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The QPA item above will be brought forward as asset through an ePro catalog requisition.  
This should be verified (line by line) on the Review & Submit panel through opening the line details (yellow triangle to the left of the line), then clicking on the Asset Information tab under Accounting Lines as shown in the panels below.
[image: image2.png]G- O HRE®

sents Serwones @ (20 L s

> eProcurement

Create Requisition

b Buyer Center

1.Def

~ Manage Requisilions
- Approve Requisiions

‘Requester:

~ Procurement Training &

> Genices Procurement

b Project Costing

1 Accounts Payabile

> Asset Management
> Commitment Cantral
> General Ledger

b SCM Integrations

iess Unit: [oo061
EPTRNSD

Review the details of your requisition, make any necessary changes, and submittfor approval

Department af Administration
@ EPro Training ID 50
PEN Pk Bench]

1 5f contour pedestal park

[] Select i/ Deselect Al

L Atsiotsortes

PEN PRODUCTS

oy Line ipingAccounng | Boelte

b Set Up Financials/Supply

Links

Total

363.000

b Enterprise Components
1 Government Resource

1 Reporting Taals.

[Jsendto Vendor

[Clshow at Receipt_[]Show at Voucher

- Change iy Password
|- v Personalzations
|- by System Profe

- v Dictionary

|- Reportan issue

Check Budget

[save as Template.





[image: image3.png]2 Create Requisition - Microsoft Internet Explorer
Fie Edt Vew

Favortes  Tools Help

Q- © HEAG

Psein Perarmies @\ 2 & R

ks 6] Wtosffinancl s i v pslfstn/EMPLOYEEJERPc/PY AN ENLPY_REQ_ENTRY.GLFokth-PORTAL_ROOT_OBJECT £PCO_EPROCURENENT.EP_PY_REQ_ENT ¥

Training

Be

_Sionout
ine Vendor Hame uom " Total B
510 confour pedestal park PEN PRODUCTS 10000 Each 33000 3s3000 O
_ Consolidate with other Reqs Override Suggested Vendor
Shipping Lines 1 DueDate: 02113720095

Quantity: [1.0000
0B1FACH  Q  [=] Modif

Status:

=

Active “ship To:

Shipping Address
Attention:

[EPro Training ID 50

“Distribute by: | O ¥

SpeedChart:

| Eind | vie:

oot jsoane

Q[

SelectAll/ Deselect All

L Atsiotsortes

oy Line ipingAccounng | Boelte

"Requisition Type: | PEN Products to process v

Park bench for patron use B
[lsendtoVendor []Show at Receipt []Show at Voucher 3
< i | 3
&loone 3 Local riranet
start S





The definition of an Asset Management asset is a capital asset purchase (or lease) where the total cost is $500 or more (single line item).

Purchases of assets are not required to go to Asset Management if the cost is less than $500 (single line item), unless the agency has extended this to include certain items of a lesser value. For example, the Indiana State Police would like to track firearms under the amount of $500 and can mark them as assets on the requisition/purchase order.  

If a Requisitioner does not want an item to remain an asset, then he/she should remove the AM Business Unit and Profile ID on each line of the requisition (as needed).  The Requisitioner can also make an item an asset that is not automatically set as one (through the UNSPSC code chosen) by adding the AM Business Unit and Profile ID on each line of the requisition (as needed).
Once the AM Business Unit and Profile are removed from the requisition line, it will not show as an asset on the corresponding purchase order line.  The Buyer can verify through the eProcurement>Buyer Center>Manage Purchase Orders>Details tab> Schedule icon>Distribution/Chartfields icon> Asset Information tab as shown in the panels below.
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The Buyer can also make an item an asset that is not automatically set as one (through the UNSPSC code chosen) by adding the AM Business Unit and Profile ID on each line of the purchase order (as needed).
Special Request Requisition
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The UNSPSC category chosen on each line item drives the minor object (account) on the chartfield string and drives whether or not an item is automatically coded as an asset.
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If the AM Business Unit and Profile ID did not default in, they can be populated on the requisition or on the purchase order line as shown in the previous panels.  The Profile ID numbers are maintained by State Board of Accounts.

