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ASSET Technical Bulletin 

 
The following changes to ASSET will be implemented before business hours on January 13, 
2022. 
 
TAA Program - ASSET Financials  
 
We have added functionality to allow staff to track costs related to a TAA participant’s benefits 
and services. 
 

• New Special Access Roles 

• Financials Side Menu Item 

• Invoices Top Menu Item 

• Alerts and Event History 
 
TAA Program staff will begin utilizing this functionality after their training on 1/20/22. 
 
1) Three new special access roles were added to ASSET for managing TAA Financial 

data: 
 

NOTE: Without one of these special access roles staff will only be able to view TAA Financial 
data. 
 
  

Special 
Access 

Role 

Cost Estimate 
Worksheet 

(CEW) 

Purchase 
Orders 

(PO) 

Invoices Change Orders 
(CO) 

TAA 
Creator 

Create/edit/submit Edit/Self-approve Create/edit/submit Create/Submit 

TAA 
Financial 
Reviewer 

Approve/Reject Read-only Read-only Approve/Reject 

TAA 
Invoice 
Processor 

Read-only Read-only Approve/Reject Read-only 
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New Workflow: 
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2) Once a customer has been selected, staff will see a Financials link on the left menu:  
 

 
 
 
 
When clicked, (after case assignment has been taken) grids display for Expenses, Cost 
Estimate Worksheets and Purchase Orders.   
 
NOTE: The Expenses grid displays only after an Invoice has been paid for this customer. The 
Cost Estimate Worksheet (CEW) and Purchase Order (PO) grids display once CEWs or POs 
have been created. 
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Clicking on (+) in the grid will display Invoice details and provide a link to the invoice where the 
user can also access the associated Purchase Orders (POs): 
 

 
 
Clicking on Worksheet ID in the grid will display the Cost Estimate Worksheet (CEW) details: 
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Clicking on the accordions for RTAA, Relocation Benefit or OOA Job Search open tabs for 

tracking these benefits. 

 
RTAA Benefit tab: 
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Relocation Allowance tab: 
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Job Search Allowance tab: 
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Clicking on Purchase Order ID in the grid will display the Purchase Order (PO) details: 
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• Clicking the Change Order button allows user to enter changes to line items (TAA 

Creator only) 

• Clicking the Change Order History link allows user to view information related to both 

non-Financial and Financial changes to Purchase Order: 

 

 
 

3) In the horizontal menu bar in ASSET the user will now see a Link to Invoices: 
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• Clicking on TAA will take user to grids containing TAA Invoices, separated by Supplier 
and Participant Invoices: 

 

 
o Clicking on the Create Invoice button will take user to a blank invoice for entry 

(TAA Creator role only) 
o Clicking on the ASSET Invoice # link will take user to Invoice Details page: 
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o Clicking on the Void button voids the Invoice (Admin Only) with required 

comment.  Voids should be requested by staff via staff request and require 
analysis by Admin and Finance. 

 

• Clicking on Finance Spreadsheet will take user to a spreadsheet that TAA Creator will 
use to enter Cost Estimate Worksheets (CEWs) for their current caseloads.   
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NOTE: This link is temporary and will be removed when TAA staff have finished entry. 
 

4) Alerts 
 
TAA staff will receive the following alerts: 
 

Role Alert happens when: Alert is removed when: 

TAA Creator Cost Estimate Worksheet is 
approved by TAA Financial 
Reviewer 

Purchase Order (PO) is self-approved by 
TAA Creator 

TAA Creator Change Order to PO is 
approved by TAA Financial 
Reviewer 

Purchase Order (PO) is self-approved by 
TAA Creator 

TAA Creator Invoice is approved by 
Invoice Processor 

invoice link is clicked from the Alert 

TAA Financial 
Reviewer 

Cost Estimate Worksheet is 
submitted by TAA Creator 

Cost Estimate Worksheet is approved by 
TAA Financial Reviewer 

TAA Financial 
Reviewer 

Change Order to PO is 
submitted by TAA Creator 

Change Order is approved by TAA 
Financial Reviewer 

 
Alerts are accessed by clicking the bell icon in the header: 
 

 
When PIN link is clicked, system navigates to customer record. 
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5) Event History 
 

• Purchase Order - Event History is kept for the Purchase Order (PO) and can be 
accessed by clicking on the Change Order History Link: 

 
 

 
• Invoice - Event History is kept for the Invoice and can be accessed by clicking on the 

Event History button: 
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Changes to Invoice status with date and timestamps and staff name are accessible for auditing 
purposes: 
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