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Target Audience: Department Project Processor/PC Processor/Department PC Job Processor/PC Job Processor/Department GL Journal Processor/GL Processor/Department Asset Processor/AM Processor

Purpose: This Supplemental Job Aid provides the Department Project Processor, the PC Processor, the Department PC Job Processor, the PC Job Processor, the Department GL Journal Processor, the GL Processor, the Department Asset Processor, and the AM Processor the instructions for creating and maintaining WIP Assets in the system. The business process will be the same as how the departments do it today.

Creating and Maintaining WIP Assets (in Project Costing (PC)):
In this example, we will go into creating a new WIP asset in Project Costing, maintaining the WIP costs in PC, and then capitalizing it and sending it over to Asset Management (AM) when the asset is ready to be capitalized. For this example, a PO and Voucher related to the WIP Asset are processed completely and collected into Project Costing.
Note: WIP assets can be created with or without transactions that are ready to be assigned to this asset.



Step 1: To create the WIP Asset in Project Costing, navigate to the Define Assets page (User who has the role Department Project Processor): Main Menu  Project Costing  Assets  Define Assets.
Note: On the purchase order and voucher that is related to the transaction for a WIP asset, we want to make sure that the project costing chart fields are populated and the asset information section is not filled in.
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Step 2: On the Define Assets page, click the Add a New Value tab. On the Add a New Value tab, enter:
· AM Business Unit: Your Department BU (e.g. 3930) if not already populated 
· Asset Identification: Always leave as “Next”

Click the Add button.
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Step 3: On the Define Assets page in the “Asset Detail” section, enter at least the following:
· Profile: Lookup and select the appropriate value
· Quantity: 1
· In Service Date: Change the expected in service date of the asset
· Description: Description of the Asset
· Cost Type: Change to W (Work In Progress)
· Make sure Enable Book Processing is not checked!


Click the Save button.
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Step 4: In the Define Assets page, click the Relate by Asset hyperlink
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Step 5: Enter values in the following fields:
· Project Business Unit: <Your Department BU>
· Project: <Project ID that you are using>
· Activity: <Activity ID that you are using>

Click the Save button.
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Step 6: Click the Assign Transactions to Assets hyperlink. If the Asset ID you have created is not displayed, click the + button and add the following:
· Asset Business Unit: Your Department’s BU, if not already populated
· Asset ID: Asset ID for the WIP Asset

Click the Save button.
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Step 7: On the Assign Transactions to Assets page, click the Assign Transactions hyperlink.
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Step 8: On the Assign Transactions page, click the Define Filter Criteria link. In the Activity section, select the Activity with which this asset is associated. Then click the OK button.
Note: You can select more than one Activity if needed.
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Step 9: Click on the Look Up button next to the Activity field to choose the Activity. Afterwards, click the Search button.
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Step 10: In the “Transactions” section, use the drop-down arrow to select a value:
· Action: <include>
Click the Save button and then the Assign Transactions button.
Note: when there are more transactions, select the Exclude action for transactions that you do not want to include.
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Step 11: Click the OK button to the message.
Note: The action for the transactions will then go to “None” after the transaction has been assigned and a few fields for the row(s) of the included transaction(s) are populated with information (e.g. Asset Business Unit, Profile ID, and Asset ID).
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Note: Make sure to keep track of the transactions that you have assigned and when you assigned it.


Step 12: When ready to journalize, create Manual Journal Entries for this WIP Asset for new transactions that have been assigned since the last Journal entry for this WIP asset. (User who has the GL Journal Processor, GL Processor Roles): Navigate to Main Menu  General Ledger  Journals Journal Entry  Create/Update Journal Entries
Click the Add button
[image: ]

Step 13: In the Header tab, enter the following information:
· Long Description: Information to describe the journal
· Ledger Group: “ACCRUALADJ” (Accrual Adjustment).

Then Click the Lines tab.
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Step 14: On the journal Line tab, fill out the necessary information. You would debit the WIP account associated with the asset, and credit the expenditure account that need to be reclassified. Note: On the analysis type column, enter GLZ – this will not have the transaction automatically bill the federal fund portion of the project and activity.
After filling out the chart field information, click the Process button.
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Step 15: After the Journal Status appears as V for valid, we will then post the Journal by selecting Post Journal for the Process, and then click on the Process button. The Journal Status will be a “P” after it has been posted.
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Step 16: When the asset is ready to be capitalized, run the Manual Capitalization Process (user who has the PC Job processor role)
Navigate to Main Menu  Project Costing  Assets  Send to Asset Management and click the Add a New Value tab
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Step 17: On the Send to Asset Management Page, add a Run Control ID:
· Run Control ID: <user defined value >
Click the Add button.
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Step 18: In the “Application Options” section, enter the following:
· Asset Processing Destination: <Summarize and Run Interface>
· Summarize Type: “By Asset”
· Asset Option: Selected “AM Unit / Asset ID”
· Asset Business Unit: Your Department’s BU (e.g. 3930) if not already populated
· Asset ID: ID of the Asset that you are capitalizing (see Steps 3 or 4)

Click the Run button. Then click the OK button.
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Step 19: After the Asset has been successfully capitalized from PC and sent over to the AM interface, the Department Asset Processor would then review and load the asset similarly to loading any other asset from the AM-interface to AM.
To review the asset: Navigate to Main Menu  Asset Management  Send/Receive Information  Approve Financial Information  Review.
Then enter the following:
· Business Unit: Your department’s BU, if not already populated.
· System Source: PS/PC Batch
· Asset Identification: ID of the WIP Asset (see Step 3 or 4)
After entering the above information, click on the Search button.
[image: ]

Step 20: Review the Financial Information to make sure everything is correct. Take note of the Interface ID located at the top. This will be used to load the asset from the AM-Interface into AM.
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Step 21: To review the physical information on the asset:
Navigate to Main Menu Asset Management Send/Receive InformationApprove Physical Information  Review- A
If you did not navigate anywhere else, then you will be able to go directly to the page to review the physical information of that asset. Otherwise, fill in the search criteria similarly to how we did in Step 18.
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Step 22: Once the review is complete and the financial and physical information looks good, you will need to load the asset from the interface into AM
Navigate to Main Menu  Asset Management  Send/Receive Information  Load Transactions  Load Transactions into AM and click the Add a New Value tab
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Step 23: On the Transaction Loader Page, add a Run Control ID:
· Run Control ID: <user defined value >
Click the Add button after populating the Run Control ID field.
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Step 24: Enter the following “Run Control Parameters”:
Process Frequency: Always
· Interface ID: Interface ID that was noted in a previous step
· To Interface ID: Interface ID that was noted in a previous step
· AM Business Unit: Your department’s BU
After the parameters have been filled in, click on the Run button, and then the OK button on the next page.
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[image: ]
The Asset should be successfully loaded into the AM system once the process finishes. The Department Asset Processor will then be able to review the asset.




Step 25: Review the asset in Asset Management:
Navigate to Main Menu > Asset Management > Asset Transactions > Owned Assets >
Basic Add
Click the Find an Existing Value Tab, then enter values in the following fields:
· Business Unit
· Asset ID


	Click the SEARCH button
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Click on the Asset Identification number.
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The results are displayed. There are various tabs to view data.




For example, on the Basic Add page, click the Asset Acquisition Detail Tab
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The Asset amount is displayed.
On the Basic Add page, Asset Acquisition Detail tab, click on the hyperlink Interfaces Info
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On the Project Cost Acquisition, it displays the Project Number and Activity
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You have successfully created a new WIP asset in Project Costing, maintained the WIP costs in PC, and then capitalized it and sent it over to Asset Management (AM).
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