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Purchasing an Asset

This topic provides specific instructions that will help you create a Purchase Order that will generate an asset in
the Asset Management Module. This topic is not designed to provide detailed Purchase Orders entry instructions.
For detailed purchasing instructions, refer to the Purchasing Reference Guides page of the Minnesota
Management & Budget web site.

Steps to complete:

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

e Step 2: Enter the PO Line with Correct PO Category and Description
e Step 3: Verify/Enter the Asset Information on the Distribution page

e Step 4: Complete the PO as you would normally

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

When you create a Purchase Order (PO) for an asset, it is important to enter the correct

PO Category Code, Account Code, and Asset Profile ID. The PO line Description becomes the description
for the asset. The table below describes how these PO fields relate to the asset that will be created in the Asset
Management Module.

Field Name How the Field Relates to Asset Purchasing

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

Profile ID The Profile ID tells SWIFT that this purchase is an asset that should be
processed into the Asset Management Module. If a Profile ID is
defaulted or entered for the PO line, an asset will be created.

Profile IDs determine values in the Asset Management Module, such as
the Asset Type, Asset Category, Useful Life, Depreciation Method /
Status, and Salvage Value. For example, the Profile ID “EQUIP05" is
used for capital assets that should have an Asset Type of “Equipment”,
an Asset Category of “EQUIP”, a Useful Life of 5 years (60 months),
and a depreciation method of “Straight Line (SL)”.

Profile IDs for Sensitive, Non-Capital, and Donated Assets begin with
the following naming convention:

e Sensitive: “SEN” (SEN_EQUIP — Sensitive Asset — Equipment)
¢ Non-Capital: “NCP” (NCP_EQP04 — Non-Capital Equipment — 4 Yrs)
e Donated: “DON” (DON_EQUIP — Donated Equipment)

Category Code (PO) | The PO Category code describes your purchase.

Some Category Codes relate to a default Profile ID that will be entered
automatically. You will need to review the defaulted Profile ID and
possibly change or remove it.

Note: Some agencies enter Item Numbers, rather

than Category Codes. Item Numbers are linked to
default Category Codes which can be linked to default Profile IDs.

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

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

Query Name Description/Use
M_PO_GBL_CATEGORY_DEFAULTS List of all PO Category Codes, along with associated Profile ID’s
(if any), default Account Codes, and Descriptions.
M_CG_GBL_CATEGORIES_ASSETS List of PO Category Codes which are associated with Asset
(Categories with Asset Profile) Management Profile ID’s.
M_AM_GBL_ASSET_PROFILE Lists current Asset Profile ID’s, along with
corresponding Asset Category and Asset Type.

1. For this topic example, we will use the Category Code “45100000" for printing and publishing equipment.
The purchase price is $9,000, below the Capital Equipment threshold of $30,000, so we will accept the

2|Page-Quick Reference Guide


http://mn.gov/mmb-stat/documents/swift/training/referenceguides/swift-ampo-run-swift-queries-qrg.pdf

SWIFTHS

Statewide Integrated Financial Tools

default Account Code “471606” and the default Profile ID “NCP_EQPO05” for non-capital equipment with

a useful life of five years.

2. If we were purchasing printing and publishing equipment that costs $30,000 or more, we would change

the Account Code to “470606” for capital equipment, and we would change the Profile ID to “EQUIP05”

for capital equipment with a useful life of five years.

Ex. | PO Category Code Available Account Codes Profile ID
1. 45100000 - Printing and | Default: 471606 - Equipment- Default: NCP_EQPO5 - Non-
publishing equip Non Capital Capital Equipment - 5 Yrs
2. 45100000 470606 - Equipment-Capital Change default to “EQUIP05”
45100000 413001 - Supplies, Materials, Remove default because
And Parts supplies are not an asset.
45100000 414004 - Equipment Rental Remove default because

rentals are not an asset.

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

When you create a Purchase Order (PO) for an asset, you will enter the PO as you would normally, but be aware
that the first 30 characters of the PO Line Description becomes the Asset Description and the
PO Category Code you select may or may not bring in a default Asset Profile ID.

1. Navigation Links: Purchasing, Purchase Orders, Add/Update PO.

2. Complete the Add a New Value tab as you would normally. The Maintain Purchase Order page
displays.

Favorkes  Main Menu

Maintain Purchase Order
Purchase Order
Business Unit:
POID;

Copy From:

*PO Date:

Expiration Date:
"Vandor I

“Vendor:
*Buyer:

PO Reference:

"Billing Location:

Purchasing

1001

Purchase Orders

Orrigin:

513 |Q

Add/Update POs

Managamant Analysis

ption PO Gty

Close Shon All Lines

& Deviopmit

PO Status:
Budgel Status:
Hedd From Further Processing

Cpen

Mot Chkd

0 Doc Tol Status: alid

Receipt Status: Not Recad Dot Type:
*Dispatch Method: Ema .
Merchandise:

FreightTaxMisc.:

Total Amount: 9,000

Agency Reference:

2,000.00

Merchandise
. Status
moEnt

8.000.00 Open ] I | =

Calculats

oo UsD

D had Pl Updateispiay
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3. Complete the Maintain Purchase Order page as you would normally, making sure to enter the
correct coding for each PO Line that should generate an asset as described below:

Field Name

Field Description

PO Line Description

The first 30 characters of the Description field on the PO line becomes
the asset Description in the Asset Management Module.

The Description for the Asset can be edited in the Asset Management
Module after the asset is created.

Category Code (PO)

Select the PO Category Code that describes the purchase as you would
normally. The Category Code may or may not relate to a
default Profile ID that you will verify in the next step.

Note: Some agencies enter Item numbers, rather

than Category Codes. Item numbers are linked to Category Codes
which can be linked to default Profile IDs.

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

F&-.’cz‘.es Naﬂ!-l-en. Pu:ch_a:-ru Dult?lah-_-.‘ Orders Add/Update POs
2 Mew er
Maintain Purchase Order
Purchase Order
Business Unit: G1001  Origin: 513 Q Management Analysis & Deviopmi PO Status: Open 4
POID: MEXT poroval Excaplion Budget Status: Mot Chicd
Copy From: - Hold From Further Processing
(* Header
2 ate: 08/21/2015 (T Hon .
. E a # -Doc Tol Stet: Valid Agency Reference:
Expiration Date: L — =
*Wendor Ix Q Receipt Status: Mot Recwd Doc Type: DFO-Depanmental Purchase Order -
e - . Emal -
“Vandor Q Dispatch Method:
"Buyer: Q. anderson-Moser Branda Annette s
PO Reference: Merchandise: 0.00
TR FreightTaxMisc.: 0.00 Calculate
“Billing Location: G104THFLOO & Billing Agdrass i .
: Total Amount: 000 USD
Header Dataile ity SUMMFY
of 1 L4
0] Contract | GE-T s}
ption et - Inspection oot o
Description Receiving Required Recgired Ingpect D Close Short
1 3 3 Scanner, Printer o IR"."J-JH-_'-': - I Bl =
L 519 Close Short All Lings "Go to: Waore *
B Save.| =] toaty [Ty Asa 5 UpdateDispiny
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Step 3: Verify/Enter the Asset Information on the Distribution page

You'll need to review the Account Code and the asset information for each distribution of the PO line.

1. For each PO Line, click on the Schedule (I=2) icon in the Line Details tab.

Pa\'lu.'t\es Man Menu » Pmd‘_lasmg » Puu:hi%&dm » AddfUpdate POs

'.;-'_-: Hew Window :_'1) Personaiine Pag

Maintain Purchase Order
Purchase Order

Business nit: G001 Owigim: 513 Q Managemaent Analysis & Dedopmt PO Status: open ’:‘/
PO NEXT Appeowal Exception Budgel Status: Mot Chicd
Copy From: i I_] Hold From Further Processing
"PO Date: -W"zm"-‘_ i YendorSearch Resconss Documentalion DocTol Statws:  valig Agency Reference:
Expiration Date: ]
“Vendor Ik [ponozosaTz O, RICOHAMERICASCORP A Recsipt Status:  NotRecwd Doc Type: =
“Yendor: RICOH AMERD91 |, Vendor Details "Dispatch Methog:  EMail -
“Baype: 0037258 Q. anderson-MoserBrenda Annefie
PO Reference: Merchandise: 9,000.00
[GioaTHrLB0 @, = FreightTaxiMisc.: 080 Calculate
“Billing - f Billing Address
L Total Amount: 800000 USD

Heager Datall Actpety Symmany
PO Detauss

Add Comments
BO Atz Agdd ShipTo Comments
Purchasing Ki Catalog lem Search

Lo Pergonnigal Eing | vew A TE [ rent K 4o T o
LR | Shp ToopDale | Staaes | Bemikematon | Alvboles | BFO | Comiract || Becesing

Line Hem Descripton PO Gty “yom Category Price Htr:hlndll:t St

1 B €1, Scanner, Frinter =y LR - 10000, jEA |, [s510000Q, [9,000.00000 2000000pen (2 = EiE=|

Close Shor All Lings G0 i Mioee -

By aga £ updaiDapisy

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

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

& New wingow  [5

Mamtamn Purchase Order

Schedules
Uit G101 Ventorn RICOH AMER-001 PO Status: Open
POID: MERT PO Date: aMTR0S

Reotwm o Main Page

Lime: 1 e SCanner, Prinier, Copier PO Oy 1.0000 EA Marchandise Amb 8,000.00 LSD

TN cituses | Spipment Meiching | Beceing | Freght | ETV =)
i L . Merchandise
(sched “Due Date Ship To Ship fo GLN PO Gty Price e Status
[ B oor7201s |5 [G10aTHFLOOG, B 10000 | 9,000.00000 900000 Acve T off BB E =
& MpT e
@ save  [Z7 Houly [Fe a3s 51 upsewDapiay

3. Enter the ChartFields as you would normally, making sure to verify the default Account Code and
change, if necessary.
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Field Name Field Description

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

Favantes Han!lerru 3 Durc:lasng » Dur:hasg Orders > Add/Update POs

20 Mew

Maintain Purchase Order

Distributions for Schedule 1

Unit: G1001 Vendor: RICOH AMER-001

PO D MEXT ltem: Scanner, Printer

Line: 1

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

Merchandise Amount: 900000 USD

SpeedChart: Q\ Muli-SpeadCharts Doc. Base Amount: 900000 USD

0y or s B Last

DetaidsiTax Assat in formation Feq Detsd Statusss Euwdget informabon (eaadl

Dist  Sistus  Percent PO Gty :i:xf“‘ E:::::' Budg Dt *GLUNR  Fund Fin Deptid Appropid *Account g‘:ﬂ ?‘W Cost
1 Open 100.0000 1.0000 9,000.00 Mot Chicd 00/2472015[H  (MNOO1 QY (52000 [c 1037610 -d!DDﬂSSQ 471606 | Q Q.
« ll_r_ »
OK Cancel
4. Click on the Asset Information tab.
Favories | Main Menu » Purchasing > Purchase Orders > AddfUpdate POs
B New
Maintain Purchase Order
Distributions for Schedule 1
Unit: G001 Vendon RICOH AMER-001
PO ID: HEXT Tem: Scanngr Printer, Copier
Line: 1
Schedube: 1 Status: Actve
*Distribute By: Quantity # Schedule Qty: 1,0000
Merchandise Amount 9,000.00 UsD
SpeedChart: =Y Multi-SpeedChars Doc. Base Amaount: 9.000.00 USD
feqDetal || Sisiuses  Budgetinformaton | [TTH)
Dist Status Percent PO Oty r:_":un::m"e AM Unit Profile ID CAPZ Sequence Tag Humber Empd D Capitalize s:‘: Des
1 Open 100.0000 | 1.0000 B.Dou.o <} [«} aQ A [ ey
] = i _] »
OK Cancal
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5. For each Distribution, verify and update the asset information, if necessary, as described below.

Favortes  Main Manu Purchasing
- - -

Maintain Purchase Order

Distributions for Schedule 1

Unit: G1001
PO ID: MEXT
Line: 1
Schedule:

Purchase Orders >
-

Vendor
Hem: icanner. Printer, Copier

AddfUpdate POs

RICOH AMER-D01

Status: At

*Disiribute By: Quanity = Schedule Qty: 1.0000
Merchandise Amaunt 900000 USD
SpeedChart: X Mulli-SpesdChars Doc. Base Amount: 9,000.00 USD
Chartfieids Detads/Tax : [y
Dist Status Percent PO Oty CAPS2 Sequence Tag Number Empd iD Capitalize F::':_ Des
Open 100.0000 | 1.0000 4, 4, Q .
Ok Cancel
Field Name Field Description
AM Unit The AM Unit will be entered automatically if the PO Category Code you

selected related to a default Profile ID.

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

e Ifthe PO Line should not generate an asset, remove the AM Unit
and the Profile ID information.

Asset Profile ID

The Asset Profile ID identifies the purchase as an asset that should be
generated into the Asset Management Module. Profile IDs also
determine values in the Asset Management Module, such as the
asset's Asset Type, Asset Category, Useful Life and

Depreciation Method.

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

e Ifthe Profile ID is incorrect, change it. For example, if you are
purchasing equipment that has a useful life of five years, you may
need to change the Profile ID from “NCP_EQP10: Non-capital
Equipment — 10 Yrs” to “NCP_EQPO05: Non-capital Equipment — 5
Yrs”.

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

e |Ifthe PO Line should not generate an asset, remove the AM Unit
and the Profile ID information.

Cap #

State of Minnesota does not use.

Sequence

State of Minnesota does not use.
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Field Name Field Description

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

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

Empl ID Optionally, click on the Lookup icon and select an Employee ID of the

custodian for this asset. This information can also be entered later using
the Basic Add page.

Step 4: Complete the Purchase Order as you would normally.

Submit the Purchase Order for approval, Budget Check, and Dispatch the Purchase Order as you would normally.

The Asset record will be created in the Asset Management Module after the purchase has been received. Refer to

the “Receiving Assets Decision Process” topic for additional information on the Receiving Process that should be

used.

Favorites
-

Purchase Order

PO Reference:

Purchasing Kit

Ship To/Due Date

Main Menu > Purchasing > Purchase Orders : Add/Update POs

Maintain Purchase Order

Business Unit: 61001 Origin: 512 IManagement Analysis & Deviopmt PO Status: Dispatched A B x
POID: 3000003300 Approval Exception Budget Status: Valid
Copy From: - []Hold From Further Processing
~ Header
*PO Date: Vendor Search  Response Documentation pog Tol Status: valid Agency Reference: ’7
Expiration Date: Backorder Status: Mot Backordered Create BackOrder
*Vendor ID: RICOH AMERICAS CORP A Receipt Status: Mot Recvd Doc Type: | DPO-Depaimental Purehas
*Vendor: VendorDeta”s _________________ *Dispatch Method:  Email - I Bispateh s
“Buyr

12 New Window

Anderson-Moser Brenda Annette

9,000.00
FreightTax/Misc.: £86.25 Calculate

*Billing Location: G104THFLOD Billing Address Total Amount: 968625 USD
Encumbrance 9.686.25 USD

Header Details Activity Summary Balance:

PO Defaults Document Status

Requisitions Add Comments

PO Activities Add ShipTo Comments

Catalog

Merchandise:

Select Lines To Display

Q To: Q| Retieve |

ltem Search

Line:

Personalize | Find | view Al B | 3 First K14 o7 1 X' Last
Statuses Item Information Attributes. BFQ Contract Receiving
. - " . Merchandise
Line Item Description PO Qty UOM  Category Price Amount Status
1 By Scanner, Printer, Copier ﬁ 1.0000| EA 45100000 (9,000.00000 9,000.00 Approved - L] =
—_— Close Short All Lines “Goto: More -
View Approvals
B save | Returntosearch | =] Notify | [Evada| [
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