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[bookmark: _GoBack]Updating an Asset to Split Funds 1.0
Supplemental Job Aid 

Date: 09/24/2015 

Target Audience:  Department Asset Processor, Department Asset Manager

Purpose: This Supplemental Job Aid provides Department Asset Processors and Department Asset Managers the instructions for updating an Asset Fund from a single Fund to two or more by splitting the applicable Chartfield values in the Asset Management (AM) module.

Changing the Asset Chartfield String from a Single Fund to Two Split Funds:
In this example, an asset funding string (Chartfield Values) will be split into two different funds in the AM Basic Add page.  This is the only place this can occur if the splitting of the fund values did not occur when the asset was originally acquired from Purchasing or split during the conversion of assets into FI$Cal.
Step 1: Navigate to the Cost Adjust/Transfer Asset page:
· Navigation: Main Menu  Asset Management  Asset Transactions  Financial Transactions  Cost Adjust/Transfer Asset






Step 2: In the Asset Cost Adjust/Transfers page, Find an Existing Value tab, enter the Business Unit and the Asset Identification, then click the Search button. Search Results will display the Asset Identification hyperlink.  Click the Asset Identification hyperlink. 
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Step 3: In the Main Transaction tab page, Action field, use the drop-down arrow to select the Action of Adjustment then click the Go! button.
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Step 4: The Cost Information tab displays. Click the Plus icon next to the Apply button to add an additional row.
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Step 5: Change the Cost for each line item for the split funding, then enter the Quantity, Approp Ref, Fund, ENY, and Program for the second fund. Add the Category for the second fund, then click the Apply button for both lines. Click the Save button at the bottom of this page. 
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Step 6: Verify the Cost split distribution transaction is successful.
·  Navigation: Main Menu  Asset Management  Asset Transactions  History Review Cost
· Enter the Business Unit and the Asset Identification then click the Search button.
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Step 7:  Click the Asset Identification hyperlink that will display after clicking the Search button.
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Step 8: In the Cost History List page, verify there are two adjustments (ADJ), first as a subtraction from the original amount and then as an addition. 
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Step 9: Click the Chartfields tab and verify the cost has been distributed to the different Funds.
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Step 10: Click the Cost History Detail tab to display the Cost History Detail of the original Fund.  
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Step 11: Click the next arrow to go to page 2 of 3 to show the subtraction of the original amount from Fund 0001.  
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Step 12: Click the next arrow to go to page 3 of 3 to show the addition to Fund 0002.
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