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PO.020.900 - Creating a Trade-In Asset Requisition
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This process demonstrates how to create a requisition for an asset that has a trade-in amount applied to the cost of the asset. The total cost of the requisition will be the net amount to be paid out for the asset after the trade-in amount has been applied. The buyer will enter a description of the amount of the trade-in and the cost of the asset before the discount is applied in the Description field.

Note: A specific description must be entered in the requisition Description field for the AP clerk to know to enter a second line on the voucher crediting a Gain/Loss revenue account. The description should begin with “TI”.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Explain how the total cost of a trade-in asset requisition is calculated.
- Create a trade-in asset requisition.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will create a trade-in asset requisition for a Dell laptop. The cost of the laptop is $5000 and the trade-in amount is $675, so the total price of the laptop is entered as $4325. In the Description field you will write, “TI Dell Laptop”. 

	Step
	Action

	1. [bookmark: ID0x000003A8] 
	Click the Purchasing link.


	2. [bookmark: ID0x000003A9] 
	Click the Requisitions link.


	3. [bookmark: ID0x000003AA] 
	Click the Add/Update Requisitions link.


	4. [bookmark: ID0x000003AB] 
	Click the Add button.


	5. [bookmark: ID0x000003AC] 
	Start the Description with *TI. This is very important because it will indicate to the AP clerk that this is an asset with a trade-in applied to the cost. After *TI, give the real description for the asset. Enter as much detail as you know about the asset.

	6. [bookmark: ID0x000003AD] 
	Enter "*TI Dell Laptop" in the Description field. 

	7. [bookmark: ID0x000003AE] 
	Next, enter the asset information for the asset that the sub-component is associated with, for example, *TI Dell Laptop –The cost of the asset is $5000, the trade-in discount is $675; amount to be paid out for this asset is $4325. This should all be included in the description field. Please use the Add Comments hyperlink for additional space as needed.

	8. [bookmark: ID0x000003AF] 
	Enter "1" in the Quantity field. 

	9. [bookmark: ID0x000003B0] 
	Enter "EA" in the UOM field. 

	10. [bookmark: ID0x000003B1] 
	Enter "20600" in the Category field. 

	11. [bookmark: ID0x000003B2] 
	Enter "4325.00" in the Price field. 

	12. [bookmark: ID0x000003B3] 
	Click the Ship To/Due Date tab.


	13. [bookmark: ID0x000003B4] 
	Enter "08302007" in the Due Date field. 

	14. [bookmark: ID0x000003B5] 
	Click the Details tab.


	15. [bookmark: ID0x000003B6] 
	Click the vertical scrollbar.


	16. [bookmark: ID0x000003B7] 
	Click the Schedule button.


	17. [bookmark: ID0x000003B8] 
	Click the Distribution button.


	18. [bookmark: ID0x000003B9] 
	Enter "843100" in the Account field. 

	19. [bookmark: ID0x000003BA] 
	Click the Asset Information tab.


	20. [bookmark: ID0x000003BB] 
	Enter "27000" in the AM Unit field. 

	21. [bookmark: ID0x000003BC] 
	Click the Profile ID button.


	22. [bookmark: ID0x000003BD] 
	Click an entry in the Asset Profile ID column.


	23. [bookmark: ID0x000003BE] 
	Click the OK button.


	24. [bookmark: ID0x000003BF] 
	Click the Return to Main Page link.


	25. [bookmark: ID0x000003C0] 
	Click the Save button.


	26. [bookmark: ID0x000003C1] 
	Congratulations. You have just completed the Creating a Trade-In Asset Requisition topic. Below are the key concepts of this topic:

- The cost of a trade-in asset is equal to the cost of the asset minus the trace-in value. This is the amount entered in the Price field.
- The description field is required for an asset trade-in requisition. The field communicates to the AP Clerk to enter a second line of the voucher crediting a Gain/Loss revenue account.
- The description of a trade-in asset requisition should begin with “TI” and be followed by the description of the item, such as “TI Dell laptop”.
End of Procedure.
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