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1.0 Guide to GAR Processes 

 
This user manual has been prepared by Treasury to guide users of the Government Asset Register (GAR) 
system on how to use the system. Users are requested to use this guide strictly for the intended purpose 
and to refrain from unauthorised disclosure or copying of this manual. 

 
Please find below some important keyboard shortcuts relevant for GAR Users:  

 

Function/Purpose Keyboard Shortcut 

 Enter into query mode   F11  

 Query with partial information   Prefix or suffix with %  

 Execute query   CTRL + F11  

 Close/Exit screen   F4  

 Invoke List of Values   CTRL + L  

 Insert duplicate field   SHIFT + F5  

 Insert duplicate record   SHIFT + F6  
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2.0 Definitions 

➢ Capitalized assets are assets which have been paid in full and which are already commissioned. 

➢ Construction in process (CIP) are assets which have not yet been paid in full and have not yet been 
commissioned. This is applicable for:  

o Buildings or structures which are still under construction; and 

o Assets where there are milestones for payment (for example software under the Intangible Asset 
Category). 

The CIP asset is capitalized upon commissioning and any amount not yet paid should be accounted 
for in the cost of the asset (Refer to Step 5.4). 

➢ Accounts Payable (AP) module forms part of the Treasury Accounting System (TAS). The Accounts 
Payable module is used by the officers of the Finance section to effect payments to suppliers for 
assets acquired by the Government. 

➢ Track as assets is a function under the AP module and is used by the officers of the Finance section 
to categorize a payment as an asset. 

➢ Manual additions refer to the process of adding assets in the system, which: 

o are purchased but have not tracked as asset in the Accounts Payable (AP) module; 

o have been received as donation; and 

o are transferred from other Ministries/Departments. 

➢ Mass additions refer to the process of adding assets that have been purchased and tracked as asset 
in the Accounts Payable (AP) module, or uploaded through ADI templates in the system. Basic 
information  
relating to the asset is transferred through the Mass Additions process. The GAR User should 
complement any additional asset details thereafter. 

➢ DFF is the term used for Descriptive Flexfield and is used to record additional asset information. 

➢ Asset Category combination refers to the cluster to which the asset is classified, and is made up of 
a combination of three coded segments:  

o Major- Major segment refers to main asset classification;  

o Minor 1- Minor 1 provides a sub-category dependent on the major asset segment, for e.g Major 
being Other Machinery & Equipment and Minor 1 being Office Equipment; and  

o Minor 2- Minor 2 is a further break down of Minor 1, for e.g Major being Other Machinery & 
Equipment, Minor 1 being Office Equipment and Minor 2 being Printers. 
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3.0 Introduction  

     
The Government Asset Register (GAR) has been implemented in the central government with the aim 
of providing the Government with a central database of assets acquired and controlled by Ministries and 
Departments. It is a key tool that can be used in the management and control of assets as well as in the 
preparation of the Government Accounts. The cost of the assets acquired during each financial year 
should be recognised in the Government Accounts as an addition during the year. The purpose of this 
document is to guide GAR Users in the recording/processing and reporting of Non-Financial transactions 
in the GAR system. 

 
The GAR system which forms part of the Treasury Accounting System (TAS) has recently been upgraded 
to a new version (R12.1.3 to R12.2.11). 

 
All fields in the different screens which are highlighted in yellow are mandatory and should be updated 
accordingly. 
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4.0 Log in to the GAR system 

                   There are some new features to log in the upgraded system. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                  

 

 

 

Note:  
 

The GAR system should be installed by the CISD officer posted at your Ministry/Department. In case, the 
system has not been installed, your Ministry/Department CISD officer should contact the CISD officer 
posted at Treasury. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4 .1 
Open the MS Edge 
internet browser on 
your desktop  
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       4.0     Log in to GAR system (Continued) 
 

      Step 4.2a: Enter your current User Name and Password. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The Government Asset Register (GAR) 

8 | P a g e  

 

  4.0     Log in to GAR system (Continued) 

   Step 4.2b: If a User is logging in for the first time or the password has been reset by the GAR section, 
the User will be required to change the password provided by the GAR section.  

 

    

 

 

 

 

 

 

 

 

 

 
 
 
  

Step 4 .2b 

• Input the Password provided 

by the GAR section in Current 

Password. 

• Input the New Password 

twice. 

• Click on Submit. 
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       4.0     Log in to GAR system (Continued) 

Step 4.3: Click on  to access to responsibilities, all Responsibilities available to you will be displayed. 
 

       
 
 

 
 
 
 
 
 
 
 
 
 
 
 

        
       

C

L

I

C

K 
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       4.0     Log in to GAR system (Continued) 
 

 

 

 

 

 

 

 

 

 

 

             The GAR User will choose one of the following options: 

a) the Mass Additions for Assets tracked by Finance section; or  

b) Assets > Asset Workbench for Manual Additions  

to record the Assets acquired in the month. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

TRY FA USER 

Step 4.4 
The GAR User will have access to 
the Asset Book of his/her 
Ministry/Department  
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5.0 Additions 

 
Assets acquired by the Ministry/Department should be recorded in the Government Asset Register (GAR) 
as an addition. Asset additions are performed through the following methods: 

 

5.1 Mass additions - Capitalized Asset and CIP 

5.1.1   Add to Assets 

5.1.2   Split Assets 

5.1.3   Merge Assets 

5.2 Manual Additions - Capitalized Assets 

5.3 Manual Additions - CIP Assets 

5.4 Capitalize CIP Assets 

 

 



The Government Asset Register (GAR) 

12 | P a g e  

 

 

    5.1 Mass Additions – Capitalized Asset and CIP 

   When assets are acquired via Accounts Payable module, the Finance Section records part of the asset information such as the asset 
   cost, description and supplier details. This information is transferred to the Asset module via the ‘Mass Additions’ process. Mass      
   Additions apply both for Capitalised and CIP Assets. 
 
   The following guidelines will walk you through the ‘Mass Additions’ process.  
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

TRY FA USER 

Step 5.1a 
Click on Mass Additions and 
Prepare Mass Additions 
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         5.1   Mass Additions – Capitalized Asset and CIP (Continued) 
 

      
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

 

Step 5.1b 

Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR User will have to 
always click on Open file. 
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        5.1   Mass Additions – Capitalized Asset and CIP (Continued) 
                    

               
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
          

 

 

Step 5.1c 
The user has to tick on the 
box and click on Run. 
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         5.1  Mass Additions – Capitalized Asset and CIP (Continued) 
 
    The following screen will appear when you click on prepare Mass Additions. The Ministry/ Department Book ID will correspond to the  
    GAR FA User responsibility assigned. It is vital that the GAR User confirms that the Book ID pertains to his/her Ministry/Department                                                                                                                                                                
    Asset Book, prior to proceeding further. 
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         5.1  Mass Additions – Capitalized Asset and CIP (Continued) 
  

Step 5.1d 
Click on Queue 
and choose New. 

Step 5.1e 
Click on OK 

Step 5.1f 
Click on Find 
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         5.1  Mass Additions – Capitalized Asset and CIP (Continued) 
 
Once you click on ‘Find’, the ‘Mass Additions Summary’ window will open. The ‘Invoice Number’ and ‘Description’ should be matched 
to the supporting document provided by Procurement section and Finance section, to identify the asset which should be added. 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Step 5.1g 
Select the transaction to 
process 

Step 5.1h 
Click on Open 
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         5.1  Mass Additions – Capitalized Asset and CIP (Continued) 

 

    Once you click on OPEN, the Mass Additions screen opens. The following information should be input: 

      

     
 

  

Step 5.1i  
Ensure that Asset 
Category is correct. 
 

 

Step 5.1j  
Date in Service: The Date 
should reflect the 
Commissioning Date 

 

 

DFF can be updated 
here. 
 
 

Note: Queue at first 
will be NEW. 
 
 

The cost of the Asset 
should be updated as per 
Goods Form 1/5 and 
Payment Voucher (PV). 
Any cost of a non-asset 
on the PV should be 
excluded and include only 
cost of the Asset being 
recorded. 
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         5.1   Mass Additions – Capitalized Asset and CIP (Continued) 

  In Asset Details Tab (refer to screen below), the GAR user will need to enter the following information: 
 

➢ Serial number (E.g OAGC7WDKA00080) 

➢ Asset Type: ensure ‘CIP’ in cases where full payment is not effected and ‘Capitalized’ in case of full payment (E.g Capitalized) 

➢ Manufacturer (E.g SAMSUNG) 

➢ Model Number (E.g SCX-3401) 

➢ Warranty Number (E.g L7L3700465)  

➢ Asset Key (E.g ADDITION BY PURCHASE)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1n 
Click on Assignments 

Step 5.1l 
Select the Asset Type 
whether Capitalized or 
CIP Asset  

The Description of the 
Asset should be the name 
of the Asset followed by 
the Goods Form 1/5 
Number. The length of the 
Description should not 
exceed 80 characters. 
 

Step 5.1m 
Select the appropriate 
Asset Key. 

Step 5.1k  
Click on Asset Details 
to go on the Asset 
Details Tab. 
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         5.1   Mass Additions – Capitalized Asset and CIP (Continued) 

 

         
 

 
 
 
  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1o 

Fill in the unit change, employee 
details, expense account details and 
location details field. 

Step 5.1p  

Except for Economic 
Classification which 
should be the Major 
Asset Category 
depreciation code, 
update the remaining 
fields as per supporting 
payment documents 
(GF1 and Other Charges) 

Step 5.1q 

Update the Asset 
Location as per 
supporting payment 
documents (GF5) 
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         5.1   Mass Additions – Capitalized Asset and CIP (Continued) 

     
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1r 
Once all the 
information has been 
input, click on Done 
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         5.1   Mass Additions – Capitalized Asset and CIP (Continued) 
       

 

 
 
 
 
 
 
 
 

 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

The asset should be 
“ON HOLD” 

Step 5.1s 
Click on Open 
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         5.1   Mass Additions – Capitalized Assets and CIP (Continued) 

 
                   The user should change the status from ‘ON HOLD’ to ‘POST’. 

 

     
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1t 
Change Queue from “ON 
HOLD” to “POST” 
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         5.1   Mass Additions – Capitalized Assets and CIP (Continued) 

 

               

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          
 

Step 5.1u 
Select POST and    
click on OK. 

Step 5.1v 
Click on Done. 
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5.1   Mass Additions – Capitalized Assets and CIP (Continued) 

  
                     
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
Once the above steps have been completed, the GAR user should inform the GAR section. All transactions with Queue status POST in the 
Mass Additions interface will be posted to GAR through the post mass addition request run. This will be a schedule process that will run 
in the afternoon after office hours.  

 
 
 
 
 
 
 

Queue status will show 
“POST” 
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    5.1.1     Add to Assets 

     There may be several milestones of payments. These multiple payments are linked and added together using the “Add to Asset” 
               feature. This process applies both to CIP and Capitalised Assets.                                                                 

 
➢ CIP assets  

Once the initial transaction has been recorded in GAR and an asset reference has been assigned, all the subsequent expenditures  
relating to that asset should be added to that asset reference (hence the “Add to Asset”). This will ensure that the aggregate cost 
of that asset is reflected in GAR. 

 
➢ Capitalised assets  

When an upgrade is done to an asset already capitalised in GAR, the expenditure is added to that asset reference (hence the “Add 
to Asset”). This will ensure that the aggregate cost of that asset is reflected in GAR, and it includes the cost of the upgrade. 
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         5.1.1  Add to Assets (Continued) 
 

            
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TRY FA USER 

 

 

Step 5.1.1a  
Click on Mass Additions and 
then “Prepare Mass 
Additions” 
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         5.1.1  Add to Assets (Continued) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
       
 
 
 
 
 
 
 

 

 

Step 5.1.1b 

Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR User will have to 
always click on Open file. 
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         5.1.1 Add to Assets (Continued) 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
     

 
 
 
 
 
 
 
           

 

 

Step 5.1.1c 
The user has to tick on the 
box and click on Run. 



The Government Asset Register (GAR) 

30 | P a g e  

 

         5.1.1  Add to Assets (Continued) 
      

 
     

 
  

Step 5.1.1d  
Select the 
corresponding 
Transaction 
Status. 

Step 5.1.1e 
Click on OK 



The Government Asset Register (GAR) 

31 | P a g e  

 

         5.1.1  Add to Assets (Continued)  
   

                  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1.1f  
Select the Asset 
Transaction to be 
added to an asset 
already in GAR 

Step 5.1.1g 
Click on Add to Asset 
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     5.1.1   Add to Assets (Continued) 
  

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Step 5.1.1h 
Insert Asset Number 
of the CIP asset 

Step 5.1.1i  
Click on Find 
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     5.1.1   Add to Assets (Continued) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Current asset Cost and 
details are displayed 

Step 5.1.1j  
Click on 
Done 
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     5.1.1   Add to Assets (Continued) 
 
         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Asset Queue 
changes to ON 
HOLD automatically. 

Step 5.1.1k 
Click on Open 
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      5.1.1   Add to Assets (Continued) 
 
                  The GAR user will obtain the following screen after completing Step 5.1.1k: 
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      5.1.1   Add to Assets (Continued) 
     

 
     

Step 5.1.1l  
Change the Queue 
from ‘ON HOLD’ to 
‘POST’. 

Step 5.1.1m  
Click on OK 

Step 5.1.1n  
Click on Done 
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    5.1.1   Add to Assets (Continued) 
 

      
 

      
  

Step 5.2.21  
Click on Source Lines. 

Step 5.1.1o 
When ‘POST’ is 
selected, it will 
automatically 
change to ‘COST 
ADJUSTMENT’. 

Step 5.1.1p  
Click on Done 
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     5.1.1   Add to Assets (Continued) 
 

     
 
 

 

 

 

 

 

 

 

 

 
Once the above step has been completed, the GAR user should inform the GAR section. The officers of the GAR section will then verify 
these transactions with Queue status POST/COST ADJUSTMENT in the Mass Additions interface which will be posted to GAR through 
the post mass addition request run. This will be a schedule process that will run in the afternoon after office hours. 
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     5.1.1   Add to Assets (Continued) 
 

    To check that the cost of Asset has been adjusted, please follow the steps mentioned below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

      
 
 
 
 
 

 
      
 
 
 

Step 5.1.1q  
Select Asset 
Workbench.  

Step 5.1.1r 
Click on Open  
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     5.1.1   Add to Assets (Continued) 
     
 

     

Step 5.1.1t  

Click on Find 

Step 5.1.1s  
Type the Asset 
Number  
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5.1.1   Add to Assets (Continued) 
 

 
  

Step 5.1.1u  
Click on Source Lines 
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     5.1.1   Add to Assets (Continued) 
 
                              

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please note that the 
cost has been 
adjusted 
accordingly. 
 
 

Step 5.1.1v 
Click on Done.  
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5.1.2    Split Assets 
 

In case the Mass Additions transaction relates to the acquisition of more than one unit which should be recorded separately then the 
Split Assets feature should be used. Split Assets can be used for both Capitalized and CIP Assets. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

TRY FA USER 

Step 5.1.2a 
Click on Mass Additions and 
then Prepare Mass Additions 
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     5.1.2  Split Assets (Continued) 

      
      

 

 

  

Step 5.1.2b 

Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR User will have to 
always click on Open file. 
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    5.1.2   Split Assets (Continued) 
 

    
 
 
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
          

Step 5.1.2c 
The user has to tick on the 
box and click on Run. 
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     5.1.2   Split Assets (Continued) 
 
 

 
 

 
 

 
 

 

Step 5.1.2d 
Click on Open 
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     5.1.2    Split Assets (Continued) 
 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1.2e  
Type the Book 

Step 5.1.2f   
Select NEW  

Step 5.1.2g  
Click on Find 
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      5.1.2  Split Assets (Continued) 
 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1.2h  
Select the asset 
transaction to Split. 
 
 
 
 
 
 

Step 5.1.2i 
Click on Open to 
update the Asset 
Details. 
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    5.1.2   Split Assets (Continued) 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 5.1.2j  
Update the Asset Details 
which are common 
Example Description 
                Asset Key 
 

Step 5.1.2k  
The Units on the system is 
by default 1. 
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     5.1.2  Split Assets (Continued) 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1.2l  
Change the Units from 1 
to the Number of Units 
acquired (example 5). 

Step 5.1.2m  
Click on the Assignments 
to change the Number of 
Units. 
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    5.1.2   Split Assets (Continued) 
 

 

 
 
 
 
 
 
 
 

 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

            

Step 5.1.2o 
Click on Done. 

Once the number of Units has 
been changed, the Total Units 
will automatically change to 5. 

Step 5.1.2n 
Change the Number of 
Units from 1 to 5. 
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     5.1.2   Split Assets (Continued) 
     

      
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     
 

Step 5.1.2p 
The Asset to be split status has 
now changed to ON HOLD. 

Step 5.1.2q 
Click on Split 

Step 5.1.2r  
Click on OK 
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    5.1.2   Split Assets (Continued) 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Step 5.1.2s 
Click on OK. 
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      5.1.2   Split Assets (Continued) 
  

The Asset has now been split into five assets. The Split Functionality will split the transaction equally as per the number of units 
recorded (In the above example, the number of units was changed to 5) in Asset Details screen. The cost also is divided equally over 
the asset number of units recorded. The user is required to update the details of each specific asset accordingly once the transaction 
has been split.  
 

 
 
 
 
 
 
 
 
 

There are 5 transactions 
being displayed in the 
Mass Additions 
Summary screen. 
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        5.1.2    Split Assets (Continued) 

         Below is an illustration of the steps on how to POST an asset which has been split: 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Step 5.1.2t 
Click on Open. 
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   5.1.2    Split Assets (Continued) 

  

 

Step 5.1.2u 
Search for the asset which has 
been split using the 
Ministry/Department Asset 
Book ID (TRY). 

Step 5.1.2w 
Click on Find 

ON HOLD 

Step 5.1.2v 
Select ON HOLD 



The Government Asset Register (GAR) 

57 | P a g e  

 

   5.1.2    Split Assets (Continued) 
 

                           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

 
 
    

Step 5.1.2x  
The asset has been split into 5. 
All the asset details have to be 
updated. 
Choose one of the assets split 
to update the Asset Details. 

 

Step 5.1.2y  
Click on 
Open 
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   5.1.2    Split Assets (Continued) 

               Update the asset details where applicable: 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
                             Notes: 

You will observe that the aggregate cost of the transaction was split into five equal transactions, i.e the cost of one asset split is 
Rs 40. You should ensure that each split transaction tallies with their corresponding asset information provided in the supporting 
documents, such that the sum of their cost amounts to the source document/s total amount.  

 

If the asset cost is not of equal amount, for example, a printer (Rs 5,000) and a PC (Rs 20,000) have been acquired under the same 
Invoice Number. The cost would be split equally i.e Rs 12,500. The GAR User has therefore to update the Cost of both assets: 
 

                           
 
 
 
 

Split Asset Split Amount 
Rs 

Change 
Amount 

Rs 

Printer 12,500 5,000 

PC 12,500 20,000 

Total 25,000 25,000 

Step 5.1.2z  
After checking/updating all the 
details of the asset, click on 
“Assignments” 
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   5.1.2    Split Assets (Continued) 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1.2zii. 
Except for Economic 
Classification which 
should be the Major 
Asset Category 
depreciation code, 
update the remaining 
fields as per supporting 
payment documents 
(GF1 and Other Charges) 

Step 5.1.2ziv. 
Click on Done once all fields have 
been updated accordingly. Step 5.1.2zi.  

Fill in the unit, employee details, 
expense account details and location 
details field. 

Step 5.1.2ziii. 
Update Asset Location 
accordingly. 
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   5.1.2    Split Assets (Continued) 

Same action to be repeated for the other split asset transactions. That is, update their asset’s details accordingly.  
 

Once all the assets’ details have been updated such as Commissioning Date, change the Queue from ON HOLD to POST. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once the above steps have been completed, the GAR user should inform the GAR section. The officers of the GAR section will then 
verify these transactions before these are posted to GAR through the post mass addition request run. This will be a schedule 
processed run, in the afternoon after office hours. 

 
 
 
 
 
 
 
 

                            

Step 5.1.2zv.  
Change the Queue from ON HOLD to 
POST. 
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5.1.3    Merge Assets 

The Merge Assets function is used when an asset has been paid with two different invoice numbers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.1.3a 
Select Mass Additions and 

then Prepare Mass 
Additions 
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  5.1.3    Merge Assets (Continued) 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 

 

 

 

 

Step 5.1.3b 

Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR User will have to 
always click on Open file. 
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5.1.3    Merge Assets (Continued) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Step 5.1.3c 
The user has to tick on the 
box and click on Run. 
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5.1.3    Merge Assets (Continued) 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

   
 
 

Step 5.1.3d 
Click on Open 
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   5.1.3    Merge Assets (Continued) 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1.3e 
Search for the asset which 
has to be Merge using the 
Ministry/Department 
Asset Book ID. 

Step 5.1.3f 
Select Queue  
NEW or ON HOLD. 
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   5.1.3    Merge Assets (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.1.4g 
Search for the first Invoice 
to Merge 

Step 5.1.3g 
Click on Merge  
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   5.1.3    Merge Assets (Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

       

Step 5.1.3h 
Press F11 on the Line. 
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   5.1.3    Merge Assets (Continued) 

 

 

The Line will change to this 
colour 
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             5.1.3    Merge Assets (Continued) 

                 

 

 

 

The Book of the 
Ministry/Department will 
automatically appear. 
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   5.1.3    Merge Assets (Continued) 

                 

 

 

  

Step 5.1.3i 
Remove the Book Name i.e 
TRY. 
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   5.1.3    Merge Assets (Continued) 

                 

 

 

 

    

135100033% 

Step 5.1.3j 
Query the second Invoice 
Number to be merged by 
pressing on Ctrl F11 
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   5.1.3    Merge Assets (Continued) 

                 

 

   

 

      

135100033% 

The above-mentioned 
information will appear for 
Invoice Number 135100033. 
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   5.1.3    Merge Assets (Continued) 

                 

 

 

        

 

135100033% 

Step 5.1.3k 
Input a Tick in the box. 
 

You will note that the Total 
Merged cost of the Asset 
has changed from Rs 6,210 
to  
Rs 12,420. 
Invoice Number 135100032 
amount merged with Invoice 
Number 135100033 amount 
 

Step 5.1.3l 
Click on Done. 
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  5.2    Manual Additions - Capitalized Assets 

            The Manual Additions function should be used in the following situations: 

• the Asset has not been tracked by Finance section or  

• the Asset has been received in donation or  

• the Asset has been transferred from another Ministry/Department. 

 
 

Step 5.2.1 
Click on Assets and 
Asset Workbench. 
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  5.2    Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.2 

Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR user will have to 
always click on Open file. 
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       5.2    Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.3 
The user has to tick on the 
box and click on Run. 
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       5.2    Manual Additions - Capitalized Assets (Continued) 

         The following screen “Find Assets” will appear: 
 

 

The Asset Book Code 
will automatically be 
selected as per the 
Ministry/ Department 
User responsibility.  
 

Step 5.2.4  
Click on Additions. 
 

Notes:  
I. Kindly ensure that the book ID selected corresponds to the Ministry/ Department to which the manual addition 

pertains to. Failure to comply with the above instruction may result in an asset being recorded in the wrong 

Ministry/Department asset book.  

II. This will happen if a GAR user, transferred from another Ministry/Department uses his previous FA user 

responsibility to record the current Ministry Asset acquired in GAR. Hence, the importance of informing the Treasury 

GAR unit of any change in posting of GAR users. 
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5.2    Manual Additions - Capitalized Assets (Continued) 

 Step 5.2.5 

                          The GAR user will be required to fill in the information for the asset purchased in the Asset Details screen below. 
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5.2    Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

    

 

 

 

 

Step 5.2.6 
Write the Description 
of the Asset purchased. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.8 
For the Asset Category 

Major, click on the .  

Step 5.2.7 
For the Asset Category, click 

on the.  

Step 5.2.8 
Select the 
appropriate 
Major. For 
Laptop, the 
Major is Other 
Machinery & 
Equipment. 

Step 5.2.9 
Click on the OK. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.11 
For the Asset Category Minor1, 

click on the .  

Step 5.2.10 
Select the appropriate 
Minor1. For Laptop, the 
Minor1 is IT. 

Step 5.2.11 
Click on OK. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.12 
For the Asset Category Minor2, 

click on the .  

Step 5.2.14 
Click on Find and 
select the Minor 2 
category. 

Step 5.2.13 
Select the appropriate 
Minor 2 for Laptop. To find 
the code, type %. Refer to 
Annex.  
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.15 
Click on OK. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

                        Once the GAR user has completed Step 5.2.17, he/she will be required to fill in the DFF. 
 

 
 
 
 
 
 

 

 

 

 

 

 

 

      5.2   Manual 
Additions - 

Step 5.2.16 
Fill in the appropriate 
information as per 
Goods Form 1. 

 

Step 5.2.17 

Click on the .  
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Capitalized A 

 

      After the GAR User has clicked on the Context Value (Refer to Step 5.2.17). The following screen will be shown as below: 

 

 

 

                   In the above example (Laptop), there is no DFF to be filled. If the asset donated such as Vehicle, Building, the additional                            
information has to be input by the GAR User. 

5.2    Manual Additions - Capitalized Assets (Continued) 



The Government Asset Register (GAR) 

86 | P a g e  

 

 

5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.18 
Click on OK. 

 

DFF screen  
Fill in the 
corresponding 
information 
accordingly. 



The Government Asset Register (GAR) 

87 | P a g e  

 

 

5.2   Manual Additions - Capitalized Assets (Continued) 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.19 

Click on the  for Asset Key.  

Step 5.2.21 
Click on OK. 

 

Step 5.2.20 
Select the Asset Status. 
e.g. ADDITION BY DONATION 



The Government Asset Register (GAR) 

88 | P a g e  

 

 

5.2   Manual Additions - Capitalized Assets (Continued) 

 

              
 

Step 5.2x 
Click on Capitalized. 

 

Step 5.2.22 
Click on Source Lines. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

Step 5.2.23 
Input the ID, Invoice 
Number and Date as 
displayed in the 
Abstract document. 

 

Step 5.2.24 
After inputting the 
Description, select 
the Supplier Name 
as displayed in the 
Abstract document. 

Step 5.2.25 
Click on Continue. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.26 
Insert the Asset Cost 
in Current Cost 

 

Step 5.2.27 
Insert the Date in 
Service 
(Commissioning 
Date) 

 

Step 5.2.28 
Click on Continue. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.29 
Insert the Unit Change, 
which should not be 
greater than the Units to 
assign and the employee 
details (where applicable). 

 

The Units to Assign 
refers to the asset 
quantity recorded. In 
this scenario it is 1, 
hence changes from 
Zero to 1 when Unit 
Change is updated. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.30 
Select the name of the 
employee. 

 

Step 5.2.31 
Click on OK 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.32 
Fill in the Expense Account 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Step 5.2.33 
Click on OK. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Step 5.2.34  
Except for 
Economic 
Classification 
which should 
be the Major 
Asset Category 
depreciation 
code, update 
the remaining 
fields as per 
supporting 
payment 
documents 
(GF1 and 
Other Charges) 
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5.2   Manual Additions - Capitalized Assets (Continued) 

    TAS Accounting Flexfield screen 
 
 

The Major 
Asset Category 
Depreciation 
account is 
maintained. 

Step 5.2.35 
Click on OK to continue. 
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Step 5.2.36  
Update the Location field. 

5.2   Manual Additions - Capitalized Assets (Continued) 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.37 
Choose the appropriate codes for 
Location and then click on OK. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.38 
Click on Done to continue. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.2.40 
Click on Done to continue. 

Step 5.2.39 
Click on OK to continue 

The Asset Number will 
be automatically 
generated. This number 
will be used to retrieve 
information on the 
asset, whenever 
required. 
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5.2   Manual Additions - Capitalized Assets (Continued) 

 

        Once the Manual Addition process has been completed, the below screen will appear. 
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5.3   Manual Additions - CIP Asset 

          

 

 

 

 

 

 

 

 

 

                                                                                                                                                                                                                                    

 

 

 

 

 

Construction in process (CIP) are assets which have not yet been paid in full and have not yet been commissioned.  
This is applicable for:  

I. Buildings or structures which are still under construction; and 

II. Assets where there are milestones for payment (for example software under the Intangible Asset Category). 

 It should be noted that when recording a CIP asset, the initial payment should be recorded to generate an asset number. The subsequent 
payment should be added to the asset number manually or using the “add to asset” functionality at 5.1.1 of the Mass Addition interfaces. 

 

 

 

Step 5.3.1  
Select Assets and Asset 
Workbench 
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5.3   Manual Additions - CIP Asset (Continued) 

 

 

 

 

Step 5.3.2 
Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR user will have to 
always click on Open file. 
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5.3   Manual Additions - CIP Asset (Continued) 

  

 

 

 

Step 5.3.3 
The user has to tick on the 
box and click on Run. 
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5.3   Manual Additions - CIP Asset (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Asset Book Code 
will automatically be 
selected as per the 
Ministry/ Department 
User responsibility.  
 

Step 5.3.4  
Click on Additions. 
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5.3   Manual Additions - CIP Asset (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: 
Kindly refer to Capitalized Assets- Manual additions (Steps 5.2.6 to Step 5.2.27) should you require detailed explanation on how to record 
the information from Step 5.3.5 to Step 5.3.8 

Step 5.3.9 
Update 
the Asset 
Type to 
CIP 

Step 5.3.5  
Record the Description of the 
asset 

Step 5.3.7  
Update the Asset Key, 
i.e. how the asset was 
acquired. 

Step 5.3.6 
a. Record the Asset Category as 

per Steps 5.2.7 to 5.2.17; and 

b. Update the Asset Descriptive 

Flex Field (DFF), where 

applicable (Refer to Steps 

5.2.18 to 5.2.19) 
Step 5.3.8 
Insert the 
quantity in the 
Units field, 
which should be 
in general 1.  

Step 5.3.10  
Click on Continue 
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5.3   Manual Additions - CIP Asset (Continued) 

The screen below will appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.3.11  
Select the Ministry/ 
Department Asset Book ID 
e.g TRY 
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             5.3   Manual Additions - CIP Asset (Continued) 

  

 

 

 

Step 5.3.13  
Click on Continue 

Step 5.3.12  
Leave the cost as Zero, as 
same will subsequently be 
updated in Source Line. 

The Date in Service will be 
the month in which the 
record is done, as the asset 
has not yet been 
commissioned.  
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        5.3   Manual Additions - CIP Asset (Continued) 

The following screen will appear: 

 

 

 

 

 

 

 

 

 

 

 

        

 

 

 

  

This display the number of 
unit/s to be assigned. The 
Unit Change field is capped 
by the quantity displayed in 
Units to Assign.    
 

Step 5.3.14  
Fill in the Unit Change, Employee details 
(Name and Number), Expense Account 
details and Location details field (Refer 
Steps 5.2.31 to 5.2.39) 
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5.3   Manual Additions - CIP Asset (Continued) 

The following screen shows an Assignments screen which has been completed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: The Employee’s Name is optional and recommended for assets which are mobile. 

 

Step 5.3.15  
Except for Economic 
Classification which 
should be the Major 
Asset Category 
depreciation code, 
update the 
remaining fields as 
per supporting 
payment documents 
(GF1 and Other 
Charges) 
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5.3   Manual Additions - CIP Asset (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

An asset number will 
be assigned to the 
asset. Remember 
this number as same 
will be used to find 
the asset and record 
its cost.    
 

Step 5.3.16  
Click on OK. 

Step 5.3.17  
Click on Done 
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5.3   Manual Additions - CIP Asset (Continued) 

      
     Once the process has been completed, this screen will appear: 

 

Step 5.3.18  
Click on the above 
icon to close the 
Window.  
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Step 5.3.19  
Go back on the main screen 
(Navigator) and select Asset 
Workbench to Open the Find 
Assets screen. 

 

5.3   Manual Additions - CIP Asset (Continued) 
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5.3   Manual Additions - CIP Asset (Continued) 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.3.20  
Type the Asset Number and 
Book and search for the asset 

Step 5.3.21  
Click on Find. 
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5.3   Manual Additions - CIP Asset (Continued) 

 
The table consisting of the asset details will appear: 
 

 
 

Step 5.3.22  
Click on Source Lines. 
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5.3   Manual Additions - CIP Asset (Continued) 

 

    The screen showing the asset details will appear as per hereunder details: 

 
 

Step 5.3.23  
Record the 
Invoice details. 

 

Step 5.3.24 
Record the Supplier 
details and line amount 
(transactions cost) 

Step 5.3.25  
Click on [ ] to write 
the Total 
Contractual Cost 
and then click on 
OK. 

 

Step 5.3.26  
Click on Done. 
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Step 5.3.27  
Go back to the Asset 
Workbench to Open 
the Find Assets screen. 

5.3   Manual Additions - CIP Asset (Continued) 
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5.3   Manual Additions - CIP Asset (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.3.28  
Search for the Asset Number 
and Ministry ID 

Step 5.3.29  
Click on Find 
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5.3   Manual Additions - CIP Asset (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5.3.30 
Click on Source Lines. 
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5.3   Manual Additions - CIP Asset (Continued) 

 
The subsequent payments pertaining to the CIP assets are recorded as follows: 
I. If the payment has not been tracked as asset in the Accounts Payable (AP) Module, it can be recorded manually in the source 
lines screen; or 
II. If the payment has been tracked as asset in the Accounts Payable (AP) Module, it can be added to the asset through the “add to 
asset” functionality (Para 5.1.1) of the Mass Addition interface. 
 

 
 

 Note: 
If the asset has been commissioned, but the final amount not yet paid, the remaining amount after commissioning should be recorded 
in the source line screen, so that the asset can be Capitalised. 

 

Step 5.3.31  
Add the remaining details on payment 
of the asset  

Step 5.3.32  
Click on Done  
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5.4  Capitalize CIP Assets 

CIP assets are capitalised when they are commissioned and placed in service. Capitalising an asset will lead to subsequent depreciation 
computation. Hence, the amount payable on the asset should be recorded in source line to reflect the asset aggregate cost, prior to 
initiating the Capitalise CIP Assets process. The asset is depreciated as from its capitalisation date.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

TRY FA USER 

Step 5.4a  
Click on Assets and then 
Capitalize CIP Asset  
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5.4    Capitalize CIP Assets (Continued) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TRY FA USER 

Step 5.4b 

Each time a sub-menu is 
selected, this Download 
message will appear. The 
user will have to always 
click on Open file. 
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5.4    Capitalize CIP Assets (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 

TRY FA USER 

Step 5.4c 
The user has to tick on the 
box and click on Run. 
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5.4    Capitalize CIP Assets (Continued) 
 

 
 
 
 

Step 5.4d  
Enter the 
Ministry/Department 
Book ID and the Asset 
Number.  
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5.4    Capitalize CIP Assets (Continued) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.4e  
Click on Find 
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5.4    Capitalize CIP Assets (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.4f  
Record the asset 
Commissioning date i.e 
Date Placed in Service 

Step 5.4g  
Tick the box 

Step 5.4h  
Click on Capitalize 
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5.4    Capitalize CIP Assets (Continued) 
 
 
                      The GAR User should follow the steps below to check whether the asset has been Capitalized. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.4i  
Click on Asset 
Workbench 

Step 5.4j  
Click on Open 
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5.4    Capitalize CIP Assets (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.4k  
Write the Asset 
Number 

Step 5.4l  
Insert Ministry 
Book 

Step 5.4m  
Click on Find 
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5.4    Capitalize CIP Assets (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.4n 
Click on Source 
Lines 
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5.4    Capitalize CIP Assets (Continued) 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5.4o  
Note: Asset Type has 
been changed to 
Capitalized 

Step 5.4p  
Click on Done 
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        6.0       Asset Transfer 

An asset may be transferred within a Ministry/Department (same asset book) or to another Ministry/Department (another asset 
book). 

 

            6.1      Asset Transfer within a Ministry/Department – Same Asset Book 

         An asset can be reassigned to another employee or location. These changes are done using Assignments screen. Transfer within a 
Ministry /Department refers to a change in asset location.  

 
 

 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      
 
 
 
    

TRY FA USER 

Step 6.1.1  
Click on Assets and Asset 
Workbench 
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6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6.1.2 
Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR user will have to 
always click on Open file. 
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6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6.1.3 
The user has to tick on the 
box and click on Run. 
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   6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 

 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
 

Step 6.1.4 

Type the 
Asset 
Number 

Step 6.1.5 
Type the 
Ministry/Department 
Book 

Step 6.1.6 
Click on Find 
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   6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 
 

              
 
 
 
 
 

Step 6.1.7 
Click on Assignments 
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   6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 

 

              
 
 
 
 
 

Step 6.1.8 
Insert a (-) value (e.g -1 for one 
asset) in the Unit change to 
show that the asset is being 
transferred from one 
employee to another. 
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   6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 

 

              
 
 
 
 
 
 
 
 

Step 6.1.9 
Insert value 1 in the Unit 
change to show that the asset 
has been transferred to the 
new employee 

Step 6.1.10 
The Expense account will 
remain the same 

Step 6.1.11 
Update new location 

Step 6.1.12 
Click on OK 
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   6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 

 

              
 
 
 
 
 

Step 6.1.13 
Click on Done 
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   6.1        Asset Transfer within same Ministry/Department – Same Asset Book (Continued) 
 

The following confirmation message is displayed: 

 
               

Step 6.1.14  
Click on OK. 
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        6.2        Asset Transfer to another Ministry/Department –Book 

When an asset is transferred from one Ministry/Department to another Ministry/Department, the transfer should be recorded on 
the basis of the relevant GF5. The transferor Ministry/Department refers to asset retirement in the Asset Book from which the 
asset is transferred and an addition in the Asset Book to which the asset is transferred (transferee Ministry/Department). 

 

 
    

 

 

 

 
 
 
 
 
 
 
 
 
 

 
        
 
 
 
 
 
 
 
 
 
 

Step 6.2.1   
Select Asset Workbench 

TRY FA USER 

Step 6.2.1  
Select Assets and Asset 
Workbench 
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6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6.2.2 
Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR user will have to 
always click on Open file. 
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6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6.2.3 
The user has to tick on the 
box and click on Run. 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

               
 

 
 

Step 6.2.4  
Insert Asset 
Number to be 
transferred 

Step 6.2.6 
Click on 
Find 

Step 6.2.5 
Insert the  
Asset Book 
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             6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

              
 
 

Note: 
The Ministry/Department which has received the Asset should proceed with Manual Additions (Refer to Steps at 5.1) to add the 
Asset in its Book. In addition, the GAR User should select for the Asset Key “ADDITION BY TRANSFER (M/D)”. 

 

Step 6.2.7 
Click on Retirements 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 

 
 

              
  

Step 6.2.8 
Insert Asset 
Book 

 

Step 6.2.9 
Insert the date that the 
asset has been transferred 
to another Ministry/Dept 

 

Step 6.2.10 
Insert the 
Cost of the 
Asset being 
transferred. 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 

 

 
 

 
                          

Step 6.2.11 
Select Retirement Type 

Step 6.2.13 
Click on OK 

Step 6.2.12 
Select DISP- TFR (M/D) 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

              
 
 
 
 
 
 

     

Step 6.2.14 
Click on Done 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

     The following confirmation window will appear: 

 

              
 
  

Step 6.2.15 
Click on OK  

Step 6.2.16 
Click on Done 
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             6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
      

     Once step 6.2.12 has been completed, the GAR User must fill in the details in the DFF  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    
 
   

Step 6.2.12  
Select Asset 
Workbench to find 
the Asset retired. 
 

Step 6.2.17 
Click on Open 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

             
 

. 

 

 

  

Step 6.2.18 
Type the Asset 
Number. 

Step 6.2.19 
Click on Find 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

 

                 

Step 6.2.20 
Click on Open. 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

In the Asset details screen, the GAR User should click on the  

 

              

Step 6.2.21 
Click on this icon for 
the List of Values. 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

 
 
 
 
 
 
 
 
 
 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

   
 
 

Step 6.2.22 
Click on the three dots at 
the end of the Context 
Value field for the full list of 
DFF. 

13357 Test II_Microphone 
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             6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Registration/ License Plate 

After completing Step 6.2.23, the following screen will appear: 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 

 
Once the asset has been retired, the following details need to be updated: 

 
o DFF “Transfer To” field- Select from the drop down list the ID of the Ministry to which the Asset has been transferred; and 

o Asset Key updated to “DISP-TFR (M/D)”, i.e, Asset Transferred to  

 

             
 
 
 

Step 6.2.23 
Update the Transfer To 
field with the ID of the 
Ministry/Dept to which the 
asset has been transferred 
and Transfer Date 

  

Registration/ License Plate 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                  

 

 

 
 

 
 
 
 

Step 6.2.25 
Click on Done. 

Step 6.2.24 
Update the Asset Key to 
reflect the disposal type 
to DISP-TFR (M/D) 
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Once the above retirement/disposal processes have been completed, the user should send a correspondence to the GAR Unit of 
the Treasury informing them of the following: 

 
o GAR asset number of the retired asset, 

o The Asset cost; 

o The Asset date place in service (Commissioning Date) 

o The retirement type:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
o The Book ID of the Ministry/Department to which it is being transferred, when it is a transfer between 

Ministry/Department 

   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

Types of Disposal/ 
Retirement in GAR 
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   6.2        Asset Transfer to another Ministry/Department – Another Asset Book (Continued) 
 

The Ministry/Department receiving the asset should process the asset as a Manual Additions - Capitalised Asset (Refer to Steps 
at 5.1). It is recommended that the asset details are updated with the original asset cost and date place in service. The addition 
details like: 

 
o Transfer From; 

o Transfer Date; and 

o Original Asset Number, 

should be added in the DFF screen of the Asset Details screen. 
 

              
     

 

Details to update 
in New book on 
transfer 
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      7.0        Retirement / Partial Retirement  

 
Retirement / Partial Retirement process refers to the removal of an asset from the asset book in the following events: 

 

• Sale of an asset 

• Destruction of an asset 

• Loss of an asset 

• Transfer to another Ministry/Department 

• Obsolescence of an asset (which is no longer in use by the organisation) 

Note: The Treasury GAR unit should always be informed of any asset retirement prior to proceeding with same on the system. 
 
 

 
 

 

 

 
 

 
 
 
 
 

 
 
 
 
 

TRY FA USER 

Step 7a  
Click on Assets and 
Asset Workbench 
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   7.0       Retirement / Partial Retirement (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 

•  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7b 
Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR user will have to 
always click on Open file. 
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   7.0       Retirement / Partial Retirement (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7c 
The user has to tick on the 
box and click on Run. 
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   7.0       Retirement / Partial Retirement (Continued) 

  

Step 7d 
Insert Asset 
Number to 
be retired. 

 

Step 7e 
Insert Book. 
ID 

 

Step 7f 
Click  
on Find. 
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   7.0       Retirement / Partial Retirement (Continued) 

 

 
  

Step 7g  
Click on Retirements 
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   7.0       Retirement / Partial Retirement (Continued) 
 
 
  

Step 7h 
Insert Asset 
Book ID 

 

Step 7j 
Select Retirement 
Type  

Step 7m 
Insert Cost of 
Removal if any 

Step 7l 
Insert Proceeds of Sale 
where applicable 

Step 7i  
Insert the Units Retired 
i.e 1 

Step 7n 
Click on Done 

 

Step 7k 
Insert Retirement Date 
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   7.0       Retirement / Partial Retirement (Continued) 
 

The following confirmation window will appear. 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7o 
Click on OK. 
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7.0       Retirement / Partial Retirement (Continued) 
 

                         The GAR user will also have to generate a “Calculate Gains and Losses” report for the Retirement process to be complete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7p 
Select: 
i. Depreciation and         
ii. Calculate Gains and 
Losses 



The Government Asset Register (GAR) 

167 | P a g e  

 

 
 

7.0       Retirement / Partial Retirement (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7q 
Click on the three dots 
to select the Book 
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7.0       Retirement / Partial Retirement (Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7r 
Click on OK for the 
Parameters to be filled. 
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7.0       Retirement / Partial Retirement (Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7s 
Click on Submit. 
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7.0       Retirement / Partial Retirement (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7t 
Click on OK. 
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7.0       Retirement / Partial Retirement (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7u 
To access the Report, 
click on View and 
Requests. 
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7.0       Retirement / Partial Retirement (Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7v 
Click on View Output. 
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7.0       Retirement / Partial Retirement (Continued) 
 
                        The GAR user should email the Retirements Execution report to the GAR unit. 
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   7.0       Retirement / Partial Retirement (Continued) 
 

For Partial Retirement:  
 

When doing Partial Retirement, the user will not be able to change the Asset Key for the asset disposed. The cost retired will be 
the total asset cost divided by the number of units grouped under the asset number, multiplied by the number of asset/s retired. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Cost Retired is 
automatically 

calculated 

Step 7x 
Input the number 
of Units to be 
Retired 

Step 7z 
Click on 
Continue 

 

Step 7y 
Insert: 
Proceeds of Sale 
Cost of Removal 
 where applicable 

 



The Government Asset Register (GAR) 

175 | P a g e  

 

 
    
   7.0       Retirement / Partial Retirement (Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Step 7zi 
Insert the (-) value 1, as 1 
asset retired in the group. 

 

Step 7zii  
Click on Done 
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   7.0       Retirement / Partial Retirement (Continued) 

The following confirmation message will appear: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                             Note: For Partial Retirement also, the GAR user should follow steps 7p to 7v generate the “Calculate Gains and Losses” report. 
 
 
 

Step 7ziii 
Click on OK 
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             8.0        Depreciation 

 
Depreciation is the systematic allocation of the depreciable amount of an asset over its useful life. Depreciable amount is the cost 
of an asset, or other amount substituted for cost, less its residual value.  

 
Note: Depreciation for the current period should be processed at the end of the month, after all assets for the month have been 
recorded in GAR. 

 
 

  

Step 8a 
Click on Depreciation 
and then choose Run 
Depreciation 

 

TRY FA USER 
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   8.0       Depreciation (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 8b 
Each time a sub-
menu is selected, 
this Download 
message will appear. 
The GAR user will 
have to always click 
on Open file. 
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   8.0       Depreciation (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 8c 
The user has to tick on 
the box and click on 
Run. 
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8.0       Depreciation (Continued) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Step 8d  

Choose Book ID, enter Period and click 
on RUN 
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   8.0       Depreciation (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

Step 8e  
Click on Run 

Do not tick 
the “Close 

Period” Box 
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   8.0       Depreciation (Continued) 

The following confirmation message will appear: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 8f 
Click on OK 
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              9.0       Reports 

Perform the following steps to run and view a report: 

 
      
 
 
 
 
 
 
 
 

 
 

 

                         

     

 

 

 

 

 
 
 
 
 

  

Step 9a  
Choose Assets and 
Asset Workbench  

TRY FA USER 
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   9.0       Reports (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 9b 
Each time a sub-menu is 
selected, this Download 
message will appear. The 
GAR user will have to 
always click on Open file. 
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   9.0       Reports (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 9c 
The user has to tick on the 
box and click on Run. 
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   9.0       Reports (Continued) 
 

                           
 
 
 
 
 
 
 
 

Step 9d  
Click on “View” and then 
choose “Request” 
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   9.0       Reports (Continued) 

 

                           
  

Step 9e 
Click on “Submit a 
new Request” 
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   9.0       Reports (Continued) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 

               
 
 

Step 9f  
Click on Dropdown 
button and choose 
from list of the 
report. 
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   9.0       Reports (Continued) 
 

              
 
 
 

 

 

Step 9g 
Choose the Report 
required. 

Step 9h  
Click on OK 
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   9.0       Reports (Continued) 
 

              
 
 
  

Step 9i 
Fill in the 
“Parameters” field.  



The Government Asset Register (GAR) 

191 | P a g e  

 

   9.0       Reports (Continued) 
 

                           
 
  

Step 9j 
Click on OK 
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   9.0       Reports (Continued) 
 

              
 
 
  

Step 9k 
Click on Submit 
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   9.0       Reports (Continued) 
 

              
 
 
 

    

Step 9l 
Click on No 
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   9.0       Reports (Continued) 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 9k  
If the report is still 
running, click on 

Refresh Data 

Step 9m 
Click on Find 
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   9.0       Reports (Continued) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

TRY, 2021, JUN-18, JUN-19 

Step 9n  
Choose the report 

Step 9o 
Click on View Output 
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   9.0       Reports (Continued) 
 

The report will appear in this window: 
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   9.0       Reports (Continued) 
 

To view the report in a larger window: 

 

              
  

Step 9p 
Click on Tools and then 
Choose Copy File 
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   9.0       Reports (Continued) 
 

The report will then appear in this window: 
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         10.0     Log out of the GAR system 

 
         Step 10.1: Click on the MS Edge Browser icon to return to the main page. 

        

 

 
 
 
 
 
 
 
 
 
 
 

             

   
   
 
 
 
 
 
 
 
 
 
 
 

C

L

I

C

K 
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   10.0     Log out of the GAR system (Continued) 
 

Step 10.2: Click on 
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   10.0     Log out of the GAR system (Continued) 
 

 Step 10.3: You will be logged out of the screen and the Login screen will appear. 
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             Annexes 

 
o In case the GAR coordinator at the Ministry/Department wishes to add/remove a new/existing GAR User, then the GAR 

Assignment/Removal of Responsibility Form (Annex 1.1) should be duly filled and the signed form should be sent to the GAR 

section for processing. 

 

o In case, the GAR User has forgotten his/her password, the User has to complete the Password Reset Form (Annex 1.2) and submit 

the duly signed form to GAR section for processing. 

 

o In case, an asset category/location code is not available on the list of GAR Asset Category and Code combination list, the 

Ministry/Department is required to fill in the ‘Request Form to update Asset Location/Category’ (Annex 2.1). The guidelines to 

complete the ‘Request Form to update Asset Location/Category’ are at Annex 2.2.   

 

 

 

 

 

 
 
 

 
 
 
 
 


