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EPIC Electronic Procurement and Invoicing Center Training Guide for the EPIC 
CAMS Document 
 
Introduction 
When moveable equipment is purchased the Capital Asset Management System requires 
information regarding the capital asset category or the type of addition (new/payment.)  This is 
accomplished by selecting a “CAMS Tran Type” on the requisition.    
 
The “CAMS Tran Type” of “New” or “Capital Lease” will require the completion of the 
“EPIC CAMS Document.”  The “EPIC CAMS Document” is used to capture system and 
location information that is necessary for the asset creation process.   
 
The “EPIC CAMS Document” will be routed to the requisition initiator’s “Action List” when 
the purchase order is approved.   
 
From Onestart the “Action List” is located directly above the EPIC Announcements Channel.   
 

 
 
The “EPIC CAMS Document” differs from other EPIC documents as it requires data input.   
 

 
 
Click on the “Document Id” to open a document for processing.  
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The initial screen will display line item details from the purchase order.   
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The “Task Selection” presents three options: 
 

 
 

I. Individual Assets. 
When each line item on the purchase order will create individual assets click on the “individual 
assets” button.  
 
Notes:  When a capital lease does not have a $1 buy out option the individual task is the 
appropriate task selection.   
 

II. One System. 
If “All of the line items will be added together to create one system” the user will click on the 
“one system” button.   
 
Notes:  For capital leases that have a $1 buy-out option select the “one system” task.  The “one 
system” task will combine the asset principal with the line item for the $1 buy out.  Otherwise 
you would be required to enter an asset type code, manufacturer and location for the $1 buy out 
line item. 
 

III. Multiple Systems. 
If “Any of the line items will be added together to create multiple system assets” select the 
“multiple systems” button.  The user will be prompted to enter information that communicates 
how the line items should be grouped together to create system assets.   
 
Once you have determined how the line items on the purchase order should be created as assets or 
combined to make system assets, select the appropriate task button.   
 
Fields with an * are required.  
Any field with a magnifying glass next to it  has look-up capability.   
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I. Let’s begin with Individual Assets. 
 

 
 
Clicking on the “individual assets” button will navigate you to the Capital Asset Information 
Collection Document. 
 
Task Selection 
 

 
 
Once a task has been selected you can change your choice by clicking on another task button.  
Choosing a new task will delete any data entered on the individual asset screen.  
 
Doc Info 

 
 
On the “Doc Info” tab click on the “show” button.   
 
Notice that the “Capital Items” tab is already expanded for you.   
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The “Doc Info” tab pulls information entered on the requisition Delivery, and Additional 
Information tabs.   
 

 
 
Click on the “hide” button to collapse this tab. 
 
Capital Item Detail 
 

 
 
Entering the Data 
 
The “Not expected to be received in current FY” should be checked if any of the following 
conditions exist: 
 

1. The equipment will not be received within the current fiscal year, even if the payment is 
made prior to the fiscal year end.   

2. Partial payments will be issued for the equipment (down payment) and the equipment is 
expected to be received after the fiscal year end.   

3. Equipment has been received, but will not be placed in service prior to the fiscal year 
end.  

4. Assembling an asset.  When components are purchased to assemble an asset that will not 
be placed in service prior to the fiscal year end.  Example a department purchases a cab 
and chassis for a truck but the initial purchase does not include the body. The truck will 
not be operational until the body is ordered and the parts assembled to complete the truck.      

 



Theresa Cain Page 6 Last Updated: 1/9/2007 

Checking this flag and clicking on the “update view” button will assign the asset type code to 
40004 – Moveable assets not yet received, or placed in service.  This asset type code identifies 
the asset as “in progress” until the equipment is received.  In process assets are not eligible for 
depreciation.  When the equipment is received and tagged the University Capital Asset Office 
will change the create date and assign an asset type code with a depreciable life.  The University 
Capital Asset Offices uses the 40004 asset type code to generate a report.  For this reason when 
the asset type code is 40004 it should only be changed by the University Capital Asset Office. 
 
Note:  It is important that we do not depreciate assets that have not been received or placed in 
service. 
 
The “Asset Type Code” will be required if the asset is expected to be received in the current 
fiscal year.  The asset type code assigns the useful life of the asset for depreciation. Depreciation 
is important to the business of the university as it is reported on the university financial 
statements.  For this reason it is important that the most suitable asset type code is selected. A 
look-up table is available by clicking on the magnifying glass  next to the asset type code field. 
See page 15 for more information regarding asset type codes.   
 
The “Manufacturer same as vendor?” flag should be checked when the manufacture is the 
same as the vender.  When you check this flag, click on the “update view” button.  The update 
view button will set the manufacture name.  If the manufacture is unknown or unavailable it 
should be set to the vendor.  If the vendor flag is unchecked the manufacture is required.  
 
For the “Manufacturer” enter the name of the company that manufactured the asset.  If the 
“Manufacturer is same as Vendor” is “yes” the system will assign the Manufacturer if you click 
on the “update view” button or when you click on “review.”  If “no” is the correct response you 
will need to enter the manufacturer. 
 
For the “Model” number enter the manufacturer model number. 
 
The “Quantity” field allows you to enter the number of assets that are in the same location. For 
example if you ordered 5 automobiles and 2 are located at the Poplars, and the other three are 
located at the Motor Pool the “Quantity” allows you to enter 2 locations, instead of 5.  When you 
need to enter more than one location you will click on the “add location” button to insert a new 
line.   
 
 Capital Leases do not require a quantity on the requisition or purchase order.  However 
 you can enter a quantity on the Capital Asset Information Collection Document.    
 
A capital asset requires a valid Campus, Building and Room combination or an Off Campus 
Address.  The Off Campus Address should be used when the equipment is not located in a 
university owned or leased building.  For Capital Asset Management, the building data comes 
from the Bureau of Facilities Programming & Utilization system.  This building list may vary 
from the Purchasing Delivery list.   
 
The “Campus” field allows you to select the physical campus the assets will be located on.  This 
will also determine which set of building codes will be available.  After selecting the “Campus” 
code the building code field will be presented for data entry or look-up.     
 
The “Building” is the building code the asset is physically located in.  If the building and room 
number are unknown then the location (building, room number) of the person that will know the 
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final destination of the asset should be entered.  A look-up table is available by clicking on the 
magnifying glass  next to the building number field.  
 
The “Room” is the room number the asset is located in.  A lookup table is available by clicking 
on the magnifying glass  next to the room number field.  
 
Check the “Off Campus” flag when the equipment will not be located at a university owned or 
leased building.  Checking this flag and clicking on the “update view” button will clear all data 
entered into the Building and Room fields.  When the “Off Campus” flag is checked the system 
will require you to enter a Street, City, State, Zip code and Country.  
 
For “Street” enter the off-campus street location of the asset 
 
For “City” enter the off campus city the asset will be located in.  
 
For “State” select the state from the pull down menu the asset will be located in.  
 
For “Postal Code” enter the zip code the asset will be located in.  
 
For “Country” enter the country the asset will be located in.   
 
The “delete” button allows you to clear information from the location section of the document.  
 
The “add location” button should be used when the assets are in different locations.  
 
Once you have entered all of the required information for line 1 you are ready to click on “view 
next item” to complete the information for the next line item.  
 
View next item 
 

 
 
Click on the “view next item” button.  
 
Alternatively you may click on the “return to all line items” button this will allow you the 
option to “expand all detail.”   
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Screen Displayed after clicking on “return to all line items”  
 

 
 
For this example we will navigate through the line items using the “view next item” button. 
Return to Capital Item Detail Tab by clicking on the first “edit” button  
 
Internal Notes Tab 
 

 
 
The notes field is a free-form text field.  Notes may be used to communicate special 
circumstances regarding the equipment.  For example you may need to e-mail the Capital Asset 
Office to receive assistance finding an asset type code.  If for some reason Capital Asset 
Management uses a different asset type code than what was assigned they will use the notes to 
create an audit history.  
 
These notes can be sent to multiple individuals (each email address entered and sent separately) 
but not to a distribution list.  To save, press the  button.  
 
Review, Save and Exit 
 

 
 
The “Review” button updates the database; however, data is validated when this button is 
selected.  Because data is validated during this action EPIC will begin to display information 
about missing or invalid data.  The summary screen will not display until all errors are fixed.   
 
 When all of the errors are resolved the Summary Screen will be displayed and a new 
 “Complete” button will be displayed at the bottom of your screen.  Clicking on the 
 “Complete” button will save the document to the purchase order.   
 
 Press “Exit” to exit the document and return your action list.  
 
 Once the document has left your inbox it can no longer be edited.  If an error is 
 discovered use the notes to communicate the correction to the University Capital Asset 
 Office.  
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The “Save” button also updates the database; however, data is not validated when this button is 
selected.  This feature could be used when the person needs to stop working on the document and 
does not want to lose changes that have been made. 
 
Press “Exit” to exit the document. 
 

II. One System 
 

 
 
Clicking on the “one system” button will navigate you to the Capital Asset Information 
Collection Document for one system assets.   
 
Use this task selection when the line items on the purchase order will be combined to create a 
system asset.  Multiple assets can be created using this task, the key is that all of the line items 
will be added together to create systems assets with the same description. For example if the 
purchase order is for two microscopes and all of the line items are combined to create two 
microscopes use the one system task.   
 
In the example listed below it is clear that two assets should be created.  If your purchase order is 
not clear as to which line item will create the correct number of assets use the “Internal Notes” 
to designate which line item will create the correct number of assets.  
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The “multiple systems” task should be used when line items are combined to create system 
assets with different system descriptions.  
 
Information on the “one system” task is the same as the “individual asset” task with the addition 
of the system description.   
 
Capital Item Detail 
 

 
 
Notice that you view all of the line items together.  For the system the asset information only 
needs to be entered once.  
 
System Information 
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Entering the Data 
 
The “Not expected to be received in current FY” should be checked if any of the following 
conditions exist: 
 

1. The equipment will not be received within the current fiscal year, even if the payment is 
made prior to the fiscal year end.   

2. Partial payments will be issued for the equipment (down payment) and the equipment is 
expected to be received after the fiscal year end.   

3. Equipment has been received, but will not be placed in service prior to the fiscal year 
end.  

4. Assembling an asset.  When components are purchased to assemble an asset that will not 
be placed in service prior to the fiscal year end.  Example a department purchases a cab 
and chassis for a truck but the initial purchase does not include the body. The truck will 
not be operational until the body is ordered and the parts assembled to complete the truck.      

 
Checking this flag and clicking on the “update view” button will assign the asset type code to 
40004 – Moveable assets not yet received, or placed in service.  This asset type code identifies 
the asset as “in progress” until the equipment is received.  In process assets are not eligible for 
depreciation.  When the equipment is received and tagged the University Capital Asset Office 
will change the create date and assign an asset type code with a depreciable life.   
 
The University Capital Asset Offices uses the 40004 asset type code to generate a report.  For this 
reason when the asset type code is 40004 it should only be changed by the University Capital 
Asset Office. 
 
Note:  It is important that we do not depreciate assets that have not been received or placed in 
service. 
 
The “Asset Type Code” will be required if the asset is expected to be received in the current 
fiscal year.  The asset type code assigns the useful life of the asset for depreciation. Depreciation 
is important to the business of the university as it is reported on the university financial 
statements.  For this reason it is important that the most suitable asset type code is selected. A 
look-up table is available by clicking on the magnifying glass  next to the asset type code field. 
See page 15 for more information regarding asset type codes.   
 
The “Manufacturer same as vendor?” flag should be checked when the manufacture is the 
same as the vender.  When you check this flag, click on the “update view” button.  The update 
view button will set the manufacture name.  If the manufacture is unknown or unavailable it 
should be set to the vendor.  If the vendor flag is unchecked the manufacturer is required.  
 
For the “Manufacturer” enter the name of the company that manufactured the asset.  If the 
“Manufacturer is same as Vendor” is “yes” the system will assign the Manufacturer if you click 
on the “update view” button or when you click on “review.”  If “no” is the correct response you 
will need to enter the manufacturer. 
 
For the “Model” number enter the manufacturer model number. 
 
The “System Description” is required and should describe the system asset.   
 



Theresa Cain Page 12 Last Updated: 1/9/2007 

For capital leases the Plant Fund Accountant requests the system description be entered with the 
following format:  
Description of asset, a “colon” the text “Capital Lease PO” and the purchase order number.   
Example: Toshiba E-Studio 28 Digital Copier:  Capital Lease PO 25482 
 
Notice that we do not have the “Quantity” field available for the one system task.  The “add 
location” function does allow you to enter multiple locations.  If you have assets located at 
different locations use the “internal notes” to let Capital Asset Management know how many 
assets should be assigned at a given location.   
 
A capital asset requires a valid Campus, Building and Room combination or an Off Campus 
Address.  The Off Campus Address should be used when the equipment is not located in a 
university owned or leased building.  For Capital Asset Management the building data comes 
from the Bureau of Facilities Programming & Utilization system.  This building list may vary 
from the Purchasing Delivery list.   
The “Campus” field allows you to select the physical campus the assets will be located on.  This 
will also determine which set of building codes will be available.  After selecting the “Campus” 
code, the building code field will be presented for data entry or lookup.     
 
The “Building” is the building code the asset is physically located in.  If the building and room 
number are unknown then the location (building, room number) of the person that will know the 
final destination of the asset should be entered.  A look-up table is available by clicking on the 
magnifying glass  next to the building number field.  
 
The “Room” is the room number the asset is located in.  A look-up table is available by clicking 
on the magnifying glass  next to the room number field.  
 
Check the “Off Campus” flag when the equipment will not be located at a university owned or 
leased building.  Checking this flag and clicking on the “update view” button will clear all data 
entered into the Building and Room fields.  When the “Off Campus” flag is checked the system 
will require you to enter a Street, City, State, Zip code and Country.  
 
For “Street” enter the off-campus street location of the asset 
 
For “City” enter the off campus city the asset will be located in.  
 
For “State” select the state from the pull down menu the asset will be located in.  
 
For “Postal Code” enter the zip code the asset will be located in.  
 
For “Country” enter the country the asset will be located in.   
 
The “delete” button allows you to clear information from the location section of the document.  
 
The “add location” button should be used when the assets are in different locations.  
 
Once you have entered all of the required information for line 1 you are ready to click on “view 
next item” to complete the information for the next line item.  
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Internal Notes Tab 
 

 
 
The notes field is a free-form text field.  Notes may be used to communicate special 
circumstances regarding the equipment.  For example you may need to e-mail the Capital Asset 
Office to receive assistance finding an asset type code.  If for some reason Capital Asset 
Management uses a different asset type code than what was assigned, they will use the notes to 
create an audit history.  
These notes can be sent to multiple individuals (each email address entered and sent separately) 
but not to a distribution list.  To save, press the  button.  
 
Review, Save and Exit 
 

 
 
The “Review” button updates the database; however, data is validated when this button is 
selected.  Because data is validated during this action EPIC will begin to display information 
about missing or invalid data.  The summary screen will not display until all errors are fixed.   
 
 When all of the errors are resolved the Summary Screen will be displayed and a new 
 “Complete” button will be displayed at the bottom of your screen.  Clicking on the 
 “Complete” button will save the document to the purchase order.   
 
 Press “Exit” to exit the document and return your action list.  
 
Once the document has left your inbox it can no longer be edited.  If an error is discovered use 
the notes to communicate the correction to the University Capital Asset Office.  
 
The “Save” button also updates the database; however, data is not validated when this button is 
selected.  This feature could be used when the person needs to stop working on the document and 
does not want to lose changes that have been made. 
 
Press “Exit” to exit the document. 
 

III. Multiple Systems 
 
Clicking on the “multiple systems” button will navigate you to the Capital Asset Information 
Collection Document for multiple system assets.   
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Click on the “multiple systems” task.  
 

 
 
Use this task selection when the line items on the purchase order will be combined to create 
multiple system assets.   
 
Any line item not included in the Multiple System Description will be considered a stand alone 
asset providing the unit cost meets the capitalization threshold. 
 
Complex System Description 
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In the text field provided CAMS will need for you to communicate how the line items should be 
combined to create the capital assets.  In addition you will need to provide the asset type code that 
should be assigned to the system asset.   
 
To help you find the appropriate asset type code use the “Asset Type Lookup” screen.  
 
Please follow the example below when entering the “Complex System Description.” 
 
Add line item 3 to line 2 
System Description: Cisco Router System  
Asset Type code 220 
Location: Bloomington, BL008, RM 539 
 
Add line 5 to line 4 
System Description: 4-port 10 gigabit ehternet  
Asset Type code 220 
Location: IUPUI, IN020, RM 120 
 
Add line 7 to line 6 
System Description WS-X6724-SFP catalyst w/ transceiver 
Location: Bloomington, BL008, RM 531 
Asset Type code 220 
 
Using this example line item 1 would be created as a stand alone asset 
 
Review, Save and Exit 
 

 
 
The “Review” button updates the database; however, data is validated when this button is 
selected.  Because data is validated during this action EPIC will begin to display information 
about missing or invalid data.  In the case of “Multiple Systems:” task the system will require that 
text is entered into to the “Complex System Description” field.   
 
 When all of the errors are resolved the Summary Screen will be displayed and a new 
 “Complete” button will be displayed at the bottom of your screen.  Clicking on the 
 “Complete” button will save the document to the purchase order.   
 
 Press “Exit” to exit the document and return your action list.  
 
Once the document has left your inbox it can no longer be edited.  If an error is discovered use 
the notes to communicate the correction to the University Capital Asset Office.  
 
The “Save” button also updates the database; however, data is not validated when this button is 
selected.  This feature could be used when the person needs to stop working on the document and 
does not want to lose changes that have been made. 
 
Press “Exit” to exit the document. 
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“Lookup” Tables 
 
Capital Asset Type Code Lookup 

 
 
Helpful hints:   
a) To create a wild card search press the shift key and the number 8 key (*).   
b) Wild cards can be used in the “Capital Asset Type Description.”   
c) The “Capital Asset Type Moving Code” is set to “Y” to ensure only moveable equipment 

asset type codes are retrieved.   
d) Clicking on the “search” button with no values entered will return a complete list of asset 

type codes.   
 

 
 
Clicking on the underlined titles will sort the table. The first sort will be in ascending order, 
clicking again will sort the table in descending order.  Be sure to preview all pages by clicking on 
the next page.  Look above the title Capital Asset Type Depreciable Life Limit.  
 
 The capital asset type code and capital asset type depreciable life limit sort options do 
 not work correctly.  The sort option currently sorts alphabetically and is not sorting 
 numerically.  
 
Occasionally, you may not find a code that exactly matches the type of equipment you are 
purchasing.  While we do have asset type codes for Microscopes, Computers, and Projectors most 
asset type codes are titled as equipment groups.  For example we do not have an asset type code 
for lawn mowers; they would be assigned the asset type for Misc. Lawn & Garden Equipment.  
When you don’t find an exact match be sure to search under “misc” (miscellaneous).   
 
If you look through the list and do not find an appropriate asset type code you can contact the 
University Capital Asset Office @ 855-9419.   
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The following asset type codes are reserved for Capital Leases.   
 
Asset type codes from 90001 to 90006 are reserved for capital leases where the equipment’s unit 
cost does not meet the university’s capitalization threshold. For capital lease purchases where the 
unit cost of the equipment is below the $5000 capitalization threshold select the asset type code 
where the useful life matches the terms of the lease agreement.   
 
For example if the terms of the lease agreement are to make 36 monthly payments the asset type 
code should be 90003. 
 
Type  Description      Life  
Code  
90001    12 MONTH LEASE UNDER CAP THRESHOLD 1 
90002   24 MONTH LEASE UNDER CAP THRESHOLD 2 
90003  36 MONTH LEASE UNDER CAP THRESHOLD 3 
90004   48 MONTH LEASE UNDER CAP THRESHOLD 4 
90005   60 MONTH LEASE UNDER CAP THRESHOLD 5 
90006   72 MONTH LEASE UNDER CAP THRESHOLD 6 
 
 
Asset type codes from 90007 to 90012 are reserved for capital leases where the unit cost is $5,000 
or more and the lease agreement meets GAAP requirements 3 & 4.  Assign the asset type code 
with the useful life that matches the terms of the lease agreement.    
 
For example if the terms of the lease agreement are to make 36 monthly payments the asset type 
code should be assigned as 90009. 
 
Type  Description      Life  
Code  
90007   12  MONTH LEASE >= CAP THRESHOLD  1 
90008   24 MONTH LEASE >= CAP THRESHOLD  2 
90009   36 MONTH LEASE >= CAP THRESHOLD  3 
90010   48 MONTH LEASE >= CAP THRESHOLD  4 
90011   60 MONTH LEASE >= CAP THRESHOLD  5 
90012   72 MONTH LEASE >= CAP THRESHOLD  6 
 
 
When the lease agreement meets GAAP requirements 1 & 2 the leased equipment must be 
depreciated at with the university’s useful life.  See Asset Type Code listing.   GAAP 
requirement number 2 is the bargain purchase option.  
 
Example a copier purchased on a lease agreement meeting GAAP requirements 1 & 2 would be 
assigned asset type code 227 for Copiers.   
 
Type  Description      Life  
Code  
227  COPY MACHINE/PHOTOCOPIER   5 
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When searching a table all values in the table are retrieved; however some values should not be 
used on this document.  Below is a list of restricted assets type codes that should not be used on 
the Capital Asset Information Collection document.   
 
214 – Computers.  The Asset Type Code table does not have a mechanism to make asset type 
codes inactive.  In fiscal year 2006 a new asset type code 223 was created for computers with a 3 
year useful life. In addition asset type code 206 was created for super computers with a 5 year 
useful life.   For reasons of external reporting purposes, the decision had been made the existing 
assets will continue to depreciate using the asset type code they are currently assigned.  The new 
asset type codes will be assigned only to additions.  
 
229 – Projectors.  Replaced with asset type code 200 Projectors.   
 
1000 – The Control Asset type code is used to post payments to that are re-classified as supplies 
and expense.  This asset type code is used exclusively by the University Capital Asset Office. 
 
40000 – The “Mve Construction in Progress” is used exclusively on fabrications.  The transaction 
type of “Fabrication” identifies payments as construction in progress.  A fabrication is a 
moveable asset created (built) by a university organization.  A Fabrication Request document 
generates the asset number that is required when the Fabrication “CAMS Tran Type” is selected.  
A “CAMS Tran Type” of “Fabrication” will not generate a EPIC CAMS Document.  
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“Building Lookup” Table 
 

 
 
Helpful hints:   
a) To create a wild card search press the shift key and the number 8 key ( * ).   
b) Building codes are preceded by the campus code example the Poplars building number is 

“BL008.” If you are unsure if the campus is “BL” or “OC” for a building you can use the 
wild card search in the building code field example “*008”.  OC – Off  Campus 

c) If a search by the Building Name does not produce any results try searching by the street 
address.  Some buildings use the street address instead of a name.   

d) Leaving the Building Code and Building Name blank will return all of the buildings for the 
given campus.  

 

 
 
Clicking on the underlined titles will sort the table. The first sort will be in ascending order, 
clicking again will sort the table in descending order.  Be sure to preview all pages by clicking on 
the next page.  Look above the title Building Name.  
 
 The building code sort option does not work correctly.  The sort option currently sorts 
 alphabetically and is not sorting  numerically.  
 
 
Click on the “return value” to select a building code.  
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“Room Lookup” Table 
 

 
 
Helpful hints:   
a) To create a wild card search press the shift key and the number 8 key ( * ).   
b) Leaving all the fields blank will return all of the room numbers for the given building.  
 

 
 
Click on the “return value” to select room number. 
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If you open an “EPIC CAMS Document” and did not “complete” the document when you open 
it again the document will display the summary screen.  To return to the data entry screen you 
will need to scroll to bottom of the screen and click on the “Edit” button.   
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Once the document has left your action list it can be viewed from the Purchase Order tab.   
The University Capital Asset Office will click on this tab to view your information to 
create the capital assets.    
 

  
Making Changes after the document has left your action list. 
 
The “CAMS” document viewed from the purchase order can not be edited.  If you need 
to correct information that was entered on the “EPIC CAMS Document” you will need to 
use the CAMS notes.  The “CAMS” notes are available from the “Notes” tab.   
 

 
 
When correcting information please use the “Send to E-Mail” option and send a note to 
Pam Wall e-mail pwall@indiana.edu.   


