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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 Multi-Funded Assets 

Adding a Received Multi-Funded Assets 

Navigation 
Dashboard: Purchasing; Tile: Receiving 

To add a multi-funded asset, from the Add/Update Receipts page: 

1. Select the Add a New Value tab.

2. Select Add.

3. Enter the purchase order (PO) number in the ID field.

Note: The SHIP TO field must remain blank. 

4. Select Search.

5. Select the Sel check box to choose specific asset PO line(s) to receive.
—OR—
Select the Select All check box to choose all the asset lines.

6. Select OK.
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7. Select Pending in the AM Status column.

8. Enter the ASSET ID and TAG NUMBER under the Apply to Details section.

Note: The ASSET ID and TAG NUMBER fields must be the same. 

9. Select Apply.
The TAG NUMBER, SERIAL ID and ASSET ID displays for each distribution line.

10. Select the More Details tab.

11. Enter a name for the CUSTODIAN.

12. Select OK.
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13. Save the receipt.
A message displays confirming the receipt is saved.

14. Select OK.

15. Access the Maintain Receipts page.
The RECEIPT STATUS displays the receipt as Moved to Destination
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Revision History 
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