
How to add assets to fixed asset register?



Fixed Asset

Fixed assets are company-owned, long-term tangible assets, such as forms of 
property or equipment. 

These assets make up its day-to-day operations to generate income. 

Being fixed means they can't be consumed or converted into cash within a 
year. 

As such, they are subject to depreciation and are considered illiquid.



Use of Fixed Asset Schedule

Accurate financial reporting: The Fixed Asset Schedule provides 
accurate information about a company's fixed assets, including their 
original cost, depreciation method, accumulated depreciation, and net 
book value. 

This information is essential for accurate financial reporting and 
compliance with accounting standards.



How to add assets to fixed assets register

• While doing GL scrutiny any transactions more than $300 with the nature/ 
description of purchase of assets (any type of fixed assets) needs to be 
added in fixed assets register.

• Before adding into the register request the invoice with client to check the 
original asset type.

• Also, if client provided any invoice or purchase document of fixed asset 
check if that transaction is accounted in books if not bring that transaction 
and add into fixed asset register.



Setting up fixed assets

• Firstly, if client wants to switch from current accounting software to other 
accounting software, then we need to check the fixed asset report in that 
software and need to set up in switching over software.

• If you have fixed assets that you want to track in accounting software, you’ll 
need to enter the opening fixed asset balances in your general ledger, so 
their values show in the relevant reports.

• To get started, you must have the specific role in the software, then create a 
fixed asset register to record and calculate book depreciation on your 
assets.

• First, confirm which financial year you want to start depreciating your fixed 
assets in software. The start date you select must be the first day of a 
financial year. The dates available for you to select from will be based on 
your financial year end settings.



Enter Opening Balances if client wants to change their accounting software:

• If you've previously maintained a fixed assets register, enter the opening fixed 
asset balances in software to record their value in your balance sheet.

• The fixed assets start date is always the start of a financial year. If this is the 
same as your conversion date, enter the fixed asset balances as part of your 
conversion balances, as at this date.

• If your conversion date is different from the start of your financial year, enter 
your fixed asset balances separate to your conversion balances.

• Enter your general ledger fixed asset balances with your conversion balances. 
Make sure you click Save before exiting the conversion balances screen.



• Add or import your fixed assets into software.

• The provided example in the next page is how to import assets from 
previously used accounting software to XERO at the time of conversion 
posting opening/conversion balance.

• Register the assets in software (How to register assets will be followed)

• Run the Fixed Asset Reconciliation report with a date range ending in your 
conversion balance date. 

• Confirm the Closing Book Values for Balance Sheet and Asset Register match 
and there's no Difference value.



• Import multiple 
fixed assets into 
your fixed asset 
register in Xero.

• Create an import file 
using our CSV 
template or import a 
file exported from 
another Xero 
organization.



Add or edit a fixed asset type
(When client buys new assets)

• Before adding any new add assets we need to create fixed asset type in the software.

• About Fixed Assets type: Every fixed asset you add to the register needs to be assigned 
a fixed asset type. An asset type comprises the following settings:
• Asset account
• Accumulated depreciation account
• Depreciation expense account
• Depreciation method
• Averaging method
• Depreciation rate or effective life (All fields are mandatory)

• When you create a fixed asset and select the asset type, all the default settings of the 
asset type are applied to the asset.



• You can edit the depreciation settings for a particular asset, but you can't 
change the accounts. To change the account codes for a particular asset, you 
need to change the Asset Type assigned to the asset.

• Before creating an asset type, make sure your chart of accounts contains the 
fixed asset, accumulated depreciation, and depreciation expense accounts you 
want to assign.

• When you create the fixed asset type, the Asset Account and Accumulated 
Depreciation accounts need to be fixed asset type accounts.

• Add accounts to the chart of accounts if you need to. Those steps may vary 
based on the client accounting software.

• For how to add asset type in XERO use the below screenshot for reference.





• Check with the client if any 
assets were bought, if yes, 
they will provide 
document/invoice like the 
below and we will use these 
values to arrive asset costs and 
register the same in fixed asset 
register.



• Check (GL Scrutiny) ledger 
account if any asset has 
accounted during the year. If 
yes request the invoice from 
client to add the asset in 
software.



• After ascertaining the asset 
nature and asset value based 
on the transaction accounted 
and invoice provided, we can 
add/register the asset to the 
respective software used. 

• The below is the example from 
XERO software:

• Go to Accounting tab and click 
on advanced



• Click On Fixed Assets 



• After fixed asset as above it 
will lead to assets tab on the 
select “New asset” to add any 
new assets bought



• After selecting on add new 
asset, it will lead to the below 
page. In that we need to input 
the details of the asset.

• As mentioned earlier we need 
to create asset type before 
adding any assets to select the 
asset type in this page.

• Then only it will get accounted 
in the respective assets 
account



• The below example screenshots are for selecting asset type in XERO while 
adding assets.







• After selecting the respective 
asset type. Update the 
Depreciation method and rate 
of depreciation based on the 
nature of the asset and nature 
of business.

• For depreciation rates we can 
refer ATO website if client 
follows the same rate for both 
accounting and tax 
depreciation rates. 

• The rates may vary based on 
the client accounting if they 
doesn’t use the ATO rates for 
accounting depreciation.



• Also select the tax 
deprecation details. Then 
only the deprecation report 
can run along with the 
value of tax depreciation 
for those registered assets.

• After adding those details 
click register to 
add/register the assets.



• After adding the assets into the schedule, we can run the fixed asset schedule to get 
the fixed asset reconciliation and depreciation report.

• Hence it will provide the Opening balance, Cost of the asset, Purchase date of the 
asset, Depreciation rate, Amount of depreciation calculated for the year, Accumulated 
depreciation, Disposal value (if any disposal of asset happened during the year and 
Closing balance of the asset based on the information provided.

• After getting the report we can reconcile the balances of fixed asset accounts as per 
the balance sheet and Fixed asset schedule/Depreciation report.

• The closing balance will be reconciled once we run the report as it will post the entries 
in books by using the same value. 

• If not reconciled, we need to check both schedule and transaction in GL whether any 
error occurred between the values available in both schedule and GL (the error may 
also occur due to any new nonrelated transactions accounted).



• The below screenshot example 
from XERO software for how to 
run or roll back depreciation. 
The steps may vary to other 
accounting software’s.

• Roll back can be done during 
the period of reversing your 
depreciation to fix any error or 
any need.



• If any assets disposed during the year we need to update the disposal 
values in the asset schedule to calculate and mark/remove the asset from 
schedule for later financial years.

• If the disposal was not updated while running report the necessary values 
will be calculated for those disposed assets. Due to this also the closing 
balance will not be reconciled with the schedule.
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