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AM1-Part 1 — Purchasing an Asset

To jump to an area within the User Guide, click on the topic in the Table of Contents.
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Purchasing an Asset (AM1- Part 1)
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.

Asset Life Cycle

PO/AP Module
Integration

Purchasing & Receiving
{Physical Information)

(Received (Mot In Service)) - -
Asset Management Payment Project Costing
Express Add (Financial Information) (Seldom used)
Copy Asset (Capitalized/In Service)
Basic Add

Y
+®

-
1;'

I Assets are Created I

v

Asset Management
Assets are Maintained

Physical Information Financial Information
* Description * Cost Adjustments

* Location * Transfers

* Custodian * Funding Changes

* M anufacturer * Recategorizations

* Other * Depreciation

Retire Assets
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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.

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 Over $30,000 for most assets Most depreciate Yes
Useful Life Over $300,000 for Buildings
(Life of morethan 2 | A Land
years)

For specific values, see the
Chapter 1 - Financial
Management Reporting link

below.
Non-CAFR Capital Depreciated over Less than $30,000 but greater Most depreciate No
Asset (NCP) Useful Life than agency threshold for
Sensitive Items
Sensitive (SEN) Expensed with no Less than agency policy Do not depreciate | No
depreciation threshold (typically $5,000).

Includes items that your agency
wants to track such as firearms,
computers, printer, cell phones,
cameras, and TV's

Two resources are available to provide assistance:

e Department of Administration’s “State of Minnesota Property Management Policy and User
Guide” http://www.mn.gov/admin/images/Surplus PropertyManagementGuide Complete.pdf.

e 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).
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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:

e Asset Type

e Asset Category

e Useful Life

e 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_EQPO04: Non-Capital Equipment — 4 Yrs

Donated DON DON_EQUIP: Donated Equipment

Sensitive SEN SEN_EQUIP: Sensitive Asset — Equipment

CAFR Capital asset | (no prefix) EQUIPO05, capital equipment with a useful life of
5 years.

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.

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.
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After completing this course, you should be able to:

e Purchase Assets

e Determine Correct Receiving Process for Assets

e Receive a Single Asset with One Funding Source

e Receive a Single Asset with Split Funding

e Receive Assets with Multiple Quantities

e Receive Assets with Multiple Quantities and Split Funding

e Run SWIFT Queries for Asset Purchasing
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Lesson 1: Creating Assets through the Purchasing Integration

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:

e Purchase Assets

e Determine Correct Receiving Process for Assets
¢ Receive a Single Asset with One Funding Source
e Receive a Single Asset with Split Funding

e Receive Assets with Multiple Quantities

e Receive Assets with Multiple Quantities and Split Funding
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Purchasing Assets

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:

e Purchase an Asset

Released December 4, 2015 (Version #5)
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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:

e Step 1: Determine Description, PO Category Code, Account Code, and Asset Profile ID to use for

each PO Line

e Step 2: Enter the PO Line with Correct PO Category and Description

e Step 3: Verify/Enter the Asset Information on the Distribution page

e 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:

e Sensitive: “SEN” (SEN_EQUIP — Sensitive Asset — Equipment)
e Non-Capital: “NCP” (NCP_EQPO04 — Non-Capital Equipment — 4 Yrs)
e Donated: “DON” (DON_EQUIP — Donated Equipment)

Released December 4, 2015 (Version #5)
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Field Name How the Field Relates to Asset Purchasing

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 Iltem 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
gueries 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 List of PO Category Codes which are associated with Asset
(Categories with Asset Profile) 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 | Default: 471606 - Equipment- Default: NCP_EQPO5 - Non-
publishing equip Non Capital Capital Equipment - 5 Yrs
2. 45100000 470606 - Equipment-Capital Change default to “EQUIP05”
45100000 413001 - Supplies, Materials, Remove default because
And Parts supplies are not an asset.
45100000 414004 - Equipment Rental Remove default because
rentals are not an asset.
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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.

Favortes  Manm Menu » Purchasng » Purchase Orders ; Add/Update POs

-;'De';:"z:.:e Pag

) Mew Window

Maintain Purchase Order
Purchase Order

Busmess Unit: G1001  Origin: 513 1Q Managemant Analysis & Deviopmt PO Status: Open ;_/
POID: MEXT ADprOval Excaplion Budgel Status: HetChka
Copy From: - [7] Hold From Further Processing

*PO Date: 02472015 6] vendorSearch Response Documantalion Dee Tol Status: valid Ry s
Expiration Date: [l
"Vandor I Q000205972 Q RICOH AMERICASCORP. A Receipl Status: Mot Recwd Doc Type: i
“Vendor: RICOH AMER-001 Q) Vandar D *Dispatch Method:  EMall et

Buyer: 00637258 @ Anderson-Moser Brenda Annette

PO Reference: Merchandise: 9,000,00

G104THFLOD Q@ FreightTaxMisc.: 000 Caloulats

™ 2 r Billlng Address o

g Locaton: h - Total Amount; 9,000.00 USD

Acinaby Summary
Purchasing Kit Catalpg em Search

m Ship TevDue Dabe

Statuses fem informaton ditiributas BFaQ foniract Beceiving h_ 0
Line Hem Description PO Oty 'OM  Calegory  Price MIrChRE® stanis
1 i} Q @ 8 10000 [EA Q 9,000.00000 9000000pen E=
s Erintak 2 Close Shor All Lines G Mare -
ViBW ADDIDV
& save | [Z] wetity {Ts agd ] UpdateDispiay
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.

Released December 4, 2015 (Version #5)
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Field Name

Field Description

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 Iltem 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.

Favortes | Main Menu > Pufdlasng 3 Purd'rasg Ordars »

Kaintain Purchase Order
Purchase Order

[osz12015

Business Unit 61001 Orgin: 513 @ panagement Analysis & Deviopmt PO Status: Open T
POl NEXT Appioval Excaplion Budget Status: Mot Chicd
Copy From: - | Hold From Further Processing

Add/Update POs

@ NewWindow [& Pers

Heager Datails Addivity Summary
PO Defaults
Add Comments
PO Actrities Agg ShipTo Commants

Butchasing Kit Catalog

*PO Date: @ VendorSearch Response Documentalon DocTol Status:  Valig PrT—
Expiration Date: L]

“Vendor I0: 0000205872 0, RICOHAMERICAS CORP ___ A Receipt Status: Not Recvd Dot Type: DPO-Depanmental Purchase Order  ~
*Vendor: RICOH AMER-001 |, yendot Details *Dispatch Method:  Email -
“Buye Amount Summary

i (00837208 @ angerson-Moser,Branda Annetta
PO Reference: Merchandise: 0.00
|GID4THFLOD &Y Bil g FreightTaxMisc.: 0.00 Calculate

" ion: ling Aggrass

Billing Location: g S i N

ltem Search

View Approvals

B Save [ Moty

Delsis || ShipJoDueDals | Sisuses | Beminformsbon | Amrbuies | BFO | Contmc [l [T
. i Inspection
Line Mem Description Receiving Regquired Requirea  nspectiD Close Shart
1 ) j 3 Scanner, Printer == lReQulr@d - I BHE
ArpPmaletersin Close Short All Lings ol More B

By Add 55 UpdateDisplay
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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 (I=4) icon in the Line Details tab.

Fim:i\es Man Menu » Pmdlasmg » Pwﬂliﬂ.&d&! » AddfUpdate POs

S NawWindow [ Personaitze Pag
Maintain Purchase Order

Purchase Order

Business nit: G001 Owigim: 513 Q Managemaent Analysis & Dedopmt PO Status: Open E
PO NEXT Appioval Excaplion Budgel Status: Mot Chid
Copy From: e

[ Hoild From Further Processing

“PO Date: i toic T B YendorSeaech Besconse Documentalio DocTol Staws:  vaiig Agency Relerence:
Expiration Date: | B
“Vendor I |DO00205aT2 Q, RICOHAMERICASCORF A Receipt Stabs: ot Reowd Do Type: =
“Vendor: RICOH AMER-001 Q, Yengor Ditails “Dispatch Metno:  Emal ot bl
Buyer: 00537268 Q. angerson-Moser,Brenda Annette
PO Reference: Merchandise: 9,000.00

: FreighyTaxiMisc.: 009 G
. - (G104 THFL D i i}
Billing Location: Q Billino Acmas Total Amaunt: 200000 USD
His et Dot Aty Summan
PO Defausis
BOActvies hipTo Commen

Cininks Fop Telwt Dale Sratiaee

Jom picemation || Awrbwtss || BFQ Conlract Brcgrving
Merchandise
Line nem Description PO Gty oM Category  Price Aroary Statun |
1 B €1, Scanner, Frinter =y LR - 10000, jEA |, [s510000Q, [9,000.00000 2000000pen (2 E =

Vigw Printabie Version Ciase Short All Lines “Gole More =
Yigw aoal;

W sewe [0 Mouty By aga £ updaiDapisy

2. Onthe Schedules page, click on the ChartFields () icon on Schedules Detail tab.
The Distributions for Schedule 1 page displays.

Favortes  ManMenu > Purchasng > Purchass Orders > Add/Update POs

& New wingow  [5

=

Mamtamn Purchase Order

Schedules
Uit G101 Ventorn RICOH AMER-001 PO Status: Open
PO D MERT PO Date: QEMT2S

Reotwm o Main Page

Scanner, Prnter Copier PO Qny:

10000 EA Marchandise Amb

0 a Merchandise
Sdlﬂl “Dare Date Ship To Shap to GLN PO Gty Prica A nt &
[1 B joen7zo1s 6 [G104THFLOOG, @A toooo | 9.000.00000 000000 Acve T o E HE
& ipT Laalasl-drs

& save 57 Houfy
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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”.

Favth,es Han!lerru 3 Durdlamg » Dur:has_e Orders > Add/Update POs

20 Mew

Maintain Purchase Order

Distributions for Schedule 1

Unit: G1001 Vendor: RICOH AMER-001

PO D MEXT ltem: Scanner, Printer

Line: 1

Schedule; 1 Status: Active
*Distribute By: Cusantity x Schedule Qty: 1.0000

Merchandise Amount: 900000 USD

SpeedChart: Q, Mulli-SpeadCharts Doc. Base Amount: o.000.00 USD

DetadsTax Assat information Req Detsd Statuses Budget information (el ]

1Bog] Ve 20 U 2 e B g Y st

Dist Status Percent PO Gty :_'::::;'d“= E:::::I Budg Ot *GL Unit Fund Fin Deptid Appropid *Account é\:ﬂ ?W Cost
1 Open 100.0000 | 1.0000 9,000.00 Not Chi'd 00/2472015[H  (MNOO1 QY (52000 [c 1037610 -d!DOﬂSSQ‘ 471606 | Q Q.
¢ i, »
Ok Cancel
4. Click on the Asset Information tab.

Dist Status
1 Opan
OK

Favories | Main Menu » Purchasing > Purchase Orders > AddfUpdate POs

& New

Maintain Purchase Order

Distributions for Schedule 1

Unit: G001 Vendon RICOH AMER-001

POID: HEXT em: Scanngr Printer, Copier

Line: 1

Schedule: 1 Status: Active

*Distribute By: Quantity # Schedule Qty: 1,0000
Maerchandise Amaunt: 9,000.00 UsD

SpeedChart: =Y Multi-SpeedChars Doc. Base Amaount: 9.000.00 USD

fBeqDetal || Sistuses  Budgetinformaton  [T¥)

Merchandise

: Cost
Percent PO Oty il AM Unit Profile ID CAPZ Sequence Tag Humber Empd D Capitalize Typs Des
1000000 | 1.0000 sosoodcica ncp_Earesd Q (e} (o} [l [ &y
4 | = "I|-F- = _. 13
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5. For each Distribution, verify and update the asset information, if necessary, as described below.
Fa-eo'.-zes Man l-!enu Pu'iflilsx':q D;rcnasg Orders > AG-:,-'L’DC.'.l'.-! PDs

Maimain Purchase Order

Distributions for Schedule 1

Unit: G1001 Vendor: RICOH AMER-D01
FOID: NEXT e scanner, Printer, Copler
Line: i
Schedube: Status Active
“Distribute By: Quantity ' Schedule Qty: 10000
Merchandise Amount 9,00000 USD
SpeedChart: L Multi-SpeedChars Doc. Base Amount: 9.000.00 USD
Detads/Tax & Statuses fudget information [
Dist Status Percent PO Oty :_':::::’:::" o AM Unit Profile ID CAPZ Sequence Tag Humber Empdl ID Capitalize C::ﬁ Des
Open 100.0000 | 1.0000 9.000.0 Q Q a Q
QK Cancal
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.

e If you need to add a Profile ID, enter the AM Unit first. This is the same
as the Business Unit.

e Ifthe 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.

e A default Profile ID may be defaulted automatically based on the
PO Category Code you selected.

e 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_EQPO05: Non-capital Equipment — 5 Yrs”.

e |f you need to add a Profile ID, you'll need to enter that AM Unit first.

e Ifthe 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.

Released December 4, 2015 (Version #5)
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Field Name Field Description

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.

Favq’rtes Main'Menu ¥ Purcflasing b Purchas'e Orders » Add/Update POs

{1 New window
Maintain Purchase Order

Purchase Order
Business Unit: G1001  Origin: 513

Management Analysis & Devlopmt PO Status: Dispatched A &. x
PO ID: 3000003200 Approval Exception Budget Status: valid
Copy From: M []Hold From Further Processing
~ Header
*P0O Date:

Vendor Search  Response Documentation poe Tol Status: Valid

Backorder Status: Mot Backordered

Agency Reference:

Expiration Date: Create BackOrder

*Vendor ID:

RICOH AMERICAS CORP A Receipt Status: Mot Recvd Doc Type: DPO-Departmental Purchase Order
“Vendor: Vendor Details *Dispatch Method:  EMal - ‘16
B . Amount Summary
uyer: Anderson-Moser,Brenda Annette
Merchandise: 9,000.00
PO Reference: !
FreightiTax/Misc.: 686.25 | Calculate
*Billing Location: G104TRRLD Billing Address Total Amount: 9,686.25 USD
Encumbrance 0.686.25 USD
Header Details Activity Summary Balance:
PO Defaults Document Status
Requisitions Add Comments
PO Activities Add ShipTo Comments

Select Lines To Display

Purchasing Kit Catalog ltern Search Line: Q To Q| Retrieve
personalize | Find | View &0 | B | B first B g o 1 Laat

Ship To/Due Date Statuses ttem Information Aftributes RFQ Contract Receiving

= = k 3 Merchandise
Line Item Description PO Qty UOM Category Price Amount Status
1 B Scanner, Printer, Copier & 1.0000/ EA 45100000  [9,000.00000 9,000.00 Approved G B =
el pE Close Short All Lines 6o to: . More ... -

View Approvals ' )

:ﬁ Save Q Re‘turntoSearch: El Mn‘lify:

Having completed this topic, you should now be able to:

e Purchase an Asset

Released December 4, 2015 (Version #5)
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Receiving Assets Decision Process

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.

1.
Is the Purchase Order for an
asset?

Yes

2.
Is the PO Line Quantity for a
single quantity or multiple
quantities?

Multiple
Quantities

3.
Is the Purchase Order
funding for a single source or
multiple sources?

Multiple
Funding

Follow QRG “Receiving
Multiple Quantities with Split
Funding”

Asset Receiving Decision Process

Single
Quantity

Single
Funding

Normal Receiving Process

3.
Is the Purchase Order
funding for a single source or
multiple sources?

Funding

Single

Follow QRG “Receiving a
Single Asset with One
Funding Source”

Follow QRG “Receiving
Multiple Quantities”

Multiple
Funding

Follow QRG "Receiving Split
Funding”

— — e— — —

|_ **Voucher Processing™**
If voucher will be processed |

on the same day - follow |

QRG

Purchase Order Manual

I
| “Asset Transactions - |
I

Receiver Push Process” J

After completing this topic, you should be able to:

e Determine Correct Receiving Process for Assets
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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:

e Step 1: Is the Purchase Order (PO) for an asset?
e Step 2: Is the PO Line Quantity for a Single Quantity or Multiple Quantities?
e Step 3: Is the PO Line Funding for a Single Source or Multiple Sources?
e Step 4: Proceed to the Applicable Receiving Process Topic
Step 1: Is the Purchase Order (PO) for an asset?
e |f 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.

o If the Purchase Order is not for an asset, there is no “AM Status” column. Follow the standard receiving
process for the purchase.

Fawories Man Menu Purchasing Recepis Add/Update Receipis
an Receipt
Receiving
Business Unat: G1001 X

Receipi Siaius
Receipt ik MEXT 3d Headel

Close Shodt AR Lines. Plried Deelivery Repor

S ey AM Stwtun
Short Trsck  UOM rack

Interface Receipt Rum Close Short

& Seve Notify L Rabesh A F UpdsteOuplay

Released December 4, 2015 (Version #5)
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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.

Fawortes Man Menu » Purchasng > Recepts o Add/Update Recepts
& Mew Window (B Personalizs

KMamntam Receipls

Receiving

Business Undt: G001 X
Receipt States: Open

Receigpl I MEXT Add Hegder Comments hctrttios

Hitacdir Drilails

Selpct Purchage Ouder Close Snod Al Lines Priri Delivery Rapar

hql'l.hu. 8l Move Detais L et Stats pem /Mg Dats Gptonal gt Source Indormatan =5

Line Bem Dencription Receipt Oy ;:;:T Receapt Price A“a:: fiatus ‘ih" Eenal [TIrlc:: :g:'* AB Sintus rir'“ie
1 L) Scanner Prnier Copler 10000 | | B [EA @y '2000.00000 1.0000[ppen EA O Penging E—".E—c"ar'ﬁ %
| intorface Receipt | Rum Close Short Indertace Ass e information
@) Seve [} hebly o Redresh [T Add | Updwieispiay

Purchase Orders with multiple quantities on the PO Line have a value greater than 1 in the Accept Qty field.

Fawortes | Man Menu » Purchasng > Recepts »  Add/Update Recepts
D ew Window  [& Persona

Mamtain Receipts

Receiving

Business Unit G1001 X
Receipt Status: Open

Receipt 10 HEXT Add Header Comments Acthilies

Header Datails

BRlich i e Close Short A Lines Print Dalavery Repont

More Detads Links gnd Sistus pem i Mg Dala fipbonal ngul Source hformmatios ]

Line Iem D moription Becaipt Oty L:;T Raceipt Price MO:: tatus :n;: Seral I?::: ;;:h ARl Status m‘:’
1 & Scanngr, Printer  [3.0000 B [ea O 300000000 30000 poen [ 7 EA Q) Pending [Device Track x
Intirtace Recept [71 Run Close Short A5 88l |nformaton

& Save  [T] dobly D Redresh [T add | UpdeteDemplay

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.

Released December 4, 2015 (Version #5)
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1. To access the Asset Management Information page of the receipt, click the Pending link in
the AM Status column.

Favortes | Main Menu 5 Ilutdlasnn » Recepts » Add/Update Receipis
e window [ Personaize
Mamtam Receipts
Receiving
Business Lnit: G001 x
Receipt Slahis: Open
Receipt i MEXT Add Hegder Comments Actratias

Header Celails

LESSITEN | moce Detals | Links god Ststos  fem/MfgDuta  Optiocaligut | Sowrce nfsrmaton  [FT7)

Description Receipt Oty m" Recept Price Accept ot

povice
aty short Trsck  vom | AMOEES by
1 B gnner Prinler Coger  |1.0000 By Ea @ ooo000000 1.0000 Open B " B [Ea Q) Pengin 1rew_-|;gm X
| terface Recoipt Ul Run Close Short

|erdgce Asse] Inlermation

[Fe aza F UpdsteSapay

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.

Favorites MainMenu > Purchasing > Recepts » Add/Update Recepts

Maintain Receipts

Asset Management Information for Line 1

Business Unit:
Receipt ID:
Receipt Line:

G1001
NEXT
1
Ned AssetiD

I Distribution Line:

1

Business Unit
Praofile ID:
CAP®:

Cost Type:

Select Action:

Enter Starting Number:

Assign Tag lds

[7] overwrite existing numbers

Status:
Item:
Standard UOM:

Capitalize:

CAP Saquence:
Empioyee ID:

Distributed Quaniity:

Merchandise Amount:

Multiplier:

*Start Row:

Open

Printar ningr
EA

Use One AsseliD

0.2000

1800.00

Ofst ;:'umu Status  Quantity Tag Humber Serial 0 AssetID Hexl | omber  Profile B
Seq nit AssetiD
1 G1001 Open 02000 | NEXT = MCP_EQP0S b 4
< _in - b
IDI.sIrlbuuon Line: 2 I Capitalize: ip 2
Business Unit: G0 CAP Sequence:
Profile ID: . Empioyee iD:
CAP & Distributed Quantity: 0.8000
Cost Type: Merchandise Amount 7200.00

Released December 4, 2015 (Version #5)
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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 Refer to the “Receiving Multiple Quantities with Split
sources Funding” topic.

Having completed this topic, you should now be able to:

o Determine Correct Receiving Process

Released December 4, 2015 (Version #5)

Page 19



& swiFT>

Purchasing an Asset (AM1 — Part 1)

Receiving a Single Asset with One Funding Source

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:

e Receive a Single Asset with One Funding Source

Released December 4, 2015 (Version #5)
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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:

e Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page

e Step 2: Click on the Next Asset ID button on the Asset Management Information page
e Step 3: Optionally, Enter Tag Numbers on the Asset Management Information page

e Step 4: Verify Location and Optionally Enter Additional Asset Information on Details tab

e 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. Atthe 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.

Favu_r'rtes Main lﬂenu > Purchvaswng > Recvewpts » Add/Update Receipts
& New window  [& Per:
Select Purchase Order
PO Unit: G1001 C,  Origin: Q, Days +I- Today:
I0: 3000003300 Q Start Date: Gl
Line / Schedule: End Date: [+
Release: Vendor Name: Q y
ftem ID: Q Vendor Item ID: Q
Ship To: Q Manufacturer ID: Q
Ship Via: Q Manufacturer's ltem ID: Q
¥| Retrieve Open PO Schedules
Search
No Order Qty Ordered Qty @ PO Remaining Qty
B
g Shipping Related More Details
Sel POUnit POID Origin Origin Description Line Sched Release Due Date PO Qty Raz;?n Item Description
7] G1001 3000003300 513 gg?liifﬂ"?e”‘ TEEES | 1 0911712015 1.0000 Scanner. Printer, Copier
¥ selectal Clear All
OK Cancel Refresh
Released December 4, 2015 (Version #5)
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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 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.

Favortes  Man Menu » Purchasng > Receots »  Addf/Update Receipts

S hew window  [& Personaize
Mamntam Receipts

Receiving

Business Unit: G001 4
Receipt S1atus: Open

Receipt D MNEXT Add Header Comments Acthitigs

Hitadur Detgits

Accapt Close Devica  Stock pavice
Line e Description Receipt Oy i Receidpt Price Gty Status P Seral Teack UM AM Siatus iy
- B Scanner Prieee, Copler 10000 || B [EA QL 0000.00000 10000 Open B B alemimg RO b S
Clmtertace Receipt Ul Run Close Short Interface Ass el infoirnation

& Seve | [Z] Hedly 7 Ralresh [Ly Add  p] UpdsieDapley

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.

Favovrites MainvMenu > Purdlasing > Recve\pts » AddfUpdate Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: NEXT Item: Scanner, Printer, Copier
Receipt Line: 1 Standard UOM: EA

| MNextAssetin |

Distribution Information

Find | View A1 First EI 1 071 3 Last

Distribution Line: 1 Capitalize:

Business Unit: G1001 CAP Sequence:
Profile ID: NCP_EQPO5 Employee ID: I:I

CAP # Distributed Quantity: 1.0000

1

Cost Type: Merchandise Amount: 9000.00

Apply to Details

Select Action: Assign Tag Ids M Multiplier: 1
Enter Starting Number: *Start Row: 1
Overwrite existing numbers | Apply \

Asset Details

1
personaiize | Find | view 21| B | 8 First £ 4 or1 0 ast

Asset Information [Tl S0

" AM

DSt gisiness Status  Quantity Tag Number Serial ID AssetID Next  yumber  Profile ID

Seq Unit AssetlD

1 G1001 Open [ 1.0000 NEXT = NCP_EQPOS *®

L n | 3
Find | View Al First K 1 of 1 I ast
Line:
| oK | cancel | Refresh |
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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. Onthe 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.

| Favarites | Main Menu » Purchasng > Receipts » AddfUpdate Recepts

&

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: MEXT Item: Scanner, Printer, Coplar
Receipt Line: 1 Standard LOM: EA

Nex AssetiD

Distribution Line: 1

Capitalize:
Business Unit: CAP Sequence:
Profile ID: NCP_EQPOS Employee ID:
CAP #: Distributed Quantity: 1.0000
Cost Type: Merchandise Amount: S000.00
Select Action: Assign Tag Ids i Multiplier: [+
Enter Starting Number: *Start Row: - 1

| overwrite existing numbers Apply

Seq x:hnm: Status Craantity Tag Number Serial ID AssetlD a-“::ttm Humber  Profile ID
1 G1001  Open | 1.0000 | 2 [NEXT = " |NCP_EQPOS x

OK Cancel Rafresh

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.

Mo row selected. Do you wish to assign assetids to all rows? (10300,146)

An asset rowwas not selected. FYES is selected all asset rows will be set for auto assetid assignment.

yes i No |

Released December 4, 2015 (Version #5)

Page 23



State of Minnesaota

IFT>

st e Purchasing an Asset (AM1 — Part 1)

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.

Asset row(s) set for auto assetid assignment. (10300,147)

Awvalue of "AUTO-ASSIGN™ has been temporarily assigned as assetid value. Atreceipt Save time the value of "AUTO-ASSIGN will be replaced with the next available assetid value.

ook

The Asset ID field now contains “AUTO-ASSIGN".

Favorkes Man Menu > Purchasng > Recebts > Add/Update Recepts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G100 Status: QOpen
Receipt iD: MNEXT em: Scanner. Prinler, Copier
Receipt Line: 1 Standard UOM: EA
Mest AssetiD

Distribution Line: 1 Capitalize: .
Business Unit: Gi0o01 | CAP Sequence:
Profile 1D: MCP_EQPO5 Employee I0:
CAP#: ' Distributed Quantity: 10000
Cost Type: Merchandise Amount: S000.00
Select Action: Assign Taglds T Nultipher: [ 1
Enter Starting Humber: | *Starl Row: : 1

[T overwrite existing numbers Apply

Bdn;MS! Status Quantity Tag Number Serial ID Assetl D AssstiD Number Profile ID
1 G001  Open | 10000 | g | NCP_EQPOS ®
€ m | 3

Released December 4, 2015 (Version #5)
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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

Favortes  Main Menu > Purchasng > Recepts » Add/Update Recepts

Mamtain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: NEXT Item: Scanner, Printer, Copier
Receipt Line: 1 Standard LHOM: EA

Next AssetiD

Eind | Vs A0 Fiesl By or1 O e

Distribution Line: 1 Capitalize: b
Business Unit: CAP Sequence:
Profile ID: Employee I:
CAP#: Distributed Quantity: 1.0000
Cost Type: Merchandise Amount: 2000.00

Select Action: Assign Taglas - Muttiplier: 1
Enter Starting Number: *Start Row: 1
[ overwrite existing numbars Apply

AM
Business
Unit

Hext
Assetin Numbar

=z,

Status Tag Number Serial ID AssetlID Prafile ID

1.0000 I I

Quantity

AUTO-ASSIGN

11 G1001

Open NCP_EQP0S

pd | View A1 Frst K 4 of 1 1 Lot

O Cancel Refresh
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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.

Favortes  Main Menu > Purchasing > Receipts > AddfUpdate Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G100 Status: Open
Recept ID: MEXT Item: Scanner Prinigr, Copier
Receipt Line: 1 Standard UOM: EA

Med Asset D

Distribution Line: 1 Capitalize:
Business Unit: 510 CAP Sequence:
Profile I0: MCPF_EQPOS Employee ID:
CAP#: Distributed Quantity: 1.0000
Cost Type: Merchandise Amount: 2000.00
Salect Action: Assign Tag Ids ad Multiplier: I
Enter Starting Humber: *Start Row: ' 1
| Overwrite existing numbers Apply

Cusiodian Location Mig D Model Manufacturer Capitalize

] FI:JID#THFLIJEI Ql I Tay [ la ey N

Cancal Refrash
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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.

Favo'rites Main'Menu > Purcllasmg > Recgpts »  Add/Update Receipts

@rlew. Window ;_“AJF’EFSGI‘\EHZE Page E
Maintain Receipts
Receiving

Business Unit:

G1001 b 4

Receipt 1D:

|+ He:

Select Purchase Order

0000009218

Header Details

Receipt Status:
Add Header Comments

Document Status

Close Short All Lines

Fully Received

Activities

Print Delivery Report

i o
More Details || Links and Status | Optionalinput | Source Information
" *Recv Accept Close Device Stock Device
Line Item Description YoM Receipt Price aty Status Short Serial Track UOM AM Status ke
1 By Scanner, Printer, Copier B [EA |@ 9000.00000 1.0000 Received = = [[] |EA @ Pending % *
[Tl interface Receipt [71Run Close Short Interface Asset Information
& save | [=] Notify | | s Refresh Ex Add Update/Display

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.
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Favorites = Main Menu > Purchasng » Recebts » Add/Update Receipts

-

@
Maintain Receipts

Asset Management Information for Line 1

Business Unit G1001 Status: Recaned
Receipt ID: 0000009218 Hem: Ecanner Printer Copiel
Receipi Line: 1 Standard LIO: E4
Next Assel ID

Distribution Information
Distribution Line: 1 Capitalize: Non Cap ' -]
Business Unit: G001 CAP Sequence:
Profile ID: NCP_EGPOS Employee ID:
CAP #: ' Distributed Quantity: 1.0000
Cost Type: Merchandise Amount: 9000.00
Select Action: Assign Tag Ids * Multipher: 3
Enter Starting Number: 3 *Start Row: [ 1

[T Overwrite existing numbers Apply

Business  Status  Cuantity Tag Humber Serial ID AssetiD “"::n Humber  Profile iD
Unit

1 G1001  Open | 10000 | i ‘ooocoo00itaa | B | | NCP_EQPO5 b 4
< | i ] 3

oK Cancel Refresh

6. After viewing the Asset ID, click on the OK button to return to the Maintain Receipts page.

Favorites . Main Menu > Purchasing » Receipts > AddfUpdate Receipts

(F New Window Eﬁ‘F‘ersona\izeF'age
Maintain Receipts

Receiving
Business Unit: G1001 x
Receipt Status: Fully Received
Receipt ID: 0000009218 Add Header Comments Activities
Header Delails Document Status
¥ Header
Select Purchase Order | Close Short All Lines ] | Print Delivery Report. || RunPo ReceiptAcomual |

Receipt Lines
" Receipt Lines

Personaiize | Find | Vi 41 | B | 3

More Detais || Links and Status | ftem / Mig Data g'_m.bhm'mpm " Spurce Information
liine Item .l!escriplim\ Receipt Qty s .mx:eipl Price . A“”‘g Status g::.: . Serial . ';'::: %‘m“k ?AM Status Tner:"f
|1 -5 Scanner Printer, Copier  [1.0000 | | B [EA |Q |9000.00000 1.0000 Received [EA @ |Pending ﬁe X
Interface Receipt [C]Run Close Short Interface Asset Information

18 save | = Notity | [ Refresn | B Aca |/ Upcatemispiay |
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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.

e 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.

Favortes  Man Menu Purchasng » RECEDTJ » Add/Update Recepts
,LTHM‘\. Window _-1‘P.::ﬁr.r...||.'4 Page -Pé.

Maintain Recepls

Receiving

Business Unit: G1001 >
Raceipt Statas: Fully Recaied

Receipt 10 0o000092128 g 3

Acthitiss

Hegder Dplails

Selec Purchase Ovged

EUEEITENN  iore Detsds | Links gnc Stalus | Bem/ Mg Dals | Opsecalbgut | Source information (el

Line fem Dencripton Beceipt Oty :D';" Receipt Frice A“;‘: Status c;:r: Serial I.::: mu Al Hatus ?f:c":

i 1 Scanner Printer Copler 10000 | | [ [EA |y 900000000 10000 Recetved Ex |0, Panding "T’f_l"éft »

L W e

@ Save | [T Moty | #% Roiesh [Ty add 5] UpdaleGuglay

2. Click on the Save button.

3. A Message displays indicating that the receipt information has been scheduled to process.

Receipt, 0000009218, is saved and Job, RECV_02, has been scheduled for process (Process Instance = 150455811). (10300,253)

This means the receipt is being updated by the receipt integration process. Any additional processing for this receipt will require reopening the receipt in Update / Display mode.

4. Click the OK button.
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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).

Favorfes | Main Menu > Asset Management > Search for an Asset

& New|
Search for an Asset
= Assel Search Crileria
Unit: [c1001 4 Book: | Q Parent ID: a
Category: [ o, yocation: [ Q, Area ID: [ Q,
Asset ID: | Asset Status: 4 impairment Processing: ¥
Tag Humber: [  ProfeiD: [ Q Group I0: [ q

Serial ID: Thresheld ID: i Q

PO Unit: | @ ReceiptUnit A - AP Unit: |- ! PC Bus Unit: - Q
PO No: I Receipt No: w9218 Voucher: 1 ProjectID: -
[7] Cost Information | Acquisition Information [Tl Location [T Mon Capital Asset [T Custodian CLease Hint
Search | Clear Drill-Down To: =~ Select Component — - Go
Search Results - Select One Asset Io Continua
skl AsselCostinformation | Acguston Detals | QwnenCu ifork iiock 2 | More_
Unit Asset 1D Description Asset Type Asset Subtype ::lhr Serial ID Status
(7) G1001 0OODODDOT143  Printer, Scanner Equipment Recetved (Mot in Sendce)

After the voucher has been entered, the asset Status will be updated to “In Service”.

Favortes | Main Menu > Assat Management > Search for an Asset

& new

Search for an Asset

- Assel Search Crileria
Unit: [c1001 2 Book: | Q Parent ID; ' Q
Category: L 10 Lacstion: [ e, Area ID: [ a
Assetil: | Asset Status: it Impairment Processing: x
Tag Number: | Profile I0: Q Group I a
Serial ID: [ Threshold ID: | Q

PO Unit: | @ ReceiptUnit _ Q, AP Unit: [ Q PC Bus Unit: | Q
PO Ho: | Receipt No: %0218 Voucher: : Project I: [ a
| Retiorge |
71 Cost Information [”] Acquisition Information 7] Location ["] Hon Capital Asset "] Custodian [ Lease Hint
| Clear Drill-Down To: — Select Component — v |Gy

Search Resulis - Select One Assel to Continue

Assal information Asset Cost information Acguistion Detais swmntmmiln Work Manisnance Work Maintenance 2 More.-..

enit Asset ID Deseription Asset Type Asset Subtype Tag Serial 1D Status

@ G1001 000000001143 Printer, Scanner Equipment In Senvice

Having completed this topic, you should now be able to:

e Receive a Single Asset with One Funding Source

Released December 4, 2015 (Version #5)

Page 30



.,.'f“ i State of Minnesota

Purchasing an Asset (AM1 — Part 1)

Receiving a Single Asset with Split Funding

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:

e Receive a Single Asset with Split Funding
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Process Steps

This topic covers the steps necessary to receive a single asset with split funding.

Steps to complete:

e Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page

e Step 2: Click on the Next Asset ID button on the Asset Management Information page
e Step 3: Optionally, Enter Tag Numbers on the Asset Management Information page

e Step 4: Verify Location and Optionally Enter Additional Asset Information on Details tab
e Step 5: Assign the Same Asset ID Number to Each Distribution Record

e 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. Atthe 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.

Favorites = Main Menu > Purchasing > Receipts » Add/Update Receipts
LEIN-EW Window JPer
Select Purchase Order
PO Unit: 51001 Q. Origin: Q Days +- Today:
D: 3000003300 Q Start Date: EJ
Line | Schedule: ! End Date: [5
Release: Vendor Name: Qo
ftem ID: Q Vendor Item ID: Q
Ship To: Q Manufacturer ID: Q
Ship Via: Q Manufacturer's ftem ID: Q
¥| Retrieve Open PO Schedules
Search
No Order Qty Ordered Qty @ PO Remaining Qty
= el id
) Shipping Related | More Details
Sel POUnit POID Origin Origin Description Line Sched Release Due Date PO Gty Ra:elpt Item Description
7] 51001 3000003300 (513 CENEREISINEERS | 1 091712015 10000 Scanner Printer, Copier
Deviopmt
¥ SelectAl Clear All
OK Cancel Refresh
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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.

Favortes  Man Menu » Purchasng » Receipts » Add/Update Receipts

Mamntan Receipts

Receiving

Business Unit: G1001 %
Receipt Siatus: Open

Receipt 0 MEXT Add Header Comments

Haae Detaits

pem Mrg Dats  Qobonal iput  Sowrce infrmaton [rzsi]

Rece Accept Close Devica  Stock —

Line em Description Receipt Oty oM Receipt Price ary Status Shor Senal Teack  UOM AM Status rack

1 B Scanner Preter, Copier 10000 | | B [EA QU 9000.00000 | 1.0000Open Er o) eenang P22 b
=l mntertace Receipt 1Run Close Short Interface Assel nforrnation

& seve | [C) ooty | |7 Retresh [feacd  F] UpdsteDapiay

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.

Favortes Main Menu » Purchasng > Receipts > Add/Update Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Cpen

Receipt ID: NEXT tem: Printer, Scanner

Receipt Line: 1 Standard UOM: EA

Ned Asset D Use One AssetiD

Distribution Information ' [Fnd 1 view 1 Frst K gz 002 K Cast]
I Distribution Line: 1 I Capitalize: =

Business Unit: CAP Sequence:

Profile ID: Employee I0:

CAP®: Distributed Quantity: 0.2000

Cost Type: Merchandise Amount: 1800.00

Appily 10 Details

Select Action: Assign Tag lds v Multiplier: 1

Enter Starting Number: *Start Row: 1

|T] overwrite existing numbers Apply
ot | st KN or g T Last

R More Detols =»

Dist ::“siness Status Quantity Tag Number Serial ID Asset D Mext Number Profile ID

Seq Wnit AssetiD

1 G1001 Open 0.2000

NEXT = NCP_EQF0S x
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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.

Favortes  Man Menu > Bud_m'ag'f-q > Recepts Add/Update Receipts
&2
Maintain Receipts

Asset Management Information for Line 1

Businass Unit: G001 Status: Open
Receipt ID: NEXT Iteqm: Brinter nner
Receipt Line: 1 Standard UOM: EA

I Hexd Asset D I Use One Asset ID
Distribution Information
Distribution Line: 1 Capitalize: lon Cas -
Business Unit: ; CAP Sequence:
Profibe 1D; e "_'.! o Employee ID:
CAP ¥ Distributed Quantity: 0.2000
Cost Type: [ Merchandise Amount: 1600.00
Select Action: Assign Taglds * Muttiplier: |_1
Enter Starting Number: *Start Row: [

[”] Overwrite existing numbers Apply

Peraonakze | Fing | Vaw A

AR

:1: Business  Smtus Quantity Tag Number Sarial ID Asset D l.?;!'lnll Number  Profile 1D
1 G1001  Open 0.2000, | [NEXT el | HCP_EQPO5 x
< | m u ¢
Distribution Line: 2 Capitalize: | Mo Cag .
Business Unit: G001 | CAP Sequence:
Profite 1D: [NcP_ECPDS | Employee ID:
CAR®: Distributed Quantity: 0.9000
Cosl Type: Merchandise Amount: T200.00
Select Action: A;r.srgﬁ Taglds - Multiplier: i 1
Enter Starting Number: [ *Start Row: [ 1
[7] overwrite existing numbers Agply

[pist Hext

seq mmn Statis Quantity Tag Number Serial ID Azzet 1D AssetiD Number  Prafile D

1 Gi001 Open 0.3000 |NEXT g NCP_EQPDS X =
4 n ] »
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3. A Message displays asking if you want to assign Asset ID’s to all of the rows. Click the Yes button.

o ——————

Mo row selected. Do you wish to assign assetids to all rows? (10300,146)

An assetrow was not selected. FYES is selected all asset rows will be set for auto assetid assignment.

Yes ) No |

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.

Asset row(s) set for auto assetid assignment. (10300,147)
Avalue of "AUTO-ASSIGN" has been temporarily assigned as assetid value. Atreceipt Save time the value of "AUTO-ASSIGN" will be replaced with the next available assetid value.

ook

The Asset ID fields now contain “AUTO-ASSIGN?".

Favortes  Main Menu » Purchasng » Receipts » Add/Update Receipts
g

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt i NEXT L Printer, Scanner
Recedpt Ling: 1 Standard VO EA

| Next Azsel ID ] Use One Assel ID

Distribution Line: 1 Capitaliza:
Business Unit: 31001 CAP Sequence:
Prafile I NCP_EQPO: Employee I
CAP# Distributed Quantity: 0.2000
Cost Type: Merchandise Amount: 1300.00
Select Action: Assipn Tag lds - Multiplier: [ 1
Enter Starting Number: i *5tart Row; [ 1

[T owerwrite existing numbers. Apply

More Datsis ,_!l_bJ

|Dist o s Next

Seq 3:;"’“' Status  Quantity Tag Number Serial I0 Asset D Assettp Mumber  Profile 10

1 G1001 Open 0.2000 | AUTO-ASSIGH L o8 NCP_EQPOS b 4
CH | m L
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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.

e 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

ch;rrtes Man‘r_tenu > Pur\dlasn ¥ F.ecg_uts »  AddfUpdste Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Recept ID: MNEXT tem: Printer, Scanner
Receipt Line: 1 Standard UOM: EA

Neat AssetiD

Use One AsselID

rest & 12072 T Last

Distribution Line: 1 Capitalize:
Business Unit: 1001 CAP Sequence:
Profile 10: ! P05 Employee ID:
CAP #: Distributed Quantity: 0.2000
Cost Type: Merchandise Amount: 1800.00
Apply to Details
Select Action: Assign Taglds al Multiplier: 1
Enter Starting Number: . *Start Row: 1

|} overwrite existing numbers Apply

size | Fing | View 28] BV | B st

More Details

AM
Dist  osiness  Status  Quantty Tag Number Serial ID AssetiD Wext o mber  Profile ID
Seq Unit Aszet D

1 G1001 open | 02000 : NEXT & | NCP_ECP05 x
P
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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.

Favorites Main Menu > Purchasing > Receipts > Add/Update Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: MEXT [tem: Printer, Scanner
Receipt Line: 1 Standard UOM: EA
. NextAssetID | Use One AssetID
Distribution Information Find | View Al First K 2 0r 2 0 | ast
Distribution Line: 2 Capitalize: Non Cap
Business Unit: G1001 CAP Sequence:
Profile ID: NCP_EQP03 Employee ID:
CAP # Distributed Quantity: 0.8000
Cost Type: Merchandise Amount: 7200.00

Apply to Details

Select Action: Assign Tag lds M Muttiplier: 1
Enter Starting Number: *5tart Row: 1
[C] overwrite existing numbers . Apply

M
Personaiize | Find | View Al 1BV | 3 First K 1 of 4 I0 | ast

Asset Information More Details B

DSt ¢ ystodian Location Mfg ID
Seq
1 [Smith,John [G104THFLOD Q. [RICOH AMERICAS CORP
4 1 ] 3
PO Comment Find | View Al First K8 1 of 1 I | ast
Line:
OK Cancel Refresh

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.
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Field Name Field Description

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.

Fa\rq'rtes Main_Menu 3 Purcrla.smg b Rec'e\pts » Add/Update Receipts

&

Maintain Receipts
Asset Management Information for Line 1
Business Unit: G1001 Status: Open
Receipt ID: NEXT ftem: Scanner. Printer, Copier
Receipt Line: 1 Standard UOM: EA

| NextAssetID
Distribution Line: 1 Capitalize: ! MNan Cap -]
Business Unit: 51001 | CAP Sequence: | |
Profile ID: ] Employee ID: |
CAP# | | Distributed Quantity: 1.0000
Cost Type: | -i Merchandise Amount: 9000.00
Select Action: Assign Tag lds ™ Multiplier: [ 1
Enter Starting Number: *Start Row: ’—1

[[] overwrite existing numbers Apply

Personalize | Find | View Af (B | BE et B0 g opq B0 aey

Seq Custodian Location Mfg ID Model Manufacturer Capitalize

1 [ |c104THFLOO Q| Q[ a aQ N

o 1 | v

oK || Cancel Refresh |

2. Click on the Save button on the Maintain Receipts page so that the Asset IDs are assigned.
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Favorites ' Main Menu > Purchasing > Receipts > Add/Update Receipts

Maintain Receipts

2 New Window E) Personalize

Receiving
Business Unit: G1001 3
Receipt Status: Fully Received
Receipt ID: 0000009219 Add Header Comments Activities
Header Details Document Status
> Header
St Bt e e | Close Short All Lines | | Print Delivery Report | | Run 0 RecsipiAcomal |

Links and Status

Ytem/Mfg Data [ Optional lnput

|| Source Information

. Receipt
Description EE

Printer. Scanner 1.0000

B Ea

“*Recv UOM  Receipt Price

9000.00000

Accept Close Device  Stock Device |
oty Status F serial el oo AM status 7708 |
1.0000 Received EA_Q Bendin Device % |

Personalize | Eind

Track

Interface Receipt Run Close Short

B oswe [Dhotiy [ Refresn |

Interface Asset Information

B ada | |3 UpcateDispiny |

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.

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G001
Receipt ID: 0000000220
Receipt Line: 1

Heat AssetiD

Distribution Line:

Business Unit:
Profile I0:
caP®

Cost Type:
Sefect Action; Assign Tag lds

-

Enter Starting Number: [

[7] overwrite existing numbers

Favgrites | Main Menu > Purd:l'asim » Recepts » Add/Update Receipts

Status: Received
Mem: Printer, nner
Standard LOM: EA

Uise One Asset D

Capitalize: af
CAP Sequance;

Employes ID:

Distributed Guantity: 02000
Merchandise Amount: 1800.00

Muttiplier:
"Start Row:

Select Action: Assign Tag lds b
Enter Starting Number:

I Overwrite existing numbers

Assst Infarmation Aors Detads

Dist

| Business  Status  Quantity Tag Humnber
Seq

| Unit

1 Open 0.3000

G001

2l

Serial ID

Multiplber:

M

Dist : : Heot.

Seq 3:;-1‘»“0 Status GQuantity Tag Number Serial ID Asset D AnnetiD Number  Profile ID

H G001 Open 02000 | 000000001144 B | NCP_EQPOS ®
< i, - - ] *

Distribution Line: 2 Capitalize: .

Business Unit: 1 CAP Sequence:

Profile I Employee ID:

CAPE: Distributed Quantity: 0.8000

Cost Type: Marchandise Amount: 720000

*Start Row: [

Asset 1D

000001145

Hext
AssetiD Kumber Profile 1D
= NCP_EGPOS X =
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4. Copy the Asset ID from the first Distribution Line into the other lines so that they all match.

Distribution Line: Capitalize: [Non Cap |
Business Unit: G1001 CAP Sequence: I:

Profile ID: |_r NCP_EQPDS Employee ID: |

CAP#: Distributed Quantity: 0.8000

ra

Cost Type: | Merchandise Amount: T200.00
Apply to Details
Select Action: Assign Tag |ds i Multiplier: [ 1
Enter Starting Number: *Start Row: '—1
Overwrite existing numbers | Apply |

Asset Details
" Asset information

Ioist.  [AM : ! : Hext |

i Business Status Quantity Tag Humber Serial ID AssetlD Number | Profile ID

iSeq Unit AssetID

I1 G1001 \Open [ 0.8000 000000001144 B | 'NCP_EQP05 ¥ =
| = | | | _ f | | | | 53

| OK || Cancel = Refresh |

5. Click on the OK button to return to the Maintain Receipts page.

Favorites | Main Menu > Purchasing » Receipts > Add/Update Receppts
2 New Window E,j Personalize H

Maintain Receipts

Receiving
Business Unit G1001 X
Receipt Status: Fully Received
Receipt ID: 0000009220 Add Header Comments Activities
Header Details Document Status
select Purchase Grder | Close Short All Lines | | Print Delivery Repart || RunB0 ReceiptAconial |

Receipt Lines
CEARICER  More Details | Links and Status || ktem/Mig Data || Optionalinput || Source information. \
=

JIL.. L ‘Receipt e l N _ Accept Close N Device Stock ‘Device ‘

‘une Item Description aty Recv UOM Receipt Price aty Status Short Serial Track UOM AM Status Track

1 EX Printer. Scanner [1.0000 | B2 EA '9000.00000 1.0000 Received 0 EA |@ |Pending E,e;gﬁe b4 ‘
Interface Receipt Run Close Short Interface Asset Information

| save | [ Hotify | |4 Refres |

6. Click on the Save button to save your changes.
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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.

| Favorkes  Main Menu >
v -

Purchasng » Recegts »  Add/Update Rucests

S Hew Window  [8 Personalize F
Maintain Receipts

Receiving

Business Unit: G001 b 4
Receipt Status: Fully Received

ReCadipd 10 0000009220 Add Header Comments Acthaties

Header Details Document Status

Select Purchase Order

Lnks grd States | pemiifgOsin  Qpionalinpul Sewcemlormaten [CTH
Aeceipd Accepl Close Device  Stock Device
Line item Description oty Recv (BOM  Receipt Price aty Status Encart Serial Track UM AM Status Track
1 2] Printer, Scanner 10000 [ EA 900000000 10000 Recenved EA  Pendng Sonct b 4
Interface Receipt Fun Close Short Interlace Asset Information
= (=] meaty L Retresh

[Ee g2 2] UpdateDapy

2. Click on the Save button.

3. A Message displays indicating that the receipt information has been scheduled to process.

Receipt, 0000009218, is saved and Job, RECV_02, has been scheduled for process (Process Instance = 15045811). (10300,253)

This means the receipt is being updated by the receipt integration process. Any additional processing for this receipt will require reopening the receipt in Update / Display mode

4. Click the OK button.
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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).

Fm_atas Main Manu > Asset Management Search for an Asset

Search for an Asset

Unit: [61001 QA Book:

Category: [ @ Location:

Assed ID: ] Assel Stalus:

Tag Humber: [ Profile 1D:

Serial 1D Threshold 10z
Additipnzl Search Criteria

Acquisition Details

PO Unit: [ Q. Receipt Unit: [

PO No: i i Receipt No: [m9220

| Cost Information "] Acquisition Information

Search Resulls - Select One Assel 1o Continte
LEEEREL SR Assat Cost information

~ Assel Search Criteria

Q Parent I0:
a Area I
wl Impairment Processing:
Q Group 10z
Q

Chartfield Segrch Critenia

PC Bus Unit:
Project I0:

Q AP Unit: | Q

Voucher:

- Select Compongnt — - GOl

|| Non Capital Asset __ Custodian

Lease Hint

0 ew

Q
Q

Acguistion Detads || QwnarCustodan || York N Woek 2 [ More. [
nit Asset D Description Asset Type Asset Subtype ::“m' Serial ID Status
(7 G1001 000000001144 Printer, Scannar Equipmant Received (Mot in Sendce)
5 G001 000000001144 Prinfer, Scanner Equipment Recetved (Mot in Serdce)

After the voucher has been entered, the asset Status will be updated to “In Service”.

Fwo‘rtes Hm_Menu b2 ASSEE.NBI;I&QEmenE > Search for an Asset

Search for an Asset
= Assatl Search Criteria

[ Cost Information
Cleat

Search Resulls - Selact One Asset to Continte

[7] nequisition Infermation

it [c1001 A Book:

Category: Q Location:

Asset i Asset Status:

Tag Number: Profile 1D:

Sarial ix Threshokd 1D
Agnitonal Saarch Critenis

Acquisition Detalls

PO Unit: | & Receipt Unit: |

PO No: i j Receipt No: [se9220

Drill-Down T

QA ParentID:
Q Area I
) Impairment Processing:

a Group ID:

Q

Chanfigld Search Critena
o, AP Unit: [ o PC Bus Unit:
Voucher: [ i Project i0:

[ Location [T Mon Capital Asset | Custodian

== Salect Component = - GO

D new

‘

PP 4 ssei Costinformalion | Acguisiion Delads || QwnerCustodian || Ylork Mantenance || Work Maintenance 2 || More..

Unit Asset ID Description Asset Type Asset Subtype Teg Serial ID Status
“y G001 00000001144 Printer, Scanner Equipment In Sendca
S G001 DOD0O000T 144 Printer, Scanner Equipment In Senvice

Having completed this topic, you should now be able to:

® Receive Single Asset with Split Funding
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Receiving Assets with Multiple Quantities

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:

e Receive Assets with Multiple Quantities
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Process Steps

This topic covers the steps necessary to receive assets with multiple quantities.

Steps to complete:

e Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page

e Step 2: Enter Serial IDs for each Distribution Sequence

e Step 3: Click on the Next Asset ID button on the Asset Management Information page
e Step 4: Optionally, Enter Tag Numbers on the Asset Management Information page

e Step 5: Verify Location and Optionally Enter Additional Asset Information on Details tab
e Step 6: Save the Receipt and View the Asset IDs Assigned

e 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. Atthe 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.

Favorites | Main Menu > Purchasing > Receipts > Add/Update Receipts
- - - -
@r-la-»;'.'.mc-m __{'Per
Select Purchase Order
PO Unit: G1001 @ Origin: Q Days +- Today:
I: 3000003300 Q Start Date: E
Line / Schedule: | End Date: E]
Release: Vendor Name: Q
ltem ID: Q Vendor Item ID: Q
Ship To: X Manufacturer ID: Q
Ship Via: X Manufacturer's item ID: Q
V| Retrieve Open PO Schedules
8earch
HNo Order Qty Ordered Qty @ PO Remaining Qty
) Shipping Related | More Details
sel POUnit POID Origin  Origin Description Line  Sched Release Due Date PO Qty Rezeupt Item Description
¥ G1001 3000003300 513 IEEEEEIRIETRE | 1 091712015 1.0000 Scanner. Printer_Capier
Deviopmt
M selectan Clear All
OK Cancel Refresh
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¢ In this example, the Receipt Qty equals “3” and we will receipt the three items.

mm'u: H.an.l'lafu.l > purd_\'mg » Ile(snli » Add/Update Recepts

@ HewWindow [ Persona

Maentain Receipts

Receiving

Business Unit: G100 x
Receipl Status: Cpen

Reoceipt I0c NEXT Add Header Comments Acirities

"Recy Accepl Close Dovice  Siock Device
Line item Description Receipt Oty e Receipt Price w-!m: 3 Serial Track  UOM AM Stafus Track
1 M Seanner Printer 30000 | [R [EA Q300000000 3.0000 Open 1 JEA O Pending Divice Track x
[Tl ntertace Receipt [T Run Close Short Inteniacs Assetinfermation
2 save | [ totty | Retresh [T add ] UpdateDspiay

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.

Fa\ro_r'rtes i Main_Menu > Purdlaswng > Recvewpts > Add/Update Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: NEXT Item: Bcanner, Priner
Receipt Line: 1 Standard UOM: EA

[ Next Asset ID |

Distribution Information Find | view Al First I 1011 D Last

Distribution Line: 1 Capitalize: [Non Cap -]

Business Unit: CAP Sequence: \:I
Profile ID: NCP_EQP05 Employee ID: :
CAPE: ] Distributed Quantity: 3.0000

Cost Type: Merchandise Amount: 9000.00

Apply to Details

Select Action: Assign Tag lds - Multiplier: 1
Enter Starting Number: *Start Row: 1
[ overwrite existing numbers | Apply _|
Asset Details
" Asset Information More Details
Dist A Next
seq 5:;"\955 Status Quantity Tag Humber Serial ID AssetiD AssetID Number Profile ID
1 G1001 Open 1.0000 [ [NexT | NCP_EQP05 b 4
2 G1001 Open 1.0000 [ [nEXT B NCP_EQPOS 4
3 G1001 Open 1.0000 [ [nEXT E | NCP_EQP05 b4
< [ (] | »
1
Line:
| oK | Cancel | Refresh |
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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. Onthe Asset Management Information page, click on the Next Asset ID button to have SWIFT
assign the next available Asset ID numbers to the assets.

Favorites : Main Menu > Purchasing > Receipts > Add/Update Receipts
- : - - -

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1004 Status: Open
Receipt ID: NEXT Item: Scanner. Printer
Receipt Line: 1 Standard UOM: EA

[ Next Asset ID

Distribution Information Find | View Al First Kl 4 o 1 D | ast

c

Mon Cap v|

Distribution Line: 1 Capitalize:

Business Unit: CAP Sequence: \:I
Profile ID: NCP_EQP05 Employee 1D: :
cap: ] Distributed Quantity 30000

Cost Type:
Apply to Details

Merchandise Amount: 9000.00

Select Action: Assign Tag lds hd Multiplier: 1
Enter Starting Number: *Start Row: 1
[l overwrite existing numbers ‘ Apply |

i

Asset Details Personalize | Find | View All| E |
Asset information [T e

First Kl 1303 I3 L ast

pist M ) ) Next

Seq 3:;"1955 Status Quantity Tag Humber Serial ID Asset 1D Asset D Number Profile ID

1 G1001 Open 1.0000 [ [nEXT E | NCP_EQP05 b4

2 G1001 Open 1.0000 [ [nEXT B NCP_EQP05 b4

3 G1001 Open 1.0000 | [ [nExT S NCP_EQP05 b 4
< (T I 3

Find | View Al First I 4 o1 I Last

OK | Cancel | Refresh |

2. A Message displays asking if you want to assign Asset IDs to all of the rows. Click the Yes button.

Mo row selected. Do you wish to assign assetids to all rows? (10300, 146)

An asset rowwas not selected. IfYES is selected all asset rows will be setfor auto asset id assignment.

[ ves | Mo |
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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.

Asset row(s) set for auto assetid assignment. (10300,147)
Avalue of "AUTO-ASSIGN" has been temporarily assigned as assetid value. Atreceipt Save time the value of "AUTO-ASSIGN" will be replaced with the next available assetid value.

oK

The Asset ID fields now contain “AUTO-ASSIGN”. SWIFT assigns the next available Asset ID to each
row after the receipt is saved.

Fa\rovr'rtesg Ma\nvMenu > Purdlasing > Recveipts > Add/Update Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: NEXT Item: Scanner, Printer
Receipt Line: 1 Standard UOM: EA

MNext Asset D

Distribution Information

Find | View All First KN 104 I Last

Distribution Line: 1 Capitalize:

Business Unit: CAP Sequence: l:l
Profile ID: NCP_EQPO5 Employee ID: :
CAP #: \:I Distributed Quantity: 3.0000

Cost Type: Merchandise Amount: 9000.00

Select Action: Assign Tag lds hd Multiplier: [

Enter Starting Number: *Start Row: l_1
[Tl overwrite existing numbers Apply

Personalize | Find | View &1 | BV | 2 First B 13073 1 Last

Asset Information
AM

" More Detais

?:;: ﬁziiness Status Quantity Tag Number Serial ID Asset D A!N;x‘tm Number Profile ID

1 G1001 Open 1.0000( [ [auTO-ASSIGN B | | ncp_EoPos ¥

2 G1001 Open 1.0000] [ [AUTO-ASSIGN & [ ] ncr_eaPos b4

2 G1001 Open 1.0000( [ [auTO-ASSIGN B | | ncp_EoPos ¥
< m | >
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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*

e If you know the correct serial number for each item, you may enter
those.

e 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.

Maintain Receipts

Favortes = Main Menu » Purcl::’amg B

Asset Management Information for Line 1

Business Unit: G10M Status: Open
Receipt I MNEXT fem: Scannar, Printer
Receipt Line: 1 Standard UOM: EA

Ned AssetiD

Distribution Line: 1 Capitalize:
Business Unit: CAP Sequence:
Profile 1D: Employes D
CAP & Distributed Quantity: 3.0000
Cost Type: Merchandise Amount: 3000.00
Apply to Details
Select Action: Assign Tag Ids x Multiplier: 1
Enter Starting Number: *Start Row: L

U overwrite existing numbers Apply

Receipts » Add/Update Receipts

25 Frat K 1303 L3 Laat

More Detais =y
Dist Hext
P z::mess Status Quantity Tag Number Serial ID Asset D Asset|p Humber  Profile D
1 G1001 Open 1.0000 5451 ATO-ASSIGN &, NCP_EQP05 b4
2 G100 Open 1.0000 6452 [AUTO-ASSIGN = NCP_EQPOS b 4
3 G1004 Open 1.0000] B e [AUTO-ASSIGN = NCP_EQPOS b4
i Bt »
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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

Maintain Receipts

Business Unit:
Receipt I
Recedpt Line:

Distribution Line:
Busingss Unit:

Profile 10:

CAP &

Cost Type:
Apply lo Details

Select Action:

Enter Starting Number.

g‘:‘: Business  Status
Unit

1 G1001 open

2 G100 open

3 G1001 Open

HMore Details

| Favortes | Main Menu > Purdlamg 3

G1001
MNEXT

1

Employes I
Distributed Quantity: 33,0000
Merchandise Amount 9000.00
Assign TagIds - Multiplier: [ 4
*Start Row: 1
| Owerwrite existing numbers Apply

Quantity

)

Recepts > Add/Update Recepts

Asset Management Information for Line 1

Status: Open
Hem: Scanner, Printer
Standard LOM: EA

Mext AssetiD

1.0000

1.0000]

&t

d | View A% First

Capitalize: Won Cag 3
CAP Sequence:

ize | |1.fg.-.-»=l|n|é3 Frat

Tag Number Serial ID Asset D A:'::tlm Humber  Profile I
5451 [AUTO-ASSIGN -S| | INCP_EQP05 b 4
6452 AUTO-ASSIGN g | " NCP_EQPOS b 4
6453 [AUTO-ASSIGN & [ | NCP_EOPOS *®
(T ] *
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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.

Favorites | Main Menu > Purchasing > Receipts > Add/Update Receipts

&N

Maintain Receipts
Asset Management Information for Line 1
Business Unit: G1001 Status: Open
Receipt ID: MNEXT Item: Scanner, Printer
Receipt Line: 1 Standard UOM: EA

: NextAssetID
Distribution Line: il Capitalize: Non Cap
Business Unit: G1001 CAP Sequence:
Profile ID: NCP_EQP05 Employee ID:
CAP#: Distributed Quantity: 3.0000
Cost Type: Merchandise Amount: 9000.00
Select Action: Assign Tag Ids v Multiplier: ’—1
Enter Starting Number: *Start Row: ’—1

[T overwrite existing numbers Apply

bar
Personaiize | Find | View Al | B8 | 58 First Kl 43073 I L ast

Asset Information _ Details

Dist

soq  Custodian Location Mfg ID Model Manufacturer
1 [ |G104THFLOO Q | Q | Q|
2 [ |G104THFLOO aQ | Q| Q|
3 [ |G104THFLOO Q | Q | Q |

1 1M ]

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.
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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.

Favorites | Main Menu > Purchasing > Receipts > Add/Update Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt 1D: MNEXT Item: Scanner, Printer
Receipt Line: 1 Standard UOM: EA

[ Next Asset ID |

Distribution Information Find | View All First K 1 of 1 I3 Last

Distribution Line: 1 Capitalize: | Non Cap

Business Unit: G1001 CAP Sequence: I:I
Profile ID: NCP_EQP05 Employee ID: I:I
CAP#: I:I Distributed Quantity: 3.0000

Cost Type: Merchandise Amount: 9000.00

Apply to Details
Select Action: Assign Taglds h Multiplier: 1

Enter Starting Number: *Start Row: 1

Overwrite existing numbers | Apply |
Asset Details Personalize | Find | View AN BV | st B 3073 I Last
T I More Detais
_ AN Hext

Seq S:Einess Status Quantity Tag Number Serial ID AssetID As:et D Humber Profile ID

1 G1001 Open 1.0000 (451 [aUTO-ASSIGN g | NCP_EQP05 b 4
2 G1001 Open 1.0000 | 5452 [aUTO-ASSIGN & | NCP_EQP0S b 4
3 1001 Open 1.0000 | 6453 [aUTO-ASSIGN & | NCP_EQF05 ®

< 11t " F

PO Comment Find | View All First K3 1 of1 DI Last
Line: ]
| OK || Cancel | Refresh |
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2. Click on the Save button on the Maintain Receipts page so that the Asset IDs are assigned.

Fawyrtes Malnyenu ¥ Purcflmng » Recvelpts » AddfUpdate Receipts
@NewWindnw E)F'erson

Maintain Receipts

Receiving
Business Unit: G1001 x
Receipt Status: Fully Received
Receipt ID: 0000009221 Add Header Comments Activities
Header Details Document Status
|+ Header
s Close Short All Lines | | Print Delivery Report | | Run£8 ReseiptAcoral |

Select Purchase Order L

e
" Receipt Lines

More Details | Links and Status || ftem/MfgData | Optionalinput || Source Information ‘

: L " B T I Close 5 Device  Stock
Line | .]tem Description .Deoelpt aty . . Recv UOM  Receipt Price .Amept Qty:smn! shart | Serial i | e :AM Status ‘
1 By Scanner, Printer | 2.0000 B ea 2000.00000 2.0000 Received Fl [EA @ |[Pending b 4 ‘
Interface Receipt Run Close Short Interface Asset Information

|8 save | [=] Netty | 4 Refrash |

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.

Favo_rtes Ma\nyenu > Purcrlasing > Rec_e\pt; > Add/Update Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Received
Receipt ID: 0000009221 Item: Scanner, Printes
Receipt Line: 1 Standard UOM: EA

Next AssetID

Distribution Information Find | View A1l First EI 101 I3 L ast

Distribution Line: 1 Capitalize: [Non Cap

Business Unit: G1001 CAP Sequence: l:l
Profile ID: NCP_EQPOS Employee ID: I:I
CAP #: ] Distributed Quantity: 3.0000

Cost Type: Merchandise Amount: 9000.00

Select Action: Assign Tag Ids A Multiplier: [

Enter Starting Number: *Start Row: ’—1
Overwrite existing numbers . Apply |

Asset Details

™ sssetinformation [ More Detais | [F=H

Dist L Next

seq 5:;mess Status Quantity Tag Number Serial ID Asset ID AssetID Humber Profile ID

1 1001 Open 1.0000] [6451 [oooooooo1146 S5 NCP_EQPO05 b4

2 1001 Open 1.0000] [6452 [oooooooo1147 S NCP_EQPO5 b4

3 1001 Open 1.0000] 6453 [oooooooo1142 & | NCP_EQP05 b 4
< m J >

Find | View All First EI 1 0f 1 I3 Last

Line:

| 0K | Cancel | Refresh |

4. Click on the OK button to return to the Maintain Receipts page.
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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.

Favortes  Maim Menu > Pwchasng » Recepts »  Add/Update Recepts

o New Wingow  [& Parsona
Maintain Receipts
Receiving
Busingss Unit: G1001 x
Receipt Status: Fully Recetved
Rucwipt I0: 0000009221

A0 He JEer Commants

Hetrlies

Select Purchase Qrder

Prairil Delivery Report

Links gnd Status fem | M fg Data Ceranal npul Source informason [F=

- Close Device Stock
Line Item Descripton Receipt Oty Recy UOM  Receipt Price Accept Oty Stalus 5 Sorisl Track  UOM AN Status
1 L Scanner, Printer 30000 = Ea 3000,00000 30000 Recetved E4 @, Pending b 4

" Run Closa Short Inierface Assel aformation

D A B UpdeleDaplay

2. Click on the Save button.

3. A Message displays indicating that the receipt information has been scheduled to process.

Receipt, 0000009218, is saved and Job, RECV_02, has been scheduled for process (Process Instance = 150455811). (10300,253)

This means the receipt is being updated by the receipt integration process. Any additional processing for this receipt will require reopening the receipt in Update / Display mode.

4. Click the OK button.
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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).

Fam:tes Ma'n:&enu 3 hssetuagagermnt > Search for an Asset

0 Mew Win:
Search for an Asset
= Asset Search Criteria
unit: 61001 A gook: : Q ParentiD: L Q
Category: Q Location: | QU Area ID: | Q
Asset ID; Assel Status; * Impairment Processing: *
Tag Number: [ | Profiein: | Q Group1D: - Q
Senal I: Threshold I0: | Q
Additional Search Crilerig Charifield Segrch Criterig
Acquisition Details
PO Unit: [ @, ReceiptUnit Q AP Unit: [ o, PC Bus Unit: [ e
PO No: 3] Receipt No: %9221 ] Voucher: [ g Profect iix [ o
[l Cost [l ion Information [ Location [ Hon Capital Asset [ Custodian [Tl Lease Hint
Search Ciear Drifl-Down To: — Select Component — - GOl
Asast larmatics Assel Cost information Acguadon Detals. DQwner/Cusiodian Work Maintenance Work Maintenance 2 More . [
Unit AssetiD Description Asset Type  Asset Subtype ::“m' serial ID Status
) G1001  0DODOOOO1145 Scanner, Printer Equipment 6451 Received (Mot in Senica)
) G1001 000000001147 Scanner, Printer Equipment 5452 Recewved (Mot in Senice)
® Gi001 000000001148 Scanner, Printer Equipment B453 Recaived (Mot in Sendca)

After the voucher has been paid, the assets will have a Status of “In Service”.

Favortes ManMenu » Asset Management > Search foran Asset

& hew

Search for an Asset
= Assel Search Criteria
Unit: 61001 '@ Book: [ Q Parent I0: ; e
Category: [ ", Location: . T, Area I0: [ Q
Assel Il [ i Assel Siatus: In Senice ¥ Impairment Processing: bt
Tag Number: Profile ID: Q Group ID: [ e
Serial 1D: Threshoid iD: a

Agditional Search Criteria Charifield Search Criteria

Acquisition Details
PO Unit: Q Receipt Unit: [ Q AP Unit: | aQ PC Bus Unit: Q,
PO No: [ Receipt No: (9221 Voucher: [ Project I: [ Q
| Retiiove |

[l Cost Information [] Acquisition Information 1 Location [T Mon Capital Asset ] custodian [ Lease Him
|:'sem Clear Drill-Down To: ~ Selact Component — - GOt

Search Resulis - Select One Asset to Continue
Agsel nigrmation Aase!;___ul hfarmation Aa'!ualmﬁﬂnls QwneriCusicdian ¥Work Maintenance Wiork Mantenance 2 More.

Unit AszetiD Description Asset Type Asset Subtype :l-:’;nbaf Serial ID Status
© G101 000000001146 Scanner, Printer Equipmment 6451 In Sendce
& G101 000000001147 Scanner, Printer Egquipmant 6452 In Sendce
© |G1001 000000001148 Scanner, Printer E quipment 6453 In Senvice

Having completed this topic, you should now be able to:
e Receive Assets with Multiple Quantities
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Receiving Assets with Multiple Quantities and Split Funding

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:

e Receive Assets with Multiple Quantities and Split Funding
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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:

e Step 1: Click on the AM Status “Pending” Link on the Maintain Receipts page

e Step 2: Click on the Next Asset ID button on the Asset Management Information page
e Step 3: Enter Serial IDs for each Distribution Sequence

e Step 4: Optionally, Enter Tag Numbers on the Asset Management Information page

e Step 5: Verify Location and Optionally Enter Additional Asset Information on Details tab
e Step 6: Save the Receipt and View the Asset IDs Assigned

e 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. Atthe Select Purchase Order page, enter criteria to locate and select the Purchase Order to be
received. Click the OK button.

Favorites | Main Menu > Purchasing > Receipts > Add/Update Receipts
& New Window _;,/Per

Select Purchase Order

PO Unit: G1001 Q  Oorigin: Q Days +- Today:

ID: 2000002200 Q Start Date:

Line | Schedule: ! End Date: 1]

Release: Vendor Hame: Q

Item ID: Q Vendor Item ID: Q

Ship To: a Manufacturer ID: Q

Ship Via: a Manufacturer's ltem ID: Q

V| Retrieve Open PO Schedules
Search
No Order Qty Ordered Qty '@ PO Remaining Qty
I 0
) Shipping Related || More Details
Sel POUnit POID Origin Origin Description Line  Sched Release Due Date PO Qty RE:;:; item Description
¥ (G1001 3000003300 513 LEDERENISIATEEEES |- 1 091712015 1.0000 Scanner, Printer, Copier
Deviopmt
¥ selectAl Clear All
oK Cancel Refresh

Released December 4, 2015 (Version #5)

Page 56



State of Minnesaota

Purchasing an Asset (AM1 — Part 1)

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.

Favortes | ManMenu » Purchasing » Receipts o Add/Update Receipts
& tow Wingow  [& Personalize

Masntain Receipts

Receiving
Business Unit G1001 x
Receipt Status: Open
Receipt I0c NEXT Agd Header Comments Aciniliss
Header Datails
Select Purchase Org Close Shor All Lines Frial Délivery Repor

ks 4od Sasbas | Bes/Nfg Dela  Optceslnpet - Source nistmaton

Line Hen Description Recoipt Qty ol Receipt Price ‘“g’; Status ol i orp O T
1 B Ennter, Scanner [30000 | | @ [EA” o 3000.00000 20000 Open E ] 1 EA @ DesceTrack X
[l interface Receipt [ Run Close Short Intertace Assetinformation

@ Seve | [] Hobly |l Ralresh G Asd 7] UpdateDipiay

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.

Favortes | Man Menu 3 Purchasng > Receipts > Add/Update Receipts

Pealin
Mamtain Receipts

Asset Management Information for Line 1

Business Unit: G001 Statws: Open
Receipt 10z NEXT Ivem: Printer, Scanner
Receipt Ling: 1 Standard UOM: EA
Nest Asset ID Use One AssetID
Frst n 1- 2012 f“ Last
Distribution Line: 1 Capitalize:
Business Unit: 1001 CAP Sequence
Profile 10 NCP_EQPOE Employee I
CAP®: Distributed Guantity: 1.2000
Cost Type: Merchandise Amount: 3600.00
Apply fo Details
Select Action: Assign Tag lds » Muitiplier: 1
Enter Starting Number: ' *Start Row: [
"l overwrite existing numbers Apply

At EPE Es B g op g T

@

More Detois

?:; Elz‘mua Status Quantity Tag Number Serial ID AssetiD A::':n Number  Profile ID

|1 G1001  Open 12000 | NEXT 3 NCP_EQP0S | b 4
(E| ™ v

Distribution Line: 2 Capitalize:

Business Unit: 100 CAP Sequence:

Profile It NCP_EQPFD Employee 10

cap® Distributed Cuantity: 1.8000

Cost Type: Merchandise Amount: S400.00

Apply to Details

Select Action: Assign Tag lds - Multiplier: [ 1

Enter Starting Number: | *Start Row: 1

[7] Overwrite existing numbers Apply

ot Ky 4 T e

S AM
D8t Business  Status  Quantity Tag Humber Serial I Assetin pn ) Mumber  Profile ID
U sset D
I 1 G1001 Open | 18000 [nEXT 2 NCP_EQPOS I X =
. in - o F
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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.

Favortes | Main Menu > Purchasing > Recepts » AddfUpdate Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001
Recaipt ID: MEXT
Receipt Line: 1
Next AsseliD

Distribution formation

Status:
Item:
Standard UOM:

Cpen

Distribution Lime: 1 Capitafize: A
Business Unit: ; CAP Sequence:
Profile I0; NCF_EQPD3 Employee I
CAP & Distributed Cuantity: 12000
Cost Type: Merchandise Amount: 350000
Apgply to Details
Saloct Action: Assign Tag lds - Multiplier: [ 1
Enter Starting Number: | “Start Row: 1

[7] overwrite existing numbers Apply

Printar Fif e

Use One Assel 1D

Asset Details
Aszet Information

AN

Business  Status Caantity Tag Humber
Uit

61001 Open | 18000 |

G001 Open |

Gi001  Open | |

Serial 1D

NEXT
[NEXT

MEXT

Number  Profile ID

NCP_EQPOS
NCP_EQPOS
NCP_EOPOS

foq  Yelus  Guantity Tag Humber Serial 1D Asset ID Assetip Member  Profile 1D
1 open | 12000 | NEXT -3 NCP_EQPDS X £
2 Open NEXT £ NCP_EQPOS b 4 =
3 Open MEXT =38 NCP_EQPOS x [#

€ | in .I L]
Distribution Line: 2 Capitalize: . N
Business Unit: CAP Sequence:
Profile ID; HCP_EQPD3 Emplayee i
CAP# Distributed Quantity: 13000
Cost Type: Merchandise Amount: 5400.00
Apply to Details
Select Action: Assian TagIds * Multiplier: 1
Enter Starting Number: *Start Row: [ 7

[T Overwrite existing numbers “Apply

® HX
+ [+ [+

Released December 4, 2015 (Version #5)

Page 58



State of Minnesaota

Purchasing an Asset (AM1 — Part 1)

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).

Favorkes  Man Menu > Pmdlama » Recgipts > Add/Update Receipts
Maintain Receipts

Asset Management Information for Line 1

Business Unit: G004 Stafus: Open
ReceiptiD: INEXT nem: Printer, Scanner
Receipt Ling: 1 Standard UOM: EA

Ned AssetiD Use One AsseliD

Select Action:

Enter Starting Number:

Assign Tag ids

-

[”] Overwrite existing numbers

Multiplier:
*Start Row:

Distribution Line: 1 Capitalize:

Business Unit: =10 CAP Sequence:

Profile 1D Employes I

CAPW: Distributed Guaniity: 1.2000
Cost Type: Merchandise Amount: 3600.00

m Business  Status (Quantity Tag Number Serial ID Asset D *:‘::: jp Number  Profile 1D
1 G1001 Open 0.4000 || ] [NEXT -} NCP_EQPOS X
2 G1001 Open 04000 || [NEXT ) | ncP_EaPos X
3 G100 Open “0.4000 || [NEXT = NCP_EQP0S b4
e m »
Distribution Line: 2 Capiialite:
Business Unit: 10 CAP Sequence:
Profile ID: Employes I
CAP# Distributed Guantity: 1.8000
Cost Type: Merchandise Amount: 5400.00
Apply 1o Delails
Seiect Action: Assign Tag lds - Multiplier: 1
Enter Starting Number: ' *Start Row: 1
|1 Overwrite existing numbers Apply

Il;l:; El.l';'iﬂell Status Quantity Tag Humber Serial ID Asset D ﬂ!l:l‘l: Number Profile 1D

1 G1001  Open sl [NEXT g | NCP_EQP0S X =
3 &1001 Open sof NEXT ] NCP_EGPOS X ®E
2 G101 Open soll| [next L nceEores | X |E

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.

Released December 4, 2015 (Version #5)

Page 59



State of Minnesaota

IFT>

o Integrated Financial Toois

Purchasing an Asset (AM1 — Part 1)

Mo row selected. Do you wish to assign asset ids to all rows? (10300, 146)

An assetrow was not selected. If YES is selected all asset rows will be set for auto assetid assignment.

foves 1 No |

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.

Asset row(s) set for auto assetid assignment (10300,147)

Avalue of "AUTO-ASSIGN" has been temporarily assigned as assetid value. Atreceipt Save time the value of "AUTO-ASSIGN" will be replaced with the next available assetid value

ook

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.

Fa\rgrmes Ha'nl-lecnu ) Pur:llashu > Itacsbis »  Add/Update Raceipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID; MEXT ez Printer nner
Receipt Line: 1 Standard UOM: EA

E Nexi Assel ID ] Usa One AsseliD

Distribution Line: 1 Capitalize: hion Lag l

Business Unit 51001 CAP Sequence:
Profile 1D: NCP_EQPD: Employee I0;
CAP i Distributed Quantity: 1.2000
Cost Type: Merchandise Amount: 3500.00
Select Action: Assign Tag lds hd Multiptier: [
Enter Starting Number: [ - “Start Row: =1
] Overwrite existing numbers Apply
lore Detais
Dist  pusiness Status  Quantity Tag Number Serial iD Asseti Next  wumber  Profite I
o T Asset ID
1 G1001 open | 0.4000 | AUTC-ASSIGN & | NCP_EQPOS b 4
3 G1001 Ogen 0.4000 AUTO-ASSIGN - NCP_EQPOS x
2 1001 Open 0.4000] | AUTO-ASSIGN | NCP_EQPOS X
< m ] [
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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.

Favorites | Main Menu » Purchasing > Receipts > Add/Update Receipts
- H - - -

&

Maintain Receipts
Asset Management Information for Line 1

Business Unit: G1001 Status: Open

Receipt ID: MNEXT Item: Printer, Scanner

Receipt Line: 1 Standard UOM: EA

| Next AssetID | [ Use One AssetID. |

Distribution Information Find | View All First 4] 10f2 0 Last
Distribution Line: 1 Capitalize: | Non Cap - ‘

Business Unit: G1001 CAP Sequence: lj
Profile ID: NCP_EQP05 Employee ID: I:I
CAP#: ] Distributed Quantity: 1.2000

Cost Type: Merchandise Amount: 3600.00
Select Action: Assign Tag lds - Multiplier: [ 1
Enter Starting Number: *Start Row: ’71
[l overwrite existing numbers | Apply
Asset Details view Al | BL S First K 3003 D0 ast
T More Detais
[ ::l:iness Status  Quantity Tag Number Serial ID AssetID Next |\ mber |Profilein
Seq Unit AssetlD
1 G1001 open | 0.4000] | [suTO-ASSIGH E | NCP_EQP0S x
3 G1001 open | 0.4000 | [auTO-ASSIGN E | NCP_EQP0OS X
2 G1001 Open [ 0.4000] | [suTo-ASSIGH | NCP_EQP05 ®
Ll . | 3
Line:
| 0K | cCancel | Refresh |

2. Atthe Maintain Receipts page, click on the Save button so that SWIFT assigns the Asset IDs.

Favorites . Main Menu > Purchasing > Receipts > Add/Update Receipts
@Nemedow E{‘Persnna\

Maintain Receipts

Receiving
Business Unit: G1001 X
Receipt Status: Fully Received
Receipt ID: 0000009222 Add Header Comments Activities
Header Details Document Status
+ Header
Salsa PilrciEen O | Close Short All Lines | | Print Delivery Report | | Run PO ReceiptAceiial |

Personalize | Find |
ional input Source Information i

More Details Links snd Status ltem / Mfg Data

ILine item Description :;t";*i"' *Recv UDM Receipt Price A“"a’; Status gr:: Serial ?rﬂr;:: us'o"':k AM Status .':;‘:‘f
| =l § . - Device
1 = Printer, Scanner  (3.0000 @ EA 3000.00000 3.0000 Received B [EA & Pending 7.4 X
[Tl interface Receipt ] Run Close Short Interface Asset Information
|E save | [Z] Notity | |4 Refresh | Ev Add| |/Z] Updatemisplay |
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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.

Favortes | Main Manu » Purchagng » Receipts > AddfUpdate Receipts

Mamntain Recepts

Asset Management Information for Line 1

Business Unit G001 Status: Recehed
Receipt iD: 0000009222 tem: Printer nner
Recaipl Line: 1 Standard BOM: E&

Medt Asset 1D Use One Assel iD

Distribution Line: 1 Capitalize:
Business Unit: > 1007 CAP Sequence:
Profile ID: HNCP_EQP Empioyes ID:
CAP®: Distributed Quantity: 1,2000
Cost Type Merchandise Amount 3600.00
Salact Action: Assign Tag lds - Multiplier: | 1
Enter Starting Humber: [ *Start Row: [ 1

1 Overwrite existing numbers. Apply

| Business  Status Quantity Tag Number Serial ID Asset D

Number  Profile 1D

| Sea Unit Asset D
r G001 open | " 0.4000] | opooooontias | 2 | NCP_EQPOS x
i: 61001 open | 0.4000 [ 11 ooooooootiso | & | " Nce_EQPos b 4
52 G1001  Open | 0.4000) | oooonoooiis1] B [ NCP_Egros X
4 e d v
Distribution Line: 2 Capitalize: Man Lag d
Business Unit: G100 CAP Sequence:
Profile ID: NCP_EQPDZ ] Employee ID:
CAP #: Distributed Quantity: 1.5000
Cost Type: Merchandise Amount: 5400000
Select Action: Assign Tagids = Multiplier: [
Enter Starting Number: [ : *Start Row: [
| overwrite existing numbers Appiy

Business Status Quantity Tag Number Serial 1D Assat D

Seq dnd Aszel D

j‘l G1001  Open | 06000 | ooooooontisz | & [ NCP_EQP05 X =

I3 G001 Open | 0.6000 oooooooo1is3 | E [ | ncP_EaPos X E

2 cwor  open | 05000 | oooooonorss] & T mceears X [
I

.
&
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4. The first set of Asset IDs is correct. Update each distribution set of rows to match the first set.

WMMJMW}M@&WM

Mantain Recepts

Asset Management Information for Line 1

Business Unit G1001 Status: Recanad
Recept I0: DOD000IEE2 M Prinler, Scanngr
Recepl Line: 1 Stamdand L0 EA
A Use One Assel D

Distribasticn Line: 1 Cagitakre: ! -
Bosness Uair 2104011 CAP Sequence:
Profile i Emgdees 10
CAP S Dentributed Quanisty, 12000
Cost Typa: Mirfc handrie Amount 350000
Apphy 1o Detals
Salect Action: Assign Tag ids - fra— 1
Entes Startng Number: “Start Row. 3

CRETaTINE @XiSHng REmbers. Apply

Assel Delads
Angat i toematon

Dot “MI Status TNy Tag Namber Sarial D Annat D Mexd Namber  Profss 0

E T . Axset )

1 G Open 04000 V00000001 140 B NCP_EQPOS x

3 G1001 Open 0.4000 moboopoaiise | B NCP_EQPOS x

2 G103 Open 04000 000000001151 L 8 NCP_EQPOS x
. .i- L]

Destribution Ling: 2 Capiakre: . ¢ :

Busméss Pait 1007 CAP Sequente:

Profie 0 NCP_EQF Employes I

s ::—-n Statun  Cantity Tag Number Seral 0 AsnetiD Aanet g Wumber  Profiie I
1 G001 Gpen 0.8000 fooooooonttes | B 7 NCP_EGPOS X E
1 G 1001 Open 08000 ooooooontise | B NCP_EQPOS ¥ =
2 GWOT  Open | 06000 | loooooosonts | 85 | nNCPEOROS X =
] - 1
PO Comment Fied | Lyt
Line: o

5. Click on the OK button to save the Asset IDs and return to the Maintain Receipts page.
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Favorites
-

{ Main Menu : Purchasing > Receipts : AddfUpdate Receipts
: - - -

IMaintain Receipts

Receiving
Business Unit: 51001 b4
Receipt Status: Fully Received
Receipt ID: 0000009222 Add Header Comments Aclivities
Header Details Document Status
¥ Header

Select Purchase Order

Receipt Lines More Details

Close Short All Lines Print Delivery Report

[T interface Receipt [7]Run Close Short

B save | =1 MNotity | | Refresh

Personalize | Find | View All| B | 3

Links and Status ltem / Mfg Data Optional Input Source Information
=
N L Receipt _ N Accept Close N Device Stock Device
Line Item Description aty *Recv UOM Receipt Price aty Status Short Serial Track  UOM AM Status Frack
= i i oy | DEVICE
1 By Printer. Scanner | 3.0000 By EA 3000.00000 3.0000 Received B 0 [Fr e Bending 1o b4

Interface Asset Information

I New Window [ Persong

Run P8 ReseiptAcorual

First K 1 o1 I ot

Ex Add UpdaleiDisplay

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.

e 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.

Favorfes  Main Menu » Purchasng > Recepts »  AddfUpdate Recepis
p—’_T:Hg'). Window _-fi’g.':-',r.a

Maintain Receipls

Receiving

Busingss Unit G100 X

Receipt Siatus: Fully Recanved
Recaipd I 0000009222 Agd Header Commants Actnabos
Heager Dotails Documend Sahs
Sslect Purchase O Close Shodt A Lines. Pind Drelivedy Repodt
LSNPSR e Detais | Links gnd Staus  pemj it Oats | Oséosaiinpst | Sowrce nfsrmaten (=]
C! D Y i

Line item Description m‘:*ﬂ“ “Recw BOM  Recespt Price mﬂm Status ";m Seerinl n::: ::;: AM Seatus m‘
1 113 Prnter, Scanner 30000 | By EA 00000000 30000 Recehved EA 0 Penang 2o b4

¥/ Interface Receip] | Run Close Short Intertaca Ass el indormalion
@ Save | [ Moty | #ls Refresh [ haa 5 UpdainDapiay

2. Click on the Save button.

3. A Message displays indicating that the receipt information has been scheduled to process.
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Receipt, 0000009218, is saved and Job, RECV_02, has been scheduled for process (Process Instance = 15045811). (10300,253)

This means the receipt is being updated by the receiptintegration process. Any additional processing for this receipt will require reopening the receiptin Update / Display mode.

oK
4. Click the OK button.

Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts

- - - -

0 New Window E."Ferson

Maintain Receipts

Receiving

Business Unit: G1001 b 4

Receipt Status: Fully Received
Receipt ID: 0000009222 Add Header Comments Activities
Header Details Document Status
+ Header
GloseBhorAllLines \ | PrintDelivery,Report | | RunP0ReceiptAccrual |

Select Purchase Order

Receipt Lines Personalze | Find | View A First K1 1 o1 O Last
' Hore Details. Links and Status || kem/MfgData || Optionalinput | Source nformation | [F=°H
N . Receipt N - Accept Close N Device Stock Device
Line Item Description aty Recv UOM  Receipt Price aty Status Short Serial Track UOM AM Status Track
1 B Printer, Scanner  3.0000 | [ EA 3000.00000 30000 Received " ] o |ea Pending .?;“;,fe b4
[/]Interface Receipt ["|Run Close Short Interface Asset Information

B+ Adt | | updateiDispiay |

| =ove | [ Notity | | Refresn |
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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).
Favorites | Main Menu » Asset Management Search for an Asset
2 New Win
Search for an Asset
- Assel Search Criteria
Unit: 61001 0, gook: Q Parent I Q
Category: 2 Location: Q Area ID: Q
Assel I Assel Status: x Impairment Processing: =
Tag Humber: Profike ID: aQ Group ID: aQ
Serial I Threshosd 1D Q
ﬂ‘ dlngnqt 59;{5 h g;rltgn a l_.' hgl’tﬁirg E:g.ugh ‘;rl'gl’lﬂ
Acquisition Details
PO Unit: [ @ Receipt Unit: Q AP Unit: Q PC Bus Unit: Q,
PO Ho: [ Receipt Ho: %0222 Voucher: Project ID: Q
Relrieve
[7] Cost Information [7] Aequisition Information [T Location [T Hon Capital Assat I Custodian Lease Hir
‘Search Clear Drill-Down To: — Select Companent — - GOt

Search Results - Select One Assel to Conflinue
R U | Assel Costinformation | Acguisition Details

DwmeriCustodan W¥ork Maintenance

Unit Asset D Description Asset Type Asset Sublype ::‘mbﬂr Serial ID Status
) G001 000000001149 Printer, Scannes Equiprment Recaped (Mol in Sendca)
) G001 0OOOD0001149 Printer, Scanner Equipment Received (Mot in Service)
= G1001 000000001150 Frinter, Scanner Equiprment Recaed (Matin Sendce)
% G001 0D0ODOODT150 Printer, Scanner Equipmant Recared (Mot in Sandce)
7 G1001 000000001151 Printer, Scannar Equiprmant Received (Mot in Sendce)
y 1001 000000001151 Printer, Scanner Equipment Recaked (Mot in Sanace)
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After the voucher has been paid, the assets will have a Status of “In Service”.

Fﬂvu‘utes Ham‘l:lerw > Assat Hal;rawment > Search for an Asset

I.;f-'-—l Mew
Search for an Asset
- Assel Search Criteria
Unit: Gio01 X Book: =1 Parant ID: [ a
Category: A Location: Q Area It Q
Asset il | Asset Status: b Impairment Processing: b
Tag Humber: ' Profile ID: [ = Group ID: Q
Serial ID: Threshold I0: | Q
Agditional Saarch Critaria Chartfield Saarch Critaria
PO Unit: aQ Receipt Unit: [ Q AP Unit: aQ PC Bus Unit: aQ
PO No: Receipt No: [%e0222 Voucher: Project ID: a,
| Cost Information ;:jn.cqmsi'lmn Information 7] Location [“IMon Capital Asset ] Custodian T Lease Hini
Search | Clear Drill.Down To: — Select Component — - GOl

Search Results - Select One Assel to Confinue

LD UL Asset Costinformation | Acguistion Detads || Ownes/Cusiodian | Wock Mainte Wiork 1 nce ?\ More..,
Unit Asset D Description Asset Type Asset Subtype :;ﬁmer Serial ID Status
G1001 000000001140 Printer, Scanner Equipment In Senice
= G1001 000000001149 Printer, Scanner Equipment In Senice
% G1001 000000001150 Printer, Scanner Equipment In Sendce
© G1001 000000001150 Printer, Scanner Equipment In Senice
3 G1001 000000001151 Printer, Scanner Equipment In Sendce
G1001 000000001151 Printer, Scanner Equipment In Sendce

Having completed this topic, you should now be able to:

e Receive Assets with Multiple Quantities and Split Funding
Lesson Summary
Having completed this lesson, you should now be able to:

e Purchase Assets

e Determine Correct Receiving Process for Assets
e Receive a Single Asset with One Funding Source
e Receive a Single Asset with Split Funding

o Receive Assets with Multiple Quantities

e Receive Assets with Multiple Quantities and Split Funding
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Lesson 2: Running SWIFT Queries for Asset Purchasing

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.

M_AM_GBL_ASSET_PROFILE- Lists current Asset PROFILE_ID

Download results in . Excel SpreadSheet CSV TextFile XML File (62 kb)

View All
SetiD  Profile ID Descr Asset Desc  Capitalize Taggable
1 SAREBLDGDERR porcBl.  Doperme Y M
2 SHAREBLOGIMPY [l s mprovements Y N
3 SHAREBLOGHL o T s Y N
¢ surcase o0 BT S v

OPERATING QOPERATING

5 SHAREBLDGOL | FaSEBUILDING LEASE BUILDING '

Acq
Code

P

c

C

P

P

Asset
Type

Facility
Facility
Property

Facility

Facility

anelého\d Category Convention

BLDG

BDIMP

BDIMP

EDNON

LBLD

AM

AN

AM

AM

AM

Reflfe yotnod Life  Salvage%  Category Eff Date

Conv

AM 5L
AM - SL
AM  SL
AM  MN
AM 5L

420 0.00000000000000 BLDG

420 0.00000000000000 BDIMP

420 0.00000000000000 BDIMP

0 0.00000000000000 BONON

420 0.00000000000000 LELD

01/0111901

01/01/1901

01/0111901

01/0111901

01/0111902

For additional asset-related queries, refer to the AM1 (Part 2) Asset Management User Guide.

After completing this lesson, you should be able to:

e Run SWIFT Queries
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Running SWIFT Queries for Asset Purchasing

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.

M_AM_GBL_ASSET_PROFILE- Lists current Asset PROFILE_ID

Download results in . Excel SpreadSheet CSV TextFile XML File (62 kb)

5§ SHARE BLDG_OL

View All
setiD  Profile ID Desecr AssetDesc  Capital LE) LSRR UISEiEs ion Retire i
pitalize Taggable ~ - e D Category Convention ‘-~ Method Life Salvage % Category Eff Date
Buildings - Buildings - i
1 SHARE BLDG_DEPR Depreciable Depreciable Y N B Facility BLDG AM AM 5L 420 0.00000000000000 BLDG 01/01/1901
, ,  Building Building . o o an
2 SHARE BLDG_IMPV Improvements Imorovements Y N c Facility BDIMP  AM AM SL 420 0.00000000000000 BDIMP  01/01/1901
Build - Leasehold  Build - Leasehold .
3 SHARE BLDG_LHI Improvements Improvements Y N C Property BDIMP  AM AM SL 420 0.00000000000000 BDIMP  01/01/1901
Buildings - Mon Buildings - Non . 0 01/04190
4 SHARE BLDG_NOND Depreciable Depreciable Y N P Facility BDNCN  AM AM - MN 0 0.00000000000000 BONCN ~ 01/01/1901
QOPERATING QOPERATING

LEASE BUILDING LEASE BUILDING v

Y P Facility LBLD AM AM 5L 420 0.00000000000000 LELD 01/0111902

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

SetlD; 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.
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2. M_CG_GBL_CATEGORIES_ASSETS.

M_CG_GBL_CATEGORIES_ASSETS- Categories with Asset Profile

Download results in - Excel SpreadSheet CSV TextFile XMLFile (41 kb)
View All First || 1-100 of 212 [] Last
SetlD Category Code Asset Profile Descript

1 SHARE 21101701 NCP_EQP10 Mowers = Agricultural machiner

2 SHARE 21101703 FLEET10 Harvesters = Agricultural mach

3 SHARE 21101704 FLEET10 Combine harvesters = Agricultu

4 SHARE 21101705 NCP_EQUIP Threshing machines = Agricultu

5 SHARE 21101706 EQUIP1O Crop dividers = Agricultural m

5 SHARE 21101800 NCP_EQF10 Dispersing and spraying applia

7 SHARE 21101900 NCP_EQUIP Poultry and livestock equipmen

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:

e Run SWIFT Queries
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Process Steps

Run Swift Queries

This topic covers running SWIFT queries that can be used to manage your assets. A listing of commonly used
gueries, 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.

Financial Management Systeiil

Favorites | Main Menu : Reporting Tools > Query : Query Viewer
- : w b -

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search BY queryname ~  begins with M_AW_GENERAL_INFO

Search Advanced Search

Search Results

*Folder View —All Folders — -

Query Name Description Owner Folder HTML Excel XML Schedule Forites
M_AM_GEMERAL_INFO ESE%%TF'J;DST' LOCATION, Public HTML Excel XML Schedule Favorite
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.
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4. Inthe 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.

M_AM_GENERAL_INFO - ASSET, COST, LOCATION, DESCRIP

Business Unit: G1001

Profile ID OR %: %

Asset Status |, A, D, %: %
View Results

Mo matching values were found

. In
Asset  Tag Descr Short Status Profile Capitalize Acq Acq Nifg Manufacturer Model Serial Date Hazardous

= Sys PO PO
D Number Desc D Code Date ID ID Made Asset ' SerD‘t'ce Uty |Cost Location| Descrmtion | Statesfer,o i it M.

Unit

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.

e If you chose “HTML” for the output, the results will display on the page.

| 2 Query Viewer ‘ & state.mn.us | |
File Edit View Favorites Tools Help
M_AM_GENERAL_INFO - ASSET, COST, LOCATION, DESCRIP

Business Unit: G1001
Profile ID OR %: %
Asset Status |, A, D, %: |%

View Results

Download results in: Excel SpreadShest CSV TexiFile XMLFile (957 kb)

View All
. Tag __ Acg Mfg Serial Date Hazardous In Service
Unit AssetlD oo Descr ShortDesc Status ProfielD Capitalize - AcqDate | Manufacturer Model ~ ™ pon ™5 C P VIN ot Qty Cost
1 G1001 000000000001 ?r‘;‘i’ﬂnz{ema”‘" RoomRenta D LSE_BLDG N P 08102011 N 08M0/2011
2 G1001 000000000002 Ricoh MPC4501 RicohMPC4 D NCP_EQPOS N P 08102011 N 081072011
Includes 100 she
3 G1001 000000000003 Rcoipc 220 RicohMPC4 D NCP_EQPOS N P 0802011 N 08M0/2011
Includes 100 she

e If you chose “Excel”, a prompt appears asking what you want to do with the Excel file.
Options include: “Open”, “Save”, or “Save As”.
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M_BI_INTFC_ERRORS_INTFCID - Prompt on Interface Number

Interface ID: 174

View Results

Intfc ID Line Hum Unit Err Status

Windows Internet Explorer @

What do you want to do with g.ds?

Size: 6.00 KB
Type: Microsoft Excel 2003
From: fms.swift.state.mn.us

< Open

The file won't be saved automnatically.

< Save

< Save as

Cancel

Having completed this topic, you should now be able to:

e Run SWIFT Queries for Asset Purchasing
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Course Summary

After completing course, you should be able to:

e Purchase Assets

e Determine Correct Receiving Process for Assets

e Receive a Single Asset with One Funding Source

e Receive a Single Asset with Split Funding

e Receive Assets with Multiple Quantities

e Receive Assets with Multiple Quantities and Split Funding

e Run SWIFT Queries for Asset Purchasing
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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).

Released December 4, 2015 (Version #5)

Page 75


http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-1/0106-01-capital-asset-reporting-policy.pdf
http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-1/0106-01-capital-asset-reporting-policy.pdf
http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-1/0106-01-capital-asset-reporting-policy.pdf

,,.'f“ 4) State of Minnesota

Purchasing an Asset (AM1 — Part 1)

Term Term Definition

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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