CREATE ASSET SUB-NUMBER

PURPOSE: Use this procedure to manually create an asset sub-number master record.

Perform this procedure when It is necessary to manually create an asset sub-number master record shell

prior to posting an amount to the asset record.

e When you create a sub number, you must enter the main asset number for which you want a
sub number.

1. Start the transaction using the portal path: Select PROPERTY tab = ASSET tab = Master
Data folder = Create Asset Subnumber to go to the Create Subnumber: Initial screen.
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2. Input:
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Asset — asset number assigned to the base item.
Company Code — 1400

Click [Master data | the Master data button to access additional data fields.
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3. Input:
Serial number — if sub-number item has a serial number
Inventory number — the property number of the base item (i.e. L0999999 or LI999999)

Click (LTIMEGEPENdENt o Time dependent tab to access additional data fields.
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fields. You should change any of these fields as required. If you are creating a sub asset
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4. Input: Cost Center; Responsible Cost Center; Plant; Location; License Plate Number (defalult
from equipment master record); Fund; Functional Area; Fund Center; WBS element (if
applicable); CPO No. Name (use drop-down box).

Click i Allocations

the Allocations tab to access additional data fields.
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5. Input:
Ownership Status — 0
User Status -0

UPC — use the UPC code that describes this sub-number

Click (£.909I0 1o Origin tab to access additional data fields.
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Input:
Vendor — use the drop-down box
PO/Acq. Doc/Ref. No. — use document number item was purchased on
Manufacturer — use drop-down box
Manufacture Year
Model
Model Year
Warranty information

Click the Save button to save your entries.
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7. Click the Continue button to accept the Information Pop Up
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NOTE. The new asset sub-number is displayed in the lower left portion of the screen.

You have completed this transaction.
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