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Unique Contents Insurance records must exist for an agency to obtain insurance coverage for the equipment (furniture, computers, electronics, etc.) located in a building.
[bookmark: _Toc473624686]Create Contents Insurance Record
Procedure

Only create a NEW Contents Insurance record for a location and type of insurance coverage if one does not already exist.

Each year, the Contents Insurance record must be reviewed, a new attachment indicating the items covered for the year must be added, and the Contents Insurance amount should be revised if value of contents has changed.


	Step
	Action

	1. [bookmark: T4_F3]
	Click the Navigator menu.


	1. [bookmark: T4_F5]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T4_F7]
	Click the Risk Management - Insurance menu.


	1. [bookmark: T4_F9]
	Click the Asset Master Information menu.






	Step
	Action

	1. [bookmark: T4_F11]
	Click the Add button.






	Step
	Action

	1. [bookmark: T4_F325]
	The purpose of the Contents Insurance Asset Record is to provide information to the State Risk Manager regarding the type and value of contents your agency wants to cover during a fiscal year.

The Contents Insurance record is NEVER included in the Fixed Asset reporting requirements and there will never be a financial cost associated with the Contents Insurance record.

	1. [bookmark: T4_F15]
	Enter the Tag Number in the Tag Number field. 

Note: Fixed Asset Number format is:
o  Two digit agency number (first two characters)
o  One to two letter division alpha identifier; and
o  Up to 8-9 digits assigned by the agency

The maximum length is 12 alphanumeric characters.

	1. [bookmark: T4_F406]
	Enter a description regarding the Contents Insurance coverage your agency requires into the Description field.

This description is defined by each agency.  It can describe the location and the insurance type, or any other description at the agency's discretion.

Additional Description fields can be used to further define the Contents Insurance record.

	1. [bookmark: T4_F336]
	Accounting Information is required to create all fixed asset records.  This will not be used to report financial data for the CONTENTS INSURANCE records.

If an Account Number has NOT already been created for the Contents Insurance object code (178200), there is additional set-up required to make the Account Number valid.

Work with AS State Accounting Fixed Asset contact to complete the Depreciation Default Coding creation.  You will need to provide the following information: (1) Fund; (2) Business Unit; and (3) Account Number.

For the purpose of the Contents Insurance record, the Account Number is the FUND.178200; e.g. 23330.178200.

	1. [bookmark: T4_F27]
	Enter the fund number that will be used for the Account Number into the Fund field. 

	1. [bookmark: T4_F31]
	Enter the Business Unit that best represents the agency's information for the Contents Insurance into the Responsible BU field. 

	1. [bookmark: T4_F35]
	Enter FUND.178200 into the Account Number field. 

Note: Fund in the Account number must always be the same as the Fund entered in the Fund field.

	1. [bookmark: T4_F39]
	Enter "WK" into the Status field.

This indicates the record is in a "Working" status.

	1. [bookmark: T4_F43]
	Enter the "Facility" (Search Type "F") Address Book number that best represents the physical location of the contents being insured into the Address Number field. 

Use the Visual Assist tool if necessary.

	1. [bookmark: T4_F339]
	Once the Tag Number, Description(s), Accounting Information, Equipment Status, and Address Number are entered, additional information must be added to create the Contents Insurance record.

	1. [bookmark: T4_F45]
	Click the Category Codes 1-10 tab.






	Step
	Action

	1. [bookmark: T4_F342]
	The Item Code field automatically populates with an "82" indicating the record is for CONTENTS - INSURANCE.  DO NOT change this value.

	1. [bookmark: T4_F51]
	If the Contents Insurance is for Inland Marine coverage, the Sub-Item Code must be populated to indicate the "type" of Inland Marine coverage.

If the Contents Insurance is for Inland Marine enter the appropriate code into the Sub-Item Code field. 

o IN1 = CONTRACTOR EQUIPMENT
o IN2 = ELECTRONIC DATA PROCESSING EQUIPMENT
o IN3 = INLAND MARINE: MISCELLANEOUS

	1. [bookmark: T4_F55]
	In the Agency field enter the three digit agency number (ex. 033).

Note: The Agency field is required and will flag red if left blank.

	1. [bookmark: T4_F59]
	In the Division Field enter the three digit division number (ex. 080).

Note:  The Division field is required and will flag red if left blank.

	1. [bookmark: T4_F61]
	Additional information can be added at this time, but is not required, to create the CONTENTS INSURANCE record.

Click the Category Codes 11-20 tab.






	Step
	Action

	1. [bookmark: T4_F65]
	Enter the code for the type of Contents Insurance coverage needed into the Software/Insurance field. 

o CON = CONTENTS INSURANCE
o CIM = CONTENTS - INLAND MARINE

	1. [bookmark: T4_F69]
	The city is used in conjunction with other reported data to determine requirements/costs for the insured contents.

Enter the appropriate code into the City field.

Use the Visual Assist tool if necessary.

	1. [bookmark: T4_F131]
	Once all required information is entered, click the OK button to complete the creation process.


	1. [bookmark: T4_F133]
	After the OK button is clicked, the asset record has been created (Asset Number is populated). 

Click the Cancel button.






	Step
	Action

	1. [bookmark: T4_F135]
	Continue to create new records, as needed, or proceed to the Risk Management Insurance application to complete this process.

Click the Close button.






	Step
	Action

	1. [bookmark: T4_F345]
	To add additional information to the Contents Insurance record, reference "Maintain Contents Insurance" Training Guide.

	1. [bookmark: T4_F139]
	
End of Procedure.
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