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QUICK REFERENCE GUIDE 

February 20, 2024 

Reinstate a Retired Asset 
This guide covers reinstating a Financial Asset (Asset with Cost History) and reinstating a Non-Financial Asset 
(Asset with no Cost History). 

A retired asset can be reinstated using the Retire/Reinstate Assets page. 

• Different pages are used to reinstate assets with cost history and assets without cost history. Both 
options are included in this guide. 

• Reinstatements are a financial transaction. If you need to do another financial transaction on the asset 
on the same day, you will need to do the depreciation calculation between the transactions. Refer to 
“Run Depreciation Calculation between Transactions” guide for instructions. 

Option 1: Reinstate a Financial Asset (Asset with Cost History) 

1. Navigate to the Retire/Reinstate Asset page using one of the options below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Asset Management, Asset Life Cycle, left menu, Dispose Assets, 
Retire/Reinstate Asset. 

WorkCenter Accounting, Asset Management, Asset Management WorkCenter, left menu, Links 
section, Manage Assets, Retire/Reinstate Asset. 

2. On the Asset Retirements page, enter search criteria to locate the asset you want to reinstate. 
Commonly used options are described below: 

Field Field Description 

Business Unit Accept the default Business Unit or select the Lookup and select a different Business 
Unit. 

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

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

Description Enter information contained in the description of the asset you want to work with. 
The percent sign (%) can be used to replace one or many characters.  

3. Select the Search button. 

https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-am-run-depr-calc.pdf
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4. Select the asset you want to reinstate from the Search Results.  

 

5. The Retire/Reinstate Asset page displays. Select the Reinstate button. 
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6. The Acctg Date (Accounting Date) field is now available for editing. This is the date for the General 
Ledger reinstatement entry. Accept the default current date or enter a different date. The date must be 
in an open Accounting Period. 

 

7. Select the Save button.  
8. The asset has been reinstated. Notice “Reinstated” in the Ref Status field of the Retirement section, and 

the asset has an “In Service” Asset Status.  

 

Note: Reinstatements are a financial transaction. If you need to do another financial transaction on the asset the 
same day, you will need to do the depreciation calculation between the transactions. Refer to “Run Depreciation 
Calculation between Transactions” guide for instructions. If the Depreciation Status is suspended, contact SWIFT 
Module Support at AgencyAssistance.MMB@state.mn.us.for assistance. 

Option 2: Reinstate a Non-Financial Asset (Asset with no Cost History) 

To reinstate assets that do not have any cost history in SWIFT, use the Retire/Reinstate Non-Financial Asset 
page. 

1. Navigate to the Retire/Reinstate Non-Financial Asset page using one of the options below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Asset Management, Asset Life Cycle, left menu, Dispose Assets, 
Retire/Reinstate Non-Fin Asset. 

WorkCenter Accounting, Asset Management, Asset Management WorkCenter, left menu, Links 
section, Manage Assets, Retire/Reinstate Non-Fin Asset. 

2. At the Non-Financial Asset Retirement page, enter search criteria to locate the asset you want to 
reinstate. Commonly used options are described below. 

https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-am-run-depr-calc.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-am-run-depr-calc.pdf
mailto:AgencyAssistance.MMB@state.mn.us


 

Page | 4 – Quick Reference Guide 

 

Field Field Description 

Business Unit Accept the default Business Unit or select the Lookup and select a different Business Unit. 

Asset 
Identification 

Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one or 
more characters. 

Tag Number Enter a Tag Number if your agency uses asset tags. 

Description Enter information contained in the description of the asset you want to work with. The 
percent sign (%) can be used to replace one or many characters.  

3. Select the Search button. 

 

4. Select the asset you want to reinstate from the Search Results. 

 

5. The Non-Financial Retire page displays. Select the Reinstate button. 
6. Select the Save button. 
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