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	This document provides instruction on how to process a receipt that contains asset data. This document does not outline all steps to entering a Receipt; only those asset-specific steps are highlighted.


	Asset Management Concepts
	· Integration cannot begin on the Receipt. The Receipt will only have asset data if the associated Purchase Order had asset information.

· The Receipt provides an Asset Management Information page to record physical data, including Tag Number, Serial ID, Location, Custodian, and manufacturing information. The Receipt passes the information to Asset Management so the asset can be added with its Physical Information.

· Because physical data is sent to AM after the Receipt is processed, the asset data on the Receipt must be correct. That means the Serialize/Use One Asset ID buttons have been selected if applicable and the Profile ID is correct. For this reason, some agencies have chosen to start the integration on the Voucher level. It is easier to correct errors in the AM Loader Tables when the integration begins on the Voucher. The decision on where to start the integration should be made by the agency based on the Purchasing staff members’ ability to select Profile IDs. A Voucher Processor might be more comfortable with this task because he/ she is familiar with selecting Account Codes.


	[bookmark: T8_F8][bookmark: T8_F10][bookmark: T8_F12][bookmark: T8_F28]Homepage Navigation: POs & Receiving>
Receiving>Add/
Update Receiving

Or

Nav Bar: Purchasing>Receipts>Add/Update Receipts
	On the Receiving page, Confirm Business Unit then click on Find an Existing Value.
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On the Find an Existing Value page, confirm Business Unit and click the Search button. Select transaction row.

Access asset data on the Maintain Receipts – Receiving page using the AM Status link.
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	The receipt information must be correct for the asset information to flow into the AM Loader Tables correctly. The example below is the most basic: One asset with one funding source. Other more complex examples are covered in Scenarios 1.1, 1.2, and 1.3.
One Asset with One Distribution Line
Click the Pending hyperlink.
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Maintain Receipts – Asset Management Information for Line 1 page

		[bookmark: T8_F30][bookmark: T8_F32][bookmark: T8_F41]Fields
	Description

	Quantity
	The quantity should be 1.0000.

	Tag Number
	Enter the Tag Number assigned to each asset, if known.

	Serial ID
	This field is only available if the Serial button was checked on the prior page.  If known, check box and enter the Serial ID here.  Otherwise, leave this field blank.

	Asset ID
	The default value is NEXT and it is passed to Asset Management where the next Asset ID is assigned.  Do not override the default.





	Select the More Details tab to populate additional Asset Physical Information.

	Fields
	Description

	Custodian
	If the Asset Custodian is known, the name may be entered.  Names must be entered as LastFirst with no spaces. The name should be entered exactly how the name is in SHARP.

	Location
	Indicates the physical location of the asset. Full addresses are stored for each location in SMART.

Note: The Purchasing Ship-To Locations use the same table to store Location Codes.  Therefore, SMART Asset Management must use a unique naming convention.  All asset locations begin with K (for Kansas). The next letter is the first letter of the city.  For example, all asset locations in Topeka begin with ‘KT’. The last three characters are unique to the property.

	Manufacturing Information
	Enter manufacturing information.


Click OK and Save. When the receipt is saved, a batch job will automatically run. The AM Status should change to Moved when you navigate back into the Receipt. An Asset ID will be assigned automatically in the Asset Management module. That asset will have a status of ‘Received’ until cost is integrated from the voucher.

	[bookmark: T8_F43][bookmark: T8_F45]Considerations When Setting Up the Requisition/Purchase Order
	· Multiple Assets on Same Req/PO (one funding source): If a quantity of 3 is used on the Req/PO Line and the purchase is for 3 separate and distinct Assets, the Distribution Lines on the Asset Information page on the receipt will need to be serialized to separate the Quantity of 3 into three separate assets. See AM Scenario 1.1 for Receipt processing tips.  Enter the correct quantity, especially if this PO will be copied into multiple vouchers. If a quantity of 1 is used, all costs from all vouchers tied to this PO will go to the same Asset ID in AM. If purchasing 10 vehicles (which should be 10 separate assets), use a quantity of 10.

· One Split-Funded Asset: If a quantity of 1 is used on the Req/PO Line and the purchase is distributed on more than one Distribution Line, the Distribution Lines on the Asset Information page on the receipt will need to be combined so that one split-funded asset is created. See AM Scenario 1.2 for receipt processing tips.

· Multiple Split-Funded Assets on Same PO: If multiple split-funded assets are on the same Req/PO, it is highly recommended that each asset have its own Req/PO line. Then split- funding is entered in the Accounting Lines section for the Req or the Distributions for Schedule page for the PO. See AM Scenario 1.3 for receipt processing tips.

· Reasons for setting up the Req/PO with one asset per Req/PO line:
1. Each PO line is pulled into individual receipt lines, which makes accepting partial receipts easier to process.
2. It is simple to combine the distribution lines on the receipt by clicking the Use One Asset ID button for each Receipt line (ie asset). Otherwise, you have to combine the Distribution Lines by clicking the Use One Asset ID button, then you have to manually split out the distribution lines and associate them to the correct assets by changing the Asset ID value (ie NEXT2, NEXT3, etc) for every chartfield set. This can result in data entry errors.
3. It allows the same method of entry to be used when there are different distributions for different assets.
4. Each PO line will create a Voucher Invoice line, so it is simple to tell how many assets are being purchased and the cost breakdown of each one on the voucher.



[bookmark: T8_F47][bookmark: T8_F49][bookmark: T8_F133][bookmark: T8_F149][bookmark: T8_F63][bookmark: T8_F65][bookmark: T8_F163][bookmark: T8_F74][bookmark: T8_F76][bookmark: T8_F78][bookmark: T8_F80][bookmark: T8_F88][bookmark: T8_F90][bookmark: T8_F166][bookmark: T8_F92][bookmark: T8_F94]
Page 1 of 10

image3.png
Receiving

Add a New Value

“Business Unit {03400 Q

PO Receipt

“Receipt Number

NEXT





image4.png
Maintain Receipts

Receiving
Business Unit: 03400 Receipt Status: ~ Open X
Receipt ID: NEXT

Receipt Lines
[ Receipt Lines

BN
B

750700010000 [  100000pen [0 O - X





image5.png
Maintain Receipts

Receiving

Business Unit:

Receipt ID:

03400
NEXT

Receipt Status: Open X

547507000 10000 B 100000pen [J [ - X





image6.png
Maintain Receipts

Asset Management Information for Line 1

Business Unit: 03400 Status: Open
Receipt ID: NEXT ftem: ONE ASSET, ONE DISTRIB
Receipt Line: 1 Standard UOM: EA

Distribution Line: 1 Capitalize: NonCap 8

Business Unit: 0 CAP Sequence:

Profle I0: Employee ID:

cAps: Distributed Quantity: 10000

Cost Type: Merchandise Amt: 547507

[ Assign Tag ids v Multplier: [ [Joverwrite existing numbers

Enter Starting Humber: *Start Row: 1 ooy |

Next

Asset |Number |Profile ID
0





image1.png
Crrewne Manageme, Becoummg o Reporans Toot




image2.wmf

Microsoft_Visio_2003-2010_Drawing.vsd

