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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Receiving Assets

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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Receiving Assets

Entering Received Assets

Navigation
Dashboard: Purchasing; Tile: Receiving

To enter a received asset:

1. Navigate to the Add/Update Receipts page.

< Purchasing Receiving
£ Add/Update Receipts (e -
eceiving
& Maintain Delivery Information S s (A e
Y Process Receipts .
usness Ust 455 X
iy Inspect Recepts PO Receipt

2. Search for the asset by entering the PO number in the ID or TX SMARTBUY PO ID field.

Users can access the search function in either field.
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3. Select Search.
4. Select the SEL checkbox for the appropriate asset line.

t 1-40fd4 » Last

Retrieved Rows alze | Find | VewAl | LU ES
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5. Select OK.
6. Enter the quantity of the assets received.
Receipt Lines
Receipt Lines More Details Links and Status tem / Mig Data Optional Input Source Information ’_h
Line ftem Description Receipt Qty *Recv UOM 5\‘(-:;1'-&-;1‘! Arr(:p( Status

™ 1? 95 :P.a!d Pro WiFi m » EA 999 00000
o 128GB-Spac — A

Note: This field defaults to the open purchase order amount. However, the number of
under-shipments can be reduced.
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7. Select the Pending hyperlink in the AM Status column.
Personalize | Find | View All | ¢2J | E First (4 1of1 » Last

Device Device
Track Stock UOM AM Status Track

Device
- = s Track X

8. Entervaluesin the TAG NUMBER, SERIAL ID,and ASSET IDENTIFICATION fields
—or—
Use the auto-numbering or auto-sequencing feature to populate the ASSET IDENTIFICATION and
TAG NUMBER values.

Serial

‘ Notes: Contact the property manager if there isn’t an asset tag number.

‘ Note: if the quantity received is greater than three, select View All to see all the lines.

Asset Details Personaiize | Find | View A | (9] I Fest & 1J0f6 » Law
Asset Information  saal.)
Dist Seq VAI:'""“"“‘ St Guantiny Tag Numbes Serlad 10 Asset 0 [—— Profie 10
per 1.0000 1284 X
= 1 000 2 284 X
4 X

Notes: The ASSET IDENTIFICATION field populates when the TAG NUMBER is entered.

9. Select the first value in the series.

10. Select Apply.

Apply to Details

IAsset Identification 77 Multipiier ! *Start Row
Tog Number 7776555 yeecwrl isting numbers
Start Serial Number
Distribution Information Find | View A Frst & 1001 » Last
Capitaize ! v
Distridution Line
Business Unit 77200 CAP Sequence
Profile ID 284 Employee 1D
CAP S Dsstnbuted Quantity 6 0000
Cost Type Merchandise Amount 5994 00
Asset Details Personakze | Find | View3 | (DI [ Fist & 16016 . Last
Asset Information Nore Detad (122l
Dist Seq c: Svainess Status Quantity Tag Number Seriad 1D Asset 10 Numter Profile 10
p] Open 1.0000 7776555 TTIT6555% 284 x
0 pen 556 284 b 4
cen 55 84 X
4 ) o 0 558 84 X
5 o 0 (7776550 7776559 7 X
) - 500 5550 4 34 X
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11. Enter the individual serial number in the SERIAL ID field.

Assot Details

Personaitze | Fnd | View 3 | LY 1 Fest & 16016 » Lt
Asset information  More Deta sl
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12. Select the More Details tab.
Asset Details
More Detaits ]
O Comm e
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.3 it
2 4
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13. Select a Custodian from the drop-down list.

Note: The custodian must have a seven-digit setup in Human Resources to be defined as a custodian.
If needed, select a new location.

14. Select OK.

15. Enter comments, if desired.

PO Comment

L

0K

Cancel

Refresh

16. Select OK.

17. Select Save.

Receipt Lines
Receipt Lines

ine Item

o) Save | =7 Notity

=2 Refresh

More Detaits

Links and Status

Description

12.9" iPad Pro WiFs
128GB-Spac

JRun Close Short
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Mig Data

Receipt Qty

60000 @
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Source information
*Rocy UOM Receipt
Price
EA 999.00000

]

Accept
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6.0000

Closq

S
Status Shor

Open

Interface Asset Inform
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18. Select OK to acknowledge the confirmation message.
Message

Recelpt, RCV001, is saved and Job, RECV_02, has been scheduled for process (Process Instance = 2681597)
(10300,253)

This means the receipt is being updated by the receipt integration process. Any additional processing for this receipt
will require reopening the receipt in Update / Display mode

Moved to Destination displays in the RECEIPT STATUS field.

Maintain Receipts

Receiving
Business Unit % Receipt Status Moved to X
Destination
RecelptID 0000002253 Header Comments/Attachments Actiities

Header Detalls Document Status
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Revision History

Date Description of Change Changed By

Dec. 9, 2024 Initial release. J. Goodman
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