B Copying an Asset Master Record

Overview

In NIS you can copy an Asset Master Record from an existing Asset Master
Record. This process saves time when you have multiple assets that are similar.
This task must be completed before any dollars can be posted to it.

This work instruction shows how to Copy an Asset Master Record.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal

agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Steps

Click Roles, Fixed Assets.

(Citrix users — right click on the menu, choose Apply Roles, choose Fixed
Assets.)

Fixed Assets/Capital Asset Management > Fixed Assets > Fixed Assets —
Statewide > Add Fixed Asset > Asset Master Information

Copy an Asset Master Record

Start this instruction from the Asset Master Information — Work With Assets
window.

PeopleSoft,

Asset Master Information - Work With Assets
Select Fpd  Add  Copy Delete Clpse BRow Form  Tools

v & + B 0 X B B &

Display | Additional Selections | Cat Codes 1-10 | Cat Codes 11-20 | Cat Codes 21,22,23

Skip To Description

Resp. Business Unit [ Location -

Skip to Tag Number ‘

Sequence Grid By @ Asset Number O Asset Description O User Defined

Ho records fetched.

Asset Location Location 2

Tag
Number Description Description 2

1. Enter the following information in the QBE field above the Asset Number:

e Tag Number of the Asset to "Copy From"
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Click Find.
Choose the Asset Number row in the grid.

Click Copy. The Asset Master Information — Asset Master Revisions window

appears.
[
Asset Master Information - Asset Master Revisions ] ||
OK  Cancel Form  Tools
%
‘ Last Asset Number Entered |
Asset Information
Identification Description
Asset Mumber [} [ofice Phone L
Tag Number |
Serial MNurnberN | |
Parent Number |21A3DWE1
ing Information
Fund * 10000 STATE GENERAL FUND
Responsible BU * 21210000 GEN QPERATIONS GF
Account Number [ 10000173800 COMMURN. & ELECTRONIC EQ
Date Acquired 10/2562005 Date Disposed PO
‘ Status WK WORKING Date Tirne 00:00:00
- . o]

5. Complete or change the following required fields:

e Tag Number

ﬁ This number is your two digit agency number, one to two letter
division number and 8-9 digits the agency assigns. The maximum
length is 12 alphanumeric characters.

e Parent Number - this defaults to the Tag Number of the "Copy From"
asset. The information in this field should be deleted after the Tag
Number field is populated. This will allow the new Tag number to
populate in the Parent number field.

e Description — the first line is required

e Fund - enter the fund associated with the business unit on the BU
Master. If the fund entered is not associated with the business unit on
the BU Master, a red error will appear.

Issues (click each label far mare infarmation):

Fund on Asset Master does not match Responsible Business Lnit's in:
Ausiness Unit Master

A forrm fevel error has occlrrad,

Fund on Asset Master does not match Respaonsible Business Unit's in
Business Unit Master

Flease look for the highlighted fields, carrect the entries, and resubmit yaur
request.

-

& To find the correct fund, please follow the steps below:
— click on the visual assist next to the Responsible BU field

— enter the business unit in the Business Unit field and click Find

Peoplesoft EnterpriseOne Rev. 08/11/2006 32



Nebraska Information System (NIS) Copying an Asset Master Record

— make note of the fund (i.e. 56650)
— click Close

— enter the fund in the Fund field on the Asset Master Revisions
window

¢ Responsible Business Unit (BU)

e Account Number

& The Account Number value used here is 17xx00, where xx is your
item code. During the invoice process 58xx00, where xx is your item
code, will be entered for the capital outlay. When an optional account is
utilized under the series from 58xx01 through 58xx99, type the header
account number 17xx00 in the Account Number field.

e Date Acquired
e Status
6. Complete the remaining fields as fully as possible.

ﬁ All remaining fields are optional but some may be required by your
agency, particularly:

—  Serial Number/VIN

- P.O.

— Address Book

— Parent Number — defaults to the Tag Number if left blank
7. Click the Location tab.

P,

Asset Master Information - Asset Master Revisions i ~
OK  Cancel Form  Tools

X B8 &
‘ Last Asset Number Entered ‘

Asset Information | Location | Categ

Location 1 Q

Start Date

Current GtylNet Area 1.00

Original QtyGross Area 1.00

Equipment Status
Caolumn Raw

8. Complete the following required fields:

e Location Business Unit

ﬁ Fixed Assets Location Business Units begin with an "F" and the
Business Unit Type is equal to "FA".

e Start Date - enter the date acquired.

A The start date must be equal to or less than the date acquired.
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ﬁ Example: Enter a new asset with an estimated date acquired of
1/17/06 and a start date of 1/17/06. At the time the date acquired is
updated to the actual date acquired, the date acquired can only be
changed to 1/17/06 or earlier. For this reason, if you enter an estimated
date acquired for an asset, be sure to enter a date far enough in the
future, so it can be updated to the correct actual date.

9. Complete the remaining fields as fully as possible or necessary:
e Current Qty/Net/Area
e Original Qty/Gross Area

10. Click the Category Codes tab.

e

Asset Master Information - Asset Master Revisions D e
OK  Cancel Form  Tools ||

B X B &

‘ Last Asset Number Entered ‘

M Category Cotes |2

ltern Cade _ COMMUN. & FILEC FQ Flood Plain

Sub-ltem Code

Manufacturer

Model Year

Use/Dehit Code

Agency

Division

Source Funds

Colorhaterial

utileyl

Type Heating NONE

Type Goaling NONE

Split Code/Grant

Cat Code 16

Cat Code 17

Cat Code 18

Cat Code 19

Ay Agency and Division fields are required and will flag red if left blank.
11. Complete the following required fields:

Item Code — defaults in from account number
Agency - three digit agency number (ex. 065)

Division - three digit division number (ex. 017)

12. Complete the remaining fields as fully as possible or necessary:

e Color — optional

Use/Debit Code — Agency Specific

Sub Item Code — type in code that further defines the item

Model Year — type in the year, (i.e., 002 = 2002), optional

Flood Plain, Util/Cyl/Type Heating or Type Cooling — Agency Specific

ﬁ When the proceeds from a surplus sale are to be returned to a specific fund
enter information in the following fields. An example would be the proceeds
of the sale of a vehicle that are returned to the TSB Fund.

e Source Funds
e COD Type
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13.

14.

15.

16.
17.

18.

e Split Code/Grant

Click the Additional Info tab.

DmE

Other Information

PeopleSoft.
Asset Master Information - Asset Master Revisions
oK Cancel Form Tools
X B8 &
‘ Last Asset Number Entered |
g5 | Additional Info
Category Codes
SPN Mumber
| Category Code 22
| Category Code 23

Mew or Used NEW

Ownership STATE OWNED

State/Province

Tax Entity

WWTT?

Fair Market Value

Complete the following required field:
e Location: — at least one line should be filled in
Complete the remaining fields as fully as possible or necessary.
e Acquisition Type
e Ownership
— F, Federal Owned
— M, Master Lease
- S, State Owned
Click OK to return to the Asset Master Revisions window.
Click OK to return to the Work with Assets window.
You can enter the new tag number you just created into the Skip to Tag

Number field in the header and click Find. The new Asset Number will
appear in the first line in the grid.

Click Close.
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