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Receive a Single Asset with Split Funding
This topic describes how to receive a single asset with split funding.

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

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

Steps to complete:

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

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

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

e Step 6: Optionally, Interface Receipt if Payment Expected Same Day

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

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

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

3. Atthe Select Purchase Order page, enter criteria to locate and select the Purchase Order to be
received. Click the OK button. The Maintain Receipts page displays.
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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: =
Release: :
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 PO Unit POID Origin Origin Description Line  Sched Release Due Date PO Gty Rezt;iil; Item Description
G1001 3000003300 513 g:mz%memmawsus& 1 1 001712015 1.0000 Scanner Printer, Copier
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 should not create an asset in the Asset Management Module, the
correction must be made on the Purchaser Order. The Profile ID and AM Unit fields on the PO
line must be removed from the Asset Information tab of the Distribution page.

4. Click the “Pending” link for the PO line you want to receive. The Asset Management Information
page displays.

Favorkes  Man Menu » Purchasing » Recepts »  Add/Update Recepts
& Hew Window  [& Personaliza

Mamntan Receipts

Receiving

Business Unit: G1001 x
Open

Receipt 0 MEXT Actraties

Hiader Detaits

S TR jiors Detain | Lmksged Slatos  fem/MfgDats  Qptooalbget  Soercenformaton [0

Line ttem Description Receipt Oty x,"" Receit Price "‘“a‘ Status. g:,‘; Senal l:'r":: "”o":‘ A statan e

1 B Scanner Prnter Copier [1ovor | | B2 [EA @ 5000:00000 10000 Open I ] ] [EA o] penaing RO X
Clmtertace Roceipt | Run Close Short

@ Save | [ Mesty | | Retresh Bl Soleintm
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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 View All link in

the Distribution Information section to view all the distribution records or use the arrow keys to view
the distributions one at a time.

Falro‘ntes N.an:lenu » Durcrlasng » Recgipts » AddfUpdate Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open

ReceiptiD: NEXT ttem Printer, Scanner

Recekpt Line: 1 Standard UOM: EA

Next Asset D Use One AssetID

= [
| bistribution Line: il | Capitalize: :

Business Unit: 1001 CAP Sequence:

Profile ID: Employee I0:

CAP o: Distributed Quanlity: 02000

Cost Type: Merchandise Amount: 1200.00

Apply 1o Details

Select Action: Assign Tag lds v Multiplier: 1

Enter Starting Number: *Start Row: 1

|7l overwrite existing numbers Apply

More Detais

AN
Business Status  Quantity Tag Number Serial ID AszetiD Next yumber  Brofile ID
Seq Wnit AssetID
1 G1001 Open 0.2000 MEXT -3 NCP_EQPD5 ¥
] m

Dist

2. Click on the Next Asset ID button to have SWIFT assign the next available Asset ID number in your
Business Unit to this asset.
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Favorites | Main Menu > Purchasng : Receipts » Add/Update Receipts
=it

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G001 Status: Cpen
Receipt ID: NEXT I Printgr nngr
Receipt Line: 4 Standard UOM: EA

I Ned AssetiD I Use One Asset ID
Distribution Information
Distribution Ling: 1 Capitalize: lon Ca -
Business Unit: 3 CAP Sequence:
Profile 1D: =_i='_"_'.! oP Emplayee ID:
CAP #: Distributed Cuantity: 0.2000
Cost Type: [ Merchandise Amount: 1800.00
Select Action: Assign TagIos = Multipler: [
Enter Starting Number: I *Start Row: [ 17

[”] Overwrite existing numbers Apply

Parpanakzg | fing | Ve &

s.q Des Tag Mumber Sarial ID AssetlD Auh:ltn Humber  Profile 1D
1 G1001 Open 0.2000, | [NEXT g | MCP_EQPOS x
| < | m_ .l »
Distribution Line: 2 Capitalize: | Mon Cap -
Business Unit: G001 | CAP Sequence: |
Profile I0: | Employee ID:
CAR# Distributed Quantity: 0.8000
Cost Type: i Merchandise Amount: T200.00
Select Action: Assign Tag ids - Muttiplier: [
Enter Starting Number: “Start Row: [
|7l overwrite existing numbers Agply

Business  Status Quantity Tag Number Serial ID Azzet 1D A:;:IJ Number  Prafile D
Unit | [
1 G1001 Open 0.8000 [NEXT x| NCP_EQPOS X E
4 . ] »
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3. A Message displays asking if you want to assign Asset ID’s to all of the rows. Click the Yes button.

o ————

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

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

Poves i No |

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

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

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

ook

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

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

Maintain Receipts

Asset Management Information for Line 1

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

| Nex Assel ID ] Use One AssstiD

Distribution Line: 1 Capitaliza:
Business Unit: > CAP Sequence:
Profile Ik Employes 1Dt
CAP & Distributed Cuantity: 02000
Cost Type: Merchandise Amount: 1300.00
Select Action: Assipn Tag lds - Multiplier: [ 1
Enter Starting Number: ! *5tart Row; [ 1

[T owerwrite existing numbers. Apply

More Datsis ,_il_bl
Dist 2 : ” Hext o
s 'E:;nwﬂ Status Cuantity Tag Number Serial 1D Asset D Asiatin Humber  Profile 1D
1 G1001 Open 0.2000 | AUTO-ASSIGH L o8 NCP_EQPOS b 4
q | 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 instructions below.

e Make sure to enter the same Tag Number for each Distribution record.

Field Name Field Description

Tag Number If your agency uses asset tags, you can enter a Tag Number now or it
can be entered later in the Asset Management Module after the asset has
been generated (refer to the “Creating (or Updating) Assets with Basic
Add” topic in the Asset Management (AM1-Part 2) User Guide).

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

Favorttes Manyenu > Pur\cllasrl ¥ Recsuts » AddfUpdate Receipts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G001 Status: Open
Recept ID: MNEXT tem: Printer, Scanner
Receipt Line: 1 Standard UOM: EA

Nex Assel D Use One AssetiD

Distribution Line: 1 Capitalize:
Business Unit 1001 CAP Sequence:
Prohile 1Dz il Employeds ID;
CAP i Distributed Quantity: 0.2000
Cost Type: Merchandise Amount: 1800.00
Apply to Details
Select Action: Assign Taglds » Multiplier: 1
Enter Starting Number: *Start Row: 1

[ Overwrite existing numbers Apply

Mare Detais (]

Business Siatus DQuantity Tag Number Sevrial ID AssetiD Mot Humber Profile ID
Unit AssellD

1 G1001 Open | 0,2000 : NEXT = NCP_EQPO5 b 4
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Step 4: Verify Location and Optionally, Enter Additional Asset Information on Details tab

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

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

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

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

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Open
Receipt ID: MNEXT [tem: Printer, Scanner
Receipt Line: 1 Standard UOM: EA
. Next Asset ID ] Use One Asset ID |
Distribution Line: 2 Capitalize: Mon Cap
Business Unit: G1001 CAP Sequence:
Profile ID: NCP_EQPO5 Employee ID:
CAP# Distributed Quantity: 0.8000
Cost Type: Merchandise Amount: 7200.00
Select Action: Assign Tag lds h Multiplier: [ 1
Enter Starting Number: *Start Row: ’—1
[[] overwrite existing numbers Apply

Personalize | Find | View A1 B 3 Fist B ¢ op 0 I Last

Asset Information More Details =
Dist

Custodian Location Mfg ID
Seq
1 [smith,John [G104THFLOD @, [RICOH AMERICAS CORP
4 m ] +
PO Comment Find | View All First K 1 of 1 DX Last
Line: =
OK | Cancel | Refresh |

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

Field Name Field Description

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

The field length is 18 characters.

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.
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Field Name Field Description

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

Step 5: Assign the Same Asset ID to Each Distribution Line

A different Asset ID will be assigned to each Distribution Line. You must edit the assigned numbers so that the
same Asset ID is used for all distribution lines.

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

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

Maintain Receipts

Asset Management Information for Line 1

Business Unit: 1001 Status: Open
Receipt ID: MEXT ltem: Scanner, Printer, Copier
Receipt Line: 1 Standard UOM: EA

Eind | View Al First B0 4 orq D {ast

Distribution Line: Capitalize: | Non Cap - |

Business Unit: CAP Sequence: | |

Profile 1D: | Employee 1D: | |
CAP#: | | Distributed Quantity: 1.0000
Cost Type: | | Merchandise Amount: 9000.00
Select Action: Assign Tag lds X Multiplier: [
Enter Starting Number: *Start Row: ’—1
[] overwrite existing numbers | Apply ;

Personalize | Find | View Al

First Kl 10f1 b Last

| Asset Information
Dist

Tiors oo W=D

Custodian Location Mfg ID Model Manufacturer Capitalize

1 \ |G104THFLOD Q| | a | QN

< i ] Gl

Find | \view &Il -First 4] 1ol1 u Last

OK | Cancel | Refresh |

2. Click on the Save button on the Maintain Receipts page so that the Asset IDs are assigned.

Favortes = Main Menu > Purchasing > Receipts > Add/Update Receipts
@& New Window  [# Personalize

Maintain Receipts

Receiving
Business Unit: 1001 p
Receipt Status: Fully Received
Receipt ID: 0000009219 Add Header Comments Activities
Header Details Document Status
» Header
Select Purchase Order (s hey i Kn s | eErint iR B RO

More Detais | Links and Status | kem/MfgData | Optionalinput | Surce information

B Receipt = . Accept Close . Device Stock Device
Line Item Description aty ‘Recv UOM  Receipt Price aty Status Short Serial Track UOM AM Status Traek:
1 B Printer. Scanner 10000 | B3 Ea 9000.00000 10000 Received B B EA |@ |Pending .[r’reavc‘f ¥
[T interface Receipt [CRun Close Short Interface Asset Information
(goves| [Elabiobins) | Samichiost) v Add 3 UpdstsDsplay.
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3. Click the Pending link in the AM Status column to return to the Asset Management Information
page. Notice that unique Asset IDs are assigned to each Distribution Line. You must edit the
assigned values so that each Distribution Line has the same Asset ID.

Favorites | Main Menu > Purchasing » Recepts » Add/Update Recepts

Maintain Receipts

Asset Management Information for Line 1

Business Unit: G1001 Status: Received
Receipt ix D00000e220 Nem:; Printer, Scanner
Receipt Line: 1 Standard UOM: EA
Neat AssetiD Use One AsselID

Distribution Ling: 1 Capitalize:
Business Unit: [51001 CAP Sequence:
Profile I NCP_EQPD! Employee I:
cap# Distributed Cuantity: 02000
Cost Type: Merchandise Amount: 1800.00
Select Action: Assign Tag Ids - Muttiptier: [ 1
Enter Starting Number: [ ) *Start Row: [

[”] overwrite existing numbers Apply

Asset Details
Asset nformator L)

v == S Tag Number Serial ID AssetiD Mewt o imber  |Profile D

Seq g% ity e Assetip "umber

1 61001 Open | 02000 | 000000001144 B | NCP_EQP0S x
« I . ] v

Distribution Line: 2 Capitalize:

Businass Unit: 1001 CAP Sequenca:

Profite ID: NCP_EQP0S Employee ID:

CAP & Distributed Quantity: 08000

Cost Type: Marchandise Amount: 720000

Select Action: Assign Tag lds * Multiplier: [ 1

Enter Starting Number: “Start Row: [

1 Overwrite existing numbers Apply

s :uumeu Sistus  Quanl Tag Humber SerialID AssatiD Next \ymber  Profilein
2 Bl e o = Assetin
1 G100 Open 0.3000 IE'}UUO’DUUO11"5I E} NCP_EQFDS x 'E
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4. Copy the Asset ID from the first Distribution Line into the other lines so that they all match.

Distribution Line: 2 Capitalize: [Nen Cap -]
Business Unit: G1001 CAP Sequence: ’:

Profile ID: | Employee ID: | |
CAP#: Distributed Quantity: 0.8000

Cost Type: | | Merchandise Amount: T200.00

Apply to Details

Select Action: Aszsign Tag Ids - Multiplier: l—‘l

Enter Starting Number: *Start Row: '—1

Overwrite existing numbers | Apply |

" Asset information
AM

il)ist 5 2 - : Next
Is 3:;lness Status Quantity Tag Number Serial ID Asset D AssetID Humber |Profile ID
It G1001  (Open 0.8000, oooooooot144 | B | INCP_EQP05 X &

| OK || Cancel | Refresh |

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

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

Maintain Receipts

Receiving
Business Unit: G1001 x
Receipt Status: Fully Received
Receipt ID: 0000009220 Add Header Comments Activities
Header Details Document Status
} Header
| Close Short All Lines | Print Delivery Report | |

Select Purchase Order

Receipt Lines

More Details || Links and Status || ltem/Mfg Data || Optionalinput || Source information
=

L ‘Receipt e l N _ Accept Close N Device Stock ‘Device
Item Description aty Recv UOM Receipt Price aty Status Short Serial Track UOM AM Status Track
1 EX Printer. Scanner [1.0000 | B2 EA '9000.00000 1.0000 Received 0 EA |@ |Pending Eea"gﬁe b4 ‘
Interface Receipt Run Close Short Interface Asset Information

| @ save | [=] otity | @ Refresh |

6. Click on the Save button to save your changes.
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Step 6: Optionally, Interface Receipt if Payment Expected Same Day

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

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.

Favorkas  Man Many Purchasing Becaipts Add/Update Rec r-;.:-'.\
taintain Receipts
Receiving
Business Unit: G100 %

Receipt Status: Fully Recened
Receipt D 000 ants

Receqt

Line therm Description Gty Recy UOM  Receipd Price s b:-:- Serial i
1 Y Printer. Scanner  1.0000 @ Es ! 10 Raceved b4
Interface Receipt Run Close Short nberlace Asgel Inforrmator
(2] wetdy s Fadresn bohsd F] UpdateDuplay

2. Click on the Save button.

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

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

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

OK

4. Click the OK button.

An asset will be created in the Asset Management Module with information entered on the Purchase Order and
Receipt. The asset will have a status of “Received (Not in Service)”. When you use the Search for an Asset
page to find the asset, a line for each source of funding can display in the results, depending on the search
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criteria that that was used. (Refer to the “Using the Search for an Asset page” topic in the Asset Management
(AM1-Part 2) User Guide).

Favorkes  Man Menu > Asset Management > Saarch for an Asset
- - -

& ivew

Search for an Asset

~ Assel Search Criteria

Unitz [c1001 A gook: Q Parent ID: . Q
Category: i Q Location: aQ Area i @
Asset ID: i. Assel Stalus: x Impairment Processing: i
Tag Number: [ Profile 1D: [ la, Group ID: Q
Serial ID: i Threshold ID: ' Q

Additional Search Criteda hartfigl rch Coriteri:

Acquisition Details

PO Unit: [ Q Receipt Unit: [ Q AP Unit: [ qQ BC Bus Unit: [ Q
PO No: il i Receipt No: [wezz0 Voucher: r ProjectI: lic e,
[ Cost Information ["] Aequisition Information "] Location |1 Mon Capital Asset _ Custodian Lease Hint
Clear Drill-Down To: - Select Component — - GO!

Azast Cosi information Acguisiion Deiads QwnenCustodan York M. ok
nit Asset D Description Asset Type Asset Subtype ::nm' Serial ID Status
) G100 000000001144 Printer, Scannar Equipmant Received (Mot in Sendce)
5 G001 000000001144 Prinfer, Scanner Equipmaent Recetved (Mot in Serdce)

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

Favorites = Main Menu > Assst Management > Search for an Asset
ENew

Search for an Asset

- Asset Search Critéria

Unit: [1001 2, pook: [ a Parent ID: I Q
Category: [ 3 Location: [ T, Area I ' Q,
Asset i | Assat Status: = Impairment Processing: =
Tag Number: Profile ID; [ Q Group ID: ' Q
Serial D i Thireshold 10 [ e

Addiional Sgarch Critenig Hartfial I it

Acquisition Details

PO Unit; [ @ Receiptuni: [ la AP Unit: [ la PC Bus Unit: Q
PO No: [ Receint No: [se220 ) Voucher: [ Project ID: aQ
Retrieve

cost tion 7] Acquisition Information [ Location [7Mon Capital Asset [ Custodian TLease Hint
Clear Dirill-Down To: = Select Component = - B0

i Gl AssetCostinformation  Acgustion Delads | QwnerTustodsn | iorkMantenance  ork Mantenance 2 More .

Unit  AssetiD Description Asset Type Asset Subtype :;:IW Serial ID Status
) G001 000000001144 Printer, Scanner Equipment In Senvice
™ G100 DODODOOO1144 Printer, Scanner Equipment In Senvice

12|Page-Quick Reference Guide



	Quick Reference Guide
	Receiving a Single Asset with Split Funding
	Revised December 4, 2015
	Receive a Single Asset with Split Funding





