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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains the process involved in approving assets that were created via the 
various interfaces within INFORMS. This function is to be done by the Department Asset 
Manager. 
  

Description 

Asset Management enables you to add assets from existing purchase orders and receipts, 
payables, and project costing modules.  
The purchase order, payable or voucher, and project costing should include the relevant AM 
Business Unit, Profile ID, Tag Number (if Internal Services Department provided), and 
Capitalization Status. 
  



INFORMS Job Aid: Approving Assets Created Via Interfaces Job 
Aid    

 

3 

APPROVING ASSETS CREATED VIA INTERFACES 

Step Action 

1.  Navigate to Finance / Supply Chain (FSCM) > Asset Tracking > Asset Management 

2.  

Select the My Asset Integrations pane. 
 

 

3.  

Select the Review pane. 
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4.  

Confirm the Business Unit. 

 

5.  

Select the Search button. 
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6.  

Confirm the Asset Information.  

 

7.  

Asset profiles function as templates. They provide a quick way to enter asset 
information, especially depreciation criteria 
Note: If the Asset ID is displayed with the actual asset ID Number, the transaction is 
integrated with project costing module. However, if the asset ID displays "NEXT", the 
transaction is integrated with purchasing or account payables modules.  
**Verify or Edit the Asset Profile ID for every asset capitalize.  
 
Select the Look up Profile ID button.  
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8.  

Select the Building Improvement 20 Yr Lif link. 

 

9.  

Transaction Date: Effective date of change, enter the desired date change. The 
Transaction Date must be earlier than or equal to the Accounting Date. For capitalized 
assets, any difference between Accounting and Transaction dates will affect 
depreciation as well as posting. The Transaction Date field reflects the accrual date that 
the event took place. (Addition – ADD; Transfer – TRF; Retirement – RET; 
Recategorization -RCT). 
 
Input the Transaction Date.  
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10.  

Accounting Date: Enter the effective date of the accounting period. The Accounting 
Date reflects the date the transaction was booked or sent to the accounting system. 
(GL- General Ledger). 
 
Input the Accounting Date. 

 

11.  

In Service Date: System defaults to the acquisition date. ASSET table Placement Date is 
synonymous with the In-Service Date which is the date the asset will be placed in 
service and that defines when depreciation will begin. 
Acquisition Date: Enter the date the asset was acquired. This field is automatically 
populated if the asset was added from a feeder system, such as Purchasing or Payables. 
Placement Date: The Placement Date is the date the asset is placed in service. The date 
that the asset is placed in service for physical purposes.  
 
Input the In Service Date.  
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12.  

Confirm the Distribution details within the ChartFields, Cost, Additional Details, and 
Document Details tab. 

 

13.  

Select the Approve pane under My Asset Integration. 
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14.  

Input applicable search parameters. 

Select the Search button. 

 

15.  

Review asset details. 

Select the Document Status tab. 

 



INFORMS Job Aid: Approving Assets Created Via Interfaces Job 
Aid    

 

10 

16.  

Select the applicable checkbox under Auto Approval Status. 

 

17.  

Select the Save button. 

The asset is now approved. 

 
 


