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PURPOSE AND DESCRIPTION

Purpose

This document explains the key activities involved in manually adding assets via express add for
missing POs and AP vouchers . 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: MANUAL EXPRESS ADD ENTRY FOR MISSING PO/AP VOUCHER

Step Action

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

2. Select the My Asset Transactions pane.

™. TS

< Asset Tracking Asset Management

2

New Window | Help |
= My Assst Managsment AN
“ Design Asset Management Definition
e Ener any infomation you have and click Search Leave fielés blank for alist f al valuss
Unit

Find an Existing Value Add a New Value

Asset Gategories

¥ Search Criteria
Asset Profes

Business Unit |= V]| [BU x Q
Define Displey Group

Accourting Entry Templates — Y
Search || Glear | Besic Search B Save Search Citeia
Define Spreadsheet Teplate ﬁ

% My Asse! Integratons

CETmaded -

. My Senice and Mairtenance v

Find an Existing Value | Adda New Value

S My Asset Processing v
[ My Asset Changes v
4% My Physcal Inventory v

) My Reporting & Analysis vy

Select the Asset Express Add pane.

MIANI DAY

Uyhllllé

< Asset Tracking Asset Management

New Window | Help | B
5 My Asset Maragerrent o
# Design Asset Management Definition
e Ao BT Enver any irfomation you have and clck Search Leave fielcs blank for alist o all values
Urit JE—
Find an Existing Value ‘ Adda New Value

Asset Categories

¥ Search Criteria
Asset Profiles

Business Unit | = V| |BU Q
Define Displzy Group

Accourting Entry Templates — Y
Search || Ghear | Besic Search B Save Search Citeia
Define Spreadsheet Teplate ﬁ

£ My Asse Integrat

¥ Ny fssetiniegratons Find an Existing Value | Add a New Value

11 My Asset Transactions ~

Dress Acd

Asset Basic Inormatior

Asset Leases

Asset Transfers

Asset Baok Change
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4, Confirm the Business Unit and select the Add button.
s | TR

< Asset Tracking Asset Management

=
]

New Window | Help |
< My Asset Management A

o= Asset ExpressAdd
% My Asse! Integratons -
Addl a New Value ‘
] My Asset Transactions S
Asset Express Add Business Unit ‘]D Q ‘
Asset Basic Informaior Assetdentification |NEXT

Asset Leases

Asset Transfers

Asset Baok Change

Review Cost

Asset Disposa Worksheet

Approve Asset Disposals

Copy Existing Asset

Define Asset Operatenal Infc

Retire/Reinstate Asset

<& My Service and Maintenance

5. Input or search for the Asset Profile ID.

-} inferms

< Asset Tracking Asset Management

NewWindow | Help | Personalize Fage | &
‘ Cost/ Asset Information
Asset Information

Unit_ID AssetID NEXT

I Profile ID |16SMEFURDS x Q. I Trans Date | 092712021

Description ‘ ‘ Acctg Date | (/2712021

Location Q Trans Code

Tag Number Currency |USD Q

[ Accum Deprin Current Pd Rate Type  CRRNT Q

Asset Cost Information Q i Hof1}v] | ViewAll

Book Name Quantity Cost g Saiase +
CARR Q 1.0000 000 uso =

Category Cost Type Aceum Depr YTD Depr
Q 000 000 usD Default Profile

Chartfields
5 Q 1ol | View Al

Fund Dept Grant Project ChartField 1 ChartField 2 ChartField 3 Product N

f100% ~
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6. Enter the desired information into the Description field. For example: Purchased
Missed
'MIANIDADE L’yhl”lb
wndeoa .
< Asset Tracking Asset Management
NewWindow | Help | PersonalizePage | & |
Cost/ Asset Information
Asset Information
Unit ID AssetID NEXT
Trans Date |€9/27/2021
Description | Purchased Missed| Acetg Date (912712021
Location Q Trans Code
‘Tag Number Currency |USD Q
[ Accum Deprin Current Pd Rate Type | CRRNT Q
Asset Cost Information Q | 11 of1[v] | ViewAll
Book Name Quantity Cost Salvage + -
CAFR Q 1.0000 000 0.00 Usb
Category Cost Type Accum Depr YTD Depr
Q 0.00 0.00 usp ‘ Default Profile
Chartfields
5 Q 110f1[v] | View Al
Fund Dept Grant Project ChartField 1 ChartField 2 ChartField 3 Product K
7. Input or search for the Location.
-
- inferms

< Asset Tracking Asset Management

NewWindow | Help | PersonalzePage | & |
‘ Cost/ Assat Information
Asset Information
Unit 1D AssetID NEXT
ProfilelD 16SMEFURDS Q. Trans Date 0812712021
Descr Purchased Missed AccigDate  09/27/2021
+C740 SW 211 ST Ground Level Trans Code
‘Tag Number Currency USD Q
m 0 Aceum Depr in Current Pd Rate Type CRRNT Q
Asset Cost Information Q | Hof 1] | ViewAl
Book Name Quantity Cost o Sibae + -
CAFR Q 10000 000 ueD = 000 usp
Category Cost Type Aceum Depr YTD Depr
000 000 usD | Default Profile
Chartfields
5 Q 140 1[¥] | View Al
Fund Dept Grant Project ChartField 1 ChartField 2 ChartField 3 Product ]
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Action

8.

Input or selec the Trans Date and Acctg Date.

Hlm}a
o

< Asset Tracking

Asset Management

inferms

‘ Cost/ Asset Information

Asset Information

New\Window | Help | PersonalzeFage | & |

unit 1D
ProfileID [16EMEFURDS Q. Trans Date (/0612021
Description | Purchased Missed AcctgDate 09/06/2021
Location 1000000724 Q4749 6w 211 ST Ground Level Trans Code
‘Tag Number Currency USD Q
[ Accum Depr in Current Pd Rate Type CRRNT Q
Asset Cost Information Q i Hof 1] | ViewAll
Book Name Quantity Cost Salvage + -
CAFR al 1000 [ I 000 usD
Catsgory Cost Type Accum Depr YTD Depr
Q Q 000 000 USD | DefaultProfile
Chartfields
5 Q 101V | ViewAl
Fund Dept Grant Project ChartField 1 ChartField 2 ChartField 3 Product X
Sy
9. Enter the desired information into the Cost field. For example: 8820
ma inferms

< Asset Tracking

Asset Management

‘ Cost/ Asset Information

Asset Information

NewWindow | Help | Personalize Page | & R

Unit ID AssetID NEXT
ProfilelD |165MEFURDS ~ Q Trane Date 080612021
Description | Purchased Missed AcctgDate  09/06/2021
Location 000000724 Q7192w 211 ST Ground Level Trans Code
Tag Number Currency USD Q
E [ Accum Deprin Current Pd Rate Type CRRNT Q
Asset Cost Information Q | 11 of1[v] | ViewAll
Book Name Quantity Cost 5 Siae + -
CARR al 1000 i D = 000 usb
Category Cost Type Accum Depr YD Depr
a Q 000 000 uso | Default Prefile
Chartfields
5 Q ol | View Al
Fund Dept Grant Project ChartField 1 GhartField 2 ChartField 3 Product N
Gy .
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10. Input or select the Chartfield details.

e Fund
e Dept
e Grant
Select the Default Profile button.
-
) inferms
¢ Asset Tracking Asset Management
g "
Location |ID00000734 R | 40710 5 211 ST Ground Level Trans Code
Tag Number Currency |USD Q
0 Accum Depr in Current Pd Rate Type | CRRNT Q
Asset Cost Information Q | Hof1[v] | ViewAll
Book Name Quantity Cost g S + -
GAFR Q 10000 8,820.00 usp = .00 UsD
Category Cost Type ‘Accum Depr YTD Depr
Chartfields
5 Q 110f1] | Viewall
~
Fund Dept Grant Project ChartField 1 ChartField 2 ChartField 3 Product
G006 Q@ 1D02021200 Q@ NO-GRANT|x Q Q Q Q Q Q
—
» Asset Additional Information
‘ save || Notify Add
v
11. Select the Depreciation Information tab.
-
. ] inferms

< Asset Tracking Asset Management

‘ Gost/ Asset Information ‘l Depreciation In‘crmation I‘ TaxInfomation
Asset Information
Unit 1D AssetlD NEXT
ProfileID | 165MEFURDS Trans Date 081062021
Description | Purchased Missed AcctgDate  09/06/2021
Location 1000000724 Q4749 6w 211 ST Ground Level Trans Code
Tag Number Currency USD
O Accum Depr in Current Pd Rate Type  CRRNT Q
Asset Cost Information Q i 120f2)V] | ViewAll
Book Name Quantity Cost o, Salvage . * =
CAFR 1.0000 3,820.00 usp .00 usD ¥
Category Cost Type Actum Depr YTD Depr
VCEQP Q. Q 000 000 usp
Chartfields
5 Q 110f1[¥] | View Al
Fund Dept Grant Projest ChartField 1 ChartField 2 ChartField 3 Product

NewWindow | Help | PersonalzePage | & |

HI00% v
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12.

Select the Cost/Information tab and confirm the In Service Date.

< Asset Tracking

| Jost | Asset Information I‘ Depreciation Information

Unit 1D

Tax Informetion
AssetID NEXT

Depreciation Atfributes

“Book Name [CAFR x Q CAFR Reporting Book

[ Depreciate When In Service

Status.

In Service Date  06/06/2021

Convention AM Q

m Retire Conv  AM Q

MDC Actual Month Depr Cnv-GAS3

MDC Actuzl Month Depr Cnv-GAS3

Asset Management

Tag In Senvice

12y | >

o

Currency USD

]

View Al

AdjustConv AM Q. MCC Actual Montn Depr Cnv-
GASB

Retire Option | Calculate Gain'Loss

inferms

NewWindow | Help | PersonalizePage | & |

“Methed  Siraight Line Calculation Type | Remaining Value
Percent

Limit Pet Low Limit [ Menthly

Useful Life 60 DB Pet Low Value

Schedule Q Wethed ID Q| O DeprPassLite
UoPID <} “Avg Option | No Averaging

End Date Future Depr Yrs

Life in Years 50 Special Tems v
H®I00% v

13. Select the Save button.

< Asset Tracking Asset Management
¥ Asset Additional Information
Asset Type | Fumiture
Asset Subtype Q SetRand D o
CAP# Seq# Q
Threshold ID | MCEQP Hazzrdous Code Info.
Serial D [ Hazardous Asset
AssetClass [TANGCAP Q ¥ Taggable Asset
ﬁ “Asset Status | InService ¥ Capitalized Asset
FERC Code 0 Composite Asset
Acquisition Date 091062021
*Acquisition Code | Purchased %
Collateral Asset
Parent/Child | Nore ParentID Q
[ Asset Retirement Obligations
Notify
Gast i Asset Information |  Depreiation Information | Tax Information
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14.

Select the Asset Basic Information pane.

< Asset Tracking

My Asset Management
]
< Design

% My Asset Integratons

Asset Management

Cost Asset Information ‘ ‘ Depreciaton Informaticn

Asset Information

Tax Information

NewWindow | Help | PersonalzePage | & |

TS

1 My Asset Transactions A Unit 1D AssetID 000000000026
Profile ID | 165MEFURDS Trans Date | 091062021
Assat Express Add
Description | Purchased Missed Acctg Date | 09/06/2021
Location | IDC00J0T34 Q4740 5w 211 ST Ground Level Trans Code v
Asset Leases Tag Number Currency  USD
Asset Transfers T Accum Depr in Current Pd Rate Type | CRRNT a
Asset Baok Change
Review Cost Asset Cost Information Q| | ViewAl
Asset Dispesal Worksheet Book Name Quantity Cost Salvage -
»
CAFR 10000 882000 uso 000 usp @
Approve Asset Disposals
Category Cost Type Accum Depr YD Depr
Copy Existing Asset MCEQP Q 0.00 000 usD
Define Asset Operatanal Info Chartfields
5 Q Hoft | View Al
Retire/Reinstate Asset
: ) ) o/
e o Fund Dept Grant Project ChartField 1 ChartField 2 ChartField 3 Product
RIE T+
\d
.- ) inferms

< Asset Tracking

< My Asset Management
Design

% My Asszt Integrations

|1 My Asset Transactions
Asset Express Add
Asset Basic Information
Asset Leases
Asset Transfers
Asset Ecok Ghange
Review Cost
Asset Disposal Worksneet
Aporove Asset Disposals
Copy Excsting Asset
Define Asset Gperational Info
Retire/Reinstate Asset

< My Seniice and Mairtenance
et Relatc Actiors

Asset Management

NewVindow | Help | Personclize Page | |

General Information ‘

\/
CperationMaintznance ‘l Asset Acquisiion Dtal I

| Unit ID

AssetID 000000000026 I

Asset Information
Description

CAP#

Asset Class
Asset Type

Asset Subtype
“Asset Status.
Acquisition Date
Placement Date
Collateral Asset
*Acquisition Code
FERC Code
Financing Code

Fair Value

Replacement Cost

|Furchased Wissed

 Taggable Asset
TANG-CAF

Furniture.
In Service
0906/2021

09C6/2021

Purchased

Location/CommentsiAttrbes H
Purchased Missed Teg
x| Short Desc
Q Seqit
Tag Number
@ Tangie Capil Assets Auction Status

o

0.000

Appraisal Date
Last Update

ManufacturelLicense(Custodian ‘ >

In Service
Purchased %
Q
Alowed to be Auctioned

¥ Capitalized Asset
[ New Asset
0 Available For Use

O InPhysical Use

fI00% v
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16. Select the Interfaces Info... hyperlink.

\od
) inferms
< Asset Tracking Asset Management
New Vindow | Help | Personzlize Page | &
= My Asset Managemert . A
7 Design General Information | O H Asset Acquisiti il | LocationC H " icense/Custodian ‘ >
% My Asset Integratons © Unit 1D AssetD 000000000025 Purchased Missed Tag In Service
[ { My Asset Transactions ~ Acquisition Details Q| 10f1[v] I ViewAll
Asset Express Acd — +) =
Description | Purchased Misse: x
e System Source | AM Gnline Enty Page
Assef Leases Incentive ID
Psset Transfers Quantity 1.0000 Base Currency USD
ﬁ Amount 882000 Currency  USD
Asset Baok Change
Sales Tax 000 Category |WcEQP
Review Gost
Use Tax 000 Cost Type
Asset Dispasal Workshet Freight 000
Approve Asset Disposals Misc Charge 000 Acquisition Detail Chartfislds
B
Copy Exstng Asset Total Amount 5382000
“Capitalize | Already Capitalized
Define Asset Operatanal Info
Refre/Reinstate Asset | save || Reumtosearcn | Add | UpcateDisplay | Includs History || ComectHistory
e — e v
- v o~ SR o. e n. e
. My Senvice and Mairtenance . >

17. Input or search for the PO Unit (business unit).

-
mw@ Acquisition Details
|

< Asset Tracking

Payables Acquisition
My Asset Managemert A
Design - [ >
AP Unit Q PS/Accourts Payatle Drilldovm
% My Asset Integratns v Voucher ID Q Invoice Number
) VehrLine Invoice Received Date
1 My Asset Transactions ~ } 1M r T ViewAl
[ Distrib Line
Asset Express Add + ‘ - ‘
Supplier ID Q |l
Asset Basic Information
AssetLeases
Purchasing Receiving
Asset Transfers BU Recy
I )
Asset Baok Crange Receipt No Q
PO Line Receipt Line
Review Cost
Sched Num Ship Seq
Asset Dispesal Workshsst
Distrib Line Distrib Ln
Approve Asset Disposals
PS/Purchasing Drildown PS/PQ Receiving Drildown
Copy Existing Asset
Define Asset Operatinal Info ' Procurement Group
Vo~ v P Vi ta S P S Y
& My Service and Mairtenance e >

10
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18. Input or search for the PO No.

Acquisition Detalls

Hep |

Payables Acquisition

PSiAccourts Payable Drilldown

T

AP Unit

Voucher ID

VehrLine

Distrib Line

Supplier ID

] 0L

Purchasing Receiving
o wee | Q)
PO No_ 1000022326 x Q| | Receipt No E
poLne repitne ||
sreatm sws ||
Distrib Line. Distrib Ln :]
PS/Purchasing Drildown PS/PO Receiving Drildown
Group
‘ Procurement Group ID Seq Primary Unit

19. Select the PS/Purchasing Drilldown hyperlink.

Acquisition Details

Hep Al

Payables Acquisition

PS/Accourts Payable Drilldown

—

AP Unit
Voucher ID
Vehr Line
Distrib Line

Supplier ID

7] (100

Purchasing Receiving
Pout 1 was | Q)
PONo. [1000022336x Q Receipt No E
ovne Repine |
St ses| |
Distrib Line Distrib Ln :]
[T ruhesre otden ] PSIPO Receiving Drildown
Group

Procurement Group ID Seq Primary Unit

11
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& htups:/infermssigmiamidedzgov/psp/EHI1STE_3/ZMPLOYEE/ERP/C/MAN, RCHASE_ORCERS.PC_INQURY.GBLPage: © ~ @ © | Iy Basic Add. 2 Furchass Drders
)
o
Purchase Orders
| NewWindow | Help | Personalize Page | Eh
Purchase Order Inquiry
Purchase Order
Business Unit 1D PO Status  Dispatched
POID 0000022339 Budget Status  Vald
viHeader
PODate 091232021
SupplierName MAVIALES001 Backorder Status  Not Backordered
Supplier D 0000002954 Supplier Details Receipt Status  Not Recvd )
Hold From Further Processing
Buyer  Monzon, Attonio
Amount Summary
PO Reference  PURCHASE OF OEM AND OF PARTS A Merchandise 382000
" 0.00
Header Detzils Activty Summary Freight/Tax/Misc.
AIRTY Header Comments Total 382000 USD
Matcning Document Status ;
¥ Actions Encumbrance Balance 8282000 5p
Lines
F Q 11 ef1[v. | ViewAl
Line ftem ID {tem Description Category POty UOM Mérehandss Status
Amount
ALEC'S TRUCK ACCE : ool us )
1 NVOLCE 405 99394 1.0000 EA 832000 USD Approved o}
View Approvals
‘ Return to Search ‘ Notify Related Links 1
BW% v
-
m,.,a Acquisition Details
|
< Asset Tracking
Purchasing Receiving W \VVindow | Help | Personalize Page | B
My hsse! Managemert oA "
Design [ PO Unit 1D Q BU Recy >
% My Asset Integratons v PONo. 0000022339 Q Receipt No
. PO Line Receipt Line
[ [ My Asset Transactions ~ b1 ViewAl
Sched Num Ship Seq
Asset Express Add
Distrb Line Distrib Ln +|=
Assat Basic Information
PS/Purchasing Dildown PSIPO Receiving Drildown
Asset Leases
Asset Transfers Procurement Group
1l
Asset Book Change Procurement Group ID Seq Primary Unit
Review Cost
Project Cost Acquisition
Asset Disposal Worksheet
PC Bus Unit Q PS/Projects Drildovn
Approve Asset Disposals
Project Q
EryEEye= Activity Q
Define Asset Operatonal Info U Source Type
Retire/Reinstate Asset
v
& My Seniice and Maintenance

12
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22.

Select the Save button.

—
e inferms

< Asset Tracking Asset Management
New Vindow | Help | Personzlize Page | &
< My Asset Management oA A
# Design General Information Qpe Asset. LocationiC = Ma icense/Custodian | »
% My Asset Inegratons © Unit 1D AssetID 000000000025 Purchased Missed Tag In Service
[ { My Asset Transactions ~ Acquisition Details Q| 10f1[Y] I ViewAll
Asset Express Acd +) =
Description  Purchased Missed
e EED System Source | AM Cnline Enry Page v
AssetLeases Incentive ID
Asset Transfers Quantity 1.0000 Base Currency  USD
ﬁ Amount 882000 Currency | JSD
Asset Baok Change
Sales Tax 000 Category |WCEQP
Review Gost
Use Tax 000 Cost Type
Asset Dispasal Workshet Freight 000 infeifaces i1
Approve Asset Disposals Misc Charge 0.00 Acquisition Detail Charfizids
B
Copy Exetng Asset Total Amount 5382000
*Capitalize | Already Gapitalized ™
Define Asset Operatanal Info
Refire/Reinstate Asset Return to Search Add | UpdateDisplay | IncludeHistory || ComrectHistory
v
PO ot 2o T
H®I00% v
o TETTITS
< Asset Tracking Asset Management
New Viindow | Help | Personalize Page |
= My Asset Managemert N
Design General Infermation | Ope Asset LocationiC =5 || M icenselCustodan |
% My Asset Infegratons v Unit 1D AssetID 000000000023 Purcheszd Missed Tag In Service
1 My Asset Transactions ~ Acquisition Details Q| 1of1[V | ViewAll
q
Asset Express Acd 4+ =
Description | Purchased Miss:
S=RESER Rty System Source | AM Cnline Eny Page
Asset Leases Incentive ID
Asset Transfers Quantity 1.0000 Base Currency USD
ﬁ Amount 882000 Currency  USD
Asset Baok Change
Sales Tax 000 Category |WCEQP
Review Cost
Use Tax 000 Cost Type
Asset Disposal Workshzet Freight 000 nteraces Info.
Approve Asset Disposals Misc Charge 000 Acquisition Detail Chartfizlds
Total A som =
Copy Existing Asset otal Amount
“Capitalize | Already Capitalized ™
RefirelReinsiate Asset ‘ Save || Retunto Search Add | UpdateDisplay | IncludeHistory || CorrectHistory
v
v S o Sy P PO PR YTt N Sy ann
& My Seniice and Maintenance b
_100% -

13
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24.

Confirm the Business Unit.

mm@
i

inferms

< Asset Tracking Asset Management
g&?ﬁ;ﬂse‘ Management « ' Eneranyirformation you have and click Search. Leave fielcs blank for a list of all valuss Q
, Find an Existing Value ‘ Keyword Search | AddaNew Value ‘
% My Asset Integratons = =
¥ Search Criteria
My Asset Transactions ~
| Business unit D al |
Asset Express Add
AssetIdentification |
Asset Basic Information
Tag Number | begins wih[V]
Asset Leases
SerialID | begins wi [v]
Asset Transfers
ﬁ VIN | begins wi[v|
Asset Book Change
Manufzcturer ID | begins witt[V] Q
Review Cost
Model | begins with[v] Q
Asset Dispasal Worksheet
Asset Type |=
Approve Asset Disposals
Asset Subtype | begins with[¥] Q
Copy Existing Asset
Description | begins with[v]
Define Asset Operational Info
Clinclude History [ Correct History []Case Sensitive
RefirelReinsiate Asset
- M o V|
& My Seniice and Maintenance Search || Clear | Basic Sezrch B Save Search Giiteia
®I00% v
-
ma inferms
< Asset Tracking Asset Management
vgg“se‘ Managemert + ™ Eneranyirformation you have and click Search. L eave fielcs blank for a list of all valuss 2
sign
. Find an Existing Value H Keyword Search | Add aNew Value
% My Asset Inegratons
) ¥ Search Criteria
71 My Asset Transactions ~
Business Unit b} Q
Asset Express Add
[asseticentifcation begrsitlV] | ]
Asset Basic Informatior
Tag Number | begins wih[V]
Asset Leases
Serial D
Asset Trangfers
E VIN | begins wih[v]
Asset Book Ghange
Manufacturer ID | begins with V] Q
Review Cost
Model | begirs vith[V] Q
Asset Dispasa Workshzet
Asset Type | =
Approve Asset Disposals
Asset Subtype | begins with[V] Q
Copy Existing Asset
Description | begins with[v]
Define Asset Operational Info
Clinclude History [ Correct History []Case Sensitive
Refire/Renstate Asset
- [ @ v
& My Seriice and Vaintenance Search|| Clear | Basic Search &' Save Search Ciiteia
H00% -

14
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26.

Select the Search button.

-
mm@
i

< Asset Tracking

Asset Management

inferms

% &YS‘A;:E‘ Management « ' Eneranyirformation you have and click Search. Leave fielcs blank for a list of all valuss Q
, Find an Existing Value ‘ Keywod Search | Add aNew Value
% My Asset Integratons v
¥ Search Criteria
MyAsset Transactions ~ ~
Business Unit D Q
Asset Express Add
Assetidentiicaion | begrswit(¥| |
Asset Basic Information
Tag Number | begins witt[V]
Asset Leases
Serial ID
Asset Transfers
ﬁ vIN
Asset Book Change
Manufzcturer ID Q
Review Cost
Model Q
Asset Dispasal Worksheet
Asset Type
Approve Asset Disposals
Asset Subtype | begins with[¥] Q
Copy Existing Asset
Description | begirs wit (V]
Define Asset Operational Info
Clinclude History [ Correct History []Case Sensitive
RefirelReinsiate Asset
v
.2 My Service and Maintenance v lear | Basic Search @ Save Search Ciiteria
®I00% v
o TS

< Asset Tracking

Asset Management

Business Uni q
<, My Asset Management oA ~
Design
Asset dentification
£ My Asset Inegratons v
» My 2r Tag Number | begins it V]
RS - SerialID | begins wit V]
Asset Express Add .
Asset Basic Information Manufacturer ID | begins wik[v| Q
Asset Leases Model | begirs wit V| Q
Asset Transfers psset Type
Asset Book Change et Subiype Q
Reviow Cost Description | begins with[v|
Asset Dispasal Workshzet linclude History []Correct History []Case Sensitive
Approve Asset Disposdls
Search || Clear | Basic Search B Save Search Ciiteria
Copy Existing Asset e
Search Resuts
Define Asset Operational Info
b View Al 1400 0f 197 >N
RefirelReinstate Asset . ; i 5 -
Business Unit Assat ldentfication Tag Number Serial D VN ManufacturerD  Model AssetType AssetSubtype  Description
v
B Wy Service and Maintenance_ . ity (olank) (blanki (olank) (blank) (blank) Fumiure __ (blank] Purchased Missed

15
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28. Enter the desired information into the Tag Number field. For example: 5678

\d
e inferms
< Asset Tracking Asset Management

NewWindow | Help | Personalze Page | E
< My Asset Management A A
 Design Assetinformation || Asset Proerty || AssetSupplementalData || NDC AssetFropery || MDC Fed/State/Grant Info

& My Asse! Integrations . .
Pl & Define Asset Operational Information

|1 My Asset Transactions ~
Business Unit D AssetID 000000000025

Asset Express Add Tag Number : “Asset Status | Service 2

Short Desc | Furchased Profile D {G5MEFUR0S
Asset Basic Information

Description | Furchased Missed Customize Page Layout Attachments (0)
AssetLeases

Detailed Description | Furchased Missed
Asset Transfers
ﬁ Asset Structure
AssetBack Changz
AssetType | Fumiture v Asset Subtype Q

Review Gost Component of Q
RosetDisposa Werksheet Tag Number Work Order Options for Componznts
Approve Asset Disposals

¥ Manufacturer Information
Copy Existing Asset

Serial ID
Define Asset Operational Info - =
Retire/Reinstate Asset Vanufacturer Name
L& My Seniice and Maintenance v N Mode! Q 1

f100% v

29. Enter the desired information into the Serial ID field. For example: 67896543

< Asset Tracking Asset Management
= My Asse! Management A Asset Type | Fumiture ™ Asset Subtype Q A
sign
Component of Q
7% My Asset Integratons v Tag Number Work Order Qptions for Componznts
| My Asset Transactions ~
~ Manufacturer Information
Asset Express Add
Asset Basic Information
Manutacturer ID Q
AssetLeases
Manufacturer Name
Asset Transfers E Modsl a
Asset Book Ghange Product Version Production Date
Review Cost Plant Contact
VIN SKU
Asset Disposa Worksheet
1P Address Number of CPUs
Approve Asset Disposals
Copy Existing Asset
v Asset Resource Information
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30.

Input or search for the Manufacture ID.
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31.

Expand the Image section and select the Add Image button.
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32. Selec the image then select the Upload button.
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33.

Select the Save button.
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