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Revisions to Manual 

November 2019 

¶ Complete review and update 

April 2019 

¶ Asset profiles were updated to allow departments to track all computer equipment in 
VISION, pages 9 and 10 have been updated to reflect the changes. 

March 2019 

¶ Manual finalized 

January 2019 

¶ Manual written 
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VISION Overview 

Overview of the VISION system: 
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Asset Management Process 
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Search for an Asset 

Situations when this function is used: To search for an existing asset.  

WorkCenter navigation: Asset Management WorkCenter > Links > Search for an Asset > Search for 
an Asset 

Navigator Menu navigation: Asset Management > Search for an Asset 

The Search for an Asset page displays: 

 

Your default business unit will appear in the Unit field. The Asset Status will default as In Service. 
This page allows for assets to be retrieved by entering values in the Asset Search Criteria fields 
and/or the Acquisition Details section. Different boxes can be selected in the Retrieve section to 
return specific asset information. 

Search for an asset using Profile ID 

1. Business Unit - Leave as default or enter the appropriate business unit 

2. Profile ID - Select the appropriate Profile ID 

3. Click Search  
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The Search Results display: 

 

In this example, the search retrieved all assets in BU 01110 that are coded with a Profile ID of CARS 
and have a Status of In Service. Other tabs can be selected to view additional information (Asset 
Cost Information, Acquisition Details, etc.) 

Additionally, the radio button next to an asset can be selected to use the άDrill-Down To:έ drop-
down to view details of the asset by component. Once a component has been selected, click GO! 
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Search for an Asset using Chartfield Search Criteria 

 

1. Business Unit - Leave as default or enter the appropriate Business Unit 

2. Click the Chartfield Search Criteria link 

The More Filter Options page displays: 

 

3. Enter Chartfield Values - Enter Chartfield information to filter the search. In this example 
Department is being used. 

4. Click OK  

The Search for an Asset page displays: 

 

5. Click Search  
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The Search Results display: 

 

This search retrieved all assets in BU 06120 that are coded with Dept ID of 6120070000 and have a 
Status of In Service. Other tabs can be selected to view additional information (Asset Cost 
Information/Acquisition Details/More). 

Search for an Asset is Complete 
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Add an Asset using Basic Add (Including CIP) 

Situations when this function is used: To add any new asset, including Construction-In-Process 
(CIP), into the Asset Management module that does not have a split in cost. If an asset with split cost 
needs to be added, refer to the exercise called Add an Asset Using Express Add (Including CIP).  

Note: Basic Add can be used to add capital, non-financial (physical) and CIP assets. The 
Capitalization Threshold feature enables the system to automatically classify assets into one of 
the following categories: 

¶ Capital Assets ς The system generates an Asset ID and stores both physical and financial 
information 

¶ Non-Financial άPhysicalέ Assets ς The system generates an Asset ID and stores only 
physical information. These assets are trackable by physical information. 

¶ Expensed Assets ς The system does not generate an Asset ID 

¶ CIP Assets ς The system generates an Asset ID and books the amount to the Construction-
In-Process account for tracking purposes. Accounting entries are created but depreciation 
is not calculated because the asset is still being constructed. Once the construction is 
complete, the CIP Asset must be retired, and a Capital Asset must be entered.  

WorkCenter navigation: Asset Management WorkCenter > Links > Asset Transactions > Basic Add 

Navigator Menu navigation: Asset Management > Asset Transactions > Owned Assets > Basic Add 

The Asset Basic Information page displays, click on the Add a New Value tab:  

 

Your default BU will appear in the Business Unit field 

1. Business Unit - Leave as default or enter the appropriate business unit 

2. Asset Identification - Defaults as Ψb9·¢Ω; leave default value 

3. Click Add  
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The General Information page displays: The asset status will default as In Service. The Parent/Child field 
will default as None and New Asset will be selected. 

 

1. Description - Enter a detailed description. A detailed description makes yearly inventory much 
easier and faster for your Department. Example: Rather tƘŀƴ ά/omputer MoniǘƻǊέΣ ŜƴǘŜǊ 
άSamsung SyncMaster912N Monitorέ  

2. Click Taggable Asset ONLY if the asset is a tangible asset. Please refer to VISION Procedure 
#1:Asset Management Procedure and the Finance & Management Policy #10: Capital Assets 
- Tangible and Intangible to determine if the asset is taggable 

Note: The Taggable Asset box will be selected automatically if the asset is taggable when 
the asset is saved if you have not selected it manually. You will then need to enter the tag 
number and save again. 

3. Tag Number - If the taggable box is selected, then a unique tag number must be entered 

4. Asset Class - Do not enter an Asset Class. The appropriate Asset Class will automatically 
default in based on the Profile ID selected below and must not be changed 

5. Asset Type - Do not enter an Asset Type. The appropriate Asset Type will automatically 
default in based on the Profile ID selected below and must not be changed 

6. Acquisition Date - Enter the date the asset was acquired. For CIP, enter the date of the first 
invoice paid towards the construction that will result in a capital asset 

https://finance.vermont.gov/policies-and-procedures/vision-procedures
https://finance.vermont.gov/policies-and-procedures/vision-procedures
https://finance.vermont.gov/policies-and-procedures/finance-and-management-policies
https://finance.vermont.gov/policies-and-procedures/finance-and-management-policies
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7. Placement Date - Enter the date the asset was placed into service. For CIP, enter the date of 
the first invoice paid towards the construction that will result in a capital asset 

8. Acquisition Code - Leave as default or select appropriate acquisition code from the list 
below:  

¶ Constructed: Asset was constructed by the entering department 

¶ Purchased: Asset was purchased by the entering department 

¶ Donated: Asset was either donated to the entering department by an external entity OR 
the asset was paid for by another State department and donated to the entering 
department  

¶ Transferred: Asset was transferred from another State department to the entering 
department 

9. Profile ID - Select the appropriate Profile ID from the lookup. For Construction-In-Process 
select the Profile = CIP 

10. Threshold ID - A Threshold ID may or may not default based on the Profile ID selected. This 
field must not be changed, and a threshold id must not be manually added  

11. Attachments (Hyperlink) - Add any applicable attachments such as invoices, warranties, or 
pictures of the asset. Attachments are optional but they are a useful tool 

12. Click on the Asset Acquisition Detail tab 

The Asset Acquisit ion Detail page displays: 

 

The quantity will default in as 1.0000; Currency = USD; Capitalize Status = To Be Capitalized; Profile ID 
carries over from the General Information tab; Rate Type = CRRNT; Default Book = ASSETS; Trans Date & 
Acctg Date = Current Date; Quantity Left to Capitalize = 1.0000; and Amount Left to Capitalize = 0.00. 

The Capitalize field is greyed-out and will automatically change to the appropriate status once the 
asset has been capitalized (yellow Capitalize button is clicked). 
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13. Description - Enter a detailed description. A detailed description makes yearly inventory 
much easier and faster for your Department. Example: Rather than άComputer MonitoǊέΣ 
entŜǊ άSamsung SyncMasǘŜǊфмнb aƻƴƛǘƻǊέ  

Note: The copy & paste functionality may be used to copy the description from the General 
Information tab 

14. Quantity  - Always leave as default ΨмΦллллΩ 

15. Amount - Enter the total cost of the asset 

16. Category - Leave this field blank. The appropriate category will automatically be selected by 
the system based on the Profile ID selected previously when the Capitalize button is clicked 
later in the process 

17. Click the Interfaces Info link 

 The Acquisition Details page displays: 

 

IMPORTANT: The following Payables Acquisition fields are required for all assets constructed or 
purchased by the entering department. If an asset was donated or transferred to the entering 
department, then the Payables Acquisition fields cannot be entered. Instead, a comment must be 
entered on the Location/Comments/Attributes page to explain how the asset was acquired. 

18. AP Unit - Enter appropriate AP Unit that the asset was purchased by 

19. Voucher ID - Enter appropriate Voucher ID 

20. Supplier ID - Enter the Supplier ID that the voucher was paid to 

21. Invoice Number - Enter the Invoice Number that was paid by the voucher 

22. Invoice Date - Enter the Invoice Date 

23. Click OK 
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The Asset Acquisition Detail page displays: 

 

24. Click the Acquisition Detail Chartfields link 

The Acquisition Detail Chartfields page displays: 

 

25. Enter appropriate chartfield information - Fund and Department are required 

26. Click OK  
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The Asset Acquisition Detail page displays: 

 

27. Trans Date - Enter the transaction date. This date must be the same as the acquisition date 
entered on the General Information page. 

IMPORTANT! - The Trans Date is the date used to calculate depreciation on capital 
assets. The Trans Date cannot be corrected once the Capitalize button is selected. 
Assets entered with incorrect Trans Dates will need to be retired and then reentered 
correctly. 

28. Trans Code - Leave this field blank unless the asset was donated from an external entity 
(outside State government). If the asset was donated from an external entity, then select 
άDonatedέ from the drop-down menu. 

29. Click Capitalize 
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The Asset Cost Information box displays: 

 

Book Name - Populates a default value of ASSETS.  

Quantity - Populates from the quantity entered in the Acquisition Details section. 

Category - Populates with the category that is associated to the Profile ID that was selected on the 
General Information Page. Do NOT change this value. If the category is not correct, it is because the 
wrong Profile ID was selected. The only way to correct this is to exit the page without saving and 
start over. 

Cost - Populates from the amount entered in the Acquisition Details section. 

Salvage - Populates a default value of 0.00 

Chartfield Information - Populates from the chartfield values entered on the Acquisition Detail 
Chartfield page.  

30. Click on the Location/Comments/Attributes tab 
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The Location/Comments/Attributes page displays: 

 
31. Location - Select the appropriate asset location code (begins with A) 

32. Location Detail - Enter a free-form value that represents a more detailed location. (Example: 
4th Floor Conference Room) 

33. Comments - Enter any required comments such as how the asset was acquired if not 
purchased by the entering department. 

34. Click Save 

If the total cost entered (or not entered) does not meet the physical threshold, then the costs will be 
considered expensed and no asset will be created. The following message displays. Click OK and exit 
out of basic add as the transaction will not save. 

 
If the total cost exceeds the physical threshold but not the capitalization threshold, then a Non-
Financial asset will be created for tracking purposes only but no accounting entries will be 
generated. The following message displays. Click OK and a new asset id will be assigned. 
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If the total cost exceeds the physical and capitalization thresholds, then a Capital asset will be 
created, and a new asset ID will be assigned. 

 

35. Click Save 

36. If you did not select the Taggable Asset box in Step 2 it may default to checked based upon 
the Profile ID. If the Taggable Asset box defaults to checked, enter a Tag Number 

 

Add an Asset using Basic Add (Including CIP) is Complete
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Add an Asset using Express Add (Including CIP) 

Situations when this function is used: To quickly add any new asset (including CIP) into the Asset 
Management module with or without split cost. Once the asset is established through Express Add, 
further updates are required to be completed in Basic Add. 

Note: Express Add can be used to add capital, non-financial (physical) and CIP assets. The 
Capitalization Threshold feature enables the system to automatically classify assets into one of 
the following categories: 

Capital Assets ς The system generates an Asset ID and stores both physical and financial 
information. 

Non-Financial Physical Assets ς The system generates an Asset ID and stores only physical 
information. These assets are trackable by physical information. 

Expensed Assets ς The system does not generate an Asset ID 

CIP Assets ς The system generates an Asset ID and books the amount to the Construction-
In-Process account for tracking purposes. Accounting entries are created but depreciation 
is not calculated because the asset is still being constructed. Once the construction is 
complete, the CIP Asset must be retired, and a Capital Asset must be entered. 

WorkCenter navigation: Asset Management WorkCenter > Links > Asset Transactions > Express Add 

Navigator Menu navigation: Asset Management > Asset Transactions > Owned Assets > Express Add 

The Asset ExpressAdd page displays: 

 

1. Business Unit - Leave as default or enter the appropriate business unit 

2. Asset Identification - Defaults as Ψb9·¢Ω; leave default value 

3. Click Add 
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The Cost/Asset Information page displays: 

 

The Trans Date and Acctg Date will default in as the current date. The Currency defaults to USD. The 
Rate Type defaults to CRRNT. The Book Name defaults to ASSETS. The Quantity defaults to 1.0000.  

4. Profile ID - Select the appropriate Profile ID from the lookup. For Construction-In-Process 
select the Profile = CIP 

5. Description - Enter a detailed description. A detailed description makes yearly inventory 
much easier and faster for your Department. Example: Rather than ά/ƻƳǇǳǘŜǊ aƻƴƛǘƻǊέΣ 
ŜƴǘŜǊ ά{ŀƳǎǳƴƎ {ȅƴŎMaster912N MonƛǘƻǊέ 

6. Location Code - Select the appropriate asset location code (begins with A) 

7. Tag Number - A unique tag number must be entered if the asset is taggable (tangible). Please 
refer to VISION Procedure #1:Asset Management Procedure and the Finance & Management 
Policy #10: Capital Assets - Tangible and Intangible to determine if the asset is taggable. 

8. Trans Date - Enter the date the asset was acquired. For CIP, enter date of the first invoice 
paid towards the construction that will result in a capital asset 

IMPORTANT! - The Trans Date is the date used to calculate depreciation on capital assets. 
The Trans Date cannot be corrected once the Save button is selected. Assets entered with 
incorrect Trans Dates will need to be retired and then reentered correctly. 

9. Acctg Date - Always leave as the current date default  

https://finance.vermont.gov/policies-and-procedures/vision-procedures
https://finance.vermont.gov/policies-and-procedures/finance-and-management-policies
https://finance.vermont.gov/policies-and-procedures/finance-and-management-policies
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10. Trans Code - Leave this field blank unless the asset was donated from an external entity 
(outside State government). If the asset was donated from an external entity, then select 
ά5ƻƴŀǘŜŘέ ŦǊƻƳ ǘƘe drop-down menu  

11. Quantity ς Defaults to 1.0000. Leave as default or update to appropriate quantity if entering 
a split cost asset. 

Note: The combined quantit y of all Asset Cost Information rows must total 1.0000. 
(Example: If row 1 = .7500 then row 2 must = .2500). The combined cost of all Asset 
Cost Information rows must total  the full cost of the asset. You may also set one line 
to quantity = 1.0000 and any additional lines to quantity  = 0.0000 ς this will allow you 
to set precise cost values for each line as in the following example 

12. Cost - Enter appropriate cost for the asset. If entering a split cost asset, then enter the 
amount associated with the first line of asset cost. 

13. Chartfield Information - Enter appropriate chartfield information for the asset. If entering a 
split cost asset, then enter the chartfields associated with the first line of asset cost. 

14. Entering multiple cost rows - If this is a split cost asset, click the plus        icon to add an 
additional row of Asset Cost Information. The Quantity, Cost and Chartfield Information must 
be completed for each additional line of cost.  

15. Click Default Profile - The Category fields for each row of cost are populated. Do not change 
the default Category value 

The Asset Additional Information section expands: 

 

15. Asset Type/Threshold ID/Asset Class - Values default based on the Profile ID selected on the 
Cost/Asset Information Page and must NOT be changed 

16. Asset Status - Defaults to In Service 

17. Acquisit ion Date - Defaults based on the Trans Date that was entered on the Cost/Asset 
Information Page 

18. Acquisit ion Code - Leave as default or select appropriate acquisition code from the list 
below: 

¶ Constructed: Asset was constructed by the entering department 

¶ Purchased: Asset was purchased by the entering department 

¶ Donated: Asset was either donated to the entering department by an external entity OR the 
asset was paid for by another State department and donated to the entering department 
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¶ Transferred: Asset was transferred from another State department to the entering 
department 

19. Parent/Child - Defaults to None. Use the dropdown box to designate whether the asset is 
the parent or child of another asset. If the asset is a child of another asset, then the asset 
identif ication number of the parent asset must be entered in the Parent ID field 

20. Taggable Asset - Defaults as selected if the asset is tangible 

21. Capitalized Asset - Defaults as selected (this is greyed out) 

22. Click Save 

If the total cost entered (or not entered) does not meet the physical threshold, then the costs will be 
considered expensed and no asset will be created. The following message displays. Click OK and exit 
out of basic add as the transaction will not save. 

 

If the total cost exceeds the physical threshold but not the capitalization threshold, then a Non-
Financial asset will be created for tracking purposes only, but no accounting entries will be 
generated. The following message displays. Click OK and a new asset id will be assigned. 

 

If the total cost exceeds the physical and capitalization thresholds, then a capital asset will be 
created, and a new asset id will be assigned. 

Once the asset has been saved, the Asset ID will display: 
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Navigator Menu navigation: Asset Management > Asset Transactions > Owned Assets > Basic Add 

The Asset Basic Information page displays: 

 

Business Unit and Asset Identification should default from Express Add 

1. Select the Correct History box 

2. Click Search 

The General Information page displays: 

 
3. Click on the Asset Acquisition Detail tab  
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The Asset Acquisition Detail page displays: 

 
4. Click on the Interfaces Info link 

The Acquisition Details page displays: 

 
IMPORTANT: The following Payables Acquisition fields are required for all assets constructed or 
purchased by the entering department. If an asset was donated or transferred to the entering 
department, then the Payables Acquisition fields cannot be entered. Instead, a comment must be 
entered on the Location/Comments/Attributes page to explain how the asset was acquired. 

Note: You only need to add the Acquisition Details for the first line of a multi-line asset. 

5. AP Unit - Enter appropriate AP Unit that the asset was purchased by 

6. Voucher ID - Enter appropriate Voucher ID  

7. Supplier ID - Enter the Supplier ID that the voucher was paid to 

8. Invoice Number - Enter the Invoice Number that was paid by the voucher 

9. Invoice Date - Enter the Invoice Date  

10. Click OK  
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The Asset Acquisition Detail page displays: 

 

11. Click on the Location/Comments/ Attributes tab 

The Location/Comments/Att ributes page displays: 

 

11. Location Detail - Enter a free-form value that represents a more detailed location. (Example: 
4th Floor Conference Room) 

12. Comments - Enter any required comments such as how the asset was acquired if not 
purchased by the entering department 

13. Click on the Asset Acquisition Detail tab 
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The Asset Acquisition Detail page displays: 

 
14. Click Save 

 

Add an Asset using Express Add (Including CIP) is Complete 



Asset Management - November 2019  Page 27 of 80 

Copy an Existing Asset 

Situations when this function is used: To create multiple assets from an existing asset.  

An example would be if 50 laptops were acquired, an existing laptop asset could be used to create 
50 new laptop assets. Or, one new laptop asset can be created and then used to create 49 more 
laptop assets in one transaction using the copy function. 

Note: Only assets that were created in v9.2 can be used to copy from.  

WorkCenter navigation: Asset Management WorkCenter > Links > Asset Transactions > Copy 
Existing Asset  

Navigator Menu navigation: Asset Management > Asset Transactions > Owned Assets > Copy 
Existing Asset 

The Copy Asset page displays: 

 

1. Business Unit - Leave as default or enter the appropriate business unit 

2. Enter the appropriate search criteria in the fields provided to locate an asset to copy from 
and create new assets.  

3. Click Search  
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The Create Asset Copies page displays: 

 

4. Original Asset ID - Defaults in 

5. Description - Defaults in 

6. Acquisiti on Date - Defaults as the current date  

7. Num of Asset Copies to Create - Defaults to 1. Enter appropriate number of new assets that 
need to be created. Example: If you created the first asset and need 4 assets in all, only enter 
3 in this field. If you used an existing asset and need 4 assets in all, enter 4 in this field 

In the Asset Copy Options section: 

8. All Asset Copy Options default in as selected except; Asset Non-Capitalized Cost, Asset 
Inspection Info and Asset Insurance Info 

9. Click Create Assets 

The Asset section will open and displays sub-sections for each of the new assets being created: 

 

10. Asset ID - Defaults in with a NEXT value (NEXT, NEXT2, NEXT3) so that the new assets are 
created with the next available asset identification numbers. These values must not be 
changed 

11. Taggable Asset - Defaults value from the asset being copied. 










































































































