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    Statewide Management, Accounting and Reporting Tool

	Date Created:
	08/02/2024

	Version:
	2.0

	Last Updated Date:
	10/15/2026

	Purpose:

	This job aid outlines the steps needed to recategorize an asset from one category to another. This may be necessary if the asset was entered using the wrong Category or wrong Profile ID. The Category and Profile ID may be updated on the same page. The Category and Profile ID of an asset must correspond. (If a change of Book is needed for an asset, please see Users Guide: Incorrect Asset Profile Correction.)

	Security: 
	Agency Adjustment/Transfer/Retirement Processor

	Navigation:
	Asset Management Homepage > Asset Transactions > Cost Adjust/Transfer Asset 
Or
NavBar: Navigator > Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset 

	1.
	Search for the asset.

Business Unit: Enter the Business Unit of the Asset.

Asset Identification: Enter the SMART Asset ID.

Click on the Search button.
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	2.
		On the Main Transaction page select Recategorize from the Action drop-down menu.

Update Transaction Date, if needed.  


Keep blue checkmark for Copy Changes to Other Books, unless only one book is being corrected.

Click the ‘GO!’ button.
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	3.
	On the Cost Information page, the Category of EQFRN was the existing category in the example asset as seen on the right.







In the Category field, key the new category or click on the magnifying glass to select the appropriate category from the popup list. In this example the Category is changed to VEHCL. This asset has only one line of funding, but if there is more than one funding line, the category must be updated for each funding line. (No need to make changes to each Book as Copy Changes to Other Books is checked.)

Click Save.
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	4.
	If the Profile ID also needs to be updated,
click on the Update Asset Profile link. This will show the existing profile ID for the asset.







Key the new Profile ID or click on the magnifying glass to select the new Profile ID for the asset. In this example it has been updated to 540500.

Click OK.

Click Save.


Note: The Profile ID field can also be updated from the Basic Add page.
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