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PO.020.250 - Receiving an Asset
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to receive an asset. Once an asset has been purchased through the Purchasing Module, it can be marked as received. Goods that qualify as assets are marked as assets by assigning asset Tag and/or Serial ID numbers. When receiving assets, only the Serial ID is required.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify what is required to mark an item as an asset when it is received.
- Receive an asset.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you have received an asset from Purchase Order #0000300021. You need to mark the item as an asset with the tag number and serial number. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000099] 
	Click the Purchasing link.


	2. [bookmark: ID0x0000009A] 
	Click the Receipts link.

	3. [bookmark: ID0x0000009B] 
	Click the Add/Update Receipts link.


	4. [bookmark: ID0x0000009C] 
	Click the Add button.


	5. [bookmark: ID0x0000009D] 
	Enter "0000300021" in the ID field. 

	6. [bookmark: ID0x0000009E] 
	Click the Search button.


	7. [bookmark: ID0x0000009F] 
	Click the Sel checkbox.


	8. [bookmark: ID0x000000A0] 
	Click the OK button.


	9. [bookmark: ID0x000000A1] 
	The Receipt Qty will default from the PO. The quantity may be changed if needed.

	10. [bookmark: ID0x000000A2] 
	Click the Serial checkbox.


	11. [bookmark: ID0x000000A3] 
	Click the Pending link in the AM Status column.


	12. [bookmark: ID0x000000A4] 
	The option in this field determines whether the "Tag Number" or "Serial ID" field is available for entry below.

	13. [bookmark: ID0x000000A5] 
	Enter "009987325" in the Tag Number field. 

	14. [bookmark: ID0x000000A6] 
	Click the "Assign Tag Ids" option from the drop-down list.


	15. [bookmark: ID0x000000A7] 
	Click the Assign Serial Ids list item.


	16. [bookmark: ID0x000000A8] 
	Enter "HP99408CW22" in the Serial ID field. 

	17. [bookmark: ID0x000000A9] 
	Click the OK button.


	18. [bookmark: ID0x000000AA] 
	Click the Save button.


	19. [bookmark: ID0x000000AB] 
	Congratulations. You have successfully completed the Receiving an Asset topic. Below is a summary of the key concepts of this topic:

- Once an asset has been purchased through the Purchasing Module, it can be marked as received. 
- Goods that qualify as assets are marked as assets by assigning asset Tag and/or Serial ID numbers. 
- When receiving assets, only the Serial ID is required.
End of Procedure.
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