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Correcting a Capitalized Error 1.0
(Correcting an Error when an Asset is sent to Asset Management as Capitalized and does not meet the Capitalized dollar threshold) 

Supplemental Job Aid

Date: 06/27/2014 

Target Audience: Department Asset Processor

Purpose: This Supplemental Job Aid provides the Department Asset Processor the instructions on how to correctly reclassify a Capitalized Asset as Non-Capital when the dollar amount of the asset does not meet the capitalization threshold of $5,000.00. This results in an error status when trying to load the asset into Asset Management (AM). The status of these assets remains Received (Not In-Service) until the correction is made.

Correcting a Capitalized Error (Correcting an Error when an Asset is sent to Asset Management as Capitalized and does not meet the Capitalized dollar threshold)

In this example, a Purchase Order (PO) was created for an asset using a Capital Asset Profile. However, this classification was incorrect because the PO amount for the item was below the capitalized asset dollar threshold. The asset was received, vouchered, and sent to AM. Typically, once the voucher is processed into AM, the asset status is changed to In Service. If the Asset status remains “Received (Not In-Service)”, it means that the voucher did not fully load into AM. In this case, the voucher interface line is in error status because the asset profile was incorrectly identified as capitalized and needs to be corrected. (Reference: UPK’s PO130 Approve Purchase Orders, Dispatch Purchase Order)
For example, this screen shows the non-capital dollar amount of the item.[image: ]
This screen shows the capital asset profile that was selected.
[image: ]
Step 1: After the asset is received, vouchered, and sent to AM, review the Financial Information. Navigate to: Main Menu  Asset ManagementSend/Receive Information Approve Financial Information. 
Enter the Interface ID and BU, and then click the Search button. The Review page displays with the Load Type/Status Errored because the Cost is below the capitalized threshold of $5,000.00. 
Note: The error message is at the bottom of the page.
[image: ]



Step 2: On the Review page, change the Load Type/Status from Errored to Pending. Click the Save button.

[image: ]


Step 3: Perform the same correction in the Physical Information. The navigation to perform this action is: Main Menu  Asset Management  Send/Receive Information Approve Physical Information.
Step 4: On the Review-A page, change the Load/Type Status from Errored to Pending. Then change the Profile ID to NONCAP and click the Save button.
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Step 5: Correct the Profile ID on the Basic Add page in the Profile ID field by using the search prompt to select the Non-Capitalized (NONCAP) profile, and then click the Save button.
[image: ]


Step 6: Reload the asset into AM. Navigate to: Main Menu  Asset Management Send/Receive Information  Load Transactions  Load Transactions into AM. 
Run the process again with the interface ID of that asset until the Instance has a Run Status of Success and Distribution Status of Posted.
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Step 7: Review the load status in the Approve Financial Information page. Navigate to: Main Menu  Asset Management  Send/Retrieve Information  Approve Financial Information Review. The Load/Type Status is now Loaded on the Approve Financial Information page.
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Step 8: Review the load status in the Approve Financial Information page. 
Navigate to: Main Menu  Asset Management > Send/Retrieve Information  Approve Physical Information  Review. 

The Load Status is now Loaded on the Approve Physical Information page.
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Step 9: Validate that the Asset is in AM as In-Service. 
Navigate to: Main Menu  Asset Management  Search for an Asset. In the Search for an Asset page, enter the Receipt Unit, Receipt No, and select In Service in the Asset Status. 
Click the Search button. 
The Asset ID displays. 
[image: ]


Step 10: Select the Asset ID. In the Drill-Down To field, choose the Asset Basic Information, and then click the GO! button. The General Information page displays. 
[bookmark: _GoBack]The Asset has been corrected to NONCAP and now has an Asset Status of In Service.
[image: ]
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