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The QPA item above will be brought forward as an asset through an ePro catalog requisition.  
This should be verified (line by line) on the “Review & Submit” panel through opening the line details (triangle to the left of each line) and then clicking on the “Asset Information” tab under Accounting Lines as shown in the panels below.
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Reviewthe details of your requisition, make any necessary changes, and submittfor approval.
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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 information in the AM Business Unit and Profile ID fields 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 information to the AM Business Unit and Profile ID fields on each line of the requisition (as needed).
Once the information in the AM Business Unit and Profile fields is 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 icon> 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 information in the AM Business Unit and Profile ID fields on each line of the purchase order (as needed).
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The UNSPSC category assigned to or chosen on each line item drives the account on the chartfield string and drives whether or not an item is automatically coded as an asset.

[image: image8.png]Edit Requisit o
59

~ T TR e e e T 85 x]

Edit Requisition
[Gk 1. Define Requisition

[Ely  2.Add ltems and Services

Reviewthe details of your requisition, make any necessary changes, and submittfor approval.
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If the AM Business Unit and Profile ID information 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.

