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QUICK REFERENCE GUIDE 

June 13, 2024 

Change or Delete Pending Cost Transaction 
If you have a cost transaction that was entered incorrectly and Depreciation Calculation has not been run for the 
transaction, it can be changed or deleted using this page. You can determine if depreciation is pending for the 
transaction by viewing the Open Transactions page. (Refer to the “View Open Transactions” guide for 
instructions.) 

WARNING! If you’re not sure how to use this page, please contact SWIFT Module Support at 
AgencyAssistance.MMB@state.mn.us. 

Note: Inter-Unit Transfers (Cost Adjustments/Transfer Asset) cannot be changed or deleted with this function. 

Step 1: Search for the Cost Transaction 

1. Navigate to the Change/Delete Pending Trans page using the instructions below: 

Navigation Options Navigation Path 

Navigation Collection Accounting, Asset Management, Asset Processes. The Change/Delete Trans page 
opens by default. 

2. On the Find an Existing Value for Change/Delete Pending Trans page, enter search criteria to locate the 
transaction. 

Field Field Description 

*Business Unit Accept the default Business Unit or select the Lookup and select a different Business 
Unit. This is the only required field.  

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

Transaction Date Enter a specific transaction date or leave blank to see all dates. 

Accounting Date Enter a specific accounting date or leave blank to see all dates. 

3. Select the Search button. 
4. Select the entry in the Search Results.  

https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-am-view-open-trans.pdf
mailto:AgencyAssistance.MMB@state.mn.us
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5. The Pending Trans Update/Delete page displays. Notice the Business Unit, Asset ID and description, Tag 
Number, and Asset Status in the Header. The Transaction Type, Date/Time Stamp, Transaction and 
Accounting Dates, Transaction ID and User ID display of the left side of page. 

6. Select the Audit Logs link to view additional information, which opens in a new window.  

 

Step 2: Select an Option and Complete Entries 

Next, you’ll select the button for the action you want to take on the cost record. The three options are described 
below, and instructions are covered in the upcoming pages. 

Option Description 

Option 1: Update Select the Update button to change fields of the Cost record. This option is 
available for the following transactions: 
Add (Cost Addition) 
ADJ (Cost Adjustment) 
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Option Description 

RCT (Recategorization) 
TRF (Transfer between CF’s) 

Option 2: Delete Select the Delete button to delete the entire transaction. This option is also 
available for the Add, ADJ, RCT, and TRF. 

Option 3: Edit Trans Info Select the Edit Trans Info to change dates. This option is available for the Add, 
ADJ, RCT, TRF, and RET (Retirement). 

Option 1: Update 

1. If you select Update, the page that displays and the fields available for editing vary, depending on the 
type of financial transaction selected. Examples for Add, Adjustment, Recategorization, and Transfer are 
provided below. 
a. Asset Addition editable fields: ChartFields, Category, Accumulated Depreciation, Quantity, and Cost. 

 

b. Asset Adjustment editable fields: Quantity and Cost. 
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c. Asset Recategorization editable fields: Category. 

 

d. Asset Transfer editable fields: ChartFields 

 

2. Make changes to the available fields as desired. 
3. Select the OK button.  
4. A message displays indicating that you have updated the pending transaction and instructing you to save 

the transaction to commit the change. Select the OK button again. 

 

5. You are returned to the Pending Trans Update/Delete page, select the Save button. 
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6. If you select the Audit Logs link, the information is updated to display a row with the Event Code 
“CHNG_DEL_PND” and Event Name “Update Delete Pending Trans”. The message text indicates that the 
asset had a pending transaction which has been updated by the Change/Delete Pending Transaction 
page. 

 

Option 2: Delete 

1. If you selected the Delete option, the entire transaction is deleted. No other changes can be done.  
2. When you select Delete, the Cost/Adjust page related to the financial transaction displays. Select the OK 

button. 
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3. A message displays indicating that you have asked to delete the pending transaction and instructing you 
to save the transaction to commit the change. Select the OK button. 

 

4. The Pending Trans Update/Delete page displays. The Delete button is grayed out and disabled. Select 
the Save button, and the transaction is deleted. 

5. The transaction no longer displays in Cost History; however, the activity displays in the Audit Logs. When 
you select the Audit Logs link, the history shows entries for the original adjustment entry and the 
deletion. The deletion entry has the Event Code “CHNG_DEL_PND” and Event Name “Update Delete 
Pending Trans”. The message text indicates that the asset had a pending transaction which has been 
deleted by the Change/Delete Pending Transaction page. 

 

 



 

Page | 7 – Quick Reference Guide 

 

Option 3: Edit Trans Info 

1. If you selected the Edit Trans Info button, the Transaction Information page displays. 
2. Change the Transaction and/or Accounting Date.  
3. Select the OK button. 

 

4. Select the Save button to finish the change. 

Note: When updating dates on a Retirement record, the change of the Transaction and/or Accounting Date(s) 
are recorded on the Cost and Open TRANS tables when saved. The Retirement table record is updated when the 
Depreciation Calculation process runs. 
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