Helpful Hints for Asset Management: Updating Location Codes
As physical information changes during the life of an asset, care should be taken to ensure that the updates are made properly. All changes to an asset’s physical information must be completed on the Asset Basic Information page. 
Navigation: Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add
1. Enter the search criteria for the asset that needs updated.
2. Click the Location/Comments/Attributes tab
[image: ]
3. Click the Add a new row icon[image: ] under the Location section.
4. Enter the date the new location becomes effective in the Effective Date field.
5. Enter the new location code in the Location field.
· If the location code is unknown, click the Look up icon next to the field to search for the code.
6. Enter more specific information about the location in the Document field (i.e. floor, room number, etc.)
7. Click the Save button.
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Additional Job Aids are located on the FIN Home page  on myOhio.gov.  Alternatively, search the
OAKS FIN Online Process Manual or contact the Ohio Shared Services Service Center at 877-644-6771
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