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AP Adjustment Tip Sheet
· You may be both a requester and an approver, but you won’t be able to approve your own adjustments. By default requestors can also approve.
· If you are interested in a paper record of the full transaction the “Summary of Changes” screen will show you both the old and new 33-digit coding for your adjustment.
· Note that neither preparers nor approvers have a dollar transaction limits since this is a zero dollar transaction as it has already been approved.
· Any transaction that flows through Accounts Payable will be available in AP Adjustments. For instance if someone is reimbursed for something that should be an asset, that change can be made.
· Remember that your Invoice number is REQUIRED to make an adjustment.
· Before you begin make sure that you know who your approver is, and that they are in the office.
· It is the responsibility of the approver to confirm the adjustment being made is related to an asset.
· Internal billing changes are still processed through journal voucher (as there is no invoice number).
· Approvers should remember that rejecting an adjustment will totally end the action. If there need to be changes they can “request more information” to initiate the edit process.
· Asset object codes and descriptions are:
	6800
	Equipment, Furn+Fixtures >=$5000 (Non-Consolidating Tubs Only)

	6801
	Noncomputer Equip, Non-Sponsored^Equip >=$5000

	6802
	Noncomputer Equip, Sponsored^Equip >=$5000

	6803
	Computer, Non-Sponsored^Equip >=$5000

	6804
	Computer, Sponsored^Equip >=$5000

	6805
	Residential Furn+Fixtures, Non-Sponsored^Equip >=$5000

	6806
	Residential Furn+Fixtures, Sponsored^Equip >=$5000

	6807
	Office Furn+Fixtures, Non-Sponsored^Equip >=$5000

	6808
	Office Furn+Fixtures, Sponsored^Equip >=$5000

	6809
	Vehicle, Non-Sponsored^Equip >=$5000

	6810
	Vehicle, Sponsored^Equip >=$5000

	6811
	Non-Sponsored Work in Progress^Equip >=$5000

	6812
	Sponsored Work in Progress^Equip >=$5000

	6813
	Scientific Equipment, Non-Sponsored^Equip >=$5000

	6814
	Scientific Equipment, Sponsored^Equip >=$5000

	6815
	Software, Non-Sponsored^Equip >=$5000

	6816
	Software, Sponsored ^Equip >=$5000
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