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*Step-by-step user guides are available at:

SABHRS Documentation > Financials > User Guides
> Asset Management

Asset Basics 
Expensed versus Capitalized

State agencies are required to capitalize fixed assets in the SABHRS Asset Management (AM) module, if the item’s historical unit cost meets or exceeds the capitalization threshold. Individual collections or land items may consist of individual items less than the capitalization limit if the total collection value exceeds the capitalization limit. Items costing less than the capitalization threshold must be expensed in the year of purchase. 
The State’s capitalization thresholds are as follows:

	Asset Type
	Threshold

	Equipment
	5,000

	Land
	5,000

	Library Materials
	5,000

	Museum & Art
	5,000

	Museum & Library Collections
	5,000

	Other Assets
	5,000

	Land Improvements
	25,000

	Buildings
	25,000

	Building Improvements
	25,000

	Land Use Rights - Amortized
	100,000

	Land Use Rights – Permanent
	100,000

	Other Intangibles
	100,000

	Software - Purchased
	100,000

	Infrastructure
	500,000

	Software – Internally Generated
	500,000


For accountability purposes, agencies are encouraged to utilize AM to keep records detailing expensed property, especially items that are sensitive to theft, i.e. laptop computers, cell phones, and guns. Expensed assets on AM are entered in the Expensed Book. 

Depreciable versus Non-Depreciable Assets

Land and museum & art that meet specific requirements (see Definition) are not depreciable. All other fixed assets that meet the capitalization threshold are required to be depreciated or amortized. This requirement is for both Governmental and Proprietary assets. 

Definitions

Building Improvements

Significant alterations or structural changes that increase the usefulness, efficiency, or asset life of existing buildings. Since these changes are not buildings in their own right they must be capitalized as building improvements. 

Fixed Assets

Assets of a relatively permanent nature with a useful life of more than one year whose identify does not change with use. The unit must be identifiable and separately accounted for. 

Intangible Assets

A long-lived legal right, in the case of software, the right to use the software. 

Infrastructure

Long-lived assets that normally are stationary in nature and normally can be preserved for a significantly greater number of years than most capital assets. Examples of infrastructure assets include roads, bridges, tunnels, drainage systems, water and sewer systems, dam and lighting systems. 

Land Improvements

Betterments other than buildings that ready land for its intended use. Examples include site improvements such as excavation, fill, grading and utility installation; removal, relocation or reconstruction, such as railroad and telephone and power lines; retaining walls; parking lots; fencing; and landscaping. 

Museum & Art – (Depreciable)

Per GASB 34, capitalized collections or individual items that are exhaustible, such as exhibits whose useful lives are diminished by display, educational, or research applications, should be depreciated over their estimated useful lives. 

Museum & Art – (Non-Depreciable)

Per GASB 34, capitalized collections or individual items are not depreciable if the following conditions are met in regard to the collections or items:

· Held for public exhibition, education, or research in furtherance of public service, rather than financial gain; 

· Protected, kept unencumbered, cared for, and preserved; 

· Subject to an organizational policy that requires the proceeds from sales of collection items to be used to acquire other items for collections.

For further definitions, please refer to MM2-02-2 or MOM 2.1700.30. 
Governmental versus Proprietary Assets
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All accounting entries generated by the asset management system are based on the profile, category, and book selection. Therefore, the profile, category, and book must match and correspond to the fund type that purchased the asset. 
	Profile
	Category
	Book
	Ledger
	Fund

	P
	P
	State
	Actuals
	06, 065, 086, 095

	G
	G
	Governmental
	Entitywide
	All others except 07

	Expensed
	Expense
	Expensed
	None
	Any


Governmental assets are assets purchased by any governmental fund, i.e. all funds except for 06xxx, 065xx, 086xx, and 095xx funds. In AM, governmental assets are noted by a “G” profile and a “G” category in the Governmental Book. Governmental assets are found in the ENTITYWIDE ledger of the General Ledger. 
Proprietary assets are assets which are purchased by any proprietary fund, i.e. all 06xx, 065xx, 086xx, and 095xx funds. In AM, proprietary assets are noted by a “P” profile and a “P” category in the State Book. Proprietary assets are found in the ACTUALS ledger of the General Ledger. 

Agency funds (07xxx) should only be used to report resources held by the State in a purely custodial capacity. Therefore, no assets should ever be reported in Agency funds on AM. 

Asset Accounts

The following is a list of the accounts used on SABHRS AM transactions in regard to assets and their related depreciation accounts, if required:

	1701 
	Land

	1702 
	Buildings

	1703
	Building Improvements

	1704
	Equipment

	1705
	Other Fixed Asset

	1706
	Construction Work in Progress

	1707
	Accum Depr – Buildings

	1709
	Accum Depr – Bldg Improvements

	1710
	Accum Depr – Other FA

	1711
	Livestock

	1713
	Library Books

	1714
	Museum and Art

	1715
	Land Improvements

	1716
	Infrastructure

	1718
	Library Collections

	
	

	1719
	Museum and Art Depreciable

	1720
	Accum Depr Land Improvements

	1721
	Accum Depr Infrastructure

	1722
	Accum Depr Museum and Art

	1723
	Accum Depr Library Books

	1809
	Intangible Asset


Dates Used by AM

Transaction Date

Defaults to today’s date. Should be updated to reflect the in-service date, if different. 

Accounting Date

Defaults to today’s date and should not be changed except during the fiscal year end period by the user. 

Acquisition Date

Date the asset was acquired. The transaction date is the default and therefore the user should update the transaction date. 

In Service Date

Date the asset was available for use. The transaction date is the default and therefore the user should update the transaction date. 

AM transactions are not reflected in the General Ledger until the month-end processes are completed. AM transactions in the General Ledger will be reflected on one of the following type of journals:

	Journal Type
	Transaction Description

	ADDxxxxxxxx
	Assets added to AM

	DPRxxxxxxxx
	Depreciation expense as calculated for the current month

	PDPxxxxxxxx
	Depreciation expense as calculated for prior periods based on the in-service date of the asset before the month in which the journal was created 

	ADJxxxxxxxx
	Assets on which cost adjustments have been made

	RETxxxxxxxx
	Assets that have been retired

	REIxxxxxxxx
	Retired assets that have been reinstated


No general ledger entries will be created in regard to expensed assets.

New Assets

Enter new assets into Asset Management using Express Add, unless your agency has received authorization to use the Basic Add functionality. Express Add enables you to quickly and easily enter assets with detailed cost information with little or no physical information.

Add an Expensed Asset

To enter a new asset, navigate to: 

Asset Management > Asset Transactions > Owned Assets > Express Add

By default, the Business Unit field displays your agency’s identifier and the Asset Identification field displays “NEXT.” You may assign an asset identification number, if desired. 

Click the Add button. 

[image: image2.png]Asset ExpressAdd
J| dd aew Value ]

Bu

ness Unit

11080 Q
NEXT

Asset Identificatio

Add




Cost/Asset Information

Input the Profile ID as EXPENSED. Enter a description, as Description is a required field. If desired or required by your agency, you may input the Location and Tag Number (if different from the asset ID); both of these fields are optional. 

Input the cost of the asset, the fund that was used to purchase the asset, and the organization. Other accounting fields should not be filled in at this time. 
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When all the necessary fields have been completed, click the Default Profile Button. Notice that the Default Profile button disappears, the book name changes to match the profile, and the category field is populated by the system. In addition, the Asset Additional Information section has been expanded for you. 

Asset Additional Information

The Asset Type field is populated by default, based on the profile ID used to enter the asset. If established by your agency, you may also enter or select an asset subtype, if desired. 

State policy requires agencies to designate an Asset Class for each asset in the system. You may either enter an asset class or use the lookup icon to select one from a list of valid values. Although the default Asset Status is listed as “In Service,” however it may be changed, if desired or necessary.

The Acquisition Date will display the transaction date by default and should not be changed at this point. 

By default, the Acquisition Code displays “Purchased,” but can be changed as necessary.
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No other field should be updated in the Asset Additional Information section. 

Depreciation Information

By using the Default Profile button on the Cost/Asset Information tab, the system has populated the depreciation information, useful life, and salvage information fields based on the profile selected.

The Book Name field should display EXPENSED by default, based on the profile ID selected on the Cost/Asset Information page. 

The In Service Date has no impact on expensed assets, but will populate by default with the transaction date as input in the Asset Information section on the Cost/Asset Information page. This date should not be changed at this point. 

By default, the Convention field displays AM or Actual Month. 

The Useful Life of an asset is defined based on the Profile ID as selected on the Cost/Asset Information page. 

Do not update any other field on the Depreciation Information tab at this time. AM does not calculate any depreciation on EXPENSED assets during month-end processing.
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No information is required or populated by default on the other pages (or tabs). Return to the Cost/Asset Information page to ensure the coding is correct and save your work by clicking the Save button. If you used automatic numbering, the Asset ID value “NEXT” is replaced with an actual number upon being saved. 

Add a Capitalized Asset

To add a capitalized asset, navigate to:


Asset Management > Asset Transactions > Owned Assets > Express Add

By default, the Business Unit field displays your agency’s identifier. 

If your agency is not using automatic numbering, input the desired asset identification number. The system will assign the next available asset ID number if the “NEXT” default is accepted. 
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Click the Add button. 

Cost/Asset Information

Input the Profile ID as “Pxx” for a proprietary asset or “Gxx” for a Governmental asset. Enter a description, if desired, or allow the description to populate automatically with the profile description when the asset is saved. Enter or select a Location and/or Tag Number, if desired or required by your agency.
[image: image7.png]Cost / Asset Information

Uni 11040 AssetiD:  NEXT

Profilel:  [085 Q

Description: |Convertible Ferrari
Location:  [HELENA O Helena
Tag Number:

[JAccum Depr in Current Pd

Trans Date:
Acetg Date:

Trans Code:

Currency:
Rate Type:

0112972007 5
0112972007 5

s





Input the cost of the asset, the fund used to purchase the asset, and the organization. Other accounting fields should not be filled in at this time. 
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When all the necessary fields have been completed, click the Default Profile button. 
Asset Additional Information

The system automatically populates the Asset Type field based on the profile ID entered for this asset. 
You may enter a serial ID if desired, but this field is optional. 

Enter or select an Asset Class for this asset. State policy requires agencies to complete this field for every asset. 
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The Acquisition date displays the transaction date by default, and should not be changed at this point. 

By default, the Acquisition Code displays “Purchased,” but can be changed as necessary. 

If this asset is a parent or child to another asset, complete the Parent/Child fields, as appropriate. 
No other fields should be updated in this section. 

Depreciation Information

By using the Default Profile button on the Cost/Asset Information tab, the system populated the depreciation information, useful life, and salvage information fields based on the profile selected. 
The Book Name field should display STATE or GOVERNMENTAL, based on the profile ID selected on the Cost/Asset Information page. 

The In Service Date field is populated by default with the transaction date as input in the Asset Information section on the Cost/Asset Information page and should not be changed at this point.

By default, the Convention field displays AM, or Actual Month. 
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The depreciation Method should display the desired Straight Line. 

The Useful Life of the asset is defined based on the Profile ID selected. 
Do not update any other field on the Depreciation Information tab at this time. Click the Save button to save your work. 

Add a Split Funded Asset
[image: image70.wmf]Note: Only assets that are paid for and recorded by two or more funds in the same fund type can be split funded fixed assets. 
Governmental and proprietary fund assets may be split funded long as the asset is recorded in the same fund type (i.e., governmental or proprietary). 
A capital asset funded from both governmental and proprietary fund types will require special accounting treatment in the general ledger to properly record the asset in both the general ledger and AM. In this situation, an operating transfer must be recorded to transfer the amount from one fund type to the fund type that is recording the asset. 

Example #1

The General Fund (01100) pays $7,000 and an enterprise fund pays $9,000 (06xxx) for a single fixed asset. The item will be recorded as a Governmental asset. The enterprise fund transfers $9,000 to the General Fund, which then shows a total capital outlay expenditure of $16,000 which must be appropriated. The entire amount is capitalized in the General Fund with a “G” profile and a “G” category. 

Example #2

A governmental fund and a proprietary fund type purchase a fixed asset with the intent that the asset will be capitalized and depreciated within the proprietary fund. The governmental fund records a “transfer-out” and the proprietary fund records a “transfer-in.” The proprietary fund then records the entire amount of the purchase and capitalizes the asset in that fund. 

To enter a split funded asset, navigate to: 

Asset Management > Asset Transactions > Owned Assets > Express Add
By default, the Business Unit field displays your agency’s identifier. 

If your agency is not using automatic numbering, input the desired asset identification number. The system will assign the next available asset ID number if the “NEXT” default is accepted. 
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Click the Add button.

Cost/Asset Information

Input the Profile ID as “Pxx” for a proprietary asset, “Gxx” for a governmental asset, or “Expensed” for an expensed asset. Enter a description, if desired, or allow the system to populate the description field automatically. If desired or required by your agency, you may input the Location and Tag Number (if different from the asset ID), however both of these fields are optional. 

First Fund

For the first fund of the split funded asset, input the cost of the asset, the fund, and the organization associated with the asset. 
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Before adding an additional row, ensure the book name corresponds to the Profile ID selected; for example, “State” for a proprietary asset, “Government” for a governmental asset, or “Expensed” for an expensed asset. 

Insert a row for each additional fund used to purchase the asset by clicking the Add a new row icon.

Additional Funds 

In the inserted row, enter the second fund used to purchase the asset and the organization. 
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Ensure the book name corresponds to the Profile ID selected, for example, “State” for a proprietary asset, “Government” for a governmental asset, or “Expensed” for an expensed asset. 

Other accounting fields should not be filled in at this time. 

When the necessary rows have been added and the required fields completed, click the Default Profile button. 
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On split funded assets, you must ensure the Book Name is correct on each cost row prior to pressing the Default Profile button, to ensure the book is updated correctly. 

Asset Additional Information

You may enter a serial ID, if desired, but this field is optional. State policy requires agencies to designate an Asset Class for each asset in the system. You may either enter an asset class or use the lookup icon to select one from a list of valid values. Although the default Asset Status is listed as “In Service,” you may change this if desired or necessary. 
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The Acquisition Date will display the transaction date by default, as updated on the upper right hand side of the screen, and should not be changed at this point. 

By default, the Acquisition Code displays as “purchased,” but can be changed as needed. 

If the asset is a parent or child asset to another asset, you may complete the Parent/Child field(s) as appropriate at this point. 

No other fields should be updated in this section. 

Depreciation Information

Upon clicking the Default Profile button, the system populated the depreciation information, useful life, and salvage information fields based on the profile selected. 

The Book Name field should display STATE or GOVERNMENTAL by default, based on the profile ID selected on the Cost/Asset Information page. 

The In Service Date field is populated by default with the transaction date as completed in the Asset Information section on the Cost/Asset Information page. This date should not be changed at this point. 

[image: image15.png]11040 Assetid: NEXT Tag:

In Senice
COVERNMEN'Q G overnmental Asssts for GASB34 Cuency: D

InService Date: 01/29/2007 [ [JDepreciate When In Service

Comve Q. pgtuat Mori Convertion Retire Com: AM X pctual wonth Convention

Percentt | | Limitpet: [ towwme [ Clvtontuy

UsefuiLife: | 80 DB Pct: vor: [ Q[ Lowvale

Schedule: Q wethoa: [ Cloepr pass Life

e Dates B fuwepeprvis: [ 2wy optio

Ueinvears: | 50 [ISpecial Depreciation 55012 s

Depr Limit: v|  costBasis Limit: |

Sanage % [15.000000000000

WltiShift Code:

Dsave | Enatty

Cost/ Asset Information | Depreciation Information





Ensure the Method of depreciation displays Straight Line. 

The Useful Life and Salvage value of the asset is defined based on the Profile ID as selected on the Cost/Asset Information page. 

Do not update any other field on the Depreciation Information tab at this time. 

Save your work by clicking the Save button. 

Add a Leased Asset

To enter a leased asset, navigate to:


Asset Management > Asset Transactions > Leased Assets > Express Add

By default, the Business Unit field will populate with  your agency business unit. Change this value to the desired business unit, if necessary. Enter an asset identification number, if desired. If the default value of “NEXT” is accepted, the system will assign the next available asset ID when the asset is saved. 

When the necessary fields have been completed, click the Add button. 

Enter or select the appropriate Profile ID and a description for the asset (up to 30 characters). If desired, enter a serial ID or tag number. 

Change the transaction date if the lease occurred prior to the current date. The accounting date should not be changed, however.
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Enter the lease terms and estimated life (in months) for the asset. 
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Note: The lease term and estimated life must be the same value.

From the Payment Schedule ID drop down list, select the frequency with which payments are made. 

Enter the lease payment amount in the Minimum Rental Payment (MRP) field. 

Optional: Enter Cost information instead of the Minimum Rental Payment by clicking the Cost tab or link and entering the quantity and total cost in the appropriate fields. 
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Click the Chartfields tab and enter the Fund and Organization values.
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Return to the Definition page and click the Calculate button to produce the payment schedule. 

Click the Payment Schedule tab to review the dates on which payments are to be made. 
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Click the Save button to save the asset. 
Copy an Asset
AM allows the creation of asset copies from an existing asset if the financial and physical information is similar. The copy of the existing asset must have the same profile, useful life, and in-service date as the asset being copied, and both the original and the copied asset(s) must be within the same business unit. 
To copy an asset, navigate to:

Asset Management > Asset Transactions > Owned Assets > Copy Existing Asset 

Search for the asset to be copied by entering any information known about the asset you wish to copy, including identification number, tag number, parent ID, description, or status. 
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It is recommended that you narrow the scope of your search somewhat, as the system will only return the first 300 rows of information that matches the criteria you specified. 

Select the asset to be copied b clicking any of the links in the row associated with the desired asset. 

In the Num of Asset Copies to create field, enter the number of copies you wish to create. 
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You may change the transaction date if the assets to be created have a different transaction date than the asset to be copied. All copies created will have this date. 

You may enter a preliminary description for each of the asset copies to be created, and then modify the description upon creation, if desired.

Click the Create Assets button to create the additional asset copies. 

Cost

In the cost section, for each asset copy you may change the quantity, cost, salvage value, or category, if desired. 

Chartfields

The chartfield information for each asset copy can be modified as necessary on the Chartfields tab.
[image: image74.wmf]Note that the acquisition detail of the asset will reflect the values of the original asset, even if these details are changed prior to saving the asset copies. It is recommended that copies be created from existing assets with the desired chartfield information. 
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After verifying the correct number of assets has been created, and the correct cost and chartfield information has been recorded, click the Save button to save the new asset copies. Upon saving, the system will generate an asset ID for each asset created.
Existing Assets

Asset Management stores two types of asset information: physical and financial. Physical information includes such things as tag number, specifications, location, custodian, and manufacturer. Financial information includes cost, acquisition details, book information, depreciation method, and useful life.

Adjust/Review Physical Detail

Each agency establishes internal policies related to the amount of physical detail required for assets maintained in the AM system.

To review or adjust asset information, navigate to: 

Asset Management > Asset Transactions > Owned Assets > Basic Add   
Navigate to the Find an Existing Value page and search for the asset to be adjusted. Enter any information known about the asset, such as asset identification, tag number, parent ID, or description. 
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Click the Search button to retrieve a list of results that match the criteria you specified. 
Select the asset to be adjusted by clicking one of the links in the associated row.
Asset Information

Physical information you may wish to adjust includes the tag number, asset class, acquisition code, and/or parent/child information. Update the physical information as desired and click the Save button. 

[image: image24.png]Asset information1

Unit:_ 11040 AssetID: 000010003204 _ Supercomputer Server In Senice
Description: Supercomputer Server ‘Short Description: ~ [Supercompy w

capz:

Collateral Asset:

“Acquisition Code:
FERC Co

Replacement Cost:
Index Name:
Sublndex Name:
Parentichid:

Profile ID:

[ — T

Q
Q

SetR and D Info

Taggable Asset  Tag Number:
Asset Class: 20001 Q computers
Asset Type: Region Code: Q
Asset Subtype: Q Capitalized Asset
AcauistionDate: 0172012006 DL IRTTD
PlacomentDate: 0172012006 ) S m————

[ Last Update:

[ a

[ B

Composite Asset ID: Q

[Paent— (<lpmenins (000010003204 cpype
665 Q

D sove | QRetumtosearch | tEpreviousinist | vEnestnst |

upetenicoiay | ) nclude History

Asset Information’ | Asset Information? | Asset Acquisition Detail | Location/Comments/attributes | ManufacturefLicense/Custodian





Click the Book Page link to review the Asset Book Information or depreciation attributes for this asset. 

A confirmation message appears to verify you wish to transfer to the Book page:
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Click No to cancel and return to the previous page; 

Click the Yes button to proceed to the Book Page. 
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Return to the Asset Information page by clicking the Go to Asset Basic Information link. You will again receive a confirmation message to verify transfer back to the Asset Information page. Click the Yes button to return to the Asset Information page. 

Asset Information 2

Store information related to the asset’s manufacturer, make and/or model numbers, serial number, etc. on the Asset Information 2 page.
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Asset Acquisition Detail

The Asset Acquisition Detail tab stores the original acquisition cost and chartfield information for an asset. This page does not update as you change your asset in other processes. 
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[image: image75.wmf]Updates should NEVER be made on the Asset Acquisition Detail pages, as no accounting entries will be generated. 

Location/Comments/Attributes

The Location/Comments/Attributes tab allows you to keep a record of the asset’s location, store comments about the asset, record physical properties such as asset color, height, and weight, and to view a stored image of the asset. 
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Each section (Comments, Physical Attributes, Image, etc.) can be expanded or collapsed by clicking the yellow arrow to the left of each section title. 
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Manufacture/License/Custodian

The Manufacture/License/Custodian page allows you to record custodial information, maintain license information, and keep track of information about and from the manufacturer of the asset. 
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After making changes to the physical information of the asset, be sure to save your changes by clicking the Save button. 

Note: No accounting entries will ever be generated based on the changes made within Asset Basic Information. 

Change the Asset Cost

Asset cost information should only be changed if an error was made in relation to the cost when the asset was originally added to AM. Adjusting the cost of an asset will not allow the user to change any chartfield information such as fund or organization. If additional costs have been incurred associated with an asset, please see the discussion of Parent/Child Assets. 

To change the cost of an existing asset, navigate to:

Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset
Enter the asset identification number of the asset to be adjusted and click the Search button. 
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If desired, you may change the transaction date of the asset. The accounting date will populate with the current date, by default, and should only be changed from this date during fiscal year end activities. 

From the Action drop down list, select the appropriate action and click the GO! button. 

You may adjust the cost for all cost rows or by a single cost row. Enter the updated cost into the Adjust All Rows By or the Adjust Current Row By field, as appropriate for your purposes. When you have updated the cost, click the Apply button. 
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Save your work by clicking the Save button. 

The adjustment amount will be added to the appropriate cost row (if cost was adjusted by a single row) or a percentage of the total cost adjustment will be added (or subtracted) to each cost row. The system will automatically adjust the salvage value associated with each row. 

Change the Accumulated Depreciation

The accumulated deprecation of an asset should only be changed if an asset becomes impaired, or if an error was made when the asset was originally added to AM. Adjusting the depreciation will not allow the user to change any chartfield information such as fund or organization. 
To change the accumulated depreciation of an existing asset, navigate to: 

Asset Management > Depreciation > Processing > Adjust Accumulated Depr

Enter the asset identification number of the asset to be adjusted and click the Search button. 
Accept the default transaction and accounting dates, as these dates should only be changed during fiscal year-end activities. 

Enter the amount by which you wish to increase or decrease the accumulated depreciation in the appropriate row(s). 
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Enter a negative amount to decrease (debit) the accumulated depreciation. Enter a positive amount to increase (credit) the accumulated depreciation. 

Save your work by clicking the Save button. After the month-end processes have run, be sure to verify that the action resulted in the expected transaction. 

Transfer an Asset

In order to transfer an asset from an incorrect or invalid org to another org, you may simply remove the old org and add the new org using the transfer function. Other fields, such as fund, Business Unit, and profile ID will not be accessible – to accomplish these types of transfers, you must retire and re-add the asset. It is not necessary to transfer an asset between sub-classifications, since Asset Management does not populate the subclass field when creating general ledger entries. 

To change the org on an existing asset, navigate to: 

Asset Management > Asset Transactions > Financial Transactions > Cost Adjust/Transfer Asset
Enter the identification number (or other known search criteria) of the asset to be transferred and click the Search button. 
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From the Action drop down list, select Transfer and click the GO! button. 

In the Edit Cost Information section, enter the correct Organization for the asset. No other information on this page should be changed. 
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Click the Save button to save your work. 

Retire an Asset

The asset retirement process can be used for either Expensed or Capitalized assets, in order to make any change (except a change in cost) to an existing asset. Some users will not have the ability to retire or reinstate an asset, depending upon the level of security that has been assigned. 
To retire an existing asset, navigate to: 

Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Asset
Enter the identification number of the asset to be retired and click the Search button.

From the Retire As drop down list, select the method of retirement used to dispose of the asset and click the Go button.  
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Upon clicking the Go button, the other fields become active, enabling entry of additional information. 
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If applicable, enter the cost to remove the asset and any proceeds received from the asset. 

No other fields should be updated at this time. During month-end processing, any gain or loss will be automatically calculated by the system, when applicable. Click the Save button; notice that the asset status changes to Disposed once the page has been saved. 

Processing Trade-Ins

Note on Trade-Ins: The trade-in value is not available for use until after the current month-end processes have completed. For example, if asset number 000000000001 is retired during November 2007 with a trade-in value of $1500, the trade-in value can be used on asset number 000000000002, but asset number 000000000002 cannot be added to the system until December 2007. 

When adding the new asset on which there was a trade-in, ensure that the cost of the asset reflects the total cost of the new asset, less the trade-in value of the disposed asset. 

Enter the new asset profile, description, cost (less the proceeds from the trade-in vehicle), fund, and org, and click the Default Profile button.
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Enter or select the Asset Class, and select Trade-In from the Acquisition Code drop down list. Click the Refresh button [image: image40.bmp] and enter or select the ID of the asset from which the proceeds for the current asset were received. 

Click the Save button to save your work. 

Reinstate an Asset

An asset that has been retired can also be reinstated, or placed back into service. For example, an asset that was retired in error needs to be reinstated to accurately reflect the status of the asset. The proceeds, removal costs, and gain/loss on sale are rest to zero through the accounting entries created, and the asset status is changed to “In Service.”
To reinstate an asset, navigate to: 
Asset Management > Asset Transactions > Asset Disposal > Retire/Reinstate Asset
Enter the identification number of the asset to be reinstated and click the Search button. 

Click the Reinstate button and then click the Save button. No other fields should be updated. 
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Notice that upon being saved, the status of the asset changed to In Service. 

Surplus an Asset

Surplus property needs to be notified either by email or phone that an agency has assets to be picked up. Surplus property does not look at the surplus status found on AM; however, agencies may use the surplus status as an internal tracking tool through the use of queries. Assets with a surplus status will continue to be reported on the books at their historical cost and have depreciation generated until they are retired. Since the State still has title to the asset, the asset must be reported and depreciation must continue to be calculated until the asset is actually sold. 

Note: Capitalized assets sent to surplus property are not to be retired until the agency has been notified that the surplus process has been completed, and the amount of proceeds from the asset, if applicable. 
Until the surplus process has been completed, you can track the asset by setting the asset status to “Surplus Pending” using the following steps. Navigate to:

Asset Management > Asset Transactions > Owned Assets > Basic Add

Enter the identification number of the surplussed asset and click the Search button. 

Select the appropriate status from the Asset Status drop down list.
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You can update the status for each stage of the surplus process by selecting that status from the list. Click the Save button to save your work. 

Change an Asset Profile

If an asset that should have been added as a “P” profile was added as a “G” profile (or vice versa), you will need to change the profile so that the appropriate ledger reflects the asset. 

The only way to change an asset from one profile to another is to retire the asset, and then re-add the asset. When the asset is re-added, it should have the same type as the incorrect asset, except the first letter will change (G15 to P15, for example). The in service date (transaction date), useful life, salvage value, and total cost amount must also be he same between the correct and incorrect assets. 

Note: When the asset is re-added in the correct profile, it will have a different Asset Identification number than the number the asset had in the incorrect profile. 

After the month-end processes have been completed, it is important to review the journal entries associated with both the retirement of the incorrectly-profiled asset, as well as the correctly-profiled asset that was re-added. All revenue and expenditure/expense journal entries associated with these assets may need to be reversed on a general ledger journal using the 4101 account, depending on the situation. Remember to match the ledger from the AM entries with the general ledger correcting entry(s) made. 


Move an Asset between Business Units
To move an asset from one business unit to another, the asset must be retired and then re-added under the other business unit. When the asset is added to the new business unit, it should have the same type of profile, in service date (transaction date), useful life, salvage value, and total cost amount as it had in the old business unit. 

After the month-end processes have been completed, it is important to review the journal entries associated with both the retirement of the incorrectly-profiled asset, as well as the correctly-profiled asset that was re-added. All revenue and expenditure/expense journal entries associated with these assets may need to be reversed on a general ledger journal using the 4101 account, depending on the situation. Remember to match the ledger from the AM entries with the general ledger correcting entry(s) made. 

Parent/Child Assets

A Parent/Child relationship should be used to relate two or more capitalized assets together and allow each asset to depreciate independently from one another. Each parent and child asset must have different asset numbers and separately meet the capitalization threshold. 



Parent/Child designations can also be made on different types of assets. For example, land can be designated as the parent asset and a land improvement as the child asset. 

Before you can designate a Child Asset, you must have first designated a Parent asset. There are several methods to designate an asset as a Parent or Child Asset: 

· Designate a Parent/Child asset when initially adding the asset

· Designate an existing asset as a Parent/Child through basic information

· Add a Parent-Only asset (no cost associated with the asset)

Any of the methods are acceptable; your personal preference will dictate the method you use to add a parent/child asset. 

Add a New Parent/Child Asset

Navigate to the Asset Management component by following one of these paths: 

Asset Management > Asset Transactions > Owned assets > Express Add

Enter an asset identification number or accept the default of “NEXT” to allow the system to automatically generate the next asset ID number. 
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Click the Add button to continue. 
Cost/Asset Information

Input the Profile ID as “Pxx” for a proprietary asset or “Gxx” for a governmental asset. Enter a description or allow the system to populate the description automatically, based on the profile selected. If desired or required by your agency, you may input the Location and Tag Number (if different from the asset ID). 
Input the cost of the asset, the fund used to purchase the asset, and the organization. Other accounting fields should not be completed at this time.
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When all necessary fields have been completed, click the Default Profile button. 

Asset Additional Information

Enter or select the desired Asset Class in the appropriate field. If desired, enter the asset serial ID. 

[image: image45.png]Cost / Asset Information

w1040 [R—
Profieln: 642 0007 15
Descripon: (30 Aces Nt Glerdve e
locaton: [ @
O — =3

[JAccum Depr in Current Pd

BookMame  Ouantiy  Cost Salvage
overnien 10000 [ 000000 USD [ | 000 s,

Category  CostTyne  Accum Depr ¥ID D

loLanp @ [ @ [ 0o | 000 Usp

Fd org Program  Sub-Class Project CharFeld 1 ChartField2  ChartFeld 3
o202 Q2042 a[_a[ & Q Q Q Q

~ Rsset Additional Information

Reset Type:
Asset Subtype: Q

SetR and D Info

caps: Qsens| Q
Serialin: [IHazardous Asset Hazardous Code s
Asset Class: Q [Taggable Asset
= Captaized Asset
ssetstatus:  [InSenice [v] i

[Jcomposite Asset

feRcCodes | |¥]
Acquistton Dates (0113012007 B “Acauisttio

Collateral Asset:
Parentchild:





From the Parent/Child drop down list, select the appropriate option for the asset. If Parent is selected, the Parent ID field will populate automatically upon the asset being saved. If Child is selected, you must also either enter or select the ID of the Parent asset. 

Click the Save button to save your work. 
Designate an Existing Asset as a Parent/Child

To designate an existing asset as a parent or child asset, navigate to:

Asset Management > Asset Transactions > Owned Assets > Basic Add

Enter the asset ID or any known information about the asset to be designated a parent or child asset and click the Search button. 
From the Parent/Child drop down list, select the appropriate option. If child is selected, enter or select the ID of the parent asset in the Parent ID field. 
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Click the Save button to save your work. 

Add a Parent Only Asset

A parent only asset is an asset with no cost associated, thus serving only as an umbrella for child assets. 

To add a parent only asset, navigate to: 
Asset Management > Asset Transactions > Parent-Child Relationship > Create Parent
Click the Add a New Value tab or link. 
The system display’s your agency business unit by default. 
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Enter the identification number of the asset to be designated a parent only asset and click the Add button. 
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Enter a description of the parent only asset and any additional comments, as desired. Click the Save button to save your work. 

Add a Location

When adding assets, if you find that the necessary location is not available from the list of valid values, you may add a new location to the database by navigating to: 

Setup Financials/Supply Chain > Common Definitions > Location > Location
Change the SetID to your agency business unit by entering or selecting the appropriate value. Enter other desired information about the location list and click the Search button. 
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After reviewing the list of results to determine the desired location does not already exist, click the Add a New Value tab to enter a new location. 

Ensure the SetID displays your agency number, and enter the location in the Location Code field. 
Click the Add button.

Enter a description of the location (up to 30 characters) in the Descr field. 


To ensure that the effective date is valid for all agency assets, be sure to change the effective date to 1/1/1900 when setting up a new location. 

[image: image50.png]SetlD: 66020 Location Code: CHOT

EtDate: (03132007 [ At [v]  pgser: [choteau =

Country: USA QU United States et

P Y — Phone: —]
B

Addossz  FoBocies
Fax

nwesss |

city: Choteau i city Limit

County: [ Postal: 53422

State: MT Q. Montana Jurisdiction:

Bulding# | Foor#: | sector: |

Location Definition | Location Detail





Enter the address information for the location, including address, city, state, and postal code, if desired. 

On the Location Detail page you may enter any additional details for this location.
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Click the Save button to save your work. 

Review Transactions

Search for an Asset

The search feature provides a quick and easy method to find assets matching specific criteria and review transactions associated with the asset. 

To review a list of assets based on specific criteria such as location, category, status, etc., navigate to: 


Asset Management > Search for an Asset

Enter the criteria by wish you wish to search for assets and click the Search button. 
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For additional information specific to a particular asset, click the radio button in the associated row.  Select the desired information from the Drill-Down To drop down list and click the GO! button. 

To download the search results into Excel, click the download icon. 

Click the Additional Search Criteria link to apply additional search filters. 
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Enter or select any additional filtering options and click the OK button to apply the filters and return to the search results page.

Basic Information

Basic information primarily provides cost and physical information associated with each asset. The cost information reflects the values originally input, and does not change if updated at a later date. However, the current physical information will be reflected on reports and queries. 

To inquire upon or review asset basic information, navigate to: 

Asset Management > Asset Transactions > Owned Assets > Basic Add
Enter the asset identification number of the asset to be reviewed or any known information about the asset and click the Search button. 
Select the asset to be reviewed by clicking one of the links in the associated row. 
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To review another asset, click the Return to Search button and select the desired asset to review, or click the Next in List button to move through the list of results. 

Book Definition

The book definition primarily provides information about the book, in service date, useful life, and salvage value of the asset. To inquire upon or review book definitions, navigate to: 

Asset Management > Depreciation > Review Depreciation Info > Asset Depreciation

Enter the asset identification number or other known information about the asset and click the Search button. 
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To view depreciation, click the Depreciation or Period Depreciation tab, accordingly. 
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Accounting Entries

The accounting entries inquiry allows you to review all entries generated by the asset management system, and provides the journal number for each general ledger entry that was generated. 

To review accounting entries related to assets in the system, navigate to: 

Asset Management > Accounting Entries > Review Financial Entries 

~ OR ~        
Review Asset Journals
Enter the identification number or other known information about the asset and click the Search button. 
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Click the Detail link or tab to view additional information about the asset. 

On the Detail page, click the PS/GL Drill link to drill to the General Ledger. 

Reporting
To run standard reports, follow these five basic steps:

1. Select the report you wish to run and create or select a Run Control ID. 

2. Enter parameters of the desired report (i.e, chartfields, sequence, dates, etc.)

3. Run the report. 

4. Check the status of the report. 

5. View, print, or save the resulting data. 

Step 1 – Create a Run Control ID

Because running a report is a process, a Run Control ID is required in order for the ystem to return the information you have requested in the form of a report. A Run Control ID is a database record that tells the system what settings you want for the report. There are no limits on the number of Run Control IDs you may create, and it is recommended that a unique Run Control ID is established for each type of report. Once created, the Run Control ID can be re-used, however, it cannot be deleted. 
Navigate to the report you wish to run. For reports related to asset management, the navigational path is as follows: 

Asset Management > Financial Reports 
The following are some commonly used reports in this component: 

· Cost Activity – details beginning cost, additions, adjustments, transfers, retirements, and ending cost of the asset

· Depreciation Activity – used for reconciling assets to the general ledger, this report showed depreciation activity for each asset
In order to provide only the depreciation that has been recorded to the general ledger, you should only run this report for periods whose month-end processes have been run. 

For example, if you ran the Depreciation Activity report in March 2007 through period 12, the report would reflect depreciation for March, April, May, and June. However, because the month-end processes have not been run for March, April, May, or June, the general ledger would only reflect depreciation through February 2007. 
To determine which transactions have been posted to the general ledger and the ID of the journals in which the transactions occurred, you may wish to run these general ledger reports: 
· Trial Balance

· Org Detail (Ad Hoc Org/Project Reports)

· Ledger Inquiry

The navigation for these reports is typically via: 

General Ledger > General Reports

Select an existing Run Control ID or add a new one. 

To select an existing Run Control ID: 

· Click the Search button on the Find an Existing Value tab

· Click the name of the desired Run Control ID

To add a new Run Control ID:

· Click the Add a New Value tab

· Enter a name for the run control (no spaces allowed)

· Click the Add button
Step 2 – Enter Report Parameters

Enter the desired parameters for the report.
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When finished entering the report parameters you must click the arrow to the left of the Report Print Options section (only the first time you run the report). 

From the Report By drop down list, select the chartfield by which you wish to organize the report. 
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From the Template ID drop down list, select the template you wish to use. If no options are listed, click the Update/Add Template link to set up a new template. 
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Click the Add Template link. 
Select the fields you wish to appear on your report and the order in which you wish them to appear by clicking the Include in Report select box for those fields you wish to see. If desired, click the Print subtotals select box to include subtotals in the report. 

In the Field Order column, enter the order in which you wish the chartfields to be listed on the report. 
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When finished, click the OK button and then click the Run button to run the report. 
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Step 3 – Process Scheduler 

The Process Scheduler allows you to choose from a number of options, including: 
· When the report will run;

· How often the report will run;

· To whom the report will be distributed; and

· In which format the report will be displayed.

If desired, set a recurrence (how frequently the report will run) and the type and format for the report. 
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Type

Type tells the system where you wish to view the report. Because the recommended output type is Web, that value is automatically selected.

Format

The Format determines the output layout for the report. The formatting options available for each report are based on the process type. Options available for SQR reports are as follows: 

· PDF (Protable Document Format) – View in Adobe Acrobat; document is read only. 

· LP (Line Printer) – View as a tet file in DocuAnalyzer, Textpad, or Notepad (no formatting included). 

· CSV (Comma Separated Variable) – View in Excel (no formatting included).

When finished selecting the desired options, click the OK button to submit the report for processing. 

Step 4 – Check Report Status

Reports cannot be viewed until the status displays Success or Posted, depending upon how you check the status. Report status can be checked through both the report repositories (Report Manager and Process Monitor) based upon your personal preferences. For training purposes, click the Process Monitor link. 

[image: image64.png]Run ControlID: Cost_Actvty ReportManager  Process Monitor:

Language: | English Frocess Instance

~ Report Print Options

Report By weowrne: |

Template I

COST ACTIITY REF|v| Upateiagd Ternplate  Amount Length:|





Because the status does not automatically refresh, you must click the Refresh button until the Run Status is listed as Success and the Distribution Status is listed as Posted. 
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Step 5 – View, print, or manipulate report data

To view the report, click the Details link…
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On the following Process Detail page, click the View Log/Trace link. 
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Your report will always be listed as a link in the File List and will end in the two or three-digit extension of the report format that you selected (e.g., PDF, RTF, XLS, etc.) Click the link to view your report. 
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The program associated with the report format you selected will open (if it’s not open already) and display your report. 
You may save the report to your local or network drive (recommended if you wish to keep the report longer than 5 calendar days). To print the report, click the printer icon in the browser bar (or Adobe bar, if you opted for the PDF format). When finished viewing the report, simply close the window. 

Queries

A query is a tool that allows users to create and execute reports in Excel, thus allowing users to sort, filter, or subtotal the results, for example. The cost information for most of the queries is taken from the cost information in Asset Basic Information. Asset management queries are typically named MTAMxxxxxx or Asset xxxxxx. Some of the common queries recommended for use or review of AM transactions are as follows:

· Assets by Business Unit (MTAM0006) – general cost and physical information

· Asset Accounting Entry Template (ASSET_ACCOUNTING_ENTRY_TEMPLTE) – accounting entries generated for all AM transactions based on the defined category

· Detail Accounting Line Data (MTAM_GOV_DETAIL or MTAM_PROP_DETAIL) – accounting entries by fund type during a data range. If June 30, 1998 is used as the beginning date, this query will return all accounting entries since use of AM began

· Summary Accounting Line Data (MTAM_GOV_SUMMARY or MTAM_PROP_SUMMARY) – summary of all accounting entries by fund and account during a date range for a type of fund



Choose one:





EXAMPLE 2





A building was added with a cost of $5,000. The actual cost of the building should have been $75,000. A Parent/Child situation would not be appropriate in this case, since an error occurred when the asset was originally added. The adjusted asset retains the original in-service date and useful life. The cost of this asset should be adjusted using the guidance as found in Adjusting Assets, from above. 





EXAMPLE 1





If you added an asset incorrectly as “G” and it should have been “P,” when the “G” asset is retired, the system would have automatically generated a loss on sale. Because no loss actually occurred, since the asset was never sold, you must reverse the loss by creating a general ledger entry. If any depreciation expense occurred during the current fiscal year, that depreciation expense must also be reversed. 





When the asset is correctly added with a “P” status, the asset account is debited and a capitalized asset expense account is credited (53xx or 64xxx). If your agency had debited a capitalized asset expense account (63xxx or 64xxx) using a proprietary fund, and the error was found during the current fiscal year, no reversal of the credit to the capitalized asset expense account would need to be made, as the sum of the capitalized asset expense accounts needs to be zero at fiscal year-end. 








A building was added with a cost of $60,000, a useful life of 5 years, and an in-service date of January 1, 2002. The building would have been fully depreciated as of December 31, 2005. In 2007, an addition was made to the building at a cost of $100,000 with a useful life of 20 years. 





If the cost of the original building was adjusted to reflect the addition of $100,000 during 2007, the addition would never be depreciated since the building was fully depreciated in 2005.





The correct procedure is to designate the original building as the Parent asset. The addition should be added as a separate asset and designated as a Child asset of the original building. This way, both assets are related to each other and the addition will be depreciated in its own right.    
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