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Asset Management WorkCenter

WorkCenters provide a centralized place where you can access frequently used pages, queries,
processes, and reports. Options that you see in the WorkCenter depend on your security roles. You may
see more or fewer options than shown in this guide.

The following Asset Management WorkCenter sections are covered in this guide:

e My Work — View Exceptions and Pending Integration Transactions
e Links -- Access Frequently Used pages
e Reports/Queries -- Run Queries, Reports, or Processes

e Help/QRGs -- View Quick Reference Guides and Help Desk Contact Information

Access the Asset Management WorkCenter

1. Navigate to the Asset Management WorkCenter as described below.

Navigation Option Navigation Path
Asset Management Accounting, Asset Management, Asset Management
WorkCenter WorkCenter.

The Asset Management WorkCenter displays with the Search for an Asset page opened in the
Work Area by default (right side page).

m Asset Management WorkCenter & la H IC

] Print | NewWindow | Help |
Asset Management WorkCenter &# A
Search for an Asset
Main || |Reportsiqueries |[| Helprares |
[- * Asset Search Criteria
& my Work o g
Unit |GSRO1 Q Book Q
-Scope| My Scope M ¢ Category Q Location Q
AssetID In Senvice ~
D Exceptions sse Asset Status [~ Impairm
Pre-interface Lines in Eror Tag Number Profile ID Q
Interface Lines in Error Serial ID Threshold ID Q
+ Pending Transactions D Approval Pending

Chartfield Search Criteria

APIPO Transactions Additional Search Criteria i
Load Transactions into AM P .
Acquisition Details Work Area
Ry Links c PO Unit Q . Q AP Unit Q P

PO No Receipt No Voucher
j Manage Assets
Express Add
Basic Add Retrieve @
Cost Adjust/Transfer Asset [J cost Information [ Acquisition Information [ Location [J Non Capital Asset [ custodial
Define TaxiDepr Criteria
Refire/Reinstate Asset
Retire/Reinstate Non-Fin Asset Search Clear
Disposal Worksheet v
Search for an Asset
£ 2
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e The left menu includes the Main, Reports/Queries, and Help/QRGs tabs.

e C(Click on the Expand/Collapse (Evé) drop-down arrow to hide or see options in the Left
Menu.

e C(Click on the Hide Menu ( “ ) double-arrow in the header of the menu to hide the Left Menu.

My Work — View Exceptions

The My Work section on the Main tab includes inquiries related to the Asset Integration process
described below.

WARNING! Only staff with a thorough knowledge of the integration process should perform the actions
allowed on these inquiry pages. Contact SWIFT Module Support with your questions at
AgencyAssistance.MMB@state.mn.us.

e If the inquiry name is greyed out, no exceptions (errors) or pending transactions were found.
e The number of transactions found will be listed next to the inquiry name.

e After selecting an inquiry, use the Arrows on the right side of page to scroll through the rows of
data.

e View information about the inquiry by selecting the Help (':Ej) icon.

Option 1: Pre-Interface Lines in Error

The Pre-Interface Line in Error inquiry displays information from the Preview AP/PO Information page
(Pre-Interface records). By default, the inquiry displays the exceptions (records in error) for your
Business Unit.

Asset Management WorkCenter ## «

Main Reports/iQueries Help/QRGs
3¢ My Work c i
*Scope | My Scope E| g

+ Exceptions

Pre-Interface Lines in Error (1} |

Interface Lines in Error (1)
< Pending Transactions
APIPO Transactions (1)

Load Transactions into AM (3)
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The Preview AP/PO Information page can also be reviewed on the Asset Management WorkCenter’s

Reports/Queries tab in the Reports/Processes section, and it is available in the Asset Interface tile.
View this page if you need more comprehensive information about errored transactions.

1. Slide the horizontal scroll bar to the right to see if there is a Message Description.

Pre-Interface Lines in Error

o

Pending by Pre-Interface ID (2
5 Q

Intertace Detalls || Dgcument Detals | 1I*

Pre-nter: i
Pre-lnterface 1D N::nlr;l:r ace Lino AN Business Unit Load Status Message Description

PT801 Errored

This means there are panding entries that should be processed before this one. AMPS1000 ran for them bat AMIF1
PTE0 Errored didn’t. An instance could be: a PO was created, dispatched... and AMPS1000 ran but AMIF1000 didnY. And now a
POMoucher for that PO is being processed but pending transactions for the PO were detected

I Reset Transaction to Pending I

2. Select the Pre-Interface ID hyperlink or Pre-Interface Line Number to open the record page
and review the information.

e Change the record Load Status to “Pending” to open fields for editing.
e Change the Load Status to “Excluded” or “On Hold” to stop the record from integrating.

e Remember to use the Save button to save any changes made on the Load Preview Pre-AM
page.
3. Select the Reset Transaction to Pending button to change the Load Status to “Pending” for the
selected records.

x

Load Preview Pre-AM

Pre-AM Financial Pre-AM Physical

Pre-Interface 1D B153 Line 56

Asset Information Q 1 0f1 View Al

Business Unit  P7801 Date/Time 04/26/2012 1:18:31AM

A Load St s =
Asset 1D QODOOOODO1SET Load Statu Errored

AP Unit PT801 Interface 1D Line

After updating the Load Status from “Errored”, the records will no longer display in the Exceptions
section when My Work is refreshed. If the record status is changed to “Pending”, the record will display
in the Pending Transactions section in the AP/PO Transaction inquiry.

Refer to the “Preview AP/PO Information” guide for more information about this page.
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Option 2: Interface Lines in Error

The Interface Lines in Error inquiry displays information from the Review Interface Transactions page

(Transaction Loader Tables). By default, this inquiry displays exceptions (records in error) for your
Business Unit.

Asset Management WorkCenter ## «
Main Reports/Queries Help/QRGs

23 My Work e

*Scope | My Scope E| &

< Exceptions

Pre-Interface Lines in Error (1)

Interface Lines in Error (4)

< Pending Transactions
APIPO Transactions (2)

Load Transactions into AM (3)

The Review Interface Transactions page can also be reviewed on the Reports/Queries tab in the
Reports/Processes section, and it is available in the Asset Interface tile. Run this report if you need
more comprehensive information about errored transactions.

1. Slide the horizontal scroll bar to the right to see if there are any Message Descriptions.

Interface Lines in Error
o —— ,
Interface Lines in Error (2
= q 4ots
Interf Li
Action Inferface ID ;um::re e Load Type Load Description Load Status | Message Description
¥ Acine 1039185 126 FaD Financial & Physical Add Ermarad Venfy the Tag Number you antered is corract or enter a dffrent Tag Numbar
Rewviews lnteufaoe:
40082 81 FAD Financial & Physical Add Ermared
W Ach 1054838 M ADQ Adjust Cost/Acquisition Detail Erared Mezsage not found
W Actio 1054838 42 ADG Adjust Cost/Acquisition Detail Ermared
I Reset Transaction to Pending I

2. Select the Action link to display the “Review Interface” hyperlink.

3. Select the “Review Interface” hyperlink to open the Review Transactions search page with
search criteria for the selected transaction.
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Review Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

¥ Search Criteria

Interface ID | = E\ 10039185
Interface Line Number | = E‘ 126
Business Unit | = E' P7801 Q

Asset Identification | begins with E‘

Voucher ID | begins with E‘

Voucher Line Number | = |j‘

4. Select the Search button to open the Review Interface Transactions page (Transaction Loader
Tables).

e Change the Load Status to “Pending” to open fields for editing.
e Change the Load Status to “Excluded” or “On Hold” to stop the record from integrating.
e Remember to use the Save button to save any changes made on the page.

5. When you review the record, there may be a hyperlink “Error” next to the Load Status field.

Load Status | Errored EH

System Source AP Online Entry Page

e Click on the “Error” hyperlink to display the record Error Message.

AM Interface Error Message x

Help
Error Message

Errors

H Q 1-10f1 View All

Description

1| Verify the Tag Number you entered is correct or enter a different Tag Number.

cance
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6. Use the Reset Transaction to Pending button to change the Load Status to “Pending” for the
selected records.

Interface Lines in Error

&

Interface Lines in Error (2

§ Q
Interface Line
Action Inferface 10 T . Load Type Load Description Load Status Message Description
¥ Acdine 139185 126 FAD Fnancial & Physical Add Emared Verfy the Tag Number you entered 15 cormact or enter a diferent Tag Number
Rewview lnteufam:

40082 81 FAD Financial & Physical Add Ermared
W Ach 1054838 Ly ADQ Adjust Cost/Acquisition Detail Erared Message not found
W At 10054838 42 ADOQ Adjust Cost/Acquisition Detail Emared

|  Reset Tansaction to penaing |

After updating the Load Status from “Errored”, the record will no longer display in Exceptions section
after My Work is refreshed. If the record status is changed to “Pending”, the record will display in the
Load Transactions into AM inquiry.

Refer to the “Review Interface Transactions” guide for more information about this page.

Option 3: AP/PO Transactions

The AP/PO Transactions inquiry displays information from the Review Interface Transactions page
(Transaction Loader Tables). By default, this inquiry displays records with “Pending” status for your
Business Unit.

Asset Management WorkCenter % «

Main Reports/Queries Help/QRGs

$a¢ My Work B
*Scope | My Scope E' g
< Exceptions

Pre-Interface Lines in Error (1)

Interface Lines in Error (4)

< Pending Transactions

API/PO Transactions (2)

Load Transactions into AM (3)

The Review Interface Transactions page can also be reviewed on the Reports/Queries tab in the
Reports/Processes section, and it is available in the Asset Interface tile. View this page if you need more
comprehensive information about pending transactions.
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1. Review the transactions by selecting the Pre-Interface ID or Pre-Interface Line Number for
the record.

AP/PO Transactions

Pending by Pre-Interface ID @

5 Q
Interface Details Document Details | I
Pre-Interface ID hegueracelline |AM Business Unit System Source
Number
] |8136 1 P7801 PO Online Entry Panel
Select All Deselect Al
Actions | _Select Action. E‘ GO

e No action is required on these transactions. If there are no issues with the record, the
nightly batch process will integrate this information into Asset Management with the
AMPS1000 and AMIF1000 processes.

2. You can manually run the processes by selecting one or more lines and choosing one of two
options from the Action drop-down.

Select A Deselect A

Actions i _.Select Action... 'l | Pete) |

Load into AM
Retrieve Info From AP/PO

Action Description

Load to AM This option runs the Retrieve Info from AP/PO (AMPS1000) process
which moves records into the Transaction Loader Tables. Next, it
runs the Load into AM (AMIF1000) process to create the assets in
Asset Management.

Retrieve Info from AP/PO | This option ONLY runs the Retrieve Info from AP/PO (AMPS1000)
process which moves records into the Transaction Loader Tables.
This would allow record(s) to be processed with the Unitization or
Consolidation function which are available in the Asset Interface
tile.

The Retrieve info from AP/PO and Load into AM processes can also be run from the Reports/Queries
tab in the Reports/Processes section. The processes are also available in the Asset Interface tile.
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Option 4: Load Transactions into AM

The Load Transactions into AM inquiry displays information from the Review Interface Transactions
page (Transaction Loader Tables). By default, this inquiry displays records with “Pending” status for your
Business Unit.

The Review Interface Transactions page can also be reviewed on the Reports/Queries tab in the
Reports/Processes section, and it is available in the Asset Interface tile. View this page if you need more
comprehensive information about pending transactions.

».

Asset Management WorkCent: # <
Main Reports/Queries Help/QRGs

45 My Work (64 :

‘SCOPE‘ My Scope E| &

< [Exceptions
Pre-Interface Lines in Error (1)

Interface Lines in Error (18)

< Pending Transactions

AP/PO Transactions (2)

Load Transactions into AM (3) |

1. You can review the transaction by selecting the Action link and clicking on “Review Interface”.

Load Transactions into AM

Load Transactions into AM &

5 Q
Action Interface |0 Business Unit System Source Load Type Load Description Load Status
LT a04s375 P78 AP Onling Ertry Page FAD Financial & Physical Add Pending
Review Interface
836 PT801 AP Online Entry Page ADG Adpist Cost/Acquisition Datail Pending
W Action 10054838 PTE0 AP Online Entry Page FAD Financial & Physical Add Pending

SelectAl Deselect Al Load Transactions Into AM

2. This will open the Review Interface Transactions page with criteria for the selected
transaction. Select the Search button to open the page.
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Review Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

Interface ID | = E| 10054838
Interface Line Number | = E|
Business Unit | = E| P7801 Q

Asset Identification | Degins with E|

Voucher |ID | begins with E|

e No action is required on these transactions. If there are no issues with the record, the
nightly batch process will integrate this information into Asset Management.

e You can manually process these records into Asset Management by selecting the Load
Transactions into AM button. This will run the Load into AM (AMIF1000) process and create
the assets in Asset Management.

The Load into AM (AMIF1000) process can also be run from the Reports/Queries tab in the
Reports/Processes section. The process is also available in the Asset Interface tile.

Links -- Access Frequently Used pages

The Links section on the Main tab includes links to frequently used pages, including:

e Manage Assets folder: Express Add, Basic Add, Cost Adjust/Transfer, Define Tax/Depr Criteria,
Retire/Reinstate Asset and Non-Fin Asset, Disposal Worksheet, and Search for an Asset pages.

e Asset Review folder: Review Cost, Review Book, Asset Depreciation, Cost and Depreciation
Summary, Review Financial Entries, and Review Asset Journals pages.

¢ sset Management Asset Management WorkCenter m a H (@)

Asset Management WorkCenter # <«

Asset ExpressAdd

Main Reports/Queries Help/QRGs

2 My Work c
Add a New Value
*Scope| My Scope
Fxceptions Business Unit (3021 Q
Pre-Interface Lines in Error
terface Lines in Error Asset Identification | NEXT
ky, Links c

Add

< Manage Assets

Expr
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Reports/Queries — Run Reports, Processes or Queries

The Reports/Queries tab includes reports, processes, or queries for projects.

< Asset Management

Asset Management WorkCenter £

Main_| Reportsiqueries || HelpiaRas

Asset Management WorkCenter n m . n ®

M_AM_GBL_ASSET_PROFILE- Lists current Asset PROFILE_ID

Downlosd resultsin:  Excel SpreadShest CSV Text File XML File (62 kb,

ﬁ Queries [] fiew Al
« Queries SHARE BLDG_DEPR i;‘[“:‘gjmg E‘E‘f‘;‘“ N P Facilty BLDG AM AM SL ig‘éf‘gm N
i ReportsiProcesses C 5 SHARE BLDG_OL Y P Facility LBLD  AM AM 5L i N
 terrace s swaesmoce e s N c o Propeny NFRE A AU MM il
e 2_suare op onen e opome v n___c sy cP o Au___au_mn ce oo
e The Queries section includes links to queries related to asset processing.
Query Description
Asset Profile IDs Lists current Asset Profile ID’s, along with corresponding
Category and Asset Type. Use this information to understand the
setup of each of the Profile ID’s. When recategorizing an asset,
this query can be used to identify valid combinations of Profile
ID, Category, and Asset Type.
Agency Asset General Lists assets with summary (total) cost, summary (total) quantity,
Information and Location.

For assets with Status “In Service”, use the fields listed below to
identify issues:

Cost: Review assets with small costs and verify that they should
be assets.

Quantity: Normally, the asset Quantity should be “1”. Verify any
other Quantity.

Tag Numbers: If your agency requires Tag Numbers, review for
missing Tag Numbers.

Location: Review for invalid Locations.

Profile ID’s: Profile ID’s should relate to the cost of the asset. You
can select each Profile ID (or Group of Profile ID’s) and review
the associated costs to find any anomalies. If you find issues, you
will need to verify that the Asset Type, Category, Profile ID and
Useful Life are correct for the asset. Refer to the “Recategorize

an Asset (RCT)” guide for assistance.

Blank Profile ID’s: All assets should have a Profile ID. When using
the Wildcard (%) for the Profile ID, assets with blank Profile ID’s
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Query Description

will be included in the list and will need to be verified. Please
enter missing Profile ID’s.

PO Lines w/ Asset Lists Purchase Order Lines with Asset Profile ID’s for the date
Information range selected. Use this to verify that an asset should be created
for the purchase and that the Profile ID is correct.

o When you select a query, the parameter page displays on the right where you can enter
parameters and run the query.

o You can also access the Query Viewer page to run your favorite queries or search for
any available query. The page is available in the Monitor folder under the
Reports/Processes section.

e The Reports/Processes section includes the following options:

Reports/Queries Section Description

Interface Run processes to move asset information from the Purchasing and
Accounts Payable modules into the Asset Management module.

WARNING! Only staff with a thorough knowledge of the
integration process should run these processes. Contact SWIFT
Module Support with your questions at
AgencyAssistance.MMB@state.mn.us.

Depreciation Calculation Run the Depreciation Calculation process. Refer to the Run
Depreciation Calculation Between Transactions guide.

Monitor Access the Process Monitor, Report Manager, and Query Viewer.

Help/QRGs -- View QRGs and Help Desk Contact Information

The Help/QRGs tab provides access to Quick Reference Guides (QRGs) and SWIFT Help Desk contact
information on the Left Menu. When you select a QRG, the pdf displays in a new window.

W Asset Management WorkCenter ala : ®

Print | MewWindow | Help | Personalize Page | H
Asset Management WorkCenter % ()
Search for an Asset
Main || Reports/iQueries || HielpiaRGs ]
. ¥ Asset Search Criteria
QRG - Asset WorkCenter e i
e — Unit 1001 Qa Book Qa Parent ID
Category Q Location Q Area ID
Asset Management WorkCenter -
Asset ID Asset Status | In Senvice &~ Impairment Processing
Tag Number Profile ID Q Group ID
Create Assets - Express Add
Serial ID Threshold ID Q
e [ Approval Pending
SWIFT Help Desk e i Additional Search Criteria Chartfisid Search Criteria
Hours of Operation: Acquisition Details
F30am t0400pm PO Unit Q Receipt Unit Q AP Unit Q PC Bus Unit
onday through Fridsy PO No Receipt No Voucher Project ID
v
losed holidays
< >
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