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PURPOSE AND DESCRIPTION

Purpose

This document explains the process involved in loading mobile asset physical inventory.
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ACTIVITY 1: LOAD MOBILE ASSET PHYSICAL INVENTORY

Step Description
Navigate to Finance/Supply Chain>Asset Tracking>Asset Management>My Physical
1. Inventory>Define Inventory Occurrence

Enter a Physical Inventory ID

Note: Each physical inventory occurrence must have a unique ID. Physical inventory IDs
cannot contain spaces. Use an underscore instead of a space in a physical inventory ID.

MIAM!DAD UUNI TS
< Asset Tracking Asset Management
NewWindow | Help | @
% My Asset Management Design .
Physical Inventory Control
% My Asset Integrations v

Findan Existing Value | Add a New Value
1] My Asset Transactions.

% My Asset Processing v
[ My Assel Changes vl
™ My Physical Inventory ~
Find an Existing Value | Add aNew Value
Create Schedules
Define Inventory Occurrence m
Load/Match/Reconcile Pl Info

=) My Reportng & Analysis v

{41 Asset Management WorkCenter

Select the Add

< Asset Tracking Asset Management AQe =
NewWindow | Help | @
% My Asset Management Design .
Physical Inventory Control
(% My Asset Integrations v

Findan Existing Value | Add a New Value
1" My Asset Transactions

o My v i D Pi2021i0]  x
% My Asset Processing v
3 ) e — ”
% My Physical Inventory ~
Find an Existing Value | Add aNew Value
Create Schedules

Define Inventory Occurrence u
LoadMatchReconcie P1 Info
) My Reporing & Analysis v

£y Asset Management WorkCenter
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Enter the Pl Name
Enter the Business Unit
Enter the Start Date
Enter the End Date

10/01/1908)

Enter the Book Name

Select Enter Criteria tab

Note: The end date is the current date
Select the checkbox beside Enable Mobile Inventory

Ensure the checkbox beside Capital Assets is selected.

< Asset Tracking
7 My Asset Management Design v
. Defiition Transaction Defaults
7% My Asset Integrations v

Physical Inventory ID_PI2021ID
[ My Asset Transactions

Physical Inventory Parameters
& My Service and Maintenance v

*Business Unit |ID Q
' My Asset Processing v “StartDate 06/102021 i
3 My Assel Changes v “End Date |063012021 ]
LastStep 0 il Created
% My Physical Inventory ~ 1 Enable Mobile Inventory
Creale Schedules Soan Scope @

 Capital Assets

Define Inventory Occurrence

=
M (] Operating Lease Assets.
Load/Match/Reconcile Pl Info
=) My Reportng & Analysis v
£5) Asset Management WorkCenter Comments

‘hve‘ Notify

Defintion | Enter Criteria | Transaction Defaults

Asset Management

I “PIName 1D PI2021 I

Enter Criteria

Add || Updatelisplay

4aQe:E

New Window | Help | Personalize Page | &

Note: The start date must match acquisition dates for the asset to be included (since
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Enter the Business Unit
Select the Asset Category
Enter the Total Cost
Select the Transaction Defaults tab.

< Asset Tracking
7 My Asset Management Design
& My Asset Integrations
[ My Asset Transactions
¥ My Service and Maintenance
% My Asset Processing
[ My Asset Changes
4% My Physical Inventory
Create Schedules
Define Inventory Occurrence
LoadMetchReconcie Pl Info
=) My Reporting & Analysis

&) Asset Management WorkCerter

4 Q

New Window

View All

Asset Management
‘ Definition ‘ Enter Criteria
Physical Inventory ID_ PI20211D D P1 2021
v Physical Inventory Q 10f1[v]
v Scan Scope Capital Assets
v Selection Criteria
~ I Business Unit |- M o Q I
Asset Class |- M Q
m Asset Type [ ™ ™
Asset Subtype | ] Q
IAssﬂmew InList ™| |moEap, vEHLC °|
I Total Cost | .- v WX‘ I
Department |- M Q
Location Code | - v a
Asset Profile D [ v Q

Select the checkbox beside Approve.
Enter the Transaction Date
Enter the Accounting Date
Enter the Transfer convention (AM)

Ensure Calculate Gain/Loss is selected from the dropdown beside Retire Option.
Select Save

< Asset Tracking

7 My Asset Management Design
76 My Asset Integrations
1 My Asset Transactions
<& My Service and Maintenance
%’ My Asset Processing
[ My Asset Changes
1% My Physical Inventory
Create Schedules
Define Inventory Occurrence
LoadMatchReconcie Pl Info
%) My Reporting & Analysis

i) Asset Management WorkCenter

Definon || Enter Creia || Transaction Defaults.

Physical Inventory ID ~ PI2021ID

Transactions Enabled

Transaction Default

 Non-Financial Adds
 Physical Asset Changes
v Asset Updates

“Transaction Date | 0611012021

“Accounting Date |06/1012021

Transaction Code Q

m Transfer convention |AM Q

Asset Management

D PI2021

@ Transfers
[0 Non Capital Transfer
[ Operating Lease Transfer

“Disposal Code | Refement by Sale
“Retrement Convention [AM Q.|

*Retire Option | Calculate GainlLoss

&

- Voluntary Conversion
®Voluntary Conversion
Olnvoluntary

M

Enter Creria | Transaction Defaults

Defintion

*UserID

“Interface ID

*Open Transaction ID

New Window | Help | Personaize Page

@ Retirements
0 Non Capital Retirement
0 Operating Lease Retirement

E217217

10000015

Type

® Ordinary Retirement
OExtraordinary

Add | UpdatelDisplay

inferms

Help | Persoraize Page | |
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Select Load/Match/Reconcile Pl Info

< Asset Tracking

% My Asset Management Design

78 My Asset Integrations

[ My Asset Transactions

& My Service and Maintenance

% My Asset Processing

[ My Asset Changes

3 My Physical Inventory.
Create Schedules

Define Inventory Occurrence

LoadMatchReconcie Pl Info

%) My Reporting & Analysis

43 Asset Management WorkCenter

Asset Management
‘ Defintion ‘ Enter Crtia || Transaction Defaults
PhysicalInventory D PI2021ID D PI2021
Auto Approval Transactions Enabled
¥ Approve Non-Financial Adds M Transfers

 Physical Asset Changes
¥ Asset Updates

Transaction Defauits
“Transaction Date |06/10/2021
“Accounting Date |06/1012021
‘Transaction Code Q

“Transfer convention AM Q

Retirement Defaults

sposal Code | Retrement by Sale

) Non Capital Transfer
] Operating Lease Transfer

“UserID
“Interface ID

*Open Transaction ID

New Window | Help | Personalize Page

[ Retirements
] Non Capital Retirement
] Operating Lease Retirement

217277

10000015

Voluntary Conversion Type
Retirement Convention AN Q. ®Voluntary Conversion @ Orcinary Retirement
Olnvoluntary OExtraordinary
“Retire Option | Calciate GainlLoss
‘ save | Notity Add | UpdatelDisplay
Definion | Enter rieia | Transaction Defauls
< Asset Tracking Asset Management

7 My Asset Management Design
7% My Asset Integrations
1L My Asset Transactions
<& My Senice and Maintenance
% My Asset Processing
[ My Asset Changes
4% My Physical Inventory
Create Schedules
Define Inventory Occurrence

Load/MatchiReconcile Pl Info

/=) My Reporting & Analysis

&) Asset Management WorkCerter

Physical Inventory

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

‘ Find an Existing Value

v Search Criteria

Run Control 1D | begins wih(V] |

[case Sensitive

Search|| Clear | BasicSearch &' Save Search Ciera

Find an Existing Value | Add a New Value

Enter the desired information into the Run Control ID field

< Asset Tracking
7 My Asset Management Design
7% My Asset Integrations
1] My Asset Transactions
<& My Senice and Maintenance
% My Asset Processing
[ My Asset Changes
4% My Physical Inventory
Create Schedules
Define Inventory Occurrence
LoadIMatchiReconcile Pl Info
) My Reporing & Analysis

£1) Asset Management WorkCerter

Asset Management

Physical Inventory

Findan Exsting Value | Add a New Value ‘

| aw

Find an Existing Value | Add a New Value

]
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10.

Select the Add button

< Asset Tracking Asset Management

7 My Asset ManagementDesign v Physical Inventory
3% My Asset Integrations
Find an Existing Value ~ Add a New Value ‘

[ My Asset Transactions v

. Run Control ID
<8 My Service and Maintenance P X

%' My Asset Processing v
[ My Asset Changes v E
4% My Physical Inventory. ~
Find an Existing Value | Add a New Value
Create Schedules
Define Inventory Occurtence: m
Load/Match/Reconcile Pl Info

=) My Reporting & Analysis v

£y Asset Management WorkCenter

11.

Input the Physical Inventory ID
Select the Run button

- inferms
Asset Management
My vl ile Pl Info
I = =]
7% My Asset Integrations v E} bl bd bl
Generate Scan Scope Generate Results Generate Transactions Delete Data
[ My Asset Transactions v
<Previous Next »
& Wy Senve and Mainterance. Generate Scan Scope - Step 1 of 4
% My Asset Processing v Run Control D PI_2021_1D Report Manager Process Monior Run
[ My Asset Changes v
Physical Inventory ID @
1% My Physical Inventory ~
Physical Inventory D PR021ID Q| p i 2021

Create Schedules = R

Define Inventory Occurtence m

LoadIMatchiReconcile Pl Info N < Previous Next

‘ Save | Notify Add || UpdatelDisplay.

%) My Reporting & Analysis M
44 Asset Management WorkCenter

Note: Select the Run button to run the Generate Scan Scope process. This process
automatically defines a set of assets that should be scanned and provides that list to
the Physical Inventory page, which is accessible from your mobile scanning device.

12.

Select the OK button

< Asset Tracking Asset Management a Qe

% My Desgn v Load/M: ile Pl Info

4 My Asset Integrations v
Generate Scan Scope Generate Results Generate Transactions Delete Data

“{ My Asset Transactio v
L My st Tansactons <Previous | Next »
- ——

@ My Servoe and Mainenarce. v Generate Scan Scope - Step 1 of 4

v Process Scheduler Request x
My Asset Processing v
R Saving Page
i v X
Physi [ -
% My PhysicalInventory A server Name | I || Run Date | 06/10/2021 [z
Recurrence v Run Time |7.42:15AM Reset to Current Date/Time
Create Schedules e
Time Zone. Q
Define Inventory Occurtence:
|| Process List

LoadIMatchiReconcile Pl Info Select  Description Process Name Process Type “Type “Format Distribution
. . i @ AMPIJob-SQR&AE Web Sev AM_PLIOB PSlob (None) V| (None) V] Distibution
441 Asset Management WorkCenter —
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Select the Process Monitor link to track the status of the process

< Asset Tracking Asset Management
7 My Asset Management Design Saving Page X
., [ o o =]
7% My Asset Integrations v
Generate Scan Scope Generate Results Generate Transactions Delete Data
(] My Asset Transactions v
S < Previous Next »

Generate Scan Scope - Step 1 0f4

«® My Service and Maintenance

% My Asset Processing v Run Control I P1_2021_1D Report Manager [Run
13. 5 p—————
2 My Asset Changes v
Physical Inventory ID ®
% My Physical Inventory ~
Physical Inventory ID | PI2021ID Q ppi2o2t
Create Schedules Last Pl Step Executed 0 Inifially Created
Define Inventory Occurrence:
Load/MatchiReconcile Pl nfo w «Previous Next »
‘ save ‘ Notify Add | UpdatelDisplay

=) My Reporting & Analysis. v

£ Asset Management WorkCenter

Select the Refresh button to view the updated status of the run

NewWindow | Help | Personalize Page | &

7 My Asset Management Design v

‘ Process List ‘ Server List
J& My Asset Integrations v

View Process Request For
[ My Asset Transactions v

Userip E217271 Q| qype M Last M 1| [oas M
QUAEBEHIEETS v Server v Name Q| Instance From Instance To
% My Asset Processing v Run ™ Distribution Status [v]| ¥ Save OnRefresh
Status

[ My Asset Changes v

Process List

% My Physical Inventor

% My Physi n 5 q Hof1v] | ViewAll

14' Create Schedules Select Instance  Seq. Process Type Process Name User Run DatefTime RunStaws  SonON penis
Deine nventory Occurrence m 208988 PSlob. AMLPUOB  E2IT2TT  0BI102021 T4215AMEDT Processing  NA Details

Load/Match/Reconcile Pl Info
%) My Reporting & Analysis v

(Go backto Physica Inventory

[ | oty

Process List | Server List

Note: When the Run Status is Success and the Distribution Status is Posted, the process was
successfully run.

{3 Asset Management WorkCenter




