[bookmark: _GoBack]
Fixed Assets
Created on 4/15/2015 3:10:00 PM



Table of Contents
Fixed Assets	1
Online Inquiries and Changes	1
Online Inquiries and Changes	1
Online Inquiries and Changes Overview	1
Cost Summary/Asset Ledger Inquiry via Cost Summary Menu	1
Cost Summary Inquiry via Asset Master Information	5
Inquire on an Asset Master / Change an Asset Master	9
Change Location Business Unit (Transfer)	13


	Training Guide
	

	Fixed Assets
	



	
	Training Guide

	
	Fixed Assets





	Page ii



	Page iii



[bookmark: _Toc416873975]Fixed Assets
[bookmark: _Toc416873976]Online Inquiries and Changes
[bookmark: _Toc416873977]Online Inquiries and Changes
[bookmark: _Toc416873978]Online Inquiries and Changes Overview
To help manage costs related to assets, you can review inception-to-date, year-to-date, and month-to-date account balances for specific assets.
 
You can review one Sub ledger or all sub ledgers for a specific piece of equipment or review detailed or summarized account balance information.
 
You can review asset costs by either cost account or repair code. When you review costs and expenses by cost account, the system displays all accounts in a definable order. By reviewing costs by cost account, you get a financial perspective of business costs for any or all of the following:
· Acquisition costs
· Depreciation amounts
· Maintenance expenses
· Lease or rent expenses
View costs by repair code to access the following:
· All repair costs for a particular piece of equipment
· Object accounts, such as labor, parts, or materials specific to a particular repair code
[bookmark: _Toc416873979]Cost Summary/Asset Ledger Inquiry via Cost Summary Menu
Procedure

In this lesson you will learn how to do a cost summary/asset ledger inquiry using the Cost Summary menu path.


	Step
	Action

	1. [bookmark: T5_F63]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Fixed Assets link.


	1. [bookmark: T5_F12]
	Click the Add Fixed Asset link.


	1. [bookmark: T5_F14]
	Click the Cost Summary link.






	Step
	Action

	1. [bookmark: T5_F16]
	Complete Tag Number Field in header.

	1. [bookmark: T5_F18]
	Click the Find button.


	1. [bookmark: T5_F57]
	View the results.

Note: Revise From Date/Period or Thru Date/Period Field in header then click Find to determine balances at different points in time. (i.e. month end, fiscal year end).

	1. [bookmark: T5_F20]
	To determine what document (purchase order receipt, voucher without purchase order, or journal entry) attached the cost to the fixed asset, choose the 58XX00 record (where XX = Item Code) by Clicking the check box next to it.


	1. [bookmark: T5_F22]
	Note:  Row options can also be selected by Right- Clicking on the selected line within the grid.

Click the Row button.


	1. [bookmark: T5_F24]
	Click the Asset Ledger menu.


	1. [bookmark: T5_F59]
	Note: If no records appear, change the From Date/Period to 1/1/2003 and click Find again. If still no records appear, the fixed asset was converted to EDGE and a purchase order receipt, voucher without purchase order, or journal entry document did not attach cost to the fixed asset – the cost was attached via the conversion process. Converted assets have an Asset Number less than 100000.





	Step
	Action

	1. [bookmark: T5_F32]
	Click the Close button.






	Step
	Action

	1. [bookmark: T5_F34]
	Click the Close button.


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc416873980]Cost Summary Inquiry via Asset Master Information
Procedure

In this lesson you will learn how to do a cost summary inquiry using the Asset Master Information menu path.


	Step
	Action

	1. [bookmark: T6_F66]
	Click the Navigator menu.


	1. [bookmark: T6_F60]
	Click the State of Nebraska link.


	1. [bookmark: T6_F62]
	Click the Fixed Assets link.


	1. [bookmark: T6_F12]
	Click the Add Fixed Asset link.


	1. [bookmark: T6_F14]
	Click the Asset Master Information link.






	Step
	Action

	1. [bookmark: T6_F16]
	Click in the Tag Number Field in the QBE line.


	1. [bookmark: T6_F20]
	Enter the tag number in the Tag Number Field.

	1. [bookmark: T6_F22]
	Click the Find button.


	1. [bookmark: T6_F24]
	Choose the record to review by Clicking the check box next to it.


	1. [bookmark: T6_F26]
	Note:  Row options can also be selected by Right-Clicking on the selected line within the grid.

Click the Row button.


	1. [bookmark: T6_F28]
	Click the Asset Balance Info menu.


	1. [bookmark: T6_F30]
	Click the Cost Summary menu.






	Step
	Action

	1. [bookmark: T6_F32]
	Click the Find button.


	1. [bookmark: T6_F57]
	View the results.

Note: Revise From Date/Period or Thru Date/Period in header then click Find to determine balances at different points in time.

	1. [bookmark: T6_F34]
	Click the Close button.






	Step
	Action

	1. [bookmark: T6_F36]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc416873981]Inquire on an Asset Master / Change an Asset Master
Procedure

In this lesson you will learn the steps for inquiring and changing and Asset Master.


	Step
	Action

	1. [bookmark: T7_F44]
	Click the Navigator menu.


	1. [bookmark: T7_F4]
	Click the State of Nebraska link.


	1. [bookmark: T7_F6]
	Click the Fixed Assets link.


	1. [bookmark: T7_F12]
	Click the Add Fixed Asset link.


	1. [bookmark: T7_F41]
	Click the Asset Master Information link.






	Step
	Action

	1. [bookmark: T7_F16]
	Click the Find button to display a grid populated with all fixed asset records for your agency. 

Note: If you are looking for a specific asset, you can narrow the search by completing the Resp. Business Unit, Location, or Skip to Unit Number in the header Field or the Query by Example, QBE, line.


	1. [bookmark: T7_F18]
	Choose the desired row by Clicking the check box next to it.


	1. [bookmark: T7_F20]
	Click the Select button.


	1. [bookmark: T7_F38]
	Click the Location, Category Code 1-10, Category Code 11-20, or Additional Information tabs to review and or change the information.

Warning: You must complete an Asset Transfer by following the Training Guide for Transferring an Asset - Intra Agency if changing any of the following fields:

  Fund
  Responsible Business Unit
  Account Number
  Division
  Item code 

Warning: Changing the Agency requires notifying the Surplus Property Manager.





	Step
	Action

	1. [bookmark: T7_F22]
	When changing information, click OK after making the changes in all the windows including the Asset Master Information – Asset Master Revisions window.

If you are only reviewing the information, click Cancel.






	Step
	Action

	1. [bookmark: T7_F24]
	Click the Close button.


	1. [bookmark: T7_F3]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc416873982]Change Location Business Unit (Transfer)
Procedure

In this lesson you will learn how to change the Location Business Unit.


	Step
	Action

	1. [bookmark: T8_F85]
	Click the Navigator menu.


	1. [bookmark: T8_F4]
	Click the State of Nebraska link.


	1. [bookmark: T8_F6]
	Click the Fixed Assets link.


	1. [bookmark: T8_F12]
	Click the Location Transfers link.


	1. [bookmark: T8_F14]
	Click the Location Transfer link.






	Step
	Action

	1. [bookmark: T8_F16]
	Enter Tag Number to find one asset or leave blank to find all assets.

	1. [bookmark: T8_F18]
	Click the Find button.


	1. [bookmark: T8_F20]
	Choose the asset you want to update by Clicking the check box next to it. 

Note: You must update the record with the "C" (Current) in the location code.


	1. [bookmark: T8_F22]
	Note:  Row options can also be selected by Right- Clicking on the selected line within the grid. 

Click the Row button.


	1. [bookmark: T8_F24]
	Click the Location Transfer menu.






	Step
	Action

	1. [bookmark: T8_F36]
	Complete the To Location Field.

	1. [bookmark: T8_F40]
	Complete the Effective Date Field.

	1. [bookmark: T8_F44]
	Complete the Transfer Number Field (assigned at the Agency's discretion).

	1. [bookmark: T8_F48]
	Complete the From Location Field.

	1. [bookmark: T8_F50]
	Click the OK button.






	Step
	Action

	1. [bookmark: T8_F52]
	Click the Close button.


	1. [bookmark: T8_F3]
	You have successfully completed this lesson.
End of Procedure.
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