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PURPOSE AND DESCRIPTION

Purpose

This document explains the key activities involved in PO distribution line discrepancies for asset
management. It provides an overview of the sub-processes involved, as well as step-by-step
procedural guidance to perform the activity.
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ACTIVITY 1: ASSET MANAGEMENT PO DISTRIBUTION LINE DISCREPANCIES

Step Action

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

2. Select the Reports/Queries tab.

< Asset Tracking Asset Management WorkCenter :
Asset Management WorkCe &« New Window | Help | Personalize Page | E|
(T Welcome to the Asset Management WorkCenter
4 My Work [
EatFiers Welcorme to the WorkCerter. This WorkCznter has one "Task Panef" and one "Work Area. Th "Task Parel"is
on the side displaying the pgelets assigned to the WorkGenter page and the "Work Area” cisplays trznsacton
= Pending Transactions pages such as this page.
£ APIPQ Transactions (29} Each pagelet may hav the following actions depending on its configuraticn: HiceShow, Reload, Personalize.
Business Unit APIPO ‘ - . . . .
P Transations (29) Within each pagelet hare may be "Open the con‘ent in a new window’”, "Collapses a group of Inks" ang

"Expands a group oflinks" actiors avalatle depending on the pagelet

a

Load Transactions into AM
an

Business Unit Transacton
Loader (11)

a

> Exceptions
5 Prednterface Lines in Ertor

2 Interface Lines in Eror

% Links c

> Manage Assets
b Leased Assets
b AssetReview

3. Select the Query Viewer hyperlink.

< Asset Tracking Asset Management WorkCenter

Asset Management WorkCe & « New Window | Help | Personalize Page | |

Main_|| ReportsiQueries lelcome to the Asset WorkCenter
[ Queries [
= Vs Welcome o the WorkCerter. This WorkCanter has one "Task Panef" and one Work Area. Th "Task Panel"is
Query Manager on the side displaying tre pagelets assigned to the WorkCenter page and the "Work Area” cisflays transacton
pages stich as this page.
v Queries
_ ASSETSINYOUR BL-CAP& Each pagelet may have the following actions depending on its configuration: Hice/Show, Reload, Personalize
NONCAP

Witin each pagstet there may 02 "Open the content in a new window’, "Collapses a group of Inks' anG
5 NETBCOKVALUEANALYSIS | "Bxpands a goup ofins”afors vt deperrg o h pagelt

o ASSETSIN YCUR BUALL
RANS TY

5 MDC_AM_ASSET_PROFILE PEC
& PCIAM Recorciiation
5 Asset With Inactive Chartield

2_Perding Der Close.

i Reports/Processes c

> Ad Hoc Reports

& Schedule Quary

v AssetReports
Cost Actuty

el

5 Costand Depreciation
Summary

B

Depreciation Aciivity

u

Asset Net Book Value

B

Retirement Actvity
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Step Action

4, Select the format you wish the report to run to. For example: Excel

< Asset Tracking Asset Management WorkCenter
Asset Management WorkCe & NewWidow | Help | PersonalzePage | & |
Wain | ReportsiQueries Query Viewer
i Queries © F | Enter any information you have and dick Search. Leave fislds biank for 2 fist of all values.
& Query Manager
S2aIC1BY | Query Name begins viih I
v Queries
Search Advanced Search
o ASSETSIN YOUR BU-CAP& 2
NONGAP
o NETBOOK VALUE ANALYSIS
ALLGNV
. ) .
 ASSETSINYCURBUALL My Favorite Queries
TRANS TY 5 q 170l7[Y]
5 MDC_AV_ASSET PROFILE_PEC
& PCIAM Recordiiation Query Name Description Owner  Folder ﬁﬁ[" :::e:D “n‘;f_'“ Schedule  Definitional References
5 Assel Wit Inactive Chartield
5 Bercinn Deneciion Close MD_AM_SCTY_USERS_ROLES MD_AM_SCTY_USERS_ROLES Private HTML  Excel XML | Schedde | Lookup References
(il Reports/Processes 4 LOGATION_SHIPPING_GODES LOGATION & SHIPPING TO ADDRESS  Public HTML  Excel XML  Schedule  Lookup References
> Ad Hoc Reports MD_AM_ASSETS_ALL_TRANS_TYPES ASSETS INYOUR BUALLTRANSTY  Pubic HTML  Excel XML  Schedue | Lookup References
5 Query Viewer
5 Schedule Query MD_AlM_ASSETS_CAP_NONCAP ASSETS N YOUR BU-CAP & NONCAP  Public HTML  Excel XML  Schedde | Lookup References
7 AssetReports MD_AM_NBV_ANALYSIS NET BOOK VALUE ANALYSIS Public HTML  Exc!l XML  Schedue  LookupReferences
5 Cost Actviy
7 Costand Depreciaon MD_AM_NBV_ANALYSIS_CAF_NONCAP NET BOOK VALUE ANALYSISALLCNV  Pubic HTML  Excel XML | Schedue | LookupReferences
ummary
@ Deprecition Acivty Publc HIML XML Schedue | Lookup References
5 AssetNet Book Value
8 Refirement Activity ¥

Clear Favorites List

5. Confirm the Business Unit.

“Business Urit | Q
FOID Q
20 Type &
Fosts
PODale £
Supolier ID Q
Buyer ID a
PORs!
Fund Q
Dept| Q
Account
Grant
PC Bus Urit
Proedt
Activity
Source Type. Q

e —

View Resuls

"

o1 g PO Mt o, End s Dl FO.PD 3y G, W Norcarioe Une 2, S99 M0 o g FtgeGonat it s S st |

Tems "Y*Rel  Am Cpa" By 6 Appoval Line Qy [ Encum g (0 Only % Am D MdtCorct Lne Dak  LincBU
m

Row 0 PO COMGY PO 20 e okt et M PO g,

. Order Typs Status Sius Status Status. Staus Date

6 Select the PO Status dropdown.

MD_PO_REPORT

“Busiess Urit]D_|Q,
FOD Q
POTye Q
PODate El
Supoler ID Q
Bujer D Q
PO R
Fund Q
Dept Q
Accaunt

Grant

actry
Source Type| Q

e —

View Resuls

Row iy PO Change PO 20 Bucget Hold Receipt Matth PO (oo Fay g PO Merchardse

"
o Mo Ui £ SPUY poy - g R ot s e S 0 1.
No. Gt ype St S St S S e P 1 OO o e e

v
e oo Dot FO PO Cooey
e o ey 1 P i e o watnne e D 12 L 0 2
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Step Action
7 S . .
' elect Dispatched from the list.
MD_PO_REPORT
“Business UritD_|Q,
PQID Q
PO Type a
PO Stefus!
poe[ s
Suplier D CCTPIEtE
Buyer D) [ o
PO Ref| Lme Denied
Fund | pE g Aponlroseg
Dept |Pending
Account
Giant|
PC Bus Urit
Project|
Source Type Q
Recaint Stetts
View Resulls.
.
8. Select the Receipt Status dropdown
MD_PO_REPORT
“Business UritID Q
POID Q
PO Type Q
PODale e
‘Supolier ID Q
Buyer ID a
PO Ref
Fund a
Dept Q
Account
Grant|
PC Bus Urit
Project|
Activity
Source Type Q
Recait; s\;ns=
View Resulls.
=
9. Select Fully Received from the list.
MD_PO_REPORT
*Business Urit 1D a
FaID Q
PO Type Q
Posis
PO Dale £l
Supolier ID a
Buyer ID <%
PO Ref|
Fund a
Dept| Q
Account
PG Bus Urit
Project|
Activity
Source Type Q
om0 P2 Iﬂ“‘ﬁ“ L~ ‘.: D By POy O Mechrane E“a”“ et Ao Do of 10 PO 5 Color ., Ve et si"f". sﬁi ‘5;(,"') “sv 5t e iy Gt G S D S‘W 05 o
PO Parially Recaived
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Step Action

10. Select the View Results button.

MD_PO_REPORT

“Busiess UnitD__|Q
FOD Q
PO Ty Q
Postas
PODale El
Supglier 1D Q
Buyer D a
PO Ref
Fund Q
Dept Q
Aosount
Giant
PCBUS Urit
Project
iy
Source Type| Q
Receipt SttLs
s

e Due SP pigt G
iz Due S st 6L

PO Change. Budget Hold Receipt Matzh PO Pay PO Merchardise Gp  sohe
R b on 1D NaiCotict  Line Date | Line 3U

w0 0 2O SO g e g ot
No. O Ty St S St St s b P s PO AP T e

Stabus 1D

o -
i Ea s s Dt 0 O Colln Ve B
Bal

o
frchendize e
By Approval Line Qty Picc  Amt  Encim
Bal

11. Note: If the asset Profile ID was missed during the PO/AP voucher process then a
manual Asset Entry is needed:
1. Add an Asset utilizing Express Add (Financial Information)
2. Link the PO and AP voucher information in the Acquisition Detail tab from
within the Basic Add component
3. Update asset physical information using the Define Asset Operational Info
component.
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