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 Purchase Order (PO) to Accounts Payable (AP) to
Asset Management (AM) for Capital Asset 1.0
Supplemental Job Aid

Date: 04/06/2015

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

Purpose: This Supplemental Job Aid provides users with instructions needed to:

· set up a PO that assigns one Asset ID to multiple distribution lines
· show how to relate and tie the distribution lines on the Receipt and the Asset ID
· follow through with the voucher (payment) in AP
· show the asset integrated to the AM module
Purchase Order (PO) to Accounts Payable (AP) to Asset Management (AM) for Capital Asset:

Classifying items as assets in FI$Cal begins in the Purchasing module. In order to activate the delivered system integration with the Asset Management module, the item(s) must contain the correct Asset Profile ID and Asset Expenditure Account on the Requisition or Purchase Order. 
The Account and Profile ID fields are independent of one another and do not default in the System. Department Requisition Processors, Department PO Processors, and Department PO Buyers are responsible for ensuring the correct values are selected. 
In the Asset Management module, there are 66 Asset Profile IDs. Only one Profile ID, “NONCAP”, exists for Non-Capital assets. This Profile ID is used on all Non-Capital asset purchases that need to be tracked as property in the Asset Management module. When the “NONCAP” Profile ID is used, a Non-Capital Asset Expenditure Account must also be used on the Requisition or Purchase Order. All other Asset Profiles indicate a Capital purchase. 
The other 65 Asset Profile IDs indicate a generic “type” of asset such as “BUILDINGS” – Buildings, “LAW_ENFORC” – Law Enforcement, and “MED_EQUIP” – Medical Equipment. Depending on the “type” of item being purchased and assuming the item meets all capitalization requirements listed in SAM §8601, users should select the Profile ID that most closely matches the item.


The Asset Expenditure Account and the Asset Profile ID fields are both specified on the Distribution Line pages of the Purchase Order. 
· Capital Asset Expenditure Accounts exist in the 5362XXX Account range. 5362 High Level Account node indicates Capital Asset Purchases. 
· Non-Capital Asset Expenditure accounts exist in the 5368XXX account range. 5368 High Level Account node indicates Non-Capital Asset Purchases.

In the example, we are purchasing an Office Copier for $5,000  which meets the criteria to be classified as a capital asset and we need to select the correct capital Asset Profile ID of “OFF_MACH,” and the correct Asset Expenditure Account of “5362290.”

Step 1: Open the Manage Purchase Orders page to create a new PO (Log in as Department PO Processor)
· Navigation: Main Menu  eProcurement  Buyer Center  Manage Purchase Orders
· Enter the Business Unit
· Click the Add New PO link
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Step 2:  On the Purchase Order page:
· Enter the Business Unit
· Click the Add button
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Step 3:  On the Maintain Purchase Order / Purchase Order page:
· Enter Vendor (when selected, it will populate Vendor ID also)
· Verify the Buyer has correctly populated
· Enter Acquisition Type
· Enter Acquisition Method
· Enter the DGS Billing Code
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Step 4: In the “Lines” section of this page, on the Details tab:
· Enter the item description in the Description field (“Copier”)
· Enter the quantity in the PO Qty field  (“1”)
· Enter the UOM (Unit of Measure) (“EA”)
· Click the lookup icon for Category and select the appropriate UNSPSC code
· Enter Price (“$5,150” - includes Cost $5,000, Freight $100, Installation $50)
· Click the Schedules icon
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Step 5: On the Schedules page:
· Click the Distributions / ChartFields icon:
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Step 6: On the Distributions for Schedule 1 page:
· In the Distribute By field, select the Amount drop down list
· In the “Distribution” section, click the ChartFields tab
· NOTE: Click the plus sign (+) to add additional lines (2 more additional lines)
· In the Merchandise Amount field, enter the amounts needed for the asset ($5000 = cost, $100 = freight, $50 = installation). NOTE: The percent will auto populate according to amount entered.
· Enter GL / Unit, Appropriation Ref, Fund, ENY, Account (Asset Expenditure Account – “5362290”), Alt Account (“0000000000”), Program, and Reporting Structure. NOTE: Other fields may be needed, specific to your department. 
· Click the Asset Information tab
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Step 7: In the Asset Information tab:
· Enter the Asset Business Unit 
· Enter the Profile ID
NOTE: Do not check the Capitalize checkbox!

· Click the OK button 
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Step 8: On the Schedules page, click the Save button
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Step 9: On the Purchase Order page, a PO ID will display:
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NOTE: Ensure the Purchase Order has been approved, budget checked and dispatched.




 


Step 10: Create Receipt (Log in as Department PO Receiving Processor):
· Navigation: Main Menu  Purchasing  Receipts  Add/Update Receipts
· On Receiving page, enter Business Unit
· Receipt Number field should default to “Next”
· Click the Add button
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Step 11: On the Select Purchase Order page:
· Click the Lookup icon in the ID field to retrieve PO created above
· Click the Search button
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Step 12: In the “Retrieved Rows” section, the PO is retrieved:
· Click the Sel checkbox
· Click the OK button
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Step 13:  On the Receiving page:
· Enter “1” in the Receipt Qty field
· Click the Pending link in AM Status field
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Step 14:  On the Asset Management Information page:
· Click the Use One Asset ID button
· In the “Distribution Information” header, validate there are “1 of 3” (these are the three distribution lines from PO)
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NOTE: Click the View All link and all Distribution Lines will display with percent and dollar amounts in each of the three lines


Step 15: Click the OK button
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Step 16: The Receiving page displays with an “Open” Receipt Status:
· Click the Interface Receipt checkbox
· Click the Save button
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Step 17: Note Receipt Status as “Moved to Destination” (the online PO and receipt have moved to Pre-AM table):
· Receipt ID number is displayed 
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Step 18: Navigate to Pre-AM Tables (Asset Management):
· Log in as the Department AM Processor
· Navigation: Main Menu Asset Management  Send/Receive Information  Preview AP/PO Information
· On the Load Preview – Pre-AM page, enter AM Business Unit 
· Enter Receipt Number (from above)
· Click the Search button
· Search results will display. NOTE: These are the 3 distribution lines that are interfaced from PO to Receipt.
· Click the Receipt Number link
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Step 19: Click the Pre-AM Financial tab:
· Load status displays
· Interface ID number displays
· Cost information displays
· Asset ID displays
NOTE: AP Unit, Voucher, and Invoice do not display as voucher has not been created

· To view Pre-AM Information of the remaining 2 distribution lines, click the Next in List button at the bottom of page
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Step 20: Click the Pre-AM Physical tab:
· Load Status displays
· Interface ID displays
· Capitalize is “N”
· Profile ID displays
· Asset ID displays
· PO/Line number displays
· Receiver/Line number displays
· To view Pre-AM Information of the remaining two distribution lines, click the Next in List button at the bottom of page 
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Step 21:  Creating a Voucher (Log in as Department AP Processor):
· Navigation: Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry
· Voucher ID: Defaults to “NEXT”
· Voucher Style should default to “Regular Voucher”
· Enter Vendor ID
· Enter Invoice Number
· Enter Invoice Date
· Click the Add button
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 Step 22: On the Invoice Information tab:
· Verify the Invoice number, the Invoice Date, and the vendor information are correct
· In the “Copy From Source Document” section, enter the PO Unit 
· Enter the PO Receipt (this will copy over the distribution lines from the PO to Receipt to AP)
· Click the Go link
[image: ]



Step 23: On the Copy Worksheet page:
· Enter PO Business Unit
· Enter Receipt Unit
· Enter Receipt Number
· Click the Search button
· Click the Select All checkbox
· Click the Copy Selected Lines button
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Step 24: On the Invoice Information tab, verify:
· Total amount is calculated and balanced
· Invoice information is correct
· Pay Terms is set to “Expedite” (Paying with ORF check)
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Step 25: In the “Distribution Lines” section, verify:
· The One Asset checkbox is checked
· “Distribution Lines” in GL Chart tab were copied correctly
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Step 26: In the “Distribution Lines” section, verify:
· “Distribution Lines” in the Asset tab were copied correctly
· Profile is entered
· Asset checkbox is checked
· Click the Save button
[image: ]


Step 27: A Voucher ID is created. Complete the processes for voucher to be budget checked, matched, approved and posted.
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Step 28: Review Asset Management Pre-AM Tables (Log in as Department Asset Processor):
· Navigation: Main Menu  Asset Management  Send/Receive Information  Preview AP/PO Information
· Enter AM Business Unit
· Enter Voucher ID
· Click the Search button
· Click the Voucher ID link
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Step 29: Review Pre-AM Financial Page:
· Click the Pre-AM Financial tab
· Load Status displays
· Interface ID displays
· Cost information displays
· Asset ID displays
· Voucher/Ln number displays (voucher was created)
· Invoice number displays
· To view Pre-AM Information of the remaining 2 distribution lines, click the Next in List button at the bottom of the page
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Step 30: Review Pre-AM Physical page:
· Click on Pre-AM Physical tab
· Load Status displays
· Interface ID displays
· Profile ID displays
· Capitalize “Y” displays
· Asset ID displays
· PO number displays
· Receiver/Ln number displays
· Voucher/Ln number displays
· Invoice number displays
· To view Pre-AM Information of the remaining 2 distribution lines, click the Next in List button at the bottom of page
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Step 31: Review Asset in AM Pages (Log in as Department AM Processor):
· Navigation: Main Menu  Asset Management  Asset Transactions  Basic Add
· Enter Business Unit
· Enter Asset ID
· Click the Search button
· Click the Asset ID link in the “Search Results” section
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Step 32: Review the General Information tab in Asset pages:
· Asset Status field displays “Received (Not in Service)” which means it is not in service and will not depreciate until status is changed to “In Service”
· Capitalized Asset Box is not checked for capitalization
· Click the Asset Acquisition Detail tab  
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Step 33:  Review Asset Acquisition tab in Asset pages:
· [bookmark: _GoBack]Verify status is “Received”
· Acquisition Header will display “1 of 3”.  Click the View All link for display of all distribution lines (the 3 distribution lines from PO to Receipt to AP)
· Capitalize field displays “To Be Capitalized”
· “Capitalization Information” section displays Quantity of “1.0000” and total Amount to capitalize
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Step 34: Load Asset to In Service:
· Navigation: Main Menu  Asset Management  Send Receive Information  Load Transactions  Load Transactions into AM
· Enter “Run Control Parameters”:
· Request ID 
· Process Frequency
· Interface ID (from Pre-AM page after voucher is processed) to Interface ID
· AM Business Unit
· System Source field: select “AP Online Entry Page” from drop down list
· Click the Run button
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Step 35: On the Process Scheduler Request page, click the OK button:
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Step 36: On the Load Transactions into AM page:
· Note the Process Instance number
· Click the Process Monitor link
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Step 37: On the Processing page, click the Refresh button until Run Status displays “Success” and “Posted”:
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Step 38: Review Asset in AM pages:
· Navigation: Main Menu  Asset Management  Asset Transactions  Owned Assets  Basic Add
· Click the General Information tab
· Status of “In Service” displays
· Asset Status field displays “In Service”
· Capitalized Asset checkbox is checked
· Click the Asset Acquisition Detail tab
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NOTE: View asset integrated details from PO for cost of copier   
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NOTE: View asset integrated details from PO for cost of freight
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NOTE: View asset integrated details from PO for cost of installation  
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NOTE: View asset integrated details from AP for the installation cost 
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NOTE: View asset integrated details from AP for cost of copier
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NOTE: View integrated asset details from AP for cost of freight 

[image: ]
FI$Cal.246 - Purchase Order (PO) to Accounts Payable (AP) to Asset Management (AM) for Capital Asset 1.0
Updated 04/06/2015	       Page 32 of 33
image1.png
Manage Purchase Orders

‘Search Purchase Orders

Business Unit: (8860 Q Vendorin: Q soarch
POID: Buyer: 2_DEPT_PO_BUYEQ,  Department Buyer e
Date From: 042112015 Date To:
AddNewPO Fiter By:

& tachments

® pcag





image2.png
Purchase Order

Find an Existing Value

Business Unit:(2860

Add a New Value

POID: INEXT





image3.png
Maintain Purchase Order

New Window | Perso

Purchase Order

Business Unit: 8860 PO Status: Open 4
PoID: NExT Budget Status: NotChkd
Copy From: - Hold From Further Processing
7 Header
Tol Status:
*PO Date: [0ar2012015. [ vendor Search Doe valid
“Vendor: (CLAYTONOFF-001 Q. yendor Details “Acquisition Type: NON-T G00ds Q. pcquisiton Sub -Type: Q
*Vendor ID: 0000000011 Q ¢ “Acquisition Method: [Statewide ConlQ.  acquisition Sub-Method: Q
“Buyer: Z_DEPT_PO_BUYERIQ, Department Buyer 065 Biling Code: 122345
PO Reference:
Header Details Actvity Summary Receipt Status: NotRecud
PO Defaults “Dispatch Hethod: print -
Add Comments
PO Actiities Add ShipTo Comments Amount Summary
SBIDVBE Contracing
Merchandise: 000
FreightTax/Misc.: 000
Total Amount:

000 USD




image4.png
Add ltems From
Purchasing Kit Catalog Htem Search

Lines

[ Detats || Ship Zo/ue Date || Situsss | Hemintormaton || Atbutes || FQ || Gonvact || Receng | ED

Line ttom Description Poaty “uom

Category price
1 Q Copierwitnfreignt =0 10000] [EA|@ [44101501 |Q [5150
View Printable Version

[ ClsesnonAitines | More ..
View Approvals “Goto:

[@ save |[= oty |[@ Refresh |

Furst B 1 0r1 B ast

0,00 0pen O B ®HE





image5.png
Maintain Purchase Order

Schedules
nit: 8860 Vendor: CLAYTONOFF-001 PO Status: Open
POID: NEXT PO Date: 0412012015

i i Pas

Lines Find [Viewal  First B 1011 B Last
tine: 1 ttem: Copier with freight and installation PO Qty: 10000 EA Merchandise Amt: 515000 USD
Schedules Personaize | Find | View Al |20 | B First B 1 or 1 B Last
| Details || statuses || shipment || Matching || Receiving || Ereiont | RTV |
Sched “Due Date. “ship To Shipto GLH Price. Merchandis® Status.
1 [ 04292015 |59 [3980000001 |Q 515000000 5,150.00] Actve. Y 3 EE=
Add ShipTo Comments
@ save || Notiy |[@ Refresn |




image6.png
Maintain Purchase Order

Distributions for Schedule 1

unit:
POID:
Line:
Schedule:

“Distribute By:

*Liquidate by:
SpeedChart:

Distribution

NEXT

‘Amount

‘Amount

Vendor:

Status:

Q wuit-speeacharts

CLAYTONOFF-001

‘Copier with freight and instalation

Personalize | Find | view All | 2

Chartields | Detailsrax || assetinformation | Reqetail | Statuses || Buggetinformation |

ist

Schedule Qty:

Doc. Base Amount:

Merchandise Amount:

1.0000

5150.00 USD
5150.00 USD

Frst B 13 0r3 B Last

borcent  MeMNOSE o clum  emybent  Aproper  Fand ar Ao Atk
97.0874] 5,000.00] USD 8860 |Q Q [oo1 Q [oo01 Q [2014 |Q (5362290 |@ (0000000
19417, 100.00| USD 8860 |Q Q [oo1 Q [oo01 Q [2014 |Q (5362290 |@ (0000000
0.9709| 50.00/ USD. 8860 |Q Q |00t Q |0001 Q (2014 |Q [5362290 ‘Q  |0000000




image7.png
Maintain Purchase Order

Distributions for Schedule 1

unit: 8860 Vendor: CLAYTONOFF-001
PoID: NEXT em: ‘Copier wit feight and nstallation
Line: 1
Schedule: 1 Status: Adive
“Distribute By: Amount M Schedule Qty: 10000
“Liquidate by: Amount - Merchandise Amount: 5,150.00 USD
SpeedChart: Q wuit-speedCharts Doc. Base Amount: 515000 USD
Distribution Personalize | Find | View All| ¥ | First B 1-3.0r3 B Last
Charfieids || Detailsimax || Assetinformation | ReqDetail || statuses || Busgetinformation |
bst s Peemt MM Pomed  CAPA  Semwence  Teghumber Empid R —
1 Open 570874 [p860 |Q [OFF_WACH |Q Q Q Q Q
2 Open 19417 [s860 |Q [OFF_WACH |Q Q Q Q Q
3 Open 0.9709| 8860 |Q |OFF_MACH |Q Q Q Q Q
e





image8.png
Maintain Purchase Order

Schedules

nit: 8860 Vendor: CLAYTONOFF-001 PO Status: Open

POID: NEXT PO Date: 0412012015

Return to Main Page

Lines Find [Viewal  First B 1011 B Last

une: 1 Hem: Copier with freight and installation PO Qty: 10000 EA Merchandise Amt: 515000 USD

Schedules Personaize | Find | ViewAll |2 | B first B 1011 B Last

| petails || statuses || shipment || matching || Receiving || Ereignt |[ TV |

L sa . 3 Merchandise

Sched “Due Date. Ship To Ship to GLN Price. ¢ Status.

1 [ [oanonois |5 [3980000001]Q, 5.150.00000 5.150.00] Active LSS HE
Ada ShipTo Comments
@ save ][ Nty | [ Refresn |




image9.png
Maintain Purchase Order

New Window | ers

Purchase Order

Business Unit: 8860 PO Status: Dispaiched A x
poID: 0000000189 Budget Status: Vaiid
Copy From: - Hold From Further Processing
7 Header
*PO Date: 0412912015 Vendor Search DoeTol Valid
“Vendor: [CCAYTONOFF-001 Vendor Details “Acquisition Type: JNON-T Goods Acquisition Sub -Type: Q
o = Acauition Hetnod: FREmmtom  Acauistion SubMethod: Q
“Buyer: [FDEFT POBUVER  DeparimentBuyer DGS Billng Code: 12345
PO Reference: Backorder Status: Not
e rdereq  Create BackOrder

Header Details Activity Summary Receipt Status: Received
PO Defauts Document Status “Dispatch Method: print -
Requisitions Add Comments
PO Activies ‘Add ShipTo Comments. Amount Summary
‘SBIDVBE Contracting

Merchandise: 515000

FreightTaxMisc.: w175

Total Amount: 558775 USD

Encumbrance Balance:

000 USD





image10.png
Receiving

Find an Exsting Value || Add a New Value
Business Unit: (8880 |Q

Receipt Number: [NEXT

POReceipt 7]





image11.png
Select Purchase Order

Search Criteria

PO Unit: 8860 Q Days +- Today:

o (0000000785 Q strtpate: B

Line / Schedule: 1 End Date: &

Release: Vendor Name: Q 'Vendor Lookup

HtemD: Q Vendor tem 10: Q

StipTo: Q Manufacturer I0: Q

Ship Via: Q Manufacturer’s tem : Q
[ Retrieve Open PO Schedules

foean o Onens
© No Order Qty  Ordered Qty ' PO Remaining Qty





image12.png
Retrieved Rows Personalize | Find | View A1l |2 First M 1 or1 B Last

selected Rows || Shipping Related | More Details | [FD)

el POUNita POIDa Line Sched Release DueDate  Hem Description
8860 0000000189 1 1 0412012015 ‘Copier with freight and instal
M setectan O clearan

[ ok [ cancel | Refresn |





image13.png
New Window | Personaii

Maintain Receipts
Receiving
Business Unit: 8860 Receipt Status: Open X
Receipt ID: NEXT Add Header Comments Actities
Header Detalls
> Header
Select Purchase Order
Receipt Lines Personalize | Find | view i | 2| # irst B 1or1 B Last
Receipt Lines | More Details || Links and Status || ftem /Hfg Data || Optionalinput || Source Information |
Line em Description Receiptaty ooy Recet AeceRt status Close  serin  Doviee Stook pusus DoVee
‘Copier wih freight and Device
1 B (Goplar wih freight 1 B A ]@ 515000000 Open o EA @ Pending oo X
Interface AssetInformation





image14.png
Maintain Receipts

Asset Management Information for Line 1

Business Unit: 8860 Status: Open
ReceiptID: NEXT tem: ‘Copier wih freight and instal
Receipt Line: 1 Standard UOM: EA
NextAssetD Use One AssetiD
Distribution Information Find |Vigw3  First B 13013 B Last
Distribution Line: 1 Capitalize: (BTICT I ~ |
Business Unit: 8860 CAP Sequence:
Profile : [oFF_wAcH Employee ID:
cap#: Distributed Quantity: 09709
Cost Type: Merchandise Amount: 500000
‘Apply to Details
Select Acton: esnTagies <l wutipier: 1
Enter Starting Number: *Start Row: 1
Overwrite existing numbers Apply





image15.png
Asset Details Personalize | Find | View All | First M 1 of
AssetInformation
bt AM Hext
S Dusness Tag Number SerialD AssetiD plext | Wumber  profied
1 8860 Open 0.9708] NEXT 5 1] OFF_MACH
< m ]
PA— . - T —
Business Unit: Jpaco AP sequence:
Profile ID: |OFF_MACH Employee ID:
capi: Distributed Quantity: 00198
CostType: Merchandise Amount: 100.00
‘Apply to Details
Select Action: Assign Taglds T Muttpier 1
Enter Starting Number: “Start Row: 1
Overwrite existing numbers [y |

1

B ast




image16.png
Frst B 1 or1 B ast

Personalize | Find | View Al | 7|

Asset Details
AssetInformation
] Next
Soa Business Tag Number SerialD AssetiD plext Mumber  profie D
1 8880 0.0194) NEXT LS 1) OFF_MACH
] i ]
T s oo T —]
Business Unit: [eazo AP sequence:
Profile ID: [0FFLEr) Employee ID:
capi: Distributed Quantity: 0.0007
Cost Type: Merchandise Amount: 50.00
‘Apply to Details
Assign Tag lds Mutiplier: 1
*Start Row: 1

Overwrite existing numbers.





image17.png
oK

Cancel

Refresh





image18.png
Maintain Receipts

Receiving
Business Unit: 8860 Receipt Status: Movedto x
Destination
Receipt ID: 0000000116 Add Header Comments Actities
Header Detalls Document Status
> Header

Setectpurcnsse ocer [ oo e

Receipt Lines

Personalize | Find | View All |2 | ¥ First Ml 1011 B

RoceiptLines || iore Detats || Links ana taus || fom/ Mg Data || Optonalnput | Source nformaton |

, . Recot | Accent Glose devie Stock =

Line tem. Description Receipt Qty. RecvUOM m’smns Category. e Serial Track  UOM AM status S

; CoperwinMeSNaNG ooy Ry en  sra0o0000  1o000Recebed  4étoson ol o Bl mE e x
nertace Receipt Run Close Short Inerace Assetnformaton

[ & Retumto eaten (5] oty | Retesh | B sa | EIMOPEEEDS




image19.png
Load Preview - Pre-AM

Enter any information you have and click Search. Leave fislds blank for a list of all values.

[ i anExiting vaiue |

< Search Criteria

Pre-interface ID: -

)

Pre-interface Line Number: -

AM Business Unit: -
PO Business Unit:

pPLL L

Receipt Number: contains ~ [116.





image20.png
Search Results

View All

Prenterface Line
Pre-nterface 1D pr 1
H666343 1

10000343 2
10000343 3

AM Business Unit PO Business Unit Receiving Business Unit AP Business Uit System Source Load Status Asset Profile ID PO Number

Loaded  OFF_MACH 0000000189 0000000115
Loaded  OFF_MACH 0000000189 0000000115
Loaded  OFF_MACH 0000000189 0000000115

First [ 130rs [ Last

Voucher ID
(blank)

(blank)
(blank)





image21.png
Pre-AM Financial || Pre-Al Physical

Pre-interface ID: 10000343 Line:
|Asset Information

Business Unit: £

AssetID: 000000007097

AP Ut

VoucheriLn: Dist:
Vendor ID: 0000000011

Invoice: Date:
System Source: PO Online Entry Panel
Trans Date: 0412012015 Currency:
Accounting Date: 04202015 Base Currency:
Cost Type:

Appropriation Reference: 001

Fund: 0001
Year of Enactment: 2014
Program: 6770019200
PC Business Unit:

Project:

Source Type:

usD
usD

DaterTime:
Load Status:

Interface ID:

Cost:

Base Cost:

Quantity:

Sales Tax:

Base Sales Tax Amount:
Use Tax:

Use Tax Amt Base Curr:
Freight:

Base Freight Amount:
Misc Charge Amount:
Base Misc. Amount:
VAT Amount:

Total VAT Base Amount:
Merchandise Amt:
Merch Amt Base:

Find | View All

0412012015 12:44:21PM

Loaded
10000125 jne;

542514

542514

09709

42500
42500

500014
500014

Frst B 1 0r1 B ast

=





image22.png
Category:

Subcategory:

Reporting Structure: 88601200
Service Location:

Agency Use:

@ save || Q& RetumtoSearch | [+[] Frevioucinlict |+ Nextinlist ||[=] Notify





image23.png
Pre-interface ID: 10000343 Line: 1

Business Unit: 8860 DaterTime:
AssetiD: 000000007087 Load Status:
PO Unit: 8860 Interface I0:
POlLine: 0000000189 1 Sch 1 System Source:
BURecy: 8860 Trans Date:
ReceiveriLn: 0000000116 1 ShipSea: 1 Profile ID:
AP Unit: PC Bus Unit:
VoucheriLn: Dist: Activity:
Vendor 0: 0000000011 AnType:
Invoice: Source Type:
Invoice Date: category:
Serial ID:
(Copier with freight and instal UPC Code:
vin:
Location:
Manufacturer:
Q Modet:
& RetumtoSearch | (i) Fripiein el | (48 NextinList | [[E] Notiy

Find | viewar st B 10r1 B Last

0412012015 12:44:21PH
Loaded

=

10000125 | jpe;

PO Online Entry Panel

Subcategory:





image24.png
Voucher

Business Unit: 8860 |Q

Voucherin: next

Voucer sy ReguirVoucher

ShortVendor tiame: cLaTonoFF01

Vendor ID: 0000000011 | @,

Vendor Location: AN Q

Address Sequence Number: Q

Invoice Date: oarar20ts i

Gross nvoice Amount oo
Freight Amount: 0.00]
Saes Tax Amount: oo
ise Charge Amount: oo
Tax ExemptFag

Estmated Ho. o iice Unes:| 1





image25.png
nvolce aformation || Eayments || Voucher Attoutes

Business Unit: 8860 Invoice No: (5500
Voucher ID: NEXT Invoice Date: (0412912015
Voucher style: Regular Voucher Accounting Date: 042912015 Tax Exempt
Vendor ID: [0000000011 Q. GLAYTON OFFICE SUPPLY ‘Session Defaults
(CLAYTONOFF-001
ShortName: Q POBOX215487 ments (0)
Location: AN @ SACRAMENTO, CA 95821-1487 Hach
‘Comments(0)
“Address: T Q
Advanced Vendor Search
Control Group: q ‘PayTerms: = R Expedie
ice L Basis Date T UserDate
Invoice Lines: ype: er Wittholding
S T e
“Currency:
SalesiUse Tax Summary
Miscellaneous:
Freight:
Sales Tax:
UseTax:
Copy From Source Document
Total:
PO Unit: 8860 Q
o Potumber a [T —
Copy From: PO Receipt - co





image26.png
Copy Worksheet

Business Unit:

Voucher ID:

Backto Invoice
= Recever Lookup Ciiteria

PO Business Unit: /8850 QPO Number: Q
*PO Date Option: NoDate PO Date: ]
Ship To: Q

Receipt Unit: 8860 Q

Receipt Number From: (0000000116 Q@ Receipt Number To: Q
“Recy DtOpt: NoDate < Receiptbate: ]
Receiver Line From: @  Receiver Line To: Q
Pro Number: @ Packing Slip: Q
CarrierID: @ BilofLading:

© Additional Search Crteria

[ren—— [ s |

SelectAll O Grearan





image27.png
‘Select Receiver Lines

PO Business Unit: 8860 PO Number:
Receipt Unit: 8860 Receipt Number:
ship To: 3980000001 Pro Number:
carrier D: Packing Slip:
Vendor ID: 0000000011 Bill of Lading:
‘CLAYTON OFFICE SUPPLY
Select Receiver Lines

Main Information || Contract information

Select  1oP! seq  em  Description Quantity

E E instal

Copier with freight and

Find | ViewAl  First B 1011 B Last

PO Date: 0412012015
Receipt Date: 0412012015

0000000189
0000000116

Personalize | Find | viewal |20 [ B First B 1 0r1 B Last

Merchandise Unmatched o oo Put

oM unitPrice  Merohon currency o o) i

1.0000] EA 5150.00 §150.00 USD 1.0000EA

¥ seiectan O ciearan




image28.png
Invoice Information || Payments || Voucher Atributes

Business Unit: 8860 Invoice No: (5500
Voucher Ip: NEXT Invoice Date: [0412012015
Voucher Style: Regular Voucher Accounting Date: 0412912015 & Tax Exempt
Vendor ID: [oooooooo11 Q CLAYTON OFFICE SUPPLY Session Defauits
o
Shortame: Q. posoczse e
Location: AN Q SACRAMENTO, CA 95821-1487
‘Comments(0)
*Address: il Q
st
ContoGroup o Pertems w0 Qe
e [ -
“Currency: usDjQ B
Miscellaneous: Non Merchandise Summary [ emtmoe |
i S——
Sales Tax: 43175
Use Tax: 000
[ Copy From Source Document
o sonre
PO Unit: Q
[ w0 o a [ —
[ omee | | comrom e -




image29.png
Invoice Lines

Line: 1

“Distribute by: Amount hd
StipTo: 3980000001 Q
SpeedChart:

]

'~ Distribution Lines

Unit Price:
Line Amount:

| eLcnart || Exchange Rate | statistics || Assets

[T —

e T e noans
#E FRRRT
e 3 oams  oems

8 save | [ oty || Rerecn |

(Copier with freight and instal

Find | View All
Q yom: EA Q
/5,150.00000 Quantity:  [1.0000
5,150.00]

First B 1 or1 B Last
EHE

SalesiUse Tax
Personaize | Find | View 11 G0 | 8 First B 13 0r3 B Last
Merchandise Amt ~ Quantity *GL Unit Approp Ref Fund ENY Account
5,000.00 09709 880 @ [oo1 @ [ooo1 | 014 | [5362290
100.00) 00194 880 |Q o0t Q [oo01 | 014 |Q [5362290
5000 0,007 se60 @ [oo1 Q [ooo1 | 2014 |a [5362280
<l




image30.png
= Distribution Lines

| SLcnat || Exchange Rate || statistics || Assets

o0 [ [ropercon parcom

HE 1 oowms wnooms
B PRV
HE Y

@ save | =1 Nty [ Refresn |

Merchandise Amt.

Personalize | Find | View 1|2 |

First B 13 0r3 B st

|Guantity Profile D AssetiD
500000 0.9709] (OFF_tiAcH NEXT
100.00] 0.0194| (OFF_AGH NEXT
50.00| 0.0097] (OFF_AGH NEXT
 ———

B sa |[8 upsatemispiay |




image31.png
Summany || Related Documents || Invoice information || Payments || Voucher Attibutes || Error Summary

Business Unit: 8860 Invoice No: (5500

Voucher ID: 00001081 Invoice Date: 0472012015

Voucher Style: Regular Voucher Accounting Date: 0412912015 = Tax Exempt

Vendor ID: [0000000011 Q CLAYTON OFFICE SUPPLY ‘Session Defaults

[CLAYTONOFF-001
Shortame: Q. posoczse e
Location: MAIN @ SACRAMENTO, CA 95821-1487
— Comments(0)

“Address: i Q

Advanced Vendor Search

Control Group: Q “Pay Terms: = R Expedie

Invoice Lines: 1m0 Basis Date Type: User Date
“Currency: usDjQ B
Miscellaneous: Non Merchandise Summary [ emtmoe |
Freight: SalesiUse Tax Summary

Sales Tax: 43175

UseTax: 000

- Copy From Source Document
Total: 558775
PO Unit:
Difterence: 000 PO Number: e |
[ fons 1 e




image32.png
Pre-Interface ID: = - Q
Prenterface Line Number: -
AM Business nit: = - 8850 Q
PO Business Unit: =~ Q

aing Businsss s [= < o
AP Business Unit: - aQ
System Sources - -
Load Status: - - -
Asset Profile ID: begins with v Q
PO Number: begins with ~
Receipt Number: begins with ~
Voucher Ip: contains+ [1081

[ Ssash || Giear JpasicSearch (@ Save Search Crteria




image33.png
Search Results

View All First [ 130rs [ Last
Pre-nterface Ip pre-interiace Line AW Business Unit PO Business Unit Receiving Business Unit AP Business Unit System Source Load Status Asset Profile D PO Number %P Voucher ID
H0066344 1 8860 8860 8860 8860 AP Page Loaded ~ OFF_MACH 0000000189 0000000116 00001081
10000344 2 8880 8880 8880 8850 APPage  Loaded  OFF_MACH  00000001890000000116 00001081
10000344 3 8880 8880 8880 8850 APPage  Loaded  OFF_MACH  00000001890000000116 00001081





image34.png
Pre-AM Financial || Pre-Al Physical

Pre-interface ID: 10000344 Line: 1
|Asset Information

Business Unit: £

AssetID: 000000007097

AP Unit: £

VoucheriLn: 00001081 1 Dist 1

Vendor ID: 0000000011

Invoice: 5500 Date: 0412012015
System Source: AP Online Entry Page.

Trans Date: 0412012015 Currency: usD
Accounting Date: 04202015 Base Currency: usD
Cost Type:

Appropriation Reference: 001

Fund: 0001
Year of Enactment: 2014
Program: 6770019200
PC Business Unit:

Project:

‘Source Type:

DaterTime:
Load Status:

Interface ID:

Cost:

Base Cost:

Quantity:

Sales Tax:

Base Sales Tax Amount:
Use Tax:

Use Tax Amt Base Curr:
Freight:

Base Freight Amount:
Misc Charge Amount:
Base Misc. Amount:
VAT Amount:

Total VAT Base Amount:
Merchandise Amt:
Merch Amt Base:

Find | viewan st B 1.or1 B Last

0412012015 4:15:35PM

Loaded

=

10000126 jne:

542500
542500
09709

42500
42500

500000
500000





image35.png
Category:

Subcategory:

Reporting Structure: 88601200
Service Location:

Agency Use:

@ save | Q& RetumtoSearch | #[] Freviousinlisi  |¥F NextinList | |[Z] Notify





image36.png
Pre-interface ID: 10000344 Line: 1

Business Unit: 8860 DaterTime:
AssetiD: 000000007087 Load Status:
PO Unit: 8860 Interface I0:
POlLine: 0000000189 1 Sch 1 System Source:
BURecy: 8860 Trans Date:
ReceiveriLn: 0000000116 1 ShipSea: 1 Profile ID:
AP Unit: 8860 PC Bus Unit:
VoucheriLn: 00001081 1 Dist 1 Activity:
Vendor 0: 0000000011 AnType:
Invoice: 5500 Source Type:
Invoice Date: 0412912015 category:
Serial ID:
(Copier with freight and instal UPC Code:
vin:
Location:
Manufacturer:
Q Modet:
& RetumtoSearch | (i) Fripiein el | (48 NextinList | [[E] Notiy

Find | viewar st B 10r1 B Last

0412012015 4:15:35PM
Loaded

10000126] | jpe;

AP Online Entry Page.

OFF_macH ~ Capitalize:

Subcategory:

=




image37.png
Asset Basic Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || AddaNewvalue |

‘ @ Search Criteria ‘

Business Unit: = 8860 Q
Asset Identification: contains v 7097

Tag Number: begins with ~

Parent ID: begins with v Q

Description: begins with v
Asset Type: = v
Asset Subtype: begins with v Q

Include History [T Correct History [C] Case Sensitive

| searcn |





image38.png
Search Results

fiew Al First [ 1011 [ Last
Business Unit Asset Identification Tag Humber Parent ID Description Asset Type Asset Subtype
) 000000007097 (blank)  (blank) ~ Copier with freight and instal Equipment OFFICE EQUIP




image39.png
General Information || Operation/Maintenance || Assetinformation || Asset Acquisition Detail || Location/Comments/Attibutes || ManufacturelLicense/Custodian || Asset Entry Work | ()

unit 8860 AssetiD: 000000007097  Copier with freight and instal Tag: Received

‘Asset Information

Description: (Copier with freight and instal Short Desc: (Copier wit o

cap#: Q sea: Q

[ITaggable Asset ‘Tag Number:

Asset Class: Q Auction Status:

Asset Type: Eaupment  « Region Code: Q

Asset Subtype: (OFFICE EQUIP @ office Equipment [l capitalized Asset

“Asset Status: Received (Notin Senvice) - 7] New Asset

Acquisition Date: 04912015 Available For Use

Placement Date: 0412972015 In Physical Use

Composite Asset

Collateral Asset: - - Q

“Acquisition Code: Purchased - Asset Condit =

FERC Code: Q Reasonable Accomodation(ADA)

Financing Code: Q

Fair Value: 0.000

Replacement Cost: Appraisal Date:

Index Name: R Lastupdate: ]

‘Subindex Name: Q





image40.png
ParentChild: None v parenti: Qg
Profile ID: [oFF_macH
BookPage SetR and D Info. Atiachments (0)

Fair Value Details

I [E Ada | [ Dp0AeDIE0E) | [ 8 ndude Histoy | [@CorredtHistory |





image41.png
Unit  ggs0  AssetiD: 000000007087  Copier with freight and instal Tag: Received
IAcquisition Details Finaviewan  First B 1013 B Last
Description: (Copier wit freight and nstal ®=E
System Source: PO Online Entry Panel -
Incentive ID:
Quanity: 09709 Base Currency: Interfaces Info...
Amount: 500014 currency: [uso Category: Q
Sales Tax: 42500 CostType: Q
UseTax: 0.00) Acquisition Detai Chartfelds
Freight: 0.00
Misc Charge: 0.00
Total Amount: 542514
+Capitalize: To be Capitaized -





image42.png
¥ Capitalization Information

Profile ID: [oFF_Ach
Rate Type: CRRNT

Accum Deprin Current Pd

Capitalize

@ save |[& Retumto Search

aQ

Default Book:
Left to Capitalize
Quantiy:
Amount:

CAPITAL

1.0000
556776 USD.

B Add

Trans Date:
Acctg Date:

Trans Code:

CE Uitz

0412012015

0412012015

®
®

£ _Include History

& CorrectHistory





image43.png
Load Transactions into AM

Run Control ID: TransactionLoader  Report Hanager Process Monitor S

Run Control Parameters Find | ViewAll  First Ml 1 of 1 B Last
“RequestiD: g Process Frequency: Awas v HE
Interface ID: 10000126 Tolnterface ID: 10000126
AM Business nit: B850 |Q  System Source: AP Online Entry Page -

= Find Trans Load ID (optional)
System Source: - Load Type: -
AW Business Unit: Q Load Status: Pending -
® Financial Record © Pnysical Records Search

Interface Information

Interface s System Source Load Typea

AM Business
Uit

Personaize | Fing | 27|

Load Descriptiona

Load Statusa

Frst B 1 or1 B Last

Total ltems in Query.

& Retum to Search

2 PreviousinList | # Nextin List

) Notiy





image44.png
Process Scheduler Request

UserID Z_DEPT_AM_ASSET_PROC Run Control D TransactionLoader
Server Name B Run Date 0472972015
Recurrence - RunTime[54T.16PM | ResetioCurentaterTime |
Time Zone| Q
Process List
Select. Description ProcessMame  ProcessType  “Type “Format  Distribution
[ Transaction Loader AMIF1000 Application Engine  Web v TXT ~ Distribution

o e




image45.png
Load Transactions into AM

Run Control TransactonLoscer - Repotianager Process Hontor [

Process Instance:79808




image46.png
Process List || SewerList

View Process Request For

UseriD[Z_DEPT_AV_A/Q.  Type - 1 Days - [ Refresn |
Server v Name Q o
Run Status. - Distribution Status Save On Refresh
Process List Personalize | Find | View All |2 | ¥ First Bl 1.5 015 B Last
Stoct nsance Seq. Procoss Type process fun aterrime Ao DISBUON o

[ 79808 ‘Application Engine. AMIF1000 Z_DEPT_AM_ASSET_PROC 04/20/2015 5:41:16PM PDT Success Posted Details




image47.png
General Information || Operation/Maintenance || Assetinformation || Asset Acquisition Detail || Location/Comments/Attibutes || ManufacturelLicense/Custodian || Asset Entry Work |

unit: 8880 AssetiD: 000000007097  Copier with freight and instal Tag: In Senvice.
Asset Information

(Copier with freight and instal Short Desc: Copierwit o

QA sea#: Q

Tag Number:
Asset Class: Q Auction Status:
Asset Type: Equipment - Reoion Code: Q
Asset Subtype: [OFFiCE EQUIP @ offce Equipment Capitaized Asset
“Asset Status: In Senice - New Asset
Acquisition Date: 0402015 Available For Use
Placement Date: f0arzar2015 n Physical Use
Composite Asset

Collateral Asset: = Composite Asset ID: Q
“Acquisition Code: Purchased Asset Condition -
FERC Code: Reasonable Accomodation(ADA)
Financing Code:
Fair Value: 0.000
Replacement Cost: Appraisal Date:
Index Name: LR Lastupdate: ®
‘Subindex Name: Q





image48.png
‘General Information || Operationfaintenance || Assetnformation || Asset Acquisition Detail || Location/Comments/Afrioutes || ManufacturelLicense/Custodian |

Unit 8350  AssetiD: 000000007087  Copier with reight and instal Tag: In Senice
|Acquisition Details Find | figwd  First M 15 or5 B Last
Description: [Copier with freight and instal ®=E
System source: PO Online Entry Panel -
Incentive D:
Quantity: 09709 Base Currency: uso Iterfaces Info...
Amount: 5000.14 Currency: P59 category: |
Sales Tax: 42500 CostType: |
Use Tax: 000 Acquisiton Detail Chartfields
Freight: 000
Hisc Charge: 000
Total Amount: 254
Capitaize: Aiready Capitalized -





image49.png
(Copier with freight and instal

PO Online Entry Panel -

00104
XL
550
00
00
00

510841

Already Capitalized -

Acquisition Detail Chartields

usD
[UsD

Interfaces Info.
Category:
Cost Type:

FHE




image50.png
(Copier with freight and instal

PO Online Entry Panel -

00057
X
5
00
00
00

55421

Already Capitalized -

Base Currency:
Currency:

Acquisition Detail Chartields

usD
[UsD

Interfaces Info.
Category:
Cost Type:

FHE




image51.png
Description:
System Source:
Incentive ID:
Quantity:
Amount:

Sales Tax:
Use Tax:
Freight:

Misc Charge:

Total Amount:

(Copier with freight and instal

AP Online Entry Page. -

00057
5000
5
00
00
00

$54.25

Already Capitalized B

Acquisition Detail Chartields

usD
[UsD

Interfaces Info.
Category:
Cost Type:

E

FHE




image52.png
(Copier with freight and instal

AP Online Entry Page. -

05709
560000
250
00
00
00

$5.425.00

Already Capitalized -

Base Currency: usD Interfaces Info.
Currency: jusD Category:
Cost Type:

Acquisition Detail Chartields

E





image53.png
Description:
System Source:
Incentive ID:
Quantity:
Amount:

Sales Tax:
Use Tax:
Freight:

Misc Charge:

Total Amount:

(Copier with freight and instal

AP Online Entry Page. -

00104
70000
550
00
00
00

$108.50

Already Capitalized B

Acquisition Detail Chartields

usD
[UsD

Interfaces Info.
Category:
Cost Type:

E

FHE




image54.png
ISCal

cial Information System for California




