CHANGE ASSET MASTER RECORD

PORTAL: Property/Master Data/Change Asset Master Record
ASSET NUMBER NEEDED
Property Managers can change the following data fields:
General Tab:  Serial number
Last Inventory On Date
Inventory Note
Time Dependent Tab: Responsible Cost Center (Must be where the CE End User is)
New CPO (Use drop down box)
New CE (Use drop down box)
Origin Tab: Manufacturer
Manufacture Year
Model
Model Year

Warranty information



CHANGE ASSET MASTER RECORD

PURPOSE: Use this procedure to manually update an asset master record shell.

An asset shell was created automatically via the normal acquisition process at the time of PO
creation and needs to be updated with pertinent information to complete this asset record.

e |tis important to know the details for an asset record such as serial number, inventory number,
location, room, CPO, manufacture, model year, manufacture model year, etc.

Start the transaction using the portal path: PROPERTY tab = ASSET tab =* Master Data folder =»
Change Asset Master Record to go to the Change Asset Master Record screen.
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1. Input:

Asset — asset number internally assigned system number that is the unique identifier for each asset

master record. NOTE: _Please annotate this number on your acquisition control register in the
remarks sections for that property number.

Company Code — 1400



Click LMaster data | {he Master data button to access additional data fields.
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2. Input:
Serial Number/VIN Number

Inventory Number — this is the property number assigned to the asset or license plate of
the vehicle. The letter L precedes the property/license plate number.

Click | L the Time dependent tab to access additional data fields.




Change Asset: Master Data Screen
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3. Input:
License plate if applicable.
CPO No. Name:
Click the drop-down button on the CPO No. Name Field.

Within the pop-up box click on the CPO name field and type last name (i.e.
*Johnson). (The star is a wild card.)

CE No. Name:
Click the drop-down button on the CE No. Name Field.

Within the pop-up box click on the CE name field and type last name (i.e.
*Johnson). (The star is a wild card.)

Select the green check mark. Then double-click on the CPO number for the CPO you selected.

The APO field will populate automatically from the CPO number that is selected from the pop-up list.



Click (- AlBEaNONS " 1o Allocations tab to access additional data fields.
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4. Note: The Ownership Status, User Status and UPC fields will automatically populate however
these fields should be verified and changed when appropriate.

Ownership Status —
User Status —

UPC - the UPC is validated against the asset class so you must ensure the UPC is the
appropriate for the asset class select. Directions below.

UPC - Click the drop-down button on the UPC Field.
Within the pop-up box Click on the UPC code field and input *.
Click on the Search box.

Review the list of UPC codes, double click on the CPO you selected. It will then
default in the UPC field.

Click (L. OGN 1o Origin tab to access additional data fields.



Change Asset: Master Data Screen
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5. Input:
Manufacturer
Manufacture Year
Model
Model Year

Warranty Start Date — this is required only when you want to track warranty (i.e.
vehicles)

Warranty End Date - this is required only when you want to track warranty (i.e. vehicles)

Warranty Information —

Click the Save button to save your entries.



Information Pop Up
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6. Click the Continue button to accept the Information Pop Up.
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7. Note: FBMS displays the message,” The asset 2133 0 is changed” in the lower left portion of the
screen. Your asset change number will be different.

You have completed this transaction.

You have manually changed an asset master record.



