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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Receiving Multi-Funded 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 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.

Receiving

ol an Exming Vaks Audd a New Value

Business Unit: 200
Receipt Mumber: NEXT
PO Recelpt =

(L]

2. Select Add.

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

Select Purchase Order

Search Criteria

OK Cancel

Refresh

Retrieve Open PO Schedules

UPNID
Receipt Qty Options
No Order Qty

Ordered Qty

‘PO Unt;:‘ 4 Days +/- Today
| 1D Q | Tx SmartBuy PO 1D QU Start Date 040372024 "
Line Schedule End Date 093072024 w
Release Supplier Name 4 Sy Look
Item ID L § Supplier Item 1D X
Ship Te 8 Manufacturer ID
Ship Via Q Manufacturer’s Item 1D

® PO Remaining Qty

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.

Select the Select All check box to choose all the asset lines.

Selecind Rows

s Cancel

el PO Uit PON

Refresh

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

bnalize | Find | View Al |2 |E First 4 10112 Last

Device Stock
erial Track UOM AM Status Device Track

v EA Q)_A Device Track X

h

L+ Add | 2] Update/Display]

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

Assel Miiﬁgemonl TATormation for Line 1
Business Unit Status  Open
Receipt 1D nexy ttom —
Receipt Line 4 Standard UOM ¢
Apply to Detalls
Asset 1D Multiplier L *Start Row
Tag Number Overwrite existing numbers

Apply

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

9. Select Apply.

The TAG NUMBER, SERIAL IDand ASSET ID displays for each distribution line.

Asset Details Personalize | Find
Asset Information  More Dotads ~ [F7)
Dist Seq m(&""” Status Quantity | Tag Number Serial ID Asset 1D
00 Opeon 0 5000} 140020 A123456 140020
2 00 Open 0.5000) 140022 A123458 140022
PO Comment
Line:
OK Cancel Refresh

10. Select the More Details tab.
11. Enter a name for the CUSTODIAN.

Asset Details 4
Asset Information | More Details | [F9)
Dist
seq Custodian Location
1 I x @] 1P3%6 1
2 ] @, [1P36
PO Comment
Line:
oK Cancel | Refresh |
12. Select OK.
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13. Save the receipt.

A message displays confirming the receipt is saved.
Message

Receipt 0000003576, Is saved and Job, RECV_02, has been scheduled for process (Process Instance = 1376773). (10300,253)

This means the receipt is being updated by the receipt Integration process Any addibonal processing for this recelpt will requine reopening the receipt in Update / Display mode

OK |

14. Select OK.

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

Maintain Receipts

Receiving
Business Unit % Receipt Status Moved to X
Destination
Recelpt ID 0000002253 Header Comments/Attachments Activities

Header Details Document Status

Receiving Multi-Funded Assets Dec. 9, 2024 Page | 3



CAPPS Central Desk Aid

Revision History

Date Description of Change Changed By

Dec. 9, 2024 Initial release. J. Goodman

Receiving Multi-Funded Assets Dec. 9, 2024 Page | 4



	Adding a Received Multi-Funded Assets
	Revision History



