Edit an Asset Purchase
1. Click the Assets Quick Link to open it
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2. Find the asset by using queries in the top left corner, the search bar at the top left or
scrolling through your list of assets, to know more about how to use the advanced
search, see the Advanced Search KB

3. Double-click to Open the Asset you want to edit a purchase in

E Assets Y VIZOR
EN -

(Start) > Computer > Desktop >

Name Asser Serial Status Allocared| Allocared Lacation | Unit/Diviy Departmy Project Containel Last (]
Tag Number w0 to Device / Assigned Add Assets
Person Computer Date
Q ACCT-COMP-002 ACME-A18 S4NL125  Assigned  Martin We - USA |\ New Finance General At Project IS¢ -- 1/16/2019 r -
D CUST-DEMO-001 — SANB115 Assigned  <Nome> — Belgium | — - - - 11/25/201 m Mass Update
Q CUST-DEMQ-00Z - S4NL117  Assigned Rose Arrin - USA |\ New -- - - - 5/11/2018 r
(] DEV-COMP-00: ACME-28 S4NL111 Assigned SarahSm -- USA\ Ne - - - - 5/11/20: v Reassign/Relocate
Q DEV-COMP-003 - S4KT113 Assigned John Davis - USA |\ New -- - - - 5/11/2018 r
D HR-COMP-002 - RO5W127 Assigned Jane Rose — USA '\ New - - - - 3/15/2018 [
Scrap
m QA-COMP-D0Z - VMware-4, Assigned Donald Na - USA |\ New -- - - - 5/11/2018 Il
E QA-COMP-004 - S4NL129  Assigned  Chris Hubt — USA '\ New - - - - 5/11/2018 [
Mark Lost
m SALES-COMP-00 - S4NL119  Assigned <Nome> - USA |\ New -- - - - 1/8/2019 Il
E SALES-COMP-00. - S4NL121  Assigned Daniel Am - USA '\ New - - - - 11/25/201 r
e SUPPORT-COMP: — QhZsiBrv6. Assigned  <Nonma> - USA \ New - - - - 5/12/2018 7 Request Status
e SUPPORT-COMP- — 92fuxjessy Assigned <Nonex= - USA Y\ New - - - - 5/12/2018 r
e SUPPORT-COMP- — 3qyTQzBS Assigned <Nome>  — USA |\ New — - - - 5/12/2018 [
e SUPPORT-COMP- — sgjcnsugh Assigned  <Nones - USA Y\ New - - - - 5/12/2018 r Manage
Asset Types
e SUPPORT-COMP- — 72F9nzdzE Assigned <Nome>  — USA |\ New — - - - 5/12/2018 [
e SUPPORT-COMP- — x7fbjxatxy Assigned <Nonex= - USA Y\ New - - - - 5/12/2018 r
Employee Assets
e SUPPORT-COMP- — 9uDFfGSjh Assigned  <Nome>  — USA |\ New — - - - 5/12/2018 [
e SUPPORT-COMP- - dWOOWKEl Assigned  <Nonme> - USA | New - - - - 5/12/2018 [
e SUPPORT-COMP- — n4G8xURS Assigned <Nome>  — USA |\ New — - - - 5/12/2018 [
ﬂ SUPPORT-COMP._-- eKe58BhV| Assigned  <Nome> - USA \ New - - - - 5/12/2018 O =
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4. Click on the Purchases tab to view the basic information about the purchases of this
asset

‘ Edit Asset: DEV-COMP-001 i Eay *
@ History New Email Email
Update the informartion for the asset DEV-COMP-001. el
Overview | Details | Computer Details Purchases | Allocation | Purchase Details | Source | Installations
l I a
Name: | DEV-COMP-001 | Status: | assigned : |
Manufacturer: ‘ LENOVO 1 | Model: | 7638BV3 : ‘
Serial Number- ‘S4NL111 |
Asset Tag: acME-2820-2323 | Service Tag: | LEnovosanL11L ‘
Asset Expires?. ‘ No : ‘
Comments: 4
&
|
Track As: ‘ v |
1D 357
Return Date:
‘ | D | & Attachments ‘
Asset Type: ‘ Desktop : ‘ Reference 1D: | ‘
-
|| Next || 0K H Apply || Close

* This color indicates a required field




5. Select the Purchase that you want to edit

Edit Asset: DEV-COMP-001 \Q @ oy X
@ History New Email Emails

Update the information for the asset DEV-COMP-001.

I Overview I Details I Computer Details Purchases I Allocation I Purchase Details I Source I Installations I

Purchases:
Start Date | Type ‘ Quantity ‘ Cost ‘ To | Status
Add...
Line Ttem 30 % 6,750.00 Active | Receive
Edit...
Remove

* This color indicates a required field Back || Next || 0K H Apply || Close




6. Click on Edit on the right side of the window

Edit Asset: DEV-COMP-001 \Q @ \:,ax

History New Email Emai
Update the information for the asset DEV-COMP-001. Istary Mewtmal Emails

I Overview I Details I Computer Details Purchases I Allocation I Purchase Details I Source I Installations I

Purchases:
Start Date | Type ‘ Quantity ‘ Cost ‘ To | Status
Add...
Line Ttem 30 % 6,750.00 Active | Receive
/ Edit...
Remove

* This color indicates a required field Back || Next || 0K H Apply || Close




7. A new window will open with the information about the previously selected line item.
Fill in or change the information that you want

#\ _ Edit Asset: DEV-COMP-001 =
™ = AR x
N Edit Line Item
Update the information for the Line ltem.
-

Line ltem Number: [ |

YPE. |A55et ‘ Status, |Acﬂve;’ Received H ‘
Assel Type. | UPS - Uninterruptible Power Supply i ‘ Product Code. | |
Quantity: | 30 | Unit Price: | £ 225.00 |
Total: [5 6,750.00 | Auto Create Assets. Mo () ves
Description

g
| Permanent H |
Start Date: | | =l
Department. | Infrastructure : ‘ Locarion: | Belgium '\, Brussels \ Morth Campus  Floor 1} B(‘
Project: | Project BG73 : ‘ License Server: | : ‘
GL Account: | : ‘ Reference ID | |
Line Item ID: 10004
|:| All the asset instances associated to this purchase have been created.
-

* This color indicates a required field OK || Close




8. Click OK to save the changes made to the line item and close the current window

N Edit Asset: DEV-COMP-001

D L x
N Edit Line Item c \‘3;
| Update the information for the Line Item. Histary
a
Line Item Number: | 1 |
Sub Type: |A55et H ‘ Slatus, |Acﬂve;’ Received ‘
Assel Type. | UPS - Uninterruptible Power Supply i ‘ | |
Quantity: [30 | [ 225.00 |
Total: | & 6,750.00 | No ‘ Yes
Description:
y

Duraton. | Permanent H |
Start Date: | | =

| Infrastructure H ‘ Logation. | Belgium \ Brussels \ Morth Campus \ Floor 1% B(‘
Project: | Project BG73 ; ‘ License Server: | ‘
GL Account: | : ‘ Reference ID | |
Line Item ID: 10004

|:| All the asset instances associated to this purchase have been created.
-
OK | Close

* This color indicates a required field




9. Click OK to save the changes and close the window

Edit Asset: DEV-COMP-001 \Q @ sy X
@ History New Email Emails

Update the information for the asset DEV-COMP-001.

I Overview I Details I Computer Details Purchases I Allocation I Purchase Details I Source I Installations I

Purchases:
Start Date | Type ‘ Quantity ‘ Cost ‘ To | Status
Add...
Line Ttem 30 $ 6,750.00 Active [ Received
Edit...
Remove

* This color indicates a required field Back || Next 0K H Apply || Close




