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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. 

 

3.  Select the Asset Express Add pane. 

 



INFORMS Job Aid: Manual Express Add Entry for missing PO/AP 
Voucher 

FIN202: Asset Management 

   

 

4 

Step Action 

4.  Confirm the Business Unit and select the Add button. 

 

5.  Input or search for the Asset Profile ID. 

 



INFORMS Job Aid: Manual Express Add Entry for missing PO/AP 
Voucher 

FIN202: Asset Management 

   

 

5 

Step Action 

6.  Enter the desired information into the Description field. For example: Purchased 

Missed 

 

7.  Input or search for the Location. 
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Step Action 

8.  Input or selec the Trans Date and Acctg Date. 

 

9.  Enter the desired information into the Cost field. For example: 8820 
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Step Action 

10.  Input or select the Chartfield details. 

• Fund 

• Dept 

• Grant 
Select the Default Profile button. 

 

11.  Select the Depreciation Information tab. 
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Step Action 

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

 

13.  Select the Save button. 
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Step Action 

14.  Select the Asset Basic Information pane. 

 

15.  Select the Asset Acquisition Detail tab. 
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Step Action 

16.  Select the Interfaces Info... hyperlink. 

 

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

18.  Input or search for the PO No. 

 

19.  Select the PS/Purchasing Drilldown hyperlink. 
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Step Action 

20.  Close the tab that opens. 

 

21.  Select the OK button. 

 



INFORMS Job Aid: Manual Express Add Entry for missing PO/AP 
Voucher 

FIN202: Asset Management 

   

 

13 

Step Action 

22.  Select the Save button. 

 

23.  Select the Define Asset Operational Info pane. 
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Step Action 

24.  Confirm the Business Unit. 

 

25.  Input the Asset Identification number. 
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Step Action 

26.  Select the Search button. 

 

27.  Select the asset. 
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Step Action 

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

 

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

30.  Input or search for the Manufacture ID. 

 

31.  Expand the Image section and select the Add Image button. 
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Step Action 

32.  Selec the image then select the Upload button. 
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33.  Select the Save button. 

 

 
 


