
 

CAPPS Desk Aid  

Adding Asset Basic Information — Asset Management 

 

Note: This Desk Aid was written to the specifications 
of CAPPS Central agency modules and may not reflect 
the unique process variations implemented by 
individual or non-Central agencies. 
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Adding Asset Basic Information — Asset Management 

Adding New Asset Values 

Navigation Path 
 Dashboard: Asset Management; Tile: Asset Transactions 

From the Asset Basic Information page: 

1. Select the Add a New Value tab. 

 

2. Enter the BUSINESS UNIT. 

3. Enter the ASSET IDENTIFICATION as an asset tag number. 

Note: Do not use NEXT for an asset ID; always enter a valid asset ID/tag number. 

4. Select Add. 

 

5. Select the General Information tab.  

6. Add a PROFILE ID.  
The asset profile autopopulates the ASSET CLASS, ACQUISITION CODE and ASSET TYPE fields. 

 

Note: Each asset acquisition code defaults to State Sources. 
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7. Select the appropriate ACQUISITION CODE value from the drop-down list. 

8. Enter a DESCRIPTION. 

9. Select the Manufacture/License/Custodian tab. 

10. Enter the SERIAL ID in the Manufacturing Information section.  

 

11. Enter the EMPL ID in the Custodian Information section. (Optional) 

 

12. Select the Location/Comments/Attributes tab. 

13. Enter values for the Location section. 

 

14. Select the Asset Acquisition Detail tab.  

15. Enter the QUANTITY. 
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16. Enter the AMOUNT (cost of the asset). 

 

17. Select the Acquisition Detail Chartfields hyperlink. 

 
The Acquisition Detail Chartfields window appears. 

 

18. Enter the FUND CODE. 

19. Enter the APPROPRIATION YEAR. 

20. Enter other required Chartfield values, as necessary. 
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21. Select OK. 

22. Select the Capitalize hyperlink in the Capitalization Information section.  

Note: Make sure to update values in the Capitalize hyperlink before selecting Save. 

 
The Asset Cost Information window appears. 

23. Verify the values entered.  

 

24. Select Save. 
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