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Fixed Assets (FA) Data Import

• Introduced on the 1.45.1 release

• Allows “importing” of Fixed Assets data from a 
spreadsheet or “CSV” file

• HSS recommends importing from a Microsoft 
Excel spreadsheet

• Current version of FA Data Import will not 
“update” existing Fixed Assets records –it will only 
add new Fixed Assets records

2



Fixed Assets (FA) Data Import

• Fields required for import – these fields MUST be 
present in the import file:

• Asset ID

• District

• Category

• Type

• Site

• All other Fixed Asset fields are optional
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Fixed Assets (FA) Data Import

• Maximum number of records that can be 
imported is 10,000 – split the data into 2 or more 
import files if needed

• HSS recommends testing with a small (10-20) 
group of records and checking the Fixed Assets 
screens before importing a large number of 
records
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Fixed Assets (FA) Data Import

• Depreciation is a calculated field and cannot be 
imported

• Any field not included in the import will be either 
blank or filled with zeros on the Fixed Asset 
screen
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Let’s Get Started!
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Click

“Fixed Asset Tracking / Inventory”

Note that your 

QCC menu may 

look different due 

to your security 

settings.



Select Import Fixed Assets
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Double click “Import Fixed Assets”

to begin the process



Configure the Import
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“Display only” field which shows 

error message, “Verified”, or 

“Added” for each row.

Click on the “gears” to configure 

the additional fields to be 

imported.



Configure the Import
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Choose from 

any or all of 

these fields.

Click “Import” 

to add a field 

to the 

Selected 

Fileds list.

Required fields have 

already been selected



Save Your Configuration!
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Be sure to “Save” the import preferences for the next 

time! Preferences are saved by user login ID and cannot 

be shared between users.

In this example, 

“Desc”, “Serial”, 

“Tag”, etc. are 

added to the 

Selected Fields 

list for importing. 

The optional 

fields added can 

be removed from 

the list using the 

“Exclude” action.



Excel Spreadsheet Example
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Example of a properly formatted Microsoft Excel spreadsheet. The spreadsheet matches the items selected to 

be imported (previous slide).

To have the import tool automatically auto number the imported assets, fill the “AssetID” column with all 

zeroes as shown. This assumes auto numbering is enabled using the FAT050 Usersec.

If accounts are being imported, they must be valid accounts in the Financial System. Accounts can formatted 

(see above example) or unformatted.

See Import Formatting Notes handout for specific formatting information and instructions for each field.



Begin the Import...
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First, click “Import 

Data” to open the 

Grid Import window

Second, click the 

folder/arrow icon 

to open the 

standard “Open 

File” window

If the spreadsheet 

has a header row, 

leave this box 

checked

The “Append Import Data” 

check box allows for 

selecting multiple 

spreadsheets on this 

screen before returning to 

the import screen



Select the Excel File
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To open the file containing 

the data to import, double 

click the filename in the 

list presented OR select 

the file by single clicking, 

then…
…click “Open” to 

import the data



Initial Data Import
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To open the file containing 

the data to import, double 

click the filename in the 

list presented OR select 

the file by single clicking, 

then…

Wait… it’s not quite finished! This message means 

no errors were found during the physical import. 

The actual data imported hasn’t been verified yet!



Verify the Data
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“Status” column is blank, indicating data hasn’t 

been verified. Click the “Verify Data” icon to 

perform the data verification.



Data Has Been Verified
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In this example, the data in all 5 rows has been 

successfully verified

~~~~~

What if there ARE errors?



Import with Errors
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When errors are detected in the imported data, 

the Status column indicates the nature of the 

problem. An error dialog box appears asking if 

lines without errors should be saved.



Save the Imported Data
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Use the “Save” icon to update the imported 

data to the Fixed Assets table in the database.



The Imported Data has been Added!
19

The Status column indicates data has been 

added to the database.

With Autonumbering enabled…

…the Asset ID has been updated.



Verify the Newly Added Assets
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Module/Task Security QCC Fixed Assets
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User Security QCC Fixed Assets
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User Security QCC Fixed Assets (Cont.)
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User Security QCC Fixed Assets (Cont.)
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FA Master Files – Bldg/Room Security
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Import Formatting Notes Handout
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Highlights
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