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Information Technology Services Reference Sheet 
Receiving an Asset 

 
 
Procedure 
 
This guide explains how to receive an item that is a major equipment asset over $5,000. 
 

 
 

Step Action 

1. Log into PeopleSoft Financials. 
Click eProcurement and then 
Click the Receive Items link. 
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Step Action 

2. The Receive Items page appears.   
Click the checkbox next to the item that is to be recieved.  
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Step Action 

3. Click the Receive Selected button. 

 

 
 

Step Action 

4. If the item being received has multiple quantities of the same item, click 
the Serial checkbox. 

 
5. If an item is an asset the Asset Status will say Pending. Click the Pending link. 

 
 

  
Serial checkbox - If you are receiving an order that has multiple 
quantities of an item, check the Serial checkbox to have all of the 
quantity of items listed in a separate line to be received.  
 
AM Status  - Asset Management Status - This displays the status of the 
item data in relation to PeopleSoft Asset Management.  



 
 Receiving an Asset 

 

Page 4 Published 2/14/2011  
 

 
If an item status is Pending: this indicates that the receipt line is asset-
related and is pending interface with PeopleSoft Asset Management. 
Click the link to access the Asset Management Information for Line page 
where asset information can be recorded.  
 
If an item status is Moved: this indicates that the receipt line has been 
interfaced to PeopleSoft Asset Management.  
  
If the item is not asset-related, the AM Status is not shown.  
 

 
 

Step Action 

6. Enter the Serial ID for each item, this is a required field.   
This is the Serial Number from the manufacturer and is usually located on the item 
ordered. 

 
 

  
Serial ID - Required Field. The Serial ID is the serial number of the 
item that has been received.  This is usually on the item or within the 
documentation.  
  
Asset ID - The default value is NEXT.  NEXT is passed to PeopleSoft 



 
 

Receiving an Asset 
 

Published 2/14/2011  Page 5 
 

Asset Management, where the next asset ID is assigned.  
 
Profile ID - The asset profile links to the asset category and useful life, 
which are used for asset accounting and depreciation. This value is not 
available for change by the receiving agent and is populated by the value 
on the receipt distribution.  
 
Cancel Row button - Do not click the red X to cancel at the receiving 
time.   
  

 
Step Action 

7. Click the More Details tab. 
 

 
 

Step Action 

8. To enter the name of the custodian in the Custodian field, click the Lookup icon to 
search.  Click the Advanced Lookup link to see other ways to search, such as by 
Last Name, First Name or EmplID. 
 
The name will be in the format lastname,firstname middle initial (if there is one). 
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Custodian - The recipient of the asset item on the selected distribution 
sequence. If there are multiple accounting lines for the same item, the 
name of the Custodian must be the same.   
  
Location - Select the Asset Location for the asset receipt line.  For an 
asset with multiple distribution lines (split funding), the Asset Location 
must be consistent for all distribution lines. 
  
Model - (optional) Enter the Model name if you have it.  
  
Manufacturer - (optional) Enter the Manufacturer name if you have it.  
   
VIN - Vehicle Identification Number if you have it.  

 
 

Step Action 

9. The Advanced Lookup link allows  other ways to search, such as by Name, Last 
Name, First Name or EmplID.  Use the dropdown to narrow the search by using 
begins with or contains. 
 
The name will be in the format lastname,firstname middle initial (if there is one). 

 

  
Custodian - The recipient of the asset item on the selected distribution 
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sequence. If there are multiple accounting lines for the same item, the 
name of the Custodian must be the same.   
  
Location - Select the Asset Location for the asset receipt line.  For an 
asset with multiple distribution lines (split funding), the Asset Location 
must be consistent for all distribution lines. 
  
Model - (optional) Enter the Model name if you have it.  
  
Manufacturer - (optional) Enter the Manufacturer name if you have it.  
   
VIN - Vehicle Identification Number if you have it.  

 
Step Action 

10. The Location field will be pre-populated with the 10 digit asset location code of 
the Ship To location that was entered on the requisition.   
 
To enter another code, if necessary, use the Lookup icon to search.  Use the link 
Advanced Lookup to search with more fields such as Location Code, Description, 
Building Number, and Room number.. 
 
The 10 digit code is a combination of the building code, room, and location.  For 
example, 5C23 is the    School of Dental Medicine building Room D01400. 

 
11. The Advanced Lookup allows more detailed searching to find the correct Location 

code. 

12. The Model, Manufacturer and VIN fields are optional for completion. 

13. PO Comment Line field displays the purchase order comments for the selected 
item.  
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Step Action 

14. NOTE: If you have multiple distribution lines for the item(s) click the Use One 
Asset ID button to receive one asset ID for the item. 
 
In addition,for an item with multiple accounting lines (split funding), make sure 
tha the Serial ID, Custodian, Location Make, Model and VIN are the same.  If not, 
an error will be generated. 

 
15. Click the OK button. 
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Step Action 

16. The Receive Items page returns. To finish, click the Save Receipt button. 

 
17. This completes how to receive an Asset. 

End of Procedure. 
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