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Introduction and Overview

Overview

This course explains how the North Carolina Accounting System (NCAS)
is used as a tool to make create, maintain and track assets.

Audience

Fixed asset officers
Fixed asset clerks

Length

4 hours

Objectives

Upon successful completion of this course, participants will be able to:

* Add an asset with or without using the FA to AP interface
* Copy a master record or transaction

* Delete an item from the temporary level

*+ Change an asset

* Transfer an asset within an agency

+ Transfer an asset between agencies

* Retire an asset

* Inquire on transactions

* Reset a transaction

* Inquire on an asset

Reports

Examples of reports used in performing tasks related to Assets are dis-
played in the back of this manual.

Forms

Examples of forms used in performing tasks related to Assets are dis-
played in the QRG section in the back of the manual.
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Introduction and Overview

NOTES

Policies

Policies regarding details and parameters of the Fixed Assets module and
its operation are included in the back of this manual.

Procedures

Detailed process steps that describe how to complete a task or group of
tasks are included in the back of this manual. These “step-by-steps” can
be used after the training as a reference on how to use the NCAS to per-
form job functions.

Quick Reference Guides (QRGs)

Reference materials that help participants complete the tasks involved
with their jobs. They are referenced throughout the walkthroughs and
activities.

Assets Overview

An asset is a long-lived tangible item obtained or controlled as a result of
past transactions, events or circumstances. An asset can be a building,
equipment, or land. Its status is recorded in the North Carolina Account-
ing System (NCAS).

Assets are divided into two categories: inventoried assets and capitalized
assets.

Inventoried assets are goods or items that are valued below $4999.

The threshold you use to inventory assets is determined by your agency
within the Fixed Assets (FA) policy.

Capitalized assets are assets whose value is greater than or equal to
$5000. Capitalized assets are classified for inclusion in financial reports
such as CAFR.

When an asset has been received by your agency and paid for by
Accounts Payable (AP), it must be accounted for in the Fixed Assets mod-
ule (FA) in the NCAS. Each asset is entered into FA either by the inter-
face or by manual entry.

Any changes to or transfers of the asset are documented in the NCAS on
an ongoing basis.

Office of the State Controller 2 NCAS Training.9 - May 25, 2011
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Fixed Assets Interface

The Assets Interface

An interface has been developed to provide a quicker and more efficient
way to input assets. The interface populates the fields in the FA module by
loading pertinent information into temporary assets. These temporary
assets are then added to a temporary level. The temporary level exists to
provide a holding area for assets until moved into a permanent level, i.e.
the permanent records of your agency.

The Fixed Assets module requires that you input certain information to add
an asset. The interface (“the Fixed Assets interface”) fills in all information
essential to build an asset on a nightly basis. Payments made for invoices
using asset account numbers trigger the interface. Information pertaining
to the asset is collected from Accounts Payable (AP), Purchasing (PS),
and General Ledger (GL) modules.

Asset expenditure accounts numbered from 534000 through 53499999999
trigger the interface to pull information from AP, PS, and GL and forward it
to FA. You still must be sure to verify all assets that should be added are

added. Specific FA expenditure account information can be found on the

North Carolina Information Guide (SIG).

Building Construction and Improvements do not go through the Fixed
Asset Interface (5342xx, 5343xx). For PC software (534710), refer to the
Fixed Asset Policy on Revised Intangible Assets Policy.

The temporary asset is populated with the following information on the
Asset Short Form Maintenance (260) screen:

The AcQ DATE (acquisition date) field is populated with the year and month
of the invoice date in the year and period format.

The NEW/USED field is populated with an N for new.

The PER/REAL field is populated with a P for personal.
The Aca coDE field is populated with a P for purchased.
The STATUS CODE field is populated with a U for in use.
The coND coDE field is populated with a G for good.
The ASSET DESCRIPTION is populated as follows:

« If an invoice is matched to a PO, then the ASSET DESCRIPTION field is
populated from the PO.

* If aninvoice is not matched to a PO, the ASSET DESCRIPTION field is
populated from the item description category from the invoice.

+ If there is no description on either the PO or invoice, then NOT A
STANDARD DESCRIPTION is populated in the ASSET DESCRIPTION
field.

Office of the State Controller 3 NCAS Training.9 - May 25, 2011
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Fixed Assets Interface

NOTES

The DESC CODE is populated with the first five digits of the commodity
code.

I~  If the standard description corresponding to the commodity code
does not exist, then the DESC CODE field is populated with 00001 for
not a standard description.

The QUANTITY field is populated with 1.
LEVEL OF CONTROL 3 is populated with the budget code.
LEVELS OF CONTROL 5/6/7 and 8 is populated with the center.

LEVELS OF CONTROL 9/10 and 11 is populated with the PO number if one
exists.

LEVELS OF CONTROL 12 and 13 is populated with the check/reference
number.

LEVEL OF CONTROL 14 is populated with the FA expenditure account
number.

=7 The first two digits of the account number is dropped when it dis-
plays in LEVEL 14. Thus, the FA expenditure account number
always begins with a 4.

The BOOK TYPE field is populated with a 3 for capitalized items or 4 for
inventoried items.

The TAX field is populated with an N for no.
The DEPR DATE field is populated with the acquisition date.

The DEPR METH field is populated with SLG for straight line gross depreci-
ation.

The EST LIFE field is populated with 0000.
The pc field is populated with a 1 for half-year convention.
The DEPR sw is populated with an N for no.

The cosT is populated with the total cost, including sales tax and addi-
tional costs.

The interface also populates the following on the Additional Description
Maint (275) screen:

»  The DESCRIPTION LINE 8 field is populated with the vendor number,
the vendor short name, and the buying entity.

*  The DESCRIPTION LINE 9 field is populated with the control number,
the control date, the invoice number, and the paying entity.

If any of the information that is populated in by the interface is incorrect
and needs to be changed, follow the procedures for Changing an Asset in
this handbook.
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Adding An Asset

By adding an asset to NCAS, you make it possible for your agency and
the OSC to track the status and value of a specific item or good. Doing so
is important because it allows for the consistent and organized documenta-
tion of information for financial reporting purposes. Tracking assets also
makes it possible for the State of North Carolina to do a physical inventory.
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Adding an Asset Without the Interface

When you add an asset to the NCAS without the interface, you must sup-
ply all of the information required on the Asset Short Form Maintenance
(260) screen. Although some fields automatically default in for you, this
method requires that you manually enter more information than you would
when using the interface.

1. Type 260 in the NEXT SELECTION/SPEC FUNC field of any screen in the
Fixed Assets module and press to access the Asset Short Form
Maintenance (260) screen.

L1/12: 9 ASSET SHORT FORM MAINTENANCE SCREEN: 260
ASSET: 0 FUNCTION: 0 ENTER KEY INFO ONLY
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS
~ ASSET DESCRIPTION B DESC CODE QUANTITY INF TABLE INS: TABLE CD
LEVELS OF 3 4 5 6 7 8 9 10 11 12 13 14 VGC ACCT
CONTROL 1) (16) 17 (13)
- ***7BOOK 1 *kHkx * %% BOOK 2 hrk *%* BOOK 37***
TYP / TAX @ @ L o
DEPR DATE @7 L L L
DEPR METHOD @
EST LIFE @7 o o
PRORATE CODE @ B _
DPR SW @ B _
SALVAGE @ @ _ B
COST @
YEAR TO DATE
LIFE TO DATE
TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME  SERIAL NUMBER
NEXT SELECTION/SPEC FUNC: @ L1/L2: KEY: FROM: _ TO:
ACTION:
2. Type the level of control 1 and level of control 2 in the L1/L2 field.

. The level of control 1 (L1) represents your agency identifier
preceded by a leading zero. For example, the Office of the
State Controller’s agency number is 14. The Level 1 would
be 014. The level of control 2 (L2) represents your fund pre-
ceded by a leading zero. In most cases, the assets pertain to
the general fund; therefore, the level 2 would be 001.

3. Type the asset number assigned by your agency in the ASSET
field.
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Adding an Asset Without the Interfaces

NOTES

4.

6.

7.

8.

9.

10.

11.

Type A for add in the FUNCTION field and press [nte]. The message
NEXT ENTER DATA is displayed.

Type the acquisition date in the ACQ DATE field.

v

=

The acquisition date is the date the good or object was
invoiced by the vendor.

The format for the acquisition date is the four digit fiscal year
followed by the period. Each month is given a period num-
ber, starting with July, which is period 01. (August is period
02, September is period 03, and so on.) For example, the
format for a acquisition date of December 2007 would be
200806.

Acquisition date should never change.

OPTIONAL: Type either N for new or U for used in the NEW/USED

field.

=

The default for this field is N.

OPTIONAL: Type P for personal or R for real in the PER/REAL field.

r—
r—

The default for this field is P for personal.

Personal assets are tangible; real assets include land and
buildings.

OPTIONAL: Type the acquisition code in the AcQ CODE field.

oy
r—

The default for this field is P for purchased.

The acquisition code identifies the method of acquisition.
The codes are P for purchased, C for constructed, D for
donated, and | for inventory conversion.

Refer to QRG 1 for CAFR memo SAD 02-12 to rely on these codes.

OPTIONAL: Type the status code in the STAT CODE field.

I
=

The default for this field is U for in use.

Status indicates the status of the asset. The codes are U for
in use, S for at surplus, M for missing, R for in repair, | for
idle, and N for on loan.

OPTIONAL: Type the condition code in COND CODE field.

I
I

The default for this field is G for good.

The condition code indicates the condition of the asset
throughout its life. The codes are G for good and P for poor.

OPTIONAL: Type the ownership code in the OWN CODE field.

v

The ownership code is an alphabetic code that is agency
defined.

Office of the State Controller
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NOTES

Do not enter the asset description on the 260 screen in the ASSET
DESCRIPTION field. The asset description is entered on the 275 screen.

12.  Type the first five digits of the Purchasing and Contract com-
modity number in the DESC CODE field.

r— When information is entered in the DESC CODE field, the
description from the standard description table defaults to
the ASSET DESCRIPTION field. The asset description entered
moves to the ADDITIONAL DESC LINE 1 field on the Additional
Description Maint (275) screen.

= If you receive the message STANDARD DESCRIPTION
NOT FOUND ON FILE, contact the OSC Support Services
Center at (919) 707-0795 and request the code be added.

13.  Type the quantity in the QUANTITY field.

r— If the quantity is equal to one, the QUANTITY field can be left
blank.

14. Type the five-digit budget code in the LEVEL OF CONTROL 3 field.

15.  Type the 12-digit center number in the LEVELS OF CONTROL 5, 6, 7,
and 8 fields.

= Enter the budget fund number in the first four positions of
these fields. Enter the cost center, which is agency specific,
in the last eight positions.

16.  Type the PO number in the LEVELS OF CONTROL 9, 10, and 11 fields,
if applicable.

17.  Type the check/reference number in the LEVELS OF CONTROL 12
and 13 fields.

18. Type the statewide account/subaccount number in the LEVEL OF
CONTROL 14 field.

vy This is the same as the FA expenditure account number
without the first two digits.

19.  Type the book type in the TYP field.

= Book type indicates if an asset should be depreciated. The
valid codes are 1 for depreciable, 2 for fully depreciated, 3
for capitalized ($5,000 and above), and 4 for inventoried
($500 to $4,999).

20. Type N in the TAX field to indicate that you are not applying tax.

21.  OPTIONAL: Type the date depreciation begins in the DEPR DATE
field.

Office of the State Controller 9 NCAS Training.9 - May 25, 2011
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NOTES r— If the DEPR DATE field is left blank, the acquisition date

22.

23.

24.

25.

26.

27.

28.

defaults in.

7 The format for the depreciation date is the four digit fiscal
year followed by the period. Each month is given a period
number, starting with July, which is period 01. (August is
period 02, September is period 03, and so on.) For exam-
ple, the format for a depreciation date of December 2007
would be 200806.

Type SLG for Straight Line Gross in the DEPR METH (depreciation
method) field.

= Required for Book Type 1.

Type the estimated life in the EST LIFE field.
= Required for Book Type 1.

= Estimated life is the number of years and months that the
asset is expected to have a useful life.

= Refer to the SIG for information about estimated useful lives.

Type the prorate code (usually 1) in the Pc field.
= Required for Book Type 1.

7 A prorate code of 1 indicates that the system follows the
half-year convention in determining how much depreciation
is taken in the first and last year of the asset’s life.

r— The default for this field is 1.

Type N in the DPR sw (depreciation switch) field to indicate that the
depreciation method will not be switched at a later date.

7 Required for Book Type 1.

If you are entering a salvage amount, type D or P in the unmarked
SALVAGE cbD field to the left of the SALVAGE field.

= The salvage CD indicates whether the value entered in the
SALVAGE AMT/PERCENT field is a percent (P) of original cost
or an otherwise designated amount (D).

Type the salvage amount in the SALVAGE AMOUNT field, if applica-
ble.

r— If a whole dollar amount is entered, no decimal or trailing
zeros are necessary. Otherwise, enter the amount with the
decimal and cents amount.

7 The salvage amount is either a percent or an otherwise
assigned amount.

Type the original cost of the asset in the cosT field.

Office of the State Controller
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29.

30.

31.
32.

33.

34.

r— If an agency enters an asset from a prior period or prior year NOTES
and this asset is depreciable, they must manually calculate
the year-to-date and life-to-date information up to that cur-
rent point in time. The system then starts depreciating from
the time the asset is entered.

OPTIONAL: Type the 10-character location code in the STATE,
COUNTY, CITY, and DIST fields.

= This identifies the physical location of the asset.

= Follow your agency’s policy for entering information in these
fields.

OPTIONAL: Type the manufacturer name or the name of the
product in the MANUFACTURE NAME field.

OPTIONAL: Type the model name in the MODEL NAME field.

OPTIONAL: Type the serial number of the asset in the SERIAL
NUMBER field.

Press [nte]. The message ASSET ADD PROCESSED TXN: with
the transaction number following is displayed.

If you want to add additional descriptive information, type 275 in the
NEXT SELECTION/SPEC FUNC field and press to access the Addi-
tional Description Maintenance (275) screen.

L1/L2:

ASSET:

NEXT SELECTION:
ACTION: -

* * *x  ADDITIONAL DESCRIPTION MAINT * * *

@ FUNCTION SCREEN: 275

@ CODE DESCRIPTION

DESCRIPTION LINE 1: @7@

DESCRIPTION LINE 2:

DESCRIPTION LINE 3:

DESCRIPTION LINE 4:

DESCRIPTION LINE 5:

DESCRIPTION LINE 6:

DESCRIPTION LINE 7:

VALID FUNCTION

DESCRIPTION LINE 8: @ @ CODES ARE:
A = ADD
DESCRIPTION LINE 9: @ C CHANGE

D DELETE

35.

36.

Type your level of control 1 and level of control 2 in the L1/L.2
field.

Type the asset number in the ASSET field.

Office of the State Controller 11 NCAS Training.9 - May 25, 2011
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NOTES 37.
38.
39.
40.
41.
42.

Type A for add, C for change, or D for delete in the FUNCTION CODE
field of each line on which you want to enter information.

7 D deletes the whole description record. To delete only a sin-
gle line, type C and leave the line blank.

Type C for change in the FUNCTION CODE field for Description Line
1.

Type any additional descriptive information in the DESCRIPTION
LINE 2-7 fields.

= An asset’s original descriptive information is automatically
entered into this field from the from the Commodity code
entered in the DESC CcODE field on the Asset Short Form
Maintenance (260) screen. Any changes to the asset
description should be added into the DESCRIPTION LINE 1
field.

Type the vendor number* vendor short name* buying entity in
the DESCRIPTION LINE 8 field.

Type the control number*control date*invoice number*paying
entity in the DESCRIPTION LINE 9 field.

Press [nte). The message ASSET ADD PROCESSED TXN= with
the transaction number following is generated.

If you want to end any transaction in the FA module without locking up
a record, type QUIT in the NEXT SELECTION field and press [nter]. You
may do this at any point during a transaction.

WALKTHROUGH: Adding an Asset Without
the Interface

SCENARIO

In this scenario you will be adding an asset without the interface.

Your agency has purchased an office desk on May 5, 2008 from
Nathan Office Supply for $510.00. When accounts payable paid for the
desk it was mistakenly charged to the office supplies account (533110)
instead of the office furniture account (634511). You need to manually
add the desk to the Fixed Asset System since it was not picked up by
the interface.

Using the following information on the Asset Short Form Maintenance
(260) sheet, add the asset number for the desk. You will need to com-
plete the Asset Short Form Maintenance (260) screen and the Addi-
tional Description Maint (275) screen.

Office of the State Controller
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NOTES

ACTION
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NORTH CAROLINA ACCOUNTING SYSTEM - O REGION
MAIN MENU

PAYROLL/PERSONNEL
FINANCIAL SYSTEMS
MANUFACTURING SYSTEMS
- HEALTH CARE

- INFORMATION EXPERT

Hoow @
1

ENTER THE SYSTEM TYPE YOU DESIRE: °

DCI Release 94.01.CF

1.

Type B for Financial Systems in the ENTER THE SYSTEM TYPE YOU
DESIRE field and press [Enter].

ACTION _

* ok ok kK Kk * Kk * *ok ok k ok ok ok k * kK Kk KAK KK KKK
Kk Kk kkk * Kk * ** Kk * Kk * * ok ok ok ok ok ok Kk Kk ok ok ok ok ok ok
* kK * kK ** K * kK * Kk * kK * kKK * *
* Kk Kk Kk K KKK * kK * kK * Kk Kk * Kk Kk Kk

* kK * Kk kKK * kK KAk KKK KK KKK ** KKK KK
* kK Kk kKK * Kk *** * kKK * kKK Kk KKk Kk Kk Kk kKK
* Kk Kk * kKK *ok ok k ok ok ok ok * kK Kk * kKK KkK KKK KK

NORTH CAROLINA ACCOUNTING SYSTEM - O REGION
FINANCIAL SYSTEMS

03 - GENERAL LEDGER 12 - FOREIGN EXCHANGE
04 - ACCOUNTS RECEIVABLE 13 - PROJECT TRACKING
05 - ACCOUNTS PAYABLE AND 14 - PURCHASING
PURCHASE ORDER CONTROL 15 - ORDER PROCESSING
06 - ACCOUNTS PAYABLE 17 - SALES FORECASTING / DRP
07 - INVENTORY 21 - FINANCIAL CONTROLLER
08 - FIXED ASSETS 22 - EDI

09 - BUDGETARY CONTROL
10 - FORECASTING AND MODELING

ENTER THE SYSTEM NUMBER YOU DESIRE: a

DCI Release 94.01.CF

Type 08 for Fixed Assets in the ENTER THE SYSTEM NUMBER YOU
DESIRE field and press [nter].

Office of the State Controller
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GT: FAO1 Adding an Asset Without the Interfaces
Fixed Assets

NOTES

ONLINE FIXED ASSETS
RELEASE 94.01
FAAS MASTER FILE INQUIRY: 001
FAAS ENTRY/EDIT/VALIDATION: 201

FAAS ONLINE REPORT VIEWING: 350

SELECTION: e

ACTION:

3. Type 260 in the SELECTION field and press to access the Access
Short Form Maintenance (260) screen.

L1/L2: ° ASSET SHORT FORM MAINTENANCE SCREEN: 260

ASSET: e FUNCTION: e ENTER KEY INFO ONLY
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS

O 00 O 0O

ASSET DESCRIPTION B DESC CODE QUANTITY INF TABLE INS: TABLE CD

®

LEVELS OF 3 4 5 6 7 8 9 10 11 12 13 14 VGC ACCT |
CONTROL @ m @ @
7 *%% BOOK 1 *** ***x BOOK 2 *** *x%% BOOK 3 ***

TYP / TAX @ @ o o
DEPR DATE @

DEPR METHOD
EST LIFE
PRORATE CODE
DPR SW
SALVAGE

COST @

YEAR TO DATE
LIFE TO DATE

TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME SERIAL NUMBER
NEXT SELECTION/SPEC FUNC: @ L1/L2: KEY: FROM:  TO:
ACTION:

4. Type 0XX in the L1 field and 001 in the L2 field.

o

Type 0001234500 in the ASSET field.

6. Type A for add in the FUNCTION field and press [nter].

N

Type 200811 in the AcQ DATE field.
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GT: FAO1 Adding an Asset Without the Interfaces
Fixed Assets
NOTES 8. Type N for new in the NEW/USED field.
9. Type P for personal in the PER/REAL field.
7 The P is the default for this field. If the asset is a building or
land you should type an R for real property.
10.  Type P for purchased in the AcQ CODE field.
vy The P is the default for this field. Other acquisition codes
are C for constructed, D for donated, and I for inventory con-
version.
11.  Type U for in use in the STAT CODE field.
= The U is the default for this field. Other status codes are S
for at surplus, M for missing, R for in repair, | for idle, and N
for on loan.
12.  Type G for good in the COND CODE field.
= The G is the default for this field. The other condition code
is P for poor.
An asset’s original descriptive information is automatically entered into
this field from the from the Commodity code entered in the DESC CODE
field on the Asset Short Form Maintenance (260) screen. Any changes
to the asset description should be added into the DESCRIPTION LINE 1
13.  Type 42521, the five digit commodity number, in the DESC CODE
field.
14.  Type 1 in the QUANTITY field.
15.  Type 14500, your agency’s budget code, in the LEVEL OF CONTROL 3
field.
16.  Type 10001005, your agency’s center, in the LEVEL OF CONTROL 5,
6, 7, and 8 fields.
17.  Type XX00012345, the purchase order number, in the LEVEL OF
CONTROL 9, 10, and 11 fields.
18. Type 0000045678, the check number, in LEVEL OF CONTROL 12 and
13 fields.
19.  Type 4511, the account number without the first two digits, in the
LEVEL OF CONTROL 14 field. Do not right justify this field.
20.  Type 4 for inventoried item in the TYP field.
21.  Type N for no tax in the TAX field.
22.  Type 200811 for the acquisition date in the DEPR DATE field.

= The acquisition date defaults to this field.

Office of the State Controller

16 NCAS Training.9 - May 25, 2011



GT: FAO1 Adding an Asset Without the Interfaces
Fixed Assets

23.

24.
25.

26.

27.

28.

29.

30.

r— We will not be completing the depreciation method, esti- NOTES
mated life, prorate code, and the depreciation switch fields in
this scenario. These fields are required fields only when the
book type is a 1 for depreciable assets.

Type 510.00 in the cosT field.

If the cosT field is left blank when the asset is added, you will not be
able to change this cost. You will have to reset the transaction or call
OSC Support Services Center to have the asset number deleted.

Type RM for room in the STATE field.

Type 210 for the room number where this desk is located in the
COUNTY field.

Type DOBB for the building where this desk is located in the CITY
field.

r— The ten digit location fields may be used in any way by the
agency to designate the location.

Type Bush for the manufacturer of the desk in the MANUFACTURE
NAME field.

Type TS55555 for the manufacturer’s serial number in the SERIAL
NUMBER field.

Check all fields to ensure they are correct and press [nte]. The mes-
sage ASSET ADD PROCESSED TXN = with the transaction num-
ber following is displayed. Record the transaction number on your
Transaction Number Log sheet.

= Back in the office, you need to record the transaction number
shown at the bottom of your screen onto your copy of the
Asset Short Form Maintenance/260 and your Transaction
Number Log sheet.

Type 275 in the NEXT SELECTION/SPEC FUNC field and press to
access the Additional Description Maint (275) screen.
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GT: FAO1 Adding an Asset Without the Interfaces
Fixed Assets
* * * ADDITIONAL DESCRIPTION MAINT * * *
L1/L2: @ o FUNCTION SCREEN: 275
ASSET: @77 CODE DESCRIPTION

DESCRIPTION LINE 1: @@

DESCRIPTION LINE 2:

DESCRIPTION LINE 3:

DESCRIPTION LINE 4:

DESCRIPTION LINE 5:

DESCRIPTION LINE 6:

DESCRIPTION LINE 7:

VALID FUNCTION

DESCRIPTION LINE 8: @@ CODES ARE:
A = ADD

DESCRIPTION LINE 9: @@ C = CHANGE
D = DELETE

NEXT SELECTION:
ACTION:

31.
32.
33.

34.

35.

36.

37.
38.

39.

Type 0XX in the L1 field and 001 in the L2 field.
Type 0001234500 in the ASSET field.

Type C for change in the FUNCTION CODE field for Description Line
1.

Type Walnut Secretary Desk in the DESCRIPTION LINE 1 field for
Description Line 1.

Type A for add in the FUNCTION CcODE field for Description Line 8.

Type 341573735B*NATHANOFFICESUPPL*XXBG for the vendor
number, vendor short name, and buy entity in the DESCRIPTION LINE
8 field.

Type A for add in the FUNCTION cODE field for Description Line 9.

Type 0123*051508*789456*XXPT for the control group number,
control group date, invoice number, and pay entity in the DESCRIP-
TION LINE 9 field.

Check all fields to ensure they are correct and press [nte]. The
message ASSET ADD PROCESSED TXN = with the transaction
number following is displayed. Record the transaction number on
your Transaction Number Log sheet.

= Back in the office, you need to record the transaction num-
ber shown at the bottom of your screen onto your copy of
the Asset Short Form Maintenance/260 and your Transac-
tion Number Log sheet.

Office of the State Controller
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GT: FAO1 Copy Master/Copy Transaction Feature

Fixed Assets

Copy Master/Copy Transaction Feature

Occasionally, you may have to add several assets of the same kind. The
NCAS has two special features to eliminate manually typing in all the
required fields for multiple assets. These features are copy master and
copy transaction. Copy master allows you to copy an asset number that
already exists in the Fixed Assets module. Copy transaction allows you
to copy a transaction number that occurred that day. Copy master is the
more useful of these two features.

Copy Master

1. Type 260 in the NEXT SELECTION/SPEC FUNC field of any screen in
the Fixed Assets module and press to access the Asset Short
Form Maintenance (260) screen.

L1/L2: e ASSET SHORT FORM MAINTENANCE SCREEN: 260

ASSET: e FUNCTION: 0 ENTER KEY INFO ONLY
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS

ASSET DESCRIPTION - DESC CODE QUANTITY INF TABLE INS: TABLE CD

LEVELS OF 3 4 5 6 7 8 9 10 11 12 13 14 VGC ACCT
CONTROL o

*k% BOOK 1 *** **x*x BOOK 2 *** * %% BOOK § * Kk k

TYP / TAX

DEPR DATE

DEPR METHOD

EST LIFE

PRORATE CODE

DPR SW

SALVAGE

COST

YEAR TO DATE

LIFE TO DATE -
TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME  SERIAL NUMBER

NEXT SELECTION/SPEC FUNC: a_le/Lzz G _ KEY: 0__ _ FROM: _ TO:

ACTION:

2. Type 0XX, your agency’s level 1, in the L1 field and 001, your
agency’s level 2, in the L2 field.

3. Type the asset number you want to add in the ASSET field.
4, Type A for add in the FUNCTION field and press [Enter.

5. Type CPYMST for copy master in the NEXT SELECTION/SPEC FUNC
field.

6. Type 0XX, your agency’s level 1, and 001, your agency’s level 2, in
the L1/L.2 field.
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GT: FA01
Fixed Assets

Copy Master/Copy Transaction Feature

7.

NOTES

10.

Type the asset number you want to copy in the KEY field and

press [Enter).

Make the necessary changes to the fields, such as location, serial
number, etc. and press to add the asset to your system.

Write the system-generated transaction number on your Asset
Short Form Maintenance form and Transaction Number Log Sheet.

Type 275 in the NEXT SELECTION/SPEC FUNC field and press to
access the Additional Description Maintenance (275) screen.

L1/L2:

ASSET:

* Kk K * Kk K

ADDITIONAL DESCRIPTION MAINT

@

FUNCTION SCREEN: 275

CODE

0

DESCRIPTION

DESCRIPTION LINE 1

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

VALID FUNCTION
CODES ARE:

ADD

CHANGE
DELETE

DESCRIPTION LINE

DESCRIPTION LINE

A
C
D

NEXT SELECTION:
ACTION:

" ASSET NUMBER CANNOT BE BLANK

11.

12.

13.

14.

15.

Type 0XX, your agency’s level 1, in the L1 field and 001, your
agency’s level 2, in the L2 field.

Type the asset number you want to add in the ASSET field and

press [Enter).

Type C for change in the FUNCTION CcODE field for Description Line 1
to change the asset description from the asset you are copying.

Change any other additional information if needed for the asset you
are adding and press to complete the transaction.

Write the system-generated transaction number on your Asset
Short Form Maintenance form and Transaction Number Log Sheet.
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GT: FAO1 Copy Master/Copy Transaction Feature

Fixed Assets

Copy Transaction

1. Type 260 in the NEXT SELECTION/SPEC FUNC field of any screen in the
Fixed Assets module and press to access the Asset Short Form
Maintenance (260) screen.

L1/L2: e ASSET SHORT FORM MAINTENANCE SCREEN: 260

ASSET: e FUNCTION: ° ENTER KEY INFO ONLY
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS

ASSET DESCRIPTION DESC CODE QUANTITY INF TABLE INS: TABLE CD

LEVELS OF 3 4 5 6 7 8 9 10 11 12 13 14 VGC ACCT
CONTROL

* Kk K BOOK 2 * Kk K * Kk K BOOK 5 * kK
TYP / TAX

DEPR DATE

DEPR METHOD

EST LIFE

PRORATE CODE

DPR SW

SALVAGE

COST

YEAR TO DATE

LIFE TO DATE -

TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME  SERIAL NUMBER

NEXT SELECTION/SPEC FUNC: eile/LZ: e

ACTION:

KEY: 0 FROM:  TO:

2. Type 0XX, your agency’s level 1, in the L1 field and 001, your
agency’s level 2, in the L2 field.

3. Type the asset number you want to add in the ASSET field.
4. Type A for add in the FUNCTION field and press [nter).

5. Type CPYTXN for copy transaction in the NEXT SELECTION/SPEC
FUNC field.

6. Type 0XX, your agency’s level 1, and 001, your agency’s level 2, in
the L1/L2 field.

7. Type the transaction number you want to copy in the KEY field

and press [Enter).

r— The transaction number is the six digit number that displays
at the bottom of the screen after a transaction has been
entered. For example, in the message ASSET ADD PRO-
CESSED TXN=XXXXXX, the XXXXXX is the transaction
number to be entered into the KEY field.

8. Make the necessary changes to the fields, such as location, serial
number, etc. and press to add the asset to your system.

9. Write the system-generated transaction number on your Asset
Short Form Maintenance form and Transaction Number Log Sheet.

NOTES
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GT: FA01
Fixed Assets

Copy Master/Copy Transaction Feature

10.

NOTES

Type 275 in the NEXT SELECTION/SPEC FUNC field and press to
access the Additional Description Maintenance (275) screen.

L1/L2:

ASSET:

* Kk K * Kk K

ADDITIONAL DESCRIPTION MAINT

1]

FUNCTION SCREEN: 275

CODE

Q0

DESCRIPTION

DESCRIPTION LINE 1

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

DESCRIPTION LINE

VALID FUNCTION
CODES ARE:

A ADD

C CHANGE

D DELETE

DESCRIPTION LINE

DESCRIPTION LINE

NEXT SELECTION:
ACTION:

ASSET NUMBER CANNOT BE BLANK

11.

12.

13.

14.

15.

Type 0XX, your agency’s level 1, in the L1 field and 001, your
agency’s level 2, in the L2 field.

Type the asset number you want to add in the ASSET field and

press [Enter).

Type C for change in the FUNCTION CODE field for Description Line 1
to change the asset description from the asset you are copying.

Change any other additional information if needed for the asset you
are adding and press to complete the transaction.

Write the system-generated transaction number on your Asset
Short Form Maintenance form and Transaction Number Log Sheet.
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GT: FAO1 Copy Master/Copy Transaction Feature
Fixed Assets

WALKTHROUGH: Adding an Asset Without the NOTES
Interface Using the Copy Master File Feature

SCENARIO

In this scenario you will be adding a permanent asset number using the
copy master file feature.

You have been informed there are two desks that were purchased on
the same purchase order as the previous walkthrough. Add the
second desk by using a special feature called the copy master file
(CPYMST) feature.

You will need to access the Asset Short Form Maintenance (260)
screen to add this desk.

1. Type 260 in the NEXT SELECTION/SPEC FUNC field and press to
access the Asset Short Form Maintenance (260) screen.

L1/L2: e ASSET SHORT FORM MAINTENANCE SCREEN: 260

ASSET: o FUNCTION: 0 ENTER KEY INFO ONLY
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS

ASSET DESCRIPTION - DESC CODE QUANTITY INF TABLE INS: TABLE CD

LEVELS OF 3 4 5 6 7 8 9 10 11 12 137 14 VGC ACCT

CONTROL e

**xx BOOK 1 *** **xx BOOK 2 *** T BOOK 5 * Kk Kk

TYP / TAX
DEPR DATE
DEPR METHOD
EST LIFE
PRORATE CODE
DPR SW
SALVAGE

COST

YEAR TO DATE
LIFE TO DATE
TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME SERIAL NUMBER

NEXT SELECTION/SPEC FUNC: e L1/L2: e KEY: e FROM: _ TO:
ACTION:

2. Type 0XX in the L1 field and 001 in the L2 field.

3. Type 0003456700 for the asset number you want to add in the
ASSET field.

4. Type A for add in the FUNCTION field and press in order for the
system to validate that this is a new asset number.

5. Type CPYMST for copy master file in the NEXT SELECTION/SPEC
FUNC field.

6. Type 0XX001 in the L1/L2 field.
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GT: FA01
Fixed Assets

Copy Master/Copy Transaction Feature

NOTES 7. Type 0001234500 for the permanent asset number you want to
copy in the KEY field and press [Enter). The data for the asset number
you have copied is displayed.

Remember, some of the information that has been copied needs to be
changed. Some of the fields that could be different are the purchase
order number, check number, location, and serial number. You need
to make all these changes before you press to record this asset.

8. Type 0000045683 for the check number of the asset you are add-
ing in the LEVELS OF CONTROL 12 and 13 fields.

9. Type 230 for the room number of the asset you are adding in the
COUNTY field.

10. Type TS55556 for the manufacturer serial number of the asset you
are adding in the SERIAL NUMBER field.

11.  Check all fields to ensure they are correct and press [nter). The
messages ASSET ADD PROCESSED TXN= with the transaction
number following is displayed.

12.  Write the system-generated transaction number on your Asset
Short Form Maintenance form and Transaction Number Log Sheet.

13.  Type 275 in the NEXT SELECTION/SPEC FUNC field and press to
access the Additional Description Maintenance (275) screen.

* * * ADDITIONAL DESCRIPTION MAINT * * *
L1/L2: m o FUNCTION SCREEN: 275
ASSET: @ CODE DESCRIPTION
DESCRIPTION LINE 1: @ G
DESCRIPTION LINE 2:
DESCRIPTION LINE 3:
DESCRIPTION LINE 4:
DESCRIPTION LINE 5:
DESCRIPTION LINE 6: _
DESCRIPTION LINE 7:
a VALID FUNCTION
DESCRIPTION LINE 8: CODES ARE:
A = ADD
DESCRIPTION LINE 9: C = CHANGE
D = DELETE

NEXT SELECTION:

ACTION: ASSET NUMBER CANNOT BE BLANK

14.  Type 0XX, your agency’s level 1, in the L1 field and 001, your
agency’s level 2, in the L2 field.

15.  Type the 0003456700 (the asset number you want to add) in the

ASSET field and press [nter].
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GT: FAO1 Copy Master/Copy Transaction Feature
Fixed Assets

16.  Type C for change in the FUNCTION CODE field for Description Line 1 NOTES
to change the asset description from the asset you are copying.

17.  Type Walnut secretary deskin the DESCRIPTION field and press
to complete the transaction.

18.  Write the system-generated transaction number on your Asset
Short Form Maintenance form and Transaction Number Log Sheet.
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GT: FAO1 Adding an Asset Through the Interface

Fixed Assets

Adding an Asset Through the Interface

Adding an asset with the interface means you need to enter only essential
information in the specified fields. The rest of the information is supplied
via the interface.

Xport report MM132-1 AP to FA interface - displays fixed assets that
have interfaced from the Accounts Payable Module.

1. Type 260 in the NEXT SELECTION/SPEC FUNC field and press to
access the Asset Short Form Maintenance (260) screen.

L1/L2: a ASSET SHORT FORM MAINTENANCE SCREEN: 260

ASSET: o ~ FUNCTION: ° ENTER KEY INFO ONLY
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS

ASSET DESCRIPTION - DESC CODE QUANTITY INF TABLE INS: TABLE CD

LEVELS OF 3 4 5 6 7 8 9 10 11 12 13 14 VGC ACCT
CONTROL

***x BOOK 1 *** *** BOOK 2 *** *** BOOK g * kK

TYP / TAX
DEPR DATE
DEPR METHOD _
EST LIFE

PRORATE CODE _
DPR SW

SALVAGE o - -
cosr

YEAR TO DATE -
LIFE TO DATE o - -
TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME  SERIAL NUMBER

NEXT SELECTION/SPEC FUNC: Q L1/L2: KEY: FROM:  TO:
ACTION:

2. Type the temporary level 1 and temporary level 2 in the L1/L.2
field.

r— Your level 2 is interfaced in as CAP if the item is a capitalized
asset (valued at $5000 or more). It is interfaced in as INV if
the item is an inventoried asset (valued at less than $5000
and greater than the agency’s chosen threshold amount).

3. Type the temporary asset number in the ASSET field.

r— Temporary asset numbers are found on the daily Validation
Report and on the AP to FA Interface Reports.

4. Type C for change in the FUNCTION field.

5. Press and data is displayed from the interface. Verify that all
information is correct.

r— If any information populated by the interface is incorrect or
has changed, change the appropriate field(s). For example,
acquisition date, book type, or estimated life.

r— If the asset is depreciable, you must change the book type to
1 and enter an estimated life.
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GT: FAO1 Adding an Asset Through the Interface
Fixed Assets

NOTES 6. OPTIONAL: Type the 10-character location code in the STATE,
COUNTY, CITY, and DIST fields.

7 This identifies the physical location of the asset.

= Follow your agency'’s policy for entering information in these
fields.

7. OPTIONAL: Type the manufacturer name or the name of the
product in the MANUFACTURE NAME field.

8. OPTIONAL: Type the model name in the MODEL NAME field.

9. OPTIONAL: Type the serial number of the asset in the SERIAL
NUMBER field.

10.  Be sure to verify all fields to ensure their accuracy.

11.  Press [nte]. The message ASSET ADD PROCESSED TXN= with
the transaction number following is displayed. Write the system-
generated transaction number on your Asset Short Form Mainte-
nance form and Transaction Number Log Sheet.

Data cannot be viewed on the 275 screen. Only input is allowed. To
view the information that was interfaced, you must go to the inquiry
menu to access the inquiry screens.

12.  If you want to know what additional descriptive information the
interface has populated for this item, type 001 in the NEXT SELEC-
TION/SPEC FUNC field and press to access the Fixed Assets
Inquiry (001) screen.

FIXED ASSETS INQUIRY

002 ACTIVE ASSET INFORMATION

003 ASSET TABLES

004 COMPANY POLICY INFORMATION
005 HISTORICAL ASSET INFORMATION
006 CONSTRUCTION IN PROGRESS (CIP)
007 LEASE INFORMATION

008 REPORT OPTIONS

SELECTION: @ LEVEL1/LEVEL2: m
ACTION:

13.  Type 002 in the SELECTION field.

14.  Type temporary level of control 1 and temporary level of con-
trol 2 in the LEVEL1/LEVELZ field and press to access the Active
Asset Inquiry (002) screen.
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GT: FAO1 Adding an Asset Through the Interface

Fixed Assets

SCREEN 002

*oxox FIXED ASSETS ACCOUNTING SYSTEM *oxox
*ox ACTIVE ASSET INQUIRY *xo*
* MENU *

SELECTION SELECTION DESCRIPTION
021 ASSET RECORD INFORMATION
022 ASSET BOOK INFORMATION (BOOKS 1-3)
023 ASSET BOOK INFORMATION (BOOKS 4-7)
024 INSURANCE / CURRENT COST / CONSTANT DOLLAR
025 ADR INFORMATION
026 ASSET ADDITIONAL DESCRIPTION
027 ASSET MAINTENANCE COST AND UOP
028 ASSET CCA INFORMATION

SELECTION: @ ASSET NUMBER: @
ACTION:

15.  Type 026 in the SELECTION field.

16.  Type the temporary asset number in the ASSET NUMBER field and
press [Ente]. The system displays an Asset Additional Description
screen with all of the information populated by the interface.

*okox ASSET ADDITIONAL DESCRIPTION *oxox
L1/L2: 0XX CAP SCREEN: 26
ASSET NUMBER: 0507000100 DESCRIPTION
DESCRIPTION LINE 1: TRUCKS, ALL CAPACITIES (PICKUP TRUC
DESCRIPTION LINE 2:
DESCRIPTION LINE 3:
DESCRIPTION LINE 4:
DESCRIPTION LINE 5:
DESCRIPTION LINE 6:
DESCRIPTION LINE 7:

DESCRIPTION LINE 8: 560857678A*MERTONAUTOGROUP

DESCRIPTION LINE 9: 0124*051597*8845756*XXPT

NEXT SELECTION: @ ASSET NUMBER: 0507000100
ACTION:

17.  View the screen for the information on which you are inquiring.

18.  Type 275 in the NEXT SELECTION field and press [Ente]. The system
displays the Additional Description Main (275) screen.

r— If you want to add additional descriptive information, type A
(Add) on lines 2-7. To make changes to the existing descrip-
tive information, type C (Change) on line 1.

NOTES
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GT: FA01
Fixed Assets

Adding an Asset Through the Interface

NOTES

* * * ADDITIONAL DESCRIPTION MAINT * * *
L1/L2: @ CAP FUNCTION SCREEN: 275

ASSET: @7000100 CODE DESCRIPTION

DESCRIPTION LINE l:@@
DESCRIPTION LINE 2:@@

DESCRIPTION LINE 3:

DESCRIPTION LINE 4:

DESCRIPTION LINE 5:

DESCRIPTION LINE 6:

DESCRIPTION LINE 7:

VALID FUNCTION
DESCRIPTION LINE 8: CODES ARE:

A ADD
DESCRIPTION LINE 9: C CHANGE

D DELETE

NEXT SELECTION: @7
ACTION:

19.  Type your temporary level of control 1 and temporary level of
control 2 in the L1/L2 field. (This data usually defaults from the
inquiry screens.)

20. Type the temporary asset number in the ASSET field. (This data
usually defaults from the inquiry screens.)

21.  Type C for change in the FUNCTION CODE of the ASSET DESCRIPTION
LINE 1field.

22.  Type the asset description in the ASSET DESCRIPTION LINE 1 field.

= D deletes the whole description record. To delete only a sin-
gle line, type C and leave the line blank.

23. Type A for add, C for change, or D for delete in the FUNCTION CODE
field of each line on which you want to enter information.

24.  Type any additional descriptive information in the DESCRIPTION
LINE 2-7 fields.

7 To change the asset description, type a C in the FUNCTION
cobDE field and any additional information in DESCRIPTION
LINE 1.

= The DESCRIPTION LINE 8 field is filled with the necessary AP
information (i.e. vendor number, vendor short name, and
buying entity).

= The DESCRIPTION LINE 9 field is filled with the necessary AP
information (i.e., control number, control date, invoice num-
ber, and the paying entity).
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GT: FAO1

Fixed Assets

25.

26.

Press [nte]. The message ADDL DESC TXN COMPLETE. TXN
NBR= with the transaction number following is displayed. Write the
system-generated transaction number on your Asset Short Form
Maintenance form and Transaction Number Log Sheet.

Type 262 in the NEXT SELECTION field and press to access the
Asset Transfer (262) screen.

* * * ASSET TRANSFER * * * SCREEN: 262

L1/12: @ o

ASSET:

ENTER KEY INFO ONLY

TRANSFER TRANSFER DATE NEW NEW NEW ASSET EXIST COMPONENT ACQUISITION DATE

TYPE YEAR PERIOD LVL1 LVL2 NUMBER SW SW YEAR PERIOD

© O O 0o o o

TRANSFER QUANTITY YTD SURP AS OF YTD DEPR AT YTD BACKLOG AT
COST TRANSFER DATE TRANSFER DATE TRANSFER DATE

k ok ok x k% % TEVELS OF CONTROL TRANSFERRED * * * * % *x %

LVL LVL LVL LVL LVL LVL LVL
3 4 5 6 7 8 9
NEXT SELECTION/SPEC FUNC: NBR:

ACTION:

27.

28.

29.
30.

31.

32.

Type the temporary level of control 1 and temporary level of
control 2 in the L1/L2 field.

Type the temporary asset number in the ASSET field and press

Enter.

Type C for complete in the TRANSFER TYPE field.

If the transfer does not take place during the current period, type the
fiscal year and period in which the transfer became effective in
the TRANSFER DATE YEAR and PERIOD fields.

r— If the transfer is to take place during the current year and
period, the TRANSFER YEAR and TRANSFER PERIOD fields may
be left blank.

Type 00X in the NEW LVL 2 field. (X represents the one-digit GAAP
fund number (i.e. agency) to which you are transferring the asset.)

r— The NEw LVL 1 field should be left blank if it is the same as
the temporary level 1.

Type the permanent asset number assigned by your agency in
the NEW ASSET NUMBER field.
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NO TES 7 The first eight characters of the permanent asset number

33.

34.

35.

are used as the asset base. They usually are the numbers

from the tag placed on the asset. The last two characters of
the permanent asset number were used to designate com-

ponents. Since the state no longer uses components, the

last two characters should always be zeros.

Type N in the EXIST sw field to indicate that the asset does not
already exist at the permanent level.

7 Usually you type an N in the EXIST sw field because you are

adding an asset for the first time.

7 Y is typed in the EXIST sw field to record additional payments
towards an asset already entered into the system. Because
AP considers all payments against invoices to be potential
assets, a temporary asset number is assigned to all pay-
ments. All temporary asset numbers that reflect payments
toward a particular asset should be reassigned the same

permanent asset number.

Type N in the COMPONENT sw field to indicate that components
not transfer.

do

Press [nte. The message TRANSFER TRANS SUCCESSFUL -

TXN NUM = with the transaction number following is displayed.

Write the system-generated transaction number on your Asset

Short Form Maintenance form and Transaction Number Log Sheet.

Once the temporary asset number has been transferred to a
permanent asset number, inquiry on the permanent number is not
available until after the nightly update. The temporary asset number is
automatically deleted.

WALKTHROUGH: Adding an Asset Through
the Interface

SCENARIO

In this scenario you will be adding an asset through the interface.

Your agency purchased a 2008 Chevrolet pickup truck from Merton
Auto Group on May 1, 2008. You have received the MM132-1 AP to
FA Interface report that gives you the temporary asset number which
the system assigned to this truck.

You need to access the Asset Short Form Maintenance (260) screen to
make the necessary changes. Then transfer the temporary asset num-
ber to a permanent asset number using the Asset Transfer (262)
screen.
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Adding an Asset Through the Interface

NOTES

1. Type 260 in the NEXT SELECTION/SPEC FUNC field and press to
access the Asset Short Form Maintenance (260) screen.

L1/L2: e ASSET SHORT FORM MAINTENANCE SCREEN: 260

ASSET: e FUNCTION: o ENTER KEY INFO ONLY
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS

ASSET DESCRIPTION B DESC CODE QUANTITY INF TABLE INS: TABLE CD

LEVELS OF 3 4 5 6 7 8 9 10 11 12 13 14 VGC ACCT
CONTROL o

* %k BOOK 1 **xx* * Kk k BOOK 2 *k* * kK BOOK § * k k

TYP / TAX
DEPR DATE
DEPR METHOD
EST LIFE
PRORATE CODE
DPR SW
SALVAGE

COST

YEAR TO DATE
LIFE TO DATE

TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME  SERTAL NUMBER
NEXT SELECTION/SPEC FUNC: _ L1/12: KEY: FROM: _ TO:
ACTTON:

2. Type 0XX, the temporary level 1, in the L1 field and CAP, the tem-

porary level 2, in the L2 field.

3. Type 0507000100, the temporary asset number, in the ASSET field.

7 The interface reports only show the first 8 digits of the asset
number. The 00 needs to be added at the end to make it a
10 digit asset number.

4, Type C to change in the FUNCTION field and press to display the

data for the temporary asset number.
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NOTES

L1/12: 0XX CAP ASSET SHORT FORM MAINTENANCE SCREEN: 260
ASSET: 0507000100 FUNCTION: C NEXT ENTER DATA. ..
ACQ NEW PER/ TAX TEFRA TAX ENERGY ADR/ ACQ STAT COND OWN CRED GUIDE
DATE USED REAL CLASS CODE CRED REHAB CLS CODE CODE CODE CODE IND CLASS
2003 10 N P 0 N N N P U G 00000
ASSET DESCRIPTION DESC CODE QUANTITY INF TABLE INS: TABLE CD
__ A STANDARD DESCRIPTION 901 00000001
LEVELS OF 3 4 5 6 7 8 9 10 11 12 13 14 VGC ACCT
CONTROL 99999 1000 100 5 XX 0001 4567 00001 9173 4541
*x k BOOK 1 * K ok * kK BOOK 2 * Kk Kk * Kk k BOOK 3 *x Kk
TYP / TAX G N o o
DEPR DATE 2003 10 o o
DEPR METHOD SLG o -
EST LIFE 0 00 o o
PRORATE CODE 1 B B
DPR SW N B -
SALVAGE D 0000000.00 T T
cosT 00022868.00 o o
YEAR TO DATE 00000000.00 - -
LIFE TO DATE 00000000.00 - -
TAX: STATE COUNTY CITY DIST MANUFACTURE NAME MODEL NAME  SERIAL NUMBER
NEXT SELECTION/SPEC FUNC: __ L1/L2: __ _ KEY :9____ FROM: _ TO: __
ACTION: _

The description defaults from the interface with the item description
from the purchase order. If the invoice is not matched to a PO, the
description from the item description category defaults. If there is no
description on either the PO or invoice, then the message NOT A
STANDARD DESCRIPTION is displayed in the ASSET DESCRIPTION
field, and a 00001 is displayed in the DESC CODE field. The asset
description is changed on the 275 screen.

5. Type 07080, the standard description code for trucks, in the DESC
CODE field.

= If you receive the message STANDARD DESCRIPTION
NOT FOUND ON FILE, contact the OSC Support Services
Center (919-707-0795) and request the code be added.

6. Type 1 for a depreciable asset over the 3 in the TYP field.

= The default for book type for the interface is 3, for an asset
$5000 and over, or a 4, for an asset under $5000. You must
change the book type to a 1 if the asset is depreciable.

7. Type 10 00, the estimated life in years, in the EST LIFE field.

8. Type ADMIN BLDG, the location in the STATE, COUNTY, CITY, and
DIST fields.

9. Type Chevrolet in the MANUFACTURE NAME field.

10.  Type 4x4 in the MODEL NAME field.

11. Type JVL0123456 in the SERIAL NUMBER field.
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NOTES 12. Press and write the system-generated transaction number on
your Asset Short Form Maintenance form and Transaction Number
Log Sheet.

7 Before you transfer the temporary asset to a permanent
asset, you need to view the Additional Description (275)
screen data. Since you cannot inquire on screen 275, you
must use the 026 screen.

13.  Type 001 in the NEXT FUNCTION/SPEC FUNC field and press to
access the Fixed Asset Inquiry screen.

14.  Type 002 in the SELECTION field and OXXCAP in the LEVEL1/LEVEL2
fields and press to access the Active Asset Inquiry Menu.

15.  Type 026 in the SELECTION field and 0507000100, the temporary
asset number, in the ASSET NUMBER field and press to access
the Asset Additional Description (026) screen.

* % % ASSET ADDITIONAL DESCRIPTION * ok ok
L1/L2: 0XX CAP SCREEN: 26
ASSET NUMBER: 0507000100 DESCRIPTION
DESCRIPTION LINE 1: TRUCKS, ALL CAPACITIES (PICKUP TRUC
DESCRIPTION LINE 2:
DESCRIPTION LINE 3:
DESCRIPTION LINE 4:
DESCRIPTION LINE 5:
DESCRIPTION LINE 6:

DESCRIPTION LINE 7:

DESCRIPTION LINE 8: 560857678A *MERTONAUTOGROUP*XXBG

DESCRIPTION LINE 9: 0124*051503* 8845756 *XXPT
NEXT SELECTION: m ASSET NUMBER: 0507000100
ACTION:

16. Review all data displayed for errors.

17.  Type 275 in the NEXT SELECTION field