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AM1- (Part 2) Asset Management
[bookmark: _Toc331082630][bookmark: _Toc332960603][bookmark: _Toc436745474]Course Overview 
In this user guide, you will learn how assets are created, maintained, and retired in Asset Management Module.
Note: Assets are most commonly generated from information entered during the Purchasing, Receiving, and Vouchering processes. This is referred to as the “Asset Integration from Purchasing” process and is covered in the “Purchasing an Asset” User Guide (AM1 - Part 1).
Assets can be entered manually in the Asset Management Module (AM). Though seldom used, assets can also be generated from information entered in the Project Costing Module. After assets are created, they are maintained in the Asset Management Module throughout their life cycle. Physical Information, such as Location, Custodian, or Tag Numbers, can be added or changed. Financial Information, such as adjustments to costs, funding, or depreciation, is also entered in the Asset Management Module. Eventually, the asset will be retired.
[bookmark: _Toc436745475]Asset Life Cycle
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Before learning how to create and maintain assets in the Asset Management Module, you’ll need to understand some key concepts and terms which are summarized in the following overview. 
[bookmark: _Toc436745476]Types of Assets
An important consideration when purchasing an item is to determine whether the item qualifies as an asset, and if so, what type of asset. You will need to consider such things as the cost of the asset, whether the asset has acquisition costs that will be depreciated over the useful life of the asset, and if it is a capital asset that must be reported in the Comprehensive Annual Financial Report (CAFR). The below table describes the three overall types of assets, along with some general guidelines.
	Type of Asset
	Costs
	Cost
	Depreciable
	CAFR

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

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

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


Two resources are available to provide assistance: 
· Department of Administration’s “State of Minnesota Property Management Policy and User Guide” http://www.mn.gov/admin/images/Surplus_PropertyManagementGuide_Complete.pdf.
· Minnesota Management & Budget Statewide Operating Policies 0106-01 through 0106-09 at http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-1/0106-01-capital-asset-reporting-policy.pdf. These policies provide guidance on the requirements for the State of Minnesota’s CAFR activity in accordance with Generally Accepted Accounting Principles (GAAP).
[bookmark: _Toc436745477]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, the Profile ID is entered on the PO distribution line, along with the AM Business Unit.
Profile ID’s determine default values in the Asset Management Module, such as the asset’s:
· Asset Type
· Asset Category
· Useful Life
· Depreciation Method / Status
· 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 ID’s for Sensitive, Non-Capital, and Donated Assets begin with a naming convention. Examples are shown below:
	Type of Asset
	Profile ID Starts With
	Example

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

	Donated
	DON
	DON_EQUIP: Donated Equipment

	Sensitive
	SEN
	SEN_EQUIP: Sensitive Asset – Equipment

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


[bookmark: _Toc436745478]Asset Types
Asset Type codes are the highest level of asset groupings in SWIFT and include:
· Equipment
· Facility
· Fleet
· Furniture
· IT Hardware
· IT Software
· Intangible
· Machinery
· Other
· Property
[bookmark: _Toc436745479]Asset Categories
Asset Category codes are grouped by the overall type of asset and, except for the CAFR capital assets, begin with naming conventions. Examples are shown below:
	Type of Asset
	Asset Category Starts With
	Example

	Non-CAFR
	NCP
	NCPEQ – Non-Capital Equipment

	Donated
	D
	DEQUI: Donated Equipment

	Sensitive
	SEN
	SENEQ: Sensitive Asset – Equipment

	CAFR capital assets
	(no prefix)
	EQUIP: Capital Equipment


[bookmark: _Toc436745480]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.
[bookmark: _GoBack]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 “Using SWIFT Queries for Clean Up and Review” topic for more information.)
Note: Some agencies enter Item Numbers, rather than PO Category Codes. Item Numbers are linked to default Category Codes which can be linked to default Profile ID’s.
[bookmark: _Toc436745481]Lessons Overview
The Asset Management (Part 2) User Guide contains basic instructions for creating, maintaining and retiring assets in SWIFT. Commonly used functions are covered. If your agency has questions related to this material or needs additional assistance, contact Agency Assistance at AgencyAssistance.MMB@state.mn.us.
The following Lessons are included:
	Lesson
	Description

	Lesson 1
	Creating Assets in the Asset Management. This lesson covers creating assets with the Express Add and Copy Asset features. Instructions for using the Basic Add page are also covered. This page can also be used to create assets and is the place you need to go to update the asset’s physical information after it has been created with Express Add or Copy Asset. 

	Lesson 2
	Maintaining Asset Financials. This lesson covers entering financial transactions on the Cost Adjust/Transfer Asset page, such as adding costs, changing funding strings, recategorizing, and transferring assets between business units. If you need to enter more than one financial transaction for an asset in the same day, you’ll need to run depreciation calculations manually. This is covered, along with viewing depreciation, cost history and financial entries pages.

	Lesson 3
	Asset Disposal. This lesson covers retiring and reinstating assets.

	Lesson 4
	Using SWIFT Queries for Clean Up and Review. This lesson provides a list of queries that can be used to manage your assets, along with descriptions and suggested use. 




[bookmark: _Toc436745482]Lesson 1: Creating Assets in Asset Management
[bookmark: _Toc331082632][bookmark: _Toc436745483]Lesson Overview
This lesson covers the three ways assets can be created in the Asset Management Module:
	AM Page
	Description

	Express Add
	Use the Express Add page to create a new asset with Financial Information and a minimal amount of Physical Information.

	Copy Asset
	Use the Copy Asset page to create an asset by copying an existing asset that has financial and physical information similar to the new asset that you want to create. After the asset is created you can use the Basic Add page to add or change physical information for the asset.

	Basic Add (Create or Update)
	Use the Basic Add pages to create assets with a full range of Physical Information. The Basic Add pages are also used to maintain asset physical information after the asset has been created through the Express Add or Copy Asset pages.


Instructions for using the Search for an Asset page are also provided in this lesson. You can use this page to find the asset you want to work with and then jump to the page you need, such as the Basic Add, Copy Asset, and Print an Asset pages covered in this lesson. You can also jump to financial transaction pages including Cost Adjust/Transfer Asset, Cost History, and Asset Depreciation.
You may need to print information for an asset. This can be done with the Print an Asset page covered in this lesson.
After completing this lesson, you should be able to:
· Create Assets with Express Add
· Create Assets with Copy Asset
· Create (or Update) Assets with Basic Add
· Use the Search for an Asset Page
· Print an Asset
[bookmark: _Toc331082636]

[bookmark: _Toc436745484]Creating Assets with Express Add
[bookmark: _Toc436745485]Topic Overview
Use the Express Add page to create a new asset with Financial Information and a minimal amount of Physical Information. The Express Add page design helps streamline asset creation.
There are a few things to know about using the Express Add page:
· You must enter Financial Information when you enter assets using the Express Add page.
· If the asset has multiple funding sources, it is recommended that you use Express Add, rather than the Basic Add pages. With Express Add, you can enter multiple funding sources on one page.
· The Express Add page cannot be used to edit an existing asset or record more detailed Physical Information about an asset. After creating the asset with Express Add, you will use the Basic Add pages to enter more detailed information.
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After completing this topic, you should be able to:
· Create an Asset using Express Add
[bookmark: _Toc436745486]
Process Steps
Create an Asset with Express Add
This topic covers creating an asset using the Express Add page.
Steps to complete:
· Step 1: Use the Express Add page to Begin Creating a New Asset
· Step 2: Enter Information on the Cost/Asset Information page
Step 1: Use the Express Add page to Begin Creating a New Asset
Begin by navigating to the Express Add page.
1. Navigation Links: Asset Management, Asset Transactions, Owned Assets, Express Add.
2. On the Asset ExpressAdd page, accept the default Business Unit or enter a different Business Unit. This is a required field.
3. Accept the default of “NEXT” in the Asset Identification field and SWIFT will automatically assign the next available Asset ID after you save the asset.
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4. Click on the Add button. The Cost / Asset Information page displays.
Step 2: Enter Information on the Cost/Asset Information page
You will enter Financial Information and a minimal amount of Physical Information for the asset on this page. After the asset is created, you can add additional Physical Information for the asset using the Basic Add pages.
Note: You will receive error messages, if you attempt to save the asset before entering the required fields.
[image: ]
1. Enter information for the asset in the Asset Information section. (Required fields are preceded with an asterisk (*). 
	Field
	Field Description

	Unit
(display only)
	The Business Unit selected on the Asset ExpressAdd page displays.

	*Profile ID
	Select the Profile ID from the drop-down list.
Profile IDs determine default values for the asset, such as Asset Type, Asset Category, Useful Life, Depreciation Method / Status, and Salvage Value.
For example, the Profile ID “EQUIP05” is used for capital assets that should have an Asset Type of “Equipment”, an Asset Category of “EQUIP”, a Useful Life of 5 years (60 months), and a depreciation method of “Straight Line (SL)”.
Profile IDs for Sensitive, Non-Capital, and Donated Assets begin with the following naming convention:
· Sensitive: “SEN” (SEN_EQUIP – Sensitive Asset – Equipment)
· Non-Capital: “NCP” (NCP_EQP04 – Non-Capital Equipment – 4 Yrs.)
· Donated: “DON” (DON_EQUIP – Donated Equipment) 
The SWIFT query “M_AM_GBL_ASSET_PROFILE” lists all the available Profile IDs. Refer to the “Running SWIFT Queries for Clean Up and Review” topic for assistance in running this query.

	*Description
	Enter the Asset’s Description. The field length is 30 characters.

	*Location
	Click on the Lookup icon and select the Location for the asset. 

	Tag Number
	Enter a Tag Number if your agency uses asset tags. Tag Numbers must be unique within a Business Unit.
The field length is 12 characters.

	Accum Depr In Current Pd
	Check this box if the Accumulated Depreciation (entered in the next step) should be reported in the current General Ledger period.

	Asset ID
(display only)
	“NEXT” should be displayed.

	*Trans Date
	The Transaction Date is the date the asset begins service. Calculated depreciation will begin on this date. This date must be the same or earlier that the Accounting Date. 
Accept the default current date or enter a different date.

	*Acctg 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.)
Accept the default current date or enter a different date.

	Trans Code
	State of Minnesota does not use.

	Currency
	Accept the default “USD”. State of Minnesota does not use.

	Rate Type
	Accept the default “CRRNT”. State of Minnesota does not use.
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2. Enter information for the asset in the Asset Cost Information section. (Required fields are preceded with an asterisk (*).
	Field
	Field Description

	Book Name
	Displays the “MINN” default Book. This should not be changed.

	*Quantity
	Accept the default of “1” which is correct for most assets. 
If there are multiple funding strings for the asset, you can enter a percentage, such as .5, for the quantity and enter multiple records.

	*Cost
	Enter the cost for the asset.
If there are multiple funding strings for the asset, you can enter the cost associated with one funding string and add multiple records. 

	Salvage
	The Salvage field is automatically calculated when the asset is saved for “FLEET” and “NCPFL” Asset Categories only. Other assets will normally have a Salvage value of “0”.

	Category
	When the asset record is saved, the Category field will populate with the default based on the Profile ID selected.

	Cost Type
	State of Minnesota does not use.

	Accum Depr
	This field is not commonly used. It is the depreciation already recognized – expensed – prior to the Transaction Date. The amount will be deducted from the COST before period depreciation is calculated. Enter the Accumulated Depreciation for the asset, if any. 

	YTD Depr
	This field is not commonly used. It is the amount of the Accumulated Depreciation that was recognized in the current year. This amount does not affect the period depreciation calculation. The amount cannot be larger than the Accumulated Depreciation amount. Enter the Year to Date Depreciation for the asset, if any.

	Default Profile Button
	If you click on the Default Profile button: 
· The default Category and Asset Type are populated automatically based on the Profile ID selected. (The defaults are also populated when you save.) The Profile ID in the Asset Information section is no longer available for editing.
· The Asset Additional Information tab expands where you review and enter additional information, such as Serial ID. Detailed instructions are covered in step 5. You can also manually expand this section by clicking on the Expand icon in the section header.
· The Depreciation Information and Tax Information tabs display. The Tax Information tab is not used in Minnesota. The Depreciation Information tab displays depreciation information based on the Profile ID selected. 
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3. Enter the related funding string information in the ChartFields section.
	Field
	Field Description

	*Fund Code
	Click on the Lookup icon to select a valid Fund. Fund is the building block of Government Accounting. All transactions in the system must have a valid Fund. The field length is 4 digits.

	*Fin DeptID
	Click on the Lookup icon to select a valid Financial Department ID. 
The Fin Dept ID (Financial Department Identifier) represents the organizational function to which revenues and other activities must be applied. Combined with other ChartField values, Fin Dept ID’s form the basis of department budgets that track revenues and expenditures.
The Fin DeptID is an 8-character alphanumeric identifier.

	*Approp ID
	Click on the Lookup icon to select an Appropriation ID.
The Approp ID represents a single appropriation account that controls the total amount of an agency's expenditures. The Approp ID is unique for every appropriation budget in SWIFT. 
The Approp ID is a 7-character alphanumeric identifier.

	Sub Acct (Class)
	Optionally, click on the Lookup icon to select a Sub Account.

	SW Cost (Prog)
	Optionally, click on the Lookup icon to select a Statewide Cost code. Typically, there will be a SWIFT communication instructing agencies when a Statewide Cost code should be used.

	Agency Cost 1 (CF1)
Agency Cost 2 (CF2)
	Optionally, click on the Lookup icon and select an Agency Cost 1 or Agency Cost 2 code. Agency Cost 1 and Agency Cost 2 are agency specific fields that are used at the agency's discretion.

	Project
	Optionally, click on the Lookup icon and select a Project ID. Project IDs are defined by your agency. They are used to track project and grant transactions. The Project is a 15-character alphanumeric identifier.


4. If there is multiple funding for the asset, click on the Add New Row (Plus +) in the Asset Cost Information section and enter the information as described above.
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5. Click on the Expand icon for the Asset Additional Information section and enter information in this section.
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	Field
	Field Description

	*Asset Type
	The Asset Type will populate automatically with a default based on the Profile ID when the asset is saved.

	Asset Subtype
	Optionally, click on the Lookup and select an Asset Subtype.

	CAP #
	State of Minnesota does not use.

	Seq #
	State of Minnesota does not use.

	Serial ID
	Optionally, enter a Serial ID for the asset. Serial ID’s do not have to be unique. The field length is 20 characters.

	Asset Class
	State of Minnesota does not use.

	*Asset Status
	Accept the default “I - In Service”. DO NOT CHANGE.

	FERC Code
	State of Minnesota does not use.

	Acquisition Date
	Accept the default current date or enter a different date. This is the date on which the asset was acquired.

	Acquisition Code
	Accept the default of “P - Purchased”. Other options are available in the drop-down listing but they are seldom used.

	Collateral Asset
	State of Minnesota does not use.

	Parent/Child
	Accept the default of “None” or, if the asset is part of a Parent/Child relationship, select the correct value from the drop-down list. Options include: “Parent” or “Child”.

	Parent ID
	If “Child” is selected in the Parent/Child field, click on the Lookup icon and select the Parent Asset ID.

	Set R and D Info Link
	State of Minnesota does not use.

	Hazardous Code Info Link
	Click on the Hazardous Code Info link to select the asset’s hazardous code. Click the OK button to return to the Cost / Asset Information tab.

	Hazardous Asset
	Click on the Hazardous Asset checkbox to indicate if this is a hazardous asset.

	Taggable Asset
	The Taggable Asset checkbox defaults to checked, depending on the Profile ID selected. Change the default, if necessary. This field is used to indicate that the asset will be tracked using a tag. 

	Capitalized Asset
(Display only)
	This Capitalized Asset box is checked when the asset has been capitalized after saving the record.

	Composite Asset
	State of Minnesota does not use.
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6. Click on the Save button. The Asset ID is automatically assigned.
Having completed this topic, you should now be able to:
· Create an Asset using Express Add


[bookmark: _Creating_Assets_with][bookmark: _Toc436745487]Creating Assets with Copy Asset
[bookmark: _Toc331082634][bookmark: _Toc436745488]Topic Overview
You can create an asset by copying an existing asset that has financial and physical information similar to the new asset that you want to create. After the asset is created you can use the Basic Add page to add or change physical information for the asset.
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After completing this topic, you should be able to:
· Create New Assets with Copy Asset
[bookmark: _Toc436745489]
Process Steps
Create New Assets with Copy Asset
This topic covers creating assets by copying an existing asset.
Steps to complete:
· Step 1: Navigate to the Copy Existing Asset page for the Asset you want to Copy
· Step 2: Enter Information on the Create Asset Copies tab
· Step 3: Review the Copied Assets and Update, if Necessary
Step 1: Navigate to the Copy Existing Asset page for the Asset you want to Copy
Begin by navigating to the Copy Existing Asset page for the asset you want to copy. You can use the Search for an Asset page or the Copy Asset page options described below to access the page.
Option 1: From Search for an Asset page
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to copy. Refer to the “Using Search for an Asset Page” topic for detailed instructions.
3. Click on the Search button.
4. Select the asset you want to copy by clicking on the button for the asset in the Search Results.
5. Select the “Copy Asset” page from the Drill Down To listing.
6. Click on the GO! button. The Create Asset Copies tab displays.
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· Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.
Option 2: From Menu
1. Navigation Links: Asset Management, Asset Transactions, Owned Assets, Copy Existing Asset.
2. At the Copy Asset page, enter search criteria to locate the asset you want to copy. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Enter the Tag Number of the asset you want to copy.

	Description
	Optionally, enter information contained in the description of the asset you want to copy. The percent sign (%) can be used to replace one or many characters. For example, “%epson%” would display assets that contained the text string “Epson” in their description.

	Asset Status
	Optionally, select an Asset Status from the drop-down list, such as “In Service”, “Disposed”, “Received (Not in Service)”.


3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to copy. The Create Asset Copies tab displays.
[image: ]
Step 2: Enter Information on the Create Asset Copies tab
On the Create Asset Copies tab, you will enter the number of copies you want, along with some key information for the asset copies including Descriptions, Tag Numbers, and Serial ID’s.
[image: ]
Warning: The copies are generated when you click on the Save button. Make sure to review your entries before you save.
1. Complete the Create Asset Copies header information.
	Field
	Field Description

	Business Unit
(Display Only)
	Displays the Business Unit selected on the Copy Asset page.

	Original Asset ID
(Display Only)
	Displays the Asset ID selected on the Copy Asset page.

	Acquisition Date
	Accept the default current date or enter a different Acquisition Date. This is date on which the asset was acquired.

	*Num of Asset Copies to create
	Accept the default “1” or enter a different number of copies to create.

	Trans Date
	The Transaction Date is the date the asset begins service. Calculated depreciation will begin on this date. This date must be the same or earlier that the Accounting Date. 
Accept the default current date or enter a different date.

	Acctg 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.)
Accept the default current date or enter a different date.


Note: The Trans Code and Rate Type fields are not used in Minnesota.
2. You will normally accept the default selections in the Asset Copy Options section. 
3. By default, the Asset section displays one copy record. If you are making multiple copies, enter any information in this record that all of the copies have in common, such as the Description. When you create the additional records, information from the first record will be populated to the additional records.
[image: ]
4. Click on the Create Assets button. Records are generated in the Asset Section for the number of asset copies you have requested.
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5. Complete the Asset section as described below.
	Field
	Field Description

	*Asset ID
	Accept the default of “NEXT” (NEXT2, NEXT3, etc.) in the Asset Identification field and SWIFT will automatically assign the next available number(s) after you save.

	*Description
	Enter the Asset’s Description, if not previously entered. The field length is 30 characters. You may use the description from the original asset or enter a different description. If you do not enter a description, the default description related to the Profile ID will be populated and this should be avoided.

	Taggable Asset
	The Taggable Asset checkbox defaults to checked, depending on the Profile ID selected. Change the default, if necessary. This field is used to indicate that the asset will be tracked using a tag. This information can also be entered later using the Basic Add page.

	Tag Number
	Enter a Tag Number if your agency uses asset tags. 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.

	Serial ID
	Optionally, enter a Serial ID for the asset. Serial ID’s do not have to be unique. This information can also be entered later using the Basic Add page. The field length is 20 characters.

	Financial Parent ID
	State of Minnesota does not use.

	Physical Component of:
	State of Minnesota does not use.


6. Normally, you will not change information in the Cost section.
7. After entering and reviewing all of the information, click on the Save button. You may need to scroll to the bottom of the page to locate the button.
· The assets are created with the Asset ID(s) displayed in the Asset section. This action cannot be reversed. Make note of the new Asset ID(s) for future reference.
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Step 3: Review the Copied Assets and Update, if Necessary
It is a good idea to navigate to other pages in Asset Management to ensure that the assets were created as expected and determine if additional entries are necessary. For example, you can view the copied assets in Basic Add and change or add any additional information for the copied asset(s), if desired. (Refer to the “Creating (or Updating) Asset with Basic Add” topic.) You could also review cost and depreciation information using the instructions provided in Lesson 2: “Maintaining Asset Financials”.
Having completed this topic, you should now be able to:
· Create New Assets with Copy Asset
[bookmark: _Creating_(or_Updating)][bookmark: _Toc436745490]
Creating (or Updating) Assets with Basic Add
[bookmark: _Toc436745491]Topic Overview
This topic covers how to use the Basic Add pages to create new assets or update existing assets. 
Agencies should establish a policy regarding how optional fields on these pages should be used. Your agency may need a unique combination of available fields to maintain different types of assets. Additionally, ten user-defined fields are available to use at your agency’s discretion.
· If you create an asset using the Express Add page, you can use this page to add more detailed Physical Information.
· The Basic Add page does not require you to enter Financial Information.
· If the asset has multiple funding sources, it is recommended that you use Express Add, rather than the Basic Add pages. With Express Add, you can enter multiple funding sources on one page.
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After completing this topic, you should be able to:
· Create (or Update) an Asset Using Basic Add
[bookmark: _Toc332958117][bookmark: _Toc436745492]
Process Steps
Create (or Update) Assets with Basic Add
This topic covers creating or updating assets using the Basic Add pages.
Steps to complete:
· Step 1: Navigate to the Basic Add Pages to Begin Creating or Updating an Asset
· Step 2: Enter Information on the General Information tab
· Step 3: Enter information on the Operational/Maintenance tab (Optional)
· Step 4: Enter information on the Asset Acquisition Detail tab (includes Capitalization)
· Step 5: Enter information on the Location/Comments/Attributes tab
· Step 6: Enter information on the Manufacturer/License/Custodian tab (Optional)
· Step 7: Enter information on the User Defined Fields tab (Optional)
Step 1: Navigate to the Basic Add pages to Begin Creating or Updating an Asset
Begin by navigating to the Basic Add page.
1. Navigation Links: Asset Management, Asset Transactions, Owned Assets, Basic Add.
2. If you are updating an existing asset, search for and select the asset to update using Find an Existing Value tab and proceed to Step 2.
3. If you are creating a new asset, click on the Add a New Value tab to begin creating a new asset.
4. Accept the default Business Unit or enter the Business Unit. This is a required field.
5. Accept the default of “NEXT” in the Asset Identification field and SWIFT will automatically assign the next available number after you save the asset.
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6. Click on the Add button and the General Information tab displays.
Step 2: Enter Asset Information on the General Information tab
The General Information tab is used to record basic information regarding the asset.
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1. Enter information for the asset on the General Information tab. Required fields are preceded with an asterisk (*).
	Field
	Field Description

	*Description
	Enter the Asset’s description. The field length is 30 characters.

	Short Desc
	Optionally, enter a short description. If no value is entered, SWIFT defaults the short name to the first 10 characters of the Description field.

	CAP #
	State of Minnesota does not use.

	Seq #
	State of Minnesota does not use.

	Taggable Asset
	The Taggable Asset checkbox defaults to checked, depending on the Profile ID selected. Change the default, if necessary. This field is used to indicate that the asset will be tracked using a tag.

	Tag Number
	Enter a Tag Number if your agency uses asset tags. Tag Numbers must be unique within a Business Unit.
The field length is 12 characters.

	Asset Class
	State of Minnesota does not use.

	*Asset Type
	The Asset Type will populate automatically with a default based on the Profile ID after the asset is saved.

	Asset Subtype
	Optionally, click on the Lookup and select an Asset Subtype.

	*Asset Status
	Accept the default “In Service”.

	Acquisition Date
	Accept the default current date or enter a different date. This is the date on which the asset was acquired.

	Placement Date
	Accept the default current date or enter a different date. This is the date on which the asset was placed into service.

	Collateral Asset
	State of Minnesota does not use.

	Acquisition Code
	Accept the default of “Purchased” or select a different code from the drop-down listing. This field is used to indicate how the asset was acquired and it is used to help classify assets for reporting purposes. Other options are available from the drop-down list but they are seldom used.

	FERC Code
	State of Minnesota does not use.

	Financing Code
	State of Minnesota does not use.

	Fair Value
	State of Minnesota does not use.

	Replacement Cost
	State of Minnesota does not use.

	Last Update
	State of Minnesota does not use.

	Index Name
	State of Minnesota does not use.

	SubIndex Name
	State of Minnesota does not use.

	Parent/Child
	Accept the default of “None” or, if the asset is part of a Parent/Child relationship, select the correct value from the drop-down list. Options include: “Parent” or “Child”. Parent assets must be designated as “Parent” before the Child assets are set up.

	Parent ID
	If “Child” is selected in the Parent/Child field, click on the Lookup icon and select the Parent Asset ID.
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	Field
	Field Description

	*Profile ID
	Select the Profile ID from the drop-down list.
Profile IDs determine default values for the asset, such as Asset Type, Asset Category, Useful Life, Depreciation Method / Status, and Salvage Value.
For example, the Profile ID “EQUIP05” is used for capital assets that should have an Asset Type of “Equipment”, an Asset Category of “EQUIP”, a Useful Life of 5 years (60 months), and a depreciation method of “Straight Line (SL)”.
Profile IDs for Sensitive, Non-Capital, and Donated Assets begin with the following naming convention:
· Sensitive: “SEN” (SEN_EQUIP – Sensitive Asset – Equipment)
· Non-Capital: “NCP” (NCP_EQP04 – Non-Capital Equipment – 4 Yrs.)
· Donated: “DON” (DON_EQUIP – Donated Equipment) 
The SWIFT query “M_AM_GBL_ASSET_PROFILE” lists all the available Profile IDs. Refer to the “Running SWIFT Queries for Clean Up and Review” topic for assistance in running this query.

	Region Code
	State of Minnesota does not use.

	Capitalized Asset
(Display Only)
	The Capitalized Asset box is checked when an asset has been capitalized.

	New Asset
	The New Asset box is checked by default.

	Available for Use
	Defaults to unchecked. Use the Available for Use checkbox to indicate if the asset is available for use.

	In Physical Use
	Defaults to unchecked. Use the In Physical Use checkbox to indicate if the asset is in physical use. 

	Composite Asset
	State of Minnesota does not use.

	Composite Asset ID
	State of Minnesota does not use.

	Book Page Link
(bottom of page)
	The Book Page hyperlink will open the Book - Depreciation page for active assets where you can view depreciation settings for the asset. Use the Go to Asset Basic Information link to return to the Basic Add pages.

	Set R and D Info Link
(bottom of page)
	State of Minnesota does not use.

	Attachments Link
	Click on the Attachments link to add attachments. There is a 31 KB limit for attachments. 

	Fair Value Details Link
	State of Minnesota does not use.


Step 3: Enter information on the Operational/Maintenance tab
Use this tab to track the asset’s Operational and Maintenance information.
1. Click on the Operation/Maintenance tab or the link at the bottom of the page.
Note: the Asset Resource Information and Maintenance Information sections are not used in Minnesota.
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2. View information in the Asset Structure section. The Asset Type displays. 
Note: the Clustered Asset checkbox and Component of fields are not used in Minnesota.
3. Optionally, enter applicable information in the Manufacturer Information section. 
· These fields are the same as the corresponding fields on the Manufacture/License/Custodian tab. The fields can be maintained on either tab.
	Field
	Field Description

	Serial ID
	Enter a Serial ID for the asset.
The field length is 20 characters.

	Mfg ID
	Click on the Lookup and select a Manufacturer ID. You must select an entry from the list.

	Model
	Enter Model information for the asset. The field length is 30 characters. You are not limited to the options available in the list.

	Version
	Enter the product Version for the asset. The field length is 10 characters.

	More Manufacturer Info link
	Click on the More Manufacturer link to display the Manufacture/License/Custodian tab.


4. Optionally, enter applicable information in the Other Information section.
	Field
	Field Description

	Hazardous Asset
	Click on the Hazardous Asset checkbox to indicate if this is a hazardous asset.

	Hazardous Code Info Link
	Click on the Hazardous Code Info link to select the asset’s hazardous code.

	Non-Owned Asset
	If this is a non-owned asset, click on the Non-Owned Asset checkbox.

	Replacement Asset
	If this is a replacement, click on the Replacement Asset checkbox 

	Asset ID
	If this is a replacement, click on the Lookup icon and select the replaced asset. You can also click on the Asset Search icon to search for the Asset. Refer to the “Using the Search for an Asset Page” topic for assistance.

	Asset is Available
	If the asset is available, click on the Asset is Available checkbox. 
Note: This is not same field as the Available for Use field on the General Information tab. If you check this box, you must enter information in the Contact and Phone # fields.

	Contact
	If you checked the Asset is Available box, you must enter a contact using format: last name, first name. For example, enter “Smith, John”. The comma is required.

	Phone #
	If you checked the Asset is Available box, you must enter a phone number using format: ###-###-####.

	Linear Asset
	If this is a linear asset, click on the Linear Asset checkbox.
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5. If this asset is an Asset Type “IT Hardware”, the IP Address and the CPU (3 characters) fields are available in the IT Asset Related Information section. Enter the applicable information.
Note: The Asset Information tab is view only. You can use this tab to view information that was entered on other tabs in the Basic Add pages.
Step 4: Enter information on the Asset Acquisition Detail tab
The Asset Acquisition Detail tab is used to record information about the original acquisition of the asset. The tab can have multiple records and the visible fields will be slightly different depending on the “Capitalization Status” of the asset. 
· This tab should not be relied on for the Asset’s current cost information. Use the Review Cost page to view the current cost information. Refer to the ”Viewing Cost History” topic for instructions.
Note: Information for existing purchased assets will display on these pages. There may be more than one record to view, depending on the status of the purchase. The Purchase Integration process creates individual records for receipt and payment. The System Source field indicates if the record was generated from the Purchasing Module (“PO Online Entry Panel”) or the Accounts Payable module (“AP Online Entry Page”).
Important! You will use the Cost Adjust/Transfer Asset page to maintain financial information for the asset after its acquisition. Refer to “Lesson 2: Maintaining Asset Financials” for more information.
1. Click on the Asset Acquisition Detail tab or the link at the bottom of the page.
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2. Enter information in the Acquisition Details section.
	Field
	Field Description

	Description
	Enter a description for this asset. Normally, you would enter the same description entered on the General Information tab but it can be different.
The field length is 30 characters.

	System Source
	Select “AM Online Entry Page” if you are entering the asset acquisition information manually in the Asset Management module.

	Incentive ID
	State of Minnesota does not use.

	Quantity
	Accept the default of “1” which is correct for most assets.

	Amount
	Enter the cost for the asset.

	Sales Tax
	Enter the sales tax amount (in addition to the Amount field).

	Use Tax
	Enter the use tax amount (in addition to the Amount field).

	Freight
	Enter the freight expense (in addition to the Amount field).

	Misc Charge
	Enter any miscellaneous charges (in addition to the Amount field).

	Total Amount
(display only)
	After the record is saved, the Total Amount will display the sum of the Amount, Sales Tax, Use Tax, Freight and Misc Charges fields.

	*Capitalize
	The Capitalize field displays information about this record’s Capitalization Status. It defaults to “To be Capitalized”. Other statuses include:
To Capitalize Later
Already Capitalized
Never Capitalize (DO NOT USE THIS OPTION)
Already Non-Capitalize (DO NOT USE THIS OPTION)

	Base Currency
	State of Minnesota does not use.

	Currency
	State of Minnesota does not use.

	Category
	After the asset is capitalized, the Category field will populate with the default value based on the selected Profile ID.

	Cost Type
	State of Minnesota does not use.
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3. Clicking on the Interfaces Info link displays the Acquisition Details page. This information can be updated as needed.
· For interfaced records, this page will automatically display information from the Purchasing, Accounts Payable, and Project Costing modules. You can click on the Drilldown links in each section to go to the related Purchase Order, Receipt, and Voucher.
· When using the Search for an Asset page, you can search by information entered on this page. If this area is not populated, the search tool will have less utility. Refer to the “Using Search for an Asset Page” topic for more information.
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4. Click on the OK button to return to the Asset Acquisition Detail tab.
5. Click on the Acquisition Detail ChartFields link and enter a valid funding string for the asset.
Note: When entering the ChartField information manually, Fund, Financial Department ID and Appropriation ID should be entered. Other ChartFields can be used as appropriate and required by your Business Unit. This information cannot be changed once the asset is capitalized. 
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	Field
	Field Description

	*Fund Code
	Click on the Lookup icon to select a valid Fund. Fund is the building block of Government Accounting. All transactions in the system must have a valid Fund. The field length is 4 digits.

	Financial Department ID
	Click on the Lookup icon to select a valid Financial Department ID. 
The Financial Department Identifier represents the organizational function to which revenues and other activities must be applied. Combined with other ChartField values, Fin Dept ID’s form the basis of department budgets that track revenues and expenditures.
The Fin DeptID is an 8-character alphanumeric identifier.

	Appropriation ID (CF3)
	Click on the Lookup icon to select an Appropriation ID.
The Approp ID represents a single appropriation account that controls the total amount of an agency's expenditures. The Approp ID is unique for every appropriation budget in SWIFT. 
The Approp ID is a 7-character alphanumeric identifier.

	Sub Account (Class)
	Optionally, click on the Lookup icon to select a Sub Account. 

	Statewide Cost (Prog)
	Optionally, click on the Lookup icon to select a Statewide Cost code. Typically, there will be a SWIFT communication instructing agencies when a Statewide Cost code should be used.

	Agency Cost 1 (CF1)
Agency Cost 2 (CF2)
	Optionally, click on the Lookup icon and select an Agency Cost 1 or Agency Cost 2 code. Agency Cost 1 and Agency Cost 2 are agency specific fields that are used at the agency's discretion.

	Project
	Optionally, click on the Lookup icon and select a Project ID. Project IDs are defined by your agency. They are used to track project and grant transactions. 
The Project is 15-character alphanumeric identifier.


6. Click on the OK button to return to the Asset Acquisition Detail tab.
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7. Review the information in the Capitalization Information section, and update, if necessary.
· This section only displays for records that have not been capitalized.
· Commonly, just the dates are updated and the asset is ready to be capitalized.
	Field
	Field Description

	Profile ID
(Display only)
	The Profile ID entered on the General Information tab displays.

	Rate Type
	State of Minnesota does not use.

	Accum Depr in Current Pd
	Check this box if the Accumulated Depreciation (entered in the next step) should be reported in the current General Ledger period.

	Default Book
(Display only)
	Displays the “MINN” Default Book. 

	Trans Date
	The Transaction Date is the date the asset begins service. Calculated depreciation will begin on this date. This date must be the same or earlier that the Accounting Date. 
Accept the default current date or enter a different date.

	Acctg 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.)
Accept the default current date or enter a different date.

	Trans Code
	State of Minnesota does not use.


8. After verifying the dates and other fields in the Capitalization Information section, click on the Capitalize button. The Asset & Cost Information and ChartFields sections display.
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9. If applicable, enter the Accumulated Depreciation and YTD Depreciation in the Asset & Cost Information section. Other fields default from values entered in the Acquisition Details section.
	Field
	Field Description

	Book Name
	Displays “MINN”.

	Quantity
	Defaults to the Quantity entered in the Acquisition Details record.

	Cost
	Defaults to the amount entered in the Acquisition Details record.

	Salvage
	The Salvage field is an automatically calculated amount for “FLEET” and “NCPFL” Asset Categories only.

	Category
	Defaults to the Category associated with the Profile ID.

	Cost Type
	State of Minnesota does not use.

	Accum Depr
	This field is not commonly used. It is the depreciation already recognized – expensed – prior to the Transaction Date. This amount will be deducted from the COST before period depreciation is calculated. Enter the Accumulated Depreciation for the asset, if any.

	YTD Depr
	This field is not commonly used. It is the amount of the Accumulated Depreciation that was recognized in the current year. This amount does not affect the period depreciation calculation. The amount cannot be larger than the Accumulated Depreciation amount. Enter the Year to Date Depreciation for the asset, if any.
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10. The ChartFields section displays information entered on the Acquisition Detail ChartFields page. If no information was entered on that page, the information can be entered in the ChartFields section.
11. After verifying your entries, click on the Save button to complete the Capitalization Process.
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The Capitalize field now displays “Already Capitalized” and is read only. The Capitalization Information section no longer displays.
Note: If you try to save the asset record before capitalizing it, you will receive an error message indicating that “you have chosen to save your changes without having capitalized the acquisition detail lines.” You can click on the OK button at this message but make sure that you capitalize the record before completing entry of the asset.
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Step 5: Enter information on the Location/Comments/Attributes tab
You will record an asset’s location on Location/Comments/Attributes tab. If an asset changes location, you will need to create a new location record with a new effective date by clicking on the Add Row (Plus Sign +).
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1. Click on the Location/Comments/Attributes tab or the link at the bottom of the page.
2. If you need to change the existing Location, click on the Add Row (Plus Sign +) to begin a new record.
3. Complete the Location section as described below. 
	Field
	Field Description

	Effective Date
	The Effective Date is the date the asset was placed at this location. Accept the default current date or enter a different date. This date cannot precede existing records.

	Effective Sequence
	If more than one record exists for the same date, a sequence number is needed to determine the order. The system will assign this number and it should not be changed.

	*Location
	Click on the Lookup icon and select the Location for the asset. After selecting the Location, location information will display on the page.

	Area ID
	State of Minnesota does not use.

	Document
	If there is a document related to this asset’s placement in this location, enter the information in this field. The field length is 12 characters.


4. Optionally, enter information in the Authorization section. This section can be used to track information about the asset location’s authorization and is used at your agency’s discretion.
	Field
	Field Description

	Status
	Enter a Status. Options include: Not Authorized, Authorization Pending, Not Authorized.

	Date
	Enter the related Status Date.

	Name
	Enter a Name formatted: Last Name, First Name. The comma is required.
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5. Optionally, enter information in the Comments section. This section can be used to enter extensive comments about the asset and is used at your agency’s discretion. Click on the Add Row (Plus Sign +) to add additional comments.
	Field
	Field Description

	Date/Time
	Accept the default current date or enter a different date.

	Name
	Enter a Name formatted: Last Name, First Name. The comma is required.

	Comment
	Enter a comment. The Comment field will record a large amount of information about your asset. Click on the Modal Window icon ([image: ]) to see and enter the Comment field in the larger modal window.


6. Optionally, enter information in the Physical and Custom Attributes section. This section is used at your agency’s discretion. Click on the Add Row (Plus Sign +) to add an additional record with a new Effective Date.
	Field
	Field Description

	Effective Date
	Accept the default current date or enter a different date.

	Color
	Enter the asset’s color. The field length is 15 characters.

	Height
	Enter the asset’s height (9 digits and 3 decimal places maximum).

	Height Units
	Click on the Lookup icon and select the Height Units (Inches, Feet, etc.)

	Width
	Enter the asset’s width (9 digits and 3 decimal places maximum).

	Width Units
	Click on the Lookup icon and select the Width Units (Inches, Feet, etc.)

	Length
	Enter the asset’s length (9 digits and 3 decimal places maximum).

	Length Units
	Click on the Lookup icon and select the Length Units (Inches, Feet, etc.)

	Weight
	Enter the asset’s weight (9 digits and 3 decimal places maximum).

	Weight Units
	Click on the Lookup icon and select the Weight Units (Pounds, etc.)

	Capacity
	Enter the asset’s capacity (9 digits and 3 decimal places maximum).

	Power Rating
	Enter the asset’s power rating (9 digits and 3 decimal places maximum).

	Power Rating Units
	Click on the Lookup icon and select the Power Rating Units (Bolt, etc.)
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7. Optionally, enter information in the Custom Attributes section. A group of customer attributes is available to help define attributes. Click on the Add Row (Plus Sign +) to add additional attributes.
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	Field
	Field Description

	Attribute
	Click on the Lookup icon and select an attribute.

	Value
	Enter the Value.

	UOM
	Click on the Lookup icon and select a Unit of Measure for the Attribute.


8. Optionally, enter information in the Detailed Description section. The Asset Description entered on the General Information page is supplied by default. You can enter additional description information (256 characters total). Click on the Modal Window icon ([image: ]) to see and enter the Long Description field in the larger modal window.
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9. Optionally, enter information in the Image section. Click on the Add Image icon ([image: ]) to browse for and upload a JPEG image file. After the image is uploaded it displays in the image section.
· Click on the Delete Image icon ([image: ]) to delete the image.
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Step 6: Enter information on the Manufacture/License/Custodian tab
This tab records Manufacture and License information. Also, Custodian Information can be recorded to allow agencies to track the users responsible for an asset.
1. Click on the Manufacture/License/Custodian tab or the link at the bottom of the page.
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2. Enter applicable information in the Manufacturer Information section. 
· Note: Serial ID, Manufacturer ID, Model and Product Version fields are also on the Operational/Maintenance tab in the Manufacturer Information section. These fields can be maintained on either tab.
	Field
	Field Description

	Serial ID
	Enter a Serial ID for the asset. Serial ID’s do not have to be unique.
The field length is 20 characters.

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

	Manufacturer Name
	The Manufacturer Name will entered automatically when the Manufacturer ID is selected. You can also enter information manually. The field length is 60 characters.

	Model
	Enter Model information for the asset. The field length is 30 characters. You are not limited to the options available in the list.

	URL ID
Open URL
	Enter a URL associated with the asset in the URL ID field. The field length is 254 characters.
Warning! Clicking on the Open URL button is not recommended. The URL will open in a new SWIFT window and can have unexpected results.

	Product Version
	Enter the Product Version for the asset. The field length is 10 characters.

	Production Date
	Enter the Production Date for the asset.

	Plant
	Enter manufacturing Plant information. The field length is 10 characters.

	Contact
	Enter a Contact formatted: Last Name, First Name. The comma is required.

	VIN
	Enter a VIN (Vehicle Identification Number) for the asset. 
Note: This field is only available for Fleet Assets and must be unique.
The field length is 18 characters. 

	SKU
	Enter a SKU (Stock Keeping Unit).
Note: This field is only available for IT Software Assets.
The field length is 50 characters.


3. Enter applicable information in the License Information section.
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Note: For each License record, you can select the “DMV” Agency ID or a Vendor, but not both.
	Field
	Field Description

	Supporting Doc Type
	Select a Supporting Doc Type from the drop-down list. Options include: License, Certificate, or blank.

	Agency ID
	Click on the Lookup icon and select “DMV”, the only option.
Note: For each License Information record, you can select the “DMV” Agency ID or a Vendor, but not both.

	Vendor
	Click on the Lookup icon and select a Vendor. 
Note: For each License record, you can select the “DMV” Agency ID or a Vendor, but not both.

	Reg #
	Enter a Registration Number.
The field length is 25 characters.

	Issue Date
	Enter an Issue Date.

	Expiration Date
	Enter an Expiration Date.

	Renewal Date
	Enter a Renewal Date.

	Reg. Name
	Enter a name associated with the Registration.

	Comment
	Enter a comment. Click on the Modal Window icon ([image: ]) to see and enter the comment field in the larger modal window.

	Address Button
	Click on the Address button to enter an address associated with the asset’s license. After selecting the Country field, the Address 1,2,3, City, County, Postal, and State fields are available for entry.
Click on the OK button to return to the Manufacturer/License/Custodian tab.


4. Enter applicable information in the Custodian Information section.
Note: If the custodian for the asset changes, click on the Add New Row (Plus +) button and create a new custodian record with a new Effective Date.
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	Field
	Field Description

	Effective Date
	Accept the default current date or enter a different Effective Date for the Custodian. This date cannot precede existing records.

	Effective Sequence
	If more than one record exists for the same date, a sequence number is needed to determine the order. The system will assign this number and it should not be changed.

	This Asset is Offsite
	Check this box if the asset is located offsite.

	Custodian
	If you select an Employee ID, the Custodian will be entered automatically. If not, enter the Custodian name formatted “Last Name, First Name”. The comma is required.

	Empl ID
	Click on the Lookup icon and select an Employee ID.


5. Enter applicable information in the Authorization section.
	Field
	Field Description

	Status
	Click on the Lookup icon and select the status of the authorization for this asset to be assigned to this custodian. Options include: Authorized, Authorization Pending, Not Authorized, Blank

	Name
	Enter the name of the person who has authorized this asset to be assigned to this custodian. Enter the name formatted “Last Name, First Name”. The comma is required.

	Date
	Enter the date of the authorization.


6. Optionally, enter ChartFields information.
Note: New ChartFields must exist in the drop-down list but ChartField strings do not have to be valid in this section. The original acquisition cost string for purchased assets will be populated automatically by the Purchasing Integration process. 
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	Field
	Field Description

	Fund Code
	Click on the Lookup icon to select a valid Fund. Fund is the building block of Government Accounting. All transactions in the system must have a valid Fund. The field length is 4 digits.

	Financial Department ID
	Click on the Lookup icon to select a valid Financial Department ID. 
The Fin Dept ID (Financial Department Identifier) represents the organizational function to which revenues and other activities must be applied. Combined with other ChartField values, Fin Dept ID’s form the basis of department budgets that track revenues and expenditures.
The field length is 8-character alphanumeric identifier.

	Appropriation ID (CF3)
	Click on the Lookup icon to select an Appropriation ID.
The Approp ID represents a single appropriation account that controls the total amount of an agency's expenditures. The Approp ID is unique for every appropriation budget in SWIFT. 
The Approp ID is a 7-character alphanumeric identifier.

	Sub Account (Class)
	Optionally, click on the Lookup icon to select a Sub Account. 

	Statewide Cost (Prog)
	Optionally, click on the Lookup icon to select a Statewide Cost code. Typically, there will be a SWIFT communication instructing agencies when a Statewide Cost code should be used.

	Agency Cost 1 (CF1)
Agency Cost 2 (CF2)
	Optionally, click on the Lookup icon and select an Agency Cost 1 or Agency Cost 2 code. Agency Cost 1 and Agency Cost 2 are agency specific fields that are used at the agency's discretion.

	Project
	Optionally, click on the Lookup icon and select a Project ID. Project IDs are defined by your agency. They are used to track project and grant transactions. The Project is a 15-character alphanumeric identifier.


Note: The Asset Supplemental Data tab is not used in Minnesota.
Step 7: Enter information on the User Defined Fields tab (Optional)
Ten fields are available to use at the agency’s discretion. The field length is 30 characters. Agencies can determine the best use of these fields for agency assets. Information in these fields is available and searchable in SWIFT queries. If you want to make use of these fields, contact Agency Assistance at AgencyAssistance.MMB@state.mn.us.
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Having completed this topic, you should now be able to:
· Create (or Update) Assets with Basic Add


[bookmark: _Using_the_Search][bookmark: _Toc436745493]Using the Search for an Asset Page
[bookmark: _Toc436745494]Topic Overview
The Search for an Asset page is the starting point for many SWIFT Asset Management transactions. You can search for assets using a variety of search criteria in many different combinations, such Asset ID, Asset Type, Location, Asset Status, Profile ID, PO Number or Approp ID.
Once the asset(s) meeting your search criteria have been located, they appear on a search results list. This list provides many views of asset information. 
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You can select an asset in the search results list and quickly navigate to another Asset Management page to work on the asset. Commonly used pages you can navigate to include:
· Basic Add
· Cost Adjust/Transfer Asset
· Cost History
· Asset Depreciation
· Copy Asset
· Define Tax/Depr Criteria (Book Info for the Asset)
After completing this topic, you should be able to:
· Use the Search for an Asset Page


[bookmark: _Toc436745495]Process Steps
Using the Search for an Asset Page
This topic covers searching for an asset and selecting an Asset Management component (page) to work with.
Steps to complete:
· Step 1: Enter Search Criteria on the Search for an Asset page
· Step 2: Optionally, Enter Additional Search Criteria
· Step 3: Optionally, Enter ChartField Search Criteria
· Step 4: Enter Search Results Selections in the Retrieve Section
· Step 5: View Search Results
· Step 6: Select an Asset and Component to Work With
Step 1: Enter Search Criteria on the Search for an Asset page
You can search for an asset based on the specified criteria on the Search for an Asset page. After you have performed the search, you can also use links to quickly access other Asset Management pages to review or enter asset information for the selected asset, such as review asset depreciation or change the funding string for an asset.
Begin by navigating to the Search for an Asset page.
1. Navigation Links: Asset Management, Search for an Asset.
[image: ]
Note: The Asset Status criteria field is initially set to “In Service”. If you are searching for assets with other statuses, such as “Received (Not in Service)”, you’ll need to make sure to change this search field.
2. Enter information in the Asset Search Criteria section as described below.
Note: The percent sign (%) can be used as a wild card to replace one or more characters of a field.
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	Field
	Field Description

	Unit (display only)
	Accept the default Business Unit or click on the Lookup icon and select a different Business Unit.

	Category
	Click on the Lookup icon and select an asset Category to limit your search (such as Equipment, Furniture and Fixtures).

	Asset ID
	Enter an Asset ID to limit your search. The percent sign % can be used to replace one or more characters.

	Tag Number
	Enter a Tag Number if your agency uses asset tags.

	Serial ID
	Enter a Serial ID to limit your search.

	Book
	Minnesota only uses one book “MINN”.

	Location
	Click on the Lookup icon and select the Location.

	Asset Status
	Accept the default “In Service” or select a different Asset Status from the drop-down list. Commonly used options include:
· Disposed: Asset has been disposed of.
· In Service: Asset is in service and depreciating (when applicable)
· Received (Not in Service): Asset has been received but not yet placed in service.
· Transferred: The asset has been transferred to a different business unit.

	Profile ID
	Click on the Lookup icon and select a Profile ID to limit your search.

	Threshold ID
	State of Minnesota does not use.

	Parent ID
	If you select a value in the Parent ID field, SWIFT will retrieve the parent asset and any child assets associated with it.

	Area ID
	State of Minnesota does not use.

	Impairment Processing
	State of Minnesota does not use.

	Group ID
	State of Minnesota does not use.
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3. Optionally, search for purchased assets by entering search criteria in the Acquisition Details section as described below.
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	Field
	Field Description

	PO Unit
	Enter the Purchase Order Unit (same as your Business Unit.) Note: if you do not enter additional criteria, all purchased assets for the Purchase Order Unit will be returned in the search results.

	PO No.
	Enter a PO Number (“3000000107”). The percent sign % wild card can be used.

	Receipt Unit
	Enter the Receipt Unit (same as Business Unit.) Note: if you do not enter additional criteria, all receipted assets for the Receipt Unit will be returned in the search results.

	Receipt No
	Enter a Receipt Number (“0000000031”). The percent sign % wild card can be used.

	AP Unit
	Enter the Accounts Payable Unit (same as Business Unit.)

	Voucher
	Enter a Voucher ID. The percent sign % wild card can be used.

	PC Bus Unit
	Enter a PC Bus Unit (part of project coding).

	Project ID
	Click on the Lookup icon and select a Project ID.
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Note: Multiple rows often display for purchased assets. You may see a row for the receipt and voucher transactions, and you may see additional rows if multiple funding sources were used. You only need to select one of the rows before selecting a component in Step 6. 
Step 2: Optionally, Enter Additional Search Criteria
Optionally, click on the Additional Search link to search by additional asset fields, such as Asset Type, Custodian, or Manufacturer.
1. Click on the Additional Search Criteria link to further limit your search. The More Filter Options page displays.
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2. Enter search criteria as described below.
	Field
	Field Description

	Asset Type
	Select an Asset Type from the drop-down listing (such as “Equipment”, “Facility”, “Fleet”, “Furniture”).

	Asset Subtype
	If your agency uses Asset Subtypes, you can click on the Lookup and select an Asset Subtype to limit your search. An Asset Type must be selected first. 

	Component of
	State of Minnesota does not use.

	Clustered Asset
	State of Minnesota does not use.

	Employee ID
	Click on the Lookup icon and select an Employee ID for a custodian to limit your search.

	Custodian
	Enter a Custodian to limit your search. The format is “Last Name, First Name”. The comma is required.

	Manufacturer ID
	Click on the Lookup icon and select a Manufacturer ID to limit your search. 

	Manufacturer Name
	Click on the Lookup icon and select a Manufacturer Name to limit your search.

	Model
	Click on the Lookup icon and select a Model to limit your search.

	VIN
	Enter a VIN to limit your search.


· Options in the Asset Resource Information and Other Information sections are not used or are not recommended for use.
3. Click on the OK button to return to the Search for Asset page and your criteria will be used to limit your search results. 
· If you no longer want to use the optional filters, click on the Clear button.
Step 3: Optionally, Enter ChartField Search Criteria
Use the ChartField Search Criteria link to search for assets related to a specific funding.
1. Click on the ChartField Search Criteria link in the Asset Search Criteria section.
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2. Enter search criteria as described below.
	Field
	Field Description

	Fund Code
	Click on the Lookup icon to select a valid Fund. Fund is the building block of Government Accounting. All transactions in the system must have a valid Fund.

	Financial Department ID
	Click on the Lookup icon to select a valid Financial Department ID. 
The Fin Dept ID (Financial Department Identifier) represents the organizational function to which revenues and other activities must be applied. Combined with other ChartField values, Fin Dept ID’s form the basis of department budgets that track revenues and expenditures.

	Statewide Cost (Prog)
	Optionally, click on the Lookup icon to select a Statewide Cost code. 

	Sub Account (Class)
	Optionally, click on the Lookup icon to select a Sub Account.

	Project
	Optionally, click on the Lookup icon and select a Project ID.

	Agency Cost 1 (CF1)
Agency Cost 2 (CF2)
	Optionally, click on the Lookup icon and select an Agency Cost 1 or Agency Cost 2 code. Agency Cost 2 code. Agency Cost 1 and Agency Cost 2 are agency specific fields that are used at the agency's discretion.

	Appropriation ID (CF3)
	Click on the Lookup icon to select an Appropriation ID.


3. From the More Filter Options page, click on the OK button to return to the Search for Asset page and your criteria will be used to limit your search results. 
· If you no longer want to use the optional filters, click on the Clear button.
Step 4: Enter Search Results Selections in the Retrieve Section
You can use the Retrieve section to indicate what type of information will be retrieved about assets that meet your search criteria.
1. Complete the Retrieve section as described below.
· If you entered search criteria that relate to cost information, acquisition details, location, or custodian, it is not necessary to check the option; the information will be retrieved automatically.
· The Asset Information tab information is always retrieved (Asset ID, Description, Asset Type, Tag Number, etc.)
	Checkbox
	Description

	Cost Information
	Click on the Cost Information checkbox to view Asset Cost Information tab information in the search results such as Fund, Fin DeptID, and Approp ID.

	Acquisition Information
	Click on the Acquisition Information checkbox to view Acquisition Details tab information in the search results, such as PO Number and Voucher ID.

	Location
	Click on the Location checkbox to view asset Location Codes in the search results on the More tab.

	Non Capital Asset
	The Non Capital Asset check box is used only when Acquisition and Cost check boxes are active or a search field having value for both Acquisition and Cost is used.

	Custodian
	Click on the Custodian checkbox to view Owner/Custodian tab information in the search results.

	Lease
	State of Minnesota does not use.

	Hint link
	Click on the Hint link to display information about what each checkbox in the Retrieve section will return when you search for an asset.


Step 5: View Search Results
After selecting your search criteria, you are ready to launch your search and view the results.
1. Click on the Search button. The assets meeting your criteria display in the Search Results listing.
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Note: Multiple rows often display for purchased assets. You may see a row for the receipt and voucher transactions, and you may see additional rows if multiple funding sources were used. You only need to select one of the rows before selecting a component in Step 6. 
2. View the Search Results. Information on the tabs include:
	Tab
	Description

	Asset Information
	Displays Unit, Asset ID, Description, Asset Type, Asset Subtype, Tag Number, Serial ID and Status.

	Asset Cost Information
	Displays Fund, Fin DeptID, SW Cost, Sub Acct, Project, Agcy Cost 1 and 2, Approp Id, Category, Cost Type, Quantity, Cost, and Currency.

	Acquisition Details
	Displays PO Unit, PO No., BU Recv, Receipt No., AP Unit, Voucher ID, PC Bus Unit, Project ID, and Activity.

	Owner/Custodian
	Displays Employee ID, Custodian, Asset Custodian DeptID, and Offsite flag.

	Work Maintenance
	Displays Capitalized Asset flag.

	Work Maintenance 2
	Displays VIN number, Linear flag, and Non-owned Asset flag.

	More
	Displays Profile ID, Parent ID, Location, Manufacturer ID, Model number, and Replacement Cost.


Step 6: Select an Asset and Component to Work With
Now you can select an asset listed in the search results and select a component from the Drill-Down To listing to work with the asset.
1. Select an asset in the search results by clicking on the corresponding button.
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Note: Multiple rows often display for purchased assets. You may see a row for the receipt and voucher transactions, and you may see additional rows if multiple funding sources were used. You only need to select one of the rows before selecting a component.
2. After selecting an asset in the search results, select a component from the Drill-Down To listing and click on the GO! button. Options include.
	Component
	Description

	Asset Accounting Entries
	Opens the Review Financial Entries page in a new window. Refer to the “Viewing Financial (Accounting) Entries” topic.

	Asset Basic Information
	Opens the Basic Add pages in a new window where you can view and update the asset record. Refer to the “Creating (or Updating) Assets with Basic Add” topic.

	Asset Cost Adjust/Transfer
	Opens the Cost Adjust/Transfer Asset page in a new window. Refer to Lesson 2: Maintaining Asset Financials.

	Asset Cost History
	Opens the Review Cost pages in a new window. Refer to the “Viewing Cost History” topic.

	Asset Depreciation
	Opens the Asset Depreciation pages in a new window. Refer to the “Viewing Depreciation Information” and “Running Depreciation Calculation Between Transactions” topics.

	Asset Retirements
	This option is not used. 

	Audit Logs
	This option is not used.

	Copy Asset
	Opens the Create Asset Copies pages in a new window. Refer to “Creating Assets with Copy Asset” topic.

	Define Tax/Depr Criteria
	Opens the Define Tax/Depr Criteria pages which display the Book Depreciation settings for the asset.

	Print an Asset
	Opens the Printable View of Asset page. Refer to the “Printing an Asset” topic.

	View Component Hierarchy
	This option is not used.


Having completed this topic, you should now be able to:
· Use the Search for an Asset Page


[bookmark: _Printing_an_Asset][bookmark: _Toc436745496]Printing an Asset
[bookmark: _Toc436745497]Topic Overview
This topic covers viewing and printing asset information from the Printable View of Asset page. Information from the Basic Add pages is compiled into one page which you can print should the need arise.
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After completing this topic, you should be able to:
· Print an Asset

[bookmark: _Toc436745498]Process Steps
Print an Asset
This topic covers printing the Printable View of Asset page.
Steps to complete:
· Step 1: Navigate to the Print an Asset page
· Step 2: View and Print the Printable View of Asset page
Step 1: Navigate to the Print an Asset page
Begin by navigating to the Print an Asset page.
1. Navigation Links: Asset Management, Print an Asset.
2. At the Print an Asset page, enter search criteria to locate the asset you want to view and print. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to view. The Printable View of Asset page displays. 
Step 2: View and Print the Printable View of Asset page
The Printable View of Asset page displays information that can be found on the Basic Add pages, including cost information and ChartFields. The page can be printed, if desired.
1. View the Header section of the page.
· Information from the Basic Add pages displays, such as Asset ID and Description, Profile ID, Location, Asset Status, and Manufacturing information.
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2. View the Default Book & Depr Attributes section.
· Depreciation settings for the asset display, including In Service Date, Method, Beginning Depreciation Date.
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3. View the Asset Cost Information for Default Book section.
· Cost information displays including the Asset Category, Cost amount, Salvage Value, and ChartFields.
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4. Print the page as you would normally. 
Having completed this topic, you should now be able to:
· Print an Asset


[bookmark: _Toc436745499]Lesson Summary
Having completed this lesson, you should now be able to:
· Create Assets with Express Add
· Create New Assets with Copy Asset
· Create (or Update) Assets with Basic Add
· Use the Search for an Asset Page
· Print an Asset


[bookmark: _Lesson_2:_Maintaining][bookmark: _Toc436745500]Lesson 2: Maintaining Asset Financials
[bookmark: _Toc436745501]Lesson Overview
The Cost Adjust/Transfer Asset pages in Asset Management are used to maintain asset financial information.
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This Lesson covers several transactions that can be performed with these pages which are described below.
Warning! Do not combine more than one action in the same transaction. For example, do not change the cost and recategorize at the same time. Combining multiple actions can cause issues with the asset record and depreciation calculations.
	Action
	Use/Description

	Addition (ADD)
	Use the “Addition” action to add costs with a new funding string (positive amount only). Refer to the “Adding Costs with a New Funding String” topic for instructions.

	Adjustment (ADJ)
	Use the “Adjustment” action to adjust the cost, quantity, or salvage amount (positive or negative) for an existing funding string. Refer to the “Adjusting Cost Information” topic for instructions.

	Transfer (TRF)
	Use the “Transfer” action when the funding string for an asset must be changed. This may be necessary for many reasons, including a transfer from one department to another within the same Business Unit (an IntraUnit transfer). Refer to the “Changing the Funding String for an Asset” topic for instructions.

	InterUnit Transfer (TRF)
	Use the “InterUnit Transfer” action when the asset must be transferred from one Business Unit to another Business Unit. Refer to the “Transferring Assets Between Business Units” topic for instructions.

	Recategorize (RCT)
	Use this action when the asset category must be changed. Refer to the “Recategorizing an Asset” topic for instructions.


Note: The State of Minnesota does not use the Fixed Price MarkUp and Revaluation actions.
This lesson also includes instructions for viewing an asset’s cost history and running the Depreciation Calculation process manually. After entering a financial transaction, you should view the results on the View Cost History pages to ensure that the transaction you entered had the desired results. If you need to enter more than one financial transaction, you will need to run the Depreciation Calculation process manually between the transactions. 
This lesson also covers what to do if an asset was generated with multiple quantities in the Asset Management Module because the purchase order line had multiple quantities and the items were not “serialized” in the receipt process as instructed in the “Receiving Assets with Multiple Quantities” topic in the Purchasing an Asset User Guide (AM1 – Part 1).
It is recommended that you periodically review assets records with the “Received (Not In Service)” status to determine if the asset record was created by mistake and should be retired or if the asset the record needs to be completed manually. This lesson also includes a topic that will help you work through this review.
After completing this lesson, you should be able to:
· Adjust Cost Information (ADJ)
· Change the Funding String for an Asset (TRF)
· Add Costs with a New Funding String (ADD)
· Transfer Assets Between Business Units (InterUnit) (TRF)
· Recategorize an Asset (RCT)
· Convert an Asset with Multiple Quantities
· Resolve “Received (Not in Service)” Issues
· View Cost History
· View Financial Entries
· View Depreciation Information
· Run Depreciation Calculation between Transactions


[bookmark: _Adjusting_Cost_Information][bookmark: _Toc436745502]Adjusting Cost Information (ADJ)
[bookmark: _Toc436745503]Topic Overview
There are times when you need to change the cost, quantity, or salvage amounts for an existing funding string on an asset. The Cost Adjust/Transfer Asset page is used for these transactions. 
· You will select the “Adjustment” (ADJ) action on the Cost Adjust/Transfer Asset page and enter the adjustments.
· After you have completed the transaction, you can view the results on the Cost History pages.
After completing this topic, you should be able to:
· Adjust Cost Information for an Asset (ADJ)


[bookmark: _Toc436745504]Process Steps
Adjust Cost Information for an Asset (ADJ)
This topic covers how to adjust cost information for an existing funding string.
Steps to complete:
· Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
· Step 2: Enter Information on the Main Transaction tab
· Step 3: Make the Adjustment on the Cost Information tab
Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
Begin by navigating to the Cost Adjust/Transfer Asset page for the asset you want to work with. You can use the Search for an Asset page or the menu options to access the page as described below.
Option 1: From Search for an Asset Page
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to adjust. Refer to the “Using Search for an Asset Page” topic for detailed instructions.
3. Click on the Search button.
4. Select the asset you want to work with by clicking on the button for the asset in the Search Results.
5. Select the “Asset Cost Adjust/Transfers” component from the Drill Down To listing.
6. Click on the GO! button. The Cost Adjust/Transfer Asset page displays.
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Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.
Option 2: From Menu
1. Navigation Links: Asset Management, Asset Transactions, Financial Transactions, Cost Adjust/Transfer Asset.
2. At the Asset Cost Adjust/Transfers page, enter search criteria to locate the asset you want to work with. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Optionally, enter information contained in the description of the asset you want to adjust. The percent sign (%) can be used to replace one or many characters. For example, “%epson%” would display assets that contained the text string “Epson” in their description.

	Asset Status
	Optionally, select an Asset Status from the drop-down list, such as “Loaned”, “Received (Not in Service)”, or “Transferred”.


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Cost Adjust/Transfer Asset page displays. 
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Step 2: Enter Information on the Main Transaction tab
1. Complete the Main Transaction section as described below.
	Field
	Field Description

	*Transaction Date
	The Transaction Date is the date the adjustment actually occurred. This date is used for depreciation calculations.
Accept the default current date or enter a different date.

	*Acctg Date
	The Accounting Date is the date for the General Ledger adjustment entry. (The date must be in an open Accounting Period and cannot be before the transaction date.)
Accept the default current date or enter a different date.

	Transaction Code
	State of Minnesota does not use.

	Rate Type
	State of Minnesota does not use.


Note: Accept the defaults for Copy Changes to Other Books checkbox and Copy to Other Books Options section.
2. Select “Adjustment” from the Action drop-down listing to add an “ADJ” entry for the asset that can be viewed on the Cost History pages. Adjustment is used for a positive or negative cost or quantity adjustment for an existing funding string.
3. Click on the GO! button. The Cost Information tab displays showing the current Quantity, Cost, and Salvage amounts in the Edit Cost Information section.
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· The Cost History section can be expanded to display the funding string for the asset.
Step 3: Make the Adjustment on the Cost Information tab
Next, you will adjust the cost information on the Cost Information tab. The most commonly used and recommended method of adjusting cost information is used in this step. You will overwrite the existing values with the desire values, and the system automatically calculates the adjustment values.
1. Overwrite the existing Quantity, Cost, and/or Salvage amounts with the correct amounts in the Edit Cost Information section. Note: If you are working with an asset that has salvage, you will need to calculate the salvage value for the new cost amount and enter it.
When the transaction is saved, the adjustment value is automatically calculated. In this example, the original cost was changed from $91.48 to $149.00.
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2. Click on the Save button. 
3. View the Cost History page for the asset to see the adjustment. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
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· The Total Cost field displays the sum of the original entry and the adjustment SWIFT calculated based on your entry.
· The Asset Cost Information section displays lines for the original cost (ADD Trans Type) and the adjustment (ADJ Trans Type).
Having completed this topic, you should now be able to:
· Adjust Cost Information for an Existing Funding String (ADJ)
[bookmark: _Changing_the_Funding][bookmark: _Toc436745505]
Changing the Funding String for an Asset (TRF)
[bookmark: _Toc436745506]Topic Overview
There are times when you need to change the funding string for an asset. This may be necessary for many reasons, including a transfer from one department to another within the same Business Unit (an IntraUnit transfer). The Cost Adjust/Transfer Asset page is used for these transactions. 
· You will select the “Transfer” (TRF) action on the Cost Adjust/Transfer Asset page and enter the changes to the funding string.
· You can also change the location for an asset from these pages.
· After you have completed the transaction, you can view the results on the Cost History pages.
After completing this topic, you should be able to:
· Change the Funding String for an Asset (TRF)


[bookmark: _Toc436745507]Process Steps
Change the Funding String for an Asset
This topic covers changing the funding string for an asset.
Steps to complete:
· Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
· Step 2: Enter Information on the Main Transaction tab
· Step 3: Optionally, change the Location for the Asset
· Step 4: Edit the Funding String in the Chartfields section
Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
Begin by navigating to the Cost Adjust/Transfer Asset page for the asset you want to work with. You can use the Search for an Asset page or the menu options to access the page as described below.
Option 1: From Search for an Asset Page
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to work with. Refer to the “Using Search for an Asset Page” topic for detailed instructions.
3. Click on the Search button.
4. Select the asset you want to work with by clicking on the button for the asset in the Search Results.
5. Select the “Asset Cost Adjust/Transfers” component from the Drill Down To listing.
6. Click on the GO! button. The Cost Adjust/Transfer Asset page displays.
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Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.
Option 2: From Menu
1. Navigation Links: Asset Management, Asset Transactions, Financial Transactions, Cost Adjust/Transfer Asset.
2. At the Asset Cost Adjust/Transfers page, enter search criteria to locate the asset you want to work with. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Optionally, enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. For example, “%epson%” would display assets that contained the text string “Epson” in their description.

	Asset Status
	Optionally, select an Asset Status from the drop-down list, such as “In Service”, “Disposed”, “Received (Not in Service)”.


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Cost Adjust/Transfer Asset page displays.
Step 2: Enter Information on the Main Transaction tab
1. Complete the Main Transaction section as described below.
	Field
	Field Description

	*Transaction Date
	The Transaction Date is the date the change (Transfer) actually occurred. It will be used for recording the transaction and used in the Depreciation Calculation. Accept the default current date or enter a different date.

	*Acctg Date
	The Accounting Date is the date for the General Ledger adjustment entry. (The date must be in an open Accounting Period and cannot be before the transaction date.) Accept the default current date or enter a different date.

	Transaction Code
	State of Minnesota does not use.

	Rate Type
	State of Minnesota does not use.


Note: Accept the defaults for Copy Changes to Other Books checkbox and Copy to Other Books Options section.
2. The “Transfer” action is used to change an existing funding string. Select “Transfer” from the Action drop-down listing to add a “TRF” entry for the asset that can be viewed in the Cost History pages.
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3. Click on the GO! button. The Cost Information tab displays showing the current funding string in the Chartfields section.
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· The Cost History section can be expanded to display the funding string for the asset, including the Category code.
Step 3: Optionally, Change the Asset Location
You can change the Location for the asset from this page, if necessary.
1. Click on the Change Location link in the header section (on the right). The Asset Location Transfer page displays.
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2. Click on the Lookup button for the Location and select a new location. 
Note: The State of Minnesota does not use the Area ID field.
3. Click on the OK button to return to the Cost Information tab.
Step 4: Edit the Funding String in the ChartFields section
Next, you will make the necessary changes to the funding string.
Note: It is recommended that you only change ChartField information during a “Transfer” action.
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1. Enter changes to the funding string in the Chartfields section. Fields available for editing include: 
	Field
	Field Description

	Fund Code
	Click on the Lookup icon to select a valid Fund. Fund is the building block of Government Accounting. All transactions in the system must have a valid Fund. The field length is 4 digits.

	Financial Department ID
	Click on the Lookup icon to select a valid Financial Department ID. 
The Fin Dept ID (Financial Department Identifier) represents the organizational function to which revenues and other activities must be applied. Combined with other ChartField values, Fin Dept ID’s form the basis of department budgets that track revenues and expenditures.
The Fin Dept ID an 8-character alphanumeric identifier.

	Appropriation ID (CF3)
	Click on the Lookup icon to select an Appropriation ID.
The Approp ID represents a single appropriation account that controls the total amount of an agency's expenditures. The Approp ID is unique for every appropriation budget in SWIFT. 
The Approp ID is a 7-character alphanumeric identifier.

	Sub Account (Class)
	Optionally, click on the Lookup icon to select a Sub Account. 

	Project
	Optionally, click on the Lookup icon and select a Project ID. Project IDs are defined by your agency. They are used to track project and grant transactions. 
The Project is a 15-character alphanumeric identifier.

	Statewide Cost (Prog)
	Optionally, click on the Lookup icon to select a Statewide Cost code. Typically, there will be a SWIFT communication instructing agencies when a Statewide Cost code should be used.

	Agency Cost 1 (CF1)
Agency Cost 2 (CF2)
	Optionally, click on the Lookup icon and select an Agency Cost 1 or Agency Cost 2 code. Agency Cost 1 and Agency Cost 2 are agency specific fields that are used at the agency's discretion.


Note: If you save before making changes to the Chartfields, you will receive the below error message indicating that you have selected the “Transfer” action but you have not made any change to the Chartfields. You are requested to either change the Trans type (Action) or change one of the cost row’s Chartfields.
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2. After making your changes, click on the Save button. Transfers are only saved by clicking on the Save button.
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3. View the Cost History page for the asset to see the adjustment. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
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Note: There are two new transactions recorded for the asset: A negative transaction moving the cost out of the original funding string; and a positive transaction, moving the cost to the funding string recorded on the transfer.
Having completed this topic, you should now be able to:
· Change the Funding String for an Asset (TRF)


[bookmark: _Adding_Costs_with][bookmark: _Toc436745508]Adding Costs with a New Funding String (ADD)
[bookmark: _Toc436745509]Topic Overview
There are times when you need to add costs with a new funding string (positive amount only). The Cost Adjust/Transfer Asset page is used for these transactions.
· You will select the “Addition” (ADD) action on the Cost Adjust/Transfer Asset page and enter the new information.
· After you have completed the transaction, you can view the results on the Cost History pages.
After completing this topic, you should be able to:
· Add Costs with a New Funding String (ADD)


[bookmark: _Toc436745510]Process Steps
Add Costs with a New Funding String (ADD)
This topic covers adding costs with a new funding string.
Steps to complete:
· Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
· Step 2: Enter Information on the Main Transaction tab
· Step 3: Enter the New Cost and Funding on the Cost Information tab
Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
Begin by navigating to the Cost Adjust/Transfer Asset page for the asset you want to work with. You can use the Search for an Asset page or the menu options to access the page as described below.
Option 1: From Search for an Asset Page
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to work with. Refer to the “Using Search for an Asset Page” topic for detailed instructions.
3. Click on the Search button.
4. Select the asset you want to work with by clicking on the button for the asset in the Search Results.
5. Select the “Asset Cost Adjust/Transfers” component from the Drill Down To listing.
6. Click on the GO! button. The Cost Adjust/Transfer Asset page displays.
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Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.
Option 2: From Menu
1. Navigation Links: Asset Management, Asset Transactions, Financial Transactions, Cost Adjust/Transfer Asset.
2. At the Asset Cost Adjust/Transfers page, enter search criteria to locate the asset you want to work with. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Optionally, enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. For example, “%epson%” would display assets that contained the text string “Epson” in their description.

	Asset Status
	Optionally, select an Asset Status from the drop-down list, such as “Loaned”, “Received (Not in Service)”, or “Transferred”.


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Cost Adjust/Transfer Asset page displays.
Step 2: Enter Information on the Main Transaction tab
1. Complete the Main Transaction section as described below.
	Field
	Field Description

	*Transaction Date
	The Transaction Date is the date the addition actually occurred. It will be used for recording the transaction and used in the Depreciation Calculation. Accept the default current date or enter a different date.

	*Acctg Date
	The Accounting Date is the date for the General Ledger adjustment entry. (The date must be in an open Accounting Period and cannot be before the transaction date.)
Accept the default current date or enter a different date.

	Transaction Code
	State of Minnesota does not use.

	Rate Type
	State of Minnesota does not use.


Note: Accept the defaults for Copy Changes to Other Books checkbox and Copy to Other Books Options section.
2. The “Addition” action is used to enter costs with a new funding string. Select “Addition” from the Action drop-down listing to add an “ADD” entry for the asset that can be viewed in the Cost History pages. 
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3. Click on the GO! button. The Cost Information tab displays showing the current cost and funding information.
· The Cost History section can be expanded to display the funding string for the asset, including the Category code.
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Step 3: Enter the New Cost and Funding on the Cost Information tab
Next, you will enter the new cost and funding information.
1. Click on the Plus (+) sign in the Edit Cost Information section (right side) to open a new row for the additional cost and funding string.
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2. Enter the cost information for the new row in the Edit Cost Information section as described below.
	Field
	Field Description

	Quantity
	If you enter a quantity, this would be in addition to the existing quantity. Normally, the total quantity for an asset is “1”.

	Cost
	Enter the cost that should be applied to the new funding string.

	Salvage
	Salvage is normally only used for the FLEET category. Enter the salvage value for the new funding string.

	Category
	Click on the Lookup icon to select a Category. This should be the same as the original cost Category.
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4. Enter the funding string for the new row in the Chartfields section as described below. 
	Field
	Field Description

	Fund Code
	Click on the Lookup icon to select a valid Fund. Fund is the building block of Government Accounting. All transactions in the system must have a valid Fund. The field length is 4 digits.

	Financial Department ID
	Click on the Lookup icon to select a valid Financial Department ID. 
The Fin Dept ID (Financial Department Identifier) represents the organizational function to which revenues and other activities must be applied. Combined with other ChartField values, Fin Dept ID’s form the basis of department budgets that track revenues and expenditures.
The Fin Dept ID is an 8-character alphanumeric identifier.

	Appropriation ID (CF3)
	Click on the Lookup icon to select an Appropriation ID.
The Approp ID represents a single appropriation account that controls the total amount of an agency's expenditures. The Approp ID is unique for every appropriation budget in SWIFT. 
The Approp ID is a 7-character alphanumeric identifier.

	Sub Account (Class)
	Optionally, click on the Lookup icon to select a Sub Account.

	Project
	Optionally, click on the Lookup icon and select a Project ID. Project IDs are defined by your agency. They are used to track project and grant transactions. 
The Project is a 15-character alphanumeric identifier.

	Statewide Cost (Prog)
	Optionally, click on the Lookup icon to select a Statewide Cost code. Typically, there will be a SWIFT communication instructing agencies when a Statewide Cost code should be used.

	Agency Cost 1 (CF1)
Agency Cost 2 (CF2)
	Optionally, click on the Lookup icon and select an Agency Cost 1 or Agency Cost 2 code. Agency Cost 1 and Agency Cost 2 are agency specific fields that are used at the agency's discretion.


5. After making your changes, click on the Save button. Transactions are only saved by clicking on the Save button. Note: the View All option was selected on the print screen below to display the original and new rows.
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6. View the Cost History page for the asset to see the addition. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
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· An “ADD” transaction for the new cost and funding string displays on the Review Cost page for the asset.
Having completed this topic, you should now be able to: 
· Add Costs with a New Funding String (ADD)


[bookmark: _Transferring_Assets_Between][bookmark: _Toc436745511]Transferring Assets Between Business Units (InterUnit)
[bookmark: _Toc436745512]Topic Overview
Sometimes an asset must be transferred from one Business Unit to another. This is called an InterUnit transfer and is covered in this topic. If you need to transfer an asset to a different department within the same Business Unit, you will follow the instructions in the “Changing the Funding String for an Asset (TRF)” topic.
InterUnit transfers are processed on the Cost Adjust/Transfer Asset page.
· If the receiving Business Unit needs to make changes to their new asset record the same day, you will need to complete the Depreciation Calculation (Depr Calc) process before processing the InterUnit transfer. (Refer to the “Running Depreciation Calculation Between Transactions” topic for instructions.) Alternatively, the receiving Business Unit can wait until the next day after the Depr Calc has run automatically overnight.
· You will select the “InterUnit” (TRF) action and enter transfer information for the transaction.
· After completing the transfer, you will notify the receiving agency (Business Unit). The asset representative there can then change the funding string and Location ID.
Note Regarding CAFR: When transferring a CAFR asset between Business Units, contact the Financial Reporting team at MMB for assistance and guidance with the transfer transaction.
After completing this topic, you should be able to:
· Transfer Asset between Business Units (InterUnit)


[bookmark: _Toc436745513]Process Steps
Transfer Assets Between Business Units
This topic covers processing an asset transfer between Business Units.
Note: If the receiving Business Unit needs to make changes to their new asset record the same day, you will need to complete the Depreciation Calculation (Depr Calc) process before processing the InterUnit transfer. (Refer to the “Running Depreciation Calculation Between Transactions” topic for instructions.) Alternatively, the receiving Business Unit can wait until the next day after the Depr Calc has run automatically overnight. Discuss this issue with the receiving Business Unit prior to entering the InterUnit transfer.
Note Regarding CAFR: When transferring a CAFR asset between Business Units, contact the Financial Reporting team at MMB for assistance and guidance with the Transfer Transaction.
Steps to complete:
· Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
· Step 2: Enter Information on the Main Transaction tab
· Step 3: Complete the Enter New Business Unit Information Section
· Step 4: Verify the InterUnit Transfer Options
· Step 5: Complete Processing of the InterUnit Transfer
· Step 6: Contact the Receiving Business Unit
Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
Begin by navigating to the Cost Adjust/Transfer Asset page for the asset you want to work with. You can use the Search for an Asset page or the menu options to access the page as described below.
Option 1: From Search for an Asset Page
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to copy. Refer to the “Using Search for an Asset Page” topic for detailed instructions.
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3. Click on the Search button.
4. Select the asset you want to work with by clicking on the button for the asset in the Search Results.
5. Select the “Asset Cost Adjust/Transfers” component from the Drill Down To listing.
6. Click on the GO! button. The Cost Adjust/Transfer Asset page displays.
· Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.
Option 2: From Menu
1. Navigation Links: Asset Management, Asset Transactions, Financial Transactions, Cost Adjust/Transfer Asset.
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2. At the Asset Cost Adjust/Transfers page, enter search criteria to locate the asset you want to work with. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Optionally, enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. For example, “%epson%” would display assets that contained the text string “Epson” in their description.

	Asset Status
	Optionally, select an Asset Status from the drop-down list, such as “Loaned”, “Received (Not in Service)”, or “Transferred”.


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Cost Adjust/Transfer Asset page displays.
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Step 2: Enter Information on the Main Transaction tab
1. Complete the Main Transaction section as described below.
	Field
	Field Description

	*Transaction Date
	The Transaction Date is the date the change (Transfer) actually occurred. It will be used for recording the transaction and used in the Depreciation Calculation. Accept the default current date or enter a different date.

	*Acctg Date
	The Accounting Date is the date for the General Ledger adjustment entry. (The date must be in an open Accounting Period and cannot be before the transaction date.)
Accept the default current date or enter a different date.

	Transaction Code
	State of Minnesota does not use.

	Rate Type
	State of Minnesota does not use.


Note: Accept the defaults for Copy Changes to Other Books checkbox and Copy to Other Books Options section.
2. Select “InterUnit Transfer” from the Action drop-down listing to add a “TRF” entry for the asset that can be viewed in the Cost History pages.
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3. Click on the GO! button. The Cost Information tab displays showing the Enter New Business Unit Information section. This section only appears when you select the “InterUnit Transfer” action.
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Step 3: Complete the Enter New Business Unit Information Section
1. Complete the fields in the Enter New Business Unit section as described below.
	Field
	Field Description

	New Unit
	Click on the Lookup icon and select the new Business Unit. 

	Profile ID
	After selecting the New Unit, the Profile ID is automatically populated based on the current setting for the asset. This should not be changed when the asset is transferred. 

	New Asset ID
	Accept the default “NEXT”. SWIFT will assign the new Asset ID after the transfer is completed.

	Trans Code
	State of Minnesota does not use.
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Note: The Transfer From/To Books link is not used.
Step 4: Verify the InterUnit Transfer Options
The Asset Cost IU Transfer page allows you to specify which data about the asset should be transferred over to the new Business Unit. All boxes are checked by default. You can uncheck a box if you don’t want that information transferred; however, in most cases, you will leave the boxes checked.
1. Click on the InterUnit Transfer Options link. The Asset Cost IU Transfer page displays. Verify the options. All options are included by default.
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Checkboxes are supplied for:
· Asset Acquisition Info
· Asset Attributes Info
· Asset Comments
· Asset Lease Info
· Asset Insurance Info
· Asset Component History
· Asset Maintenance Info
· Asset Warrant Info
· Asset License/Register Info
· Asset Inspection Info
· Asset Attribute Groups Info
2. Click on the OK button to return to the Cost Information tab.
Step 5: Complete Processing of the InterUnit Transfer
Next, you finish processing the transfer.
1. Click on the Save button. The New Asset ID is now assigned.
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2. If the tag number for the asset already exists in the receiving Business Unit, you will see the below error message: “The tag number for this asset has already been assigned to another asset in the new Business Unit. Since the new business does not allow duplicate tag numbers, you cannot complete this transaction unless you first change the tag number of this asset.” Click on the OK button. 

To resolve this issue, you can delete the tag number or edit the tag number by adding a suffix letter and click on the Save button once again.
[image: agDuplicate tag number warning]
3. View the Cost History page for the asset to see the transfer. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
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· The InterUnit transfer (TRF) transaction is listed in the Asset Cost Information section with the negative quantity and cost. 
· The Cost History Detail tab for the transfer record displays the InterUnit Transfer Information section which shows the receiving agency’s Business Unit and Asset ID.
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Step 6: Contact the Receiving Business Unit
After completing the InterUnit transfer, contact the receiving agency and let them know the new Asset ID. The receiving agency can then open the new asset record and make any necessary changes, such as:
· Change the funding string to associate the financial record with the new agency
· Change the Location if the asset was physically moved to a new location
· Enter a Cost Adjustment if the agency incurred removal or transportation costs to move the new asset to a new location
Remember, if the receiving business unit needs to make changes to their new asset record the same day, you will need to complete the Depreciation Calculation (Depr Calc) process before processing the InterUnit transfer. (Refer to the “Running Depreciation Calculation Between Transactions” topic for instructions.) Alternately, the receiving business unit can wait until the next day after the Depr Calc has run automatically overnight.
Having completed this topic, you should now be able to: 
· Transfer Asset Between Business Units (InterUnit)


[bookmark: _Recategorizing_an_Asset][bookmark: _Toc436745514]Recategorizing an Asset (RCT)
[bookmark: _Toc436745515]Topic Overview
There are times when you may need to change an asset’s Category code (“Recategorize”). You might need to recategorize an asset because it was assigned an incorrect asset category when it was purchased. Sometimes an asset is initially categorized as "sensitive" like a digital camera -- meaning it should be tracked and expensed but not depreciated. However, if the digital camera cost $5,000, it needs to be depreciable asset, which would require recategorizing.
To recategorize an asset, you will:
· Select the “Recategorize” (RCT) action on the Cost Adjust/Transfer Asset page and enter the change.
· Verify that the Profile ID and Asset Type are correct with the new Asset Category Code, and update, if necessary. Valid combinations of Asset Category codes, Profile IDs and Asset Types can be viewed in the Query Viewer with the “M_AM_GBL_ASSET_PROFILE” query. (Refer to the “Using SWIFT Queries for Clean Up and Review” topic for assistance.”
· Update the Depreciation Book information for the Category / Profile ID changes, if necessary.
It is important that the Category, Profile ID, Asset Type, and depreciation are in sync.
After completing this topic, you should be able to:
· Recategorize an Asset (RCT)


[bookmark: _Toc436745516]Process Steps
Recategorize an Asset
This topic covers how to recategorize an asset and update the asset’s Profile ID, Asset Type, and depreciation schedule, if necessary.
Steps to complete:
· Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
· Step 2: Enter Information on the Main Transaction tab
· Step 3: Change the Category on Cost Information tab
· Step 4: Verify that the Profile ID and Asset Type are Correct
· Step 5: Determine if the Depreciation Schedule Needs Updating
· Step 6: Update the Depreciation Useful Life for the Asset, if necessary
Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
Begin by navigating to the Cost Adjust/Transfer Asset page for the asset you want to work with. You can use the Search for an Asset page or the menu options to access the page as described below.
Option 1: From Search for an Asset Page
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to work with. Refer to the “Using the Search for an Asset Page” topic for detailed instructions.
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3. Click on the Search button.
4. Select the asset you want to work with by clicking on the button for the asset in the Search Results.
5. Select the “Asset Cost Adjust/Transfers” component from the Drill Down To listing.
6. Click on the GO! button. The Cost Adjust/Transfer Asset page displays.
· Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.
Option 2: From Menu
1. Navigation Links: Asset Management, Asset Transactions, Financial Transactions, Cost Adjust/Transfer Asset.
2. At the Asset Cost Adjust/Transfers page, enter search criteria to locate the asset you want to work with. Commonly used options are described below:
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	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Optionally, enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. For example, “%epson%” would display assets that contained the text string “Epson” in their description.

	Asset Status
	Optionally, select an Asset Status from the drop-down list, such as “Loaned”, “Received (Not in Service)”, or “Transferred”.


3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Cost Adjust/Transfer Asset page displays. 
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Step 2: Enter Information on the Main Transaction tab
1. Complete the Main Transaction section as described below.
	Field
	Field Description

	*Transaction Date
	The Transaction Date is the date that will be used for recording the transaction and used in the Depreciation Calculation.
Accept the default current date or enter a different date.

	*Acctg Date
	The Accounting Date is the date for the General Ledger entry. (The date must be in an open Accounting Period and cannot be before the transaction date.)
Accept the default current date or enter a different date.

	Transaction Code
	State of Minnesota does not use.

	Rate Type
	State of Minnesota does not use.

	*Action
	Select “Recategorize” from the Action drop-down listing to add an “RCT” entry for the asset that can be viewed in the Cost History component. 


Note: Accept the defaults for Copy Changes to Other Books checkbox and Copy to Other Books Options section.
2. Click on the GO! button. The Cost Information tab displays showing the current Quantity, Cost, and Category for the asset in the Edit Cost Information section.
[image: ]
· The Cost History section can be expanded to display the funding string for the asset.
Step 3: Change the Category on Cost Information tab
Next, you will change the category on the Cost Information tab.
Warning! Only change the asset Category during the Recategorization transaction.
1. Click on the Lookup button for Category field and select the correct Category. If the asset has multiple funding strings, all strings must be changed and should have the same asset Category.
2. Click on the Save button. 
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3. View the Cost History page for the asset to see the transaction. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
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· The Asset Cost Information section displays two Recategorize (RCT) lines, one for the IN and one for the OUT.
Step 4: Verify that the Profile ID and Asset Type are Correct
Next, you will navigate to the Basic Add page and verify that the Profile ID and Asset Type are in sync with the new Category. Valid combinations of Category codes, Profile IDs and Asset Types can be viewed in the Query Viewer with the “M_AM_GBL_ASSET_PROFILE” query.
1. Navigation Links: Asset Management, Asset Transactions, Owned Assets, Basic Add.
2. At the Asset Basic Information search page, search for and select the asset you want to work with. 
[image: ]
3. On the General Information tab, review the Profile ID. 
· In this example, the “NCP_EQP05” Profile ID must be changed to a capital equipment Profile ID, such as “EQUIP10”. The “M_AM_GBL_ASSET_PROFILE” query lists the following valid combination of Profile ID, Asset Type, and Life for the existing and new Profile ID.
	Profile ID
	Description
	Asset Type
	Life

	NCP_EQP05
	Non-Capital Equipment - 5 Yrs.
	Equipment
	60

	EQUIP10
	Equipment - 10 Yrs.
	Equipment
	120
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4. Click on the Lookup button and select a different Profile ID, if necessary.
5. You will receive the Message: “Changing the Profile ID will not result in any other updates. Changing the Profile ID will not change the asset book information or category. This update will only change the Profile ID on the asset table.” 
This is a reminder that you are responsible for maintaining a valid combination of Category, Profile ID, Asset Types, and Depreciation Book information. 
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Click the OK button to return to the General Information tab. The Profile ID has been updated.
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6. Next, verify the Asset Type. Select a different Asset Type from the drop-down menu, if necessary. 
· In this case no change is necessary.
7. Click on the Save button.
Step 5: Determine if the Depreciation Schedule Needs Updating
If the Profile ID for the asset was changed, you should verify that the depreciation and Useful Life value (part of the “Book” information) are correct and update, if necessary. In this topic example, the original Profile ID had a Useful Life of 5 years (60 months), while the new Profile ID has a Useful Life of 10 years (120 months) according to the query: “M_AM_GBL_ASSET_PROFILE”:
	Profile ID
	Description
	Asset Type
	Useful Life

	NCP_EQP05
	Non-Capital Equipment - 5 Yrs.
	Equipment
	60

	EQUIP10
	Equipment - 10 Yrs.
	Equipment
	120


First, we’ll view the Asset Depreciation pages to see if the asset is fully depreciated. If it is not fully depreciated, we can update the Useful Life of the asset to match the Profile ID and the system can recalculate the depreciation so that the remaining depreciation is calculated over the remaining life of the asset.
1. Navigation Links: Asset Management, Depreciation, Review Depreciation Info, Asset Depreciation.
2. View the Asset tab which displays the Profile ID and Description.
[image: ]
3. Click on the Depreciation tab to see if the asset is fully depreciated. 
	Section
	Description

	Net Book Value
	The Net Book Value section displays the Cost, Accumulated Depreciation, and Net Book Value fields. You can click on the As of Fiscal Year drop-down and select a different Fiscal Year to view.

	Yearly Depreciation
	The Yearly Depreciation section displays the Depreciation Amount for each year, along with the funding string.
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In this case, we can see that the asset is not fully depreciated; it still has a Net Book Value of $28,702.14. If it were fully depreciated, the Net Book Value would be zero. The Useful Life field on the Book page should be updated so that the system can recalculate the depreciation. 
4. If the system message displays at the bottom of the Net Book Value section indicating that “This asset has pending depreciation of some transaction”, you will need to run the Depreciation Calculation process before updating the asset’s Useful Life. (Refer to “Running Depreciation Calculation between Transactions” topic.)
5. If the Useful Life field for this asset needs updating, proceed to Step 6.
Step 6: Update the Depreciation Useful Life for the Asset, if necessary
To update the Useful Life of the asset, you will navigate to the Book – Depreciation page for the asset. 
Note: As noted in the previous step, make sure to run the Depreciation Calculation process first if there is pending depreciation for the asset. (Refer to “Running Depreciation Calculation between Transactions” topic.)
This example shows navigation from the Search for an Asset page. You can also navigate to the Book – Depreciation page from the menu: Asset Management, Asset Transactions, Asset Book Information, Define Tax/Depr Criteria.
1. Navigation: Asset Management, Search for an Asset. 
2. Enter search criteria for the asset you want to work with. (Refer to the “Using the Search for an Asset Page” topic for detailed instructions).
3. Click on the Search button.
4. Select the asset you want to work with by clicking on the button for the asset in the Search results.
5. Select the “Define Tax/Depr Criteria” component from the Drill Down To listing.
6. Click on the Go! button. The Define Tax/Depr Criteria page displays with the Book – Depreciation tab selected.
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7. On the Book – Depreciation tab, enter the correct number of months in Useful Life field. Normally, this is the only value that you will change on this page.
8. Click on the Save button. 

SWIFT will re-calculate depreciation in the nightly depreciation batch run. You can optionally, run the Depreciation Calculation process manually. (Refer to “Running Depreciation Calculation between Transactions” topic.)
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After the Depreciation Calculation process has been run, the Asset Depreciation pages for the asset are updated as a result of the recategorizing:
· When you view the Depreciation tab, you will see a reversing entry for the accumulated depreciation related to the original Category.
· In this example, the Yearly Depreciation section now displays the depreciation schedule over 10 years, rather than 5 years as it had when we viewed the page earlier.
· The message indicating that there is pending depreciation is no longer displayed.
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Having completed this topic, you should now be able to: 
· Recategorize an Asset (RCT)


[bookmark: _Toc436745517]Converting an Asset with Multiple Quantity
[bookmark: _Toc436745518]Topic Overview
An asset can be generated with multiple quantities in the Asset Management Module if the purchase order line has multiple quantities and the items are not “serialized” in the receipt process as instructed in the “Receiving Assets with Multiple Quantities” topic in the “Purchasing an Asset” User Guide (AM1 - Part 1).
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This topic covers the steps you will need to take in the Asset Management Module to convert an asset with a multiple quantity to multiple assets, each with a quantity of one. These steps can be performed after the voucher information has been generated in the Asset Management Module and a cost record has been created for the asset.
First, you will use the Cost Adjust/Transfer Asset page to adjust the existing asset to a quantity of “1” with the cost of a single item. Next, you will copy the asset to create as many assets as you need.
After completing this topic, you should be able to:
· Convert an Asset with Multiple Quantity
[bookmark: _Toc436745519]
Process Steps
This topic covers the steps you will need to take in the Asset Management Module to convert an asset with a multiple quantity to multiple assets, each with a quantity of one. These steps can be performed after the voucher information has been generated in the Asset Management Module and a cost record has been created for the asset.
Steps to complete:
· Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
· Step 2: Enter Information on the Main Transaction tab
· Step 3: Adjust the Quantity and Cost of the Existing Asset
· Step 4: Run Depreciation Calc for the Asset
· Step 5: Navigate to the Create Asset Copies page for the Asset you want to Copy
· Step 6: Make Copies of the Asset
· Step 7: Update the Copied Asset Records
Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset
Begin by navigating to the Cost Adjust/Transfer Asset page for the asset you want to work with. You can use the Search for an Asset page or the menu options described below to access the page.
Option 1: From Search for an Asset Page
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to work with. Refer to the “Using Search for an Asset Page” topic for detailed instructions.
3. Click on the Search button.
[image: ]
4. Select the asset you want to copy by clicking on the button for the asset in the Search Results.
5. Select the “Asset cost Adjust/Transfers” component from the Drill Down To listing.
6. Click on the GO! button. The Asset Cost Adjust/Transfers displays.
· Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.
Option 2: From Menu
1. Navigation Links: Asset Management, Asset Transactions, Financial Transactions, Cost Adjust/Transfer Asset.
2. At the Asset Cost Adjust/Transfers page, enter search criteria to locate the asset you want to work with. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Optionally, enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. For example, “%epson%” would display assets that contained the text string “Epson” in their description.


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Cost Adjust/Transfer Asset page displays. 
Step 2: Enter Information on the Main Transaction tab
1. Complete the Main Transaction section as described below.
	Field
	Field Description

	*Transaction Date
	The Transaction Date is the date that will be used for recording the transaction and used in the Depreciation Calculation.
Accept the default current date or enter a different date.

	*Acctg Date
	The Accounting Date is the date for the General Ledger adjustment entry. (The date must be in an open Accounting Period and cannot be before the transaction date.)
Accept the default current date or enter a different date.

	Transaction Code
	State of Minnesota does not use.

	Rate Type
	State of Minnesota does not use.


Note: Accept the defaults for Copy Changes to Other Books checkbox and Copy to Other Books Options section.
2. Select “Adjustment” from the Action drop-down listing to add an “ADJ” entry for the asset that can be viewed in the Cost History component. Adjustment is used for a positive or negative cost or quantity adjustment for an existing funding string.
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3. Click on the GO! button. The Cost Information tab displays showing the current Quantity, Cost, and Salvage amounts in the Edit Cost Information section.
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Step 3: Adjust the Quantity and Cost of the Existing Asset
Next, you will adjust the quantity and cost information of the existing asset on Cost Information tab.
1. Overwrite the existing Quantity to “1” and overwrite the Cost with the cost of one asset. In this example, the total cost for three units was $9,686.25 so we will enter a unit cost of $3,228.75.
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2. Click on the Save button. Adjustments are only saved by clicking on the Save button.
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3. View the Cost History page for the asset to see the adjustment. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
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Step 4: Run Depreciation Calc for the Asset
You must run the Depreciation Calculation process before proceeding to the next step. Refer to the instructions in the “Running Depreciation Calculation between Transactions” topic. 
Step 5: Navigate to the Create Asset Copies page for the Asset you want to Copy
Next, you will navigate to the Create Asset Copies page for the asset you want to copy. The Search for an Asset page navigation is displayed below. You can also navigate directly to the Copy Asset page: Navigation: Asset Management, Asset Transactions, Owned Assets, Copy Existing Asset. 
1. Navigation Links: Asset Management, Search for an Asset.
2. Enter asset search criteria to search for the asset you want to copy. Refer to the “Using Search for an Asset Page” topic for detailed instructions.
3. Click on the Search button.
4. Select the asset you want to copy by clicking on the button for the asset in the Search Results.
5. Select the “Copy Asset” component from the Drill Down To listing.
6. Click on the GO! button. The Create Asset Copies page displays.
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Step 6: Make Copies of the Asset
On the Create Asset Copies page, you will enter the number of copies you want, along with some key information for the asset including Descriptions, Tag Numbers, and Serial ID’s.
Warning: The copies are generated when you click on the Save button. Make sure to review your entries before you save.
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1. Complete the Create Asset Copies header information.
	Field
	Field Description

	Business Unit
	Verify the Business Unit.

	Original Asset ID
	Verify the Original Asset ID.

	Acquisition Date
	Accept the default current date or enter a different Acquisition Date.

	Currency
	Accept the default “USD”. State of Minnesota does not use.

	Num of Asset Copies to create
	Accept the default “1” or enter a different number of copies to create.

	Trans Date
	The Transaction Date is the date that will be used for recording the transaction and used in the Depreciation Calculation.

	Acctg Date
	The Accounting Date is the date for the General Ledger entry. (The date must be in an open Accounting Period and cannot be before the transaction date.)

	Rate Type
	Accept the default “USD”. State of Minnesota does not use.
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2. In the Asset Copy Options section, it is recommended that you uncheck the Asset Acquisition Info checkbox. Accept all other defaults.
Note: If the Asset Acquisition Info box is left checked, the original purchase details for the multiple quantities will be copied to the new asset(s) and this could create confusion. The next step covers how you can enter a description on the Acquisition Detail tab for the copied asset(s), indicating that the assets were split from the original asset and providing the original asset number for reference.
3. By default, the Asset section displays one copy record. If you are making multiple copies, enter any information in this record that all of the copies have in common, such as the Description. When you create the additional records, information from the first record will be populated to the additional records.
4. Click on the Create Assets button. Records are generated in the Asset Section for the number of asset copies you have requested.
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5. For each record created, complete the Asset section as described below.
	Field
	Field Description

	Asset ID
	Accept the default of “NEXT” (NEXT2, NEXT3, etc.) in the Asset Identification field and SWIFT will automatically assign the next available number(s) after you save.

	*Description
	Enter the Asset’s Description, if not previously entered. The field length is 30 characters. You may use the description from the original asset or enter a different description. If you do not enter a description, the default description related to the Profile ID will be populated and this should be avoided.

	Taggable Asset
	The Taggable Asset checkbox defaults to checked, depending on the Profile ID selected. Change the default, if necessary. This field is used to indicate that the asset will be tracked using a tag. 

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags. Tag Numbers must be unique within a Business Unit. This information can also be entered later using the Basic Add pages.
The field length is 12 characters.

	Serial ID
	Optionally, enter a Serial ID for the asset. Serial ID’s do not have to be unique. This information can also be entered later using the Basic Add component.
The field length is 20 characters.


6. After entering and reviewing all of the information, click on the Save button. Warning! This cannot be reversed. You may need to scroll to the bottom of the page to locate the button. 
· The assets are created with the Asset ID(s) displayed in the Asset section. Make note of the new Asset ID(s).
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Step 6: Review and Update the Copied Assets with Basic Add
Next, you will navigate to the Basic Add page and review and update the copied assets. The menu navigation is shown below. You can also use the Search for an Asset page to search for the asset and select the “Asset Basic Information” component from the Drill-Down To drop-down menu (refer to the “Using the Search for an Asset Page” topic for additional instructions).
1. Navigation Links: Asset Management, Asset Transactions, Owned Assets, Basic Add.
2. At the Asset Basic Information page, enter search criteria to locate the asset you want to work with. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Basic Add page displays. 
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The Basic Add, General Information tab for the first copied asset shows the information copied from the original asset and entered on the Copy Asset page.
5. Click on the Asset Acquisition Detail tab or link on the bottom of the page. Because we did not copy the Asset Acquisition Detail from the original asset to the copied asset, only the quantity displays in the Acquisition Details section and there is no information displayed in the Interfaces Info or Acquisition Detail ChartFields pages. 
6. Enter a Description referencing the Asset ID number for the original asset so that the Acquisition Details for this asset can be viewed by looking up the original asset; for example “Split from Asset 000000001143”. (This is not the same Description field found on the General Information tab.)
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7. Optionally, enter the cost for this asset in the Amount field. 
8. If you enter cost information, you must change the Capitalize field to “Already Capitalized” before you save. If you save before making this change, you will see a warning message indicating that you have entered acquisition detail that has not been capitalized. Click the OK button, if you receive the message.
WARNING! Do not press the Capitalize button. Entering cost information on this page is for reference only. 
[image: ]
9. Make any additional updates on the Basic Add pages, as you would normally. (Refer to the “Creating (or Updating) Assets with Basic Add” topic for instructions.
10. Click on the Save button to save your changes.
Step 7: Review the Cost History for the Copied Assets
View the Cost History page for the copied assets to verify the result. The menu navigation is shown below. You can also use the Search for an Asset page to search for the asset and select the “Asset Cost History” component from the Drill-Down To drop-down menu (refer to the “Using the Search for an Asset Page” topic for additional instructions).
1. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
2. At the Asset Cost History page, enter search criteria to locate the asset you want to view. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.


3. Click on the Search button.
[image: ]
4. If more than one asset displays in the Search Results section, click on the asset you want to view. The Review Cost page displays. 
5. Review the cost information displayed. 
· The Cost tab displays the Accounting Date, Quantity of “1” and Unit Cost entered on the original asset.
· The Chartfields tab displays the funding string.
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Refer to the “Viewing Cost History” topic for additional information on viewing these pages.
Having completed this topic, you should now be able to:
· Convert an Asset with Multiple Quantity


[bookmark: _Resolving_“Received_(Not][bookmark: _Toc436745520]Resolving “Received (Not in Service)” Issues
[bookmark: _Toc436745521]Topic Overview
This topic covers how to identify and resolve issues with assets that have a “Received (Not in Service)” status.
Normally, assets are generated in the Asset Management Module with information entered on the Purchase Order and Receipt. The assets are created with a status of “Received – Not in Service”.
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After the voucher has been posted (paid) and the interface process completed, the status of the asset will be updated to “In Service” and it will be capitalized.
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It is recommended that you periodically review assets records with the “Received (Not In Service)” status to determine if the asset record was created by mistake and should be retired or if the asset record needs to be completed manually.
After completing this topic, you should be able to:
· Resolve “Received (Not in Service)” Issues


[bookmark: _Toc436745522]Process Steps
Resolve “Received (Not in Service)” Issues
This topic covers how to identify and resolve issues with assets that have a “Received (Not in Service)” status.
Steps to complete:
· Step 1: Identify Assets with “Received (Not in Service)” Status
· Step 2: Check on the Voucher Payment
· Step 3: Review the Asset Record to Determine Action
· Step 4: Resolve the Issue by Retiring or Completing the Asset Record Manually
Step 1: Identify Assets with “Received (Not in Service)” Status
You can find assets with “Received (Not in Service)” by using the Search for an Asset page or by running the “M_AM_GBL_ASSET_STATUS_A” SWIFT query.
Option 1: Search for an Asset page
1. Navigation Links: Asset Management, Search for an Asset.
2. At the Search for an Asset page, enter search criteria to locate assets with the status:
	Field
	Field Description

	Unit
	Accept the default or select a different Business Unit.

	Asset Status
	Select “Received (Not in Service) from the drop-down menu.


3. Click on the Search button.
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The Search for an Asset results will return up to 300 records.
If you need to review the asset records in more detail, you can select the asset in the search results and select the component from the Drill-Down To menu. Pages to review, such as the Asset Cost History or Basic Add, are discussed in Step 3.
Option 2: Run the M_AM_GBL_ASSET_STATUS_A SWIFT query
The SWIFT query “M_AM_GBL_ASSET_STATUS_A” will list all assets with Status “A”, “Received (Not in Service)”, along with helpful fields including the Asset ID, In Service Date, Description, PO Number, and Receipt Number.
Refer to the “Using SWIFT Queries for Clean Up and Review” topic for instructions on running the query and downloading the results to a Microsoft Excel File.
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Step 2: Check on the Voucher Payment
If you think that an asset’s voucher has been paid but the asset still has a Status of “Received (Not in Service)”, consider the following possibilities:
1. The voucher has not been posted.
2. The voucher has only recently been posted and the integration processes have not run yet to update the asset’s record with the final cost information and a status of “In Service”. 
Your Accounts Payable staff may be able to assist with the research. If the above circumstances are not present, you will need to review the asset in more detail and determine the steps to take to update the asset record manually in the Asset Management Module. This is discussed in more detail in the next step.
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Step 3: Review the Asset Record to Determine Action
It is recommended that you periodically review assets records with the “Received (Not In Service)” status to determine if the asset record was created by mistake and should be retired or if the asset record needs to be completed manually. Pages that will help your review are discussed in this step.
1. Review Cost History page (Navigation: Asset Management, Asset Transactions, History, Review Cost.) Assets with “Received (Not in Service) status should not have a cost record.
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2. View Basic Add pages (Navigation: Asset Management, Owned Assets, Basic Add).
a. Review the General Information tab entries, including the Acquisition Date, Profile ID and Tag Number.
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b. Review entries on the Asset Acquisition Detail tab. Assets with “Received (Not In Service) status will normally:
· Only have one record on this tab with a System Source of “PO Online Entry Panel”. The Interfaces Info link can be used to determine the asset’s PO and Receipt information, as well as the Vendor ID.
· Have a Capitalize field value of “To be Capitalized”. WARNING! Do not change at this time.
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c. Review the Location on the Location/Comments/Attributes tab to ensure that it is correct.
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Step 4: Resolve the Issue by Retiring or Completing the Asset Record Manually
After reviewing the asset record, you may determine that the asset was created by mistake and needs to be retired or you may decide that the asset record must be completed manually and placed “In Service”.
Option 1: Retire the Asset Record
1. If the asset record has no Cost History as expected for a “Received (Not in Service)” asset, you should retire the asset using the Retire/Reinstate Non-Fin Asset page. (Refer to the “Retire an Asset (Disposal)” topic for detailed instructions.)
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Option 2: Manually Complete the Asset Record to Place it “In Service”
Normally, assets with this status have not been capitalized. You’ll need to navigate to the Basic Add pages for the asset to manually capitalize the asset and place it “In Service”. There may be other information you need to do add to the record. Detailed instructions for updating assets are contained in the “Creating (or Updating) Assets with Basic Add” topic. The steps below are limited to show where the asset is capitalized and placed “In Service”.
1. Navigation Links: Asset Management, Asset Transactions, Owned Assets, Basic Add.
2. Click on the Asset Acquisition Detail tab and click on the Capitalize button to expand the Capitalization section. The Capitalization Information section expands.
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3. Review the entries, including dates (the Accounting Date must be in an open period), ChartFields, Category and Costs. Make changes if necessary.
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4. Click on the Save button to complete the Capitalization process and verify that the Capitalization field displays the status of “Already Capitalized”.
5. Click on the General Information tab and change the Asset Status to “In Service”.
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6. Click on the Save button to save the status change.
Having completed this topic, you should now be able to:
· Resolve “Received (Not in Service)” Issues


[bookmark: _Viewing_Cost_History][bookmark: _Toc436745523]Viewing Cost History
[bookmark: _Toc436745524]Topic Overview
After entering any of the financial transactions covered in this lesson, you should view the results on the Review Cost History pages to ensure that the transaction you entered had the desired results. You can view the cost history and all the asset's transactions from the Review Cost History page.
After completing this topic, you should be able to:
· View Cost History


[bookmark: _Toc436745525]Process Steps
View Cost History
This topic covers how to review an asset’s cost history.
Steps to complete:
· Step 1: Navigate to the Cost History page for the Asset
· Step 2: View the Cost History List tab
· Step 3: View the Cost History Detail Tab
Step 1: Navigate to the Asset Cost History page for the Asset
Begin by navigating to the Asset Cost History page for the asset.
1. Navigation Links: Asset Management, Asset Transactions, History, Review Cost.
2. At the Asset Cost History page, enter search criteria to locate the asset you want to view. Commonly used options are described below:
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	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.


3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to view. The Review Cost pages display. 
Step 2: View the Cost History List tab
The Review Cost pages display basic cost information for the asset and all transactions entered for the asset. The Cost History List and Cost History Detail tabs are used to view cost history for a capitalized asset.
Note: The Non Cap History List and Non Cap History Detail tabs are not used in Minnesota.
1. View the Cost History List tab for the asset. Information provided in each section of the page is described below.
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· The Header section displays the Business Unit, Asset ID, Description, Tag (if any), and Status for the asset.
· The Book section displays the Book Name and Total Cost.
· The Asset Cost Information section has two tabs. The Cost tab displays the information described below:
	Cost Tab Fields
	Description

	Number
	The transaction number displays in the first column.

	Acctg Date
	The Accounting Date for the transaction.

	Trans Type
	The Transaction Type. Common types include:
ADD – Cost addition
ADJ – Cost Adjustment
TRF – Transfer Cost (change of funding string or transfer between Business Units)
RCT -- Recategorization

	In/Out
	Information displays in this column for transfer transactions: O --  Out; I – In.

	Quantity
	The Quantity for the transaction.

	Total Cost
	The Total Cost for the transaction.

	Detail link
	Clicking on the Detail link for the transaction, brings you to the related row on the Cost History Detail tab.
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· The Chartfields tab displays information described below:
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	Chartfields Tab Fields
	Description

	Number
	The transaction number displays in the first column.

	Trans Type
	The Transaction Type displays from the Cost tab displays.

	In/Out
	The In/Out information from the Cost tab displays.

	ChartFields
	The funding string for the transaction displays including Fund, Fin Dept ID, SW Cost, Sub Acct, Project, Agency Cost 1, Agency Cost 2, Approp ID, and Asset Category.

	Detail link
	Clicking on the Detail link for the transaction, brings you to the related row on the Cost History Detail tab.


[image: ]
Step 2: View the Cost History Detail tab
Many of the same fields in the Asset Cost Information section display on this page; however, the name/description is also supplied. For example, both the number and the name of the Fund, Fin Dept ID, Project, Asset Category, and Approp ID display.
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· The User ID for the person who entered the transaction is displayed on this page. A value that starts with “FIOPR” represents a batch processing transaction.
· The Interunit Transfer Information section displays the receiving or sending agency’s Business Unit and Asset ID, if there was an Interunit Transfer.
· The Date/Time Stamp indicates when the transaction was done.
Having completed this topic, you should now be able to:
· View Cost History

[bookmark: _Viewing_Financial_(Accounting)][bookmark: _Toc436745526]Viewing Financial (Accounting) Entries
[bookmark: _Toc436745527]Topic Overview
This topic covers reviewing financial accounting entries created as a result of transactions entered on the Cost Adjust/Transfer Asset page, such as adjusting cost information. General Ledger Journal Information is supplied on these pages. You will also see this information on the Depreciation Expenses for the asset.
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After completing this topic, you should be able to:
· View Financial Entries


[bookmark: _Toc436745528]Process Steps
View Financial (Accounting) Entries
This topic covers how to review financial entries for an asset.
Steps to complete:
· Step 1: Navigate to the Review Financial Entries page for the Asset
· Step 2: View the List tab
· Step 3: View the Detail Tab
Step 1: Navigate to the Review Financial Entries page for the Asset
Begin by navigating to the Review Financial Entries page.
1. Navigation Links: Asset Management, Accounting Entries, Review Financial Entries.
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2. At the Asset Accounting Entries page, enter search criteria to locate the asset you want to view. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.


3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to view. The Review Financial Entries pages display with the List tab selected. 
Step 2: View the List tab
Basic information is displayed in the header of the List tab, including the Business Unit, Asset ID and Description, Tag Number, and Asset Status. Three tabs display information in the Accounting Entries section.
1. View the Accounting Lines tab which includes transaction information described below.
[image: ]
	Fields
	Description

	Number
	The transaction number displays in the first column.

	Acctg Date
	The Accounting Date for the transaction.

	Trans Type
	The Transaction Type. Common types include:
ADD – Cost addition
ADJ – Cost Adjustment
DPR – Depreciation Expense
TRF – Transfer Cost (change of funding string or transfer between BU’s)
RCT -- Recategorization

	ChartFields
	ChartFields for the transaction display, including Fund, Financial Department ID, Approp ID, Account, Statewide Cost, Sub Account, Agency Cost 1 & 2.

	Amount
	The Amount of the transaction.

	Detail link
	Clicking on the Detail link for the transaction, brings you to the related row on the Cost History Detail tab.


2. The ChartFields tab displays the ChartFields entered for the transaction and the Details link brings you to the Detail tab for the selected row.
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3. The Journal tab displays the ChartFields as well but also includes the journal information described below.
	Fields
	Description

	Journal ID
	The Journal ID for the General Ledger entry. Asset Management entries begin with “AM”.

	Line #
	The Line number for the Journal entry.

	Journal Date
	The Journal entry date.


Step 3: View the Detail tab
The same fields display as in the List tab on this page; however, the name/description is also supplied. For example, both the number and the name of the Fund, Fin Dept ID, Project, Asset Category, and Approp ID display.
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Having completed this topic, you should now be able to:
· View Financial (Accounting) Entries


[bookmark: _Viewing_Depreciation_Information][bookmark: _Toc436745529]Viewing Depreciation Information
[bookmark: _Toc436745530]Topic Overview
This topic covers viewing yearly and period depreciation for an asset using the Asset Depreciation page.
You can select a fiscal year and period to view. You can also calculate the net book value (NBV) for an asset for selected fiscal years and periods.
The information displayed on the Asset Depreciation page reflects information current as of the last time the Depreciation Calculation process was run for the asset. The Depreciation Calculation process runs each evening with batch processes.
The Depreciation tab will display a message indicating that the asset has pending depreciation of some transaction. To process the “pending depreciation”, you can run the Depreciation Calculation process manually using the instructions contained in the “Running Depreciation Calculation Between Transactions” topic.
After completing this topic, you should be able to:
· View Depreciation Information


[bookmark: _Toc436745531]Process Steps
View Depreciation Information
This topic covers viewing depreciation information for an asset.
Steps to complete:
· Step 1: Navigate to the Asset Depreciation page for the Asset
· Step 2: View the Asset Tab
· Step 3: View the Depreciation Tab
· Step 4: Optionally View Net Book Value for a Different Fiscal year
· Step 5: View the Period Depreciation tab
Step 1: Navigate to Asset Depreciation page for the Asset
Begin by navigating to the Asset Depreciation page. Navigation from the Menu is shown in this example. You can use the Search for an Asset page (select “Asset Depreciation” Component). Refer to the “Using the Search for an Asset Page” topic for detailed instructions.
1. Navigation Links: Asset Management, Depreciation, Review Depreciation Info, Asset Depreciation.
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2. At the Asset Depreciation page, enter search criteria to locate the asset you want to view. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.


3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to view. The Asset Depreciation page displays. 
Step 2: View the Asset Tab
The Asset Tab displays basic information about the asset, including Unit (Business Unit), Asset ID, Description, Status, Profile ID, Tag Number, Acquisition Code, Acquisition Date, Depreciation Book and Method. 
There is only one book (the “MINN”, Minnesota State Book) and the “Straight Line” Method is used for all depreciable assets. If you click on the MINN link, you are taken to the Depreciation tab which is covered in the next step.
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Step 3: View the Depreciation Tab
1. Click on the Depreciation tab. The header displays general information about the asset. (The default display is to show the Depreciation Attributes section closed and the Net Book Value section open.)
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2. View the Net Book Value section. The fields are described below.
	Field
	Field Description

	Cost
	The cost of the asset.

	Salvage Value
	The Salvage Value of the asset (“FLEET” and “NCPFL” Asset Categories only). Other assets will normally have a Salvage Value of “0”.

	Accum Depr
	This is the depreciation already recognized.

	Net Book Value
	The Net Book Value (NBV) of an asset is the Cost of the asset minus the Accumulated Depreciation. (An asset with Salvage will depreciate down to the NBV = Salvage.)

	Pending Reminder
	If there is “pending” depreciation that has not been included in the displayed depreciation numbers, a reminder will display at the bottom of the Net Book Value section.

	As of Fiscal Year
Period
	The As of Fiscal Year and Period fields initially display information for the current Fiscal Year and Period. You can view Net Book Value calculated for a different fiscal year and period. This is covered in Step 4.


3. View the Yearly Depreciation section. This section displays Depreciation Amounts by Fiscal Year and funding string. If you click on a Fiscal Year link, you are brought to the Period Depreciation tab with information for that year displayed (see Step 5).
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4. Optionally, click on the Depreciation Attributes section to view depreciation settings for the asset including the Depreciation Method, Useful Life of the asset, the In Service Date, the Begin Date (the date depreciation began which will be the first day of the “In Service” month), and the Depreciation Status.
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Step 4: Optionally View Net Book Value for a Different Fiscal year
You can view Net Book Value information for a different Fiscal Year and Period.
1. Click on the As of Fiscal Year drop-down and select a different Fiscal Year to view.
2. Enter a different Period.
3. Click on the Calculate NBV button. The Accum Depr and Net Book Value fields are updated as of the selected Fiscal Year and Period. In the example shown below, the last fiscal year of the depreciation schedule was selected and the Net Book Value was updated to “0.00”.
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Step 5: View the Period Depreciation tab
The Period Depreciation tab shows the depreciation by Period for each Fiscal Year.
1. Click on the Period Depreciation tab. 
2. The Get Period Depreciation section is used to select the Fiscal Year information you want to view. 
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	Field
	Field Description

	Expense Checkbox
	The Expense checkbox is checked by default. The Depreciation Amount in the Period Depreciation section includes depreciation expense for the selected year. To omit Expense from the display, uncheck the box and click on the Get Period button to update the display.
· If you do not select Expense, but you do select Accum, only the amounts that are for the accumulated depreciation for the year display. 

	Accum Checkbox
	The Accum checkbox is checked by default. The Depreciation Amount in the Period Depreciation section will include any Accumulated Depreciation entries for the year. If you unselect the field, click on the Get Period button to update the display without Accumulated Depreciation transactions.
· If you do not select Accum, but you do select Expense, the system displays the amounts that impacted the expense account but not the accumulated depreciation for that year.

	Year
	The current Fiscal Year is selected by default. Click on the Year drop-down listing and select a different year, if desired. Click on the Get Period button to update the display.

	Depr Accum Adjustment Link
	The Depr Accum Adjustment page is seldom used and limited to unique circumstances. Before using this feature, contact Agency Assistance at AgencyAssistance.MMB@state.mn.us to discuss.


3. View the Period Depreciation section which displays Depreciation Amounts by funding string and period for the year selected. Note: There is seldom a need to change Depreciation Amounts.
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Having completed this topic, you should now be able to:
· View Depreciation Information

[bookmark: _Running_Depreciation_Calculation][bookmark: _Toc436745532]Running Depreciation Calculation between Transactions
[bookmark: _Toc436745533]Topic Overview
Asset depreciation is calculated automatically each evening with batch processes; however, issues can occur when you process multiple financial transactions – against the same asset – in the same day. To avoid this issue, you must run the depreciation calculation on assets - between transactions – any time you are doing more than one financial transaction on the same asset, on the same day.
To correctly calculate depreciation, it is important that the depreciation calculation is done on each individual transaction. (Multiple assets are OK, so long as there is only one transaction for each on that day.)
After completing this topic, you should be able to:
· Run Depreciation Calculation between Transactions


[bookmark: _Toc436745534]Process Steps
Run Depreciation Calculation Between Transactions
This topic covers running the Depreciation Calculation process manually between financial transactions.
Steps to complete:
· Step 1: View the Asset Depreciation page for Pending Depreciation (Optional)
· Step 2: Run Depreciation Calculation process
Step 1: View the Asset Depreciation page for Pending Depreciation (Optional)
You can view a reminder that an asset has “pending” depreciation on the Asset Depreciation page. Note: When you run the Depreciation Calculation process in Step 2, only assets with pending depreciation can be selected to process.
1. Navigation Links: Asset Management, Depreciation, Review Depreciation Info, Asset Depreciation.
2. At the Asset Depreciation page, enter search criteria to locate the asset you want to view. Commonly used options are described below:
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	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.


3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to work with. The Asset Depreciation page displays showing basic information about the asset, including Unit (Business Unit), Asset ID, Description, Status, Profile ID, Tag Number, Acquisition Code, Acquisition Date, Depreciation Book and Method.
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5. Click on the Depreciation tab. If there is “pending” depreciation that has not been included in the displayed depreciation numbers, a reminder will display at the bottom of the Net Book Value section.
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Step 2: Run Depreciation Calculation process
1. Navigation Links: Asset Management, Depreciation, Processing, Calculate.
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2. Select the Depreciation Calculation page options as described below:
	Field Name
	Field Description

	*Request ID
	Enter your Request ID.

	Process Frequency
	Select “Always” from the drop-down list.

	Unit
	Accept the default Business Unit or click on the Lookup button to select the Business Unit. 

	Book Name
	Click on the Lookup button and select “MINN”.

	From Asset ID
	When you click on the Lookup button, all of the assets with pending Depreciation Calculations will display. Make your selection or leave this field blank to run the process for all assets with pending depreciation for the selected Business Unit.

	To Asset ID
	If you select a “From Asset ID”, the “To Asset ID” field will automatically be populated with the “From Asset ID” selection. Accept the default or click the Lookup button and make your selection.


3. After selecting the assets you want to process, click on the Run button. The Process Scheduler Request page displays with the Calculate Depreciation process checked by default.
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4. Click the OK button. You are returned to the Depreciation Calculation page.
5. Click on the Process Monitor link to check on the process.
6. The process is successful when both processes listed below have a Run Status of “Success” and a Distribution Status of “Posted”:
· Process Name “AMDPCALC”, Process Type “SQR Process” 
· Process Name “AM_DEPR_CALC, Process Type “Application Engine” 
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· Additional Financial transactions can now be entered for this asset.
· The Asset Depreciation page will be updated with new Depreciation amounts.
· Pending information no longer displays on the Depreciation tab.
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Note: Depreciation cannot be run too often.
If the Depreciation Calculation page displays Asset ID(s) for your business unit, you can run the depreciation calculation on those assets.
Having completed this topic, you should now be able to:
· Run Depreciation Calculation between Transactions


[bookmark: _Toc436745535]Lesson Summary
Having completed this lesson, you should now be able to:
· Adjust Cost Information (ADJ)
· Change the Funding String for an Asset (TRF)
· Add Costs with a New Funding String (ADD)
· Transfer Assets Between Business Units (TRF - InterUnit)
· Recategorize an Asset (RCT)
· Convert an Asset with Multiple Quantities
· Resolve “Received (Not in Service)” Issues
· View Cost History
· View Financial Entries
· View Depreciation Information
· Run Depreciation Calculation between Transactions


[bookmark: _Toc436745536]Lesson 3: Asset Disposal
[bookmark: _Toc436745537]Lesson Overview
From time to time, it is necessary to dispose of or retire an asset. Asset retirement can occur for several reasons, including when an asset is sold, donated, lost or stolen, traded-in for another asset, or returned to a vendor. Assets are retired using the Retire/Reinstate Assets page. 
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Occasionally, an asset that had been previously retired must be reinstated. You can use the Retire/Reinstate Asset page to reinstate a retired asset.
Every asset is submitted for approval. Retirements are not final until they have been approved.  
After completing this lesson, you should be able to:
· Retire an Asset
· Reinstate an Asset


[bookmark: _Retiring_an_Asset][bookmark: _Toc436745538]Retiring an Asset (Disposal)
[bookmark: _Toc436745539]Topic Overview
You will use the Retire/Reinstate Asset pages to dispose of an asset. SWIFT will default the asset Quantity and Cost (in negative amounts). You will need to enter the Proceeds and Removal costs, if applicable. Partial retirements can be done by entering the partial quantity and cost for the asset being retired but this is not recommended.
· Retirements require approval
· Different pages are used to retire assets with cost history and assets without cost history. Both options are included in this topic.
After completing this topic, you should be able to:
· Retire a Financial Asset (Asset with Cost History)
· Retire a Non-Financial Asset (Asset with no Cost History)


[bookmark: _Toc436745540]Process Steps
Retire an Asset
This topic covers retiring a Financial Asset (Asset with Cost History) and retiring a Non-Financial Asset (Asset with no Cost History).
Follow the steps outlined in the appropriate option:
· Option 1: Retire a Financial Asset (Asset with Cost History)
· Option 2: Retire a Non-Financial Asset (Asset with no Cost History)
Option 1: Retire a Financial Asset (Asset with Cost History)
Begin by navigating to the Retire/Reinstate Asset page.
1. Navigation Links: Asset Management, Asset Transactions, Asset Disposal, Retire/Reinstate Asset.
2. At the Asset Retirements page, enter search criteria to locate the asset you want to retire. Commonly used options are described below:
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	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. 


3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to retire. The Retire/Reinstate Asset page displays. The only field available for editing at this time is the Retire As field.
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5. On the Retire Assets tab, click on the Retire As drop-down listing and select the appropriate Disposal Code. A list of codes, along with the availability of Removal Costs and Proceeds is provided below.
Note: Agencies should determine how they want to use these codes in accordance with State and Agency Policies. This will ensure consistent usage of codes.
	Disposal Code
	Code
	Usage
	Removal Costs
	Proceeds

	Abandonment
	A
	Asset has no resale value and no removal cost or Proceeds
	Yes
	No

	Auto-Retire Fully Depr Assets
	V
	Asset fully Depreciated
	Yes
	Yes

	Cannibalized for Other Assets
	C
	Asset needs to be partially retired, Retire Amount no longer in use
	Yes
	Yes

	Casualty Loss
	Y
	Asset unintentionally destroyed
	Yes
	Yes

	Disappeared Assets
	D
	Asset cannot be located, status unclear
	No
	No

	Disposal Due to Theft
	F
	Asset has been Stolen
	No
	No

	Donated to External Group
	N
	Asset has been Donated
	Yes
	Yes

	Expensed
	E
	Asset should never have been setup in Asset Management
	Yes
	Yes

	Like Kind Exchange
	L
	Like - Kind Exchange under Federal Tax Code
	Yes
	No

	Missing Asset
	M
	Asset is Missing
	Yes
	Yes

	Retirement by Sale
	S
	Retirement by Sale – can enter Customer info if customer is setup
	Yes
	Yes

	Returned to Vendor
	2
	Asset returned to Vendor
	Yes
	Yes

	Returned to Inventory
	I
	Asset returned to Inventory
	Yes
	Yes

	Scrapped Assets
	R
	Asset no longer useful
	Yes
	Yes

	Traded In for another Asset
	T
	Trading one Asset for another
	Yes
	Yes


Note: The Gain/Loss calculation is similar for all of these codes except “Traded in for another Asset”. It is calculated as follows:
(Cost - Accumulated Depreciation) = Net Book Value (NBV)
Gain/Loss = NBV + Proceeds – Removal Costs
The “Traded in for another Asset” code treats the Proceeds Amount value as a Debit to the Asset account instead of a Debit to the Gain/Loss account.
6. Click the GO button to continue. The fields related to this code are now available for editing.
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7. Complete the Retire Assets tab header information described below.
	Field
	Field Description

	*Trans Date
	The Transaction Date is the date the asset is retired and will be used in the final depreciation calculations. 
Accept the default current date or enter a different date.

	*Acctg Date
	The Accounting Date is the date for the General Ledger asset retirement entry. (The date must be in an open Accounting Period.)
Accept the default current date or enter a different date.

	Rate Type
	Accept the default “CRRNT”. State of Minnesota does not use.

	In Physical Use
	Accept the default from the Asset record.
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8. Complete the Retirement section as follows:
	Field
	Field Description

	Quantity
	The quantity of the asset being retired is normally “-1”. 

	Retirement Amt
	The cost of the asset (as a negative) defaults into the Retirement Amount field.

	Removal Cost
	Enter the Removal Cost associated with the Asset’s retirement.

	Proceeds
	Enter the Proceeds amount associated with the Asset.

	Convention
	Accept the default “Actual Month”.

	Trans Code
	State of Minnesota does not use.

	Retire Option
	Accept the default “Calculate Gain/Loss”.

	RC Curr
	Accept the default “USD”.

	Pr Curr
	Accept the default “USD”.
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9. Click on the Submit button to save the transaction. The retirement transaction will not be complete until MMB staff have approved the transaction. The asset will have a Status of “Pending Disposal” until the retirement is approved. After the retirement is approved, the Status will change to “Disposed”.
Special Notes on Disposition Codes
Retirements by Sale
If the “Retirement by Sale” Disposal Code is selected, the Customer/Ship from Information section displays at the bottom of the Retire/Assets page. Optionally, enter information, if desired. 
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Like Kind Exchange
If the “Like Kind Exchange” Disposition Code is selected, the Like Kind Exchange link is available in the Retirement section which can be used to record taxable cash that was part of the exchange, the fair market value of the new asset, and the Net Liability, Fair Market Value of Non-Like In Kind, if any. This disposition code is not commonly used. Prior to using this disposal code, contact Agency Assistance at AgencyAssistance.MMB@state.mn.us to discuss.
The One to Many Exchange section can be used to enter additional assets if you are receiving more than one asset in the Like Kind Exchange. Enter the quantity of the total assets in the One to Many ID field and add a row for each of the assets in the Trade-in List.
Option 2: Retire a Non-Financial Asset (Asset with no Cost History)
To retire assets that do not have cost history in SWIFT, you will use the Non-Financial Asset Retire page.
1. Navigation Links: Asset Management, Asset Transactions, Asset Disposal, Retire/Reinstate Non-Fin Asset.
2. At the Non-Financial Asset Retirement page, enter search criteria to locate the asset you want to retire. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. 


Note: State of Minnesota does not use Composite Assets or FERC Code.
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3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to retire. The Non-Financial Retire page displays.
5. Complete the Non-Financial Retire page as follows:
	Field
	Field Description

	*Trans Date
	The Transaction Date is the date the asset is retired. 
Accept the default current date or enter a different date.

	*Ret Type
	Click on the Ret Type drop-down listing and select the appropriate Disposal Code, such as Abandonment, Retirement by Sale, or Scrapped Assets. A complete listing is available in Option 1 of this topic.
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6. Click on the Retire button.
7. Click on the Save button to process the status change.
Having completed this topic, you should now be able to: 
· Retire a Financial Asset (Asset with Cost History)
· Retire a Non-Financial Asset (Asset with no Cost History)

[bookmark: _Toc436745541]Reinstating a Retired Asset
[bookmark: _Toc436745542]Topic Overview
A retired asset can be reinstated using the Retire/Reinstate Assets page.
· Reinstatements are automatically approved.
· Different pages are used to reinstate assets with cost history and assets without cost history. Both options are included in this topic.
· Reinstatements are a financial transaction. If you need to do another financial transaction on the asset on the same day, you will need to do the depreciation calculation between the transactions. Refer to “Running Depreciation Calculation between Transactions” topic for instructions.
After completing this topic, you should be able to:
· Reinstate a Financial Asset (Asset with Cost History)
· Reinstate a Non-Financial Asset (Asset with no Cost History)


[bookmark: _Toc436745543]Process Steps
Reinstate a Retired Asset
This topic covers reinstating a Financial Asset (Asset with Cost History) and reinstating a Non-Financial Asset (Asset with no Cost History).
Steps to complete:
· Option 1: Reinstate a Financial Asset (Asset with Cost History)
· Option 2: Reinstate a Non-Financial Asset (Asset with no Cost History)
Option 1: Reinstate a Financial Asset (Asset with Cost History)
Begin by navigating to the Retire/Reinstate Asset page.
1. Navigation Links: Asset Management, Asset Transactions, Asset Disposal, Retire/Reinstate Asset.
2. At the Asset Retirements page, enter search criteria to locate the asset you want to retire. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Optionally, enter a Tag Number if your agency uses asset tags.

	Description
	Enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. 


3. Click on the Search button.
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4. If more than one asset displays in the Search Results section, click on the asset you want to reinstate.
5. Click on the Search button. The Retire/Reinstate Asset page displays. 
6. Click on the Reinstate button.
7. The Acctg Date (Accounting Date) field is now available for editing. This is the date for the General Ledger reinstatement entry. (The date must be in an open Accounting Period.) Accept the default current date or enter a different date.
8. Click on the Submit button. The asset has been reinstated.
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Note: Reinstatements are a financial transaction. If you need to do another financial transaction on the asset on the same day, you will need to do the depreciation calculation between the transactions. Refer to “Running Depreciation Calculation between Transactions” topic for instructions. If the Depreciation Status is suspended, contact Agency Assistance at AgencyAssistance.MMB@state.mn.us.for assistance.
Option 2: Retire a Non-Financial Asset (Asset with no Cost History)
To reinstate assets that do not have any cost history in SWIFT, you will use the Retire/Reinstate Non-Financial Asset page.
1. Navigation Links: Asset Management, Asset Transactions, Asset Disposal, Retire/Reinstate Non-Fin Asset.
2. At the Non-Financial Asset Retirement page, enter search criteria to locate the asset you want to reinstate. Commonly used options are described below:
	Field
	Field Description

	Business Unit
	Accept the default Business Unit or click on the Lookup and select a different Business Unit.

	Asset Identification
	Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or more characters.

	Tag Number
	Enter a Tag Number if your agency uses asset tags.

	Description
	Enter information contained in the description of the asset you want to work with. The percent sign (%) can be used to replace one or many characters. 


Note: State of Minnesota does not use Composite Assets or FERC Code.
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3. Click on the Search button.
4. If more than one asset displays in the Search Results section, click on the asset you want to reinstate. The Non-Financial Retire page displays.
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5. Click on the Reinstate button.
6. Click on the Save button to process the status change.
[bookmark: _Toc436745544]Lesson Summary
Having completed this lesson, you should now be able to:
· Retire and Asset
· Reinstate an Asset
[bookmark: _Toc436745545]
Lesson 4: Using SWIFT Queries for Clean Up and Review
[bookmark: _Toc436745546]Lesson Overview
This lesson contains a list of SWIFT queries that can used to manage your assets, along with general instructions for using the SWIFT Query Viewer. 
· Some queries provide listings of codes, such as Profile IDs and PO Category Codes that are linked to default Profile IDs.
· Some queries are used to review and troubleshoot your asset records.
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After completing this lesson, you should be able to:
· Use SWIFT Queries for Clean Up and Review
[bookmark: _Using_SWIFT_Queries][bookmark: _Toc436745547]
Using SWIFT Queries for Clean Up and Review
[bookmark: _Toc436745548]Topic Overview
This topic provides a listing of SWIFT queries that can used to manage your assets, along with general instructions for using the SWIFT Query Viewer. A list of commonly used queries, along with a description of use is provided below.
Queries to Lookup Asset Profile and Category Information
1. M_AM_GBL_ASSET_PROFILE.
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	Query Name
	M_AM_GBL_ASSET_PROFILE

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

	Uses
	Use this information to understand the setup of each of the Profile ID’s. When recategorizing an asset, this query can be used to identify valid combinations of Profile ID, Category and Asset Type.

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

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

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


2. M_CG_GBL_CATEGORIES_ASSETS.
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	Query Name
	M_CG_GBL_CATEGORIES_ASSETS

	Description
	List of current Purchasing Category Codes which are associated with 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).


Queries to Run Regularly to Manage your Assets
1. M_AM_GENERAL_INF0
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	Query Name
	M_AM_GENERAL_INFO

	Description
	List of assets with summary (total) cost, summary (total) quantity, and Location. 
(To view detailed asset information, view the M_AM_GENUSER_INFO query.)

	Uses
	For assets with Status “In Service”, use the fields listed below to identify issues:
Cost: Review assets with small costs and verify that they should be assets.
Quantity: Normally, the asset Quantity should be “1”. Verify any other Quantity.
Tag Numbers: If your agency requires Tag Numbers, review for missing Tag Numbers.
Location: Review for invalid Locations.
Profile ID’s: Profile ID’s should relate to the cost of the asset. You can select each Profile ID (or Group of Profile ID’s) and review the associated costs to find any anomalies. If you find issues, you will need to verify that the Asset Type, Category, Profile ID and Useful Life are correct for the asset. Refer to the “Recategorizing an Asset (RCT)” topic for assistance.
Blank Profile ID’s: All assets should have a Profile ID. When using the Wildcard (%) for the Profile ID, assets with blank Profile ID’s will be included in the list and will need to be verified. Please enter missing Profile ID’s.

	Prompts
	Business Unit, Profile ID or Wildcard (%), Asset Status or Wildcard (%).

	Fields
	Most fields in this query can be found on the Basic Add page tabs (Refer to Creating (or Updating) Assets with Basic Add” topic.
General Info tab:
Business Unit, Asset ID, Tag Number, Description, Short Description, Status, Profile ID, Capitalize, Acquisition Code, Acquisition Date
Operation / Maintenance tab and Manufacturer/License/Custodian tab:
Manufacturing ID, Model, Serial ID, Date Made, Hazardous Asset, VIN
Location/Comments/Attributes tab
Location, Description, Location Status (not available for viewing)
Asset Acquisition Detail tab
System Source, Purchase Order Unit, Purchase Order Number.
Book page Link on General Info tab
In Service Date
Cost History page (refer to “Viewing Cost History” topic).
Quantity, Cost.

	Notes
	Common Asset Status Codes: 
I – In service
D- Disposed (Retired)
A – Received (Not in Service)
System Source: Will only display “PAP” (AP Online Entry page) or blank by design.
Location Status (is not available for viewing in Basic Add)
A – Active
I -- Inactive


2. M_AM_GENUSER_INFO.
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	Query Name
	M_AM_GENUSER_INFO

	Description
	List of assets with general information and detailed cost information, along with User Defined fields. This query provides a separate line for each “Cost” record of an asset. Some assets will have multiple cost records and will have corresponding number of lines for the asset.

	Uses
	For assets with Status “In Service”, use the fields listed below to identify issues:
Profile ID’s / Category Combination: Verify that the Profile ID and Category from the most recent Cost record is a valid combination. The “M_AM_GBL_ASSET_PROFILE” provides a listing of valid combinations. If you find issues, you will need to verify that the Asset Type, Category, Profile ID and Useful Life are correct for the asset. Refer to the “Recategorizing an Asset (RCT)” topic for assistance.
Custodian: If your agency tracks Custodians for assets, review for missing or invalid records.
User Fields 1-10: If your agency tracks information in these User-defined fields, review for missing or invalid records.

	Prompts
	Prompt for Business Unit.

	Fields
	Most fields in this query can be found on the Basic Add page tabs (Refer to Creating (or Updating) Assets with Basic Add” topic.
General Info tab:
Business Unit, Asset ID, Tag Number, Description, Short Description, Status, Profile ID, Capitalize, Acquisition Code, Acquisition Date, Asset Subtype.
Operation / Maintenance tab and Manufacturer/License/Custodian tab:
Manufacturing ID, Model, Serial ID, Date Made, Hazardous Asset, VIN, Sequence, Custodian.
Book page Link on General Info tab
In Service Date
Location/Comments/Attributes tab
Location, Description, Location Status (not available for viewing). Address 1, Address 2, City, Street, Postal Code.
Asset Acquisition Detail tab
System Source, Purchase Order Unit, Purchase Order Number.
User Defined Fields tab
User Fields 1 through 10.
Cost History page (refer to “Viewing Cost History” topic).
Accounting Date, Fund, Fin Dept ID, Agency Cost 1, Agency Cost 2, Approp ID, Asset Category, Project, Transaction Type, Quantity, Cost, Activity (Project), Analysis Type (Project), Source Type (Project), Sub Account

	Notes
	Common Asset Status Codes: 
I – In service
D- Disposed (Retired)
A – Received (Not in Service)
System Source: Will only display “PAP” (AP Online Entry page) or blank by design.
Location Status (is not available for viewing in Basic Add)
A – Active
I -- Inactive


3. M_AM_GENERAL_LOCATION3
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	Query Name
	M_AM_GENERAL_LOCATION3

	Description
	List of assets by Business Unit and Location with physical information, along with User Defined fields. 

	Uses
	Review asset records for specific location and status.

	Prompts
	Prompts for Location, Business Unit, and Status.

	Fields
	Most fields in this query can be found on the Basic Add page tabs (Refer to Creating (or Updating) Assets with Basic Add” topic.
General Info tab:
Business Unit, Asset ID, Tag Number, Description, Short Description, Status, Profile ID, Asset Subtype.
Operation / Maintenance tab and Manufacturer/License/Custodian tab:
Manufacturing ID, Model, Serial ID.
Location/Comments/Attributes tab
Location, Effective Date.
User Defined Fields tab
User Fields 1 through 10.

	Notes
	Common Asset Status Codes: 
I – In service
D- Disposed (Retired)
A – Received (Not in Service)
Location Status (is not available for viewing in Basic Add)
A – Active
I -- Inactive



4. M_AM_BU_CAT_STATUS.
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	Query Name
	M_AM_BU_CAT_STATUS

	Description
	List of asset transactions (Additions, Retirements, etc.) by Business Unit, Asset ID, Category, Transaction Type, and Status.

	Uses
	View list of assets for a specific Asset Category or Asset Status.

	Prompts
	Prompts for Business Unit, Category, Beginning Accounting Date and Ending Accounting Date, Status.
Note: You must provide dates. To include all transactions, use 06/30/2011 for the Beginning Date and the current date as the Ending Date.

	Fields
	Many fields in this query can be found on the Basic Add page tabs (Refer to Creating (or Updating) Assets with Basic Add” topic.
General Info tab:
Business Unit, Asset ID, Tag Number, Description, Short Description, Profile ID.
Book page Link on General Info tab
In Service Date
Operation / Maintenance tab and Manufacturer/License/Custodian tab:
Serial ID, VIN.
Cost History page (refer to “Viewing Cost History” topic).
Accounting Date, Fund, Fin Dept ID, Approp ID, Asset Category, Project, Transaction Type, Quantity, Cost.

	Notes
	· Results do not include assets with Status of “Received (Not in Service). Use the M_AM_GBL_ASSET_STATUS_A query to view the assets with the “Received (Not in Service) status.
· Query results can be incomplete if assets are missing cost records; for example, staff could have incorrectly changed the status of an asset.
· View M_AM_GBL_ASSET_PROFILE for listing of asset Categories.
Common Asset Status Codes: 
I – In service
D -- Disposed (Retired)





5. M_AM_GBL_ASSET_STATUS_A.
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	Query Name
	M_AM_GBL_ASSET_STATUS_A

	Description
	List of assets with a Status of “A”, (Received not in Service).

	Uses
	This Status should only be applied to assets that are recently received and awaiting payment. If an asset record has not been updated to “In Service” after an appropriate period of time, Asset Managers need to review the records for issues. Refer to the “Resolving “Received (Not in Service)” topic for instructions.

	Prompts
	Prompt for Business Unit.

	Fields
	Many fields in this query can be found on the Basic Add page tabs (Refer to Creating (or Updating) Assets with Basic Add” topic.
General Info tab:
Business Unit, Asset ID, Tag Number, Description, Short Description, Asset Status, Acq Date (Acquisition Date).
Book page Link on General Info tab
In Service Date
Asset Acquisition Detail tab
System Source, all Purchase Order, Receipt, and Vendor fields, Amount, Quantity and ChartFields.

	Notes
	Results only include assets with Status of “Received (Not in Service). 





6. M_AM_GENUSER_INFO_CAFR_NULL.
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	Query Name
	M_AM_GENUSER_INFO_CAFR_NULL

	Description
	List of assets with Asset Status “In Service” that do not have a complete cost record. Assets not included in CAFR.

	Uses
	Identify assets with incomplete cost records. All assets in SWIFT should have cost records. When cost records are missing, the asset should be reviewed to determine the reason for the missing records. Refer to the “Resolving “Received (Not in Service)” topic for assistance.

	Prompts
	Prompt for Business Unit.

	Fields
	Many fields in this query can be found on the Basic Add page tabs (Refer to Creating (or Updating) Assets with Basic Add” topic.
General Info tab:
Business Unit, Asset ID, Tag Number, Description, Short Description, Asset Status, Profile ID.
Book page Link on General Info tab
In Service Date
Cost History page (refer to “Viewing Cost History” topic).
Accounting Date, Fund, Fin Dept ID, Agency Cost 1, Agency Cost 2, Approp ID, Asset Category, Quantity, Cost.

	Notes
	This query will only display assets with Status of “In Service” by design.


7. M_AM_GENUSER_INFO_CAFR_ORDER.
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	Query Name
	M_AM_GENUSER_INFO_CAFR_ORDER

	Description
	Lists the same fields available in the M_AM_GENUSER_INFO query with columns that match the CAFR sequence.

	Uses
	Generates asset information similar to the CAFR worksheet, for use in reviewing CAFR assets.

	Prompts
	Prompts for Business Unit, Category, Status, Fund, and Accounting Dates.

	Fields
	See M_AM_GENUSER_INFO.

	Notes
	This query will not return asset information for assets that do not have cost records. Before running this query, you should first view the results for the below queries which will provide information about assets with missing COST information: 
M_AM_GENUSER_CAFR_NULL
M_AM_GBL_ASSET_STATUS_A


8. M_AM_GENUSER_INFO_CAFR_ASSETID.
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	Query Name
	M_AM_GENUSER_INFO_CAFR_ASSETID

	Description
	Lists the same fields available in the M_AM_GENUSER_INFO query with columns that match the CAFR sequence. (Includes Asset ID prompts to limit assets included.)

	Uses
	Generates asset information similar to the CAFR worksheet for use in reviewing CAFR assets

	Prompts
	Prompts for Business Unit, Category, Status, Fund, Accounting Dates, and Beginning Asset ID, and Ending Asset ID.

	Fields
	See No. 4 M_AM_GENUSER_INFO.

	Notes
	Has a prompt for Asset ID.
This query will not return asset information for assets that do not have cost records. Before running this query, you should first view the results for the below queries which will provide information about assets with missing COST information: 
M_AM_GENUSER_CAFR_NULL
M_AM_GBL_ASSET_STATUS_A


After completing this topic, you should be able to:
· Run SWIFT Queries for Clean Up and Review


[bookmark: _Toc436745549]Process Steps
Run Swift Queries for Clean Up and Review
This topic covers running SWIFT queries that can be used to manage your assets. A listing of commonly used queries, along with a description of use is provided in the Overview section of this topic.
Step 1: Run SWIFT Queries for Clean Up and Review
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.
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	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. 

	M_AM_GENERAL_INFO
	List of assets with summary (total) cost, summary (total) quantity, and Location. 

	M_AM_GENUSER_INFO
	List of assets with general information and detailed cost information, along with User Defined fields. This query provides a separate line for each “Cost” record for an asset.

	M_AM_GENERAL_LOCATION3
	List of assets by Business Unit and Location with physical information, along with User Defined fields.

	M_AM_BU_CAT_STATUS
	List of asset transactions (Additions, Retirements, etc.) by Business Unit, Asset ID, Category, Transaction Type, and Status.

	M_AM_GBL_ASSET_STATUS_A
	List of assets with a Status of “A” (Received not in Service). 

	M_AM_GENUSER_INFO_CAFR_NULL
	List of assets with Status “In Service” that do not have a complete cost record. 

	M_AM_GENUSER_INFO_CAFR_ORDER
	Lists the same fields available in the M_AM_GENUSER_INFO query with columns that match the CAFR sequence.

	M_AM_GENUSER_INFO_CAFR_ASSETID
	Lists the same fields available in the M_AM_GENUSER_INFO query with columns that match the CAFR sequence and has a prompt for Asset ID.


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


[bookmark: _Toc436745550]Course Summary
After completing this course, you should be able to:
· Create Assets in the Asset Management
· Maintain Asset Financials
· Retire and Reinstate Assets
· Run SWIFT Queries for Clean Up and Review


[bookmark: _Toc436745551]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 Code
	Acquisition Codes are used to indicate how an asset was acquired. The most commonly used is “Purchased”. Options are available include:
N – Confiscated
C – Constructed
D – Donated
E – Eminent Domain
G – Gift
L – Leased
P – Purchased
T - Transferred

	Acquisition Date
	This is 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 Categories are not the same as PO Category Codes (See PO Category Codes.) 

	Asset Status
	Asset Status codes describe where the asset is in its life cycle and include:
I  -- In Service
D -- Disposed (Retired)
A – Received (Not in Service)
M – Suspended
P – Pending Disposal
R – Requisitioned
S – Surplused
T -- Transferred” (Interunit – between Business Units)
W – Work in Progress

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

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

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

	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 “Using SWIFT Queries for Clean Up and Review” 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 ID’s determine default values for the asset, such as 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)”.
If a Profile ID is entered for the PO line, an asset will be created in the Asset Management Module.
For a list of current Profile ID’s, run the SWIFT query: M_AM_GBL_ASSET_PROFILE. See the “Using SWIFT Queries for Cleanup and Review”.

	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”.

	Recategorize
	The process for changing an asset’s category code (“Recategorize”). See the “Recategorizing an Asset (RCT)” topic for additional information.

	Transaction Date
	The Transaction Date is the date the asset begins service. Calculated depreciation will begin on this date. This date must be the same or earlier that the Accounting Date.



Released [Released Date] (Version #)
		Page 0

Released December 4, 2015 (Version #4)
		Page 195
image86.png
Favorites  Main Menu > Asset Management > Asset Transactions > History > Review Cost

ENewwindow  ? Help [

Unit: 61001 000000000880 PRINTER

Tag: 1589470 Transfered

Book Name: HINN

Minnesota State Book

Total Cost: 0.00

Currency: usD

Trans.

Acctg Date Type. Quantity  Total Cost Detail
107012011 ADD. 10000 100.00 Detail
2081412015 TRE 10000 -100.00 Detail

Trans.
T Fund  FimDeptD  Appropd Category Detail
ADD 1000 G1034400  G100009  SENHW Detail
TRF 1000 G1034400  G100009  SENHW Detail

[@ Seve | A RetumtoSearch | (] Notfy |




image87.png
Favorites - Main Menu > Asset Management > Asset Transactions > History > Review Cost

&0 New Window
(_CostHistory List |
Unit. G1001  AssetiD: Tag: 1589470 Transfered
Book Find |
Book Name: MINN Hinnesota State Book Currency: UsD
Acctg Date: 08/14/2015 Trans Date: 08/1412015 08/1412015 953:021
Trans Type: TRF Out AssetTransfer =)
Trans Code: unit: Go201
Cost: -100.00 USD AssetID: 000001413249
Base Cost: -100.00 USD
Salvage:
Quantity: -1.0000 Rate Type: CRRNT
Convention: Al Rate Effat: 0110111990
useriD: 00637208 Exchange Rate:
Category: SENHW Sensitive Asset- IT Hardware
Cost Type:
Fund Code: 1000 General
Financial Department ID: 61034400 MNIT Data Warehouse
Appropriation ID (CF3): 6100009 Management Senices





image88.png
Favorites - Main Menu > Asset Management > Search for an Asset

& New Win
saarch for an Asset

roont D psersous RSt mpenprcsse©
Tag Number: Q Group ID: Q
Serial ID: Q

ctstons S e JE—
PO Unit: Q@ Receipt Unit: Q AP Unit: Q PC Bus Unit: Q

000001413110 Convection Steamer Kettie Comb. i





image89.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/ Transfer Asset

Asset Cost Adjust/Transfers.

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

i

n Exi

rch Ci

BusinessUnit. = + o201 Q
Assetldentification: begins with ~ (000001413110

Tag Number: begins with ~

Parentin: begins with ~ Q
Description: begins with ~

Asset Status: - - .

Include History [[] Case Sensitive

|- Searen [ Clear. gasicsearen ) save searen citeriz

Search Results

sq Number Parent 1D Deseription Asset status
|G0201 (000001413110  [(blank)  |(blank) |Convection Steamer Kettie Comblin Senvice |





image90.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset

Unit  Go201  AssetiD: 000001413110 Convection Steamer Kettle Comb Tag: In Senice.

Transacti foerar0ts |5 [¥] Copy Changes to Other Books

Accounting Date: 08142015 [ | franser Other Books by: Amount -
Transaction Code: Q Adjust Other Books By: Amount -
Rate Type: [CRRNT Q@ Include Convention: ‘Exclude Convention -

Action: Recategorize -

Return to Search ) pdsicDispiay | ) Incude History





image91.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset
& New Window  ? Help [ Personalize Page

Unit G201  AssetiD: 000001413110 Convection Steamer Kettle Comb Tag: In Senice.

Change Location

Iinnesota State Book _ Base Currency:

[1.0000 31,450.00] 000 [NcPEQ @ Q [co201 ]

Fund Fin DeptiD AppropiD SWCost  SubAcct Project AgeyCost1  Agey Cost2
5400 0244171 021801 G02PIC239

& Return to Search

Main Transaction| CostInformation




image92.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset
&New Window  ? Help [ Personalize Page

Unit G201  AssetiD: 000001413110 Convection Steamer Kettle Comb Tag: In Senice.
Change Location

Iinnesota State Book _ Base Currency:

[1.0000 31,450.00] 000 [FQUP @ Q [co201 ]
Funa Fin Deptid Appropid SWeost  SubAcct  Project AgeyCost1  Agey Cost2
5400 Go244171 co21801 GozPHC239

& Return to Search ) upsateiniey| | include History.

Main Transaction | Cost Information




image93.png
Favorites - Main Menu > Asset Management > Asset Transactions > History > Review Cost

ENewWindow ? Hep [ Personalize Page [,

Cost History Detail [ Non. List_( Non. Detail

Unit G201 AssetiD: 000001413110 Convection Steamer Kettle Comb Tag: In Senvice.

Book Name: MINN Minnesota State Book Currency: usD

hecgoeTrene Quantty  TowiCostOewi "™ funa  Fmoeptd  Approp® Cotegory Deta out ot
Toenanots ADg 907Dl AD) SO0 GO244T71  GO21E01  NGPEQ Dl
2021812015 /ADD 1.0000 22,063.13 Detail /ADD. 5400  |G0244171 6021801 INCPEQ il

4081412015 RCT -1.0000 3145000Detall  RCT 5400 G0244171  G021801  NCPEQ Detal O o

Return to Search

CostHistory List | Cost History Detail | Non Cap History List | Non Cap History Detail




image94.png
Favorites | Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

Asset Basic Information
Enter any information you have and click Search. Leave fields blank or a list of all values.

Add a New Value

BusinessUnit. = + [Goz01 Q
Assetldentification: begins with ~ (000001413110

- Search | Clear|pasic searcn [ Save Searcn Crtenia

Search Results

Business Unit Asset Identification Taq Number Parent ID Description ‘Asset Type Asset Subtype
60201 000001413110 |(blank) |(blank) |Convection Steamer Kettle Comb Equipment (lank)





image95.png
Favorites | Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

[Convection Steamer Kettie Comd Short Desc: [Convection £
Q sea# Q
Taggable Asset Tag Number:

Asset Class: Q
Asset Type: Equipment - a
Asset Subtype: Q Capitalized Asset
“Asset Status: In Senice -
Acauisition Date: fo2r1112015 ) Available For Use
Placement Date: fo2r1112015 2] In Physical Use

_— Composite Asset
Colateral Asset: T Composite Asset ID: Q
“Acquisition Code: Purchased -
FERC Code: Q
Financing Code: Q
Fair Value: 0.000 Appraisal Date:
Replacement Cost: Last Update: ]
Index Name: Q
Subindex Name: Q
Parentchid: None v parentin:
Profile ID: NCP_EQR05 Q
BookPage SetRangDinfo Atachments (0)
Fair Value Details

[Bv Ada] [ UpsatDispiey| ) moude istory | [ Correct History





image96.png
Note: Changing the profile ID will not resultin any other updates (8010,330)

Changing the profie ID will not change the asset book information or category. This update will only change the profile ID on the asset table.

[




image97.png
Favorites | Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

ENewWindow ? Help [ Personalize Page

000001413110 Convection Steamer Ketle Comb, InSenice

[Convection Steamer Kete Comb. Short Desc: [Convection £

Q sea# Q
Taggable Asset Tag Number:

Asset Class: Q Auction Status:
Asset Type: Equipment - Region Code: Q
Asset Subtype: Q Capitalized Asset
“Asset Status: InSenice - Now Asset
Acquisition Date: 02112015 5 Available For Use:
Placement Date: 0211172015 5] Physical Use

_— Composite Asset
Collateral Asset: . Composite Asset ID: Q
“Acquisition Code: Purchased -
FERC Code: Q
Financing Code: Q
Fair Value: 0.000 Appraisal Date:
Replacement Cost: Last Update: ]
Index Name: Q
Subindex Name: Q
Parentchid: None v parentin: ag
Profile ID: EQUP10 Q
BookPage SetRangDinfo Atachments (0)

Fait Value Details

[Bv Add| |5 Updsicissiay | /) nciude History | | B Correct History.





image98.png
Favorites  Main Menu > Asset Management > Depreciation > Review Depreciation Info > Asset Deprecition

Unit: G201 AssetiD: 000001413110 Convection Steamer Kettle Comb___ Status: In Senvice.
Information

Profile Ib: EQUP10  Equipment-10Yrs
Asset Class:

Tag Number:

Acauisition Code: 3

Acauisiton Date: 021112015

Book  Description Currency  Method Convention

AMINN  Minnesota State Book usD StraightLine. A

Return to Search

Asset | Depreciation | Period Depreciation




image99.png
Favogtes | Man Menu > Asset Mapagement > Deprecation » Review: Depjecation Info 5 Asset Depracaton

e
fsset_ Period Depreciation
Uit Goz01 Assetid: 000001413110 Convection Steamer Kette Comb _ Status: InService
Book Name: i Hinnesota State Book. Currency: USD  Stop Depr when NBV < Salage: v

Cost: 3145000 As Of Fiscal Year: 06~ periot: 2
Saivage Value: 000

Accum Depr: 274786 Calouiate NBV

et Book Valve: 2670214

[1ris assetnas pending depreciaton ofsome ransacton

Yearly Deprociation

Year DeprecationAmt  Fund  Findeptd S
2015 1ms9s0 G0t |
e 5324775400 Go284171

20z 5498505400 Go24171

2018 0498595400  Goze4171

2019 0438505400 Go2e4171

2020 3790855400 Go2s4171





image100.png
Favontes | Main Menu > Asset Mapagement > Search for an Asset.
Bewinton &7
Search for an Asset

unit: [Goz0 A Book: [ aQ Parent ID: aQ
Category: [ Q Location: [ aQ ArealD: aQ
Assatio: g Assotsiatus: inserve V] impaiment processing: [ —
‘Tag Number: I Profile 10: [ Q Group ID: Q
st [ Tesraaie: | Q

Jo—— P——
pount [ @ Receiptunit: [ Q ot [ Q  pcBusuit [—Y
bono: [ ReceptNo: [ Vouher: [ projectin: | E—
Dcostiomaton  ClAcqistion fomaton o captar s ™)
| osean | cew oritpown To: {00

O /0001 o130 Comectonseamer et Como_ Eadpment I senvee.





image101.png
Favorites | Main Menu > Asset Management > Deprecation > Review Deprecation Info > Asset Deprecation > Basic Add > Define Tax/Depr Critera

( Book-Tax |

Unit G201  AssetiD:

Trans Date:
eciation Attributes:

foerarz01s )

Accounting Date: 08/1412015

000001413110 Convection Steamer Kettle Comb

Tag:

In Senice.

Profile ID:

EQUIP10

ENe

o
“Book Name: i Minnesota State Book Base Currency: “

Status: Deprecizble T 31,450.00

I Service Date: 02112015 ]

Begin Depr Date: 02012015

Convention: ‘Actual Month - Adjust Conv: Actual Honth e
Retire Conv: ‘Actual Month - Retire Option: Caleulate GainlLoss e
“Method: ‘Siraight Line ~ Calculation Type: Remaining Value -

Percent:

mitpet Lowt Monthly

Useful Life: 120 DB Pct:

Schedule: Method ID: Q

voPID: “Avg Option: No Averaging -

End Date: Future Depr Yrs:

‘Special Terms
saivage
Muli-Shift Code:
Impairment Process Information

(@ save | (& Retumtoseaen | [ttty |

‘Book - Depreciation | Book - Tax




image102.png
Favorites | Main Menu > Asset Management > Deprecation > Review Deprecation Info > Asset Deprecition

Asset

unit:

( Period )

G201 AssetiD:

000001413110 Convection Steamer Kettie Comb

Minnesota State Book

31,450.00
000

246283
2898717

Currency:

Status:

As Of Fiscal Year:

In Senice.

USD  Stop Depr when NBV < Salvage:

ENew

Y

2018 ~

Veur boprocatonamtFunaFmoepto | S o N
2015 1838595400  G0244171 (G02PMC239 16021801 NCPEQ
2016 -1,838595400  G0244171 (GO2PMC239 (G021801  NCPEQ
2016 5028075400  G0244171 (GO2PMC239 (G021801  EQUIP
2017 3078285400  G0244171 (GO2PMC239 (G021801  |EQUIP
2018 3078285400  G0244171 (GO2PMC239 (G021801  EQUIP
2019 3078285400  G0244171 (GO2PMC239 (G021801  |EQUIP
12020 3078285400  G0244171 (GO2PMC239 (G021801  EQUIP
2021 3078295400  G0244171 (GO2PMC239 (G021801  |EQUIP
2022 3078285400  G0244171 (GO2PMC239 (G021801  EQUIP
12023 3078295400  G0244171 (GO2PMC239 (G021801  |EQUIP
2024 3078285400  G0244171 (GO2PMC239 (G021801  EQUIP
12025 1795675400  G0244171 (GO2PMC239 (G021801  |EQUIP





image103.png
Bt ite S uiontog s eruivin 3 g A skt Rt
[ T——

Moitan Recepts

Receiving

snessune ot x

[E— i close stor e sl fomaten

FE == st £ e




image104.png
Favorites - Main Menu > Asset Management > Search for an Asset

& New Win

Search for an Asset
unit: (61001 Q Book: Q ParentID: Q
Category: Q ArealD: Q
Asset ID: %1143 Asset Status: In Service M Impairment Processing: h
‘Tag Number: Q Group ID: Q
Serial ID: Q

Agditional Search Criteria Charifeld Search Crteria
PO Unit: Q  Receiptunit: Q AP Unit: Q  PcBusunit [ a

Unit  AssetiD Description AssetType  AssetSubtype 129 Serial D

© G1001 000000001143 ‘Scanner, Prnter Equipment





image105.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset

Asset Cost Adjust/ Transfers.

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

Business Unit: - G001 Q

Assetidentification: begins with ~ %1143

Tag Number: begins with ~

Parentin: begins with ~ Q

Description: begins with ~

Asset Status: - - .
Incude History [ Case Sensitive

- Seareh || Clear |pasic searcn [ Save Searcn crtenia

Search Results





image106.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset

000000001143 Scanner, Printer Tag: In Senice.

(] Copy Changes to Other Books

Transaction Date: 097202015 [

Accounting Date: 0913012015 [ Transfer Other Books by: Amount

Transaction Code: Q| Adjust Other Books By: mownt -
Rate Type: [CRRNT & include Convention: Exclude Convention —

) UpsateDispiay | ) include History





image107.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset

& New Win

Unit  G1001  AssetiD: 000000001143 Scanner, Printer Tag: In Senice.

MINN Hinnesota State Book  Base Currency: USD  Convention: Actual Month -

20000 saeze w0 [iceea| [ w001 )
fung  rineptn Sweost  swat proest Aoy Cost1 geyCost2 Appropd
) c1000es
Adiust Current Row By: v Y ()

Return to Search

Main Transaction | Cost Information




image108.png
Fovomes | MainMenus > AssetManagement > SearchforanAssst > Coot Adiet/Transfer Asset
re——s

Nt Gio01  AssetiD: 000000001143 Scanner, Prver Tog: Insenvice

Book Name: NN Minnesota Siste 800 Base Currency: USD__ Convention: [faivon V]

ot Costinformation





image109.png
Brvewwinc

ry— pocene w2090 co | T . (00 (] BIE

Adjust Current Row By: [ o ¥ pooy

@ see A Remiosearsn () ity sy | 23 memsaey
Main Transadtion | Costinformaton





image110.png
Favorites . Main Menu > Asset Management > Asset Transactions > History > Review Cost

Cost History Detail [ Non. Non Detail

Unit  G1001 AssetiD: 000000001143 Scanner, Printer Tag: In Senvice.

Book Name: MINN Minnesota State Book Currency: usD

Total Cost: 320875

Return to Search

Cost History List | Cost History Detail | Non Cap History List | Non Cap History Detail




image111.png
Favorites . Main Menu > Asset Management > Search for an Asset

Search for an Asset
- arch Criteria

unit: [G1001
Category:

Asseti: 1143
Tag Number:

Serial D:

Additional Search Criteria

‘Acquisition Details

PO Unit:

Q

Receipt Unit:

In Senice.

Q

Q

Chartfield Search Ciiteria

Q

AP Ut

ParentID:
ArealD:

Impairment Processing:

Group ID:

& New Win

AssetType

1001





image112.png
Ehew

fomamrasmcoen |

J— i f—

‘Original Asset 1D: 000000001143 Scanner, Printer Acclg Dete:

Acision Dt oozt Tans o -
“Currency: luso. aQ “Rate Type:

“Num of Asset Copies to create: 2

[ Asset Acquisition Info.

) Assat on Capitalized Cost @ Assot Atbutes nfo @ nsset Loase lto





image113.png
pssoti: [FETZJoescriton: Scamner, Prter Fnancial Parent 0: oA





image114.png
‘Ongial Assetin:
‘Acquistion Date:
“currency:

[E—Y
ot s Copsocrete: G

[ Asset Acquisiton o 9 Asset Comments.
) Asset on Capitalzed Cost
@ Asset antenance nfo

@ Assetinspecton nfo

P P— [—
7 Taggabie Asset “Tag Number: [ssoss. Physical Component of: am





image115.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

Asset Basic Information

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

\clude History [7] Correct History [ Case Sensitive

- Seareh || Clear |pasic searcn [ Save Searcn crtenia





image3.png
Asset Life Cycle

PO/AP Module
Integration
Purchasing & Receiving
(Physical Information)
(Received (Not In Service))
Asset Management Payment Project Costing
Express Add (Financial Information) (Seldom used)
Copy Asset
Basic Add

Physical Information Financial Information
* Description * Cost Adjustments

* Location *Transfers

* Custodian * Funding Changes

* Manufacturer * Recategorizations

* Other * Depreciation





image116.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

unit G001  AssetiD: 000000001144 Scanner, Printer Tag: 90008 In Senice
on
[Scanner, Printer Short Desc: k3
Q sea#
Tag Number:

Asset Class: Q

Asset Type: Equipment - a

Asset Subtype: Q

“Asset Status: In Senice -

Acquisition Date: loera02015 5]

Placement Date: 09202015 Z]

Collateral Asset: -

e Q

“Acquisition Code: Purchased -

FERC Code: Q

Financing Code: Q

Fair Value: 0.000 Appraisal Date:

Replacement Cost: Last Update: ]

Index Name: Q

Subindex Name: Q

Parentchid: None Parentin: ag

Profile ID: NCP_EQR05 Q

BookPage SetRangDinfo Atachments (0)

Fair Value Details

[@ Seve | A RetumtoSearch | (1) Frevous | [V NextinLit |

Ev Add| |3 Upcsiemispiay | () incude History | B Comect History |

General Information | Operation/Maintenance | Asset Information | Asset Acquisition Detail | Location/Comments/Attributes | Manufacture/l icense/Custodian | Asset Supplemental Data | Us





image117.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

General Information _ Operation/Maintenance __ AssetInformation Location/Comments/Attributes | [¥)

unit G1001 000000001144 _ Scanner, Printer Tag: In Senvice.
‘Acquisition Find |

Description: [Spitfrom Asset 000000001143
System Source: M
Incentive ID:
Quantity: 1.0000 Base Currency: usD Interfaces Info.
‘Amount: 0.00 Currency: usb & Category: Q
Sales Tax: 000 CostType: Q
Use Tax: 0.00
Freight: 0.00)
Misc Charge: 0.00
‘Total Amount: $0.00 B
To be Capitalized
Profile ID: INCP_EQP05 Q_  Default Book: MINN Trans Date: 10012015
Rate Type: [CRRNT _|& Acctg Date: fo012015 |5
7] Accum Deprin Current Pd Quantity: 10000 Trans Code: |
O Amount: 000 USD
[ save| [ RetumtoSearch | (o) #revous it | (E NextinList | [Br Add| 1] Updeicisiey | /) incude History | | B Correct History |

General Information | Operation/Maintenance | Asset Information | Asset Acquisition Detail | Location/Comments/Attributes | Manufacture/L icense/Custodian | Asset Sup




image118.png
Warning — You have chosen to save your changes without having capitalized the acquisition detaillines. (8005,40)

There is atleast one acquisition detail ine that has not yet been capitalized. To capitalize the acquisition etailline, you must press the Capitalize button before pressing Save.

Ifyou do notwantto capitalize this asset yet, then you may save without capitalizing.

o]





image119.png
Favorites - Main Menu > Asset Management > Asset Transactions > History > Review Cost

Asset Cost History

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

G001 Q
1144

- Seareh || Clear |pasic searcn [ Save Searcn crtenia

Search Results





image120.png
Favorites = Main Menu > Asset Management > Asset Transactions > History > Review Cost

(EEEEEER costHistory Detail_) Non Cap History INon Cap History Detail

Unit  G1001 AssetiD: 000000001144 Scanner, Printer

Tag: 99998 In Senvice.

Book Name: MINN Minnesota State Book Currency: usD

Total Cost

322875

Return to Search

Cost History List | Cost History Detail | Non Cap History List | Non Cap History Detail




image121.png
Favortes | Man Menu > Asset Magagement > Search for an Asset

Drien
Search for an Asset

it oo

- Q oo [ a [ a
Category: [ Q Location: [ a Area s a
Assett: haser stts:  impoimentProcessing: ]

[
“Tog Humber: [ Profie 0: [ a Group1D: aQ
[





image122.png
Favortes | ManMenu > Asset Magagement > Search for an Asset

Driew
Search for an Asset
nie: [c1001 Q Book: [ Q Parentio: Q
category: [ Q Location: [ Q Arsa: Q
Asseti0: [ Asset Status: ~ impairment Processing: -
Groupio: a

s





image123.png
Favorkes | Man Menu > Asset Mapagement > Search for an Asset

Drew
Search for an Asset

e oot Q g0k [ a fu— a
Category: Q Locaton: [ Q Areae: a

raser: hose s impomen processa: -
Tog Humber: protie 0: < Groupio: [ a
pe

poume [ @ Rocoptune [ Q  awwe [ Q ecausume [§ a
pome: [ Rocaptio: [ Voscher: | projcti: [ a
) costimtomaton ) cqusiton nformatan ltocaton Clton CoptaAsset Dlcustoson  Cltesse tiny

| cen orikoown T — Seec Component — - oo

One sset o Contnve

© G1001 000000000081 E-Custe 1016278454421 Dl o T Hardware Recaed (it Senice)

© 61001 000000000083 ot 4539978108 Dl 2230813 T Haraware Recaes it sonice)





image124.png
Favorites | Main Menu > Reporting Tooks > Query > Query Viewer

Query Viewer

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

“Search By “query Name -

begins wih
Advanced Search
Search Results
roderview AlFoGEs <

M_AM_GBL_ASSET_STATUS_A

g
s
g
s

Runto Runto Runto Addto
Query llame Description HTML Ecel XL Favorites
M_AM_GBL_ASSET_STATUS_A RECEIVED (NOT IN SERVICE) __ Public HTUL Excel XUL Schedule |Favore





image125.png
Favorites ' Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

m Related Documents Information | ( Payments | Voucher Atributes | Error Summary

Business Unit: 61001 Invoice Date: 0912012015
VoucherID: 00014275 Invoice No: 1234867
Voucher Style: Regular Invoice Total: 9,00000  ysp
Contract ID:

Vendor Name: RICOH AMERICAS CORP A Pay Terms: Net0
3601 EISENHOWER AVE #400 Voucher Source: Online
ALEXANDRIA, VA 22304
Entry Status: Postable Origin: ONL
Match Status: Matched Approval History Created: 0912012015
Approval Status: Approved Created By: 00637298
Modified: 0913012015
Modified By: 00637298
ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid

“View Related PaymentInquiry v o

|@ save QX RetumtoSearch 1 PreviousinList ] Nextinlist (] Notify | Refresh | B

Summary | Related Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary




image126.png
Favorites . Main Menu > Asset Management > Asset Transactions > History > Review Cost

Cost History

Non Cap History List

Cap History Detail

Unit.  G1001  AssetiD: 000000001046~ Coffee for Retirement Seminar Tag: Received

Total Cost: 0.000

AcctgDate  TransType  InOut Quantity Total Cost

§
B

& Retum to Search

‘Cost History List | Cost History Detail| Non Cap History List | Non Cap History Detail




image127.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assefs > Basic Add

0 New

W Operation/Maintenance | ( Asset Information |~ Asset Acquisition Detail _ Location/Comments/Aftributes | ( Manufacture/License/Custodian | [

000000001046~ Coffee for Refirement Seminar

‘Asset Information

Unit  GI001  AssetID:

FERC Code:

Financing Code:
Fair Value:
Replacement Cost:

Index Name:
‘Subindex Name:

Parent/Child:

Profile ID:

Book Page

Eair Value Details

ShortDesc:
Seq#:
Tag Number:
Received (Not in Service)
[ —]
T —
.
Foess V|
 a
&

0.000 Appraisal Date:
[ LastUpdate:
&

I

Nore V] paemm:

e —Y
SetRagD I

e

Auction Status:
Region Code:
(I capitalized Asset

[ Available For Use:
CJin Physical use

[ composite Asset
Composite Asset D:

Attachments (@)

Not allowed to be Auctioned

e

CESJETE)|

Add | [ UpcsieDispiay| | Include History | |B# Comrest History |

‘General Information | Operation/Maintenance | Asset Information | Asset Acquisition Detail | Location/Comments/Attriutes | Manufacture/License/Custodian | Asset Supplemental Data | User De




image128.png
Unit. G1001  AssetID: 000000001045 Coffee for Retirement Seminar Tag: Received

‘Acquisition Details Fing |
Description: [Coffee for Retirement Seminar =
System source: PO Oniine Entry Panel v
Incentive ID:
Quantity: 1.0000] Base Currency: USD  Interfaces Inf.
Amount: 15400 Currency: USD'Q category: Q
sales Tax: 11.36] Cost Type: Q
uUse Tax: 0.00] ‘Acaisiton Detail Chartfelds
Freight: 0.00)
Misc Charge: 0.00)
Total Amount: sz B
Capitalize: o be Capialzed v
[ Capitalization Information
Profile ID: [NCP_EQUIP |Q  Defauit Book: MINN Trans Date: 092015 |5
Rate Type: [CRRNT Left o Capitalize e
[ Accum Depr in Current Pd Quantity: 1.0000 Trans Code: <
Amount: 16536 USD

[BeAda) (0 Upiicisis] (25 ncuce ity | ([ Goect oy |

‘General Information | Operation/Maintenance | Asset Information | Asset Acquisition Detail | Location/Comments/Altributes | ManufacturelLicense/Custodian | Asset Suppler




image129.png
000000000001

Room Rental for Training Tag:

Received

0201 )

[G104THFLOD|Q

400 CENTENNIAL BLDG
STPAUL

RANSEY

MN Minnesota
USA United States

Effective Sequence:
N MANAGEMENT & BUDGET

Jurisdiction:

Longitude:
Latitude:




image130.png
Favorites | Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Non-Fin Asset

unit G100 000000001046~ Coffes for Retirement Seminar Tag: Received

P— P—
Aca Code: Puchased DotTime: 06022015 248357M

“Ret Type: Retrement by Sale. ~

Lease Information

Lease ID: Inception Date: 1110012015

Vendor ID:





image131.png
Favortes | Man Menu > AssetManagement > Asset Transactions > Owned Assets > Basc Add

‘Generalinfomation ) (OperaionMtaitenance ) Assetinformation  (EETEITLTAlN “LocsionCommentsitioues | B

P ——— P
P o — EE
o —

Profile 10: INCP_EQPO5 @ Defauit Book: MINN Trans Date: 1100272015

Rato e Gy recavate gz

[ Accum Depr in Cyrrent Pd o000 Trans Code: ~
[ oo ] i SR

@ e A RewmtoSeorch ¢f) Preveusnbat (] oo B Ada| (£ Upstensies] (D mende atory | |2 Comecthstory |

General information | Qperation/Maintenance | Asset Information | Asset Acquisiion Detail | Location/Comments/Atiibutes | ManufadurelLicense/Custodian | Asset Sups




image132.png
- Capitalization Information
Profie I e Detault Book: N

Rate Type: Cmmme Len o cavaize |

[ Accum Depr in Current Pd Quantiy: 10000 Trans Code:
376775 USD

Amount:
‘Asset &Cost Information g Frst K 1or1 O st
Satvage

Booklome __ Quantty
Q. 100 376775 uso B |

Cotegory  CostType Accomdepr
jicrea Q. Q |

Y70 Depr

‘Appropld

FnDepi0 Sweost subAcct Projst
Q [c100085

Funa
5200 @ [cioamsio @ [ @ [

&) nchce istory | | [ Correctistory

@ Swe| & RetmioSewcn| 1] Preveus nLst




image133.png
Favorkes | ManMenu > Asset Management > Asset Transactons > Owned Assets > Basc Add

riewn
(EEEITETI operssoniaintensnce | Assetinormation || AssetAcauistion Detail_ | LocatonCommentsiAtibutes | ManufactuenicenseCusiodan | B

Assetn: 000000001145 Scanner, Priner T 9999 Recenes

Profhe 0: [Ner_garos

Bookage SeiRandDm. Aachments ©)





image134.png
Favorites | Main Menu > AssetManagement > AssetTransactions > History > Review Cost

Asset Cost History

Enter any information you have and click Search. Leave fisids blank for a st of ll values.

Business Unit:  [= v [Go201 Q

Asset Identification: contans _ v/][1413110 ]

Tag Number: begins wih || ]

Parent ID: begins wih V|| <Y
Description: begins wih V|| ]

Asset status: B Vi
Capitalized Asset: [V Vi

[Jcase sensitive

- Seareh || Clear. |gasic Searcn [ save search crtera

Search Results
——— 728 Number Prent D Descripion sset Staus Capalzed Asset
|G0201 000001413110 (blank) (blank) |Convection Steamer Kettie Comb/In Service |Capitalize





image135.png
Favorites  Main Menu > Asset Management > Asset Transactions > History > Review Cost

& New Window (& Personalize Page

Cost History Detail [ Non. List_( Non. Detail

Uit G0201  AssetiD: 000001413110 Convection Steamer Kettle Comb Tag: In Senvice.

Book Name: MINN Minnesota State Book Currency: usD

Total Cost: 2832056

et Cost Information

Return to Search

Cost History List | Cost History Detail | Non Cap History List | Non Cap History Detil




image136.png
Favorites - Main Menu > Asset Management > Asset Transactions > History > Review Cost

ENew Window  [&f Personalize Page &

Cost History Detail [ Non.

Non Detail

Unit G201 AssetiD: 000001413110 Convection Steamer Kettle Comb Tag:

In Senice.

Book Name: MINN Minnesota State Book Currency: usD

Return to Search

Cost History List | Cost History Detail | Non Cap History List | Non Cap History Detail




image137.png
Favorites . Main Menu > Asset Management > Asset Transactions > Hitory > Review Cost

EINewwindow [& Personaiize Page B

Cost History Detail [ Non. List_( Non. Detail

Unit G201 AssetiD: 000001413110 Convection Steamer Kettle Comb Tag:

In Senice.

Book Name: MINN Minnesota State Book Currency: usD

Return to Search

CostHistory List | Cost History Detail | Non Cap History List | Non Cap History Detail




image138.png
Favorites . Main Menu > Asset Management > Asset Transactions > Hitory > Review Cost

Unit. G201 AssetiD: 000001413110 _ Convection Steamer Ketle Comb Tag: In Senvice.
Book Find |
Book Name: MINN Hinnesota State Book Currency: UsD

Acctg Date: 02/18/2015 Trans Date: 02/1112015  DatefTime Stamp: 0612212015 7:38:56PM
Trans Type: o0 ssetAddiion Information

Trans Code: unit:

Cost: 22,0833 USD. AssetID:

Base Cost: 22,0833 USD. Book:

salvage:

Quantity: 1.0000 Rate Type: CRRNT
Convention: Al Rate Effat: 0211112015
useriD: FIOPRO1 Exchange Rate:

Category: NCPEQ Non Capital Equipment

Cost Type:

Fund Code: 5400 Plant Management

Financial Department ID: 60244171 Public Relations

Appropriation ID (CF3): 6021801 Plant Management

Sub Account (Class):

Statewide Cost (Prog):

Agency Cost 1 (CF1):
Agency Cost 2 (CF2):
PC Business Unit:

Project: GO2PMC239 STAS CAFE





image139.png
Favorites - Main Menu > Asset Management > Accounting Entries > Review Financial Entries.

Unit. G201 AssetiD: 000001413004 CENTURY POWER EQUIP

Tag:

1625030

B Now Window [ Person

InService

Book Name: MINN Minnesota State Book

Accounting Entries

Base Currency:

usD

2112203

| D save| (& RetumtoSearch | (=] Notiy | [ Refresh

List | Detail




image140.png
Favorites  Main Menu > Asset Management > Accounting Entries > Review Finandial Entries.
Asset Accounting Entries
Enter any information you have and click Search. Leave felds blank for a st of allvales.

Fing

g

[~ search Criteria

Business Unit:  [= /] G201 Q
Asset dentiication: [begins with w/][000001413004 ]
Tag Number: begins wih V|| ]

ParentID: begins wih /|| Q





image141.png
| D save| (& RetumtoSearch | (=] Notiy | [ Refresh

List | Detail




image142.png
Unit: G0201  Asset ID: 000001413004  CENTURY POWER EQUIP Tag: 1625939 In Service
Book Name: MINN Minnesota State Book Base Currency: usD
Details Fing | view Al
Tran Amt: 2112283 cumrency:  |USD] “Acctg Date: (0372312015,
Amount: 2112263 Distribution Statu )
“Category: EQUP|  Equipment Distribution Type: Fred Asset v
Cost Type:
Account: 771000
Fund Code: 5400 Pant Management
Financial Department ID: G0234100 Leases - Director
‘Appropriation ID (CF3): 6021801 Plant Management
Sub Account (Class):
‘Statewide Cost (Prog):
‘Agency Cost 1 (CF1):
‘Agency Cost 2 (CF2):
PC Business Unit:

Fund Affilate:

> Trans Type

oL unit: Noot Ledger Grp: FULLACGRUE Ledger: FULLACCRUEDate: 03232015  PS/GL Dl

Journal ID: AMO2151604 Instance: 13600859 *Template: [A5D AM Additions.





image143.png
Favorites . Main Menu > Asset Management > Deprecation > Review Deprecation Info > Asset Deprecation

Asset Depreciation

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

[Go201 Q
[%1413110

- Seareh || Clear |pasic searcn [ Save Searcn crtenia

Search Results
Business Unit Asset Description Asset Status
60201 1000001413110 |(blank) | (blank) |Convection Steamer Ketle Comb In Senvice





image144.png
Favorites . Main Menu > Asset Management > Deprecation > Review Deprecation Info > Asset Deprecation
&0 New Windo

000001413110 Convection Steamer Kettle Comb___ Status: In Senvice.

NCP_EQPOS  Non-Capital Equipment- 5 Yrs

B
0211112015

Return to Search

Asset| Depreciation | Period Depreciation




image145.png
Favorites | Main Menu > Asset Management > Depreciation > Review Depredation Info > Asset Deprediation

Period Depreciation
e ———— [
P T — comry > soppmprwmen v <sooge v

Cost: 28,320.56 As Of Fiscal Year: 2016 V| Period: 4
Salvage Value: 0.00
Aceum Depr:

oeor: assrt (ST
Net Book Value: 2486345
Yearly Depreciation

. W Sub. i Agey Agey Cost.
Year DepreciationAmt  Fund FinDeptiD Sub roject &Y, A, ApopD  Cagoy S e
12015 1838595400  G0244171 (G02PMC239 6021801 NCPEQ
2016 5687205400 (GO264171 G02PMC238 co2ie0t  NcPEQ
2017 5803175400 (GO264171 G02PMC238 co2te0t  NCPEQ
2018 5803165400 GO264171 G02PMC238 co2ie0t  NcPEQ
2010 5803175400 (GO264171 G02PMC238 co2te0t  NCPEQ
2020 3385185400 (GO264171 G02PMC238 co2ie0t  NcPEQ
< I >

& Retum to Search

‘Asset | Depreciation | Period Depreciation




image146.png
Favorites . Main Menu > Asset Management > Depreciation > Review Depreciation Info > Asset Depreciation

Unit. GO201 AssetiD: 000001413110 Convection Steamer Kettle Comb. Status: InService

USD  Stop Depr when NBV < Salvage:

- Depreciation Attributes

Method:  Straight Line Calc Type: Remaining Value

In Service Dt: 021112015
Useful Life: 0 Periods. Convention: v

Begin Date: 020112015
] Low value [] Derogatory Depreciation

Depr Status: Depreciable
End Date: Future Depr Yrs:





image147.png
Favorites . Main Menu > Asset Management > Deprediation > Review DeprecationInfo > Asset Depreciation

Asset | Period Depreciation
Ut Gomr Awetn nein Coneston s Kt ot I
‘Book Name: MINN ‘Minnesota State Book: USD  Stop Depr when NBV < S:Iv.p
PP cocre Remanng e
£ s j—
et J— Comvnton: s
segn ot Ju—
[]Low Value [7] Derogatory Depreciation Depr Status: Depreciable
. [,
28,32056 As Of Fiscal Year: 2020/ Pperiod: | 12
o v o
e oo,
o a0t e
o v o

Yearly Depreciation

Vear DeprocsonAmt  Fund  Fndeptd %, S prjct A M opopn ooy SO bc
2015 1,838.59 5400 GD244171 ‘GD2PMC239 G021801 NCPEQ
2016 5687205400  G0244171 (G02PMC239 16021801 NCPEQ
2017 5803175400  G0244171 (G02PMC239 6021801 NCPEQ
2018 5803.165400  G0244171 (G02PMC239 16021801 NCPEQ
2019 5803175400  G0244171 (G02PMC239 6021801 NCPEQ
2020 3385185400  G0244171 (G02PMC239 16021801 NCPEQ
< >

& Retum to Search

Asset | Depreciation | Period Depreciation




image148.png
Favorites | Main Menu > Asset Management > Depreciation > Review Depredation Info >~ Asset Deprediation

~ Asset  Depreciation \'Wlm
P S — [

P ————— cumoney: _usp

Accum Yea: [ v] [ GetPeiodDepr |

Depr_ Accum Adjustment
Period Depreciation | Fing | &
vear Cry— Funa rnoeptp S, S poect  ASY ASY apond  Categor
e i e [ 5D [ v e
e b e mm o0 ot = oz ored
e b e s D [mmmm e el
TR —— o0 ot = oz ored
e e s D [mmmm e el
e & e mm o0 ot = oz ored
e b e s D [mmmm e el
e o e mm o0 ot = oz ored
e b e s D [mmmm e el
TR —— o0 ot = oz ored
e i o s D [mmmm e el
PR —— o0 ot = oz ored
< I >





image149.png
Favortes  Man Menu > Asset Management > Deprecation > Review Deprecation Info > Asset Deprecation

Lot TN PeioaDopsciston |

Uit Go201 Assetin: 000001413110 Convection Steamer Kette Comp _ Status: In Serice

‘Book Name: i Minnesota State Book Currency: USD  Stop Depr when NB < Saivage: v

et Book Value

@ NewWindow & Personalze Page |

4412635000
4412635000
4412625400

4412635400
2574035400





image150.png
Favorites . Main Menu > Asset Management > Depreciation > Processing > Calcuiate

Depreciation Calculation

Run Control ID:

ARUPDATE

Report Manager

Process Wonitor

Book Name:

From Asset D:

A

G201 Q
Wi Q
000001413110 @

Process Frequency:

Delete Stage Row:

To AssetID:

Aways

Current

000001413110

Q

| save| | RetmtoSearch | =] Notity | Refresh





image151.png
Favorites - Main Menu > Asset Management > Deprecation > Processing > Calculate

Process Scheduler Request
UserID: 00637298 Run Control ID: ARUPDATE
Server Name: [PSIiT B Run Date: 08142015 |5
Recurrence: - runTmefez2zm [ Resetto CunentDatermime |
Time Zone: [CST Q. et Time wS)
Process ame  Process Type ‘format  Distribution

[@  Calculate Depreciation AN_DEPR_ CALC  Application Engine  Web  ~ TXT + Distrioution





image152.png
Favorites . Main Menu > Asset Management > Depreciation > Processing > Calcuiate > Process Monitor

ENewWindow (& Persona

Select Instance  Seq. Process Type Processlame  User  RunDatefTime Runsmws  DSUDUton ooy
[ 15045049 ‘SOR Process AMDPCALC 00637298 08/24/2015 1:01:45PM CDT Success Posted | Details
] |15045048 Application Engine. AM_DEPR_CALC 00637298 0812412015 1:01:01PM CDT Success  |Posted |Details

Go back to Depreciation Calculation

Process List| Senver List




image153.png
Favorites . Main Menu > Asset Management > Deprecation > Review Deprecation Info > Asset Deprecation
& NewWindow & Personaize Page

et | Period Depreciation
e o mssetl om0y Comonsamarins oy s nsars
T curmey: Uk soperwnen v <sovage
Method: ‘Straight Line. Calc Type: ‘Remaining Value
— J—
vt Ay Comenon ...
ot .
Cltowvalue 0 Depr Status: Depreciable
ot -
2832056 As Of Fiscal Year: 2016 ~ Period: 2
oo o
oo
b zesssr "~ Carer |
oo Seon
= ——
P S e —— ) - 2o ey p—
12015 1,838.59 5400 60244171 /G02PMC239 INCPEQ
s saeragoin ezt Ccoorucn horea
12017 5,803.17 5400 60244171 /G02PMC239 16021801 INCPEQ
Fm samadoion ezt Ccoorucn oo poreo
12019 5,803.17 5400 60244171 /G02PMC239 16021801 INCPEQ
oo poreo
5





image154.png
Favortes | Man Menu > Asset Management > Asset Transactions > AssetDspossl > Retre/Renstate Asset

(IR Coopmere) oy s opvwtemmon ) (e o)

Eniewwindow 7 Help [ Person

N .
- foansa0ie Accopow: [09052075 i Cinpaysicaitze
ﬁ—
f— o

T — R RN

(7] Copy Changes to Other Books. Cost: 27710
o - -
ot Code [Retemenetysae ) .
Quantity: k2 Retirement Amt: 000) uUsD
‘Removal Cost: 0.00] RCCurr:. ‘Base Removal Cost: 000
e o o °
Convention: Actual Month ) ‘Accum Depr: 000
—— o o
e o =

A Rewmtosewen (51 oty

Rt Assets | Qher Ogtons | B Charfel| Bl Ioraton | LocalTax




image4.png
Favorites . Main Menu > Asset Management > Asset Transactions > Owned Assets > Express Add
&0 New Win

information

uni: 1001 AssetiD: NExT
Profile 1D: Q Trans Date: 072812015 ]

pton: Acctg Date: 072812015 )
Location: @ MNWANAGEMENT &BUDGET  Trans Code: -
‘Tag Number: Currency: [usD Q

Accum Deprin Current Pd Rate Type: CRRNT -





image155.png
Favorites . Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Asset

Asset Retirements.

Enter any information you have and click Search. Leave fisids blank for a st of ll values.

[~ search Criteria

Business Unit: G001 Q

Asset dentiication: [contains__w/[[1122 ]

Tag Number: begins wih || ]
ParentID: begins wih || Q
Description: begins wih || ]

Asset Status: v <
[case sensitive

S5 s o [ savm s ctena

Search Results

Business  Asset Tag Parent Asset
Unit ldentification  Number jp Deseriofion Status
1007 000000001122 (blank) |(blank) |AUDIOMISUALVIDEO EQUIP I Service





image156.png
Favortes | Main Menu > Asset Management > Asset Transactons > Adset Dispossl > Rebre/Reinsate Asset.

(I gveropions oy Grases_ aniomaten
U G101 AssetlD  0ODDDDIZ2  AUDKOMISUNADEOEQUP  Tog:
ToansDote: (10102575 accuoute: | [OEET]  pmerye: [T V]

Bowinon [ Person

Insence
inPhyscal use

(7| Copy Changes to Other Books.

— [
spossl Cose: | e T —]
Quantty: [ Retrement Amt:
Remowcas: [ 00 pcour [0 Bas Removai Cos:
Procests: 59 ocur 5] B baseprocesas:
Conventon: oo,
TansCode: | — Gantoss:
e otn: Wovertoe Accum P
S|

A Renmosemen | (5 hothy
Retre Assets | Qther Oglons | By Chratteld | Bil nomaton

cost: 22153

5555!
&




image157.png
Favorites  Main Menu > Asset Management > Asset Transactions » Asset Disposal Retre/Reinsite Asset

Eewwingon [ Persor
(TS overoptons | ( By Grariel ) i normaton
At Gio01  Assetin: 000000001122 AUDIOMSUALMDEO EQUIP Tag: Insenvee.
Trans Date: cctgoate:  [TIADEE Ratotype: [TV i physicalUse.

o s 200 - [

i [ o f—— 5] veo
Remov Cost: O o
et becum: B oot om
Convention: [ Ae— A Accum Depr: 000

T o | —— Gantons am

"l overrde Accum Overrided Accum:





image158.png
Favorites  Main Menu > Asset Management > Asset Transactions > Amtlzslﬂ > Retire/Reinstate Asset
B Now Window [ Person

Other By Chartfield Information
Unit:. G1001 Asset ID: 000000001122 AUDIONVISUALIVIDEO EQUIP Tag: In Service
Trans Date: 11102055 X[ Acctg Date: 10205 B Rate Type: CRRNT V| []in Physical Use
[ T — wcwo o mor s
[ s o romo

opy Changes to Other Books Cost: 228153
Retirement

Daterrime: .- Rot Staus: o
P = —

Quantty: EE I Retirement Amt: uso
Remova Cost: T o A e =
Proceeds: 00 prcum USDIQUB:  Base proceeds: 05
Convention: ‘Actual Month v - o
Trans Code: hd Gain/Loss: 000
Retie Option: e Gatans 2] Hoveraen

Retire Assets | Other Options | By Chartfield | BillInformation




image159.png
Customer General Info

Sold To Customer: Q Sold Loc:





image160.png
Favorites  Main Menu > Asset Management > Asset Transactions > AssetDisposal > Retire/Reinstate Non-Fin Asset

Non-Financial Asset Retire
Enter any information you have and click Search. Leave fisids blank for a st of ll values.

Fi

an Existing

[~ search Criteria

BusinessUnit: [ V| G100t Q
Asset Identification: [contains _v/][1141

Parent ID: begins with v/ Q
Tag Number: begins with V|

Description: begins with V|

Composite Asset O

‘Composite Asset ID: begins with V| Q
FERC Code: begins with v Q
[Jcase sensitive

Search || Clear|gasic Search [g) Save Search Criteria




image161.png
Favorites . Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Non-Fin Asset

000000001141 Epson Replacement Lamp Tag: Received

& Trans code: Q

AcaCode: Puchased DaeMme:  0B0s2015 1121308

“Ret Type: Retirement by Sale

Information
Lease D Inception Date: 0810612015
Vendor ID:

Vendor Contact:





image162.png
Favorites . Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Asset

Asset Retirements.

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

G001 Q
[%1089%

- Search | Clear|pasic searcn [ Save Searcn Crtenia

Search Results

sq Number Parent I Deseription
G1001 (000000001089 |(plank)  |(blank) |ReblacementiampforPT-FA30F InSenice |





image163.png
Favorites . Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Asset
EDNewWindow ? Help & Persona

Other | By Chartfield ) Bill information |

Unit 1001  AssetiD: 000000001089 Replacement Lamp for PT-F430F  Tag: In Senice.

Trans Date: [08r10/2015 Acctg Date: [08r10/2015 Rate Type: CRRIT -] [l Physical Use

Book Fin

BookMame: NN Winnesata State Book Base Currency: uso asor oartoz01s
Retire As: Reliement by Sale -] (6o (EReinstai Quantity: 07200
7] Copy Changes to Other Books Cost: 27710

Datertime: osr10rs 1141870 Ret staus: Unetred
epomeons

Quanty: [ 7 Retiement Amt:

Removal Cost: RCCurr: Base Removal Cost: 000
Proceeds: Pru: [UsD] B Base proceeds: 000
Convention: Actual Month M Accum Depr: 0.00

H
g
g
i

000
Retiro Option: Galaulal GainLoss - Cloverride Accum Overrided Accum:

& Return to Search





image5.png
Favorites = Main Menu > Asset Management > Asset Transactions > Owned Assets > Express Add





image164.png
Favorites . Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Non-Fin Asset

Non-Financial Asset Retire

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

Business Uit Asset Identification Parent ID Taq Number Description ‘Asset Status Composite Asset Composite Asset ID FERC Code

|
;
:





image165.png
Favorites . Main Menu > Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Non-Fin Asset

-Financial Retire

it Gt Assel 00000000000z ReptcamentLamp Tag: Dipose
F— romscorer [
e
nca o J— T
“Ret Type: Retirement by Sale -
et g
[ ncepion e aarozais
Vendorto

Vendor Contact:





image166.png
M_AM_GBL_ASSET_PROFILE- Lists current Asset PROFILE_|

Download results in

View Al

SetiD  Profile ID
1 SHARE BLDG_DEPR
2 SHARE BLDG_IMPV.
3 SHARE BLDG_LHI

4 SHARE BLDG_NOND

5 SHARE BLDG_OL

Excel SpreadSheet CSVTextFie XWLEie (62 kb)

Descr Asset Desc
Buildings - Buildings -
Depreciable. Depreciable
Building Building
Improvements  Improvements

Buid - Leasehold  Build - Leasehold
Improvements
Buidings -Non  Buidings - Non
Depreciable. Depreciable

OPERATING  OPERATING.
LEASE BUILDING LEASE BUILDING

Capitalize Taggable

57

57

N

Acg  Asset Threshold

Code Type
P Faclty
c  Faciity
C  Propery
P Faclty
P Faclty

Category Convention

BLDG

BDIMP

BDIMP

BDNON

LBLD

A

AM

A
AM
A

Reli® Method Life ~ Salvage%  Category Eff Date

Conv

A

: z oz oz

sL

st

sL

MN

sL

420 0.00000000000000 BLDG

420 0.00000000000000 BDIMP.

420 0.00000000000000 BDIMP.

0 0.00000000000000 BONON

420 0.00000000000000 LBLD

o101/1901

o101/1901

o101/1901

o101/1901

ot/01/1902




image167.png
M_CG_GBL_CATEGORIES_ASSETS- Categories with Asset Profile

Download results in

View Al

SetiD

SHARE
SHARE
SHARE
SHARE
SHARE
SHARE
SHARE

NooswN s

Excel SpreadSheet CSVTextie XuLEle (41kb)

21101701
21101703
21101704
21101708
21101708
21101800
21101900

Category Code

Asset Profile
NCP_EQP10
FLEETI0

FLEETI0
NCP_EQUIP
EQUIP10
NCP_EQP10
NCP_EQUIP

Mowers > Agricultural machiner
Harvesters > Agricuitural mach
Combine harvesters > Agricultu
‘Threshing machines > Agricuitu
Crop dividers > Agricultural m
Dispersing and spraying appia
Poultry and livestock equipmen

Descript

First [ 1-10001 212 [3] Last




image168.png
M_AM_GENERAL_INFO - ASSET, COST, LOCATION, DESCRIP

Business Unit: 61001
Profile ID OR %: %

Asset tatus 1, A, D, %: %
View Resuls |

Download results in :  Excel SpreadSheet CSVTextrie XuLie (957 kb)

View Al
Tag ize Aca mig Serial Date Hazardous \,\ In Service
Uit AssetiD 1o Descr ShortDesc Status  Profile I Capitalize Aot Acq Date 9 Manufacturer Model 572! Dt VIN " e
1 G1001 000000000001 Room Rental for Training RoomRenta D LSE_BLDG N P 03102011 N 08/102011
Ricoh MPC4501
000000000002
2 G100t e o0 o RicohMPC4 D NCP_EQPDS N P 03102011 N 08/102011
Ricoh MPC4501
000000000003
3 G100t ELaned RicohMPC4 D NCP_EQPO5 N P 03102011 N 08/102011




image169.png
M_AM_GENUSER_INFO

61001

[~ ViewResuts |

Business Uni

Download results in :  Excel SpreadSheet CSVTextrie XuLie (2008 kb)

View All

Uit AssetD T Desr  ShortDesc Stus Profleld Capiaize A3 Aca Date MY Manutocurer Model SO5al Dae Hazadous y I Seice
1 owotomoooon  SOFWARELGENSE SOFTWARE | gmygorr v omriaorn N ottt
2 cuoonoooooss  QUINETOSTIO gugior | sevsor v b oamuaoit N oawzott
3 G1001 000000000003 InstaliShield Professional jizgpy; 1 NCP_SOFT Y P 081722011 N 081712011




image170.png
M_AM_GENERAL_LOCATION3 - VARIABLE INPUT OF LOCATION

Location % OK: 3 x

BusinessUni: 61001
Status 1,0, A, P OR%: 1

View Results |

Download results in :  Excel SpreadSheet CSVTextrie XLie (913 kb)

View Al

B User User User User User User User User .
Unt Location  AssetlD Saus (% seraiD Deser ShortDesc Manufactrer  Model  EnDate Fia Fla Fla Fa Fla Fa Fd Fg

1 2 3 4 5 6 1 8§ "W

SOFTWARE LICENSE  SOFTWARE

000000000004
1 G001 GI04THFLOD 1 P e & 071172011 020

‘Quotation #4709700 -

000000000005
2 G1001 GI04THFLOD 1 oo Quotation 081032011 020
3 G1001 GI04THFLOD 000000000008 | InstallShield Professional ngpasni 081772011 020
4 G1001 G104THFLOD 000000000010 | Ricon SP 2410sF Ricon SP 3 077252011 040

‘wiadditional p




image171.png
M_AM_BU_CAT_STATUS - ASSETS BY BU, CATEGORY, STATUS

Business Uni 61001
Category Or %: %

Beginning Acctg Date: [05/01/2015 |5
Ending Acctg Date: (087202015 |5

Statusl,Dor%: [

View Results |

Download results in :  Excel Spreaosheet Csv TextFie xuLFle (1 kb)

vonst i ] Lt ara ] o

. Tag in D Acca i soice s

Uit Asset T8 = ShortDesc Category Profie D % Aopropid Funa TS cost status Quanty SE181 viv

Totot ovoonnnis7  ERNPONIETSES gy ooy NGPEQ  NCP_EQUIP GTAAODD G1o0008 1000 ADD 16630201 0GRS 09HOROTS 1000

2 toon ooooooootizs AUDIOMSUALMOEO 5,0isy NGPEQ NGP_EQUIP G100 GIOOane 1000 ADD 3237001 ORGAZ01S GsMORO1S 10060

5 G100t 000000001133 Deluay Devey  FLEET FLEETIO  GHOSHS00 GIO00SS 520 ADD 200001 ORZ320iS GeteRots 1000

4 G1001 000000001140 Dell Venue 11Pro (7140)  peyvenye  SENHW 'SEN_ITHW G1031200 G100001 1000 ADD  1130.060 | 06/30/2015 06/29/2015  1.0000

@10




image172.png
M_AM_GBL_ASSET_STATUS_A - RECEIVED (NOT IN SERVICE)

Business Unit: (1001
View Results |

Download results in :  Excel SpreadShest CSVTextrie XLEle (9 kb)

View Al
. Tag sys PO . Sched Vendor o Receipt jisttn DSt invoic
unit  Assetio . f Descr  ShortDesc Status (0¥~ PONo. 5O Line S0 vendoriD o ReceiptNo N[TEP! Recvbistin G5 Invoice  Amount
E-Quote
1 G1001 000000000081 1016278454421 E-Quote 10 A PPO 3000000452 1 2 10000212415 000000036 1 2 1 121531
Dell Pro
Quote
2 G1001 000000000083 #500078108  Quote#599 A PPO 3000000453 1 2 10000212415 0000000387 1 2 1 101786
Dell 2230d La
E-Quote
3 G1001 000000000122 1005761171139 E-Quote 10 A PPO 3000000584 1 2 10000212415 0000000772 1 2 1 2074413

OptiPlex




image6.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Express Add
D New Win

uni: G101 AssetiD: NexT
profile 10: [Eauros Trans Date: 072812015 ]
Description: [Equipment Description Acctg Date: 0712812015 2]
Location: [G104THFLOO | @ MN MANAGEMENT & BUDGET Trans Code: .
Tag Number: Currency: =) Q

Accum Deprin Current Pd Rate Type: CRRNT -

MINN a[s 750000 usp B 0.00)





image173.png
M_AM_GENUSER_INFO_CAFR_NULL - ASSETS NOT INCLUDED IN CAFR QU

BUSINESS UNIT INCL %: (1007
[ ViewResuits_|

Download results in :  Excel SpreadShest CSVTextrie XLl (1kb)
View Al First [ 1-1of 1 Last

Fin  Agey Cost Agcy Cost

; Tag short In Service
Unit  AssetiD Descr Depti 5 Y%t AppropiD Category Qty Cost

Number Desc Dt
1.G1001 000000001143 T T 1 EQUIPDS 100612015

Status Profile ID A9 Funa




image174.png
M_AM_GENUSER_INFO_CAFR_ORDER - ASSET FIN,TAG,LOC,PURCH,PROJ

unit R %: oot
Category OR % F ]
Status OR 5: &l

Fund OR %: E

Beginning Accounting DT: [06/01/2075 5]
Ending Accounting DT:  [06/30/2015 [
[ ViewResults |

Download results in :  Excel SpreadShest CSVTextFie XLEle (8 kb)

Viewan

Unit  Assetip T8 Descr Category ProfileiD % AppropiD Fund Cost Jon®
ot ooy S0PRS003 e, op e GAG35000 G100 1000 1693020 ADD
21001 covongorzs. AUDOWISUALVIDEO e ccu 1006000 G10008 1000 323700 ADD
3 61001 000000001138 Delvery FLEET FLEETIO  G1031500 G100085 29,000 ADD
4 61001 000000001140 Delvenue 1P senw SENITHW G1031200 G100001 1000 1130.060 ADD

(7140) (210-

Status

Acctg In Service .
i by AcaDate Location  Description
MN
06/08/2015 06/10/2015 061012015 G104THFLOD MANAGEMEN
&BUDGET
N
0610812015 06/1012015 06/10/2015 G104THFLOD MANAGEMEN
& BUDGET
N
0672372015 06/16/2015 0611612015 G104THFLOD MANAGEMEN
&BUDGET

N
0613012015 0612972015 06/20/2015 G104THFLOD MANAGEMEN
& BUDGET




image175.png
M_AM_GENUSER_INFO_CAFR_ASSETID - ASSET FIN,TAG,LOC,PURCH,PROJ

unitoR %: foi00t
Category OR % F ]
Status OR 5: &l

Fund OR %: E

‘Beginning Accounting DT: [01/0122015 [
Ending Accounting DT: [09/302015 |5
Beginning AssetD: 000000001737 |
Ending Asset ID: 000000001737 |

View Results

Download results in :  Excel SpreadShest CSVTextrie XLEle (2 kb)

View Al
y Tag Fin Trans. Acctg  In Service »
nit  AssetiD (1@ Descr Category Profieid PR AppropiD Fund Cost 2" status VI AcqDate Location  Description  Address
{Eeon N 400
Powerlite
161001 000000001137 PN NCPEQ  NCP_EQUIP G1039000 G100009 1000 1833020 ADD | 0G/08/2015 06/10/2015 06/10/2015 GIO4THFLOD MANAGEMENT CENTENN

= &BUDGET  8LDG




image176.png
Favorites | Main Menu > Reporting Tools > Query > Query Viewer

Query Viewer

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

“Search By Guetame  +  pegnewn  WALGENERALWFO ]

Search | Avanced Search

Search Results.

“FoldervView —AlFolders— =

Runto Runto Runto Addto
aan Schedule o gites

Owner Folder

Query ame

HTML Excel
REZEEPSHIENED, HIML Excel MU Schedue  Eavorte

M_AM_GENERAL_INFO et Public





image177.png
M_AM_GENERAL_INFO - ASSET, COST, LOCATION, DESCRIP

Busnessumt (61001
Proflemorss [
Asset Status |, A, D, %: [% |
(vowrons |
Nomacing vl wer fund.
UnASSE T e SIOT iy PO iz ACT ACT M gty hoge S0 D HATAous uuy o ry cost Locaton Descrpton sats (7%, O, PO

x Source Unit No.




image178.png
By T 8 ssternas

File Edt View Favorites Tools Help

M_AM_GENERAL_INFO - ASSET, COST, LOCATION, DESCRIP

Business Unit: G1001
Profile ID OR %: %

Asset Status, A,D,%: [%

ViewResus |

Download results in: Excel Spreasheet CSvTexFie XiLFie (957 kb)

View a1
Unit  Assetmp | T29 Descr
n Number "
1 G1001 000000000001 {Room Rental for
Training
Ricoh HPC4501
000000000002
2 |ctom Includes 100 she
3 G1001 000000000003 [Facoh MECAS01

Includes 100 she.

ShortDesc  Status.

RoomRenta D

Ricoh IPC4 D

Ricoh MPC4 D

Acq

ProfilelD  Capitalize Soqt AcaDate

LSEBLDG N

NCP_EQPOS N

NCP_EQPOS N

®

B

®

08/1012011

08/1012011

08/1012011

(LN

Serial Date Hazardous ., In Service

D Made Asset ™ pt
N 0811022011
N 0811022011
N 0811022011




image179.png
INTFC_ERRORS_INTFCID - Prompt on Interface Number

Intertace0:[ 174
ViewResuts |

I nticd I Tine Nam unit Er status

What do you want to do with qxs?

Size:6.00 KB
Type: Microsoft Excel 2003
From: fms.swiftstatemn.us

> Open

The file won't be saved automatically.

2 Save

2 Saveas





image7.png
(TN T Y —Y al af o feioes
‘Book Name. Quantity Cost salvage. =
N Qs [ 750000 uso B [ 000 3

Category. CostType. Accum Depr YTD Depr

[ a | a | ) [ 359 uso

Ry o ket proect o Ageycomz

(T ST — —Y af Q[ Q feiooss





image8.png
“Asset Status:
FERC Code:

Acauisiton Date:
“Acauisition Code:
Collateral Asset:

Parentichild:

Q seqi:

In Senvice.

0712812015

Purchased

None

ParentID:

SetRandDinfo..

Hazardous Code Info...





image9.png
Serial ID:
Asset Class:

“Asset Status:
FERC Code:

Acquisition Date:
*Acquisition Code:
Collateral Asset:

ParentChild:

Equipment

seq#:
inSenice

0728120715

Purchased o

None ParentiD:

‘SetR and D nfo.





image10.png
Favorites . Main Menu > Asset Management > Asset Transactions > Owned Assets > Copy Existing Asset
I New Window [

Business Unit: G100t Trans Date: 10282015 X5
Original Asset ID: 000000001141 Epson Replacement Lamps - see Acctg Date: 10282015 [

Acquisition Date: 10282015 & Trans Code: V]
“Currency: lusD Q *Rate Type: [CRRNT Q.

Num of Asset Copies to create: 1 Steatend s

Asset Acquisition Info Asset Comments Asset License/Register Info
[JAsset Non Capitalized Cost Asset Attributes Info Asset Lease Info
Asset Maintenance Info Asset Warranty Info Asset Insurance Info

Asset Attribute Groups Info

Asset Inspection Info

Description: Financial Parent ID:

‘Tag Number: Physical Component of:
Serial ID:

MINN Minnesota State Book. Base Currency: usD
7]
Fing | & |

‘Quantity cost Currency  Salvage Value Currency  Category CostType

1.0000) 138.18] USD 000] UsD NCPEQ | Q

[@ save | [ RetumtoSearh | =] Notiy | 4 Refres





image11.png
Favortes | Man Menu > Asset Management > Search for an Asset
Enowvingon ? Holp [ Personalze Page

Search for an Asset
e G001 Q Book: a Parentio: Q
Categon: [ Q Locaton: a Arearo: a
— 0 hosot e nsenes | pamentprocessing: -
Tootumber: | protiro: [ a Growio: “
Serialo: [ Threshoid 10: Q

sasions sean ity naessezncieiy

oume [ Q Recetunic [ Qe | Q  rcasume [—Y





image12.png
Favorites - Main Menu > Asset Management > Asset Transactions > (PnnedvAsﬂs > Copy Existing A
Copy Asset

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

G001 Q
1141

Q

Q

- Seareh || Clear |pasic searcn [ Save Searcn crtenia

Search Results





image13.png
o001 Trans ate:
0000001141 Epson Repiacement Langs -see. Acctg Date:-

‘Acauisiton Date:

Trans Code:
Num of Asset Copies o create:
[ Asset Copy Optons
ZAsset Acquisiton o [ Asset LicenseRegister nfo
DAsset Non Captaized Cost D Asset Ativutes info S Asset Lease nfo
DAssat aintenance nfo D Assat Warrany nfo
Dnssetnspection nfo [ nsset Atiibute Groups o

S O Rewmiosescn () Moty |1 Reesn




image14.png
o Trons Date:
000000001141 Epson Repacement Lamps -see Accg ostes
o] TronsCoe:
[Co— “Rate Type:
Num of Asset Copies (0 creat: R e
(Y Asset Acquisition Info [FAsset Comments. (FAsset LicenseRegister Info
[ asset Non Capitalized Cost [ZIAsset Attributes Info. [ Asset Lease Info
[ZJAsset Maintenance Info (ZJ Asset Warranty Info. [FAsset insurance Info.

Asset inspection nfo lnsset Attibute Groups nfo





image15.png
Favortes | Main Menu > Asset Management > Asset Transactions > Owned Assets > Copy Existing Asset

Business Uni: . Trans Date: [P x5

Original Asset ID: 000000001141 Epson Replacement Lamgs - see Acctg Dete: fosara0ts 8
Acaution e oo | L T —
*Cumrency: uso Q “Rate Type: [CRVT
[

(¥ Asset Acquisition Info. (¥ Asset Comments. (¥ Asset LicenselRegister Info

(T Asset Non Capitalized Cost. (¥ Asset Attributes Info [ Asset Lease Info.

(¥ Asset Maintenance Info ¥ Asset Warranty Info (¥ Asset insurance Info.

(¥ Asset Inspection Info (¥ Asset Attribute Groups Info

o . Esonenations r—— [y
() Taggable Asset. ‘Tag Number: Physical Component of: am

[ oo [ i uso [ o uso forea @ [ &





image16.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add
& New Window  ? |

InSenice
Short Desc: k3
Q sea# Q
Tag Number:
Q Auction Status:

Asset Type: - Region Code: Q
Asset Subtype: Q ) Capitalized Asset
“Asset Status: InSenice - New Asset
Acquisition Date: (072372015 5 wailable For Use
Placement Date: 072312015 5] Physical Use

_ Composite Asset
Collateral Asset: . Composite Asset ID: Q
“Acquisition Code: Purchased -
FERC Code: Q
Financing Code: Q
Fair Value: 000 USD  Appraisal Date:
Replacement Cost: Last Update: ]
Index Name: Q
Subindex Name: Q
Parentchid: None v parentin: ag
Profile ID: Q
BookPage SetRangDinfo Atachments (0)





image17.png
Favorites  Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

Asset Basic Information

an Existing Value |

Business Uit [G7001 2,
Asset identiication:

Add |





image18.png
& New Window 2

etinformation Asset Acquisition Detail |~ Location/Comments/Attributes | Manufacture/License/Custodian [}

unit 61001

Asset Class:
Asset Type:

Asset Subtype:
“Asset Status:
Acquisition Date:
Placement Date:
Collateral Asset:
“Acquisition Code:
FERC Code:
Financing Code:
Fair Value:
Replacement Cost:
Index Name:
‘Subindex Name:

ParentChild:

Profile ID:

BookPage

AssetiD:

[2014 FORD Focus GL Red 1234567

raggable Asset

0712412015

0712412015

In Senice. -

Purchased -

Short Desc:

‘Tag Number:

‘SetR and D nfo.

ParentID:

ABC123456799

In Senice.

am

Attachments (0)





image19.png
Favorites  Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

& New Window 2 |

Assetinformation | Asset Acquisition Detail  ~ Location/Comments/Attributes |~ Manufacture/License/Custodian [}

NEXT

Tag:

ABC123456799 In Senvice.

Manufacturer Information

Serial ID:
Mg :

¥Z-123-ABD-456-DEFG

[FORD HOTOR CO

use As Tool

Charge Back

Default -

Non-Owned Asset

"Hazardous Code Info.

AssetiD:
Contact:
Phone #

@

[Smith, John

6512224444

ation





image20.png
Favorites = Main Menu > Asset Management > Asset Transactions >

General Information | Operation/Maintenance |~ Asset Information

unit G1001

Owned Assets >

B

Basic Add

Location/Comments/Attributes | [¥)

Tag:  ABC123456799 _in Senvice.

‘Acquisition Details

usD
=3

‘Acquisition Detail Chartfields

Interfaces Info.
Q category:
Cost Type:

[ Coptaze | Amount:

Description:
System Source: -
Incentive ID:

Quantity: 1.0000
Amount: 000
Sales Tax: 000
UseTax: 000
Freight: 0.00)
Misc Charge: 000
Total Amount: 5000

To be Capitalized
Profile ID: Q@ Default Book: NN
Rate Type: CRRNT |
Accum Deprin Current Pd Quantity:

1.0000
000 USD

“Trans Date:
Acctg Date:
Trans Code:

0712412015

0712412015

- L.:p\lnhlnlmn Information





image21.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

Lzl
General Information | Operation/Maintenance ocation/Comments/Atiibutes [
unit G001 Tag:  ABC123456799 In Senice
Acquisition =7
Description: [2014 FORD Focus GL Red 1234567
System Source: -
Incentive ID:
Quantity: 1.0000] Base Currency: usD Interfaces Info.
Amount: 15000.00 Currency: USDIQ category: Q
SalesTax: 114375 CostType: Q
UseTax: 000
Freight: )
Misc Charge: 000
Total Amount: s @
To be Capitalized
Profile ID: Q@ Default Book: HINN Trans Date: 0742015 |5)
Rate Type: CRRNT Acctg Date: oraz015 |5)
Accum Depr in Current Pd Quantity: .0000 Trans Code: .
(o Gaptalin—— Amount: 000 USD





image22.png
Favorites  Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

Acquisition Details

AP Unit: Q PS/Accounts Pavable Drilldown

Voucher ID: Q Invoice Number:

Vehr Line: Invoice Date: ]
Distrib Line:

Vendor ID: Q

PO Unit: Q BURecv: Q
PO No: Q Receipt No: Q
PO Line: Receipt Line:

Sehed Num: Ship Seq:

Distrib Line: Distrib Ln:

PSIPO Receiing Diilldown





image23.png
Favorites  Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

Acquisition Detail Chartfields

Fund Code: F200 | ManagementAnalysis
Financial DepartmentID: ~ [61037610 | Training & Development
‘Appropriation ID (CF3): [ctoooss &

Sub Account (Class): ]
Statewide Cost (Prog):

Agency Cost 1 (CF1):

L L L L

Agency Cost2 (CF2):
PC Business Unit:
Project:

Activity:

Ig

Source Type:
Category:
Subcategory:

| ok | Cancel |




image24.png
Favorites | Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

General Information | Operation/Maintenance |~ Asset Information

Tag:

Location/Comments/Attributes | [¥)

usD
=3

ABC123456799 _In Senvice.

Find |

Interfaces Info.
Q category:
Cost Type:

Unit  G1001 _ AssetiD: NEXT
‘Acquisition
Description: [2014 FORD Focus GL Red 1234567
System Source:
Incentive ID:
Quantity: 10000
Amount: 15,000.00
Sales Tax: 114378
UseTax: 000
Freight: 0.00)
Misc Charge: 000
Total Amount: 51614375
“Capitaize: To be Capitalized -
Profile ID: FLEETOS |Q  Default Book: NN
Rate Type: [CRRNT
Accum Deprin Current Pd Quantiy:
(o Gaptalin—— Amount:

1.0000
16,14376 USD

“Trans Date:
Acctg Date:
Trans Code:

0712412015

0712412015

[~ Capitalization Information





image25.png
Default Book: MINN Trans Date: [o72e2015 &

Profie 10: Leeros
Ty Lo o Coptaize Acctg Date: s 8

Rate Type:
Accum Depr in Current Pa Quantty: 10000 Trans Cote:
Amount: 1614375 USD

‘Asset &Cost iformation
satage.

Bookame  Quantty
o Q [1.0000 1614376 uso B 161438

Category 1D Depr.

costType Accum Depr
usp

T
PCBusiness Unt  Acty

[FLEET Q Q [
Crartlds pessnoce s
AscyCostt  ApeyCostz  Appropid

SWCost  SubAcct Project

al al Q

R r—
20 @ G0 Q |

Q [ciowes Q





image26.png
- Capitalization Information
Profie Fleeos Q@ Trans Date: orzaz0ts |5
Rate Type: rRNT I Accty Date: a8

10000 Trans Code: C

Accum Deprin Current Pd
1614376 USD.

‘Asset &Cost Information Fing First K1 1071

Book Name Quantity Cost salvage
[MINN @ [10000 [ 1614376 USD 1,614.38]

Category CostType. Accum Depr YTD Depr o
[FLEET Q| Q[ usD

Chartfields Fist K 1071
Appropid PC Business Unit  Acti

Fund Fin Depti SWCost SubAcct Project AgeyCost1  Agey Cost2

5200 /@ (61037610 @ | Q[ Q[ Q[ Q[ Q [c1o0086 @

Bl i





image27.png
Favorites | Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

|
General Information | Operation/Maintenance et Information ocation/Comments/Atiibutes [ .
Unit  G1001 _ AssetiD: 000000001144 Tag  ABC123456799 In Senice

‘Acquisition Details

Description: [2014 FORD Focus GL Red 1234567

System Source: -

Incentive ID:

Quantity: 10000 Base Currency: usp Interfaces Info

Amount: 1500000 Currency: category:

Sales Tax: 114376 Cost Type: L&

UseTax: 000

Freight: 0.00)

Misc Charge: 000

Total Amount: s B

Aready Capitalized -

B+ Add| |/ Updateisplay | /2] include History | | B Correctistory





image28.png
Warning — You have chosen to save your changes without having capitalized the acquisition detaillines. (8005,40)
There is atleast one acquisition detail ine that has not yet been capitalized. To capitalize the acquisition etailline, you must press the Capitalize button before pressing Save.

Ifyou do notwantto capitalize this asset yet, then you may save without capitalizing.

|





image29.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

07242015 |5
[G104THFLOD|Q

Q

400 CENTENNIAL BLDG
STPAUL

RANSEY

MN Minnesota
USA United States

Authorized

Effective Sequence:

N MANAGEMENT & BUDGET

Jurisdiction:

Longitude:
Latitude:

[Smith, John

5185

07242075 [

ABC123456799

In Senvice

=

(0712412015 3:15:20P11

[Smith, John

Enter comments here.





image30.png




image31.png
[~ Physical and Custom Attributes

0712412015

RED

79.000)
60.000)
90.000)

'999999999.000)

Height Units:
Width Units:

Length Units:
Weight Units:

Power Rating Units:

P L L L

Ig





image32.png
Custom Aftributes Fing 10r1

Attribute Attribute Name. Value

[GooD Q@ Asset Condition, Good 15000 | [0 |Q





image33.png
Long Description:

2014 FORD Focus GL Red 1234567 e





image34.png




image35.png




image36.png




image37.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

iion Detail ) Location/Comments/Afiribues.

Unit: G1001  AssetID: 1000000001141 2014 FORD Focus GL Red 1234567 Tag: ABC123456799  In Service
Serial ID: [XYZ-123-ABD-456-DEFG.
Manufacturer ID: [FORD MOTOR CO Q
Manufacturer ame: [FORD MOTOR CO
Modet: [Focus (QURLID i i govimme penURL |
Product Version: oL Production Date: 21252013 =
plant: [DEARBORN Contact: jones, Pauia
s [087ABCoS4DEF 3212 sku:





image38.png
[ ree E

AgencyD: fpuv Q. pepartment ofotorVeticies
Vendor: Q

Reg#: [1234567892XB789123Y

Issue Date: 0724015 gl

Expiration Date: 07242016 gl

Renewal Date: 06012015 gl

Reg. Name: [Minnesota Hanagement & Budget

Comment:





image39.png
- Custodian Information Fing | View All_Firt

07728205 5 Effective Sequence: 0 [ITnis Assetis Offsite

Effective Date:

Custodian: [Smith, Jonn

000072345 |Q

Authorized Y] Date: 7282075 )
Bmihdom





image40.png
Financial Department ID:
Appropriation ID (CF3):
Sub Account (Class):
Statewide Cost (Prog):
Agency Cost 1 (CF1):
Agency Cost 2 (CF2):
Project:

P L L LLLSL





image41.png
Favorites - Main Menu > Asset Management > Asset Transactions > Owned Assets > Basic Add

@ | WanufaciurelLicenseiCustodian _ [ Asset Suppiementai Data _ ([IEEEEITCEI

Unit  G1001 AssetiD: 000000001141 2014 FORD Focus GLRed 1234567  Tag:  ABC123456799  In Senvice

User Field 1

User Field 2

User Field 3

User Field 4

User Field 5

User Field 6

User Field 7

User Field 8

User Field 9

User Field 10





image42.png
Favorites - Main Menu > Asset Management > Search for an Asset

ENewWindow 7 Help [ Personalize Page Bt

Search for an Asset
unit: (61001 Q Book: Q ParentID: Q
Category: Q Location: Q ArealD: Q
AssetID: Asset Status: In Serice. ¢ Impairment Processing: M
‘Tag Number: Profile ID: Q Group ID: Q
Serial ID: Threshold ID: Q
Agtional Searc Citteria Chartfield Search Crieria

PO Unit: Q  Receiptunit: Q AP Unit: Q PC Bus Unit: Q
PO No: Receipt No: Voucher: ProjectID: Q





image43.png
Favorites . Main Menu > Asset Management > Search for an Asset
I New Window [ ¢

Search for an Asset
[~ Asset Search Criteria
unit: [G100t Q Book: Q ParentID: Q
Category: Q Location: Q AreaD: Q
Asset 1% Asset status: In Service M| impairment Processing: Vi
‘Tag Number: Profile ID: Q Group ID: Q
Serial I Threshold ID:
Adgitional Search Crteria Chartficlg Search Criteria

‘Acquisition Details
PO Unit: Q Receipt Unit: Q AP Unit: Q PC Bus Unit: Q
PO No: Receipt No: Voucher: Project ID: Q
[ Cost Information ] Acauisition Information [Location [INon Capital Asset [custodian Ciease i





image44.png
Favorites - Main Menu > Asset Management > Search for an Asset

EDNewWindow ? Help & Personalize Page

Search for an Asset

unit: (G101 Q Book:
Category: Q Location:
Asseti: FeT1a% Asset Status:
Tag Number: Profile D:
Serial D: Threshold D:

Additional Search Criteria

Q@ Receipt Unit:

In Senice. -

Q
Q

Chartfield Search Ciiteria

Q AP Unit:

ParentID:
ArealD:

Impairment Processing:
Group ID:

(© /61001 000000001114  SWIFT-Statewide Integrated Fin T Software. SWIFT-D In Service.
(©/G1001 000000001140 Dell Venue 11 Pro (7140) (210- T Hardware In Service.
© ctoon oooooonortsr  2U4FORDFOSGLRSS gy hporassEra  Z1ZSABDSOEFS  msenice





image45.png
Q Receipt Unit:
Receipt No:

AP Ut

Voucher:

PC Bus Unit:
ProjectID:





image46.png
Favorites . Main Menu > Asset Management > Search for an Asset

ENewWindow ? Help [ Personalize Page
Search for an Asset

- Asset Search Criteria

Unit: G1001 Q Book: Q Parent ID: Q
Category: Q Location: Q ArealD: Q
AssetiD: Asset Status: In Senvice e Impairment Processing:
‘Tag Number: Profile ID: Q Group ID: Q
Serial ID: Threshold ID: Q

Additional Search Criteria Chartield Search Crteria
Acquisition Details
PO Unit: [61001 @ Receiptunit: [STER—Y AP Ut [STER—Y PC Bus Unit: Q
PONo: [owtor Receipt No: [o000000031 | Voucher: [ooo00116 | ProjectI: Q

Non Capital Asset

Drill-Down To: — Select Component —

Search Results - Select One Asset to Continue.
[T Acauisiton Detais

PC Bus
Uit

PO Uit PO Mo. BURecv Receiptho AP Unit VoucherID Project D Activity

(©) 61001 000DDDD0DOTO  Ricoh SP 3410SF wiadditionalp  G1001 3000000107  G1001 0000000031 G001 00000116

< " ] 5





image47.png
Favorites - Main Menu > Asset Management > Search for an Asset

More Filter Options

Structure

Equipment -

Manufacturer information

Manufacturer ID: Q
Manufacturer Name: Q
Modet: Q

vin:

ok





image48.png
Favorites - Main Menu > Asset Management > Search for an Asset

& New Window 2 Help.

More Filter Options

f200 | [G1037610 Q@ Q Q Q Q





image49.png
Favorites | NainMenu > Asset Magagement > Search for an Asset.
rowvincow ? Help (& Personalize Page

Search for an Asset
- o0t Q Book: [ a parentin: [ aQ
Category: Q Locaton: [ Q Areal0: a
Assati: Raset Staus: nsenice * mpomentprocessing: -
Tag Number: profie 0: [ Q Group10: Q
‘SerialiD: Threshold 0: [ Q

saotiona sexcn oreca Cnatien sean crer
PR [ Q ReceiptUnit: [ a AP unit [ Q PCBus Unit: Q
PONo: [ RecelptNo: [ Voucher: | Project 10: Q

@ocaten [Jton Captal Asset
o Down To: — Select Component —

Search Resuts - Select One Asset o Contue

AssetType  AssetSubtype  Togumber

2014 FORD Focus GLRed
234567

© 61001 000000001141

Fieat ABC1ZMSET90  XYZ-123ABD4860EFC.





image50.png
Favorkes | Man Menu > Asset Management > Search for an Asset
@ nowwngon 2 Help (& Personaize Page

Search for an Asset
unie [eroot A Book: [ Q parentin: Q
cotegory. [ Q Locaton: [ a arearo: a
Assetio: [rien Asset Status: nServe ~ impairment Processing:
“Tag Number: [ Profie 10: [ Q Group D: Q
serial o: [ Threshold 0: [ Q

sations seach catena Cnae sesn crer
cauision Detats
poune [ Q  Recaiptunit [ a A vt [ Q  pcusune Q

© G1001 000000001114

© G1001 000000001140 DeiVenwe 11ProF140)210- T Hardware Insenice

o





image51.png
Fates Mo > At Mapagemert > Protan et

[ e |

Printable view of Asset
e own A oomomio) Lmmcsectwnse  swes ks
Po— e ———
Astcune: caano st
oo Auet
o Semn seme e e o
Lot OIBTHELO) AN AAGEUENT 8 BLD0ST (oo
o [ty
. et
Group Asset Flag: None.  Asset s Avaiadle St sasst
ety
Fomceacaae:
pu—— fo— Jom—— e
[em—, Lsttpsa:
e [e—s
conc: oo
comoo: e
RS Cnsopnc [Reenm—
p——" wous:
foomins Tenc o
Funacoe: )
[L— oreor
Jr—— ot
Pra——
St cont Bray:
o P
Aoy Con2 ce2:
pros:
- [rS—— — o
s D, s Cacmion e: fe—
Convoton: Aciorn P ———
- samaone
s v~ .
Pr—— Doty gt
erao: [ErestmP—





image52.png
Favorites  Main Menu > Asset Management >  Print an Asset

Print an Asset
Enter any information you have and click Search. Leave fields blank for a st of al values.

Fi

n Existing V:

[~ search Criteria

Business Unit: [~ ] G001 X
Asset dentification: eains with /00000000 103
TagNumber: [begins wih v

(-Gl pase semen B saue S o
Search Results

Business Unit Asset Identification Tag Number|
51001 000000001103 (blank)





image53.png
Favorites  Main Menu > Asset Management > Print an Asset

Printable view of Asset

&0 New Window [ Personalize Page B}

Unit G1001  AssetlD: 000000001103 Lattude EGS4D 210-ANFI) Spe Satus: nsence
Tag Number: ITaggable Asset
Asset Class: ] Capitalized Asset
Profile ID: SEN_ITHW  Sensitive Asset - IT Hardware Composite Asset
- Replacement Asset
GIOATHFLOD N MANAGEMENT & BUDGET [ s Assot 1s Offite
 New Asset
Clustered Asset
Group Asset Flag: None Assetis Available Hazardous Asset
In Physical Use
Financing Code:
Acauisition Code: Purhasea Acauisition Date: 0532014
Replacement Cost: Last Update:
Index Name: ol Asset 10:
Subindex Name:
cap: Lease Asset D:
Contact: Prone #
Manuscturer:
Contact: Model:
Serial D: JeaTFL2 Product Version:
Custodian: Empl ID:

Rand D Start Date:

Collateral Asset:
Document:

R&D Plant

Use NBV for R and D

WV BUS:
FERC Code:




image54.png
Default Book & Depr Attributes

Fund Cod 5200

Financial Department ID: 61031500
Appropriation ID (CF3): 100085

Sub Account (Class):

Statewide Cost (Prog):

Agency Cost 1 (CF1): 60805

Agency Cost2 (CF2):

Project:

Book Name: Minnesota State Book Currency: usD

In Service Date: 0612002014 Calculation Type: Remaining Value

Convention: Actual Month Depreciation Status: Non Depr

‘Begin Depr Date: 0612002014
Method: Manual Depreciation

Future Depr Yrs:
End Date:

"] Derogatory Depreciation
] Low Value

[] Depreciate When In Service
Useful Life: Periods




image55.png
Category  CostType Cost
SENHW 204221 USD

61031500 5200 100085 60805





image56.png
Favorites = Main Menu > Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset
&N

000000001119 AUDIONISUALIVIDEO SUPPLIES Tag: In Senice.

Transaction bate: Geioamots s Copy Changes to ther Books
Accounting Date: 08052015 [ | franser Other Books by: Amount -
Transaction Code: Q| Adiust Other Books By: Amount -
Rate Type: [CRRNT @ | include Convention: Exclude Canvention -

Action: — Select Action — -

() UpdateDispiey| £ ncude tistory.





image57.png
Favorites | Main Menu > Asset Management > Search for an Asset

‘Tag Number:
Serial ID:

Search for an Asset

G001 Q Book:
Q. Location:

%1119 Asset Status:
Profile ID:

Threshold ID:

Additional Search Criteria

‘Acquisition Details

PO Unit:
PO No:

Q
Q

Chartfield Search Ciiteria

Q

AP Ut
Voucher:

ParentID:
ArealD:

Impairment Processing:
Group ID:

Agdtional Search Crieria Chartreld Search Crteria
Q@ Receipt Unit:
ReceiptNo:

& New Win

® 1001

000000001119





image58.png
Favorites  Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset

Asset Cost Adjust/ Transfers

Enter any information you have and dlick Search. Leave fields blankfor a list of ll values.

BusinessUnit. = v 1001 Q
AssetIdentification: begins with ~ 000000001119

Tag Number: begins with ~

Parent ID: begins with ~ Q
Description: begins with ~

Asset Status: - - .

clude History [[] Case Sensitive.

Search || Clear |gasic search [ Save Search Criteria




image59.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset
ENewwindow ? Help [ Perso

Uit G1001  AssetiD: 000000001119 AUDIONISUALIVIDEO SUPPLIES Tag: In Senice.

MINN Hinnesota State Book  Base Currency: USD  Convention: Actual Month -

i s w0 [iceea| [ w001 )
fung  rineptn Sweost  swat proest Aoy Cost1 geyCost2 Appropd
w0 Gt 100041
Adiust Current Row By: v Y ()

Return to Search

Main Transaction | Cost Information




image60.png
N [Ty —
I Cosomaion §

it Gi001  Asseti: 000000001119 AUDIOMSUALVIDEO SUPPLES  Tag: Insentc

binnesoi Siste Book_Base Currency: T ——

‘Adhust Al Rows By: [ cur [0S0 [aemy ) EE)

e
o o o fceea] [

Biseeesiy) (mcuietiors]





image61.png
Favorites - Main Menu > Asset Management > Asset Transactions > History > Review Cost
& New Window 2 Helr

Cost History Detail [ Non. List_( Non. Detail

Unit  G1001 AssetiD: 000000001119 AUDIONISUALIVIDEO SUPPLIES Tag: In Senvice.

Book Name: MINN Minnesota State Book Currency: usD

Total Cost: 149.00

Return to Search





image62.png
Favorites | Main Menu > Asset Management > Search for an Asset

Search

‘Tag Number:
Serial ID:

for an Asset

G1001

1142

Additional Search Criteria

‘Acquisition Details

PO Unit:

Q@ Receipt Unit:

In Senice.

Q

Q

Chartfield Search Ciiteria

Q

AP Ut

ParentID:
ArealD:

Impairment Processing:
Group ID:

& New Win

© 61001





image63.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset

Asset Cost Adjust/ Transfers

Enter any information you have and dlick Search. Leave fields blankfor a list of ll values.

BusinessUnit: = v G1001 Q
Assetldentification: contains v [%1142%

‘Tag Number: begins with ~

ParentID: begins with ~ Q
Description: begins with

Asset Status: = - -

include History [ Case Sensitve
(searen |- Clear.|pssic searen (@ Save Sern crteria

Search Results

Business Unit Asset Identification Taq Number Parent ID Description Asset Status.
1001 1000000001142 |(blank)  |(blank) |Equipment n Service





image64.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset
ENew Window 2 He

Unit 1001  AssetiD: 000000001142  Equipment Tag: In Senice.

Transacti foera2015 |5 [¥] Copy Changes to Other Books

Accounting Date: 08132015 5 | franser Other Books by: Amount -
Transaction Code: Q Adjust Other Books By: Amount -
Rate Type: [CRRNT Q@ Include Convention: ‘Exclude Convention -

Action: Transfer -

T





image65.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset
I New Window  ?

Unit  G1001  AssetiD: 000000001142  Equipment Tag: In Senice.

Change Location

MINN Hinnesota State Book  Base Currency: USD  Convention: Actual Month -

Quantity Cost salvage Category CostType unit

lFuna Fin veptin Appropio SWeost subAcct Agcycost1 |Ageycost2
[1000 @ [c103%000 @ _[c100009 Q Q Q Q Q Q
Adjust Current Row By: v ¥ mey

Return to Search

Main Transaction | Cost Information




image1.jpg
State of Minnesota

SWIFT >

Statewide Integrated Financial Tools





image66.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset

Asset Location Transfer

Location: [STOSTHFLODQ  y waunGEMENT & BUDGET
Q





image67.png
Yourtrans type is transfer but you did not change any of the chartfelds. (8010,76)

You have marked this transaction as a transfer (TRF) but did not change any chartields. Either change the trans type to fitthe transaction or change one of the costrows chartfelds.

[




image68.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset
I New Window  ?

Unit  G1001  AssetiD: 000000001142  Equipment Tag: In Senice.

Change Location

MINN Hinnesota State Book  Base Currency: USD  Convention: Actual Month -

Quantity Cost salvage Category CostType unit

lFuna Fin veptin Appropio SWeost subAcct Agcycost1 |Ageycost2
[5200 Q [c1037610 @ [c100086 Q Q Q Q Q Q
Adjust Current Row By: v ¥ mey

Return to Search

Main Transaction | Cost Information




image69.png
Favorites - Main Menu > Asset Management > Asset Transactions > History > Review Cost
& New Window 2

Cost History Detail [ Non. Non Detail

Unit  G1001 AssetiD: 000000001142 Equipment Tag: In Senvice.

Book Name: MINN Minnesota State Book Currency: usD

Total Cost: 1722.00

»

08/1312015 -1.0000 -1.722.00 Detail 1000 G1039000 100009 SENHW Detail

E
E

081112015 1.0000 1,722.00 Detail 1000 G1039000 100008 SENHW Detail

& Return to Search

CostHistory List | Cost History Detail | Non Cap History List | Non Cap History Detail




image70.png
Favorites - Main Menu > Asset Management > Search for an Asset

& New Win

Search for an Asset
unit: (61001 Q Book: Q ParentID: Q
Category: Q ArealD: Q
Asset ID: %1135 Asset Status: In Service M Impairment Processing: h
‘Tag Number: Q Group ID: Q
Serial ID: Q

Agditional Search Criteria Charifeld Search Crteria
PO Unit: Q  Receiptunit: Q AP Unit: Q  PcBusunit [ a

Unit  AssetiD Description AssetType  AssetSubtype 129 Serial D

©G1001 000000001135 ‘Sorting Equipment Equipment





image71.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset

Asset Cost Adjust/ Transfers

Enter any information you have and dlick Search. Leave fields blankfor a list of ll values.

BusinessUnit: = ~ 61001 Q

Asset Identification: begins with ~ (000000001135

‘Tag Number: begins with ~

ParentID: begins with ~ Q
Description: begins with ~

Asset Status: - - .

Include History [[] Case Sensitive

- Search | Clear|pasic searcn [ Save Searcn Crtenia

Search Results
Business Unit Asset Identification Taq Number Parent ID Description Asset Status

G1001 (000000001135 (blank)  (blank) Sorting Equipment in Service





image72.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset

Unit 1001  AssetiD:

000000001135 Sorting Equipment

Tag:

In Senice.

Transacti foera2015 |5 [¥] Copy Changes to Other Books

Accounting Date: 081212018 [ | Transer Other Books by: Amount T
Transaction Code: Q Adjust Other Books By: Amount -
Rate Type: [CRRNT Q@ Include Convention: ‘Exclude Convention -
Action: ‘Addiion -

|ElnUpdsteDispiay,




image73.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset
ENew Window  ?

Unit  G1001  AssetiD: 000000001135 Sorting Equipment Tag: In Senice.

Change Location

Iinnesota State Book _ Base Currency:

Adjust AllRows By: Percent: Quantity: Cost: cur [UsDIQ [ Aemy |
quanity  cost Savage Category  CostType  unt

0000 27418 oo e, [ Q [o1001]

lFuna FinDept Appropid SWeost  subAcct Project AgeyCostt  AgeyCost2
[1000 @ [c1037000 @ [c100007 Q Q Q Q Q Q
Adjust Current Row By: v ¥ mey

Return to Search

Main Transaction | Cost Information




image74.png
Favorites  Main Menu > Asset Management > Asset Transactions > Financial Transactions >  Cost Adjust/Transfer Asset
& New Window  ?

Uit G1001  AssetiD: 000000001135 Sorting Equipment Tag: In Senice.

Change Location

Book Name: MINN Hinnesota State Book  Base Currency: USD  Convention: Actual Month -

Fund Fin DeptiD Appropid SWCost SubAcct Project AgeyCost1  Agey Cost2
Q Q Q Q Q Q Q Q

Adjust Current Row By: Yol

Return to Search

Main Transaction | CostInformation




image75.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset

& New Window 2

Unit  G1001  AssetiD: 000000001135 Sorting Equipment Tag: In Senice.

Change Location

Iinnesota State Book _ Base Currency:

curr: [USD
[0.0000 50000 000 [sENHW Q Q [c1001]
Funa Fin DeptiD Appropid SWCost  subAcct Project AgeyCost1  Agey Cost2
200 @ [61031500 @ [c100085 Q Q Q Q Q Q
.~
Adjust Current Row By: usp P [ ey

Return to Search

Main Transaction | Cost Information




image76.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset

Unit  G1001  AssetiD:

MINN

000000001135 Sorting Equipment

Winnesota State Book

Base Currency:

Tag:

USD__ Convention:

In Senice.

Change Location

‘Actual Month

& New Window

Quantity  cost salvage Category  CostType unit
[1.0000 ] 217415 000 [sENHW Q Q [c1001]
Chartfields |
Funa Fin Deptid AppropiD SWeost  SubAcst  Project AgeyCost1  Agoy Cost2
1000 @ [61037000 @ [G100007 Q Q Q Q Q Q
o
Adiust Current Row By: uso ey
Quantity  cost salvage Category  CostType unit
[0.0000 50000 000 [sENHW Q Q [c1001]
Fin DeptiD ApproplD SW Cost ‘Sub Acct Project Agcy Cost1 Ac
@ [G1031500 Q [c100085 @ Q Q Q Q ‘[
e D)
o
Adjust Current Row By: uo ¥ Cmey

& Return to Search





image77.png
Favorites . Main Menu > Asset Management > Asset Transactions > History > Review Cost
ENew

Cost History Detail [ Non.

Non Detail

Unit  G1001 AssetiD: 000000001135 Sorting Equipment Tag: In Senvice.

Book Name: MINN Minnesota State Book Currency: usD
Total Cost: 267415

217415 Detail

Return to Search

Cost History List | Cost History Detail | Non Cap History List | Non Cap History Detail




image78.png
Favorites - Main Menu > Asset Management > Search for an Asset

Search

‘Tag Number:
Serial ID:

‘Acquisition Details

for an Asset

rch Criteria

G1001

Additional Search Criteria

PO Unit:

Q@ Receipt Unit:

Q gook:

Asset Status:

Threshold ID:

In Senice.

Q
Q

Chartfield Search Ciiteria

Q AP Unit:

ParentID:

ArealD:

Impairment Processing:

Group ID:

& New Win

© 61001 000000000880 PRINTER





image79.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset

Asset Cost Adjust/ Transfers.

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

BusinessUnit: = ~ 61001 Q

Asset Identification: begins with ~ (000000000880

‘Tag Number: begins with ~

ParentID: begins with ~ Q
Description: begins with ~

Asset Status: - - .

ncuseistory C)case sensne
(e S s soven 6 s Se crarn
Search Results

Business Unit Asset Identification Taq Number Parent ID Description Asset Status|
61001 000000000880 1583470 (blank) PRINTER |inSenvice





image80.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset

Unit 1001  AssetiD: 000000000880 PRINTER Tag: 1589470 In Senice.

Transacti foerar0ts |5 [¥] Copy Changes to Other Books

Accounting Date: 08142015 [ | franser Other Books by: Amount -
Transaction Code: Q Adjust Other Books By: Amount -
Rate Type: [CRRNT Q@ Include Convention: ‘Exclude Convention -
Action: InterUnit Transfer -

() UpdateDispiey| £ ncude tistory.





image81.png
Fovorkes | Main Menu > Asset Mamagement > Asset Tnections > Fnancil Trnsactions > Cost Adust/ Transfer Asset.
Srvewvnoon ?

Main Transacon
Unie G001 Assetin: 000000000680 PRINTER. To 150470 insence
ntrunt Transer

Hew un: Q





image82.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset
& New Window  ?

Unit  G1001  AssetiD: 000000000880 PRINTER Tag: 1589470 In Senice.

New Unit: G201 @ Now AssetID: Next IterUnit Transer Options Use profle
Profile ID: [SEN_ITHW Q. Trans Code: Q. Iransfer FromTo Books

Change Location
Find |

‘Actual Month

personaize | Find | 18

Fund Fin DeptiD Appropid SWCost  SubAcct  Project AgeyCostt  AgeyCost2
000 | [G1034400 Q [c100009 Q Q Q Q Q Q

& Return to Search

Main Transaction | Cost Information




image83.png
Favorites . Main Menu > Asset Management > Asset Transactions > Financil Transactions > Cost Adjust/Transfer Asset

Asset Cost U Transfer

Unit. G001  AssetiD: 000000000880 PRINTER Tag: 1589470 In Senice.

erUnit Transfer Options

sset Acqisition infg
Asset Attributes Info
Asset Comments
Asset Lease Info
Assetinsurance Info
Asset Component History

OK | Cancel |





image84.png
Favorites - Main Menu > Asset Management > Asset Transactions > Financal Transactions > Cost Adjust/Transfer Asset

Unit  G1001  AssetiD: 000000000880 PRINTER

Unit Information

& New Window 2

Tag: 1589470 In Senice.

New Unit o201 @
Profie 0: [sEnTTHW @

New AssetID:

Trans Code:

000001413249

InterUnit Transfer Options

Q Transfer From/To Books

use Profile

Quantity Cost

Chartfields

SubAcct  Project

AgeyCost1  Agey Cost2

000 | [G1034400 Q

c100008

& Return to Search

Main Transaction | Cost Information





image85.jpeg
‘The Tag Nurber for this asset has already been assigned to another assstin
the new business unit (8005,94)

Since the new business does not allow duplicate tag numbers, you cannot

complste this transaction unless you first change the tag number of this
asset.





image2.jpg




