ASSET IDENTIFICATION to be adjusted. 

3. Select Search. 

 

4. Select Adjustment from the drop-down list for the ACTION field on the Cost Adjust/Transfer Asset 
page. 

5. Select GO! 

 
The Cost Information page displays. 

6. Enter the additional amount in the COST field under the Edit Cost Information section.  
For example, if $100 is added to increase the asset cost from $484.92, the adjusted amount is $584.92. 



CAPPS Central Desk Aid 

Adjusting and Transferring Asset Costs Sept. 22, 2026 Page | 2 

7. Select Apply in the Edit Cost Information section. 

 

8. Select Save. 
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Verifying the Adjustment 

Navigation 
 Nav Bar: Asset Management; Asset Transactions; History; Review Cost 

1. Select begins with from the drop-down menu for the ASSET IDENTIFICATION field. 

2. Enter an asset value in the ASSET IDENTIFICATION field. 

 

3. Select Search. 
Two rows for the asset display: 

• Transaction Type ADD — Original cost of the asset 

• Transaction Type ADJ — Adjustment performed 

4. Verify the changes. 
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Revision History 

Date Description of Change Changed By 

Sept. 22, 2026 Initial document creation M. Apolonio 
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