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Receiving Assets with Multiple Quantities
This topic describes how to receive an asset with multiple quantities.

Note: Please be aware that you may have different circumstances for different lines on a single Purchase
Order. For example, the first PO line may be for a single quantity and a single funding source, while the
second PO Line may be for a single quantity and multiple funding sources. Each process is slightly
different, so it is important to verify the status of each line before proceeding with the receipt.

For more information on the asset receiving decision process and how to determine which process to follow,
please refer to the “Receiving Assets Decision Process” topic.

Steps to complete:

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

e Step 2: Enter Serial IDs for each Distribution Sequence

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

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

e Step 7: Optionally, Interface Receipt if Payment Expected Same Day

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

Begin the receiving process as you would normally. On the Maintain Receipts page, you will click on the Serial
checkbox so that SWIFT generates an asset for each quantity.

1. Navigation Links: Purchasing, Receipts, Add/Update Receipts.
2. Complete the Receiving page to begin your receipt as you would normally.

3. Atthe Select Purchase Order page, enter criteria to locate and select the Purchase Order to be
received. Click the OK button. The Maintain Receipts page displays.
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Favorites | Main Menu > Purchasing > Receipts > Add/Update Receipts
& New Window & Per:

Select Purchase Order

Search Criteria
PO Unit: G1001 Q,  Origin: Q Days +/- Today:
Io: 3000003300 Q Start Date: B
Line | Schedule: i End Date: el
Release: Vendor Name: Q Vendor Looku
ftem ID: Q Vendor Item ID: Q
Ship To: Q Manufacturer ID: [ Q
Ship Via: Q Manufacturer's Item ID: [ Q
Retrieve Open PO Schedules
Search - e - 5
) No Order Qty () Ordered Gty @ PO Remaining Qty
Retrieved Rows Personalize | Find | View A1 | B
Shipping Related More Details
Sel POUnit POID Origin ‘Origin Description Line Sched Release Due Date PO Qty R P"i:: Item Description
G1001 3000003300 513 g:&ifjﬂr{‘e"'maws‘sa‘ 1 1 091712015 1.0000 Scanner, Printer, Copier
Select Al O crearan

oK Cancel | Refresn

e Inthis example, the Receipt Qty equals “3” and we will receipt the three items.

Favorees | Man Menu Nrd:mg » Recgpts o Acd/Update Recepls
&0 Hew Window [ Persona

Maentain Receipts

Receiving

Business Unit 61001 x
Receipt Status: Open

Receipt IDc NEXT Add Header Commaents Actrdties

jore Detads | Links ynd Sistus  fem( Mig Data Qptionsl bget | Source nformation =5

Line tem Bescrigtion Receipt Oty o Receipt Price Aecer! statas core | zanw | Oeee [HER la e DECE

1 L Scanner Printer 30000 B [Ea 0 300000000 3.0000 Open i EA Q| Panding [Desice Track b4

[Tl intertace Receipt [Tl Run Close Short

@ save | [ ety |0 Rairesh [Eebdd ] UpdetoDapiy

4. Click on the Serial checkbox. “Serializing” the receipt tells SWIFT to create a separate line on the
receipt for each of the individual items on the Purchase Order Line.

5. Click the Pending link in the AM Status column for the PO line. The Asset Management
Information page displays three lines in the Asset Details section, one for each quantity.
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Maintain Receipts

Asset Management Information for Line 1

Distribution Line: 1

Business Unit:

Profile ID:

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

Asset Details

Asset Information

[ More Details

Business Unit: G1004 Status: Open
Receipt ID: NEXT Item: Scanner. Printer
Receipt Line: 1 Standard UOM: EA
[ Next Asset ID
Distribution Information

Capitalize:

CAP Sequence:

Employee ID:
CAP#: |:| Distributed Quantity: 3.0000
Cost Type: I:I Merchandise Amount: 9000.00
Select Action: Assign Tag lds hd Multiplier: [
Enter Starting Number: *Start Row: ’—1
[] overwrite existing numbers ‘ Apply |

Personalize | Find | View All| B | 7

Find | View Al First K1 4 of 1 I ast

Mon Cap v|

[ ]
L]

138 Frst K1 43073 0 Last

pist M ) ) Next

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

1 G1001 Open 1.0000 [nEXT E | NCP_EQP05 b4

2 G1001 Open 1.0000 [ [nEXT B NCP_EQP05 b4

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

Find | View Al First I 4 o1 I Last

| oK | cancel | Refresh |

Step 3: Click on the Next Asset ID Button on the Asset Management Information page
Next, you'll need to tell SWIFT to assign the next available Asset ID numbers to the assets.

1. Onthe Asset Management Information page, click on the Next Asset ID button to have SWIFT
assign the next available Asset ID numbers to the assets.
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Favorites : Main Menu > Purchasing > Receipts > Add/Update Receipts
- : - - -

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1004 Status: Open
Receipt ID: NEXT Item: Scanner, Printel
Receipt Line: 1 Standard UOM: EA
[ NedAssetb |
Distribution Information Find | View Al First Kl 4 o 1 D | ast
Distribution Line: 1 Capitalize: Mon Cap -
Business Unit: CAP Sequence:

Profile ID: NCP_EQP05 Employee 1D: :
cap#: 1 Distributed Quantity: 20000

Cost Type: Merchandise Amount: 9000.00

Select Action: Assign Tag lds hd Multiplier: I

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

i

Asset Details Personalize | Find | View All| = i
Asset Information [N

First Kl 1303 I3 L ast

pist M ) ) Next

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

1 G1001 Open 1.0000 [ [nEXT E | NCP_EQP05 b4

2 G1001 Open 1.0000 [ [nEXT B NCP_EQP05 b4

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

Find | View Al First I 4 o1 I Last

OK | cancel | Refresh |

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

Mo row selected. Do you wish to assign asset ids to all rows? (10200, 146)

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

i Yes 1 No |

3. Another Message displays asking if you want to accept “AUTO-ASSIGN” for the temporary value of
the Asset ID field. This value will be replaced with the next available Asset ID when you save the
receipt. Click the OK button.

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

Avalue of "AUTO-ASSIGN" has been temporarily assigned as assetid value. At receipt Save time the value of "AUTO-ASSIGN™ will be repl d with the next ilable assetid value.

ook

4|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

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

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

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: NEXT Item: Scanner, Printer
Receipt Line: 1 Standard UOM: EA
MNext Asset D
Distribution Information Find | View All First EJ 1011 D {ast
Distribution Line: 1 Capitalize: | Mon Cap '|
Business Unit: CAP Sequence:

Profile ID: NCP_EQPO5 Employee ID: :
CAP #: \:I Distributed Quantity: 3.0000

Cost Type: \:I Merchandise Amount: 9000.00

Select Action: Assign Tag lds hd Multiplier: [

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

Personalize | Find | iew 41 | BV First K 13073 3 Last

Assetinformation [ oI

AM

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

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

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

2 G1001 Open 1.0000( [ [auTO-ASSIGN B | | ncp_EoPos ¥
< m | >
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Step 3: Enter Serial IDs for Each Distribution Sequence

Because you clicked the Serial checkbox on the on the Maintain Receipts page, you must enter Serial IDs for
each Distribution Sequence on this page.

1. Enter a Serial ID for each Distribution Sequence as described below.

Field Name Field Description
Serial ID* e If you know the correct serial number for each item, you may enter
those.

e If you do not know the serial numbers or if the assets do not have
serial numbers, you must enter placeholder values. Placeholder
values must be unique on this page.

Note: After the asset integration processes run, the placeholder serial
numbers can be changed or deleted from the records in the Asset
Management Module. (Refer to “Creating (or Updating) Assets with Basic
Add” topic Asset Management (AM1-Part 2) User Guide).

The field is alpha-numeric. Symbols are not allowed.

Favnjteﬁ Hani-lenu » I'urcl:saan > RECEer. 3 AddfUpdate Receipts

%

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G001 Status: Qpen
Receipt I: MEXT Hen: Scanner, Printer
Receipt Line: 1 Standard UOM: EA

MNed AssetiD

Distribution Line: 1 Capitalize:
Business Unit 1001 CAP Sequence:
Profile ID: r A Employes I0:
CAP #: Distributed Quantity: 3.0000
Cost Type: Merchandise Amount: 200000
Apply to Details
Select Action: Assign Tag lds ¥ Multiplier: 1
Enter Stariing Number: *Start Row: 1

] Overwrite existing numbers Apply

More Dotails L)

g:: E:;me:s Status  Quantity Tag Number Serial D AssetlD s ::: p Mumber  Profile i0

1 G1001 Open 1.0000 6451 AUTO-ASSIGH f NCP_EQPDS x

2 G1001  Open 1.0000 6452 [AUTO-ASSIGN | | & NCP_EQPOS 4

3 G1001 Open 1.0000] N FEE | |auto-assign = NCP_EGPDS b4
. it »
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Step 4: Optionally, enter Tag Numbers on the Asset Management Information page
If your agency uses Tag Numbers, you can enter the Tag Number at this time.

1. Optionally, enter a Tag Number following below instructions.

Field Name Field Description

Tag Number If your agency uses asset tags, you can enter a Tag Number now or it
can be entered later in the Asset Management Module after the asset has
been generated (refer to the “Creating (or Updating) Assets with Basic
Add” topic).

Tag Numbers must be unique within a Business Unit. The field length is
12 characters

Favortes Man Menu > Purchasng > Receipts > Add/Update Recepts

2
Maintain Receipls

Asset Management Information for Line 1

Business Unit: 1001 Status: Open
Receipt II: MEXT Hem: Scanner, Printer
Recedpt Line: 1 Standard LOM: EA

Mext AssetiD

| View A1 First K3 4ot

Distribution Line: 1 Capitalize:

Business Unit CAP Sequence:

Profile 10:

Employes I
CAP&: Distributed Cuantity: 30000
Cost Type: Merchandise Amount: S000.00
Apply 1o Details
Select Action: Assign Tag lds > Multiplier: L
Enter Starting Number: *Start Row: 1
| Owerwrite existing numbers Apply

Wore Datads ]

AN

Dist Bu Hext
siness  Status Quantity Tag Humber Serial ID Asset D Humber  Profile ID

Seq Unit Assel 1D
1 G1001 Open 1,0000 5451 AUTO-ASSIGN &, NCP_EQPDS b 4
2 1001 Open 1.0000] 6452 AUTO-ASSIGN g | NCP_EQPOS b 4
3 G1001 Open 1. i B ) [AUTO-ASSIGN ] | NCP_EQPOS »

e | e *
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Step 5: Verify Location and Optionally, Enter Additional Asset Information on Details tab

This is a good time to verify the Location where the asset will be placed “In Service” in the Asset Management
Module. You can also enter additional asset information.

1. Click on the More Details tab to verify the Location. The Location defaults from information in the
Purchase Order. Accept the current Location or click on the Lookup and select a different Location.
Use the same Location for each Distribution sequence.

Favovr'rtes Maini\ﬂenu b Purcllasing b Recgipts > Add/Update Receipts
&N

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open

Receipt ID: MNEXT Item: Scanner, Printer

Receipt Line: 1 Standard UOM: EA

MNext AssetID

Distribution Line: 1 Capitalize:

Business Unit: CAP Sequence:

Profile ID: Employee ID:

CAP #: Distributed Quantity: 3.0000

Cost Type: Merchandise Amount: 9000.00

Select Action: Assign Tag Ids v Multiplier: 1

Enter Starting Number: *Start Row: 1

Overwrite existing numbers Apply
B 4] ]
Asset Information ||

ELS:I Custodian Location Mfg ID Model Manufacturer

1 G104THFLOO Q Q Q

2 G104THFLOO Q Q Q

3 G104THFLOOD Q Q Q

i [T} r

2. Optionally, enter additional asset information as described below. Enter the same information on each
Distribution sequence.

Field Name Field Description

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

The field length is 18 characters.

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

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

Model Enter Model information for the asset. The field length is 30 characters.
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Step 6: Save the Receipt and View the Asset

IDs Assigned

A different Asset ID will be assigned to each Distribution Line.

1. After completing your entries on the Asset Management Information page, click on the OK button

to return to the Maintain Receipts

page.

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

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G100
Receipt ID: MEXT
Receipt Line: 1
| Next AssetID

Distribution Information

Distribution Line: 1

I
-

Business Unit:
Profile ID:
CAP#:

Cost Type:

-

Assign Taglds

—

Overwrite existing numbers

Select Action:

Enter Starting Number:

Status: Open
Item: Scanner, Printer
Standard UOM: EA

Find | View All First K} 1 o1 ¥ Last

[Non Cap

]
]

Capitalize:

CAP Sequence:

Employee ID:
Distributed Quantity: 3.0000
Merchandise Amount: 9000.00

Apply to Details

Multiplier:

*Start Row:

Asset Details

T I More Detais
AN Hext
Business Status Quantity Tag Number Serial ID AssetID e Humber Profile ID
Unit Asset D
G1001 Open 1.0000 (451 [aUTO-ASSIGN g | NCP_EQP05 b 4
G1001 Open 1.0000 | 5452 [aUTO-ASSIGN & | NCP_EQP0S b 4
1001 Open 1.0000 | 6453 [aUTO-ASSIGN & | NCP_EQF05 ®
4 M | 3

PO Comment Find | View All First K3 1 of1 DI Last

Line: ]
| OK || Cancel | Refresh |
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2. Click on the Save button on the Maintain Receipts page so that the Asset IDs are assigned.

Favorites | Main Menu » Purchasing > Receipts > Addj/Update Receipts
@New‘mnduw E}F‘erson

Maintain Receipts

Receiving
Business Unit: G1001 ®
Receipt Status: Fully Received
Receipt 1D: 0000009221 Add Header Comments Activities
Header Details Document Status
b Header
| CloseshontAliLines | PrntDelveryRepot | | Run 25 ReceintAceial

Select Purchase Order

More Details | Links and Status | tem/MfgData | Optionalinput | Source Information

Close Device  Stock

Lne | ftem Description [ReceiptQly | RecvUOM ReceiptPrice  AcceptQly Status short | Seril || AM Status
1 B Scanner_ Printer 30000 B EA 300000000 30000 Received B El |[EA |Q |Pending x
[Z] Run Close Short Interface Asset Information

3. Click the Pending link in the AM Status column to return to the Asset Management Information
page. Notice that unique Asset IDs are assigned to each Distribution Line.

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

Maintain Receipts

Asset Management Information for Line 1

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

[ MexiAssetiD

]

Distribution Information Find | View All First Kl 1 of 1

Last

Distribution Line: 1 Capitalize: | MNon Cap v|

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

CAP#: ] Distributed Quantity: 3.0000

Cost Type: C Merchandise Amount: 9000.00

Select Action: Assign Taglds - Multiplier: [

Enter Starting Number: *Start Row: ,71
Overwrite existing numbers | Apply |

Asset Details Personalize | Find | Vi 2 First K8 1.3 0f 3 D Last
[ MWore Details

Asset Information

AM

Dist B . - lext
Seq 5:;"1&5! Status ‘Quantity Tag Number Serial ID AssetlD Asset D Humber Profile 1D
1 G1001 Open 1.0000] [6451 [oooooooo1146) | ES | NCP_EQPOS b4
2 G1001 Open 1.0000] [6452 [oooooooo1147) | ES | NCP_EQPOS X
3 G1001  Open 1.0000 5453 |oooooooo114s) £ NCP_EQPO5 X
4 [T ] 3
PO Comment ew All_First Kl 1 of 1
Line: @
| oK | Cancel | Refresh |

4. Click on the OK button to return to the Maintain Receipts page.
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Step 7: Optionally, Interface Receipt if Payment Expected Same Day

If you think that the invoice may be paid on the same day as the purchase is received, you should click on
the Interface Receipt checkbox so that the receiving information for the asset reaches the Asset Management
Module before the Voucher information. When in doubt, you should click on the Interface Receipt checkbox.

e This is referred to as the “Manual Receiver Push Process”.

1. Onthe Maintain Receipts page, click on the Interface Receipt checkbox to ensure that the
receiving information reaches the Asset Management Module before the voucher information.

Fawortes  Main Menu Purchasng Recepts AddiUpdate Recepts
Receipts
Receiving
Business Lnil: G1001

Recedpt Status: Fully

Rercadipt 1
Cloge Shor All Lines Pairil O élivéry R por
-
ksl I
als o o)
Liné 1aem Risewipt Oty Receipt Price  Accepl Oty Stalus el Serul e o AM Status
1 , Seanner. Prnts 30000 ™ EA 3000.00000 30000 Récaived EA © Pending x
¥ Intertace Receipl Run Close Shom
W Save | Netity Ly Refresh w Add D Updeiemplay

2. Click on the Save button.

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

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

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

4. Click the OK button.

The assets will be created in the Asset Management Module with information entered on the Purchase Order and
Receipt. The assets will have a status of “Received (Not in Service)”. When you use the Search for an Asset
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page to find the asset using the Receipt No. criteria, a line for each asset will display in the results. (Refer to the
“Using the Search for an Asset page” topic in the Asset Management (AM1-Part 2) User Guide).

Favorites | Main Menu > Asset Management > Seatch for an Asset

@ Mew Winn

Search for an Asset
= Assel Search Criteria
Unit: (61001 2 Book: [ o Parent ID: [ Q
Catagary: . 10, Lacation: [ a Area I [ Q
Asset ID: . Assel Status: il Impairment Processing: i
Tag Humber: ' Profile ID: | Q GroupID: [ Q
Serial 1D; [ | Threshola i i e

Additional Search Criteria harif gl Il ritgsi

Acauisition Details
PO Unit: [ @,  ReceiptUnit I Q AP Unit: [ e, PC Bus Unit: [ a
PO Ho: ——— Receipt No: %0221 Veucher: — Project 10z [

[Tl cost 4l ion Information [ Location [ Non Capital Asset [ custodian [ Lease Hinit
Clear Drifl-Down To: — Select Component — - GOt

Search Resulis - Select One Asset io Continue

Anset informabon Assel Cost informabon Acguistion Detals Qrwner/Cusiodian Euzlllnmn.ee ¥ork Maintenance 2 More .

Unig AssatiD Deseription AssetType  Asset Subtype ;:“m' Serial ID Status

() G1001 000000001146 Scanner, Printer Equipment 5451 Received (Mot in Senica)

@ G1001 | 000000001147 Scanner, Printer Equipment 5452 Received (Notin Sandce)

® G1001 000000001148 Scanner, Printer Equipment 6453 Received (Mot in Sendca)

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

Favorites | Main Menu » Asset Management > Search for an Asset

Search for an Asset

unit: 61001 @ gook: Q Parent I: | e
Calegory: [ :Q Location: Q Area ID: [ a
AssetID: | . Assel Status: In Sendce : o Impairment Processing: ad
Tag Number: Profile ID: Q Group ID: [ Q
Serial 1D: Threshold ID: a,
jddifional Search Criteda Charfield Search Criteria
PO Unit: [ @ Receipt Unit [ Q AP Unit: [ Q PC Bus Unit: [ Q
PO No: | Receipt No: [e0221 Voucher: | Project ID: aQ
R .. |
[ Cost information ['__|A|:m|is'ninl| information 1 Location [ Mon Capital Asset ] Custodian [ Lease Him

Clear Drill.Down To: — Selact Component — - GOl

B

Search Results - Select One Assat o Continue Pergor
Assel nformation Asset Cost hformation Acguistion Detnils Drwner/Cusiodian _'._%u‘ll-lmbmmce iork Maintenance 2 Hore

; - Tag :
Uit AssetiD Description Asset Type Asset Subtype Mamibiar Serial ID Status

& G1001 000000001146 Scanner, Printer Equipment 6451 In Sendce

G101 000000001147 Scanner, Printer Eguipment G452 In Serice

© G001 000000001148 Scanner, Printer Equipment G453 In Senvice
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