From: Mohling, Wes

To: AS State Accounting Financial Contacts
Subject: FW: FA Year-end memo

Date: Monday, June 18, 2012 1:24:35 PM
Attachments: fixed asset memo FY11-12.doc

FA memo attachment FY11-12.doc

Attached please find our year-end Fixed Asset memo. This memo is being send to our financial
contacts list.

Please read it carefully and adhere to the required response dates.

Thanks.
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MEMORANDUM 


TO:

All Agencies, Boards and Commissions


FROM:

Steve Sulek, Acting Materiel Administrator




Wes Mohling, Acting State Accounting Administrator

DATE:

June 15, 2012

SUBJECT:
Annual Physical Inventory Information 


Auditor F/A Listing Report Filing Date August 31, 2012

As per State Statute 81-1118.0 Agencies, Boards, and Commissions are required to conduct an annual inventory of property belonging to the State of Nebraska and in their possession, custody, or control as of June 30.  The report is to be completed and filed with the Materiel Administrator / Surplus Property by August 31, 2012.  The accepted report format is the Auditor F/A Listing Report (R5509273).


These items, which meet or exceed the capitalization threshold established by each agency, are required to be entered and tracked in the Payroll and Financial Center, formally known as EnterpriseOne, Fixed Assets Module. All assets with a total cost of $1,500 or greater must be capitalized. However, agencies may establish policies with capitalization thresholds at dollar amounts below $1,500 per item, at their own discretion. Please note: all firearms are required to be listed in the Payroll and Financial Center as fixed assets, regardless of their cost.   

To ensure the State is able to correctly reflect all required fixed asset financial information in the Payroll and Financial Center, it is essential that fixed asset records are complete and accurate. To assist in this process, agencies should generate the following Fixed Asset Reports:

(a) Auditor F/A Listing Report (R5509273) - either by tag number or location (for item codes greater than 15)

(b) Fixed Asset No Cost Integrity Report (R55362)


(c) Unposted Fixed Assets Transaction Report (R5512311)


The Fixed Asset No Cost Integrity Report (R55362) is used to identify fixed asset records with no cost attached.  The Unposted Fixed Asset Transactions Report (R5512311) is used to identify costs which must be posted to the appropriate fixed asset record.    

Please refer to attachment for additional information and links to the Training Guides containing full instructions. 

The Fixed Asset Barcode Program is the approved method for conducting the required annual inventory. The link to the Fixed Asset Barcode Scanner Training Manual Lesson 8 is: http://www.das.state.ne.us/nis/training_manuals/fa/index.html.  Additional information is available on the Surplus Property website at: http://www.das.state.ne.us/materiel/surplus/tableofcontents1.htm under Section 17. 

Individual User ID’s for the barcode scanners have been established for Fixed Asset roles of FA15, FA20, FA30 and CAMs roles of CM20, CM21, CM25, CM30, CM31 and CM35. Barcode scanner security is based upon the user’s security in the Payroll and Financial Center.  This allows the user to access only the fixed assets within their role.  All other assets scanned will be identified as “Alien Assets”. 

As with any technology based system, it is imperative employees do not share their User ID’s and passwords with anyone.

When reporting the annual physical inventory of property to Surplus Property, agencies have the option of either: 1) submitting the hard copy of the "Auditors F/A Listing Report”, or 2) creating a PDF version of this same report on a CD. Along with the report, agencies are to submit a cover memorandum acknowledging the required annual inventory has been completed.  


Questions regarding this information may be emailed to: dasmat.surplusproperty@nebraska.gov 

To quickly respond to questions or concerns sent to this email address, there will be multiple staff members monitoring and responding to emails sent to this address. (General ledger, depreciation, and other accounting issues will be forwarded to State Accounting.)
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Attachment

Auditor F/A Listing Report


This report will provide a listing of all fixed assets, including the tag numbers and their costs, for your agency.  

For instructions on how to generate this report, use the following link:

http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/fa/COM_WI_810_FA_Running_Auditor_FA_Listing_Report.pdf

Special instructions:


Data Selection:  If a line is added to the data selection, it is necessary to add the same line above and below the standard “or” statement already contained in the data selection. See number 10 of the instruction link above for more information.  

Processing Options: 


1. Enter date 6/30/2012, 


2. Enter your three digit agency number, 


3. Enter your three digit division #, if applicable, 


4. Enter “11” for fiscal year, 


5. Leave blank so that disposed assets are not listed. 


==============================================================================

Fixed Asset No Cost Integrity Report

For instructions on how to generate this report, use the following link:

http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/fa/051_FA_WI_L6_T5.c_Running_FA_No_Cost_Integrity_Report.pdf

This report provides a list of your agency’s fixed asset tag numbers recorded in the Fixed Assets Module of the Payroll and Financial Center, formally known as EnterpriseOne, for which there has been no cost recorded in any year.  If you have assets listed on this report, you must determine if they need cost. There are three options to correct those needing cost: (1) Match the tag numbers of these assets with an item on the Unposted Fixed Asset Transactions Report and post the appropriate dollars to the tag numbers with no cost. (2) Research the actual cost of the asset and input the cost into the General Ledger via a journal entry.  When creating the journal entry, the debit and credit need to be to the same business unit and object account combination for the same amount (i.e. Debit 12345678.583000 for $1,500 and Credit 12345678.583000 for $1,500).  Approve, and post the journal entry.  After the journal entry has posted, go to Revise Unposted F/A Entries screen in the Fixed Asset Module and find the unposted transaction.  Post the debit to the associated tag number and pass on the credit.  (3) If a tag number has no cost posted to it and it will not be used, delete the tag number in the Asset Master Information.

For those items purchased on a Purchase Order prior to June 26, 2012:

1.  If an agency has taken possession of an item being tracked as a fixed asset prior to June 26, 2012, the item should be received against the purchase order and the receipt “O” batch should be posted.  The resulting Unposted Fixed Asset Transaction should be posted to the appropriate fixed asset record.  

2.  If a fixed asset record has been created in the Fixed Asset Module, in advance of taking possession of the item and if the agency has not taken possession by June 26, 2012, the tag number for this item should be reflected on the Fixed Asset No Cost Integrity Report.

==============================================================================

Unposted Fixed Asset Transactions Report 

For instructions on how to generate this report, use the following link:

http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/fa/COM_WI_810_FA_Running_Unposted_FA_Trans_Report.pdf

This report identifies transactions that have been coded to object accounts 580300 – 586999, but have not been posted to a tag number in the Revise Unposted F/A Entries screen of the Fixed Asset Module.  All unposted fixed asset transactions must either be posted to the appropriate fixed asset or passed on by the end of the day on JUNE 26, 2012. When passing on a fixed asset transaction, you must put the reason you are passing in the Explanation – Remark field of the Revised Unposted F/A Entries Screen.  If there is something in this field, you can delete what is there and enter your explanation for passing.


Instructions for posting or passing on a fixed asset transaction can be found at: 


http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/fa/009_FA_WI_L2_T1_Processing_FA_Transaction.pdf 

Clearing all items from the Unposted Fixed Asset Transactions Report is required by year-end.  If all transactions are not cleared, your agency will be contacted by State Accounting.


==============================================================================

We appreciate your cooperation and adherence to these established guidelines.  If you have any questions about anything contained in this attachment, please contact either Amy Wilson at 471-0616, or Ramona Hartley at 471-0622. 
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