2024

SISTEM PENGURUSAN ASET :
PENERIMAAN ASET DENGAN PEMERIKSAAN
TEKNIKAL

PEJABAT BURSAR
UNIVERSITI PUTRA MALAYSIA
TARIKH KEMASKINI: 21/3/2025

PENYEDIAAN PURCHASE RECEIPT OLEH PUSAT TANGGUNGJAWAB

Pengenalan



Proses

Manual ini disediakan sebagai rujukan kepada pengguna Sistem Pengurusan Aset (SPA) yang
terlibat dalam melaksanakan proses penerimaan aset. Dalam manual ini juga menyenaraikan
segala aktiviti-aktiviti yang perlu dilakukan berkaitan dengan proses yang ada dalam modul Asset
Receipt.

Pengesahan Terimaan Aset dibuat melalui Sistem SPA-Modul Asset Receipt. Manakala bagi
pembelian selain aset dibuat melalui Sistem Putra Finance-Modul Purchase Receipt.

Bagi memastikan rekod aset dapat di baca dalam Sistem SPA-Modul Asset Receipt, maklumat
pada pesanan belian dinyatakan seperti berikut:-
Inventory ID Line Type Accrual Account Account
NON-STOCK NON-STOCK P27801/A3xxxxx P27801/A3xxxxx

Pastikan dokumen sokongan seperti pesanan belian, pesanan penghantaran, invois dan
spesifikasi/sebut harga disediakan untuk dimuat naik dalam sistem.

Proses pengesahan terimaan aset adalah berdasarkan seperti berikut:-

Aset Teknikal (Selain Perabot) Pegawai Aset > Pegawai Pemeriksa* > Ketua PTJ

Aset Bukan Teknikal Pegawai Aset > Ketua PTJ

*Klik untuk melihat senarai Pegawai Pengesah Terimaan Harta Modal Teknikal.

B2i) LOGIN KE SISTEM PENGURUSAN ASET SEBAGAI PEGAWAI ASET

M UAT SPA 8DISEMBER 2023 - aini X € Asset Management Portal X & Homepage X ‘ 4 v - X

e c

A Notsecure | 210.48.154.77/SPA/iLeap/WebSites/Intellipro.Ul/intellipro/indexhtmi#!home e % 0@

1 NORAINI ABDULLAH ~ @

Search Asset Management Portal
Dashboard
My Tasks 4

NORAINI ABDULLAH

ﬁ' Home

Receipt

Registration v
0 Due in next 7 days
Transfer ¥ .
SPA Asset Receipt Task Notification - JUNAIDAH MD ISA 06/Nov/2023 10:34 AM
AR000046
Disposal o 0 Completed in past 7 L - !
days Fist - Previous | 1 Next  Last
Loss & Write-Off v My Task Summary

é Enquiry

E Reports

Administrator

NOTIFICATIONS My Pending Tasks

Showing 1to 4 of 4 entries Search: | ‘

0

v

Asset Movement - ALO00023 JUNAIDAH MD 1A 17/Nov/2023 12:46 PM
Assigned to me today

Asset Movement - ALO00022 JUNAIDAH MD ISA 14/Nov/2023 07:21 AM

SPA Asset Receipt Task Notification - JUNAIDAH MD ISA 10/Nov/2023 12:24 PM
AR000060

© Century Software(M) Sdn Bhd 2022 §
QB E = ® ® 9 4 € 27°C Mostysunny A 5 T dg MSA

1) TEKAN MENU RECEIPT > ASSET RECEIPT UNTUK MEMBUAT PENERIMAAN ASET/ASET BERNILAI
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RENDAH

M UAT SPA 8 DISEMBER 2023 - aini X = €f Asset Management Portal X €f Purchase Orders x | f Fixed Asset Classes x | + e - x

€& > C A Notsecure | 210.48.154.77/SPAfiLeap/WebSites/Intellipro.Ul/intelliprofindexhtmilhome e % O @

1 NORAINI ABDULLAH - @

Search Asset Management Portal
Selnad
My Tasks
IORAINI ABDULLAH
NOTIFICATIONS My Pending Tasks
" [ E—
A tome showing 1 to 4 of 4 entries 553""‘-‘ ‘
Receipt 0
Asset Movement - AL000023 JUNAIDAH MD ISA 17/Nov/2023 12:46 PM
B Asset Receipt Assigned to me today
Asset Movement - AL000022 JUNAIDAH MD ISA 14/Nov/2023 07:21 AM
Registration » SPA Asset Receipt Task Notification - JUNAIDAH MD ISA 10/Nov/2023 12:24 PM
AR000060
0 Due in next 7 days
Movement SPA Asset Receipt Task Notification - JUNAIDAH MD ISA 06/Nov/2023 10:34 AM
AR000046
Transfer [
First  Previous ‘ 1 | Next  Last

Disposal

Loss & Write-Off

B enquiy

My Task Summary

B reports

ﬂ £ Type here to search

® Century Software(M) Sdn Bhd 2022

wg @& 25°C Mostlysunny A~ G ¥ dg MSA

2) PAPARAN STATUS ASSET RECEIPT

o = x

M UATSPABDISEMBER2023-aini X Cf Asset Management Portal X @f Purchase Orders X | €F Fixed Asset Classes x| +

€& 3 C A Notsecure | 210.48.154.77/SPA/iLeap/WebSites/Intellipro.Ulfintellipro/index.htmi#home e % O3 :

1 NORAINI ABDULLAH ~ e

Search Asset Management Portal
Draft History

Showing 1 to 2 of 2 entries

ORAINI ABDULLAH searchy| |

A Home

AR000046 SPA Asset Receipt Task Notification - ARO00046 Receipt JUNAIDAH MD ISA JUNAIDAH MD ISA 06/11/2023 New

Receipt

AR000060 SPA Asset Receipt Task Notification - ARO00060 Receipt JUNAIDAH MD ISA JUNAIDAH MD ISA 10/11/2023 New

1 Next Last

First Previous

B2 Asset Receipt

Registration

Movement

Transfer

Disposal

Loss & Write-Off

(==Y

B repors
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3) TEKAN BUTANG +NEW REQUEST

M UAT SPA 8 DISEMBER 2023 -aini. X {f Asset Management Portal X

&«

Search

Asset Receipt

Draft History

Showing 1 to 2 of 2 entries

NORAINI ABDULLAH

A Home
ARODO046
Receipt

ARO00060

& Purchase Orders

> C A Notsecure | 210.48.154.77/5PA/iLeap/WebsSites/intellipro.Ul/intellipro/index htmb#home

SPA Asset Receipt Task Notification - ARD00046

SPA Asset Receipt Task Notification - AR000060

X | €f Fixed Asset Classes x | +

‘ NORAINI ABDULLAH ~ @

1

Asset Management Portal l

+ NewRequest | [Bexcel Export | [BPDFExport | Y Filter

Search: ‘ ‘

Receipt JUNAIDAH MD ISA JUNAIDAH MD ISA 06/11/2023

Receipt JUNAIDAH MD ISA JUNAIDAH MD ISA 10/11/2023 New

B2 Asset Receipt

Registration

Movement

Transfer

Disposal

Loss & Write-Off

H P Type here to search

Last

First

Previous ‘Tl Next

© Century Software{M) Sdn Bhd 2022
=
5

& 28°C Mostiysunny A @ O T de MSA

4) SKRIN AKAN DIPAPARKAN SEPERTI DI BAWAH. KLIK TAB RECEIPT DETAIL, MASUKKAN MAKLUMAT

BERIKUT:-

w UPMS  JUNAIDAH MD 154 -
Asset Receipt

Asset Receipt Request

Workflow Details

Date*

Reference Number

15/Aug/2024

Branch * Type*

Select v | Select

P O Number PODate

Q| | select P O Date

Technical Inspection *
O Yes ® No

Acceptance Type *

D O Number *

erDON:

&

mber Select D O Date 2 | [Enter invoice Number

status

El

DODate Invoice Number

Transport Info *

Bil Nama Ruang Keterangan
a) Date Tarikh pengesahan penerimaan aset (Rujuk tarikh pada DO/Invois)
b) Branch Pilih Branch Yang Betul Dengan Pilihan Kombinasi Kod+Ptj Berikut:
Branch KOD MAKSUD PERUNTUKAN KOD MAKSUD PERUNTUKAN
— BRANCH BRANCH
| e a0082. S SIL V‘ so1 MENGURUS S05 AMANAH (61XXX, 62XXX)
Select q 02 KOLEJ KEDIAMAN S06 AMANAH (68XXX)
501-00000-501 -00000 S03 PENYELIDIKAN S08 AMANAH (64XXX, 65XXX,
S01.10018.501.10018 (5XXXX,9XXXXX,63XXX,67XXX) 66XXX)
_ S04 PEMBANGUNAN (7XXXX) 510 AMANAH PELAJAR
501-10065-501-10065 |
Pastikan branch adalah sama dengan maklumat Branch pada
pesanan belian.
c) Type Pilih Type yang betul:-
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Nama Ruang

Keterangan
RECEIPT adalah untuk perolehan melalui pesanan belian.

Type *
RETURN adalah untuk pemulangan barang.
Receipt b
I Select .
Return
Firirave
d) PO Number Taip nombor pesanan belian untuk memilih.
P O Number *
51003224-P(|
S1003224-PO001E...
S51003224-PO0021....
S1003224-PO0022...
51003724 POnn 24
e) PO Date Tarikh pesanan belian akan dijana secara automatik setelah
nombor pesanan belian dipilih.
f) Technical Inspection Tandakan Yes untuk pengesahan penerimaan aset teknikal.
Technical Inspection *
@ Yes O No
g) DO Number Nombor rujukan dokumen Nota Penghantaran (DO)
h) DO Date Tarikh dokumen Nota Penghantaran (DO)
i) Invoice Number Nombor rujukan dokumen Invois
j) Acceptance Type Jenis/kaedah pengesahan penerimaan aset. Contoh: Diperiksa.
Acceptance Type * Transport Info *
Enter Ac Enter Transpor
| Enter Acceptance Type, Example: Diukur, Ditimbang, Diuji, Dikira, Diperiksa.
k) Transport Info Jenis pengangkutan. Contoh: Van.
Transport Info *
Enter Transport Info
Enter Transport Info. Example, lorry, van, etc,
ﬁ ‘ NORAINI ABDULLAH - (2]
Asset Receipt
Workflow Details
Reference Number Date * Status
08/Dec/2023 [ NEW
Branch Type *
501-00000-501-00000 v Receipt v
P O Number * P O Date
50000023-PO0066-TESTIIQ | 24/Nov/2023 i)
Technical Inspection * D O Number * D O Date * Invoice Number *
O Yes ® No DO AINT 04/Dec/2023 £ INVAINT
Acceptance Type * Transport Info *
DIUKUR LORI
e ——
Asset Information
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5) PADA TAB ASSET INFORMATION, SENARAI ASET/ASET BERNILAI RENDAH AKAN DIPAPARKAN
MENGIKUT SENARAI YANG DILULUSKAN DI DALAM PESANAN BELIAN SISTEM PUTRA FINANCE.

| Asset Information |'u’en|:1-:’lnf-:-'rr'aticr1

Asset Information

| Receipt Details

Asset Asset | Asset | U Unit Ext Ordered Open Receipt Delivered | Return National | Action
Categor | Type | Class | M Cost | Cost | Quantity | Quantit | Quantity | Quantity Quantity | Number

¥ Y

H 0.00 200 2.00 0.00 0.00 0.00 F @ A

EAC 3,700
H .00
H EAC 23,00 0.00 1.00 0.00 0.00 0.00 0.00 & w A
H 0.00
Tetal 2 records.
“
6) KLIKPADA BUTANG UNTUK MELAKUKAN KEMASKINI
I
= W oA
= m ¥
Total 2 records.
7) MASUKKAN MAKLUMAT ASSET INFORMATION->RECEIPT DETAILS SEPERTI BERIKUT:-
Bil.  Nama Ruangan Keterangan
a) | Asset Class Merangkumi maklumat Sub. Contohnya, sila taip 512233X untuk

pembelian menggunakan Sub 05-12233-XX.

AssetClass *
Sub.
512233) J
05-12233-XX ABRICT06512233X
05-12233-XX
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8)

Bil.  Nama Ruangan

Keterangan

Edit Selected Record Of The Receipt Details x

Input details to update the selected record of the Receipt Details
Asset General Info

AssetClass *

110032

HMKENO1110032A-AMBULAN

uom Unit Cost
HMKEN04110032A-BASIKAL

EACH 2,500.00

National Number *

Search National Number

Description

Non Stock Items

Asset Details

Ordered Quantity Open Quantity Delivered Quantity *  Receipt Quantity * Return Quantity * Ext Cost

Cancel Save

b) | Asset Type Maklumat Asset Type aset akan dipaparkan berdasarkan Asset Class yang
dipilih.
Input detals to update the selected record of th Recept Details
Asset General Info
AssetClass *
HMKENO1110032A-AMBULAN
Asset Category AssetType uom Unit Cost
H AMBULAN EACH 2,500.00
c) National number | Pilih National Number. Contoh, jika menerima kerusi sila taip ‘kerusi’

dalam senarai National number yang mempunyai perkataan kerusi akan
disenaraikan. Pilih yang berkaitan. Jika tiada yang berkaitan, taip ‘Tidak
berkaitan’.

MASUKKAN MAKLUMAT DALAM ASSET DETAILS SEPERTI BERIKUT DAN KLIK SAVE.

Bil Nama Ruang Keterangan
(a) Delivered Quantity Bilangan kuantiti yang dihantar oleh pembekal
Bilangan kuantiti yang diterima oleh PTJ.
(b) Receipt Quantity Sistem akan memaparkan Ext Cost bilangan barang yang
diterima.
. Jika tiada pemulangan barang, biarkan 0.00.
(c) Return Quantity Jika ada pemulangan barang, input bilangan yang dipulangkan.
(d) Notes Masukkan catatan jika perlu.
(e) Return Reason Jika melibatkan pemulangan barang.

7/13




Asset Details
Ordered Quantity Open Quantity Delivered Quantity * Receipt Quantity * Return Quantity * Ext Cost
1.00 1.00 1.00 1.00 0.00 2,699.00
Notes Return Reason
Enter Notes Enter Return Reason
Cancel Save

9) ASET YANG TELAH DIKEMASKINI AKAN DITUNJUKKAN SEPERTI DI BAWAH

§ NORAINIABDULLAH ~ @

Asset Receipt

Asset Information Vendor Information

Asset Information

Receipt Details

Asset Asset Asset Class uo | unit Ext Ordered Open Receipt Delivered Return Action

Category Type M Cost Cost Quantity Quantity Quantity Quantity Quantity

H 1.00 1.00 1.00 0.00 = @
1

A35400A 35400A101100 EACH 3,500.0  3,500. 1.00
32A 0 00
H A35400A 35400A101100 EACH  4,000.0 0.00 1.00 1.00 0.00 0.00 o0 & @ A
1 32A o
H A35400A 35400A101100 EACH  8,000.0 0.00 1.00 1.00 0.00 0.00 0.00 @ @ A
1 32A 0

Total 3 records.

10) PASTIKAN MAKLUMAT VENDOR INFORMATION MEMPUNYAI MAKLUMAT. MAKLUMAT
DIINTEGRASI DARIPADA MAKLUMAT PESANAN BELIAN.

Asset Information

Vendor Informati

Vendor Information 2

Vendor | D* Vendor Name *
MYV05096 KAYANGAN MEDIA
Vendor Phone Vendor Fax Vendor Email I D
0360875633 amirul@kayaganmedia.com
Vendor Address1 Vendor Address2

22, JLN DAHLIA 3, 47000 5G BULOH, SELANG

Vendor Address3 Vendor Address4

Vendor P C Name Vendor P| C Position Vendor P| C Email Vendor P| C Phone

11) PADA TAB WORKFLOW DETAILS,
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Asset Receipt Request

Receipt Details Workflow Details

Reference Number Date *
Bil Nama Ruang Keterangan
Action Document Muat naik dokumen seperti pesanan belian, Nota
Penghantaran (DO) dan Invois pada ruang action document
Action Document
@ o
CARA MEMGISI TUNMTUTAN o E @
PERMOHOMAN BAYARAN BALIK
PEMBELIAN KOMPUTER MELALLI
SISTEM ECLAIM.pdf
-txt, doc. pdf. docx. png. jpeg. jpg. gif, bmp
Action Comment Masukkan pada ruangan Action Comment, jika ada catatan.
Action Comment
(b) CMLEr AL w0 L=
Pilih User Role-Role Name->Technical Inspection.
Pilih nama Pegawai Pemeriksa yang hendak diri tugasan.
Pemilihan Pegawai pemeriksa boleh dibuat lebih daripada
Assign To seorang Pegawai Pemeriksa.
Assign To *
| Selact V|
(C) AssignTo * Role Name * User Name *
Select User Role v Technical Inspection v
User RDIE MOHD EDZUAN MANAN
WAN SALMAN AL FARIS| WAN A RAHMAN
Klik untuk melihat senarai Pegawai Pengesah Terimaan
Harta Modal Teknikal.

12) TEKAN BUTANG SUBMIT UNTUK MENGHANTAR DOKUMEN.

9/13



https://bursar.upm.edu.my/upload/dokumen/20200204155728LAMPIRAN_B(I)_PEGAWAI_PENGESAH_TERIMAAN_HARTA_MODAL_TEKNIKAL.pdf
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A
sset Receipt

08/Dec/2023 121
Action Comment

TRLONG LULSKAN

Workflow Detalls

1 Technical
Inspection

2 APPROVER

13) TEKAN BUTANG YES

AUTO User Role Approve Reject Technical
Technical Inspector
Inspectar

AUTO User Role APPROVED REJECTED

Confirmation

Do you wish to submit this request?

Technical
Inspector

First Level
Appraver

. NORAINI ABDULLAH « Q

Actlon Document

Na files uploaded

ext, o, ptf.docx, png,

.81 bmp

o

o

Total 2 records,

Cancel Subm Save

14) DI TAB HISTORY, STATUS ADALAH SUBMITTED

Asset Receipt

Pending

Search

Asset Receipt

History

Asset Management Portal

@ NORAINIABDULLAH -~ @

= New Request | [ Excel Export PDF Export

Pending  Dratt
Showing 110 10 of 28 entries Search: |
NORAINI ABDULLAH L ‘7
Batch ID : bmitted B bmitted D tatus
#& Home
AR000105 Receipt NORAINI ABDULLAH 08/12/2023 SUBMITTED
Hesset Ml | ARc00065 Receipt JUNAIDAH MD ISA 15/11/2023 APPROVED
Registration Bl | Arc00066 Receipt JUNAIDAH MD ISA 15/11/2023 APPROVED
AR000067 Receipt JUNAIDAH MD ISA 15/11/2023 APPROVED
Movement -
AR000063 Receipt JUNAIDAH MD ISA 14/11/2023 APPROVED
AR000064 Receipt JUNAIDAH MD ISA 14/11/2023 APPROVED
AR000059 Receipt JUNAIDAH MD ISA 10/11/2023 Approve Approver
Disposal S
AR000060 Receipt JUNAIDAH MD ISA 10/11/2023 SUBMITTED
Loss & Write-Off AR000061 Receipt JUNAIDAH MD ISA 10/11/2023 Approve Approver
B2 ey AR000062 Receipt JUNAIDAH MD ISA 10/11/2023 Approve Approver

First Previous ‘ 1 | 2 3 Next Last

10/13



B2ii) LOGIN KE SISTEM PENGURUSAN ASET SEBAGAI PEGAWAI PEMERIKSA TEKNIKAL

1) SENARAI TUGAS AKAN DIPAPARKAN PADA DASHBOARD (MY PENDING TASK). KLIK PADA
DOKUMEN SPA ASSET RECEIPT YANG BERKAITAN

’ SHAWALLIZA MAZLAN ~ (2]

Asset Management Portal

LUREN S -

NOTIFICATIONS My Pending Tasks '

Search:

WALLIZA MAZL...

Showing 1 to 15 of 17 entries
Subject Requested By Assigned On

SPA Asset Receipt Task Notification - ARD0O117 JUNAIDAH MD 154 18/Dec/2023 10:50 AM

1

Assigned to me today

_ SPA Asset Disposal Task NDIITI(EIWQF\ - ADRDO0O26 JUNAIDAH MD ISA 23/NOV/2023 12:33 PM
2) SEMAK MAKLUMAT PENERIMAAN ASET BERDASARKAN DOKUMEN YANG DIMUAT NAIK. PADA

TAB ASSET INFORMATION, TEKAN BUTANG Z UNTUK MEMBUAT PENGESAHAN PEMERIKSAAN
PENERIMAAN

Inbox

& sPA Asset Receipt Task Notification - AR000117 ... MDA T £0en0m 1050 4 P

r

Asset Receipt Processing

Reference Number Date Sotus
AROO0T1 18/Decr2023 ] SUBMITTED
Branch Type
501-14001-501- 14001 Receipt v

P O Number PODate

$1400123.PO0002-KOMPUTER RIBA ¥ 18Dec2023 -]

Technical Inspection DO Number DO Date Inveiee Number

DOTEST 1 18/Dees2023 B | w1
Aceeptance Type Transport info
DIPERIKEA AR

Boset Information [RCEERIRUIES

Asset Infarmation

-
H A3s20011 35200010310801X EACH 100 1.00 1.00 1.00 0.00 5,000.00 5/000.00 [

3) INPUT MAKLUMAT PEMERIKSAAN DAN TEKAN BUTANG SAVE. KLIK YES.

Technical Inspection

Inspection Date * Inspection Reject Quantity
03/May/2024 iz Enter Inspection Reject Quantity
Inspection Notes * Inspection Reject Reason
BAIK Enter Inspection Reject Reason

Confirmation




4) PAPARAN AKAN KEMBALI KE SKRIN UTAMA. TEKAN BUTANG APPROVE

& SPA Asset Receipt Task Notification - AR00O117 oy : .

Asset Receipt Processing

B2iii) LOGIN KE SISTEM PENGURUSAN ASET SEBAGAI PELULUS (KETUA PTJ)

1) SENARAI TUGAS AKAN DIPAPARKAN PADA DASHBOARD (MY PENDING TASK). KLIK PADA
DOKUMEN SPA ASSET RECEIPT YANG BERKAITAN

l FAEZ HRDAUS JESSE ABDULLAH ~

Asset Management Portal

ST Dasntosrd

My Tasks
NOTIFICATIONS My Pending Tasks

Showing 1 to 15 of 37 entries Search

1

SPa Asset Receipt Task Notification - ARODDT17 JUAIDAH MD ISA 18/Dec/2023 1101 AM

2) SEMAK MAKLUMAT PENERIMAAN ASET BERDASARKAN DOKUMEN YANG DIMUAT NAIK. PADA
TAB ASSET INFORMATION, TEKAN BUTANG Z UNTUK MEMBUAT PENGESAHAN PENERIMAAN

DOX

1§ SPA Asset Receipt Task Notification - ARGOOT1Y ... o .

Asset Receipt Processing

3) SEMAK MAKLUMAT DAN KEMASKINI JIKA PERLU . TEKAN SAVE
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Edit Selected Record Of The Receipt Details

Input details to update the selected record of the Receipt Details

TIADA

Asset Condition Asset Specifications

BAIK 7
Technical Inspection
Inspection Date * Inspection Reject Quantity

18/Dec/2023 == | 0.0000
Inspection Notes * Inspection Reject Reason

ASET TELAH DIPERIKSA DAN MENGIKUT SPESIFIKASI Enter Inspection Reject Reason

Cancel E

4) PAPARAN AKAN KEMBALI KE SKRIN UTAMA. TEKAN BUTANG APPROVE

4§ 5Pa Asser Receipt Task Notification - ARS0OT17 e - .

Asset Receipt Processing

Beference Number Date Status
Aoc011T sDev2n23 s Koo Techoica Insgactar
Branch, Type
IR - -
P Humber P 0Date
51400173 P00 KOMPUTER FIGA | | remesrzazs =
Tecnnical nspesction 5 Humber DoDsie Invesce Number
ves soresTy 1peca02 @ | wvnsn
Accaptance Type Transpert info
OERISA A

e

Asset Informanion

Gpen Quanty Delrvered Quantity

r 352001 3520010310601 EACH. 100 1o 190 10 000 500000 soo00m a

5) TEKAN YES

Confirmation

Do you wish to approve this request?

SELEPAS KELULUSAN, PEGAWAI ASET PERLU MEMBUAT ASSET REGISTRATION
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