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Asset Receiving
1. Navigate to the Asset 

Management > Receiving.
2. Select the type of asset you are 

adding (End Item, Component or 
Bulk).

3. Select the type of action (New 
Procurement, Administrative 
Adjustment, Inventory 
Adjustment, etc.).

4. Enter or browse for the Stock 
Number of the asset.

The Asset Receiving process is used when you are receiving 
assets from a purchase, donation, inventory adjustment or other 
procurement method.

5. Enter the cost of the asset.
• For Bulk, enter the cost for each unit, not the cost of the entire quantity.
• For Components, this field is optional if you select the Cost Embedded checkbox.

6. Select the Continue button.  If the Catalog Unit Price is different than the Acq Cost
entered, several cost variance messages may display. This variance is based on 
parameters set by your Agency Coordinator. Review the cost you have entered to make 
sure it is correct before continuing.

The Mass Upload process will be discussed at the end of this 
Quick Reference Guide.
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Asset Receiving - Basic Tab
1. For bulk assets, enter the mandatory quantity.

• Enter the mandatory data fields:  Acq Dt, Cond Cd, and Doc Nbr
2. Verify the Asset Cd.
3. Verify the Cptl Cd (there are two exceptions to DoD Policy for the Cptl Cd - Capital, below 

Threshold and Non-capital, Exceeds Threshold).  Coordinate with your Accounting POC 
before making an exception).

4. Select the Catalog tab.

The Basic tab is used to enter general 
information about the item received.
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Asset Receiving - Catalog Tab
1. Use the Browse (...) button to select the 

mandatory manufacturer information.  If the 
asset is non-accountable, in the Mfr Data 
Browse make sure to select the Non Actbl
checkbox.

2. Enter the year the asset was manufactured.
3. Select the appropriate UII Sts Cd (Status Code).  

For further guidance regarding UII policy 
contact your  Agency Coordinator.

4. Select the Accounting tab.

The Catalog tab is used to provide 
specific cataloging information 
about the asset.
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Asset Receiving - Accounting Tab
1. Select the appropriate 

Fund Cd/ASN.  Other fields 
may have special data 
entry configurations based 
on your accounting 
system. You should consult 
your Accounting POC for 
valid entries.

2. Select the Depreciation
tab.

1. Select the Activate 
Depreciation 
checkbox.

2. Enter, or use the 
Calendar tool, to 
complete the 
activation date of 
the asset. 

3. The Deprn Period
defaults based on 
the Asset Code and 
Asset Control Code 
assigned in the Catalog. This value may be changed if 
needed.

4. Select the Agency tab.

Asset Receiving - Depreciation Tab

If you are not activating the asset 
for depreciation at this time, do 
not enter any data on this tab.
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Asset Receiving - Agency Tab
The Agency tab defines up to five additional fields deemed important by the Agency.  If a field on this tab is 
mandatory, it must be completed prior to proceeding to the Asset Entry tab; otherwise, you do not need to 
select this tab. 

1. Enter the Asset Id.  If you select the Auto Assign
checkbox, the Asset Id field is replaced with an Asset Id 
Prefix drop-down field.  Check to see if your Agency uses assigned prefixes.

2. Select the Custodian Nbr (…) Browse button.  The AuthnLinTamcnBrw window displays.

Asset Receiving - Asset Entry The Asset Entry tab provides 
specific asset information, such as 
Asset Id, Custodian, Location, 
Serial Number, etc.

The assets you are adding must display in the grid below the Save button before you select the Add button; 
otherwise, the assets will not be added.
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3. Enter the Custodian Nbr (or leave blank to display all).
4. Select the Search button. The Custodian Numbers display.
5. Choose the Select hyperlink next to the Custodian being assigned the asset. The 

LIN/TAMCN list displays.
6. Choose the Select hyperlink next to the appropriate LIN/TAMCN. The selected 

LIN/TAMCN displays  in the Authn LIN/TAMCN field.
• The following steps refer back to the Asset Entry Tab page

7. Enter the Serial Nbr for the asset (this field is not available for bulk assets).
8. Browse for and select the Loc.
9. Select the Save button.  You can receive up to fifty assets of the same type in a single 

transaction for multiple Custodians or Locations. However, multiple Components can 
only be added to one Custodian and Location in the table. You must repeat the Asset 
Receiving process to add Components to another Custodian or Location.

10.Select the Add button to process.  

Asset Receiving - Asset Entry (Cont’d)
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Asset Receiving – Mass Upload
1. From the Asset Receiving data entry page, select the radio button for the type of asset 

you are adding (End Item, Component or Bulk).
2. Select the Type Action (new procurement, administrative adjustment, inventory 

adjustment, etc.).
3. Enter or browse for the 

Stock Number of the asset.
4. Enter the Acq Cost.
5. Select the Mass Upload

Assets checkbox.
6. Select the Continue button.

Selecting the Download button on the Search Criteria page generates an Excel spreadsheet which allows 
you to upload (add) up to 50 like assets at one time.  
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Asset Receiving – Mass Upload
1. Process the Basic, Catalog, Accounting , Depreciation and Agency tabs.
2. Select the Asset Entry tab. 
3. Select the Browse button and select the Excel spreadsheet used to enter the assets’ 

information.
4. Select the Upload Spreadsheet button.

The Lower grid displays any errors  or the list of
Records to upload. 

5. Select the Add button to complete the mass process.
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