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The purpose of this job aid is to provide instructions on how to review and correct Fleet data in
MAGIC.

Listed below are the topics that are covered in the job aid. Please note that for security
purposes, some of the data in the screen shot examples has been covered.
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Required Fleet Data in MAGIC

The Office of Purchasing, Travel, and Fleet Management (OPTFM) has identified the following
data elements to be required in MAGIC in order to make statewide Fleet Management business
decisions:

Accurate Asset and Equipment record statuses

Fuel, Maintenance, and Repair data of vehicles
Accurate vehicle mileage readings

Assignment Type of vehicles and Driver Assignments
County field on the asset record

abrwnpRE

Accurate Asset and Equipment Record Statuses

In MAGIC each vehicle has an asset record (maintained to track financial information such as
depreciation and current value) and an equipment record (maintained to track maintenance
history and usage costs information). When the asset record is saved in the system, a
corresponding equipment record shell is created. The shell must be manually completed for
each new vehicle by the agency’s Fleet Coordinator.

The number of active vehicle records should be consistent in the Asset and Fleet Management
modules. The only instance where an agency would have a larger amount of active vehicle
asset records than equipment records would be when split funding is used to purchase a
vehicle. In this case, the agency may have additional sub assets that do not require equipment
records. Follow the steps below to review and update asset and equipment record statuses.

1.) Generate a list of active vehicle assets in MAGIC
a. Enter transaction ZFAM_ASSETS BY_ EMPL in ECC to access the Active
Assets by Employee Assigned report.
b. Click the multiple selection button on the Asset Class line and enter the asset
classes for vehicles: EQ030025, EQ030026, XEQ03025, and XEQ03026

Active Assets By Employee Assigned

Menu , 4 | Saveas Varant.. | Back || Exit || Cancel || System , Execute || Get Variant...

Selection Criteria for Assets

Company Code SoMS §|

Main Asset Number to =
Asset Subnumber to <
Asset Class 1o
Business Area 0] =
County o I~
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Multiple Selection for Asset Class X

Select Single Values Select Ranges Exclude Single Values Exclude Ranges

0. Single val |
~ |Eaoacozs Z
EQ030025
XEQ03025

XEQ03026| [T

v i 515 5 0 e secon. | 15

c. Click Execute to run the report.

Active Assets By Employee Assigned

[Menu « [ Save s Varian.. | Back || Ext || Cancet || System | | [Eraca ] Get varant. |
Selection Criteria for Assets
Company Code Boms E
Main Asset Number to = ‘

2.) The report output will display a list of active vehicle asset records for the user’'s
authorized agency. Review the list to make sure it is accurate.

Note: For security purposes, specific data on the report is not shown in this job aid.

Uctive Assets By Employee Assigned
b, | Bk Bt Cancl Bpflen | Delsly | S AdosedrgOnst | Giel e Demcsndeg (st | SelFter | To | Pty LeclFle | MalRecpiet | ABCAaysr | Gewfir Chargemol  BelaclLremt.  Eew Loid
Wi ZFANR_ASETS_EMP|OTEEASSIONED Stata of Wikdiuaioe bier 1D 3P0E000

VER Aty By Emplopos Asigu Datn 00112017
ik 100 Tisie 153 4
Inuastry Nuariar * At A Dscopisn S Hunt O Enpieyin 0 Room  hadona Lk Aeoudan i Bequrilion Vi Lacakn
OOOQOXOOOONO0NN LUELEEEEERPEREEVETTEEREEREE T MOTCRPOOL-ADMIN 15T 1500840
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3.) Export the report into a spreadsheet using the following menu path: Menu > List > Export
> Spreadsheet.

Choose a file to save

8Bt &
N

1 [ Dt Mol Ty Sian

File Ny Activedaseld XLEX

Save as fiype Eeed (" XLEX}

of Chocte| | M Cancel

4.) Highlight the data in the Main Asset Number column and copy it to your clipboard.

A B C
Inventory Number |I"u"|air'| Asset Number |Asset Description |E
X00CNO00000D0C00000DINC0! K000COoUMIo00C0NINTR000N 000NaNNN000000000NNNI 5
O00000R0000000000000000; OMRG000N00N00NNCNMNGNT 0p00oD000oIC00D0N0R0N0N: 3

5.) Enter transaction IEO5 in ECC to display a list of equipment records.
a. Click the multiple selection button on the Asset line. (Scroll down the page to the
Location Data section to find the Asset field.)

Change Equipment: Equipment Selection

Menu 4 | Saveas Variant.. | Back | Exit | Cancel | System , Execute || Program Documentation
Location Data
Controlling Area o (el
Business Area to | =
Asset fo
Subnumber to g
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b. Paste the values form the previous report by clicking on the upload from
clipboard button and click the copy button. (You must have copied the asset
column from the Active Assets report as directed in step 4 to be able to paste the
values in the Fleet report.)

Multiple Selection for Asset %

Select Single Values Select Ranges Exclude Single Values Exclude Ranges

0... Single value i

A

v’w? F2 fr [i]  Multiple selection.. @Ex

e

c. Execute the report.

6.) The report output will display all of the equipment records that are linked to the agency’s
current active vehicle asset list.

Review the report and if any records show blank fields, these shells have not been
completed by the Fleet Coordinator. Complete the equipment record setup by following
the steps in the New or Transfer Vehicle job aid for new vehicle set up.

Display Vehicles: Vehicle List

e || | Beex || B || Cancet | Sysiem | || Detass | Change -~ Dupasy || Upsise | Seloct A || Daselect A8 || Sortin Asvandng Order || Barl i Dascansing Ot || Su Fiie || Grapha || Long Tert || Evpana Tatsis | Tetsis Lines Or

B © wnveehory mamber = nsser e Aty vise Dquprsind  Daterphon sf Ththbrecsl Obpoet et Type  Masutachase VIN Liesnza psty Oaeentions

Data not shown for security purposes.
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7.) Additionally, a custom report is available to view the status discrepancies between

vehicle asset records and equipment records.

a. Enter transaction ZFAM_VEHICLE_EQ_STAT in ECC to review vehicle and
equipment record status report.

b. Execute the report.

Vehicle and Equipment Status Report

Menu

Asset Selection

Deaciivation Dats

Equipment Selaction
Flannar Group
Eaquipment Number

Equipment Status

Status Selection
= All Vethichs

Only Mismaiched Statuses

Output Selection
= Report Onily
File on Local Server

Fila on Application Server

8.) The report displays the asset records and corresponding equipment records. The

4 | Save as Varant.

=Y

Back || Exit | Cancel | System ,

mismatch records are highlighted in Green.

a. If the asset record is active and the equipment record is inactive, reactivate the
equipment record using transaction IE02. Do not complete this step for sub

assets.

b. If the asset record is inactive and the equipment record is active, deactivate the

equipment record using transaction IE02.

Use the New Vehicle Setup job aid for steps to deactivate an equipment record.

nvantarye sty M5t Glass

Data not shown for a0z
security purposes.
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Acquisn. Dak

ORT1/2000
0B012000
0173172008

Daactyn.Dale

OTANR0R

B5002017

Assel Status  Equipment #

INAC
AVLE
INAC

Dasciption

1657 SIEARA CREW PICKUP
2001 CHEVROLET SILVERADO
2000 FORD ECONOLINE WAGON

Equ S%alus

e
AVLE
AVLE
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Fuel, Maintenance, and Repair Data of Vehicles

Fuel, maintenance, and repair data must be entered for all vehicles in MAGIC. If the initial
equipment record / measuring points setup is complete and the correct inventory number has
been submitted to FuelMan, all fuel, maintenance, and repairs purchased with a FuelMan card
will automatically post in MAGIC. There are multiple reports that can be used to review the
postings for this data.

1. Measurement Documents IK17 (display) and IK18 (change)
This list edit report will display the fuel entries (gallons), fuel cost (price), and odometer
postings for a vehicle. Enter the equipment number to view the postings for a vehicle.

2. Display PM Orders IW39
This report list maintenance and repair entries that have been made to a vehicle. Enter
the equipment number in the search criteria and select Historical Orders at the top of the
Selection Screen.

3. Mississippi State Auditors Report — Vehicle
This Analytics report provides a list of active vehicles (based on the status of the
equipment record) for an agency with summary cost information (fuel costs, maintenance
costs, and repair costs) and odometer readings. Since this is an Analytics report, data is
updated in a nightly batch process. From the Analytics tab in the MAGIC portal use the
path Public Folders > State of Mississippi > LO — Logistics > Plant/Fleet Maintenance >
Mississippi State Auditors Report — Fleet to run the report.

4. FuelMan error report ZPMFMI_FUELMANLOGGER
This report displays the last 3 months’ errors from the FuelMan file load. Review this report
weekly to determine reasons for the FuelMan errors.

FUELMAN: Logger

Menu , | 4 | Back || Exit || Cancel || System , Details | Delete || SelectAll | Deselect Al Sortin Ascending Order || Sortin Descending Order || SetFilter = Delete Filter || Local File.

L] UUID Object ID Line No. Equipment “ Plplant Inventory no. Transaction Code Serv Type Serv Date Vendor Name Field Msg.typ Eror Text

3,789 1 1130 ODO. READING{IK11)  FUEL 111292016 E Odometer reading outside dail
184 1 1130 ODO. READING(IK11)  FUEL 12/09/2016 Data not ShOWn E Odometer reading outside 30 «
50 1 1130 ODO. READING{IK11)  FUEL 1116/2016 . E Odometer reading outside dail
a7 130 0DO. READING(IK11)  FUEL 11/18/2016 fo rsecu ”ty E Odometer reading outside dail
99 1 1130 ODO. READING{IK11)  FUEL 121272016 E Odometer reading outside 30 «
243 1 130 0DO. READING(IK11)  FUEL 11/03/2016 purposes E Odometer reading outside dail
4,536 1 1130 ODO. READING{IK11)  FUEL 021182017 E Odometer reading outside 30 «
4,539 1 130 ODO. READING(IK11)  TBA 02/15/2017 E Odometer reading outside dail
52 1 1130 0ODO. READING{IK11)  FUEL 1118/2016 E Odometer reading outside 30 «
2,726 1 130 0DO. READING(IK11)  FUEL 12/30/2016 E Odometer reading oulside 30 «
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Accurate Vehicle Mileage Readings

To identify vehicles with bad mileage readings, follow the steps below.

1.) Enter transaction IE36 in ECC.
2.) Execute the report.

Display Vehicles: Vehicle Selection

Menu 4 4 | Saveas Variani.. | Back Exit | Cancel \ S}tslem a VGeI Variant... || Program Documentation

Equipment Selection

Equipment to <
Object Description to d I
Matenial fo ?
Serial Number to g
Period From |09/18/2017 to 09/18/2017

Partner ~

Selection Profile Address ®

Classification
Class Type Include Subordinate Classes

Class Valuation ®

3.) If the default layout does not contain the mileage readings for the vehicles, add the field

to the report. Click Menu > Settings > Layouts > Current to modify the fields displayed in
the report.

Display Vehicles: Vehicle List

Menu , 4 | Back || Exit || Cancel | System ,
List > o ) ]
) at Description of Technical Object

Edit >

Goto IS Ford F 150

Strucluring > Ford F 150

Environment > Ford F 150
EIZ - FE—

System >

Get...
WebGUI File Browser Selection Vanant »

About SAP GUI for HTIML Save as Variant

- . Summation Levels »
4 K

Administration...
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4.) Add the Primary Counter Reading field to the Displayed Columns List. Click Save (if
you would like to keep this change as a default) or the Green Check.

Change Layout
SorOrder | Fiter | Display
Displayed Columns Column Set
]| [<I[=1z]= W [Fa
Column Name = Column Name
Selected line Plant o
Equipment category Plant section
Equipment Position
Assel " | Postal Code
Description of Technical Object D Power unit
Subnumber Primary Counter Unil
Acquisition date Primary fuel
Acquisition Valua PrimaryCounterReadng
System status Profitab. Segm! No.
Referenced config v
< >

4 E

5.) Review the odometers in the report. All odometers that are blank or over 1,000,000
miles should be corrected.

a. If a vehicle has no reading, the either the initial odometer reading was never
posted or the Calculation method was not entered on the equipment record.
Follow the New Vehicle Setup job aid for instructions to post an initial odometer
reading.

b. If a vehicle has an odometer over 1,000,000 miles, it is likely an erroneous
posting has been made. The section below outlines the steps to review mileage
postings and reverse incorrect measurement documents.

Display Vehicles: Vehicle List

Menu , | 4 | Back || Exit || Cancel | System , Details || Change <-> Display || Update || Select All || Deselect All || Sortin Ascen
I'|r:| 5 C Equipment Assel Description of Technical Object S5No.  AcgDate Acgvalue SysStatus | CntrRead
F Ford F 150 03/30/2017 20,000.00 INST
F Ford F 150 20,000.00 INST
F ’6 Ford F 150 04/07/2017 20,000.00 INST
F Z § 1999 FORD LGT CONVTHML 'F' 0 06/01/1999 17,259.00 INST 64000.0
F ; 8_ Replace # PO # 0 07/01/1999 25,281.71 INST
F _‘Ci S 1998 FORD LGT CONVTHNL 'F' 08/01/2000 16,000.00 INST
F 46 & 2001 CHEVROLET SILVERADO 0 09/01/2000 19,141.85 INST 1100390.0
F < E 2003 FORD ECONOLINE WAGON 01/31/2006 9,800.00 INST 208914.0
F "g § 2003 FORD SRW SUPER DUTY 0 01/23/2003 21,248.00 INST 1047675.0
F o (2] 2007 FORD LGT CONVTHML 'F' 0 07/31/2007 15,246.00 INST 2113893.0
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To fix erroneous mileage readings, follow the steps below:

1. Enter transaction IK18 in ECC to review Measurement Documents for a specific
vehicle.
2. Complete the fields for the selection criteria and execute the report:
a. Equipment
b. Choose “with or without” Reversal indicator to show all measurement
document postings
c. Change the “No. of MeasDocs by MeasPoint” to “999999” in order to display
more than 50 postings.
d. Execute the report

Change Measurement Documents: Measurement Document Selection
Menu , 4 | Save as Variant.. Back || Exit || Cancel Sys'led‘. Execute B Get Variant.. Program Documentation
I Equipment a. - to g I
Functional Location o =3
Date to 09/14/2017
MeasTime 00:00:00 to 23:39:59
Measurement document to =
Text fo [l
Source document fo =
Catalog type
Code group
Reversal indicator b with wia = with or without I
Admin. data
Reading taken by to =
Crealed on 1o =
Crealed by 1o g
Changed on to g
Changad by 1o =
| No. of MeasDocs by MeasPoint C. 99,999 I
SAnd

3. Right click on PM_MILES in the “MeasPosition” field and select Set Filter. This will
filter the report to display only the odometer postings.

:uments: Measuremer

ack || Exit || Cancel || System ,

] [

P_hai £ E  N&nNRQ|
Cut
PML ooy Toxt 201
PM_ insert with Overwrite 201
PM_ 201
P Optimize Width o
Unfreeze Columns
01
PM. rog 201
P Set Filter... 01
PM_ 201

10
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4. Click the Green Check to accept the filter.

" SECTE

5. Review the postings in the CntrRdg (Counter Reading) field to determine the
erroneous measurement reading postings.

Change Measurement Documents: Measurement Document List

Menu 4 | Back Cancel || System , Details | Change <= Display = Update = Select
T S MeasPosition , Cat Date “ Time - CnirRdg [MeasRdg Difference D Meas/TCRdg Unit Te
E PM_MILES F 06/20/2014 12:00:00 94168.0 94168.0 94168.0 mile S
PM_MILES F 07/01/2014 10:10:00 94325.0 94325.0 157.0 94325.0 mile 21
PM_MILES F 08/29/2014 07:50:00 94562.0 94562.0 2370 94562.0 mile 21
PM_MILES F 09/09/2014 11:10:00 94596.0 94536.0 340 94596.0 mile 20
PWM_MILES F 11/07/2014 02:00:00 94817.0 94817.0 2210 94817.0 mile 21
PM_MILES F 1216/2014 08:40:00 94997.0 94997.0 180.0 94997.0 mile 21
PM_MILES F 01/29/2015 09:40:00 95156.0 95156.0 159.0 95156.0 mile 21
PM_MILES F 02/20/2015 09:10:00 95259.0 95259.0 103.0 95259.0 mile 21
PM_MILES F 04/15/2015 08:20:00 95470.0 95470.0 211.0 95470.0 mile 21

. E PM_MILES F 06/30/2015 07:40:00 109572.0 @109572.0 14102.0 109572.0 mile 21
PM_MILES F 09/17/2015 07:50:00 959893.0 §959893.0 850321.0 958893.0 mile 21
PM_MILES F 10/23/2015 09:30:00 96021.0 96021.0 136128.0 1096021.0 mile 21
PM_MILES F 12/03/2015 08:20:00 96202.0 96202.0 181.0 1096202.0 mile 21
PM_MILES F 0171172018 09:10:00 96352.0 96352.0 150.0 1096352.0 mile 21
PM_MILES F 02/16/2016 09:20:00 96552.0 96552.0 200.0 1096552.0 mile 21
PM_MILES F 04/04/2016 13:30:00 967882.0 W967882.0 8713300 1967882.0 mile 21
PM_MILES F 05/25/2016 13:30:00 96969.0 96969.0 129087.0 2096969.0 mile 21

<

6. Double-click the line to open the counter reading, and follow the menu path to
reverse the posting: Menu < Measurement Document < Functions < Reversal
Indicator < Set.

Click Save. If you do not save the reversal, it will not change the posting.

Change Measurement Document: General Data

Menu ,| | 4 | Save || Back | Exit | Cancel || System , Convert Unit of Me
' Other Measurement Document (Shift+F5)

Edit > Create

Goto > Change F |Fleet Measuring Point

Extras > Display

Environment >

System > Save (Ctrl+5)

Help >

‘WebGUI File Browser Reset

About SAP GUI for HTML Exit (Shift+F3)  Jocumtd after task

Fleet Data Clean-Up JOB AID
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7. Click the Update button to display the changes made as a result of the reversals.
Also, you will notice “X” in the reversal indicator column for the entries reversed.

o

Change Measurement Documents: Measurement Document List

Menu 4 | Back | Exf | Cancel | Syslem , Detait: = Change <-~ Display = Update = Select Al | Deselect Al | Sortin Ascending Ordier | Sortin Descending Order | Sed Filter | Graphic

E; S Tme i CrirRdg  MeasRdg Difference D Meas/TCRAg Unit Text Texd LC ERRATD CrirOvRdg ~ AnnEsSim. Crealed on
110000 945060 84596.0 Mo 945060 mille B00 Lube / Oil and Fiter Change SOMS CONVERSION X x 1000000.0 12000.0 09162014
08:00:00 94817.0 848170 210 248170 mile 2 Unleaded SOMS CONVERSION x x 1000000.0 12000.0 19112014
08:40:00 94997.0 540970 180.0 949970 mile 2 Unleaded SOMS CONVERSION x x 100:0000.0 12000.0 12232014
09:40:00 95156.0 85156.0 158.0 951560 mie 2 Unleaded SOMS CONVERSION x x 100:0000.0 12000.0 02032015
09:10:00 95259.0 852500 1030 952500 mile 2 Unleaded SOMS CONVERSION X x 1000000.0 12000.0 02242015
08:20:00 95470.0 954700 AR 95470.0 mile 2 Unleaded SOMS CONVERSION x x 1000000.9 12000.0 04212015
07:40:00 1085720 1095720 141020 109572.0 mille 2 Unleaded SOMS CONVERSION x x x 100:0000.0 12000.0 0772015
07:50:00 956803.0 9598930 8544230 955893.0 mile 2 Unleaded SOMS CONVERSION x x x 100:0000.0 12000.0 0222015
09:30:00 96021.0 860210 5510 96021.0 mie 2 Unleaded SOMS CONVERSION x x 1000000.0 12000.0 1272015
08:20:00 96202.0 962020 1810 962020 mille 2 Unleaded SOMS CONVERSION X X 1000000.0 12000.0 12082015
09:10:00 96352.0 963520 1500 96352.0 mile 2 Unleaded SOMS CONVERSION x x 100:0000.0 12000.0 01192016
09:20:00 96552.0 965520 2000 96552.0 mile 2 Unleaded SOMS CONVERSION x x 100:0000.0 12000.0 02232016
13:30:00 9578820 9678820 8713300 0678820 milea 2 Unleaded SOMS CONVERSION x x x 1000000.0 12000.0 04122016
13:30:00 96969.0 96060.0 4170 96969.0 mile 2 Unleaded SOMS CONVERSION x x 1000000.0 12000.0 05312016
10:20:00 230 871230 1540 971230 mile 2 Unieaded SOMS CONVERSION X x 1000000.0 12000.0 08022016
09:10:00 972450 972450 1220 972450 mie 2 Unleaded SOMS CONVERSION x x 100:0000.0 12000.0 0202016
08:50:00 97489.0 974800 2440 97489.0 mie 2 Unleaded SOMS CONVERSION x x 1000000.0 12000.0 12132016
< »

8. If the erroneous posting is the first posting for the vehicle, a new initial odometer
posting is required. Post the new entry 1 mile before the next correct posting and 1
day before the current initial posting. Instructions to create an initial odometer posting
are included in the New Vehicle Setup job aid.

12
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Assignment Type of Vehicles and Driver Assignments

All vehicles with the assignment types, Commute and Law Enforcement, require an active
Driver Assignment unless the vehicle is Undercover. Pool vehicles (non-commute) do not
require a driver assignment. Driver assignments are valid for one year and should be renewed
after an assignment has expired. Follow the steps below to determine if commute and law
enforcement vehicle have an active driver assignment.

1. Enter transaction IE36 and Execute report.

Display Vehicles: Vehicle Selection

Menu 4 | Save as Variani... | Back || Exl || Cancel || Sysiem , Get Variant... || Program Documentation
Equipment Selection

Equipment | EI o

Object Description to &

Material to 5

Serial Number to g

Period From  09/20/2017 to 09/20/2017

Partner v

Selection Profile Address ®

2. Filter the report to exclude any records that have INAC in the status field. Highlight the
SysStatus field and click Set Filter.

This can also be done by creating a variant on the selection criteria page. The variant can
be saved as a default and eliminate having to complete the filter steps of this task.

Display Vehicles: Vehicle List

Menu , « | Back | Exit || Cancel | System | | Details || Change <= Dispiay | Update || SelectAll || Deselect Al || Sortin Ascending Order || Sortin Descending Order | Set Finter
TS C Equpment  Assel Desaription of Technical Object Sho. AcqDale Acqvalue SysStalus . ColrRead

F Ford F 150 03302017 20,000.00 INST

F Ford F 150 20,000.00 INST

F Ford F 150 04072017 20,000.00 INST

3. Click the Multiple Selection icon to set exclusions in the Filter.

Determine Values for Filter Criteria

Select.

System status 7 }4 =

13
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4. Select the Exclude Single Values tab. Using the lookup function select all values that
include INAC (inactive). Then, click the Copy button.

! Multiple Selection for System status

Select Single Values Select Ranges Exclude Single Values Exclude Ranges

0. Singla value H
fRAC NS T
AVLE INAC

DLFL INAC INST

[TV 8

5. Review the records with Functional Location that end with FC (Commute) or FL (Law
Enforcement). Vehicles with FN (Non-Commute) are pool vehicles and should not have
a driver assignment. *If you do not have the Functional Location field in the report, add it
following the steps above to add the Primary Counter Reading field.

Display Vehicles: Vehicle List

Menu , 4 | Back || Ext || Cancel || System , Details | Change =-= Display || Update | Select All Deselect All | Sortin Ascending Order = Sortin De
T § C Equipment Asset Description of Technical Object Func. Loc. SNo. AcqDate Acqualue SysStatus | CntrRead
F Ford F 150 1130-899-FC 03302017 20,000.00 INST
F Ford F 150 1130-899-FC 20,000.00 INST
F Ford F 150 1130-899-FC 04/07/2017 20,000.00 INST
F 1999 FORD LGT CONVTNL 'F 1130-899-FN 0 06/01/1999 17,259.00 INST 64000.0
F Replace # PO # 1130-899-FN 0 07/01/1999 25281.71 INST

6. Double click on the line for Commute and Law Enforcement vehicles to display the
details of the equipment record.

7. On the Information tab, review the driver assignment details to determine if the
assignment is active.

Display Equipment : Information

Manu 4  Back || Exit || Cancel = System , Display -> Change | Object infa
Equipment L1 Category F | SOMS Ficet Vichiclo
Dascription Ford F 150
Status INST CH [
Valid From 03/30/2017 Vald To 12/31/9999
14 Classification NotesTexd @ Vehicle IlVMeasmnis Vehicle Technology
User data
Assignmant Datail Assighmant Numbar 00000000005831
Dnver ID Start Date 08/51 /207
Fust Name End Date 03/31/2018

| Date 03/31,/2047

ver First Name

Approver Last Name
Approval Status

Commenls
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Review the County Field on the Asset Record

The County field on the asset record is now a required field for vehicle asset classes. Follow the
steps below to ensure the County field is populated.

1. Generate a list of active vehicle assets in MAGIC
a. Enter transaction ZFAM_ASSETS BY_EMPL in ECC to access the Active
Assets by Employee Assigned report.
b. Click the multiple selection button on the Asset Class line and enter the asset
classes for vehicles: EQ030025, EQ030026, XEQ03025, and XEQ03026

Active Assets By Employee Assigned
Menu , 4 | Save as Variant Back | Exit || Cancel | System , Execute || Get Variant ..
Selection Criteria for Assets
Company Code soms @
Main Asset Number 1o I
Asset Subnumber to g ]
Asset Class 1o
Business Area 1o g
County to =g
Multiple Selection for Asset Class X

Select Single Values Select Ranges Exclude Single Values Exclude Ranges

0... Single val... 5l

-

EQ030025
EQ030026
XEQ03025

XEQ03026| 7

\/ <je B B i (] Muttiple selection...| B [T (3¢

c. Execute the report.

Active Assets By Employee Assigned
Menu 4 | Saveas Variant .. || Back || Exit || Cancel | System , Get Variant

Selection Criteria for Assets
~1
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2. Change the report Layout to include the County field by using the path Menu > Settings
> Layout > Change.

|
Active Assets By Employee Assigned
= ¢ [Bank | o] cancl | sysem, | [
I;::l : 5_EMPLOYEEASSIGNED State of Mississippi .
Assets By Employee Assigne
Goto >
Views >
System »*  Columns » Choose . (Cirl+Fg)
Help »| Define Totals Drilldown... 200
I 2; Saving... (CIr+F10)
‘WebGUI File Browser
About SAP GUI for HTML ¢ Manage...

3. Add the County field to the Display Columns list and click the Green check.

'Y

. Change Layout X

|
Sort Order Filter Display I

Displayed Columns Column Set

(#][~][-][2][= |

Column Name B Column Name

Inventory Number Azzet Manufacturer i

Main Assel Number Assel Subnumber

Asset Description Ausingss Area

Sarlal Number Show Selected Fields (F7)

Other Employee ID Color

Room Company Code

Adaitional Location ‘Construction Matenals

Acquisition Date

Acquisition Value | Coufly

Location - I

< > |

BT

4. Review the County column in the report. If a record does not have a county populated, it
must be corrected using transaction AS02.

Oplions
Active Assets By Employee Assigned
Menu , | 4 Back  Exit || Cancel | System , Details | Sortin Ascending Order || Sort in Descending Order | SetFiltler | Total || Print Preview | Local File..  Mail Recipient
Program ZFAMR_ASSETS_EMPLOYEEASSIGNED State of Mississippi User ID_SP30608930
System VEA Assets By Employee Assigned Date 09/14/2017
Client 100 Time 14:3220
Serial Number Other Employee ID Room Additional Location Acquisition Dale Acquisition Value Location County
QOO0 1 MOTOR POOL - ADMIN 05/31/2007 15,806.00 Rankin e
1 MOTOR POOL - ADMIN 1170172009 14,617.00 Hinds
017132016 3,500 00
BB 08232016 18,872.00
MOTOR POOL - ADMIN 03282016 16,858.00
MOTOR POOL - CAP FACI 02/09/2016 2002200
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