ASSET INFORMATION

You need to enter Asset Information into a requisition only if:

Any singular item is over $1,000, including shipping and tax

Any line item contains Computer/AV/IT equipment with a value of $200 or greater
Any line item contains Software (hard disk or download) with a value of $200 or greater
Any line item contains a Firearm

Click the gray triangle in front of the line item that is an asset. Then click the arrow in front of “Accounting
Lines”.

Description Item ID Supplier Quantity uom Detalls  Comments Delete
[]1 e MOUSE, CONTOUR, PRO3, SOUTHLAND 1 EAC 219.00 219.00 =) P Edit o
 4RMPRO3 TECHNOLOGY
Shipping Line 1 “ShipTo MR Q hipto Comments Quantity 1 [+ =]
Address 10440 Black Mountain Roa Price 219.00 Price Adjustment

Pegging Inquiry

Attention To Pegging Workbench

£l
ccounting Lines
“Distribute By SpeedChart Q
Accounting Lines Personalize | Find | View All | & | E First (&) 10f1 & |3

Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information | [F=EW)

Line Status Dist Type  *Location Quantity Percent Merchandise Amt GL Unit Entry Event

1 Open 1 100.0000 219.00 MIRO1 Q Q +] [=]

Use the Location field to identify the end
icon next to the location field.

ocation for the order to be delivered. Select the magnifying ¢,

Change the search criteria

Look Up Location

Help T3 - - 99
Requisition Settings SetlD SHARE . from beglnS Wlth tO
e m o “contains” for both the
e R prioriy [Medum_v] Location Code and Description
*Currency USD Look Up Clear Cancel | g3l ookup

In the Location Code field,

Default Options (2 Search Results
If you select this option, the View 100 First ‘&' 1430r43 & Last e no predefined values for these 1
® Detau i e _— " input MIROQO. In the
ption
O override If you select this option, thd MRC0C0121 MIRAMAR C BUILDING RM 0121 b fields,only nol

e Description field, input the
alpha character for the

MIRDORANGE Miramar College - Range

MIRDOF200N Miramar College Bldg F-Rm 200N
MIROOH110N Miramar College Bldg H-Rm 110N
MIRDOK203N Miramar College Bldg K-Rm 203N

Line Defaults (7

Supplier Q| MIRDOLO23N  Miramar Coliege Bidg L-Rm 023N a ro rlate bU||d|n For the
Supplier Location al MIROOL101N  Miramar College Bldg L-Rm 101N pp p g'
MIROOL114N  Miramar College Bidg L-Rm 114N - - - - -
Buyer @, | MIRDOM107N Miramar College Bldg M-Rm 107N ministration BUIIdIng,
- MIROOM211N Miramar College Bldg M-Rm 211N
Sl iy MIRDOM217N Miramar College Bldg M-Rm 217N ente N Then Se|eCt the room
. <l —
Ship To MR 2 WiR00ND 101 Wiramar College Bidg N-Rm 0101 f h I d I
— = T T # from the populated list.
MIRDOND103 Miramar College Bldg N-Rm 0103
Distribution Defaults MIROOND104 Miramar College Bldg N-Rm 0104
MIROONO105 Miramar College Bidg N-Rm 0105
S MIROOND106 Miramar College Bidg N-Rm 0106
Accounting Defaults MIROONDO201 Miramar College Bidg N-Rm 0201 F’St
Chartfields1 MIRDOND202 Miramar College Bldg N-Rm 0202
MIROOND203 Miramar College Bldg N-Rm 0203
Dist Percenta Locationa GLUn MIROOND204 Miramar College Bidg N-Rm 0204
MIRDOND205 Miramar College Bldg N-Rm 0205
L L3 QUMIRD \iRoN206 Miramar College Bidg N-Rm 0206 E

MIRDOND207 Miramar College Bldg N-Rm 0207
MIRDON101A Miramar College Bldg N-Rm 101A
MIROON101B Miramar College Bldg N-Rm 1018 [¥]

S MIRDON101C Miramar College Bldg N-Rm 101C
OK || Cancel
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Next click the 5t tab, “Asset Information”.

w Accounting Lines

“Distribute By | Qty v SpeedChart |
Accounting Lines Personalize | Find | View All | @| E First ‘& 10f1 ‘* Last
| Chartfields1 || Chartfields? || Chartfields3 || Details || Details 2 ' Asset Information 2 || Budget Information | [
Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit Entry Event
1 Open MIR Q 1 100.0000)| 219.00 MIRO1 (e} Q [#]|[=]

Enter AM Business Unit as MIRO1.

* Accounting Lines
“Distribute By SpeedChart | &

Personalize | Find | View All | B | B First ‘& 1of1 "“®/ Last

Chartfields3 Details ._ Details 2 . Asset Information Asset Information 2 || Budget Information ] =W

Accounting Lines
' Chartfields1 | Chgy

rofile ID Tag Number CAP # Sequence Empl ID

Q Q Q Q (=]

If you do not know the Profile ID, click on the magnifying “icon to determine the proper ID from the
pop-up list. /

Accounting Lines
*Distribute By

Accounting Lines
Chartfields1 || Chartfields2 | Details || Defails

Q

_ Personalize | Find | View All | 22| B Fist 0 10f1 0 Last

s 0N 2 || Budget Information | ==K

Look UpAProfile ID

ret Profie IO begina weh v

AM Business Unit Profile ID Sequence Empl ID

Look Up Clear Cancel | gazic Lookup

Search Results

<
MIRD1 @ [EQUIPMENT @ — @ e Wi | Q Q 4] [=]
Bu:.r“'ll Anwst Profis — Capitalized
unit o Awsat
- N MIRD1 BILIFESD Buiding improvernents L3e 50 Y =
Select lines to: [ Add t0 FAVOMES  wmor  coowr  sudmgimeorenss ¥ Jelete Selected {2k Mass Change

: MIRD!  BLDG ROOFS Bulding Rocks ¥
MIRD1  BUALONGS  Buldings ¥

MIRD1 COMPUTERS Computers Y

WIRQ!  EFCE Equpmeni Food Cont Ed. Y

MIRDT EQBCE Equipment Bocksions Cont, Ed Y

MR EQBCT Equipment Bockstors City Y

"MIR01  EQBMM  Equipment Bocksiors Miramar Y

MIRD1  EQBMS Equipment Bookstore hesa ¥

MIRDT  EQEX Other Evterprize squpment Y

MIRG!  EQFCT Equipment Food Ciy ¥

MIRT1 EQFwM Enuinmen Food Miramas ¥

MIRDT  EQFMS Equipment Food Mesa ¥

MIRO1 EQUIFMENT Equipmen Y

MIRD1 FORKLIFTS Foridifts ¥

MIR3t  FRT Capital Assat Froight ¥

MIRI1  FURNITURE Furniture ¥

MIRD!  GIFT Gifs ¥

MIRD!  INFRLFESD lnfrastnucture - Life B0 Y

MIROD!  INFRSTRCTR infrassucture ¥

MIRD1 IT-OTHER 1T Exquigt - Other ¥

MIRD1 LABEQUIF  Lab Equipment Y

MIRD1 LABFURNIT  Lab Fumiure v

MIRGT  LAND Land v

MiRG1 LAMD INM®  Land Enprovements ¥

MIRDT  LEASECAP LEASE CASITAL ¥

MIRI1  LEASENON LEASE NOM CAPITAL ¥

MIRD!  MONITORS Computer Monitors ¥

MIRO!  PARKING  Parking Areas ¥

MIRJ1  PRINTER  FRINTER ¥

Repeat these steps for any other line items on the requisition that qualify as assets. Be sure to click
“Save for Later”!
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