
CREATE ASSET MASTER RECORD 

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

You may need to create an asset master record in the following business processes: 

o To create a record for a GSA Provided vehicle 

o To create an asset shell for a Purchase Order when multiple items are purchased that 
make up one asset. 

o To create a record for a bureau managed asset  (should be an ABZON) 

o To create a final asset record for a completed capital project or internal use software 

•  It is important to know all of the various details such as asset class, vendor, 
manufacturer, inventory number, location, CPO, APO, CE, location, responsible cost center, 
warranty information including dates. 

• It is critical to know the correct financial information such as cost center, work breakdown 
structure (WBS), Fund, Functional Area, and Funds Center. 

• To create a record and subnumber(s) for a capitalized item that is multi-funded or have add-
ons for the same purchase. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1.  Start the transaction using the portal path:  Select PROPERTY tab  ASSET tab 
Master Data folder  Create Asset Master Record to go to the Create Asset Master 
Record screen 

 

 

Create Asset: Initial Screen 

 

 

 


