Edit a Line item in a Software Asset Purchase
1. Click the Software Licenses Quick Link
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2. Double-click a Software License record to open it. For more details, see the Advanced
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3. Click on the Purchases Tab to view the basic information about the software asset

F AR q - x
Edit License: Adobe Creative Cloud H a. @ ;&
@ Update the infirmation for the license Adobe Creative Cloud. History  MNewEmail  Emails
License | Purchases l Keys | Allocation Installations Compliance Details Description | Business | Related Licenses |@
Software: ‘Adube Creative Cloud i ‘
Vendor: Adobe Systems, Inc. Version: | ‘
Edition: ‘ | Language: |English E |
Software Type: ‘c‘oud : ‘ Environment: | : |
Contact ‘l Catherine Dewey i ‘ sas | Inactive '|
Serial Number: ‘ 829-078-910-007 | Contract Number: | ‘
Licensing Model. ‘ Per User : ‘
No. Licenses: 0 |
-
* This color indicates a required field H || OK ‘ | Close




4. Select the purchase in which the line item needs to be edited.

This will open the information of all the purchases related to the software asset.

r a 2 —
Edit License: Adobe Creative Cloud H m
| Update the information for the license Adobe Creative Cloud. L - '
License Purchases Keys Allocation Installations Compliance Details Description Business Related Licenses 4
MNo. Licenses: 300
Related Purchases:
Start Date End Date Type Quantity Cost Status PO Number Purchase Date
Add...
8/6/2020 New License 300 $0.00 Active [ Received
2/3/2016 2/3/2017 Subscription 18 $8,982.00 Inactive 84556 2/2/2016
2/3/2017 2/3/2018 Subscription 2 $13,777.00  Inactive 5678 2/3/2017 View Purchase...
7f2/2018 7/2f2019 Subscription 25 4 14,975.00 Inactive 2207 7/2/2018
View Line Item...
Edit Alerts...
Average Costs per
$ 37,734.00 Total cost over time $ 0.00 Average Total Cost Per Unit Remove
$ 37,734.00 Licenses costs over time $ 0.00 Average License Cost Per Unit
$ 0.00 Maintenance costs over time $ 0.00 Average Maintenance Cost Per Unit
$ 0.00 Services costs over time
* This color indicates a required field Back Next OK Apply Close




5. Click on View Purchase. This will open a new window that shows the information of the
selected purchase

I S

Edit License: Adobe Creative Cloud @ @ \Eﬁ

?)J Updare the information for the license Adobe Creative Cloud. eSO e SIS ]
License Purchases | Keys | Allocation Installations | Compliance Details Description Business | Related Licenses |@ B
No. Licenses: ‘ 300 | |
Related Purchases:
Start Date End Date Type Quantity Cost Status PO Number Purchase Date
Add...
8/6/2020 New License 300 $0.00 Active [ Received
2/3/2016 2/3/2017 Subscription 18 % 8,982.00 TInactive 84556 2/3/2016
2/3/2017 2/3/2018 Subscription 23 $13,777.00  Inactive 5678 2/3/2017 View Purchase...
7/2/2018 7/2/2019 Subscription 25 $ 14,975.00 Inactive 2207 7/2/2018

View Line Item...

Edit Alerts...
Costs Over Time Average Costs per Unit

$ 37,734.00 Total cost over time $ 0.00 Average Total Cost Per Unit Remove
$ 37,734.00 Licenses costs over time $ 0.00 Average License Cost Per Unit

$ 0.00 Maintenance costs over time $ 0.00 Average Maintenance Cost Per Unit

$ 0.00 Services costs over time

-
* This color indicates a required field Back || Next || OK H Apply || Close




6. Select the Line Item you want to edit

— Edit License: Adobe Creative Cloud

Edit Purchase

Update the information for the Purchase.

History

* This color indicates a required field

Invoice Number: | 1002 | Requisition Number | |
Contact: |! 3 ‘ Requested Date: 12/29/2018 8:42:59 PM
Sold to Organization: | Company A . ‘ Cost Center | Cost Center 3 . |
sold to Persen: | Chris Hubbard s ‘ Approved Date: | | ﬁ
Ordered Date: | | ﬁ Received Dare: | | ﬁ
supplier: |<Direct from Vendar> : ‘ Supplier Contact: | |
| \ cﬁ Attachments |
Line Items:
Line # | Asset Type h) ‘ Product ‘ Quantity | Unit | Total ‘ Description Start
Add...
1 Adobe Creative Cloud 18 $499.00 $8,982.00 Adobe Creative Cloud 2/3/2016
Edit...
Edit Alerts...
Remove
Total: | $8,982.00 |
Taxes: | $0.00 |
OK || Close




7. Click Edit on the right side of the window

— Edit License: Adobe Creative Cloud

B x
Edit Purchase i
Update the information for the Purchase. S
Invoice Number: | 1002 | Requisition Number | | -
Contact: |l s ‘ Requested Date: 12/29/2018 8:42:59 PM
Sold to Organization: | Company A ; ‘ Cost Center | Cost Center 3 ; |
Sold to Person: | Chris Hubbard 3 ‘ Approved Date: | | @
Ordered Date: | | E Received Dare: | | E
Supplier: | <Direct from Vendor> : ‘ Supplier Contact: | |
% Attachments |
Line ltems:
Line 2 | Asset Type ‘ Product ‘ Quantity | Unit | Total ‘ Description | Start
- Add...
1 Adobe Creative Cloud 18 $499.00 $8,982.00 Adobe Creative Cloud 2/3/2016
/ Edit...
Edit Alerts...
Remove
Total: | £ 8,082.00 |
Taxes: | £0.00 |

* This color indicates a required field OK || Close




8. Another window will pop up to edit that specific line item. Edit the information you want
to change

- Edit License: Adobe Creative Cloud -
x
e x
Edit Line Item H
Update the information for the Line ltem. Aiswery
-
Con .
Line ltem Number; Ty |
Sold
Sub Type: ‘Subscription H | Status. ‘Inactive H |
Sold
Asset Type. ‘Adnbe Creative Cloud H | ‘ |
Ord.
Quantity: 18 | 5 490.00 |
Sup -
Total: ‘ 5 8,082.00 | No LJ- Yes
Description: Adobe Creative Cloud
Line
i .
4 Duration. ‘Tempurary H |
1 Start Date: ‘2}’3;’2016 | = EndDaw ‘Zf 3/2017 | = —
Department, ‘ : | Logation: ‘ : |
Project: ‘ : | License Server: ‘ ; | B
GL Account: ‘ ; | Reference ID ‘ |
Line Item ID: 1105 )
Totd @ All the asset instances associated to this purchase have been created. |
Tax: M
-
* This color indicates a required field DK || Close | N
- : e |




9. C(lick OK to save the changes and close the Edit line item window

Edit License: Adobe Creative Cloud

Edit Line Item

Update the information for the Line ltem,

History

Line liem Number. [y |

Sub Type: | subscription {| status: Inactive {|
Assel Type: ‘Adnbe Creative Cloud H | ‘ |
Quantity; 18 | 5 490.00 |
Total: ‘$ 8,982.00 | No @ Yes

Description; Adobe Creative Cloud

‘Tempurary 3 |
Start Date: \ 2/3/2016 | f=  EndDame:
Department: ‘ : | Location:
Project; ‘ : |
GL Account: ‘ ; | Reference ID
Line Item ID: 1105

| =

@ All the asset instances associated to this purchase have been created.

* This color indicates a required field
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10. Click OK to close the window of the purchase

Edit Purchase
Update the information for the Purchase. SEE

Invoice Mumber: | 1002 | Requisition Mumber | | -

Contact: |a . ‘ Requested Date: 12/29/2018 8:42:59 PM

Sold to Organization: | Company & ; ‘ Cost Center: | Cost Center 3 ; |

Sold to Person: | Chris Hubbard : ‘ Approved Date: | | E

Ordered Date: | | @ Received Date: | | @

supplier: |<Dirett from Vendor> ; ‘ Supplier Contact: | |

% Attachments
Line Items:
Line # | Asset Type ‘ Product ‘ Quantity | Unit | Total ‘ Description Start
: Add...
1 Adobe Creative Cloud 18 $ 499,00 $8,982.00 Adobe Creative Cloud 2(3/2016

Edit...
Edit Alerts...
Remove

Total: | £ 8,082.00 |

Taxes: | £0.00 |

Total with Tax: | £ 8,082.00 |

’ -
* This color indicates a required field OK Close




11. Click OK again to save the changes within the Software Asset. This will also close the

window
r A — a pr— —n
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Edit License: Adobe Creative Cloud I g ff
@ Update the information for the license Adobe Creative Cloud. LISt How Emal Bt mats ]

| License | Purchases | Keys | Allocation [ Installations | Compliance [

No. Licenses: ‘ 200

Related Purchases:

Start Date End Date Type
8/6/2020 New License
2{3/2016 2{3/2017 Subscription
2/3/2017 2/3/2018 Subscription
712/2018 712/2019 Subscription
Costs Qer

$ 37,734.00 Total cost over time
$ 37,734.00 Licenses costs over time
$ 0.00 Maintenance costs over time

$ 0.00 Services costs over time

* This color indicates a required field

Quantity

300

Details

Description

PO Number Purchase Date

Active [ Received

Cost Status
$0.00
$ 8,982.00 TInactive
$13,777.00 Inactive
$ 14,975.00 Inactive

B4556 2{3/2016
5678 2/3/2017
2207 7/2/2018

Average Costs per Unit

Business | Related Licenses |@

Add...

View Purchase...

View Line Item...

3

Edit Alerts...
$ 0.00 Average Total Cost Per Unit Remove
$ 0.00 Average License Cost Per Unit
$ 0.00 Average Maintenance Cost Per Unit
Back || Next 0K Apply || Close




