B2 Disposing of an Asset through Surplus Process

Overview

In NIS you can split one existing asset into two or more assets. This is normally
to dispose of part of the asset and keep another part. You can also dispose of
assets through surplus, sale, destruction, trade-in, adjustments or inter-agency
transfers. These processes can be entered into NIS.

This work instruction shows how to:

Split an Existing Asset

Disposal through Surplus or Sale

Disposal through Surplus or Sale Report

Disposal through Destruction

Disposal through Destruction Report

Disposal through Trade-in

Disposal through Trade-in Report

Disposal through Adjustments

Disposal through Adjustment Report

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

Click Roles, Fixed Assets.

(Citrix users — right click on the menu, choose View by Role, choose Fixed
Assets.)

Fixed Assets/Capital Asset Management > Fixed Assets > Fixed Assets —
Statewide:

> Splits > Asset Master Information — Splits, or

> Add Fixed Assets > Asset Master Information
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Steps

Split an Existing Asset

Navigation: Fixed Assets/Capital Asset Management > Fixed Assets > Fixed

Assets — Statewide > Splits > Asset Master Information — Splits

Start this instruction from the Asset Master Information — Splits — Work with

Assets search window.

Asset Master Information - Work With Assets

PeopleSot.

D [@ & [a]

Select Fnd  Acd  Copy Delte Close Row Form  Tools

v & + B 0 X B B R

Additional Selections

Skip To Description }9
Resp Business Unit "*7 Location !*7
Skip to Tag Mumber ‘

Sequence Grid By @ AssetNumber O Asset Description O User Defined

Ha records fetched.

Tag Asset Asset

Location
Number Description Description 2

Location 2

1. Click Find.

Choose the Asset Number you want to split.

window appears.

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

TN

Asset Master Information - Asset Master Revisions i) =)
OK  Cance| Form  Tooks
‘ Last Asset Number Entered |
Asset Information | Lasation || Category Codes | Additional Info
Identification Description
Asset Number I Q |STATE CAPITOL SITE (85) =
Tag Number ‘ [
Serial NumberfiN ‘ }25,1DN‘EE
Parent Mumber [s5E00001L
Fund * fooon STATE GENERAL FUND
Respansible BU * 65040200 CARITOL COMPLEX Bl
Account Nurmber = [ 10000170300 LARD
Date Acquired 01011932 Date Disposed PO
Status s WORKING Date Time [o0:08.00
Riblerrer Inact | — Aetiva Rukiadnar e
] bone & Internet
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4. Enter the following information:
e Tag Number — tag number of new asset
e Parent Number — original asset number
e Description
e Update any other fields as necessary

Click OK to return to the Splits — Work with Assets window.
Click Close.

Disposal through Surplus or Sale

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

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

People o,

Asset Master Information - Work With Assets
Select Fpd  Acd  Copy Delete Close Row Form  Tools

v & +# B O X B B &

D [@ & [a]

Skip To Description iy

Resp. Buginess Unit * Location [+

Skip to Tag Mumber \

| Sequence Grid By & Asset Mumber O Asset Description O User Defined

Na records fetched.

Tag Asset Asset Location
Humber Description Description 2

Location 2

Click Find.
Choose the desired row that has the asset you wish to dispose.

Click Select. The Asset Master Information — Asset Master Revisions
window appears.
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TIETRIALS

Asset Master Informatien - Asset Master Revisions il e

OK  Cance| Form Previous Next  Inols

B X B @ N B

Asset Mumber i1 LastAsset Number Entered
Asset Information [[Location | Cateaory Codes | Additional Info
ldentification Description -
Asset Number |1 |STATE CAPITOL SITE (85
Tag Number \1

Serlal NumberVIN | |25,10M BE

Parent Number G5B00001L

Accounting Information

Fund * [1ooon | STATE GENERAL FUNGD -
Responsible BU = | 65040200 CARITOL COMPLEX
AscountNumber = [ 10000170300 [EANE:
Date Acquired [oroingaz Date Disposed [ PO [
[ stas ire WORKING Date _Inoiapnna | Time T | ]
&] Done @ Internet

Change the value in the Status field to "PS" (pending surplus).

Click the Additional Info tab. The Asset Master Information — Additional
Asset Information window appears.

(o] [a A | @ < D _ A (-
C - O KRG PO B LJKAS
PeopleSoft.
Asset Master Information - Asset Master Revisions @ (i
AssE . .
OK  Cancel Form Previous Mext Tools
8 X O L3
Asset Number 1 Last Asset Mumber Entered
Additional Info
Extended Category Codes
SPN Nurmber [
|UMCoLK 000088509 Category Code 22
| Category Gode 23 [ =
Other
New or Used i USEQ
Cwnership ig STATE OWNED
State/Province [
Tax Entity
Fair Market Value [
|
&] Done B Internet

6. Enter the SPN Number in the SPN Number field.

& SPN (Surplus Property Notification) Number is 10 digits, using this format —

AADDYYSSSS.
e AA - Agency number
e DD - Division number

e YY —last two digits of the calendar year
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e SSSS - sequential number assigned by the agency
Click OK to return to the Asset Master Revisions window.
8. Click OK. The Status Change Date & Time window appears.
Review date and time, change if required. (should be today's date)
10. Click OK to return to the Asset Master Revisions window.
11. Click Cancel.
12. Click Close.

Disposal through Surplus or Sale Report

Navigation: Fixed Assets/Capital Asset Management > Fixed Assets > Fixed
Assets — Statewide > Disposals > SPN Report — Surplus

Start this instruction from the Version Prompting window.

N ik ~ w1 = I By - 5

Q-0 HRd LS m K3 v

PeopleSoft.
Version Prompting
(Cence| Submit Form  Tools
X B &

Prompt For

[ Data Selection [ Data Sequencing ‘

1. Choose Data Selection.
2. Click Submit. The Data Selection window appears.

PeopleSoft.

[::]
Dara Selection

O Concel Dokte  Lp  Down
v X 0 B =

Vnere | Ledges Types (F1202) (LT) [BC) v| i enusite v e ~|
5 ¥l |

And | | O8ject Account F1207) (ORI [RC] s [ b2 aquates | | sa0000-S36usE ||

Ard s | EPN Number (F1201) (FA21) BE] ~| s eaualto ] | Blark |

ooOoOonoo

and [w] | Fiaeal vear F1200) 70 D) o] {12 mnuaine | | Blark ~]|

And w|

¥ > *||

3. In the first row, verify:
o Left Operand is "Ledger Type (F1202)(LT)[BC]"
e Comparison is "is equal to"
¢ Right Operand is "AA"
4. In the second row, verify:
o Left Operand is "Object Account (F1202)(OBJ)[BC]"
e Comparison is "is equal to"
¢ Right Operand is "580000-586999"
5. Inthe third row, verify:
e Left Operand is "SPN Number (F1201)(FA21)[BC]"
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10.

11.
12.
13.
14.

e Comparison is "is equal to"

Click Literal. The Select Literal Value window appears.

eopledott.

=]
Select Literal Value

o Cancel

o X

Enter the Agency assigned SPN number.

Click OK to return to the Data Selection window.
In the last row (Fiscal Year), verify:

e Left Operand is "Fiscal Year (F1202)(FY)[BC]
e Comparison is "is equal to"

Click Literal. The Select Literal Value window appears.

eopledott.

=]
Select Literal Value
o Corcel

o X

Enter the current fiscal year.
Click OK to return to the Data Selection window.
Click OK. The Printer Selection window appears.

Click OK to return to the Disposals menu.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step

instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Row with Job Details R5509234, after the status
indicates Done.

Disposal through Destruction

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

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

Asset Master Information - Work With Assets D@ E |
Seleet Fnd  Add  Copy Delle Close Row Form  Tooks
vy & * = L3

Additional Selsctions

Skip To Desgcription ‘,
Resp. Business Unit - Lacation -
Skip to Tag Number ‘
Sequence Grid By @ Asset Number O Asset Description O User Defined |

No records fetched.

Asset
Description

Asset
Description 2

Location

Humber Humber

Location 2

1. Click Find.

Choose the desired row.

3. Click Select. The Asset Master Information — Asset Master Revisions

window appears.

C- O KRG ,PLPHORL A
PeopleSoft.

LE S

Asset Master Information - Asset Master Revisions @ ]
Asset Master Revisio
OK  Cancel Form Previous Next Tools
8 X =
Asset Mumber B Last Asset Mumber Entered
Asset Information
Identification Description
Asset Number 1 |STATE CAPITOL SITE (65)
Tag Mumber Q ‘1
Serial Nurnber | 25,100 6E =
Parent Mumber B5B00001L
Accounting Information
Fund * [10000 STATE GENERAL FUND
Responsible BU * ‘ 65040200 CAPITOL COMPLEX
AccountNumber * | 10000.170300 LAND
Date Acquired 011193z Date Disposed ‘ PO
Status |WK WORKING Date 02/19/2003 Time 16:04:17
Subledger Inact Active Subledger 1
Address Mumber ¥ alow wio
Inventory Number |
v
&] Done B Internet

4. Change the value in the Status field to "PD" (pending destruction).
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Click the Category Codes tab. The Asset Master Information — Asset Master
— Category Code Revision windows appears.

I i 0 ~ A ~ o By - & %
- Y ) <l y. B i 35 a
-0 HRG LB LKW g
PeopleSoft.
Asset Master Information - Asset Master Revisions @ ™
: ' 2
OK  Cance| Form Previous Mext Iooks
8 X &
Asset Mumber 1 Last Asset Number Entered
Assetinormation | Lovation | ategory Codes [|Additional infa
Item Code B o Flood Plain o No
Sub-ltern Code [Lan | LAND UHINCyl
hanufacturer |7 Type Heating ‘ NONE 7
Mode| Year Type Cooling [ NONE
Use/Debit Code Split CodeiGrant ‘
Agency ligs | DEFTOFADMSERV. GatCode 18 I
|
Division noe AGENCY OIVISION  Cat Code 17 |
Source Funds | Cat. Code 19 [
ColorMaterial [ Cat. Code 19
CODMA] Type | Cat. Code 20 \ i |
I»
€] Done & Internet

6. Enter the appropriate COD Type (Certificate of Destruction Type) in the COD

Type Field.
7. Click OK.

8. Click the Additional Info tab. The Asset Master Information — Additional
Asset Information window appears.

— Ao e By - 5 x
G- O HRG LKL >
PeopleSoft.
Asset Master Information - Asset Master Revisions DEE |
Ok Cance| Form Previous Next Iools
B ¥ B8 L3
Asset Nurmber i Last Asset Number Entered
5 || Additional Info
Extended Category Codes
SPN Number [
|Uncoln  oooosssos Catagory Code 22 [
[ Catagary Code 23 [ E
Other Information
New o Used u ] USED
Ownership F STATE QWNED
State/Province ]
Tax Entity /7
Fair Market Value —
|l
€] Done ® Irternet
9. Enter the SPN Number in the SPN Number field.
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ﬁ SPN (Surplus Property Notification) Number is 10 digits, using this format —
AADDYYSSSS.

e AA - Agency number

e DD - Division number

e YY - last two digits of the calendar year

e SSSS - sequential number assigned by the agency
10. Click OK to return to the Asset Master Revisions window.
11. Click OK. The Status Change Date & Time window appears.
12. Review date and time, change if required.
13. Click OK to return to the Asset Master Revisions window.
14. Click OK.
15. Click Cancel.
16. Click Close.

Disposal thru Destruction Report

Navigation: Fixed Assets/Capital Asset Management > Fixed Assets > Fixed
Assets — Statewide > Disposals > SPN Report — Destruction

Start this instruction from the Version Prompting window.

Al ey @ B ¢ -

@' </ @@-LIJ /'““u\f@ H-de @ ,Jﬁﬁ w

PeopleSoft.
Version Prompting
lcancel Stbmit Form  Tools
X B &

Prompt For

[ Data Zelection [ Data Sequencing ‘

1. Choose Data Selection.

2. Click Submit. The Data Selection window appears.

PeopleSoft.

[::]
Dara Selection

O Concel Dokte  Lp  Down
v X 0 B =

Operaton |Len Operand Comparison Right Opes and
[)  wmers |Ledger Types (71202) LT) [BC] v| i enusite v e ~l|
[ |#na || oojectaccount (F1203) (DR [BC) | i squaito | | ~sso000-sesr __-a_]l
[0 [And se] | SPH Mumbes (F1201) FAZTH BE] | s vauslto ] | Blark \-|I
[ [analw] | Fiscatvear 120 P pe ] s squaita ] | Biarx ‘{l!
O[] ol ~

3. In the first row, verify:
o Left Operand is "Ledger Type (F1202)(LT)[BC]"
e Comparison is "is equal to"
e Right Operand is "AA"

Peoplesoft EnterpriseOne Rev. 8/11/09 75



Nebraska Information System (NIS) Disposing of an Asset through Surplus Process

10.

11.

12.
13.
14.
15.

In the second row, verify:

o Left Operand is "Object Account (F1202)(OBJ)[BC]"
e Comparison is "is equal to"

¢ Right Operand is "580000-586999"

In the third row, verify:

e Left Operand is "SPN Number (F1201)(FA21)[BC]"
e Comparison is "is equal to"

Click the Right Operand field on the last line.

Click Literal. The Select Literal Value window appears.

eopledott.

=]
Select Literal Value

Enter the Agency assigned SPN number.

Click OK to return to the Data Selection window.
In the last row (Fiscal Year), verify:

e Left Operand is "Fiscal Year (F1202)(FY)[BC]
e Comparison is "is equal to"

Click Literal. The Select Literal Value window appears.

eopledott.

=]
Select Literal Value

Enter the current fiscal year.

Click OK to return to the Data Selection window.
Click OK. The Printer Selection window appears.
Click OK.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step

instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Row with Job Details R5509234, after the status
indicates Done.

Disposal through Trade-in

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

Start this instruction from the Asset Master Information — Work with Assets
window.
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People o,

Asset Master Information - Work With Assets Dm
Select Fd  Add  Copy Delele Clese Rew  Form ook

v & + B 0 X B 5 &

>

Additional Selsctions

Skip To Desgcription ‘,
Resp. Business Unit - Lacation -
Skip to Tag Number ‘
Sequence Grid By @ Asset Number O Asset Description O User Defined |

No records fetched.

Asset Asset Location Location 2
Humber Humber Description Description 2

1. Click Find.
Choose the desired row.

3. Click Select. The Asset Master Information — Asset Master Revisions
window appears.

- & # S - >, B a8
-0 R ,LHhex-Sm UdS
PeopleSoft.
Asset Master Information - Asset Master Revisions DEE |
: . .
OK Cancel Form Previous Ned Tools
a8 L3
Asset Number 1 Last Asset Number Entered
Asset Information
Identification Description
Asset Mumber 1 |STATE CAPITOL SITE (85)
Tag Number ‘1
Serial NumbervIN ‘ ‘25‘101\1 BE E
Parent Number G5B00001L
Accounting Information
Fund * 10000 STATE GENERAL FUND
Responsiale BU = | B5040200 CAPITOL COMPLEX
Account Number = [ 10000.170300 EARE
Date Acquired [oT/o1r1832 Date Disposed [ P.O
Status ‘WK WORKING Date 021802003 Tirne 160417
Subledger Inact ’_ Active Subledger i |
Adidress Number [#] Allow W
Inventory Number ‘
v
€] Done ® Irternet

4. Change the value in the Status field to "PT" (pending Trade-in).
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o

9.

10.
11.
12.
13.

Click the Additional Info tab. The Asset Master Information — Additional
Asset Information window appears.

Q- © HRE®G L Jéd 3
PeopleSoft.

Asset Master Infermation - Asset Master Revisions

DD

Last Asset Mumber Entered

3 | adattional info

Extended Category Codes

SPN Number

|UNCOLN 000068505 Category Code 22

Category Code 23

Other Information

New o Used m USED

Ownership [s STATE DWNED

State/Pravince

Tai Entity

Fait Market Value

&] Done

Enter the SPN Number in the SPN Number field.

D Internet

SPN (Surplus Property Notification) Number is 10 digits, using this format —
AADDYYSSSS.

e AA - Agency number

e DD - Division number

e YY - last two digits of the calendar year

e SSSS - sequential number assigned by the agency
Click OK to return to the Asset Master Revisions window.
Click OK. The Status Change Date & Time window appears.
Review date and time, change if required.

Click OK to return to the Asset Master Revisions window.
Click OK.

Click Cancel.

Click Close.

Disposal through Trade-In Report

Navigation: Fixed Assets/Capital Asset Management > Fixed Assets > Fixed
Assets — Statewide > Disposals > SPN Report — Trade-In

Start this instruction from the Version Prompting window.
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— = 2l i e A W By - &
-0 HRe Phex-S B LUKS ol
PeopleSoft.
Version Prompting
lCancel Submit Form  Tools
X & L3
Prompt For
[ Data Selection [ oata Sequencing ‘

1. Choose Data Selection.

2. Click Submit. The Data Selection window appears.

PeopleSoft.

@
Dara Selection
Q¢ Concel Qelete  Up  Down |

v X 0 B =

|Operaton |Len Gperand [ —— Higha ipes snd
[ wnere |LedgerTypes (71202) A7) [BC) ] [ equaita ] [ae v
[ [ana ] | Oeject account (1203 081 [BC) 3] [t squaito | | =seo0nc-ssausi 5
[0 [And se] | SPH Mumbes (F1201) FAZTH BE] »] easalt ] | Blarik |
01 [ana w] | Fiseal vear 1202 vy Gy [ve] (12 2quaita ] [ mar v
O [eap] 5 o) A

3. In the first row, verify:
e Left Operand is "Ledger Type (F1202)(LT)[BC]"
e Comparison is "is equal to"
¢ Right Operand is "AA"
4. In the second row, verify:
e Left Operand is "Object Account (F1202)(OBJ)[BC]"
e Comparison is "is equal to"
¢ Right Operand is "580000-586999"
5. In the third row, verify:
e Left Operand is "SPN Number (F1201)(FA21)[BC]"
e Comparison is "is equal to"
6. Click the Right Operand field on the last line.

Click Literal. The Select Literal Value window appears.

eople:

]

Select Literal Value
o Concel

o X

Litorat Ve 1

8. Enter the Agency assigned SPN number.
9. Click OK to return to the Data Selection window.
10. In the last row (Fiscal Year), verify:

e Left Operand is "Fiscal Year (F1202)(FY)[BC]
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e Comparison is "is equal to"

11. Click Literal. The Select Literal Value window appears.

eople:
]
Select Literal Value

o Concel
o X

Lawral Value: ]

12. Enter the current fiscal year.

13. Click OK to return to the Data Selection window.
14. Click OK. The Printer Selection window appears.
15. Click OK.

& View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Row with Job Details R5509249, after the status
indicates Done.

Disposal through Adjustments

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

Start this instruction from the Asset Master Information — Work with Assets

window.
ol Soft.
Asset Master Information - Work With Assets [} ]

Select Fpd  Acd  Copy Delete Close Row Form  Tools

v & +# B O X B B &

Display [ Additional Selections | Cat Codes 1-10 | catcodes 11-20 | cat codes

Skip To Description iy

Resp. Buginess Unit I* Location I*

Skip to Tag Mumber \

| Sequence Grid By & Asset Mumber O Asset Description O User Defined

Na records fetched.

Asset Asset Location Location 2
Description Description 2

1. Click Find.
Choose the desired row.

3. Click Select. The Asset Master Information — Asset Master Revisions
window appears.
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PeopleSoft.
Asset Master Information - Asset Master Revisions @ I~

Ok Cancel Form Previous Next  Tools

X B @B @& B

Asset Number [1 Last Asset Mumber Entered

Asset Information

Identification Description
Aszet Mumber "1 |STATE caPITOL SITE (65)
Tag Mumber [
Serial NurmberviN -+ | 25,100 BE =
Parent Mumber |65BO000TL

Accounting Information

Fund = [1n00a STATE GENERAL FUND

Responsible BUU = | 65040200 CAPITOL COMPLEX

Accounthumber = | 10000.170300 LANE

Date Acquired R GEE?) Date Disposed [ PO [

Status WK WORKING Date  [gziwaooa | Time fenetr

Subledger Inact. Active Sublacger

Address Mumber [ allow wor

Inwentory Number

] bone D Irternet

Change the value in the Status field to "PA" (pending adjustment).

Click the Additional Info tab. The Asset Master Information — Additional
Asset Information window appears.

Q-0 HRAG| L, 23 L -2
PeopleSoft.

Asset Master Information - Asset Master Revisions DEE |
Asse . .
OK Cancel Form Previous Ned Tools
a8 L3
Asset Number 1 Last Asset Number Entered
s | Additional Info
Extended Category Codes
SPN Number [
|umcoln  oooosssDs Category Code 22 [
[ Catagary Code 23 [ E
Other Information
MNew or Used iU USED
Ownership s STATE OWNED
State/Province
Tax Entity
Fair Market Value [
|l
€] Done ® Irternet
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o

Enter the SPN Number in the SPN Number field.

ﬁ SPN (Surplus Property Notification) Number is 10 digits, using this format —
AADDYYSSSS.

e AA - Agency number
e DD - Division number
e YY - last two digits of the calendar year
e SSSS - sequential number assigned by the agency
Click OK to return to the Asset Master Revisions window.

8. Click OK. The Status Change Date & Time window appears.
Review date and time, change if required.

10. Click OK to return to the Asset Master Revisions window.

11. Click Cancel.

12. Click Close.

Disposal through Adjustment Report

Navigation: Fixed Assets/Capital Asset Mgt > Fixed Assets > Fixed Assets —
Statewide > SPN Reports > SPN Report — Adjustments

Start this instruction from the Version Prompting window.

e . = By _

-0 HRAG PO B KB o=

PeopleSoft.
Version Prompting
lcancel Stbmit Form  Tools
X B &

Prompt For

[ Data Zelection [ Data Sequencing ‘

1. Choose Data Selection.

2. Click Submit. The Data Selection window appears.

PeopleSoft.

[::]
Dara Selection

O Concel Dokte  Lp  Down
v X 0 B =

Vnere | Ledges Types (F1202) (LT) [BC) v| i enusite v e ~|
5 ¥l |

At w| | DEgect Account (F1207) (OB [RC] w| ke wquatta ‘] | ~seo000-sz6wEE ~
Ared ] | BPM Numbe (F1201) (FA21} (B »] | vualto | | Blark v

na [w] | Fiseal vear (F1202) FY) [BC [ve] (12 2quaita | | Biar |

o0Oonoo

and v vl g )

3. In the first row, verify:
o Left Operand is "Ledger Type (F1202)(LT)[BC]"
e Comparison is "is equal to"
e Right Operand is "AA"
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10.

11.

12.
13.
14.
15.

In the second row, verify:

o Left Operand is "Object Account (F1202)(OBJ)[BC]"
e Comparison is "is equal to"

¢ Right Operand is "580000-586999"

In the third row, verify:

e Left Operand is "SPN Number (F1201)(FA21)[BC]"
e Comparison is "is equal to"

Click the Right Operand field on the last line.

Click Literal. The Select Literal Value window appears.

eopledott.

=]
Select Literal Value

o Cancel

o X

| o |

Lawral Value: ]

Enter the Agency assigned SPN number.

Click OK to return to the Data Selection window.
In the last row (Fiscal Year), verify:

e Left Operand is "Fiscal Year (F1202)(FY)[BC]
e Comparison is "is equal to"

Click Literal. The Select Literal Value window appears.

eopledott.

=]
Select Literal Value

o Cancel

X

] o

Lawral Value: ]

Enter the current fiscal year.

Click OK to return to the Data Selection window.
Click OK. The Printer Selection window appears.
Click OK.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step

instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Row with Job Details R5509247, after the status
indicates Done.
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