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Receive a Single Asset with One Funding Source
This topic describes how to receive a single asset with one funding source.

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

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

Steps to complete:

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

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

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

e Step 5: Optionally, Interface Receipt if Payment Expected Same Day

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

Begin the receiving process as you would normally. On the Maintain Receipts page, you will click on the
“Pending” link in the AM Status column.

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

3. Atthe Select Purchase Order page, enter criteria to locate and select the Purchase Order to be
received. Click the OK button. The Maintain Receipts page displays.

l1|Page-Quick Reference Guide


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

SWIFTHS

Statewide Integrated Financial Tools

Favo_r'rtes MainvMenu > Purdlaswng > Recvewpts » Add/Update Receipts

ENew window [ Per:

Select Purchase Order

Search Criteria
PO Unit: 51001 @, Origin: Q Days +I- Today:
0 [3000003300 Q Start Date: &l
Line | Schedule: J End Date: =
Rel : :
elease: Vendor Name: a Vendor Lookup
Item 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 - Lol ok _ _
g () No Order Qty () Ordered Qty @ PO Remaining Qty
Retrieved Rows Personalize | Find | View &1 | B | 3 Fist B0 4 or1 0 Last
Shipping Related More Details
Sel POUnit POID Origin Origin Description Line  Sched Release Due Date PO Gty Re::l(; Item Description
Management Analysis & ) .
G1001 3000003300 513 1 1 09M17/2015 1.0000 Scanner, Printer, Copier
Devlopmt
Select Al O clearan

OK Cancel Refresh

If the receipt is for an asset, there will be a “Pending” link in the AM Status column in the Receipt Lines
detail for the line you are receiving.

Important! If the purchase order line should not create an asset in the Asset Management
Module, the correction must be made on the Purchaser Order. The Profile ID and AM Unit fields
on the PO line must be removed from the Asset Information tab of the Distribution page.

Favgrtes | Man Menu » Purchasing > Receipts »  Add/Update Receipts
Enew iindow [ Personaize

Maintain Receipts

Receiving

Business Unit: G001 b4
Receipt Sates: Open

Receipt I: MNEXT Add Hagder Comments Actaties

Hiagur Delgits

Selec Purchsss Qrdar ‘Close Snod ANl Lines Prinl Delvety Repon
TSI  uoreDetamn | LeisgedSiates  pem/MfgDats  OptosalWpst | Steemntormaten [T
Line ttem Description Receipt Oty e Receigt Price "'“a' Status. m Serial D'b.t"-": ;:;:" Al Siatus "::;'
1 B Scanner Primee, Copier 10000 | | § [EA O S000:00000 10000 Open I ] I Y (NITER x
| mtertace Receipt | Rum Closa Short Inderfice A35e) Infodmation
@ Seve | [T Mesly | | 7 Ratresh [Fo A8t & UpdsiDapiay

4. Click the Pending link for the PO line you want to receive. The Asset Management Information
page displays showing the asset details that will be received.
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Step 2: Click on the Next Asset ID button on the Asset Management Information page
Next, you'll need to tell SWIFT to assign the next available Asset ID number to the asset.

1. Onthe Asset Management Information page, click on the Next Asset ID button to have SWIFT
assign the next available Asset ID number in your Business Unit.

| Favorkes | Man Menu > Purchasng > Receipts » Add/Update Recepts
&0

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: MEXT Item: Scanner, Printer, Coplar
Receipt Line: 1 Standard UOM: EA
Hext Asset D

Distribution Line: 1 Capitalize:
Business Unit: 31001 CAP Sequence:
Profile I0: NCP_EQFDS Employea ID:
CAP# Distributed Quantity: 1.0000
Cost Type: Merchandise Amouni: S000.00
Select Action: Assign Tag Ids i Multiplier: [+
Enter Starting Number: *Start Row: - 1

| overwrite existing numbers Apply

.-.'.'|‘H 1 = ryat I 1ol 1 &

More Detads i)
oist  AM Nt
Seq x:meu Status Craantity Tag Number Serial ID AssetlD Assetp Momber  Profile ID
1 G1001  Open | 1.0000] | ' [MEXT g | | [NCP_EQPOS b 4
e e n : J '

a1 Fral 4] 1ot 4] Lasl
(£

Find | Ve

OK Cancel Rafresh

2. A Message displays asking if you want to assign the Asset ID to all of the rows. Click the Yes button
since there is only one row.

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

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

yes i No |
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3. Another Message displays asking if you want to accept “AUTO-ASSIGN” for the temporary value of

the Asset ID field. This value will be replaced with the next available Asset ID value when you save
the receipt. Click the OK button.

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

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

d with the next ilable assetidvalue.
[ Ot
The Asset ID field now contains “AUTO-ASSIGN".
Favortes Man Menu > Purchasng > Recepts > Add/Update Receipts
&

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G100 Status: QOpen

Receipt iD: MNEXT em: Scanner. Prinler, Copier

Receipt Line: 1 Standard UOM: EA

Mest AssetiD

Distribution Line: 1 Capitalize: Nan Cap s

Business Unit: G001 CAP Sequence:

Profile ID: NCP_EQPOS Employee Ix

CAP #: Distributed Quantity: 1.0000

Cost Type: Merchandise Amount: S000.00

Select Action: Assign Taglds * Multiplier: [ 1

Enter Starting Humber: *Starl Row: : 1

[ overwrite existing numbers Apply

| AM

|Dist Hext

|Saq :un;rnest Status Quantity Tag Number Serial 1D Asset D AssetiD Number  Profile ID

[1 G101  Open | 10000 AUTO-ASSIGN || & | NCP_EQPOS b 4
™ |

m_
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Step 3: Optionally, enter Tag Numbers on the Asset Management Information page
If your agency uses Tag Numbers, you can enter the Tag Number at this time.

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

Field Name Field Description

Tag Number

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

Add” topic in the Asset Management (AM1-Part 2) User Guide).
Tag Numbers must be unique within a Business Unit.
The field length is 12 characters

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

Mamtain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt iD: MNEXT em: Scanner, Printer, Copier
Receipt Line: 1 Standard O EA
Next AssetiD
Eind | Viswe A0 Fiesl By or1 O e
Distribution Line: 1 Capitalize: b
Business Unit: G100 CAP Sequence:
Profile ID: NCP_E Employee I:
CAP#: Distributed Quantity: 1.0000
Cost Type: Merchandise Amount: 2000.00
Select Action: Assign Taglds > Multiplier: [
Enter Starting Number: ' *Start Row: (73
[ overwrite existing numbars Apply

AN

Dist = z ; Hext
Iseq ﬂ;mi!! Status Quantity Tag Number Serial ID AssetlID Asnet I Number  Profile ID
1 G1001  Open 1.0000 : AUTO-ASSIGN | | &5 | NCP_EGPOS b4

nd | View A0 Fist B yor1 D iim

O Cancel Refresh
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Step 4: Verify Location and Optionally Enter Additional Asset Information on Details tab

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

1. Click on the More Details tab to verify the Location. Accept the current Location or click on
the Lookup and select a different Location.

Note: This is a very good time to double-check the Location to ensure it is correct before the asset is
generated into the Asset Management Module.

ngrites Man:ienu > Pur\dlamu E: Ftecsuts » Add/Update Raceipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G100 Siatus: Cpen
ReceiptID: MNEXT Item: Scanner, Printer, Copier
Receipt Line: 1 Standard UOM: EA

Next Asset 1D

Eing [ view A Frrst &3 4011 TF Lust

Distribution Line: 1 Capitatize:
Business Unit: CAP Sequence:
Profile I0: MCF_EQPOS Employee ID:
CAP# Distributed Quantity: 1.0000
Cost Type: Merchandise Amount: 8000.00
Apply to Details
Select Action: Assign Tag las ad Multiplier: [ 1
Enter Starting Number: *Start Row: 1

7] Overwrite existing numbers Apply

Custodian Location Mfg 1D Model Manufacturer Capitalize

1 ] F}lD#THFLDD Ql I Ta | & e N

OK Cancel Relrash
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2. Optionally, enter additional asset information as described below. This information can also be
entered later in the Asset Management Module. (Refer to the “Creating (or Updating) Assets with
Basic Add"” topic in the Asset Management (AM1-Part 2) User Guide.

Field Name Field Description

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

The field length is 18 characters.

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

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

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

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

4. Click on the Save button on the Maintain Receipts page so that SWIFT will assign the Asset ID.

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

dow [& Personalize Page B

Maintain Receipts

Receiving
Business Unit: G1001 x
Receipt Status: Fully Received
Receipt ID: 0000009218 Add Header Comments Activities
Header Details Document Status
+ Header
Selact Purchase Order Close Short All Lines Print Delivery Report
s By py K g0 0
1 More Details Links and Status tem/ Mfg Data I Optional Input | Source Information

“Recv Accept Close Device Stock Device
Line item Description Receipt Gty ok Receipt Price aty SAtuS s Serial il e AM Status 0
1 =0 Scanner, Printer. Copler  [1.0000 | | B [EA | |9000.00000 1.0000 Received B F [ [EA & |penging D2YE X
[“]interface Receipt [C] Run Close Short Interface Asset Information
B Save | [ Nolify | | Refresh Ey Add Update/Display

5. Optionally, click the Pending link in the AM Status column to return to
the Asset Management Information page to view the Asset ID that has been assigned so that it is
easier to find later in Asset Management.
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Favortes Main Menu > Purchasng > Recepts » Add/Update Recepts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Recaived
Receipt ID: 0000009218 tiem: Ecanner, Printer, Copied
Receipt Line: 1 Standard UOM: EA
Nexd Assel ID

Distribution Information =
Distribution Line: 1 Capitalize: Mon Cap .
Business Unit: G1001 CAP Sequence:
Profile ID: NCP_EGROS Employee I0:
CAP # Distributed Quantity: 1.0000
Cost Type: Merchandise Amount: o000.00
Select Action: Assign Tag ids hd Multiplier: | 1
Enter Stariing Number: | *Start Row: 1

[Tl verwrite existing numbers Apply

iI.'ﬁll . Hext

| - -

|5eq :::ilml Status Quaniity Tag Humber Serial ID AssetiD Assei D Humber  Profile 1D

1 G1001 open | 1.0000 | | ‘Doooooooi1es | & | NCP_EQP05 X
< | T} ] [3

OK Cancel | Refrash

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

Favorites © Main Menu : Purchasing > Receipts » AddfUpdate Receipts

@Nemeduw @Persuna\izel’age
Maintain Receipts

Receiving
Business Unit: G1001 X
Receipt Status: Fully Received
Receipt ID: 0000009218 Add Header Comments Activities
Header Details Document Status
¥ Header
Selact Purchase Order | Close Short All Lines | | Print Delivery Report. || Run P ReceiptAccial |

Receipt Lines

= Personalize | Find | iz &0 | BV | 5
Receipt Lines

More Detais | Links and Status || fem/MigData | Optionalinput | Source mformaton | [E=9

liine Item Description Receipt Qty ;O'EM" Receipt Price A“";;"; Status gﬂ’: Serial ';f::: %"““" \AM Status .'?f:t"f
[t B Scanner. Printer, Copier  [1.0000 By [EA @ 9000.00000 1.0000 Received EA | Pending ?;"c'ﬁe b4
Interface Receipt [C]Run Close Short Interface Asset Information

B save | =] wotity | |4 Refresn |
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Step 5: Optionally, Interface Receipt if Payment Expected Same Day

If you think that the invoice may be paid on the same day as the purchase is received, you should click on

the Interface Receipt checkbox so that the receiving information for the asset reaches the Asset Management

Module before the Voucher information. When in doubt, you should click on the Interface Receipt checkbox.
e Thisis 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.

Favortes | Main Menw » Purchasng » Recepts >  Add/Update Recepts

&0 blaw Window _-s'P::.':Lr..uil.'t Page .E'E,
Maintain Receipls

Receiving
Business Unit: G1004 x
Receipl Statws: Fully Received
Receipt 1D DO0OM0a2 18 Add Header Communls Actraties
Hegder Detasts Doqumert Status
S alert Pyrchas s Cpoer Chase Shart All Lines Print Diglivery Riepodt
410 Purcnas g Orgey

L TR  More Detads | Lisks gnd Stalus | Bemy g Datn | Gysonal ngut

Source information F=

Line nem Descripgton Receipt Oty :;;' Receipt Price ‘“;‘; Status ';'::: Sarial ﬁ::: f;.‘::h AM Status ':f::;#

1 B Scanner Priter Copler  [10000 | | B3 [EA Q900000000 10000 Recetved EA O Panding e X
F s o e o

& Save | [ Mowdy | Aeiresh

[Ty aod F UpdaieTaplay

2. Click on the Save button.

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

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

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

4. Click the OK button.
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An asset will be created in the Asset Management Module with information entered on the Purchase Order and
Receipt. The asset will have a status of “Received (Not in Service).

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

& New|
Search for an Asset
- Asset Search Crileria
Unit: [c1001 L Book: | Q Parent ID: a
Category: [ o, yocation: [ Q, Area ID: [ Q,
Asset ID: | Asset Status: x Impairment Processing: ke
Tag Humber: [ | ProfieD: [ a Group I0: [ q
Serial ID: Thresheld ID: i Q
PO Unit: [ @& ReceiptUnit [ a AP Unit: - ! PC Bus Unit: - Q
PO No: [ 1 Receipt Ho: w9218 | Voucher: 1 Project ID: [ &
[7] Cost Information | Acquisition Information [Tl Location [T Mon Capital Asset [T Custodian CLease Hint
Search Clear Drill-Down To: — Select Component — - GO
Search Resulls - Select One Asset 1o Canlinus
it Assel Costinformation | Acguaton Detais  QwneriCu ok perk 2 [ Mare.
Unit Asset D Description Asset Type Asset Sublype ::lhr Serial ID Status
5 G001 DDODOODOT143  Printer, Scanner Equipment Recetvad (Notin Senvica)

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

Favortes = Main Menu > Assst Management > Search for an Asset

Enew
Search for an Asset

= Assel Search Criternia

Unit: [c1001 2 Book: ! Q ParentID: ' aQ
Category: C 18, Location: [ a Area ID: [ a,
Asset 10: | Asset Status: ha Impairment Processing: ol
Tag Humber: | Profile ID: Q Group ID: a
Serial I [ Threshold I | =

PO URIt | @ RecelptUnit | Q AP Unit [ aQ PC Bus Unit: | a
PO Mo [ Recaipt No: %0218 Voucher: [ Project I0: [ a
| Retrepe |
71 Cost information [7] Acquisition Information [Tl Location [7] Hon Capital Asset 7] Custodian M Lease Hint
[ Clear Drifl- Down To: — Select Component — v =GO
Search Resulis - Select One Asset to Continue
bkl Asset Costinformation | Acguisdin Defals | QwnenCusiodian | Work Vork M 2 || More-.
| lone AssetiD Description Asset Type Asset Subtype 1“"' : Serial 1D Status
@ G001 000000001143 Printer, Scanner Equipment In Sarvice
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