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BEN Reports:  BEN Assets Reports - Ready for TaggingBEN Assets Training 

Asset 
Number

Asset DescriptionAsset 
Creation 

Date

Date Placed in 
Service

Asset Resp 
Ctr

Asset Resp Ctr NameAsset Resp OrgAsset Resp 
Org Desc

Category 
Major

Category MinorPO NumberFixed Asset 
Cost

20365Incubator Roll In/Space saving 
design for small production runs. 33

1/2L x 41W x

13-FEB-0814-FEB-0810TRNG1049TRNG ORG 49MOVEABLEMOVEABLE-INCUBATORS & 
CULTURE APPARTUS

116226220.58

20416Freezer, General-purpose Lab with 
Recorder/Alarm, Fisher Scientific 

Isotemp, 74

13-FEB-0820-FEB-0810TRNG1049TRNG ORG 49MOVEABLEREFRIGERATION EQUIPMENT116739338.07

Building NameLocation 
Combinati

on

Tagging Contact 
Name

Tagging 
Contact 
Penn ID

Tagging Contact PhoneCustodian 
Name

Custodian 
Penn ID

Custodian 
Phone

Vendor NumberVendor Name

Morgan Building, John0335-1-173RUSSELL, KURT99901234215-898-5678HAWN, GOLDIE99901224215-898-12344458FISHER SCIENTIFIC COMPANY
Johnson Pavilion, Robert Wood0260-4-410RUSSELL, KURT99901234215-898-5678HAWN, GOLDIE99901224215-898-12344458FISHER SCIENTIFIC COMPANY

Model NumberSerial 
Number

Tag NumberTagging 
Date

Tagging Status (Updated by 
Tagging Contact)
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BEN Assets – Financial Information 

 

 
Assets 

• Asset Number  
• Description 
• Tag Number 
• Category (Determines Useful Life) 
• [ ]  opens Asset Category form 

o Custodian 
o Tagging Contact 
o Responsible ORG 
o Research Amount 
o Taggable (status) 
o Tagging Date 
o Inventory 
o Component 

• Serial Number 
• Asset Key 

o Capital Program Number 
o Legacy Asset Number 

• Asset Type 
 

 
 
 
 
 
 

BEN Assets – Financial Information  
 

 [Assignments] 
• Location (Building, Floor, Room) 

 

[Source Lines] 

• Invoice Number 
• Line & Line Amount 
• Supplier Name & Supplier Number  
• PO Number 
•  [ ]  Opens Penn Accounting Flexfield (Payables 

Clearing Account

 

[Books] 
o View Financial 

Information 
such as  

o Cost Net Book 
Value 

o YTD Depr/ 
Accum Depr 

o [Transactions] 
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From the Navigator, click on the Assets>Mass Changes navigational path. 
 

You will be taken to the Mass Update form.   

▪ Press F11 to begin a query  

 

You can perform an inquiry on the following fields:  
 

- Asset #    - Description 
- Custodian Penn ID    - Tag Number 
- Custodian Phone Number  - Manufacturer 
- Tagging Contact Penn ID  - Serial #  
- Tagging Contact Phone Number  - Model # 
- Responsible ORG 

 

Enter Search Criteria 
 

▪ For example, Tagging Contact Penn ID 

▪ Press [Ctrl] F11 to execute the query 
 

▪ Now click on [Submit] to select which field(s) to perform the Mass Change 
 
 
 
 
 

 
 

▪ Enter the field(s) to be updated, for example, Tagging Contact and Phone  
 Note only the Custodian, Custodian Phone, Tagging Contact, Tagging Phone & Resp 
ORG can be updated via Mass Changes 

 

 

 

▪ Click on [Update] 
 
 
      d 
        
 
 
 
 

 
 

Re-query to See Results of the Mass Change 

▪ F11 

▪ Enter the search criteria (e.g. new info for mass change) 

▪ [Ctrl] F11  

 

Mass Changes      
Responsibility: Senior/Asset Administrator            10/27/11 

1 

Mass Changes (continued)     
Responsibility: Senior/Asset Administrator  10/27/11 

Click on 

View>Requests to 
see report of before & 
after the Mass Change.  

Note:  BEN Assets 
Mass Change Report 
w/b sent to printer 

automatically if 
print copy set to ‘1’. 

Note the Mass Changes here.   
Tip:  Depending on whether or not the ‘new’ 
info has additional assets assigned to them it 

may adjust the results of the search. 

BEN Helps 6-HELP (215-746-4357) 
BEN Knows 

http://www.finance.upenn.edu/benknows/ 
2 

Please Note:  Use the Select box to 
‘deselect’ assets which are not to be 

included in the Mass Change 

http://www.finance.upenn.edu/benknows/
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