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Chapter 1 

Adding Assets 

Objectives  
 

By the end of this chapter, you will be able to: 

• Describe the asset add process. 

• Inquire on the status of an add transaction. 

• Use Asset Profiles. 

• Modify Asset Profile defaults. 

Overview  
 

PeopleSoft Asset Management provides multiple points of entry for Asset Additions.  Express Entry is 
a fast and easy way to capitalize an asset with the least amount of keystrokes.  Basic Add opens all 
data entry fields to the user for capturing both Physical and Financial information.  PSAM also 
supports the ability to upload assets using the Excel component interface utility.   We discuss all asset 
addition functions in this chapter, as well as how to default asset attributes using Asset Profiles, and 
how to handle input exceptions.  The transaction type used by PSAM for additions is ADD.   
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Express Asset Addition  
 

The online express add process involves three pages: 

• Cost/Asset Information 

• Depreciation Information 

• Tax Information 
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General 1 
 

The Cost/Asset Information page contains three keys that uniquely identify the asset and are required 
for every new asset: 

• Business Unit 

• Asset Identification 

• Book 

PeopleSoft Asset Management automatically generates the required unique Asset IDs.  When you 
enter “NEXT” as the Asset ID the next available number will be assigned.  Because this number must 
be unique, and assets are never deleted from PeopleSoft, an Asset ID may not be reused within a given 
business unit. 

A PeopleSoft Asset Management Asset ID is 12 digits and looks like this: 000000654321. 
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Walkthrough 
 

Go > Asset Management > Owned Assets> Express Add 

 

 

 

Enter the appropriate business unit in the space provided.  Click the Add button to accept the default of 
“NEXT” for the Asset ID. 
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Field Description 

Profile ID Select a valid Asset Profile from the dropdown list provided.  Each profile contains 
default asset information for a given type of asset.  A profile is used to speed data 
entry and limit the number of required keystrokes.  Profiles also improve data 
accuracy. 

Description Enter a description for the asset.  If you do not enter a value, the profile will provide 
one for you. 

Location Use the dropdown menu to select a valid location. 

Tag Number If you know the tag number of the asset, you may enter it here. 

 

Taggable Asset Check this box if this is a taggable asset. 

Accum Depr In 
Current Pd 

This field is only relevant when adding an asset that already has accumulated 
depreciation.  If the asset has accumulated depreciation, place a checkmark in this 
box. 

Accounting Date This date represents the date that the transaction will “hit the books.”  This date 
defaults to the current date. 

Transaction Date This date represents the date in which the transaction should have occurred.  You 
may “back date” a transaction to make the system process “catch up” depreciation if 
necessary.  Otherwise, allow this date to default to the current date. 

Trans Code This code is used to denote different accounting treatment for the asset Addition.  If 
this were an addition from CIP, the trans code would be “P” to clear funds from 
account 970600.  Blank in this field will clear funds from account 355200. 
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Book Name This is the name of the book that you are modifying.  Under normal conditions, all data 
entry will be performed in the GAAP book.  The system will ensure that the various tax 
books are kept in synch. 

Quantity Enter the exact number of assets. 

Cost Enter the total cost value for the asset. 

Salvage If there is a known salvage value for the asset you may enter it here. 

Category This field classifies the type of asset being added.  This field will default from the 
Asset Profile. 

Cost Type This field denotes the source of funds for an asset.  Default value is N for NON-
Sponsored.  Choose S for Sponsored or F for Federal. 

Accum Depr If the asset already has accumulated depreciation, you may enter that value here. 

YTD Depr Enter the portion of Accum that relates to the current Fiscal Year. 

Fund Code Select a valid Fund from the dropdown list provided. 

Organization Select a valid Org from the dropdown list provided. 

Program Select a valid Program from the dropdown list provided. 

Sub Class Select a valid Sub Class from the dropdown list provided. 

Project Select a valid Project from the dropdown list provided. 

Default Profile This will set defaults for all remaining required information.  If there are no exceptions, 
you may save the transaction after clicking this button.  This will also display the 
additional pages for Depreciation parameters and Tax Information. 
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Depreciation Information 
 

The Depreciation Information page contains all of the depreciation parameters for the asset.  This 
information will default from the Asset Profile.  These values may be manually changed if necessary 
on an exception basis. 
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Tax Information 
 

The Tax Information page contains the tax attributes for the asset.  Most of this information will not 
apply.  However, if this asset is a Gift In Kind, you may denote that by clicking the 8283 Gift In Kind 
checkbox on this page. 
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Basic Add 
 

Whereas Express Add is designed simply to add financial assets quickly, and limits data entry to only 
certain data fields for Physical information, Basic Add opens all asset data fields for entry. 

 
Go > Asset Management > Owned Assets> Basic Add 

 
 

Ensure that you have selected the Add a New Asset tab.  Enter the appropriate business unit in the space 
provided.  Click the Add button to accept the default of “NEXT” for the Asset ID. 
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All of the asset data fields are available for data capture.  Simply enter all available data into the 
appropriate fields. When performing a Basic Add, the cost and FOPPS information is captured on the 
Asset Acquisition Detail page.  
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Click on the Acquisition Detail ChartFields page to capture the FOPPS, and click OK to return to the 
Acquisition Detail page. 

 

 

 

Select a valid asset Profile ID from the dropdown list and click on the Capitalize button. 
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The Asset Cost Information section is now displayed with the Amount and FOPPS defaulted from the 
entries made in the Acquisition Details.  The Category value is defaulted from the Profile.  After entering 
Location, Manufacturer, Custodian, Responsible, and Award details as needed, simply click Save to 
complete your asset addition. 
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Excel to CI Interface 
 

PeopleSoft allows users to upload information in specialized Excel templates directly into the system.  
For asset additions, we can use this interface process to upload multiple assets at once, while reducing 
the amount of manual data entry in the online system. 

NOTE:  Additional steps are required for entry of certain Physical attributes such as Responsible 
Person or Asset Awards.  To add these attributes to an uploaded asset, use the procedures noted in 
Chapter 8 of this training guide – Asset Update.  

The interface process consists of multiple steps and is outlined below: 

• Complete the data entry in the Excel Template 

• Stage the Excel data for Submission 

• Submit the Excel data 

• Examine the data in the PRE_AM_INTFC table 

• Run the Retrieve AP/PO interface process to load the data into the PSAM interface tables 

• Run Transaction Loader to load the interface data into the PSAM online tables 

 

INTFC_PRE_AM 
 

Go> Asset Management> Send/Receive Information> INTFC_PRE_AM Custom 
 

 
 
Enter the Pre Interface ID that you specified in your Excel template and click Search. 
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You may make any necessary changes to this data prior to proceeding to the next step. 
 



Chapter 1 • Adding Assets  

Office of University Controller Page 1-15 Revised 03/15/11 

Run Control ID 
 

A Run Control is a parameter interface that allows you to store runtime parameters for a batch 
program/process.  These parameters can be set by the operator to “customize” the way that the job 
executes, or to limit the data that is processed.  Run controls are operator specific, and you may create 
many run controls for each process if needed.  All processes (programs, reports, etc) use run-controls 
in PeopleSoft. 

NOTE:  The Run Control ID will hold up to 30 characters and existing run controls may not be 
deleted. 
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Retrieve AP/PO Information 
Go> Asset Management> Send/Receive Information> Retrieve Info from AP/PO 

 
 

 
 
Enter the Business Unit you wish to process and Click Run. 
 

Process Scheduler Request 
 

 

 

Click the Select checkbox on the PO/AP/AM SQR Process, and click OK to submit the job to run 
immediately.  You may alter the time and date parameters to schedule the job to run later. 
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Transaction Loader 
Go> Asset Management> Send/Receive Information> Load Transactions> Load Transactions 
into AM 

 

 
 
Enter the appropriate Interface ID, select AP Batch as your System Source, and click Run. 
 

Process Scheduler Request 
 

 

 

Click the Select checkbox on the Asset Transaction Loader SQR Process, and click OK to submit the job 
to run immediately.  You may alter the time and date parameters to schedule the job to run later. 
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Transaction Status 
 
From the time an asset transaction is entered until it is processed in batch, the transaction has a status. The 
status changes according to the transaction’s stage of processing. It is important to know the different 
statuses of your transactions to ensure they’re processed successfully.  Each asset financial transaction has 
two status flags – one for depreciation, and one for accounting entries.  Each flag uses the same values as 
outlined below. 

PeopleSoft Asset Management uses the following status codes: 

 
Status Codes Explanation 

P Pending  
The batch process has not yet run on this transaction.  The 
system will place all transactions in a pending status upon being 
saved*. 

C Complete  
The batch process has been run successfully on this transaction. 

N Never 
The batch process will never run on this transaction.  This status 
is reserved for accounting entry processing on the tax books.  
Because we do not interface tax accounting entries to PeopleSoft 
General Ledger, there is no need to create them. 

 

Use the Open Transactions Inquiry page to check the status of a transaction. 

Go> Asset Management> Calculate Depreciation>Open Transactions> Review 
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The system automatically numbers open transactions for each Business Unit.  Asset Management keeps track of 
each transaction you make even after the transactions have been successfully processed in batch.  To see a list of 
your transactions, enter your Business Unit in the space provided and click Search. 
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Review Questions 

 

1. What three keys make an asset unique? 

2. What is the purpose of a profile? 

3. What indicator tells you whether an asset transaction has been processed? Where can you find that indicator? 

4. Can you change profile defaults? 

5. What book will you normally operate in?  

6. How do you “back-date” a transaction in PeopleSoft Asset Management? 


