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Purchasing an Asset (AM1- Part 1)
[bookmark: _Toc331082630][bookmark: _Toc332960603][bookmark: _Toc436834041]Course Overview 
The Purchasing an Asset user guide (AM1-Part 1) covers the steps necessary to generate assets in the Asset Management Module (AM) from information entered during the Purchasing, Receiving, and Vouchering processes (the Purchasing Integration process). 
The Asset Management (AM1-Part 2) User Guide covers how assets are created and maintained in the Asset Management Module (AM). Assets can also be entered manually in AM. After assets are created, they are maintained in AM throughout their life cycle. Physical Information, such as Location, Custodian, or Tag Numbers, can be added or changed. Financial Information, such as adjustments to costs, funding, or depreciation, is also entered in the Asset Management Module. Eventually, the asset will be retired.
[bookmark: _Toc436834042]Asset Life Cycle
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Before learning how to purchase assets, you’ll need to understand some key concepts and terms which are summarized in the following overview.
[bookmark: _Toc436834043]Types of Assets
An important consideration when purchasing an item is to determine whether the item qualifies as an asset, and if so, what type of asset. You will need to consider such things as the cost of the asset, whether the asset has acquisition costs that will be depreciated over the useful life of the asset, and if it is a capital asset that must be reported in the Comprehensive Annual Financial Report (CAFR). The below table describes the three overall types of assets, along with some general guidelines.
	Type of Asset
	Costs
	Cost
	Depreciable
	CAFR

	CAFR Capital Asset 
	Depreciated over Useful Life
(Life of more than 2 years)
	Over $30,000 for most assets
Over $300,000 for Buildings
All Land
For specific values, see the Chapter 1 - Financial Management Reporting link below.
	Most depreciate
	Yes

	Non-CAFR Capital Asset (NCP)
	Depreciated over Useful Life
	Less than $30,000 but greater than agency threshold for Sensitive Items
	Most depreciate
	No

	Sensitive (SEN)
	Expensed with no depreciation
	Less than agency policy threshold (typically $5,000). Includes items that your agency wants to track such as firearms, computers, printer, cell phones, cameras, and TV’s
	Do not depreciate
	No


Two resources are available to provide assistance: 
· Department of Administration’s “State of Minnesota Property Management Policy and User Guide” http://www.mn.gov/admin/images/Surplus_PropertyManagementGuide_Complete.pdf.
· Minnesota Management & Budget Statewide Operating Policies 0106-01 through 0106-09 at http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-1/0106-01-capital-asset-reporting-policy.pdf. These policies provide guidance on the requirements for the State of Minnesota’s CAFR activity in accordance with Generally Accepted Accounting Principles (GAAP).
[bookmark: _Toc436834044]Asset Profile IDs
After you determine the overall type of asset the item is, you’ll need to enter the related Profile ID when the asset is created in SWIFT. If you are creating the asset through the Purchasing Integration process, the Profile ID is entered on the PO distribution line, along with the AM Business Unit.
Profile ID’s determine default values in the Asset Management Module, such as the asset’s:
· Asset Type
· Asset Category
· Useful Life
· Depreciation Method
For example, the Profile ID “EQUIP05” is used for capital assets that should have an Asset Type of “Equipment”, an Asset Category of “EQUIP”, a Useful Life of 5 years (60 months), and a depreciation method of “Straight Line (SL)”. (The SWIFT query “M_AM_GBL_ASSET_PROFILE” provides a list of Asset Management Profile IDs, along with the corresponding Asset Category and Type. Refer to Lesson 2: Running SWIFT Queries for Asset Purchasing for more information.)
Profile ID’s for Sensitive, Non-Capital, and Donated Assets begin with a naming convention. Examples are shown below:
	Type of Asset
	Profile ID Starts With
	Example

	Non-CAFR
	NCP
	NCP_EQP04: Non-Capital Equipment – 4 Yrs

	Donated
	DON
	DON_EQUIP: Donated Equipment

	Sensitive
	SEN
	SEN_EQUIP: Sensitive Asset – Equipment

	CAFR Capital asset
	(no prefix)
	EQUIP05, capital equipment with a useful life of 5 years.


[bookmark: _Toc436834045]Asset Categories vs. PO Categories
The Asset Management Module has a field called a “Category”. Asset Categories are not the same as Purchase Order Category codes. The PO Category code is entered on the Purchase Order Line and describes your purchase. 
Important! Some PO Category Codes will default values into the Profile ID and AM Business Unit fields automatically. You will need to review the information and possibly change or remove it. (The SWIFT query “M_CG_GBL_CATEGORIES_ASSETS” provides a list of PO Category codes which are associated with Asset Management Profile IDs. Refer to the “Running SWIFT Queries for Asset Purchasing” topic for more information.)
Note: Some agencies enter Item Numbers, rather than PO Category Codes. Item Numbers are linked to default Category Codes which can be linked to default Profile ID’s.
[bookmark: _Toc436834046]Purchase Orders Created with MN.IT Vendor ID
Purchase orders created with the MN.IT vendor ID will not create assets. For purchase orders to the MN.IT vendor, SWIFT will not default the asset Profile ID related to the PO Category code. This will help ensure that assets are not double counted in SWIFT. Without this modification, agencies could create assets when they issue a purchase order to MN.IT and MN.IT would duplicate the asset when creating the order to the vendor.
After completing this course, you should be able to:
· Purchase Assets
· Determine Correct Receiving Process for Assets
· Receive a Single Asset with One Funding Source
· Receive a Single Asset with Split Funding
· Receive Assets with Multiple Quantities
· Receive Assets with Multiple Quantities and Split Funding
· Run SWIFT Queries for Asset Purchasing


[bookmark: _Toc436834047]Lesson 1: Creating Assets through the Purchasing Integration
[bookmark: _Toc436834048]Lesson Overview
Assets can be generated from information entered during the Purchasing, Receiving, and Vouchering processes. This is referred to as the “Asset Integration from Purchasing” process. 
This lesson provides instructions for creating purchase orders and receipts that will generate assets in the Asset Management Module.
If you want your Purchase Order to generate an asset in the Asset Management Module, you must enter an Asset Profile ID and the AM Business Unit on the Asset Information tab of the PO Distribution Line. The Profile ID tells SWIFT that this purchase is an asset that should be processed into the Asset Management Module. Profile IDs also determine values in the Asset Management Module, such as the asset’s Asset Type, Asset Category, Useful Life and Depreciation Method. The Purchasing Assets topic covers the key entries that must be made on the Purchase Order for assets.
You will also need to follow the correct receiving process for the asset, depending on the quantity and number of funding sources on the PO Distribution Line(s). The remaining topics in this lesson are devoted to the receiving processes.
After completing this lesson, you should be able to:
· Purchase Assets
· Determine Correct Receiving Process for Assets
· Receive a Single Asset with One Funding Source
· Receive a Single Asset with Split Funding
· Receive Assets with Multiple Quantities
· Receive Assets with Multiple Quantities and Split Funding


[bookmark: _Toc436834049]Purchasing Assets
[bookmark: _Toc436834050]Topic Overview
This topic covers the steps that are required to enter a Purchase Order that will generate an asset in the Asset Management Module. This topic is not designed to provide detailed Purchase Orders entry instructions. For detailed purchasing instructions, refer to the Purchasing Reference Guides page of the Minnesota Management & Budget web site.
An Asset will be created in the Asset Management module for a PO line when values exist in the Asset Profile ID and AM Unit (Asset Management Business Unit) fields on the Asset Information tab of the PO Distribution Line. 
In many cases, the Asset Profile ID and AM Unit will default because of the PO Category Code used for the transaction. Users will need to review the Profile ID field to verify that the correct Profile ID is assigned to the transaction. If you don’t want an asset created, you’ll need to remove the asset information (the AM Unit and Asset Profile ID).
After completing this topic, you should be able to:
· Purchase an Asset
[bookmark: _Toc436834051]
Process Steps
Purchase an Asset
This topic provides specific instructions that will help you create a Purchase Order that will generate an asset in the Asset Management Module. This topic is not designed to provide detailed Purchase Orders entry instructions. For detailed purchasing instructions, refer to the Purchasing Reference Guides page of the Minnesota Management & Budget web site.
Steps to complete:
· Step 1:	Determine Description, PO Category Code, Account Code, and Asset Profile ID to use for each PO Line
· Step 2: Enter the PO Line with Correct PO Category and Description
· Step 3: Verify/Enter the Asset Information on the Distribution page
· Step 4: Complete the PO as you would normally
Step 1: Determine Description, PO Category Code, Account Code, and Asset Profile ID to use for each PO Line
When you create a Purchase Order (PO) for an asset, it is important to enter the correct PO Category Code, Account Code, and Asset Profile ID. The PO line Description becomes the description for the asset. The table below describes how these PO fields relate to the asset that will be created in the Asset Management Module.
	Field Name
	How the Field Relates to Asset Purchasing

	PO Line Description
	The first 30 characters of the Description field on the PO line becomes the Asset description in the Asset Management Module. The Description can be edited in the Asset Management Module at a later time, if necessary.

	Profile ID
	The Profile ID tells SWIFT that this purchase is an asset that should be processed into the Asset Management Module. If a Profile ID is defaulted or entered for the PO line, an asset will be created. 
Profile IDs determine values in the Asset Management Module, such as the Asset Type, Asset Category, Useful Life, Depreciation Method / Status, and Salvage Value. For example, the Profile ID “EQUIP05” is used for capital assets that should have an Asset Type of “Equipment”, an Asset Category of “EQUIP”, a Useful Life of 5 years (60 months), and a depreciation method of “Straight Line (SL)”.
Profile IDs for Sensitive, Non-Capital, and Donated Assets begin with the following naming convention:
· Sensitive: “SEN” (SEN_EQUIP – Sensitive Asset – Equipment)
· Non-Capital: “NCP” (NCP_EQP04 – Non-Capital Equipment – 4 Yrs)
· Donated: “DON” (DON_EQUIP – Donated Equipment)

	Category Code (PO)
	The PO Category code describes your purchase. Some Category Codes relate to a default Profile ID that will be entered automatically. You will need to review the defaulted Profile ID and possibly change or remove it. 
Note: Some agencies enter Item Numbers, rather than Category Codes. Item Numbers are linked to default Category Codes which can be linked to default Profile IDs.

	Account Code
	The default Account Code related to the Category Code you select may need to be changed for the asset you are purchasing. For example, if you are purchasing equipment that costs over $30,000, you may need to change the default Account Code from “471606 Equipment- Non Capital” to “470606 Equipment-Capital”.


To determine the correct information to enter, you may need to contact your Asset Coordinator. You can also view queries available in the SWIFT Query Viewer. The queries listed below display available codes and defaults and can be downloaded into Microsoft Excel format. Refer to the “Running SWIFT Queries for Asset Purchasing” topic for additional information.
	Query Name
	Description/Use

	M_PO_GBL_CATEGORY_DEFAULTS
	List of all PO Category Codes, along with associated Profile ID’s (if any), default Account Codes, and Descriptions.

	M_CG_GBL_CATEGORIES_ASSETS
(Categories with Asset Profile)
	List of PO Category Codes which are associated with Asset Management Profile ID’s.

	M_AM_GBL_ASSET_PROFILE
	Lists current Asset Profile ID’s, along with corresponding Asset Category and Asset Type.


1. For this topic example, we will use the Category Code “45100000” for printing and publishing equipment. The purchase price is $9,000, below the Capital Equipment threshold of $30,000, so we will accept the default Account Code “471606” and the default Profile ID “NCP_EQP05” for non-capital equipment with a useful life of five years. 
2. If we were purchasing printing and publishing equipment that costs $30,000 or more, we would change the Account Code to “470606” for capital equipment, and we would change the Profile ID to “EQUIP05” for capital equipment with a useful life of five years.
	Ex.
	PO Category Code
	Available Account Codes
	Profile ID

	1.
	45100000 - Printing and publishing equip
	Default: 471606 - Equipment-Non Capital
	Default: NCP_EQP05 - Non-Capital Equipment - 5 Yrs 

	2.
	45100000
	470606 - Equipment-Capital
	Change default to “EQUIP05”

	
	45100000
	413001 - Supplies, Materials, And Parts
	Remove default because supplies are not an asset.

	
	45100000
	414004 - Equipment Rental
	Remove default because rentals are not an asset.


Step 2: Enter the PO Line with Correct PO Category and Description
When you create a Purchase Order (PO) for an asset, you will enter the PO as you would normally, but be aware that the first 30 characters of the PO Line Description becomes the Asset Description and the PO Category Code you select may or may not bring in a default Asset Profile ID.
1. Navigation Links: Purchasing, Purchase Orders, Add/Update PO. 
2. Complete the Add a New Value tab as you would normally. The Maintain Purchase Order page displays.
[image: ]
3. Complete the Maintain Purchase Order page as you would normally, making sure to enter the correct coding for each PO Line that should generate an asset as described below:
	Field Name
	Field Description

	PO Line Description
	The first 30 characters of the Description field on the PO line becomes the asset Description in the Asset Management Module. The Description for the Asset can be edited in the Asset Management Module after the asset is created.

	Category Code (PO)
	Select the PO Category Code that describes the purchase as you would normally. The Category Code may or may not relate to a default Profile ID that you will verify in the next step.
Note: Some agencies enter Item numbers, rather than Category Codes. Item numbers are linked to Category Codes which can be linked to default Profile IDs.


4. WARNING! The Receiving Required field on Receiving Tab should be set to “Required” (the default). You should use the receiving process to create an asset in the Asset Management module.
[image: ]

Step 3: Verify/Enter the Asset Information on the Distribution page
You’ll need to review the Account Code and the asset information for each distribution of the PO line.
1. For each PO Line, click on the Schedule ([image: ]) icon in the Line Details tab. 
[image: ]
2. On the Schedules page, click on the ChartFields ([image: ]) icon on Schedules Detail tab. The Distributions for Schedule 1 page displays. 
[image: ]
3. Enter the ChartFields as you would normally, making sure to verify the default Account Code and change, if necessary.
	Field Name
	Field Description

	Account Code
	Verify that the default Account Code is correct for the asset. Change the code, if necessary. For example, if you are purchasing equipment that costs over $30,000, you may need to change the default Account Code from “471606 Equipment-Non Capital” to “470606 Equipment-Capital”.


[image: ]
4. Click on the Asset Information tab. 
[image: ]
5. For each Distribution, verify and update the asset information, if necessary, as described below.
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	Field Name
	Field Description

	AM Unit
	The AM Unit will be entered automatically if the PO Category Code you selected related to a default Profile ID.
· If you need to add a Profile ID, enter the AM Unit first. This is the same as the Business Unit.
· If the PO Line should not generate an asset, remove the AM Unit and the Profile ID information.

	Asset Profile ID
	The Asset Profile ID identifies the purchase as an asset that should be generated into the Asset Management Module. Profile IDs also determine values in the Asset Management Module, such as the asset’s Asset Type, Asset Category, Useful Life and Depreciation Method.
· A default Profile ID may be defaulted automatically based on the PO Category Code you selected. 
· If the Profile ID is incorrect, change it. For example, if you are purchasing equipment that has a useful life of five years, you may need to change the Profile ID from “NCP_EQP10: Non-capital Equipment – 10 Yrs” to “NCP_EQP05: Non-capital Equipment – 5 Yrs”.
· If you need to add a Profile ID, you’ll need to enter that AM Unit first.
· If the PO Line should not generate an asset, remove the AM Unit and the Profile ID information.

	Cap #
	State of Minnesota does not use.

	Sequence
	State of Minnesota does not use.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags. Check with your Asset Coordinator for your agency’s policy. Tag Numbers must be unique within a Business Unit. This information can also be entered later using the Basic Add page. The field length is 12 characters.

	Empl ID
	Optionally, click on the Lookup icon and select an Employee ID of the custodian for this asset. This information can also be entered later using the Basic Add page.


Step 4: Complete the Purchase Order as you would normally. 
Submit the Purchase Order for approval, Budget Check, and Dispatch the Purchase Order as you would normally.
The Asset record will be created in the Asset Management Module after the purchase has been received. Refer to the “Receiving Assets Decision Process” topic for additional information on the Receiving Process that should be used.
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Having completed this topic, you should now be able to:
· Purchase an Asset
[bookmark: _Receiving_Assets_Decision][bookmark: _Toc436834052]
Receiving Assets Decision Process
[bookmark: _Toc436834053]Topic Overview
This topic walks you through the decision-making process to determine which asset receiving process you must follow, based on the Purchase Order Line quantity and funding sources. Using the correct receiving process helps generate accurate asset records in the Asset Management module.
The chart below depicts the decision process described in this topic.
[image: Asset Receiving Decision Tree_v2]
After completing this topic, you should be able to:
· Determine Correct Receiving Process for Assets
[bookmark: _Toc436834054]
Process Steps
This topic covers working through the decision process to determine the correct receiving process to use to receive an asset.
Steps to complete:
· Step 1: Is the Purchase Order (PO) for an asset?
· Step 2: Is the PO Line Quantity for a Single Quantity or Multiple Quantities?
· Step 3: Is the PO Line Funding for a Single Source or Multiple Sources?
· Step 4: Proceed to the Applicable Receiving Process Topic
Step 1: Is the Purchase Order (PO) for an asset?
· If the Purchase Order is for an asset, the Maintain Receipts page includes a column called “AM Status.” Proceed to Step 2 of the decision process to determine the applicable asset receiving process.
· If the Purchase Order is not for an asset, there is no “AM Status” column. Follow the standard receiving process for the purchase.
[image: ]
Step 2: Is the PO Line Quantity for a Single Quantity or Multiple Quantities?
This question concerns the PO Quantity of each Line on the Purchase Order. For example, if the Purchase Order is for five computers, and there are five lines, each with a quantity of “1,” then this is a single PO Line Quantity. If there is only one PO Line with a Quantity of “5”, then this is a multiple PO Line Quantity.
Purchase Orders with a single quantity per line have just a single quantity in the Accept Qty field on the Maintain Receipts page.
[image: ]
Purchase Orders with multiple quantities on the PO Line have a value greater than 1 in the Accept Qty field.
[image: ]
Step 3: Is the PO Line Funding for a Single Source or Multiple Sources?
After determining the PO Line Quantity, the next consideration is the funding. The funding for the item may come from a single source or from multiple sources.
Funding is entered on the Purchase Order on the Distributions for the Schedule page for each PO Line. The funding sources appear on the Asset Management Information page in receiving. 
1. To access the Asset Management Information page of the receipt, click the Pending link in the AM Status column.
[image: ]
2. Click View All to display all distribution lines for the PO Line. This will be necessary during the receiving process to edit the SWIFT-assigned Asset IDs. In this example, there are two funding sources.
[image: ]
Step 4: Proceed to the Applicable Receiving Process Topic
After answering all three questions about this Purchase Order, you will be able to select the correct receiving process to follow from the topics listed below.
Note: Please be aware that you may have different circumstances for different lines on a single Purchase Order. For example, the first PO line may be for a single quantity and a single funding source, while the second PO Line may be for a single quantity and multiple funding sources. Each process is slightly different, so it is important to verify the status of each line before proceeding with the receipt.
	Receiving Scenario
	Receiving Process to Follow

	Item is NOT an asset
	Use the normal receiving process.

	Single quantity, single funding source
	Refer to the “Receiving a Single Asset with One Funding Source” topic.

	Single quantity, multiple funding sources
	Refer to the “Receiving a Single Asset with Split Funding” topic.

	Multiple quantities, single funding source
	Refer to the “Receiving Assets with Multiple Quantities” topic.

	Multiple quantities, multiple funding sources
	Refer to the “Receiving Multiple Quantities with Split Funding” topic.


Having completed this topic, you should now be able to:
· Determine Correct Receiving Process
[bookmark: _Receiving_a_Single][bookmark: _Toc436834055]
Receiving a Single Asset with One Funding Source
[bookmark: _Toc436834056]Topic Overview
This topic describes how to receive a single asset with one funding source. 
Note: Please be aware that you may have different circumstances for different lines on a single Purchase Order. For example, the first PO line may be for a single quantity and a single funding source, while the second PO Line may be for a single quantity and multiple funding sources. Each process is slightly different, so it is important to verify the status of each line before proceeding with the receipt. 
For more information on the asset receiving decision process and how to determine which process to follow, please refer to the “Receiving Assets Decision Process” topic.
After completing this topic, you should be able to:
· Receive a Single Asset with One Funding Source
[bookmark: _Toc436834057]
Process Steps
Receive a Single Asset with One Funding Source
This topic covers the steps necessary to receive a single asset with one funding source.
Steps to complete:
· Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
· Step 2: Click on the Next Asset ID button on the Asset Management Information page
· Step 3: Optionally, Enter Tag Numbers on the Asset Management Information page
· Step 4: Verify Location and Optionally Enter Additional Asset Information on Details tab
· Step 5: Optionally, Interface Receipt if Payment Expected Same Day
Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
Begin the receiving process as you would normally. On the Maintain Receipts page, you will click on the “Pending” link in the AM Status column.
1. Navigation Links: Purchasing, Receipts, Add/Update Receipts.
2. Complete the Receiving page to begin your receipt as you would normally.
3. At the Select Purchase Order page, enter criteria to locate and select the Purchase Order to be received. Click the OK button. The Maintain Receipts page displays.
[image: ]
If the receipt is for an asset, there will be a “Pending” link in the AM Status column in the Receipt Lines detail for the line you are receiving. 
Important! If the purchase order line should not create an asset in the Asset Management Module, the correction must be made on the Purchaser Order. The Profile ID and AM Unit fields on the PO line must be removed from the Asset Information tab of the Distribution page. 
[image: ]
4. Click the Pending link for the PO line you want to receive. The Asset Management Information page displays showing the asset details that will be received. 
[image: ]
Step 2: Click on the Next Asset ID button on the Asset Management Information page
Next, you’ll need to tell SWIFT to assign the next available Asset ID number to the asset.
1. On the Asset Management Information page, click on the Next Asset ID button to have SWIFT assign the next available Asset ID number in your Business Unit.
[image: ]
2. A Message displays asking if you want to assign the Asset ID to all of the rows. Click the Yes button since there is only one row.
[image: ]
3. Another Message displays asking if you want to accept “AUTO-ASSIGN” for the temporary value of the Asset ID field. This value will be replaced with the next available Asset ID value when you save the receipt. Click the OK button.
[image: ]
The Asset ID field now contains “AUTO-ASSIGN”.
[image: ]
Step 3: Optionally, enter Tag Numbers on the Asset Management Information page
If your agency uses Tag Numbers, you can enter the Tag Number at this time.
1. Optionally, enter a Tag Number following the below instructions.
	Field Name
	Field Description

	Tag Number
	If your agency uses asset tags, you can enter a Tag Number now or it can be entered later in the Asset Management Module after the asset has been generated (refer to the “Creating (or Updating) Assets with Basic Add” topic in the Asset Management (AM1-Part 2) User Guide).
Tag Numbers must be unique within a Business Unit.
The field length is 12 characters


[image: ]
Step 4: Verify Location and Optionally Enter Additional Asset Information on Details tab
This is a good time to verify the Location where the asset will be placed “In service”. You can also enter additional asset information.
1. Click on the More Details tab to verify the Location. Accept the current Location or click on the Lookup and select a different Location. 
Note: This is a very good time to double-check the Location to ensure it is correct before the asset is generated into the Asset Management Module.
[image: ]
2. Optionally, enter additional asset information as described below. This information can also be entered later in the Asset Management Module. (Refer to the “Creating (or Updating) Assets with Basic Add” topic in the Asset Management (AM1-Part 2) User Guide.
	Field Name
	Field Description

	VIN
	The VIN field is only available for Fleet Assets. Enter a VIN (Vehicle Identification Number) for the asset. 
The field length is 18 characters. 

	Custodian
	Enter the Employee ID of the Custodian. The Employee ID entered must exist in SWIFT.

	MFG ID
	Click on the Lookup and select a Manufacturer ID.

	Model
	Enter Model information for the asset. The field length is 30 characters.


3. Click on the OK button to return to the Maintain Receipts page.
4. Click on the Save button on the Maintain Receipts page so that SWIFT will assign the Asset ID.
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5. Optionally, click the Pending link in the AM Status column to return to the Asset Management Information page to view the Asset ID that has been assigned so that it is easier to find later in Asset Management.
[image: ]
6. After viewing the Asset ID, click on the OK button to return to the Maintain Receipts page.
[image: ]
Step 5: Optionally, Interface Receipt if Payment Expected Same Day
If you think that the invoice may be paid on the same day as the purchase is received, you should click on the Interface Receipt checkbox so that the receiving information for the asset reaches the Asset Management Module before the Voucher information. When in doubt, you should click on the Interface Receipt checkbox.
· This is referred to as the “Manual Receiver Push Process”.
1. On the Maintain Receipts page, click on the Interface Receipt Checkbox to ensure that the receiving information reaches the Asset Management Module before the voucher information.
[image: ]
2. Click on the Save button.
3. A Message displays indicating that the receipt information has been scheduled to process.
[image: ]
4. Click the OK button.
An asset will be created in the Asset Management Module with information entered on the Purchase Order and Receipt. The asset will have a status of “Received (Not in Service).
[image: ]
After the voucher has been entered, the asset Status will be updated to “In Service”.
[image: ]
Having completed this topic, you should now be able to:
· Receive a Single Asset with One Funding Source


[bookmark: _Receiving_a_Single_1][bookmark: _Toc436834058]Receiving a Single Asset with Split Funding
[bookmark: _Toc436834059]Topic Overview
This topic describes how to receive a single asset with split funding.
Note: Please be aware that you may have different circumstances for different lines on a single Purchase Order. For example, the first PO line may be for a single quantity and a single funding source, while the second PO Line may be for a single quantity and multiple funding sources. Each process is slightly different, so it is important to verify the status of each line before proceeding with the receipt. 
For more information on the asset receiving decision process and how to determine which process to follow, please refer to the “Receiving Assets Decision Process” topic.
After completing this topic, you should be able to:
· Receive a Single Asset with Split Funding
[bookmark: _Toc436834060]
Process Steps
This topic covers the steps necessary to receive a single asset with split funding.
Steps to complete:
· Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
· Step 2: Click on the Next Asset ID button on the Asset Management Information page
· Step 3: Optionally, Enter Tag Numbers on the Asset Management Information page
· Step 4: Verify Location and Optionally Enter Additional Asset Information on Details tab
· Step 5: Assign the Same Asset ID Number to Each Distribution Record
· Step 6: Optionally, Interface Receipt if Payment Expected Same Day
Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
Begin the receiving process as you would normally. On the Maintain Receipts page, you will click on the “Pending” link in the AM Status column.
1. Navigation Links: Purchasing, Receipts, Add/Update Receipts.
2. Complete the Receiving page to begin your receipt as you would normally.
3. At the Select Purchase Order page, enter criteria to locate and select the Purchase Order to be received. Click the OK button. The Maintain Receipts page displays.
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If the receipt is for an asset, there will be a “Pending” link in the AM Status column in the Receipt Lines detail for the line you are receiving. 
Important! If the purchase should not create an asset in the Asset Management Module, the correction must be made on the Purchaser Order. The Profile ID and AM Unit fields on the PO line must be removed from the Asset Information tab of the Distribution page. 
4. Click the “Pending” link for the PO line you want to receive. The Asset Management Information page displays.
[image: ]
Step 2: Click on the Next Asset ID button on the Asset Management Information page
Next, you’ll need to tell SWIFT to assign the next available Asset ID number to the asset.
1. On the Asset Management Information page, click on the View All link in the Distribution Information section to view all the distribution records or use the arrow keys to view the distributions one at a time.
[image: ]
2. Click on the Next Asset ID button to have SWIFT assign the next available Asset ID number in your Business Unit to this asset.
[image: ]
3. A Message displays asking if you want to assign Asset ID’s to all of the rows. Click the Yes button.
[image: ]
4. Another Message displays asking if you want to accept “AUTO-ASSIGN” for the temporary value of the Asset ID field. This value will be replaced with the next available Asset ID when you save the receipt. Click the OK button.
[image: ]
The Asset ID fields now contain “AUTO-ASSIGN”.
[image: ]
Step 3: Optionally, enter Tag Numbers on the Asset Management Information page
If your agency uses Tag Numbers, you can enter the Tag Number at this time.
1. Optionally, enter a Tag Number following the instructions below.
· Make sure to enter the same Tag Number for each Distribution record.
	Field Name
	Field Description

	Tag Number
	If your agency uses asset tags, you can enter a Tag Number now or it can be entered later in the Asset Management Module after the asset has been generated (refer to the “Creating (or Updating) Assets with Basic Add” topic in the Asset Management (AM1-Part 2) User Guide). 
Tag Numbers must be unique within a Business Unit.
The field length is 12 characters


[image: ]
Step 4: Verify Location and Optionally, Enter Additional Asset Information on Details tab
This is a good time to verify the Location where the asset will be placed “In Service” in the Asset Management Module. You can also enter additional asset information.
1. Click on the More Details tab to verify the Location. Accept the current Location or click on the Lookup and select a different Location. 
Note: This is a very good time to double-check the Location to ensure it is correct before the asset is generated into the Asset Management Module.
[image: ]
2. Optionally, enter additional asset information as described below. This information can also be entered later in the Asset Management Module. (Refer to the “Creating (or Updating) Assets with Basic Add” topic in Asset Management (AM1-Part 2) User Guide.)
	Field Name
	Field Description

	VIN
	The VIN field is only available for Fleet Assets. Enter a VIN (Vehicle Identification Number) for the asset. 
The field length is 18 characters. 

	Custodian
	Enter the Employee ID of the Custodian. The Employee ID entered must exist in the system.

	MFG ID
	Click on the Lookup and select a Manufacturer ID.

	Model
	Enter Model information for the asset. The field length is 30 characters.


Step 5: Assign the Same Asset ID to Each Distribution Line
A different Asset ID will be assigned to each Distribution Line. You must edit the assigned numbers so that the same Asset ID is used for all distribution lines.
1. After completing your entries on the Asset Management Information page, click on the OK button to return to the Maintain Receipts page.
[image: ]
2. Click on the Save button on the Maintain Receipts page so that the Asset IDs are assigned.
[image: ]
3. Click the Pending link in the AM Status column to return to the Asset Management Information page. Notice that unique Asset IDs are assigned to each Distribution Line. You must edit the assigned values so that each Distribution Line has the same Asset ID.
[image: ]
4. Copy the Asset ID from the first Distribution Line into the other lines so that they all match.
[image: ]
5. Click on the OK button to return to the Maintain Receipts page.
[image: ]
6. Click on the Save button to save your changes.
Step 6: Optionally, Interface Receipt if Payment Expected Same Day
If you think that the invoice may be paid on the same day as the purchase is received, you should click on the Interface Receipt checkbox so that the receiving information for the asset reaches the Asset Management Module before the Voucher information. When in doubt, you should click on the Interface Receipt checkbox.
· This is referred to as the “Manual Receiver Push Process”.
1. On the Maintain Receipts page, click on the Interface Receipt checkbox to ensure that the receiving information reaches the Asset Management Module before the voucher information.
[image: ]
2. Click on the Save button.
3. A Message displays indicating that the receipt information has been scheduled to process.
[image: ]
4. Click the OK button.
An asset will be created in the Asset Management Module with information entered on the Purchase Order and Receipt. The asset will have a status of “Received (Not in Service)”. When you use the Search for an Asset page to find the asset, a line for each source of funding can display in the results, depending on the search criteria that that was used. (Refer to the “Using the Search for an Asset page” topic in the Asset Management (AM1-Part 2) User Guide).
[image: ]
After the voucher has been entered, the asset Status will be updated to “In Service”.
[image: ]
Having completed this topic, you should now be able to:
· Receive Single Asset with Split Funding

[bookmark: _Receiving_Assets_with][bookmark: _Toc436834061]Receiving Assets with Multiple Quantities
[bookmark: _Toc436834062]Topic Overview
This topic describes how to receive an asset with multiple quantities. 
Note: Please be aware that you may have different circumstances for different lines on a single Purchase Order. For example, the first PO line may be for a single quantity and a single funding source, while the second PO Line may be for a single quantity and multiple funding sources. Each process is slightly different, so it is important to verify the status of each line before proceeding with the receipt. 
For more information on the asset receiving decision process and how to determine which process to follow, please refer to the “Receiving Assets Decision Process” topic.
After completing this topic, you should be able to:
· Receive Assets with Multiple Quantities
[bookmark: _Toc436834063]
Process Steps
This topic covers the steps necessary to receive assets with multiple quantities.
Steps to complete:
· Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
· Step 2: Enter Serial IDs for each Distribution Sequence
· Step 3: Click on the Next Asset ID button on the Asset Management Information page
· Step 4: Optionally, Enter Tag Numbers on the Asset Management Information page
· Step 5: Verify Location and Optionally Enter Additional Asset Information on Details tab
· Step 6: Save the Receipt and View the Asset IDs Assigned
· Step 7: Optionally, Interface Receipt if Payment Expected Same Day
Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
Begin the receiving process as you would normally. On the Maintain Receipts page, you will click on the Serial checkbox so that SWIFT generates an asset for each quantity.
1. Navigation Links: Purchasing, Receipts, Add/Update Receipts.
2. Complete the Receiving page to begin your receipt as you would normally.
3. At the Select Purchase Order page, enter criteria to locate and select the Purchase Order to be received. Click the OK button. The Maintain Receipts page displays. 
[image: ]
· In this example, the Receipt Qty equals “3” and we will receipt the three items.
[image: ]
4. Click on the Serial checkbox. “Serializing” the receipt tells SWIFT to create a separate line on the receipt for each of the individual items on the Purchase Order Line.
5. Click the Pending link in the AM Status column for the PO line. The Asset Management Information page displays three lines in the Asset Details section, one for each quantity.
[image: ]
Step 3: Click on the Next Asset ID Button on the Asset Management Information page
Next, you’ll need to tell SWIFT to assign the next available Asset ID numbers to the assets.
1. On the Asset Management Information page, click on the Next Asset ID button to have SWIFT assign the next available Asset ID numbers to the assets.
[image: ]
2. A Message displays asking if you want to assign Asset IDs to all of the rows. Click the Yes button.
[image: ]
3. Another Message displays asking if you want to accept “AUTO-ASSIGN” for the temporary value of the Asset ID field. This value will be replaced with the next available Asset ID when you save the receipt. Click the OK button.
[image: ]
The Asset ID fields now contain “AUTO-ASSIGN”. SWIFT assigns the next available Asset ID to each row after the receipt is saved.
[image: ]
Step 3: Enter Serial IDs for Each Distribution Sequence
Because you clicked the Serial checkbox on the on the Maintain Receipts page, you must enter Serial IDs for each Distribution Sequence on this page. 
1. Enter a Serial ID for each Distribution Sequence as described below.
	Field Name
	Field Description

	Serial ID*
	· If you know the correct serial number for each item, you may enter those.
· If you do not know the serial numbers or if the assets do not have serial numbers, you must enter placeholder values. Placeholder values must be unique on this page.
Note: After the asset integration processes run, the placeholder serial numbers can be changed or deleted from the records in the Asset Management Module. (Refer to “Creating (or Updating) Assets with Basic Add” topic Asset Management (AM1-Part 2) User Guide).
The field is alpha-numeric. Symbols are not allowed.
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Step 4: Optionally, enter Tag Numbers on the Asset Management Information page
If your agency uses Tag Numbers, you can enter the Tag Number at this time.
1. Optionally, enter a Tag Number following below instructions.
	Field Name
	Field Description

	Tag Number
	If your agency uses asset tags, you can enter a Tag Number now or it can be entered later in the Asset Management Module after the asset has been generated (refer to the “Creating (or Updating) Assets with Basic Add” topic). 
Tag Numbers must be unique within a Business Unit. The field length is 12 characters


[image: ]
Step 5: Verify Location and Optionally, Enter Additional Asset Information on Details tab
This is a good time to verify the Location where the asset will be placed “In Service” in the Asset Management Module. You can also enter additional asset information.
1. Click on the More Details tab to verify the Location. The Location defaults from information in the Purchase Order. Accept the current Location or click on the Lookup and select a different Location. Use the same Location for each Distribution sequence.
[image: ]
2. Optionally, enter additional asset information as described below. Enter the same information on each Distribution sequence.
	Field Name
	Field Description

	VIN
	The VIN field is only available for Fleet Assets. Enter a VIN (Vehicle Identification Number) for the asset. 
The field length is 18 characters. 

	Custodian
	Enter the Employee ID of the Custodian. The Employee ID entered must exist in the system.

	MFG ID
	Click on the Lookup and select a Manufacturer ID.

	Model
	Enter Model information for the asset. The field length is 30 characters.


Step 6: Save the Receipt and View the Asset IDs Assigned
A different Asset ID will be assigned to each Distribution Line. 
1. After completing your entries on the Asset Management Information page, click on the OK button to return to the Maintain Receipts page.
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2. Click on the Save button on the Maintain Receipts page so that the Asset IDs are assigned.
[image: ]
3. Click the Pending link in the AM Status column to return to the Asset Management Information page. Notice that unique Asset IDs are assigned to each Distribution Line.
[image: ]
4. Click on the OK button to return to the Maintain Receipts page.
Step 7: Optionally, Interface Receipt if Payment Expected Same Day
If you think that the invoice may be paid on the same day as the purchase is received, you should click on the Interface Receipt checkbox so that the receiving information for the asset reaches the Asset Management Module before the Voucher information. When in doubt, you should click on the Interface Receipt checkbox.
· This is referred to as the “Manual Receiver Push Process”.
1. On the Maintain Receipts page, click on the Interface Receipt checkbox to ensure that the receiving information reaches the Asset Management Module before the voucher information.
[image: ]
2. Click on the Save button.
3. A Message displays indicating that the receipt information has been scheduled to process.
[image: ]
4. Click the OK button.
The assets will be created in the Asset Management Module with information entered on the Purchase Order and Receipt. The assets will have a status of “Received (Not in Service)”. When you use the Search for an Asset page to find the asset using the Receipt No. criteria, a line for each asset will display in the results. (Refer to the “Using the Search for an Asset page” topic in the Asset Management (AM1-Part 2) User Guide).
[image: ]
After the voucher has been paid, the assets will have a Status of “In Service”.
[image: ]
Having completed this topic, you should now be able to: 
· Receive Assets with Multiple Quantities

[bookmark: _Receiving_Assets_with_1][bookmark: _Toc436834064]Receiving Assets with Multiple Quantities and Split Funding
[bookmark: _Toc436834065]Topic Overview
This topic describes how to receive assets with multiple quantities and split funding.
WARNING!: There are cases when Purchase Orders are so complicated, that it may be easier to create the asset manually in the Asset Management module, rather than use these processes to receipt the asset(s). If this is the case, you should contact your Asset Coordinator and work out the details. 
For more information on the asset receiving decision process and how to determine which process to follow, please refer to the “Receiving Assets Decision Process” topic.
After completing this topic, you should be able to:
· Receive Assets with Multiple Quantities and Split Funding
[bookmark: _Toc436834066]
Process Steps
Receive Asset with Multiple Quantities and Split Funding
This topic covers the steps necessary to receive assets with multiple quantities and split funding.
Steps to complete:
· Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
· Step 2: Click on the Next Asset ID button on the Asset Management Information page
· Step 3: Enter Serial IDs for each Distribution Sequence
· Step 4: Optionally, Enter Tag Numbers on the Asset Management Information page
· Step 5: Verify Location and Optionally Enter Additional Asset Information on Details tab
· Step 6: Save the Receipt and View the Asset IDs Assigned
· Step 7: Optionally, Interface Receipt if Payment Expected Same Day
Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page
Begin the receiving process as you would normally. On the Maintain Receipts page, you will click on the Pending link in the AM Status column.
1. Navigation Links: Purchasing, Receipts, Add/Update Receipts.
2. Complete the Receiving page to begin your receipt as you would normally.
3. At the Select Purchase Order page, enter criteria to locate and select the Purchase Order to be received. Click the OK button.
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4. The Maintain Receipts page displays. In this example, the Receipt Qty equals “3” and we will receipt the three items. Click the Pending link for the PO line. Note: DO NOT click on the Serial Checkbox.
[image: ]
5. The Asset Management Information page displays. Click the View All to display all Distribution Lines. In this example, the PO funding was split 60/40 between all three items so the quantity for the first distribution is 1.2 (3 * .40) and the quantity for the second distribution is 1.8 (3 * .60) for a total of 3. 
[image: ]
6. Click the Add New Row icon at the far right of the Asset Details section for each distribution line. Note: You may need to scroll the row to the right to locate this icon. In this example, you need a total of three rows (one for each quantity) per distribution line.
[image: ]
7. Edit the Quantity field so that the total for that line is divided evenly among all rows.
In this example, the first row had a total quantity of 1.2. This needs to be divided among this set of lines (1.2/3 = .40). The second row had a total quantity of 1.8 (1.8/3 = .60).
[image: ]
8. Click on the Next Asset ID button to have SWIFT assign the next available Asset ID number in your Business Unit. 
9. A Message displays asking if you want to assign Asset IDs to all of the rows. Click the Yes button.
[image: ]
10. Another Message displays asking if you want to accept “AUTO-ASSIGN” for the temporary value of the Asset ID field. This value will be replaced with the next available Asset ID value when you save the receipt. Click the OK button.
[image: ]
The Asset ID fields now contain “AUTO-ASSIGN”. SWIFT assigns the next assigns the next available Asset ID to each row after the receipt is saved.
[image: ]
Step 6: Save the Receipt and Update the Asset IDs Assigned
A different Asset ID will be assigned to each Distribution Line. 
1. After completing your entries on the Asset Management Information page, click on the OK button to return to the Maintain Receipts page.
[image: ]
2. At the Maintain Receipts page, click on the Save button so that SWIFT assigns the Asset IDs.
[image: ]
3. Click on the Pending link in the Asset Status column to return to the Asset Management Information page. SWIFT has assigned unique Asset IDs to each distribution sequence. You must change the assigned values so that the same Asset ID is assigned to the corresponding rows of each distribution.
[image: ]
4. The first set of Asset IDs is correct. Update each distribution set of rows to match the first set.
[image: ]
5. Click on the OK button to save the Asset IDs and return to the Maintain Receipts page.
[image: ]
6. Click on the Save button at the Maintain Receipts page.
Step 7: Optionally, Interface Receipt if Payment Expected Same Day
If you think that the invoice may be paid on the same day as the purchase is received, you should click on the Interface Receipt checkbox so that the receiving information for the asset reaches the Asset Management Module before the Voucher information. When in doubt, you should click on the Interface Receipt checkbox.
· This is referred to as the “Manual Receiver Push Process”.
1. On the Maintain Receipts page, click on the Interface Receipt checkbox to ensure that the receiving information reaches the Asset Management Module before the voucher information.
[image: ]
2. Click on the Save button.
3. A Message displays indicating that the receipt information has been scheduled to process.
[image: ]
4. Click the OK button.
[image: ]
The assets will be created in the Asset Management Module with information entered on the Purchase Order and Receipt. When you use the Search for an Asset page to find the assets using the Receipt No. criteria, a line for each distribution of the asset will display in the results. The assets will have a Status of “Received (Not in Service)”. (Refer to the “Using the Search for an Asset page” topic in the Asset Management (AM1-Part 2) User Guide).
[image: ]
After the voucher has been paid, the assets will have a Status of “In Service”.
[image: ]
Having completed this topic, you should now be able to:
· Receive Assets with Multiple Quantities and Split Funding
[bookmark: _Toc436834067]Lesson Summary
Having completed this lesson, you should now be able to:
· Purchase Assets
· Determine Correct Receiving Process for Assets
· Receive a Single Asset with One Funding Source
· Receive a Single Asset with Split Funding
· Receive Assets with Multiple Quantities
· Receive Assets with Multiple Quantities and Split Funding


[bookmark: _Toc432172363][bookmark: _Toc436834068][bookmark: _Toc331082636]Lesson 2: Running SWIFT Queries for Asset Purchasing
[bookmark: _Toc432172364][bookmark: _Toc436834069]Lesson Overview
This lesson contains a list of SWIFT queries that you can use to look up available Asset Profile IDs and PO Category Codes that are linked to default Profile IDs. It also provides general instructions for using the SWIFT Query Viewer. 
[image: ]
For additional asset-related queries, refer to the AM1 (Part 2) Asset Management User Guide.
After completing this lesson, you should be able to:
· Run SWIFT Queries 


[bookmark: _Running_SWIFT_Queries][bookmark: _Toc432172365][bookmark: _Toc436834070]Running SWIFT Queries for Asset Purchasing
[bookmark: _Toc432172366][bookmark: _Toc436834071]Topic Overview
This topic provides a list of SWIFT queries that can be used to look up purchasing codes for assets. Basic instructions for using the SWIFT Query Viewer are also included.
Queries to Lookup Asset Profile and Category Information
1. M_AM_GBL_ASSET_PROFILE.
[image: ]
	Query Name
	M_AM_GBL_ASSET_PROFILE

	Description
	Lists current Asset Profile ID’s, along with corresponding Asset Category and Asset Type. 

	Uses
	Use this information to understand the setup of each of the Profile ID’s. 

	Prompts
	This query does not have any prompts and will generate the complete list when run.

	Fields
	SetID; Profile ID; Descr (Description); Asset Desc (Asset Description); Capitalize; Taggable (Y/N); Acq Code (Acquisition Code); Asset Type; Threshold ID (Not Used); Category (Asset); Convention (Depreciation); Conversion (Retire); Method (Depreciation: SL – Straight line; MN – Manual); Life (Useful Life of Asset); Salvage % (Fleet); Asset Category (Duplicate); Effective Date (Category); Description (Category); Intangible (Y/N); Status (Depreciable: D – Depreciable, N – Non-Depreciable); Leased (Y/N); Prop Int (Property Interest); Inv (Investment Property).

	Notes
	The generated list will have some columns with duplicate information, or ancillary information. If you download the information to Excel, you can hide or delete these columns.


2. M_CG_GBL_CATEGORIES_ASSETS.
[image: ]
	Query Name
	M_CG_GBL_CATEGORIES_ASSETS

	Description
	List of current Purchasing Category Codes which are associated with default Asset Profile ID’s.

	Uses
	Identify Purchasing Category Codes that are linked to an Asset Profile ID. When these Purchase Category Codes are entered for a Purchase Order (PO) Line item, a default Asset Profile ID is automatically entered for the Line. When a Profile ID is entered, an asset will be created in the Asset Management module from the Receipt and Voucher records. 

	Prompts
	This query does not have any prompts and will generate the complete list when run.

	Fields
	SetID (Share); Category Code (Purchasing), Asset Profile, Descript (Purchasing Category Description).


After completing this topic, you should be able to:
· Run SWIFT Queries


[bookmark: _Toc432172367][bookmark: _Toc436834072]Process Steps
Run Swift Queries
This topic covers running SWIFT queries that can be used to manage your assets. A listing of commonly used queries, along with a description of use is provided in the Overview section of this topic.
Step 1: Run SWIFT Queries for Asset Purchasing
Begin by navigating to the Query Viewer page to run the queries.
1. Navigation Links: Reporting Tools, Query, Query Viewer.
2. Enter your Search criteria, such as the name of the query you want to. The names of frequently used queries are provided in the table below. Detailed descriptions of the queries are provided in the Topic Overview section.
[bookmark: _GoBack][image: ]
	Query Name
	Description

	M_AM_GBL_ASSET_PROFILE
	List of current Asset Management Profile ID’s, along with corresponding Category and Asset Type. 

	M_CG_GBL_CATEGORIES_ASSETS
	List of current Purchasing Category codes which are associated with Asset Management Profile ID’s. 


3. Click on the Search button. Queries display in the Search Results listing. 
Tip: Click on the Add to Favorite link to add these queries to your My Favorites Queries listing so you won’t have to search for them again.
4. In the Search Results listing, select the option you want for the output: select “HTML” to view the query results on the screen; or select “Excel” to download the results in a Microsoft Excel file. A new tab opens to run the query.
[image: ]
5. Enter the prompt information which will vary, depending on which query you chose to run. Use the percent sign (%), when noted, as a Wild Card.
6. Press the View Results button. 
· If you chose “HTML” for the output, the results will display on the page. 
[image: ]
· If you chose “Excel”, a prompt appears asking what you want to do with the Excel file. Options include: “Open”, “Save”, or “Save As”.
[image: ]
Having completed this topic, you should now be able to:
· Run SWIFT Queries for Asset Purchasing
[bookmark: _Toc436834073]
Course Summary
After completing course, you should be able to:
· Purchase Assets
· Determine Correct Receiving Process for Assets
· Receive a Single Asset with One Funding Source
· Receive a Single Asset with Split Funding
· Receive Assets with Multiple Quantities
· Receive Assets with Multiple Quantities and Split Funding
· Run SWIFT Queries for Asset Purchasing


[bookmark: _Toc436834074]Key Asset Management (AM1) Terms
	Term
	Term Definition

	Accounting Date
	The Accounting Date is the date for the General Ledger entry. It determines the period in the General Ledger to which the transaction is to be posted. (The date must be in an open Accounting Period.) For assets created through the Purchasing Integration process, the Accounting Date comes from the Payment Voucher.

	Acquisition Date
	This is the date on which the asset was acquired. For assets created through the Purchasing Integration process, the Acquisition Date comes from the Invoice Date on the Payment Voucher.

	Asset Category
	Asset Categories are grouped by the overall type of asset and, except for the CAFR capital assets, begin with naming conventions, such as “NCP” for Non-CAFR assets, and “SEN” for sensitive assets. Asset Category codes are not the same as PO Category Codes (See PO Category Codes.) 

	Asset Type
	Asset Type codes are the highest level of asset groupings in SWIFT and include:
010 - IT Hardware
020 - IT Software
040 - Equipment
050 - Property
060 - Fleet
070 - Machinery
080 - Furniture
090 - Facility
100 - Intangible
999 - Other

	CAFR
	CAFR stands for Comprehensive Annual Financial Report. See Minnesota Management & Budget Statewide Operating Policies 0106-01 through 0106-09 at http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-1/0106-01-capital-asset-reporting-policy.pdf. These policies provide guidance on the requirements for the State of Minnesota’s CAFR activity in accordance with Generally Accepted Accounting Principles (GAAP).

	ChartField
	The Chart of Accounts is comprised of informational fields that provide the basic structure to segregate and categorize transactional and budget data. Each Chart of Accounts field is called a ChartField. Statewide Reporting ChartFields are: Fund, Department ID (also known as Financial Department ID), Appropriation ID, Account, and Statewide Cost (optional field).  Optional Agency Reporting ChartFields are: SubAccount, Agency Cost 1 and Agency Cost 2. Project/Grant Reporting ChartFields are: PC Business Unit, Project, Activity, Source Type, Category, and Sub-Category.

	In Service Date
	The In Service Date is the date the asset is put into service and depreciation begins, if depreciable. The date defaults from the asset’s original financial transaction’s (Add record) Transaction date.

	PO Category Code
	The PO Category Code is entered on the PO Line and describes the purchase. This is a grouping of similar goods or services for reporting purposes and spending analysis. The category follows the standard classification of products and services represented by the UNSPSC. For a list of PO Category Codes that are linked to default Asset Profile IDs, run the SWIFT query: M_CG_GBL_CATEGORIES_ASSETS. Refer to the “Running SWIFT Queries for Asset Purchasing” topic.

	Placement Date
	The Placement Date is the date the asset was in service. For assets created through the Purchasing Integration process, the Placement Date comes from the Invoice Date on the Payment Voucher.

	Profile ID
	Profile IDs determine values in the Asset Management Module, such as the asset’s Useful Life, Depreciation Method, the Asset Category and the Asset Type. For example, the Profile ID “EQUIP05” is used for capital assets that should have an Asset Type of “Equipment”, an Asset Category of “EQUIP”, a Useful Life of 5 years (60 months), and a depreciation method of “Straight Line (SL)”.
If a Profile ID is entered for the PO line, an asset will be created the Asset Management Module.
For a list of current Profile IDs, run the SWIFT query: M_AM_GBL_ASSET_PROFILE. See the “Using SWIFT Queries for Asset Purchasing”.

	Purchasing Integration
	Assets can be generated from information entered during the Purchasing, Receiving, and Vouchering processes. This is referred to as the “Asset Integration from Purchasing”.

	Transaction Date
	The Transaction Date is the date the financial record is effective. Calculated depreciation will begin on this date. This date must be the same or earlier that the Accounting Date.
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