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Consolidating Multiple Purchase Order Line Items to a Single Asset ID 1.0

[bookmark: _GoBack]Supplemental Job Aid

Date: 07/10/2014 

Target Audience: Department Buyer, Department Receiving Processor, Department AP Processor, Department Asset Processor

Purpose: This Supplemental Job Aid provides the above listed roles instructions on how to consolidate non-project related multiple line items that alone are not assets. However, each line item is essential to the function of the primary item and when consolidated can make up a single Capitalized Asset in accordance with SAM policy. 
The Department Buyer will determine if the purchase will need to be consolidated into a single Asset ID during the planning phase of the purchase. It will be the Asset Processor who must ensure the asset is correctly identified as a Capitalized or Non-Capitalized asset.

Consolidating Multiple Purchase Order Line Items to a Single Asset ID:
In this example, the consolidation of all line items of a non-project related PO into a single capitalized asset (e.g., IT purchases). This task will be performed manually in Asset Management (AM) by the Department Asset Processor in Basic Add after the PO has been dispatched, received, and paid in full. 
Note: The items must not be identified as assets in the Purchase Order, Receipt, or Voucher. 


Step 1: The Department Buyer determines the purchase (line items 1-6 below) will need to be identified as a consolidated asset.
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Step 2: The PO is created without populating the Asset Information tab fields with the Asset BU and Asset Profile ID.
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Step 3: In the PO Header Comments field, the Department Buyer enters notes to the Department Receiving Processor to advise that the items will be consolidated by the Department Asset Processor and should not to be interfaced to Asset Management. 

Select both the Show at Receipt and Show at Voucher checkboxes so the comments are viewable to the Department Receiving Processor and the Department AP Processor.
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Step 4: The Department Receiving Processor reviews the notes entered by the Department Buyer by clicking the Source Information tab and then clicking the Receipt Lines Comments icons
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Step 5: After clicking the Comments icon, the Purchase Order Comments display the Department Buyer instructions. Click the OK button to return to the Receiving page.
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Step 6: The Department Receiving Processor receives all lines of the delivered/inspected items of the PO by clicking the Save button. The Interface Receipt box remains unchecked. A Receipt ID is generated.
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Step 7: The Department AP Processor creates a Voucher by copying from the PO Order and Receipt. Prior to saving, the Department AP Processor needs to click on the Purchase Order & Receiver Info link in the Invoice Information tab of the voucher. 
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Step 8: Then click the PO/Receipt Comments expand arrow. The Department Buyer’s instructions display in the Comment Text field.
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Step 9: The Department AP Processor will not select the Asset box or enter the related Business unit. The Voucher is then saved and a Voucher ID is generated.
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Step 10: After the Voucher has been posted, the Department Assets Viewer would be able to run the Asset Audit Report (Refer to Job Aid FI$Cal.080 for navigation) to see that there was a voucher with the Asset expenditure account, but no Asset Profile ID (shown in screenshot below). 

The Department Assets Viewer can work with the Department AP Processor to figure out why the asset information was not put onto the Voucher, and in this example, it is because the Asset is a consolidated one. 
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Step 11: The Department Asset Processor would then enter the PO line items as a single Asset in Basic Add (navigate to Main Menu  Asset Management  Asset TransactionsOwned Assets  Basic Add, click the Add a New Value Tab, and then click the Add button). 

The Business Unit and Asset identification values are defaulted. 
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Step 12: In the General Information tab, enter the Description (Add “Consolidated Asset” in the description, or add something similar to make it easily known that it is a consolidated asset), the Acquisition Date, Placement Date, and Profile ID.
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Step 13: Click on the Asset Acquisition Detail tab. Enter the Description, the Quantity, and the Amount for each PO line. Click on the “+” button to add each line. Once you have added all of the separate amounts, click on the Capitalize button. The Asset Cost Information appears for all of these additions. Then click the Save button at the bottom of the page.

[image: ]

Note: Values in the fields may not be the correct ones or are left blank on these 
screenshots. You should provide values in all fields if possible. 
 




Step 14: Because the PO line items are entered in AM manually, it is important to attach a copy of the PO and related documentation to the asset. On the Basic Add page, click on the General Information tab.
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Step 15: Click the Attachments(0) link. 

[image: ]
Step 16: Then click the Add Attachment button to attach copies of the PO and Invoice(s). Once the file is chosen and the file is attached, click the OK button. 

[image: ]
Step 15: Click the Location/Comments/Attributes tab. 
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Step 16: Then click the Comments expand arrow. Enter information in the Comments field similar to the example below and click the Save button at the bottom of the screen.
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You have successfully consolidated multiple purchase order line items to a single asset ID.
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