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Note: Visit our Web site at www.blackbaud.com for the latest documentation and information.

Assets are physical items an organization buys with a useful life greater than one fiscal year. In Assets, you can
create asset records containing information including the book value, acquisition date, asset location, and
depreciation method. Using the tabs on an asset record, you can view asset transaction activity and calculate
projected depreciation. You can also create new transactions directly from the asset record and define
transaction distributions using default accounts. For more information about adding transactions, see the
Transactions chapter.

Accessing Asset Records

Because records are such an important part of The Financial Edge, we have placed all record types for Fixed
Assets in one area so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to
pull out a record or file. When you open Records, you can directly access several record types, including asset
records. Click Records on the navigation bar and then click Assets. The Assets page appears.

% The Financial Edge
File Edit Yiew Go Favortes Tool: Help
4 Back & Eorward I Community Services Inc. ™ + Fixed Assets ™
Shorteuts .
[ Records - Assets
j | Records
what do you want to do? S
— - Transacti...
A5 245 Add a Mew Asset using the Asset —J
\-.-.,-\_ Add 3 New Asset Vg
o W izard
@ Open an Asset i E Wiew All Assets
= Edit options for Assets | Calculate Depreciation
Search for an Asset by description
]
nfiguration Access a Recently used Asset
shboard 3-Yiden Camera
F-LAND 1995 Amanda
10-Miller House:
1-LAMD 1999 Amanda
Monthly Reparts
Web Links ;I

Tip: To save time when searching for a specific asset record, you can use the Search for an Asset by
description field. For more information about searching in The Financial Edge, see the Program Basics chapter
of the Program Basics Guide.

The Assets page is the starting point for working with asset records. From this page, you can add a new asset
record or open an existing record. The Assets page also lists recently accessed asset records and provides a way
to quickly locate assets by description. In addition, you can create multiple asset records, calculate depreciation,
and edit asset user options directly from this page. For more information about options, see the Options chapter
of the Program Basics Guide.

On the Assets page, click View All Assets to view the Assets List of all assets in the database. You can search for,
add, open and delete assets directly from this page. You can also set criteria to filter the assets in the grid.
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Finding and Opening Asset Records

To find and open an asset record, you need to be familiar with the Open screen. The Open screen has several
filters you can use to narrow a search and quickly locate the asset you want to open. The search process is not
case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can also use wildcard
characters if you are not sure how a word is spelled. For more information about wildcards, see the Query Guide.

Tip: You can also search for assets using Find on the menu bar of the Assets List. For more information about
using Find, see the Program Basics chapter of the Program Basics Guide.

To access the Open screen, select File, Open from the menu bar or click Open an Asset from the Assets page.

» Opening an asset record from the Assets page of Records

1. On the Assets page, click Open an Asset. The Open screen for assets appears. For more information
about using the Open screen, see the Program Basics chapter of the Program Basics Guide.

A~ |
Find: |Agset j Search using quens: |<Default> ﬂ'gﬁ

= |Dnzn A Add a New Asset Options

that meet these criteria: M Exact match only
Azzet number: || j Date in Service: I EI
Agzet D I j Acquizition date: I EI
Drescription: I j Location: I j
Department: I j Depreciation method: I j
Clazs: I j Last modified by: I j
Wendor: I j Last modified an: I ahy lime j
Hide Filters | Clear Fillersl Filters are not applied ,WI [HEer | Cancel |

|F'ress F7 to zoom

Tip: You can designate asset records you use most frequently as favorites and create shortcuts to their
locations. You can also place favorites on the Fixed Assets Home page, the Favorites menu, or the navigation
bar. For more information about favorites, see the Program Basics chapter of the Program Basics Guide.

2. Inthe Find Assets that meet these criteria frame, enter the criteria you are using to search for the asset.
Criteria include asset number, description, location, and acquisition date.
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3. After you enter search criteria, click Find Now. The program searches the database and displays all assets

meeting the search criteria. Again, depending on how limited or detailed the criteria are, the program
may find one record or many records.

A~ |
Find: |Agset j Search using quens: |<Default> ﬂ'gﬁ

Aszet Mumber Asset 10 Description Serial Mumber

Del Power Edge 6350 58-965-99332658-01

Information Swstems

119 Dell PII 450 2856-01 Information Swstems
120 Dell PII 450 2856-02 Information Systems
121 HF Laserlet 6Pse Las.,, 125759-999-14 Information Systems

Azzet number: I j Date in Service: I EI
Agzet D I j Acquizition date: I EI
Drescription: I j Location: I j
Department: I|nf0|’mati0n Technalogy j Depreciation method: I j
Class: IInformation Systems j Last modified by: I j
Wendor: I j Last modified an: I ahy lime j

Hide Filters | Clear Fillersl Filters are applied Find Now | IWI Cancel |

|5 records found.

Tip: Instead of selecting the asset and clicking Open, you can double-click the asset in the grid.

4. Inthe grid, select an asset and click Open. The asset record opens to the General tab.

File Edit Miew Asset Favortes Tools Help
ESaveandClosev|u X||3. §|N i b ﬂ|@MoveAsset|2|E| ? - |
General I Distrilgutionl Frojected Depreciationl Activityl Actiongl Locationl Attribgtesl Medial Not3§| Histary of Ehangesl
Azzet #: IB Wendar: I ﬂl &3
Azzet |0 I [ Acouisition date: |1 140141938
Description: IDeII 2300 Server PII3R0 j Diate in service: I'I'I.-"D‘I /1998
Model #: I Acquizsition value: |$4,333.DD
Serial#:  [101-586355 Depresiation methad: [3usight Line =l
Clazs: I Information Systems j U geful life: |5_ :I Years
Lacation: Ilnfolmation Technalogy j Salvage value: I
Department: |Infolmation Technology j Carrvention: I Half-year j
Disposal Information -
Asgset disposed of on: l— M ethod: lﬁ Disposal price:l—
Statistics
Book value: $1,516.52 Last depreciation amount:  $72.22
Accumulated depreciation: $2.816.48 Last depreciation date: 02/28/2002
‘f'ear to date depreciation: $0.00 Gain/Loss: $0.00

5. After you view or edit the record, click Save and Close on the toolbar. You return to the Assets page.
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Managing Asset Records

You can add new asset records from the Assets page of Records, the File menu on the Assets page, the File menu
of an existing asset record, or the Assets List page. We recommend adding and opening records from Records
because it provides the easiest and most complete access to all record types. From the Assets page, you can add
new asset records in two ways: using the Add a New Asset link or using the Asset Wizard.

Note: To establish asset user options, click Edit options for Assets or select Tools, Options from the menu bar
in Fixed Assets. For more information about asset options, see the Options chapter of the Program Basics
Guide.

Once you create, save, and close a record, you can make changes or add new information by editing the asset
record. If you have an asset you no longer use, you can delete the asset record if these conditions are met: the
asset must either have no transactions, or the disposal date must not be in this year and all transactions must be
posted or marked as Do not post. For more information about deleting records or making them inactive, see the
Program Basics chapter of the Program Basics Guide.

Adding Asset Records

When you add an asset record in Fixed Assets, you are creating a new record in the database. You should add as
much information as you can. Adding additional information such as asset attributes and other textual details can
help you manage assets accurately and efficiently.

When adding asset records, we recommend you perform a search for duplicate assets to ensure the asset has not
been previously added to your database. You can search from the Asset menu of an asset record or from the
Search for duplicates link in Administration. Duplicate asset criteria are defined in Business Rules in
Configuration.

Glossary: A default set is a record of default transaction information you can create and load in a batch. Once
loaded, the defaults appear on the record.

You can use default sets to save time when adding asset records instead of entering the values manually each
time. The values are only defaults and you can change any field on a record even if you have entered the default
set. For more information about loading default sets, see the Program Basics chapter of the Program Basics
Guide. You can set a business rule that requires the program to automatically check for duplicate asset criteria
upon data entry. This prevents entry of duplicate records. For more information about business rules, see the
Configuration Guide for Fixed Assets.

» Searching for duplicate asset records

Warning: You must define depreciation years in Configuration before you can start working with asset
records. For more information about depreciation years, see the Configuration Guide for Fixed Assets.

1. From an open asset record, select Asset, Duplicate Search. The Duplicate Search Results screen appears
listing any duplicate assets.

2. To view the duplicate record, click View.

If no duplicate records are found in the search, you receive a message stating that no duplicates were
found.

3. Toreturn to the asset record, click OK.



6 CHAPTER

» Adding an asset record
For this example, we create an asset record using the straight line depreciation method. For more

information about depreciation methods, see the Depreciation Methods chapter of the Configuration Guide
for Fixed Assets.

Note: The asset record opens to the General tab by default. In Options, you can select a different tab to be the
default. For more information about asset options, see the Options chapter of the Program Basics Guide.

1. From the Assets page, click Add a New Asset. A New Asset record opens to the General tab.

e |
File Edit Wiew Aszset Fawortes Toolz Help
ESaveandClosev|u X|& ﬁ||‘ 4 b N|@MoveAsset|z|D||Q ? - |
General I Distrilgutionl Frojected Depreciationl Activityl Actiongl Locationl Attribgtesl Medial Notegl Histary of Ehangesl
Azzet #: I Wendor: I ﬁl g3
Agset D: I Acquizition date: I
Diescription: I j Date in service: I
M odel #: I Acquizition value: I
Serial #: I Depreciation method: IMACHS j
Clazs: I j Recoveny period: |3 Yearg j
Location: I j Corvention: I Half-pear j
Department; | j
Disposal Information -
Aszset disposed of on: l— ethod: lﬁ Dizpozal price:l—
Statigtics -
Book value: $0.00 Last depreciation amount: — $0.00
Accumulated depreciation: $0.00 Last depreciation date:
‘Year to date depreciation: $0.00 GainLoss: $0.00
| [t

Tip: You can create multiple assets at one time using the Asset Wizard. For more information about multiple
assets, see “Adding multiple assets using the Asset Wizard” on page 9.

2. The program automatically generates an asset number in the Asset # field. You cannot edit this field.
3. Inthe Asset ID field, enter an asset ID. The ID must be unique. If you set the business rule in
Configuration, the program automatically generates an asset ID for each new asset record.

4. Enter or select the asset name in the Description field.

Note: If the option is set, you can define new asset descriptions on an asset record. For more information
about asset options, see the Options chapter of the Program Basics Guide.

5. Inthe Model # and Serial # fields, enter the asset’s model and serial numbers.

6. Select an asset class in the Class field. Classes include IRS classifications such as “Office Equipment”,
“Information Systems”, and “Land Improvements”. You can also add your own classes in Configuration.

When you select a class, default information automatically appears in the depreciation fields. By selecting
a class, you can group similar assets and assign them the same depreciation information and distribution

accounts. For more information about classes, see the Fixed Assets Configuration chapter of the
Configuration Guide for Fixed Assets.

Note: You can use Asset Inventory in Administration to identify assets that have been moved or are missing by
comparing asset records in Fixed Assets to an inventory file. Inventory files contain asset numbers or asset IDs
and locations or departments for assets inventoried by either scanning or manual counts.
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10.

11.

Note:

In the Location field, select the asset’s physical location. You define locations in Configuration.

In the Department field, select the department to which the asset is assigned. You define departments in
Configuration.

Enter a vendor name in the Vendor field. If you have Accounts Payable, you can click the binoculars to
search for or add a vendor. For more information about vendors, see the Vendors chapter of the Records
Guide for Accounts Payable.

In the Acquisition date and Date in service fields, enter the purchase date and date the asset was placed
in service by your organization.

In the Acquisition value field, enter purchase price of the asset.

You can change the depreciation method of an asset. If the amount of current year depreciation

calculated before changing methods is greater than the amount calculated using the new method,
depreciation for the remaining periods is zero. If the amount is less, depreciation equals Annual depreciation
using new method — Year-to-date depreciation using old method / # of remaining periods.

12.

13.
14.

In the Depreciation method field, select “Straight line”. Additional fields appear. For more information
about depreciation methods, see the Depreciation Methods chapter of the Configuration Guide for Fixed

Assets. Fields for depreciation information contain default values if you selected an asset class with

default settings. You can change or overwrite these values.

&' 189-Bell Atlantic Key Telephone M= E3
File Edit “iew Agzzet Favortes Toolz Help
ESaveandEIOSEv|u X|I1 i » H|@Move.&sset|2|ﬂ|||?v |
General I Distrilgutionl Frojected Depreciationl Activit}jl Actiongl Locationl Attribgtesl Medial Not3§| Histary of Ehangesl
Aszet |189 Yendaor: |BeII Telephones QI &=
Azzet |D: |139 Acquisition date; IDSJD?£2DD2
Description: |BeII Atlantic Key Telephone j Date in zervice: |03£22JZDD2
Model #: |52B-2B-D1 Acquisition value: |$249.SU
Serial#:  [NT2K16GHI3 Depresiation methad: [Straight Line =
Clazs: Ifoice Furniture Fistures and Equipmenlj Useful life: |2— :I ears
Lacation: IAdministlation ﬂ Salvage value: |$D.DD
D epartment; IAdministlation j Convention: IHaIf-year j
Disposal Information -
Asgset disposed of on: l— ethod: lﬁ Dispozal price: l—
Statistics
Baook value: $243.90 Last depreciation amount: ~ $0.00
Accumulated depreciation: $0.00 Last depreciation date: N
‘Vear to date depreciation: $0.00 GaindLoss: M

Select the number of years you plan to depreciate the asset in the Useful Life field.
In the Salvage value field, enter the estimate of the asset’s value at the end of its useful life.

Note: You can enter disposal information at any time during an asset’s life and update that information when
your organization disposes of the asset.

15.

16.

17.

In the Convention field, select “Full month”, “Full-year”, “Half-year”, “Mid-month”, “Zero in first year”, or
“Zero on first month”.

In the Disposal Information frame, enter the disposal date in the Asset disposed of on field. The disposal
date cannot be earlier than the last depreciation date.

In the Method field, select the disposal method.
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Note: The Statistics frame displays updated depreciation information including book value, accumulated
depreciation, and last depreciation date.

18. In the Disposal price field, enter the amount you expect to receive for the sale of an asset at its disposal.
This amount can be $0.00.

89-Bell Atlantic Key Telephone [ =] =]
File Edit “iew Agset Fawortes Tools Help

E]Saveandﬁlosev|u X|I1 1 b H|@MoveAsset|2|D|

General I Distril_:utionl Projected Depreciationl Activit_lgl Ac:tiongl Locationl Attribgtesl Medial N0t9§| History of Changesl

Aszet |189 Yendar: IBeII Telephones ﬁl =
AssetID:  [189 Acquisition date: |03/07/2002

Description: IBeII Atlantic Key Telephone j Date in service: ID3.-"22.-"2002

Model #:  [526-26-01 Acquistion value:  [$249.90

Serial #:  [NT2K16GHI3 Depreciation methad: | Staight Lire =l
Class: Ifoice Furmniture Fistures and Equipmenlj Useful life: |2— j ‘Vears

Location: |Administlation j Salvage value: |$D.DD

D epartment: IAdministlation j Corrvertior: IHaIf-year j

Dizposal Information -

Azset disposed af on: ID3#’22#’2DD4 Method: IEHchange vI Disposzal p[ice:|$D.DD

Statistics:

Book value: $249.90 Lazt depreciation amount: — $0.00
Accumulated depreciation: $0.00 Last depreciation date: EA
‘Vear to date depreciation: $0.00 Gain/Loss: M,

Note: A message appears asking if you want to add an acquisition transaction when you save a new asset
record.

19. Click Save and Close on the toolbar. A message appears asking if you want to add an acquisition
transaction. Click Yes. The New Transaction screen opens to the Distribution tab.For more information
about asset acquisitions, see “Managing Asset Acquisitions” on page 13.

4% New Transaction for 189 - Bell Atlantic Key Telephone I

File Edit Wiew Transaction Fawvortes Toolz Help
ESaveandClosev| = X|& ﬁ| H 4 + M |$§||Q‘

General Distribution I

IDistribution 'l Interfund: I 'l Budget” + %l

?- |

DR Account Nurnber I DR &ccount Des... I Amourt I CR Account Mumber | CR Account Des... I Project |
R F | $243.90

| /]

Femaining: $0.00

|F'less F7 for GL account lookup, Shift F7 for Fund seqg... |Transacti0n Mumber; | Asset acquisition

20. In the DR Account Number column, enter the debit fund or account for the acquisition distribution. You
can use the small binoculars to search for an account segment or use the large binoculars to search for an
account number.
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Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

21. In the Amount column, enter the dollar amount to be distributed.

22. Inthe CR Account Number column, enter the credit fund and account for the accumulated depreciation.
You can use the small binoculars to search for an account segment or use the large binoculars to search
for an account number. For more information about acquisition distributions, see “Managing Asset

Acquisitions” on page 13.

4% New Transaction for 189 - Bell Atlantic Key Telephone

File Edit Wiew Transaction Fawvortes Toolz Help

ESaveandClosev|u X|B.ﬁ|" 4 b "|'}§||Ig'|?'

General Distribution I

IDistribution 'l Interfund: I 'l Budget” + %l
DR Account Nurnber I DR &ccount Des... I Amourt I CR Account Mumber | CR Account Des... I Project |
01-1850-00 Equipment & Furnit... $249.90 01-2000-00 Accounts Payable

Distribution...  Load Distribution...  Distribute Evenly  Attributes...  Delste all...

Femaining: $0.00

| |T ransaction Number,

| Agzet acquisition

23. Click Save and Close. You return to the Assets page.

Adding Multiple Asset Records

Using the Asset Wizard, you can create one or multiple asset records at one time. This method is quicker than
using the Add a New Asset link because there are less fields and tabs in which to enter information. You can
access the Asset Wizard by selecting Tools, Add a New Asset using the Asset Wizard from the toolbar, by clicking
the Add a New Asset using the Asset Wizard link on the Records page, or by clicking New and selecting Asset
Wizard on the Assets List page. You can also use the Asset Wizard to create assets from a purchase order in

Accounts Payable.

» Adding multiple assets using the Asset Wizard

For this example, we create asset records using the straight line depreciation method. For more information
about depreciation methods, see the Depreciation Methods chapter of the Configuration Guide for Fixed

Assets.

Note: In Options, you can select the Asset Wizard as the default method of creating new asset records.
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1. From the Records page, click Add a New Asset using the Asset Wizard. The Asset Wizard screen opens to
the General tab.

New Asset ==

Step 1:General | 2:Histarical Transactionsl ZAcquisition Distribution I A:Depreciation Distributionl E:Attributesl

Provide bazic information For the asset{z] you want to create

Desciiption: | ] Acuisition vabe: |

Class: I j D epreciation methad; IMACHS j
Madel number: | Recovery period: | |
Vendar: [ 88 &5 Convertion [ =]

Acquisition date:l

Date in service: I

Eleale|1_ ﬁ Aszszet[z] with thiz detailed information [optional] -

Azget D | Serial Mumber I Lacation I Department I

v Create azzet acquisition ransaction

<o Biak Mext -» Cancel Create Assets] Now |

Note: You can define new asset descriptions on an asset record if you made that selection in Options. For
more information about asset options, see the Options chapter of the Program Basics Guide.

2. Inthe Description and Class fields, select the asset name and class. Classes include IRS classifications such
as “Office Equipment”, “Information Systems”, and “Land Improvements”.

When you select a class, default information automatically loads into the depreciation fields. By selecting
a class, you can group similar assets and assign them the same depreciation information and distribution
accounts. For more information about classes, see the Fixed Assets Configuration chapter of the
Configuration Guide for Fixed Assets.

3. In the Model number field, enter the asset’s model number.

In the Vendor field, enter a vendor name. If you have Accounts Payable, you can click the binoculars to
search for or add a vendor. For more information about vendors, see the Vendors chapter of the Records
Guide for Accounts Payable.

5. In the Acquisition date and Date in service fields, enter the purchase date and date the asset was placed
in service.

Glossary: Date in service is the date an asset is placed in service by an organization for daily operations, usually
the installation date. Depreciation begins accruing on the date in service.

6. In the Acquisition value field, enter the purchase price of the asset.
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7. In the Depreciation method field, select “Straight line”. Additional fields appear. For more information
about depreciation methods, see the Depreciation Methods chapter of the Configuration Guide for Fixed
Assets. Fields for depreciation information contain default values if you select an asset class with default
settings. You can change or overwrite these values.

& New Asset
Step 1:General | ZHistorical Transactions I ZiAcquisition Distribution I A Depreciation Distribution I §:Attributes|

Provide basgic information for the azzet[z] you want to create -

Description: |BeII Atlantic Key Phone j Acquigition value: |$249.50

Class: Ifoice Furniture Fistures and Equipmenlj Depreciation method; IStraight Line j
Model number. [526-26-01 Useful ffe: [~ = veas

“endor: IBeII Telephones ﬁl &3 Salvage valus: |$D,EIU

Acquisition date: [03/26/200 Convention: | Half-par =l

Date in service: |U4a"l 5/2001

Cleale|1_ﬂ Aszszet[s] with thiz detailed information [optional]

Azzet 1D | Serial Murnber | Location Department

v Create asset acquisition transaction

- Back | Mext - | Cancel | Ereateﬂsset[s]Nowl

8. In the Useful Life field, select the number of years to depreciate the asset.
In the Salvage value field, enter the estimate of the asset’s value at the end of its useful life.

10. In the Convention field, select “Full month”, “Full-year”, “Half-year”, “Mid-month”, “Zero in first year”, or
“Zero on first month”.

11. To create multiple assets with this information, select the number of assets to create in the Create [ ]
Asset(s) with this detailed information (optional) frame. You can create up to 99 records.

Note: You can use Asset Inventory in Administration to identify assets that have been moved or are missing by
comparing asset records in Fixed Assets to an inventory file. Inventory files contain asset numbers or asset IDs
and locations or departments for assets inventoried by either scanning or manual counts. For more

information about asset inventory, see the Administration Basics chapter of the Administration Guide for The
Financial Edge.

12. For each new asset, enter an asset ID, serial number, location and department in the columns.
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13. To create an acquisition transaction for each new asset, mark Create asset acquisition transaction.

New Asset
Step 1:General |2:Historical Tlansactions] A cquisition Distribution] 4:Depreciation Distribution] Q:Attributes]

Provide basic information for the asset[s] you want to create

Description: |Bell Atlantic Key Phone j Acguisition value: |$249_ a0

Clazs: |foice Furniture Fistures and Equipmenlﬂ Depreciation methad: |Straight Line j
Maodel number: |52E-2B-D1 Lseful lifs: 2 j Years

Yendor: |B el Telzphanes ] @ Salvage value: |40.00

Acquisition date; |03a’28a’2001 Corrventian: |Half-year j

Date in service: [04/15/2001

Create |3— :I Asszet(s] with this detailed information [optional]

Agset D | Serial Mumber | Location Department
| 1 MT2K1BGHS3 Administration Administration
L NT2K1BGHS4 D evelopment D evelopment
| 3 | MT2K1EGHSE Maintenance Maintenance

[ Create asset acquisition transaction

| Mext - | Cancel | Create Asset(s] Mow |

14. Click Next or select the Historical Transactions tab. If you are creating records for assets already in
service, you can add acquisition and depreciation history.

New Asset
Step 1:General  2:Historical Transactions |§:Acquisition Distribution] 4:Depreciation Distribution] Q:Attributes]

Enter Historical Transaction Information

Aszzet Acquisiion

Transaction date:  |03/26/2001 Periad 10 - 03401/2001 - 03/31./2001
Camments:

Amount: |$249.50

Post status / date: |N0t_l,let posted ﬂ | ‘

Accumulated Depreciation

Transaction date:

| Comments:

Amount;

Post status / date: |Notyet posted ﬂ | ‘

—
|
| 5| ‘

<-Back | Mewt -» | Cancel | Create Azzet(z] Mow

Note: The transaction date in the Asset Acquisition frame must be after the date in service and prior to the
current year to enable the Accumulated Depreciation frame.

15. In the Asset Acquisition frame, the transaction date and amount automatically appear. Enter a post
status for the acquisition transaction, a post date, and any comments about the transaction.

16. In the Accumulated Depreciation frame, enter the date the asset was depreciated and the amount of
depreciation. Also, enter a post status for the depreciation transaction, a post date, and any comments
about the transaction. The transaction date in the Accumulated Depreciation frame must be the last day
of the previous fixed assets year to enable the Year-to-Date Depreciation frame.

Glossary: Year-to-date depreciation is depreciation incurred from the beginning of the year until the current
date.
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17. In the Year-to-Date Depreciation frame, enter the first day of the depreciation period in the Transaction
date field. This date must be after the ending date of the previous fixed assets year. Year-to-date
depreciation is for the period between the ending date and the Transaction date. Also, enter a post
status for the depreciation transaction, a post date, and any comments about the transaction.

& Asset Wizard
Step 1:General - 2:Historical Transactions | 3:Acquisition Distribution I 4:Depreciation Distribution I E:Attributesl

Enter Historical T tion Info

— &szet Acquisition

Tranzaction date: IDS.”2BH2DD1 Period 10 - 03401/2001 - 0343142001

Comments:

Amount: |$249. 50 |

Pozt status / date: INotyet posted j |03£2B.-’2DD1

— &ccumulated Depreciation

Tranzaction date: |05f31 4200 Period 12 - 05/01/2001 - 05/31/2001

Camments:
Amount: |$2D.80 |

Post status / date: INotyet posted d IDS.-"B‘I 2001

—ear to Date Depreciation

Tranzaction date: IEH31 s2001
Comments:

Amount: |$31 20 |

Post status / date: INotyet posted j IBHS1 £200

<-Back | Mest -» I Cancel | Create Asset[s]NowI

Note: You can add distributions and attributes on the Acquisition Distribution, Depreciation Distribution, and
Attributes tabs. For more information about adding information on these tabs, see “Managing Asset
Distributions” on page 21 and “Adding Attributes” on page 36.

18. Click Create Assets Now. The program processes the transactions and a screen appears telling you
whether transactions were generated successfully. Click OK.

19. A Historical Transactions control report appears with information about the generated transactions. You
can print or send this report as e-mail. Click X to exit the report.

20. A message appears asking if you want to create another asset, go to the asset record, or close and return
to the Assets page.

Managing Asset Acquisitions

When you create a new asset record, you can automatically add acquisition transactions to debit and credit the
asset accounts. If you have the optional module Purchase Orders, you can create asset records and acquisition
transactions when you receipt the items. If you do not have Purchase Orders, you can create suspense accounts
to manage purchases of fixed assets.

Asset Acquisitions With Purchase Orders

If you have the optional module Purchase Orders, you can access the Asset Wizard directly from the receipt
record to create asset records and acquisition transactions. For more information about creating receipts, see the
Receipts chapter of the Records Guide for Accounts Payable.

Creating a purchase order for the purchase of a fixed asset, consists of two steps:
¢ Create the purchase order with a line item for the asset.
o After the fixed asset is received, create a receipt and asset record for the item.
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Warning: To avoid problems with reconciliation, make sure you debit the asset account when you create the
line item distribution and when you create the acquisition transaction on the asset record.

To avoid problems later with reconciliation, make sure the line item distribution debits the asset account. We
highly recommend you use the same debit account for the acquisition distribution. Later, you can use acquisition
or depreciation reports to reconcile the Fixed Assets ledger to General Ledger.

» Adding line items for asset acquisitions

1. From an open purchase order, select the Line Items tab and click New Line Item. The New Line Item
screen for the purchase order appears.

#% Mew Line Item for PO 555 for Hard Drive Computers

File Edit Yiew [tem Help
[ save and Closevl =] X| H 4 b M | [rizert | Fepeat | ? - ‘

Line tem | Distribution |

Type: IHeguIal j Line item nurber: 000001
Product 1D: |<N0 praduct 1D jﬁl
Description: I
Urit of Meazure I Quantity Ordered I Urit Cogt Extended Cost |
0.000 $0.00
Date required: I Department: Ilnfolmation Technology j
D ate promiged; I Requested by: I j
Wendaor part #: I Deliver ta: ISusan Thomas j
R equisition #: I g Post status/Date: INot pet posted j I
Motes: | =
=l
| | Received: $0.00 | Cancelled: $0.00

Glossary: A line item is a good or service ordered from a vendor using a purchase order. In the optional module
Purchase Orders, you can enter regular, comment, or miscellaneous line items.

2. Inthe Type field, select “Regular”. The line item number is automatically generated to identify the line
item on the purchase order.

3. Inthe Product ID field, select the type of product you are ordering. If the product you want to order is not
listed, you can create a new product record from this screen. To create a new product, click the
binoculars, then click Add a New Product.

4. Information in the Description field defaults from the product record, however you can edit the
description.

5. Information in the Unit of Measure field defaults from the product record. If a unit of measure was not
selected on the product record, select the correct unit of measure.

6. In the Quantity Ordered and Unit Cost fields, enter the number of items ordered and cost of the items
per unit.

If you enter a quantity in the Quantity Ordered field and a unit cost in the Unit Cost field, the Extended
cost field displays the total cost of the line item.

7. In the Date required field, enter the date your organization needs to receive the item.
In the Date promised field, enter the date the vendor has promised to deliver the item.
In the Vendor part # field, enter the vendor’s part reference number for the item you are ordering.

10. In the Requisition # field, enter the requisition number if your organization uses internal tracking
numbers for goods purchased.
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11. In the Department and Requested by fields, select the department for which the item is being ordered
and the person who requested the line item.

12. In the Deliver to field, select the person to whom the item is being delivered.
13. In the Post status/Date fields, enter a post status and post date.

14. In the Notes field, enter notes or special circumstances about this item. The notes you enter do not
appear on the purchase order form.

it New Line Item for PO 555 for Hard Drive Computers
Ele Edit “iew |tem Help
[ save and Closev| = X| H 4 kM | [Freett: | Fepeat | & - |
Line ltem | Distribution |
Type: IHeguIal j Line item number: 000001
Product 1D: {DM41DT =[]
Description: IDeII Dirmension 4100 - Dezsktop
Unit of Measure | [uantity Ordered I Unit Cost | Extended Cogt |
Each 1.000 $1.150.000 $1.180.00
Date required: IDB.-’25£2DD2 Department: Ilnfolmation Technology ﬂ
D ate promised: IUBJZDJ2DD2 Requested by: I j
Wendor part §: I Deliver ta: ISusan Thomas j
Requisiion # | D] Post status/Date: [Not pet posted =] |os/25/2002
MNotes: I =
=
| Press F7 to zoam | Received: $0.00 | Cancelled: $0.00

15. Click Next or select the Distribution tab.

it New Line Item for PO 555 for Hard Drive Computers

Ele Edit “iew Jtem Help
[ save and Close-| = 'X| W a4 F M | [Fisert | Fepeat | ? - |

Line Item  Distribution |

IDistribution YI |mkerfund: I YI Budgetl 0% Entries ” b %l

DR Account Mumnber | DR Account Des... | Arnovint | CR Account Mumnber | CR Account Des... I F
$1.150.00

16. In the distribution field, select “Distribution”. Click the $ button to enter distributions by amount or click
the % button to enter distributions by percentage.

Warning: To avoid problems later with reconciliation, make sure the line item distribution debits the asset
account and credits the cash account.

17. In the DR Account Number column, enter the fixed assets account for the distribution. You can use the
small binoculars to search for an account segment or use the large binoculars to search for an account
number.

18. In the Amount column, enter the amount of the distribution. If you enter an amount less than the line
item total, you must add additional distribution lines until the total equals 100 percent.
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Glossary: An account segment is a set of digits in an account number, such as the fund and account code
segments, that categorize transactions for creating financial statements. For example, in account
01-1100-00-00, the first set of numbers in the series is usually the fund (01), followed by more segments such
as the account code (1100), department (00), and location (00). Fund and account code segments are required.

19. In the CR Account Number column, enter the encumbrance account for the distribution. You can use the

20.

21.

22.

23.

small binoculars to search for an account segment or use the large binoculars to search for an account
number.

%% Mew Line Item for PO 555 for Hard Drive Computers

File Edit Yiew [tem Help

[ save and Closevl =] X| H 4 b M | [rizert | Fepeat | ' - ‘
Line Item Distributior |
W Interfund: Iﬁ MI % Entrigs "Eil
DR Account Mumnber I DR &ccount Des.. | Amovint | CR Account Mumber | CR &ccount Des... I F
I 01-5250-03 Computers-Progra... $1.150.00 01-2020-00 Accounts Payable... | 1008

If you have the optional module Projects and Grants, you can distribute to projects by entering a project
ID number in the Project ID column. You can also use the binoculars to search for a project. When you
enter a valid project ID number, the description appears automatically in the Project Description column.

In the Class column, select “Unrestricted Net Asset”, “Temporarily Restricted”, or “Permanently
Restricted” as the class for the distribution. The class may default from the vendor or account record.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you entered in Configuration in General
Ledger. In the grid, select a value for each transaction code.

To save the distribution and return to the Line Items tab, click Save and Close.

» Adding asset acquisition transactions from the receipt record

1.

From an open purchase order, select the Receipts tab and click New Receipt. The Add a Receipt screen
appears.

In the Received by field, select your user ID.
In the Description field, enter a description of the item received.

B Add a Receipt !El

File Edit “iew Heceipt Favortes Tool: Help

[ 5ave and Close + | [ ><| H 4 ¢ M |Aut0F|eceive... |B|||§'| ? - |
PO number: |555 QI Receipt number:
Recaived bu: [Susan Thomas =] Receiptdate:  [06/25/2002

Description: IDeII Dirmenzion 4100 - Desktop

A& MewFReceipt = |Orzn % Defsiz
| :

Line # | Yendor Part # I Description I Ordered Action I [ uantity | Unit Cogt

5N
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4. On the action bar, click New Receipt. A message appears asking if you want to save the receipt. Click Yes.

10.

11.

12.

13.

The Receipt screen for the selected purchase order appears.

B Receipt 6 for purchase order 555 E

Beceipt |Qistrihutinn|
PO Line nurber: I Vl Product D
: - Wendor part #:
Action: IFlecelve < l Description:
Quantity: I Notes:
Uit k
it e I Drate required Drate promised
Extended cost: I$D.DU Fequisition # Department
Fequested by Deliver to
Locatior I j Puost status Puost date
Past amount: I$U.DU D'd*_?TEd . Unit
Received Unit cozt
Post status: INnt yet posted j Cancelled Extended cost
)
Post date: I =
Serial Humbers. .. | Lreate Assets)].. | Cancel |

In the PO Line number field, select the line item number. The display shows you how the information
appears on the purchase order.

In the Action field, select “Receive”.

In the Quantity field, enter the number of items received. Once you enter the quantity the extended cost
is calculated and displayed in the Extended Cost field, and the post amount is calculated and displayed in
the Post amount field.

The Unit cost field defaults from the unit cost on the purchase order.

In the Location field, select the department to which the item was delivered. If a product record exists for
the line item, the location defaults from the product record.

Click Serial Numbers to access the Serial Numbers screen. You can then assign serial numbers to line
items by entering them in the grid. Click OK to return to the line item receipt.

Click the Create Assets button to access the Asset Wizard. The Asset Wizard screen opens to the General
tab. Vendor and acquisition information appear automatically from the purchase order.

& Asset Wizard

Step 1:General |2:Historical Transactionsl ZAcquisition Diztribution | 4:Depreciation Distributionl Q:Attributesl

Provide basic information for the asszet{s] you want to create -

Description: IDeII Diimension 4100 - Desktop j Acquizsition value: |$1 150,00
Clazs: I j Depraciation methad: IStraight Line j
Model number: I Uzeful life: |2— :I ‘ears
Wendar: |Hard Drive Computers ﬂ @ Salvage valus: |$D.DD
Acquisition date: IUBH25.”2UUZ Corvention: IFuII-month j
D ate in service: I
Create |1_ :I Assel[s] with this detailed inf tion [optional] -

Aszzet D I Serial # I Location I Drepartment I
; B8N 25LH Shipping - Office Supplies Infarmation Technolagy

[¥ Create azset acquisition transaction

< Back | Mext -» I Cancel | Create Asset(z] Mow |

The number in the Create [ ] Asset(s) with this detailed information automatically appears from the
entry in the Quantity field on the line item receipt screen.

To create an acquisition transaction, mark Create asset acquisition transaction.
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Warning: To avoid problems later with reconciliation, we strongly recommend you enter the same distribution
accounts as those used on the line item distribution tab. You can add distributions and attributes on the
Acquisition Distribution, Depreciation Distribution, and Attributes tabs. For more information about these
tabs, see “Managing Asset Distributions” on page 21 and “Adding Attributes” on page 36.

14. Click Next or select the Historical Transactions tab. The transaction date and amount default from the
General tab. The Post date field is disabled because you cannot post the acquisition transaction. The
asset cost is posted when the invoice created from the receipt is posted.

15. Click Create Assets Now. The program processes the transactions and, a message appears telling you
whether the transactions generated successfully. A Historical Transactions control report appears
displaying information about the generated transactions. Click X to exit the report.

16. A message appears asking if you want to create another asset, go to the asset record, or close. Click
Close. You return to the line item receipt screen.

17. Click OK to save the line item receipt and return to the receipt record.

Asset Acquisitions With Suspense Accounts

If you purchase a single asset that is shipped as a complete order, you can simply debit the appropriate asset
accounts on the invoice record and add an asset record in Fixed Assets. On the asset record, enter the same
acquisition value, debit the same asset accounts, and select “Do Not Post” as the post status on the asset
acquisition transaction so the invoice posting is not duplicated.

However, you may have situations where assets are “in progress”, meaning multiple purchases are required to
complete the order or you have already purchased and received the assets, but they have not yet been put into
service. For example, your organization builds a new library. You purchase many different supplies and services
for the construction over several periods including contractors, subcontractors, architects, and building
materials. In this case, you do not want to charge the Land and Improvements assets account until the building is
complete and you can add transactions for the total value of the building.

Glossary: A suspense account is an account you can use to temporarily record receipts and disbursements that
have yet be classified. For example, in Fixed Assets you can use a suspense account to postpone the
application of purchases of assets until all items are received and the asset is placed in service. During
reconciliation, you can use the suspense account to determine the asset purchases that remain to be added as
assets to the Fixed Assets subsidiary ledger.

As an alternative, you can use a suspense account to postpone the application of payments until all items are
received and the asset is placed in service. As you receive the individual services and materials used to construct
the building, you debit each item individually to the suspense account. Then once construction is complete, you
can add an asset record in Fixed Assets for the building with the acquisition transaction crediting the suspense
account and debiting the Land and Improvements fixed asset account.

This process requires having a suspense account in the long-term asset accounts. The account code should be
close in number to the other fixed assets accounts and named something like “Construction in Progress” or
“Fixed Assets — to be capitalized” to identify how the account is used.

Using suspense accounts for asset acquisitions consists of two steps:
1) As you receive items, create invoices that debit the suspense account.

2) Once you receive all items or once they are ready to be put in service, create asset records. Create an
acquisition transaction debiting a fixed asset account and crediting the suspense account.
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Using Suspense Accounts to Reconcile Fixed Assets

Managing acquisitions with suspense accounts makes reconciling Fixed Assets easier because you debit the fixed
assets account only when the asset in progress is complete and you create the asset record. Any asset that is still
in progress, including the materials and services used to construct the asset, is charged only to the suspense
account. Fixed assets reports reflect all activity in the fixed assets accounts and no reconciling items, such as for
the suspense account, are required. You can analyze the suspense account balance independently at the end of
each period to determine the assets to be capitalized and those still in progress.

» Creating invoices for asset acquisitions using suspense accounts

1. From the Invoices page in Accounts Payable, click Add a New Invoice. The New Invoice screen opens to
the Invoice tab. For more information about adding invoices, see the Invoices chapter of the Records
Guide for Accounts Payable.

Select the Distribution tab.
In the DR Account Number column, enter the fixed assets suspense account number.
The dollar amount in Amount column defaults from the Invoice Amount field on the Invoice tab.

iAW

In the CR Account Number column, enter the accounts payable liability account number.

B Mew Invoice for Electric Supply Co.. Inc. !Elm
File Edit Yiew Invoice Favortes Tool: Help

ESaveandClosev|u )(| H 4 » N|'}§‘|E||I§'| Eai |

Inwoige  Distribution Ianments;’EreditsI Attribgtesl ﬂotesl

IDistribution 'I Interfund: I 'l Budgetl '%. Entries ” L5 %l
DR Account Numbeﬁ" DR Account Description | Armaunt | CR Account Mumber | CR Account Descr...
1l 01-1860-00 Congtruction in Progress-... $4 650,00 01-2000-00 Accounts Pavable

Distribution...  Load Distribution...  Distribute Evenly  Attibutes...  Delete All.. Femaining: $0.00

[~ Distribute discounts to debit (sxpense] account(z] from invoice

| |Balance: $4 E50.00 |Appr0ved |

6. Click Save and Close.

» Creating asset records for asset acquisitions using suspense accounts

1. On the Records page, click Add a New Asset. A new asset record opens to the General tab. For more
information about the General tab, see “Adding an asset record” on page 6.

Tip: If you assigned default depreciation distribution accounts for asset classes, the default accounts
automatically fill the Distribution tab.
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2. Select the Distribution tab. On this tab, you designate the amounts distributed to depreciation expense
accounts and depreciation accumulation accounts. For more information about depreciation
distributions, see “Distributing depreciation transactions” on page 21.

|

File Edit Wiew Agset Fawortes Toolz Help
E]Saveandﬁlosev|u X|@v§v H 4 & H|2|‘D||Q
General  Distribution |Pr0iected erreciationl Activityl Agtionsl Locationl Attribgtesl Medial Hotesl Histam of Ehangesl

Interfund: I 0| < l

DR Account Number I DR &ccount Des... I

?- |

Percent I CR Account Mumber I CR AccountDes...I

Praject |

3. Select the Activity tab and click New Acquisition Transaction. A screen appears asking if you want to save
the asset.

|

File Edit Wiew Agset Fawortes Toolz Help
ESaveandClosev| = X||§v - H 4 M | 2|E|||§'

Qenerall Distrilgutionl Projected Depreciation  Activity |A§ti0ns| Locationl Attribgtesl Medial Hotesl Histary of Ehangesl

?- |

[T

<Al Typesr = I<AII Dates: = I<AII Post Statuzes: = I

Tranzaction Mo. I Date 'FI Amaount I Post Status I Comments I

4. Click Yes. The New Transaction screen appears. Asset information defaults from the General tab.

4% New Transaction for 78 - Calhoun Library

]|

File Edit Wiew Transaction Favortes Tools Help
E]Saveandtlosev|u X|I‘ 4 b N|%||IQ'|?' |

General I Distribution I

D ezcription:

Tranzaction type:

Azget number: I?B

Calhoun Library

QI Aigzet 100 Calhour Library

IAsset acquizition

=

Transaction date:

IUB?2532UU2 Period 6 - 06/01/2002 - 06/30/2002

[367.151.76

Amaount:

Post status / date:

=

INot yet posted

Carnmets:

| |T rahgaction Mumber: Asgget acquisition

Enter a post date in the Post Date field.

Select the Distribution tab. In the DR Account Number column, enter the fixed assets account number.
You can use the small binoculars to search for an account segment or use the large binoculars to search
for an account number.

In the Amount column, enter the dollar amount for the first invoice.

8. In the CR Account Number column, enter the suspense account number. You can use the small
binoculars to search for an account segment or use the large binoculars to search for an account number.
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9. Continue adding distributions for each invoice created for the asset until the total acquisition amount is
distributed.

4% New Transaction for 78 - Calhoun Library

File Edit View Transaction Favortes Tools Help
E]Saveandﬁlosev|u X|N 4 » N|'}§|||g'|?' |
General Distribution I
IDistrihution 'l Interfund: |U1 'l Budgetl u}{r Entrigs ” % %l
DR Account Number\‘l DR &ccount Des... I Amourt I CR Account Mumber I CR Account Des... I Praject |
01-1810-00 Buildingz $5,365.00 01-1860-00 Congtruction in Pr...
- 01-1810-00 Buildingz $7.358.76 01-1860-00 Construction in Pr...
- 01-1810-00 Buildings $12.785.00 01-1860-00 Construction in Pr...
- 01-1810-00 Buildings $16,548.00 01-1860-00 Construction in Pr...
- 01-1810-00 Buildings $3.493.00 01-1860-00 Construction in Pr...
. 01181000 Buildings $19.813.00 01-1860-00 Construction in Pr...
. 01181000 Buildings $1,789.00 01-1860-00 Construction in Pr...
KIN 2|
Distribution...  Load Distribution...  Distribute Evenly  Attributes...  Delete All... Remaining: $0.00
| |Transacti0n Murnber: | Asgget acquisition

10. Click Save and Close. You return to the Activity tab, and the acquisition transaction appears in the grid.
11. Click Save and Close.

Managing Asset Distributions

When you create transactions for an asset, you must define account distribution information. For depreciation
transactions, you designate the depreciation expense and accumulated depreciation accounts for the asset. For
acquisition transactions, you designate the asset expense and fixed asset accounts for the asset. You must also
determine whether to classify the distributions using projects, classes, or transaction codes.

When creating assets using the Add a New Asset link, you make these selections on the Distribution tab. When
you create assets using the Asset Wizard, you create distributions on the Acquisition Distribution and
Depreciation Distribution tabs. You can assign default accounts for distributions on the Distributions tab of
Configuration. You can also assign default distribution accounts to asset classes for acquisition transactions. With
this feature, when you select an asset class on the General tab of an asset record, the assigned accounts default
to the Acquisition Distribution tab.

» Distributing depreciation transactions

Note: When creating assets using the Asset Wizard, the tab is named the Depreciation Distribution tab. These
tabs are essentially the same.

1. From an open asset record, select the Distribution tab.

2. If debit and credit accounts are not in the same fund, in the Interfund field, select an interfund entry set
to balance the accounts.

You create interfund entry sets in Configuration. For more information about interfunds, see the Fixed
Assets Configuration chapter of the Configuration Guide for Fixed Assets.

3. In the DR Account Number column, enter the debit fund and account for the depreciation expense. You
can use the small binoculars to search for an account segment or use the large binoculars to search for an
account number.

When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.
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Note: To delete all the distributions, click Delete All. To delete one distribution line, select a row by clicking
the button to the left of the grid. Select Delete Row from the menu that appears. The program deletes the
row.

4. In the Percent column, enter the percentage of the distribution.

5. If you have the optional module Projects and Grants, enter the project ID number in the Project ID
column, or use the binoculars to search for a project ID. When you enter a valid project ID number, the
description appears automatically in the Project Description column.

6. Inthe CR Account Number column, enter the credit fund and account for the accumulated depreciation.
You can use the small binoculars to search for an account segment or use the large binoculars to search
for an account number.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

@' 22-Pour-0-Matic Coffee Brewer

File Edit %iew Agset Fawortes Tools Help
ESaveandElosev| = )(| 4 » M |@Move.&sset| 2|E||| 7~ |

General Distribution |F'10iected Depreciationl Activit}jl Action§| I:ocationl Attribgtesl Medial Not3§| Histary of Changesl

Interfund: I 'l
DR Account Numnber | DR Account Des... | Percent | CR Accourt Number | CR Account Des... | Project |
01-5280-01 Equiprment & Furnit... 100,000 01-1870-00 Accumulated Depr..

Note: To delete all the distributions, click Delete All. To delete one distribution line, select a row by clicking
the button to the left of the grid. Select Delete Row from the menu that appears. The program deletes the
row.

7. To display a list of all default account distributions defined in Configuration for Fixed Assets, click Load
Distribution.

You assign default accounts for transaction distributions in Configuration.

8. To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

9. To save the information and return to the Assets page, click Save and Close.

» Distributing acquisition transactions

Note: When adding an asset record using the Add a New Asset link, you can add an acquisition transaction on
the New Transaction screen. On this screen, you enter acquisition distribution information on the Distribution
tab. When adding asset records using the Asset Wizard, you enter acquisition distribution information on the
Acquisition Distribution tab. These tabs are essentially the same.
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1.

2.

From an open asset record, select the Distribution tab.

<* New Transaction for 197 - Bell Atlantic Key Telephone

File Edit “iew Transaction Favortes Tools Help
E]Saveandclosev|u X|I‘ 4 b N|'}§||I§'|?' |

General  Distribution |

IDistribution 'l Interfund: I 'i Budget" $ %l
DR Account Mumber | DR Account Des... | Amount I CR Account Number | CR Account Des... I Fraoject |
ottt $249.90

If debit and credit accounts are not in the same fund, in the Interfund field, select an interfund entry set
to balance the accounts. You define interfund entry sets in Configuration. For more information about
interfunds, see the Fixed Assets Configuration chapter of the Configuration Guide for Fixed Assets.

In the DR Account Number column, enter the debit fund or account for the acquisition distribution. You
can use the small binoculars to search for an account segment or use the large binoculars to search for an
account number.

Tip: You assign default distribution accounts to asset classes for acquisition transactions in Configuration.

When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

Enter the dollar amount to be distributed in the Amount column.

In the CR Account Number column, enter the credit fund and account for the acquisition distribution.
You can use the small binoculars to search for an account segment or use the large binoculars to search
for an account number.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

7.

When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

If you have the optional module Projects and Grants, enter the project ID number in the Project ID
column, or use the binoculars to search for a project ID. When you enter a valid project ID number, the
description appears automatically in the Project Description column.

To display a list of all existing account distributions defined in Configuration for Fixed Assets, click Load
Distribution.

Note: To delete all the distributions, click Delete All. To delete one distribution line, select a row by clicking
the button to the left of the grid. Select Delete Row from the menu that appears. The program deletes the

row.

8.
9.

10.

Click Distribution. The Transaction Distribution screen appears.

To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

To view attribute information, click Attributes.
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Managing Asset Activity

The Activity, Projected Depreciation, and History of Changes tabs on the asset record help you manage asset
activity. On the Activity tab, you can view, sort, and add depreciation, acquisition, improvement, and disposal
transactions. For more information about adding transactions, see the Transactions chapter. From this tab, you
can also generate depreciation and access the Summary screen on which you can view and graph summaries of
asset statistics, depreciation, and disposal information.

Tip: Click New <Transaction> on the Activity tab to add transactions directly from the asset record.

Select the Projected Depreciation tab to view projected depreciation for future periods. On the History of
Changes tab, you can view a list of changes to the asset record, including who made the change and the date the
change was made. Both of these tabs are for informational purposes only; you cannot edit information on these
tabs.

Viewing Asset Activity

The Activity tab displays all transactions created for the asset. Accumulated depreciation and book value are
displayed in the status bar at the bottom of the screen. You can click New <Transaction> on the Activity tab to
add transactions directly from the asset record. For more information about adding transactions, see the
Transactions chapter.

» Viewing asset activity

Note: In Options, you can select to display deleted transactions in the activity grid. For more information
about asset activity options, see the Options chapter of the Program Basics Guide.

1. From an open asset record, select the Activity tab. The activity grid displays all transaction information
for the record.

& 1-Dell PIl450 P |
File Edit Wiew Aszset Fawortes Toolz Help
ESaveandClosev|u X||3. §|N i b ﬂ|@MoveAsset|z|D|||?v |
Qenerall Distrilgutionl Projected Depreciation  Activity |Acti0n§| Locationl Attribgtesl Medial Notegl Histary of Ehangesl
o = |Oazn w40 <Al Typesy (= I<AIIDates> - I<AII Post Statuses: = I
Tvpe \_I Transaction No. I Date I Amount I Post Status I Hefaﬂ
Period depreciation 1 11/30/159938 $26.43 Mot pet posted
Period depreciation 2 12/31/1998 $26.43 Mot pet posted
Period depreciation 3 01/31/159593 $26.43 Mot yet posted
Period depreciation 4 02/28/1999 $26.43 Mot pet posted
Period depreciation 5 0343141553 $26.43 Mot yet posted
Period depreciation B 04/30/15999 $26.43 Mot et pasted
Period depreciation 7 05/31/15999 $26.42 Mot et pasted
Period depreciation 8 0630413599 $30.83 Mot pet posted
Period depreciation 9 07/31/15999 $30.83 Mot pet posted
Period depreciation 10 08/31/1999 $30.83 Mot pet posted
Period depreciation " 09/30/1999 $30.83 Mot pet posted
Period depreciation 12 1043141553 $30.83 Mot yet posted
Period depreciation 13 11/30/1999 $30.83 Mot et pasted _ILI
4 3
Accumulated Depreciation: $1.202.48 Book Value: $647 52 Generate. . |

2. To view only one type of transaction activity, select the transaction type on the action bar.



ASSETS 25

Note: The activity grid displays asset activity for all dates by default. In Options, you can select a different
period of time as the default. For more information about asset activity options, see the Options chapter of the
Program Basics Guide.

3. To view depreciation activity for a particular period of time, select “This depreciation year”, Last
depreciation year”, “This depreciation period”, or “Last depreciation period”.

4. To view transactions by posting status, select “Not yet posted”, “Posted” or “Do Not Post”.

5. You can also sort the information in the grid. For example, you can change the order of the columns. For
more information about sorting in a grid, see the Program Basics chapter of the Program Basics Guide.

Viewing Summary Depreciation Activity

On each tab of the asset record, you can view summary depreciation activity as of the present date. Summary
information includes the current book value, prior, year-to-date, and future depreciation. You can also customize
graphs comparing the percentage of accumulated depreciation to future depreciation of the asset.

» Viewing summary depreciation activity

Glossary: Accumulated depreciation is the cumulative amount of all depreciation including prior years and the
current year-to-date.

1. From an open asset record, select View, Summary or click the Summary button on the toolbar. The
summary screen appears displaying accumulated depreciation information.

1-Dell PI1450 |
Last depreciation date: 02/28/2002 Accumulated Depreciation
Last depreciation amount: $30.84 As of 0372272002
Depreciation Basis: $1.850.00
LESS Prior and YTD depr._: 31,202 45
LESS Future depr.: $0.00 100% -
Book value: $647 52 (il 5
60%
Depreciation Transachions 40%
Status No. Amount 20%
Do Mot Post ] $0.00 oy
Mot Yet Posted 40 $1.202.48 5% Depreciation
Posted 1] $0.00
Total 40 $1.202.48

[l Prior and YTD Depreciation

Future Depreciation

Dizpozal Date: M:/4
Dispozal Method: MN/%
Dizpozal Price: N/

Options I LCopy Graphl FErint | Cloze |

Note: To view two-dimensional graphs, mark 2D at the top of the screen. To view three-dimensional graphs,
mark 3D.
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2. To change the graph type, style, or text, click Options. The Gallery screen appears with an array of graph
types. Click a type, for example, “Bar”.

Gallery I

Select acharttype: (2D & 3D

Area Line Step Combination
Pie Horz Bar Cluster Bar Gantt D aughnut

J

B (de % @S

Surface HrZ [Scat)

=
-
[

< Bach I Mest > I Cancel | Help |

3. Click Next. The Style screen appears. Click a style, for example, “1”.

Style I

Select a chart style:

¢ Back I Mext » I Cancel Help
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4. Click Next. The Layout screen appears so you can create a title, footnote, and legend for the graph.

5.

Layout

Enter desired layout settings:

[ Pl T Cpancbinion,

Fimme gl ten

a0-Ball stiantic Key Talsphons

Chart Title:

e

Chart Footnate:

Intic FKep Telephone

Chart Legend:

IBottom 'I

Series Data along:
" Bows & Cols

]|

< Back I Mest > I

Cancel | Help

Lapout

Enter desired layout settings:

I Frir VT C e

i deprect don

G0-Ball abantic Key Telsphions

Chart Title:

e

Chart Footrnote:

Intic Key Telephone

Chart Legend:

IBottom 'I

Series Data along:
" Rows O Cols

¢ Back I Mext » I

Cancel Help

Click Next. The Axes screen appears so you can define the category and value for the axes on the graph.
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6. Click Finish. The graph for the asset activity appears in the format you selected.

60-Bell Atlantic Key Telephone for Mult. Ext. I
Last depreciation date: 02/28/2002 Accumulated Depreciatiun
Last depreciation amount: 417 As of 03/2672002
Depreciation B asis: $245.90
LESS Prior and YTD depr_: $162.48
LESS Future depr.: $0.00
Book value: $a7.42
Depreciation Transactions
Status Ho. Amount
Do Mot Post 1] $0.00
Not Yet Posted 41 $162.48
Posted 1] $0.00
Total 41 16248

[l Frior and ¥TD Depreciation

Dizposal Date: M/ Future depreciation
Dizpozal Method: N/
Disposal Price: MN/A

Dptionz I Copy Graphl Frint | Cloze |

7. To copy the graph to the clipboard for pasting into documents, click Copy. A message appears, telling you
the graph has been copied to the clipboard.

8. To print the graph, click Print. The graph prints on your default printer.

When you finish making selections for the graph, click Close. You return to the Activity tab of the asset
record.

Viewing Projected Depreciation

On the Projected Depreciation tab, a grid displays projected depreciation for upcoming periods. You can view
asset information including depreciation amounts, accumulated depreciation, and book value for each period.
This information is for viewing only; you cannot edit information in the grid.
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» Viewing projected depreciation

1.

From an open asset record, select the Projected Depreciation tab.

‘ 60-Bell Atlantic Key Telephone for Mult. Ext. [_ (D] I
File Edit Wiew Aszset Fawortes Toolz Help
ESaveandClosev|u X||3. §|N i b ﬂ|@MoveAsset|z|D|||?v
Qenerall Digtribution  Projected Depreciation I.ﬂctivityl Actiongl Locationl Attribgtesl Medial Notegl Histary of Ehangesl
The next depreciation period for Azset B0, Bell Atlantic Key Telephone for Mult. Ext. is Period 10, 2002
Period Depreciation Accumulated Blook Yalus - Recalculate |
Amount [repreciation
Period 9, 2002 162.48 a7.42
Period 10, 2002 16.E6 179.14 70.76
Period 11, 2002 1E.EE 195.80 5410
Periad 12, 2002 16.66 21248 37.44
Period 1, 2002 312 215.58 34.32
Perind 2, 2002 312 218,70 .20
Perind 3, 2002 312 221.82 28.08
Period 4, 2002 312 224,94 24.96
Period §, 2002 312 228.06 21.84
Period £, 2002 312 2318 18.72
Period 7. 2002 312 234.30 15.60
Perind & 2103 312 T v 12 dﬂll
Basis: $249.90 Book Value: $87.42 Last depreciation date: 02/28/2002
Disposal: M/A  Accum, Depr. $162.48 Last depreciation amount: $4.17

Warning: If you made changes to the record, you must save the record to update projected depreciation.

2. Click Recalculate to view changes to projected depreciation based on changes made to other tabs. You
must save all changes before you can recalculate. If you have not saved changes, a message appears

3.

asking if you want to save the record. Click Yes to update.

The program refreshes the grid with the new information. Close the asset record to return to the Assets

page.

Generating Depreciation

You can use Calculate Depreciation on the Assets page to calculate depreciation for all or a selected group of
assets. However, in some instances you may need to calculate for only one asset. For example, you may add an
asset record after you have already calculated depreciation for the period. Using the Generate button on the
Activity tab, you can create depreciation transactions for only this asset without calculating depreciation for all

assets.

» Generating depreciation for an asset

Note: You can use Calculate Depreciation on the Assets page to calculate depreciation for all or a selected
group of assets. For more information about depreciation in Fixed Assets, see the Transactions chapter.
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APTER

1. F

rom an open asset record, select the Activity tab and click Generate. The Generate Depreciation

Transactions screen appears.

# Generate Depreciation Transactions for Asset 9-¥ideo Camera

Generate Depreciation Through
+ Generate for period 6, 2002
= Generate through

0E/30/2002 Period B, 2002

= Generate all depreciation for thiz asset

Transaction Inf

Tranzaction date: IPe[iDd End Date 'l

Post status: I Mot vet posted > l
Post date: I Tranzaction Date h l

I iew results before creating ianzactions

I~ Create output guery

Generate How | Cancel |

2. In the Generate Depreciation Through frame, select a period for generating assets:

Generate for <Period, Year> — Calculates depreciation for only the period after the last depreciation
transaction for the selected asset.

Generate through [ ] — Calculates depreciation from the last depreciation transaction through the
designated period (can be multiple periods). If the period ending date is beyond the life of the asset,
depreciation is calculated up to and including the last valid depreciation period. If the date fallsin a
depreciation year that has not yet been defined, a message appears asking if you want to create the
required depreciation years using the current period structure.

Generate all depreciation for this asset — Calculates all remaining depreciation for the asset.

3. Inthe Transaction Information frame, select a transaction date, post status, and post date.

To review the transactions before adding them, mark View results before creating transactions.

5. To create an output query, mark Create output query. For more information about queries, see the
Query Guide.

6. Click Generate Now. The Create Static Query screen appears. Enter a query name and click Save. The
Generate Depreciation Transactions screen appears listing all depreciation transactions to be created.

oA |

#% Generate Depreciation Transactions for Asset 9-¥ideo Camera

D epreciation hansactions to be created: 1

Tranzaction date

Post date

Amount

0E/30/2002

0E/30/2002

$20.75

Cancel LCreate Trangactions Mow
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7. Click Create Transactions Now. The Generate Transactions screen appears displaying the number of
transactions created and the number of exceptions.

#* Generate Transactions I

All transactions have been generated successfully.

Tranzactions created: 1

Ewceptions: a

Cloze | | Contral Report I

8. Click Control Report to identify the depreciation transactions the program could not validate and the
reason why.

9. Click Close to return to the Activity tab. The new depreciation transactions appear in the grid.

Viewing the History of Changes

On the History of Changes tab, you can track all changes to a record. The grid displays the change made, who
made the change and when the change was made. Changes tracked include asset ID, description, class,
department, depreciation method, useful life, recovery period, property class, salvage value, convention, and
rate. This tab is for informational purposes only; you cannot edit information on this tab.

» Viewing an asset’s history of changes

1. From an open asset record, select the History of Changes tab. A grid displays the changes made to the
asset with the most recent change appearing at the top.

The Item Changed column displays the kind of change made on the asset record.

The Previous Setting column displays the information recorded for the asset before new information was
entered.

The New Setting column displays the new information recorded for the asset.
The Change column displays the date the change was made.
The Changed by column displays the name of the user who made the change.

€' 191-Bell Atlantic Key Telephone [ =] =]

File Edit “iew Asset Fawortes Tools Help
ESaveandElosev| = X||ﬁ §| M 4 » M |@MoveAsset| 2|E||| 7~ |

generall Distril_:utionl Frojected Depreciationl Activit_lgl Action§| I:ocationl Attribgtesl Medial Motes  Hjstory of Changes |

Itern Changed  / I Previous Setting I Mew Setting I Changed On I Changed By
Ageet (D <blank> 191 03/22/2002 Supervizor
D epreciation method Sum of the Yearz Digitz Straight Line 03/26/2002 Supervizor

2. Click the Changed on column heading. The display now lists the changes with the oldest date on top. Click
the heading again, and the newest change appears on top.

3. Close the asset record to return to the Assets page.
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Managing Asset Locations

The Location tab displays the history of all asset location changes. This history includes the original location, the
new location, who moved the asset and when. You can change an asset’s location in three ways: on the General
tab (by changing the Location field), the Location tab, or the Asset menu.

» Viewing asset locations

Note: You can use Asset Inventory in Administration to identify assets that have been moved or are missing by
comparing asset records in Fixed Assets to an inventory file. Inventory files contain asset numbers or asset IDs
and locations or departments for assets inventoried by either scanning or manual counts. For more
information about asset inventory, see the Administration Basics chapter of the Administration Guide for

The Financial Edge.

1. From an open asset record, select the Location tab. A grid displays each location change for the asset in
the order in which they occurred.

& 60-Bell Atlantic Key Telephone for Mult. Ext. M= E
File Edit “iew Asset Favartes Tool: Help

ESaveandClosev|u ><|& %l“ i b N|@Movehsset|2|w||

?- |

generall Distributionl Prajectad Depreciationl Activityl Actiong  Location I.&ttribgtesl Medial N0t3§| Hiztary of Ehangesl

& Open Delete
From Location I Ta Location I Move On I Moved By I
Adrninigtration 0242142002 SUPERWISOR

2. Select a location change in the grid and click Open. The Location for <Asset> screen appears displaying
more information about the location move, including the reason for the move.

3. Close the screen and return to the Location tab.
4. To delete the most recent location change, select the location move and click Delete.
If you delete the most recent record, the last saved location becomes the current location.

5. Close the asset record to return to the Assets page.
» Moving an asset location

Note: You can also change the location of an asset by selecting Asset, Move Asset or by changing the Location
field on the General tab.

1. From an open asset record, select the Location tab.
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2. Click Move Asset to create a new location for the asset

. The New Location for <Asset> screen appears.

‘f‘ Mew Location for Bell Atlantic Key Telephone for Mult. Ext.

File Edit “iew Location Help
E]SaveandCIDSEvlu )(| M 4 ¢ M || 9.

]|

Azzet Number: IBD ﬂ Azzet [D: BO

Description: Bell Atlantic Key Telephone for Mult. Ext.

Current Location: IAdministration

Mew lacation; | |
Mowved on: IU3.-"2E.-"2002
Maved by: ISupewisol j

Reason:

Sernal number: 526-26-01 Department:  Administration

|Pless F3 for today's date, F7 for calendar

3. The Asset Number field defaults to the assigned number for that asset. The Asset ID and Description also
appear. The Current location field displays where the asset is currently located.

4.

Note: You define locations in Configuration. You can also add

In the New Location field, select where you want the asset moved.

new locations “on the fly”.

5. Today’s date appears in the Moved on field. You can enter a different date in this field or press F7 to

select a date from the calendar.
6.

7. In the Reason field, enter text describing the reason for

In the Moved by field, the current user name appears. You can select a different name.

the move.

+" Mew Location for Bell Atlantic Key Telephone for Mult. Ext.

File Edit Yiew Location Help
ESaveandClosevlu X| M 4 » M || ? -

Azset Nurber: |ED Ql Asset 10: B0

Description: Bell Atlantic Key Telephone for Mult, Ext.

Current Location: IAdministration

Mew location: IDeveIopment j
Moved on: |D3£2B.-’2DD2
Moved by: ISupewisol j

Reason: |Developmernt needs another extension.

Serfial number:  526-26-01 Department:  Administration

Press F7 to zoom
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8. Close the asset record to return to the Assets page.

Managing Actions, Media, Notes, and Attributes

You can further define an asset record by adding information to the other asset record tabs. On the Actions tab,
you can set reminders for asset-related tasks. You can store media objects for an asset on the Media tab. Using
the Notes tab, you can add notes specific to that asset record. Furthermore, you can provide an additional level of
detail to asset records by adding attributes on the Attributes tab.

Adding Actions

The Actions tab tracks any task or activity that needs to be completed for an asset. Actions, for example, can
include scheduled maintenance, cleaning, or moving an asset. If you have security rights, you can add, edit, and
delete actions from this tab.

Glossary: An action is a communication, event, status, or other detail assigned to records. Actions can include
meetings, mailings, phone calls, and e-mail messages.

You can assign an action to another person, and the program reminds him or her when the action is due. You can
also assign actions to yourself. For example, if you need to call to schedule annual maintenance for an asset, you
can assign the phone call as an action. When the phone call is due, the program reminds you by adding an action
reminder to the Home page of each program in The Financial Edge.

» Adding actions to an asset record
1. From an open asset record, select the Actions tab.

€' 191-Bell Atlantic Key Telephone M=
File Edit “iew Asset Favortes Tools Help

E]Saveandclosev|u X||ﬁ§|l‘ i » N|@MoveAsset|2|D|||?v |

Qenerall Distril_:utionl Projected Depreciationl Activity  Actions ||=ocati0n| Attribgtesl Medial Notegl Histary of Changesl

ion €& Open Delete <Al dction Types: = I<AIIActi0n Statuz> = I<.-’-‘«II Azzigness> 'I

Completed? I Actiondate!l Aclion type | Status | Pricrity | Description I Agzighed to I
Yes 1142002 scheduled ma... Completed  Mormal & mos. mainte... Lindsey
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2.

Note:

L ©® N o

10.
11.

12.

13.

14.

Click New Action to create a new action. The New Action screen opens to the Actions tab.

Mew Action for 191 I
File Edt Yiew Action Help
ESaveandClosevlu Xll‘ 4 b Nllg' ? - |
Action IAttribgtesI

Azzet number: |19'| QI 10: 191

i e I j I~ auto-Remind e

Send reminder to: I Supervisor ﬂ
Action date: I Time:l
Set reminder far I‘I IDa-'"S vI beforehand
Status: I

=l
Pricrity: INormaI j [T Completed on I
=l

Aszzigned to: I
Drezcriptior: =]

[

The Asset number field defaults to the assigned number for that asset. The asset ID appears to the right
of the field.

In the Action type field, select a type of action.

You define action types and statuses in Configuration.

In the Action date and Time fields, enter a date and time for the action to be completed.
In the Status field, select an action status.

In the Priority field, select “High”, “Normal”, or “Low”.

In the Assigned to field, select the person responsible for completing the action.

To send the user a reminder, mark Auto-Remind. When you mark Auto-Remind, the other options in the
frame become active.

In the Send reminder to field, select the user to be reminded.

In the Set reminder for [ ] beforehand field, specify how many days, weeks, or months before the action
date you want to send the reminder.

When the action is complete, you can mark Completed on, and the current date automatically appears in
the field.

In the Description field, add notes to describe the action.

New Action for 191 I
File Edit Yiew Action Help

ESaveandClosevlu 'X|I1 1 » Nllg'|?' |
Action IAttribgtesl

Azzet number: |19'| ﬂl ID: 151

W Auto-Remind WhE
Send reminder to: I jazan j

Set reminder far I‘I IDa.'r'S vI befarehand

Action bype: IMove phone j

Action date: [13/27/2002 Time: |3:00 i

Statug: |Not started j
Priority: INolmaI j [T Completed an I
Aszigned to: I |asan j

Description: |Move estra phone to Administration.

E
=

Click Save and Close. You return to the Actions tab. The new action appears in the grid.
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Adding Attributes

The Attributes tab stores additional information about an asset. Use attributes to define specialized information
for records, such as information you want to track, but for which no field is available. You can also filter by asset
attributes in other areas of Fixed Assets, such as Query and Reports.

You can define new attributes using a variety of data types created in Configuration. If you make an asset
attribute required, you are prompted to add it when creating a new asset record. You are not reminded when
creating multiple assets with the Asset Wizard. For more information about defining attributes, see the Fixed
Assets Configuration chapter of the Configuration Guide for Fixed Assets.

» Adding attributes to assets

1. From an open asset record, select the Attributes tab.

Warning: You must define attribute types in Configuration before you can add them to an asset record. For

more information about attributes, see the Fixed Assets Configuration chapter of the Configuration Guide for
Fixed Assets.

2. In the Attribute Type column, select an attribute type, for example, “Inventory Manager”.
3. In the Description column, select or enter a description of the attribute.

4. |n the Date field, enter a date to record when the attribute was added.
5

If this attribute type is required on an asset record, the program automatically marks the checkbox in the
Required column. You cannot edit this from the Attribute tab.

6. Inthe Comments field, enter any additional comments or more detailed information about the attribute.
You can enter free-form text in this column.

&' 191-Bell Atlantic Key Telephone M= I

File Edit %iew Asset Fawortes Tools Help
ESaveandElosev| = X||ﬁ §| M 4 » M |@MoveAsset| 2|E||| ? - |

generall Distril_:utionl Frojected Depreciationl Activit_lgl Action§| Location  Attibutes |Media| Notegl Histomy of Ehangesl

NN <A Categoniess Up  Diown -
Altribute Type | Description | Short Description | Date | Required | Comnmerts |
- Underwarranty? Mo 10/31/2000 o Expired 10/31/01
- Last Depreciated by Thomas 02/28/2002 -
| |Inventars Manager | Linda H. 03/27/2002 v Mest Inventory 0640102
r

7. Click Save and Close on the toolbar. You return to the Assets page.

Add and Export Media

On the Media tab you can store media objects about an asset. Media objects can include items such as
newspaper clippings, letters, graphs, pictures, and video clips. Media can be useful for documenting
improvements to assets for tax purposes or damage for insurance claims. You can also export media.

» Export media
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1. From the Media tab of an asset record, open the media record.

"0 Media for ADS Security Systems O >
File Edit View Media Help
[} save and Close | = = &R 4 M (= ? -

Date: 1/18/2022 futhor:  |Supervisor -
Type: ]BMP L] Title: I

Deseription: [New Logd

=

Lt

MNew logo.bmp

Press F7 ta zoom

2. Select Export on the toolbar, or the File menu. The Save As screen
appears.

3. Select the File name and Directory.
4. Select Save. The media is exported.
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» Adding existing media to an asset record

1. From the Media tab of an asset record, click New Media. The Open screen appears.
2. Select the media object and click Open. The New Media screen appears.

‘i1 MNew Media for Mikon 280 camera M=l &
File Edit “iew Media Help
% 52ve and Close + | [ 'X|I1 4 » H||?' ‘

Date: IDEJ‘I 7/2002 Authar: I j
Tupe: f | Iite |

Description; d

Press F3 for today's date, F7 for calendar
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3. In the Date field, enter the date to track when the media is added.
4. Inthe Type field, select a media type. You define media types in Configuration.

5. In the Description field, enter a description of the media object.

6. Inthe Author field, select your user name.
In the Title field, enter a title for the media object.

Click Save and Close to save the media object and return to the Media
tab.

Adding Notes

In Fixed Assets, the Notes tab makes it easy to maintain helpful pieces of information you receive, read, or need
to remember about an asset. You can create notepads to record special information about the asset not entered
elsewhere in the record. Each notepad has a date, type, description, title, and author. The notepad itself accepts
free-form text and holds an unlimited amount of information.
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Glossary: A note is useful information you can add to a record using free-form text. Notes can include details of
phone conversations with vendors, ordering information, and explanations of the invoice distributions.

Notes are different from attributes because they can be secured by type. You can set up securities so only certain
users can view particular notepad types. This is especially useful when the information is of a sensitive nature and
you want to ensure that only you can access the information. For more information about security, see the
Security chapter of the Administration Guide for The Financial Edge. You can print asset notes on the Asset Profile
Report from Reports.

» Adding notes to assets

u b W N

6.

From an open asset record, select the Notes tab.

Click New Note on the action bar. The New Note screen appears.

Today's date automatically appears in the Date field, but you can enter a different date.
In the Type, Description, and Title fields, enter information about this notepad.

In the Author field, select your user name. The Author field defaults to the user creating the note, but
you can select another user.

In the text box, enter the information you need to remember.

Note: You can use buttons on the word processing toolbar to format the appearance of the text, check
spelling, and use a thesaurus.

7.
8.

Click Save and Close on the toolbar. You return to the Notes tab, and the note appears in the grid.
Click Save and Close. You return to the Assets page.
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With transactions in Fixed Assets, you can efficiently track and manage the value of your organization’s property,
plant, and equipment. Transaction types, including acquisition, depreciation, improvement, and disposal, provide
flexibility and help you determine an asset’s value during various stages of its useful life. You can calculate
depreciation of assets based on IRS tables or on customized schedules you create.

Note: Documentation for The Financial Edge shows you how to select, locate, and use the right resources for
a particular task. We encourage you to try the procedures in this chapter with the sample database before
recording transactions using your data. Visit our Web site at www.blackbaud.com for the latest documentation
and information.

A transaction is a general ledger entry that indicates to the program the amount and account to debit or credit.
Transactions also contain additional information that helps you trace and report on them. Transactions include
source codes and journal references and may include project and transaction code distributions if you have the
optional module Projects and Grants.

When you post asset transactions to the general ledger, you can distribute the accounts to debit or credit. By
effectively using transaction records, you can produce balance sheets that reflect the true value of your
organization’s assets. Once a transaction is posted to the general ledger, you cannot delete the transaction
record. For more information about posting, see the Journal Entry Guide.

Accessing Transaction Records

Note: You can also access transaction records from the Activity tab of an asset record. For more information
about asset records, see the Assets chapter.

Because records are such an important part of Fixed Assets, we have placed all record types in one area so you
can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record or file.
When you open Records, you can directly access several record types, including transaction records. Click
Records on the navigation bar and then click Transactions. The Transactions page appears.

it The Financial Edge

File Edit “iew Go Favorites Tools Help

4 Back & Forvard ] Comrunity Services Inc, ™ » Fixed Assets ™

[ Records« Transactions

;I Records
what do you want to do? Assets

Transacti... I

Shorkcuts

i Calculate Ciepreciation

ﬂ{b Add a Mew Transaction

ﬁ Open a Transaction

Edit options for Transactions

Search for a Transaction by transaction number

Acrcess a Recently used Transaction

Period depreciation For 6 - Dell 2300 Server PII350
Periad depreciation for 4 - Dell PII450
Periad depreciation For 26 - Sharp - U%3600M Laser Fax
<t Plug-Ins Period depreciation for 5 - Dell PII450
5 Periad depreciation for 1 - Del PII450
- Period depreciation For 1 - Dell PII450
.. Help Period depreciation for 1 - Dell PIT450
Periad depreciation for 1 - Del PII450
Period depreciation For 4 - Dell PII450

Monthly Reports
Wb Lirks <]

‘welcome to Fised Assets 4
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Glossary: Depreciation is the amount charged against an organization’s earnings to recognize the cost of an
asset over its estimated useful life, giving consideration to wear and tear, obsolescence, and salvage value.
Depreciation is calculated on assets for a certain period of time to reflect their decreased value.

The Transactions page is the starting point for transaction records. From this page, you can add a new transaction
or open an existing one. You can also calculate depreciation and edit options for transactions from here. You can
access transaction options from the Tools menu, which opens the Options screen for transaction records. For
more information about options, see the Options chapter in the Program Basics Guide.

To calculate depreciation, click Calculate Depreciation from the Transactions page. Because Fixed Assets
calculates the depreciation automatically, all you have to do is select the assets to depreciate and click Calculate
Now. For more information about depreciation methods in Fixed Assets, see the Depreciation Methods chapter
in the Configuration Guide for Fixed Assets.

Tip: On the Transactions page you can quickly find a transaction by number using the search feature in
The Financial Edge. For information about this feature, see the Program Basics Guide.

The Transactions page also lists recently accessed transaction records and provides a way to quickly locate a
transaction by number. These procedures are discussed thoroughly in the Program Basics Guide, but this chapter
gets you started by showing you how to add a new record and open an existing record from the Transactions

page.
Finding and Opening Transaction Records

To find and open a transaction record, you need to be familiar with the Open screen. The Open screen has several
filters you can use to narrow a search and quickly locate the transaction you want to open. The search process is
not case-sensitive, so you can enter Sharp, sharp, or SHARP and get the same results. You can also use wildcard
characters if you are not sure how a word is spelled. For more information about wildcards, see the Query Guide.
To access the Open screen, click Open a Transaction from the Transactions page.

» Opening a transaction record

Tip: From the Records page in Fixed Assets, you can either click Transactions or use the navigation tabs on the
page to access transaction records.

1. From the Records page, click Transactions. The Transactions page appears.
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2. Click Open a Transaction. The Open screen for transactions appears. For more information about using
the Open screen, see the Program Basics Guide.

Open E
Find: I Transaction j Search using query: |<Default> ﬁ|§§

= |Orizr fi Add a Mew Transaction

Ophionz

natch on |_l,I

Aszet number:

I j Include deleted: IND j
Aszet |D I ﬂ Post status: I j
Description: | j Transaction Type: I j
Transaction Numhel:l j Last modified by: I j
Tranzaction Amaount: I EI Last modified on: I ary time j
Trarsaction Date: | =]
. Hide Filters | Clear Filters | Filters are not applied Eind Maw I [Hpen | Cancel |

3. In the Find Transactions that meet these criteria frame, enter the criteria to use to search for the

transaction. Criteria can include the asset number, asset ID, description, transaction number, and
transaction amount.

4. Click Find Now. The program searches the database and displays all transactions meeting the search
criteria.

5. In the grid, select a transaction and click Open. The transaction record appears.

% New Transaction

File Edit “iew Transaction Favortes Tools Help

ESaveandClosevlu )(|N 4 b N|'}§||Q

General | Distribution I

?- |

Azzet number: I ﬁl Azzet |D:
Dezcription:

Tranzaction type: I j

Trangaction date: I

Amount: I

Post status / date: INot et posted j I

Comments:

Fress F7 for Asset Search |Tlansacti0n Mumber: |

6. After you view or edit the record, click Save and Close to return to the Transactions page.
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Managing Transaction Information

On the General tab, you enter basic information about the transaction, such as asset number, transaction type
and date, posting status and date, and transaction amount. To make data entry easier, you can create default sets
and use them when you add transaction records. To add default sets, on the menu bar of an open transaction
record, select Transaction, Load Defaults from. For more information about creating defaults, see the Program
Basics chapter of the Program Basics Guide.

Once a transaction is recorded, you can view activity and details from the asset record. You can edit transaction
records, but you cannot delete a transaction after it has been posted to the general ledger.

Adding Transaction Records

When you add a transaction record in Fixed Assets, you are creating a new record in the database. A transaction
record stores posting and asset information, transaction type and amount, distribution information, comments,
and attributes. You can enter this information from scratch, or you can use transaction defaults to speed the
process.

Tip: Default sets assign field values to records being newly created or updated and save you time because you
do not have to enter the values manually. For more information about default sets, see the Program Basics
Guide.

You add an acquisition transaction from the asset record and it should be the first transaction for a new asset
record created in Fixed Assets. The acquisition transaction records the initial acquisition of the asset and posts a
debit to the asset account and a credit to the default fixed asset credit account. For more information about
creating asset records, see the Assets chapter.

Once an asset record is created in Fixed Assets and has the acquisition transaction, you can record other
transactions, including depreciation, improvements, and disposal. You create depreciation years in Configuration.
They do not necessarily have to be the same as your fiscal years. You can have a different number of periods in
each year, and period dates can change but cannot overlap.

Period depreciation. Select Period depreciation to record depreciation of an asset for one period of a
depreciation year. The program can calculate the depreciation, or you can enter it manually. Period
depreciation transactions must be entered sequentially and without gaps. You can delete a period
depreciation transaction only if no more recent transaction is recorded for the asset.

Annual depreciation. Select Annual depreciation to manually enter an entire year’s worth of depreciation.
You can create only one annual depreciation transaction per year for an asset, and it must occur in the
current year.

Asset improvement. Select Asset improvement to record changes made to an asset that increases its value.

Glossary: Book value is the net amount recorded for an asset, calculated by deducting the asset’s total
accumulated depreciation from its acquisition value.

Asset disposal. Select Asset disposal to record the disposal of an asset. This transaction enters a credit to the
asset account and a debit to the accumulated depreciation account to zero out the book value of the asset.
Any remaining portion of the transaction posts to the disposal loss account. If the disposal is a sale, you can
record the proceeds from the sale. Once an asset has been disposed of, you cannot delete the disposal
transaction.

» Adding a transaction record

Note: You can set business rules for transactions in Configuration. For more information about business rules,
see the Program Basics Guide.
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1. From the Transactions page, click Add a New Transaction. The New Transaction record opens to the
General tab.

% New Transaction

File Edit “iew Transaction Favortes Tools Help
ESaveandClosevl (=] )(| H 4 &+ H |'}§||@'

General | Distribution I

?- |

Azzet number: I ﬁl Azzet |D:

Dezcription:

Tranzaction type: I j

Trangaction date: I

Amount: I

Post status / date: INot et posted j I

Comments:

Fress F7 for Asset Search |Tlansacti0n Mumber: |

2. Inthe Asset number field, enter an asset number or ID or use the binoculars to search for an asset
record. The asset description, as defined in the asset record, appears in the Description display.

Warning: If the asset record was created but the acquisition not yet recorded, you must select “Acquisition” in
the Transaction type field.

3. In the Transaction type field, select “Period depreciation”, “Annual depreciation”, “Asset improvement”,
or “Asset disposal”.

4. |n the Transaction date and Amount fields, enter the date and amount of the transaction.

Note: You can delete a transaction record if it has not been posted.

5. Inthe Post status / date field, select “Not yet posted” and enter a date or select “Do not post”. For more
information about posting, see the Journal Entry Guide.

6. In the Comments field, enter comments or more detailed information about the transaction.

4¥ New Transaction

File Edit ‘“iew Tranzaction Favortes Tools Help

[ 5ave and Close + | [ X|N 4 b N|'}§||I§'|?' |

General | Distribution |

Aszzet number: IS ﬂl Aszset |D: 3
D escription: Ford F-150 Pickup Truck

Trangaction type: IF'eliDd depreciation j
Tiansactiondate: [10/05/2002  Perind 5 - 10/01/2002 - 10/31/2002
Amount; |$183.33

Post statuz / date: IDo not pogt j I

Comments:

Prezz F7 to zoom Tranzactioh Mumber: Period depreciation
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7. To add account distribution information for the transaction, select the Distribution tab. For more
information about distributions, see the Budgets chapter in the Records Guide for General Ledger.

4% New Transactlion

File Edit “iew Tranzaction Favortes Tools Help

I 5ave and Close ~ | [ X|N 4 b N|'}§||I§'|?' |

General Distribution |

IDistribution Yl Interfund: I YI Budgetl ] || %

DR Account Number

01-5590-03

DR Account Description Percent

CR Account Mumber | CR Account Description

Tranzportation-Program £ 100.000) 02-1870-00 Accumulated Depreciation

Jigtribute Evenly  Attribut

| |Transaction Murber: | Period depreciation

8. To save the record and return to the Transactions page, click Save and Close.

Adding Improvement Transactions

Once an acquisition transaction for an asset is recorded, you can add improvement transactions for the asset. For
more information about acquisition transactions, see the Assets chapter. To add an improvement transaction,
depreciation calculations through the date of the improvement must be recorded first. That is, there can be no

periods without depreciation recorded for the asset before you can add improvements. You create an acquisition
transaction the first time you save an asset record.

» Adding an improvement transaction record

Note: You can set business rules for transactions in Configuration. For more information about business rules,
see the Program Basics Guide.
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1. From the Transactions page, click Add a New Transaction. The New Transaction record opens to the

General tab.

¥ New Transaction

File Edit “iew Transaction Favortes Tools Help

ESaveandClosevlu )(|N 4 b N|'}§||Q

? .

General | Distribution I

Azzet number: I ﬁl Azzet |D:

Dezcription:

Tranzaction type: I j

Trangaction date: I

Amount: I

Post status / date: INot et posted j I

Comments:

Fress F7 for Asset Search |Tlansacti0n Mumber:

2. Inthe Asset number field, enter an asset number or ID or use the binoculars to search for an asset
record. The asset description, as defined in the asset record, appears in the Description display.

3. In the Transaction type field, select “Asset improvement”.

In the Transaction date field, enter the date of the improvement. The period in which the date falls

appears in a display on the right.

5. In the Amount field, enter the amount of the improvements made.

Note: You can delete a transaction record if it has not been posted.

6. Inthe Post status / date fields, select “Not yet posted” and enter the date it will be posted. For more

information about posting, see the Journal Entry Guide.

7. In the Comments field, enter any comments or more detailed information about the improvements.

¥ New Transaction
File Edit Wiew Tranzaction Favortes Tool: Help

E]Saveandclosev|u X|K 4 b N|$§||Q‘|?'

]|

General | Distribution |

Azzet number: |1U QI Azzet|D: 10
Description: bdiller House

Transaction type: IAsset improvement j
Transactiondate:  [05/30/2002 | Period 5 - 05/01/20012 - 05/31,/2002
Armourt: |$?,SDD.DD

Post status / date: INot yet posted d ID?.-"E‘I fF2002

Comments: carpet replacement on 2nd floor

Warning: You must have defined default disposal loss accounts in Configuration before you can record the
disposal transaction. For more about default accounts, see the Configuration Guide for Fixed Assets.
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8.

9.

To add account distribution information for the improvement, select the Distribution tab. For more
information about distributions, see “Adding a distribution to a transaction record” on page 53.

To save the record and return to the Transactions page, click Save and Close.

If depreciation is not up-to-date on the asset, you get a message about generating depreciation before
the transaction can be saved. Click OK to return to the transaction record. For information about
calculating depreciation, see “Calculating Depreciation” on page 54.

The Financial Edge

The lazt depreciation date for 10 - Miller House iz 12431 /2000. Depreciation must be
generated for all penods wp ta the date of an asset improvement before the improvement
transaction can be created.

Adding Disposal Transactions

Once an acquisition transaction for an asset is recorded, you can add a disposal transaction for the asset. The
disposal date cannot be earlier than the last depreciation date. If an asset has a disposal transaction recorded,
you cannot change the asset location or record additional transactions for the asset. For more information about
asset records, see the Assets chapter.

» Adding a disposal transaction record

Note:

You can set business rules for transactions in Configuration. For more information about business rules,

see the Program Basics Guide.

1.

Note:

From the Transactions page, click Add a New Transaction. The New Transaction record opens to the
General tab.

% New Transaction

File Edit “iew Transaction Favortes Tools Help
ESaveandEIDSEvlu )(| H 4 » M |'5§||IQ'

General | Distribution I

?- |

Azzet number: I ﬂl Agget |0

Description:

Tranzaction type: I j

Transaction date: I

Amount; I

Post status / date; INot et posted j I

Comments:

Press F7 for Asset Search |Tlansaction Mumnber: |

In the Asset number field, enter an asset number or ID or use the binoculars to search for an asset
record. The asset description, as defined in the asset record, appears in the Description display.

In the Transaction type field, select “Asset disposal”.
The disposal price can be $0.00. The disposal date must be later than the last depreciation date.

In the Disposal price / date fields, enter the amount received and the date of the disposal. The gain or
loss on the disposal appears in the Gain / Loss display on the right.
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5. In the Post status / date fields, select “Not yet posted” and enter the date it will be posted. For more

information about posting, see the Journal Entry Guide.

In the Disposal Method field, select the method used to get rid of the asset.
In the Comments field, enter any comments or more detailed information about the disposal.

4% New Transaction
File Edit “iew Transaction Favortes Tools Help

E]Saveandclosev|u X|I‘ 4 » N|'}§||I§'|?'

General | Distribution I

Aszzet number: |5 ﬂl Azset|D: 5
Diescription: Slide Projectar

Trangzaction kype: IASSet dizpozal j

Disposal price / date: |$?5. oo IDS.-"3D.-"2DD2 Gain / Loss: [$142.58)
Post statug / date: INot yet posted j IDB£D1 £2002

Disposal Method: |56|8 j

Comments: projectar no longer uzed. sold at ummage zale

Warning: You must have defined default disposal loss accounts in Configuration before you can record the
disposal transaction. For more about default accounts, see the Configuration Guide for Fixed Assets.

8. To add account distribution information for the disposal, select the Distribution tab. For more
information about distributions, see “Adding a distribution to a transaction record” on page 53.

You must have defined default disposal loss accounts in Configuration before you can record the disposal

transaction.

9. To save the record and return to the Transactions page, click Save and Close.

Loading Default Sets

You can use default sets to save time when adding transaction records instead of entering the values manually
each time. The values are only defaults and you can change any field on a record even if you have entered the

default set.

» Loading transaction defaults

Tip: Default sets assign field values to records being newly created or updated and save you time because you
do not have to enter the values manually. For more information about default sets, see the Program Basics

Guide.
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You can use default sets to save time when adding transaction records instead of entering the values
manually each time. The values are only defaults and you can change any field on a record even if you have
entered the default set. In a transaction record, default fields include Transaction date, Post status, Post
date and Comments. For more information about creating default sets, see the Program Basics Guide.

1. From an open transaction record, select Transaction, Load Defaults from. The Field default sets screen

appears.

Saved default sets:

Diepreciation Def:

Cancel

Open

Delete...

b

I~ Orly show rmy default sets

I~ Automatically load field defaults

2. In the Saved default sets box, select the default set to use.
Note: If no default sets contain the information you want to use, click New to create a new set. After entering
default values and naming the set, click Save and Close to return to the Field default sets screen.

3. Click OK. You return to the open record, and the information from the selected default set appears in the
fields.

4% Period depreciation for 6 - Dell 2300 Server PII350

File Edit “iew Tranzaction Favortes Tool: Help
ESaveandElosevuX|N 1 » N|'}§|| ?-
General | Distril;utionl
Azzet number IB ﬂl Agset|D: g
D escription: Dell 2300 Server PII350
Tranzaction type: IF'eliod depreciation j
Tiansaction date: [08/3172002  Period 3 - 08/01/2002 - 08/31/2002
Amaovnt: |$?2.22
Poszt statuz / date: INotyet posted ﬂ IDS£31 £2002
Comments:
|Pless F7 ta zoom Tranzaction Mumber: 222 Period depreciation

Adjusting Transactions

Adjustments are corrections you make to a posted transaction that reverse the incorrect post and then create
another post with new distributions. The Adjustments tab appears only if the transaction has saved adjustments.
You can make a new adjustment to a transaction only if all existing adjustments are posted.
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» Adding an adjustment to a transaction record

Note: The New Adjustment menu selection appears only if the transaction has been posted. You can post
transactions from Administration. For more information about posting, see the Basic Administration chapter in
the Administration Guide for The Financial Edge.

1. From an open posted transaction, select Transaction, New Adjustment from the menu bar. The New
Adjustment screen appears. Your user name appears in the Entered by display.

In the Adjustment date field, enter the adjustment date.

3. The amount of the new transaction appears in the New transaction amount field. The current amount
appears in the Current transaction amount display.

4. The current post status appears in the Adjustment post status display.

5. In the Adjustment post date field, enter a posting date. This can be the transaction posting date or the
date of the most recent adjustment.

Tip: To automatically enter the transaction post date in the Adjustment post date field, click Use Transaction
Post Date.

6. In the Reason field, enter a reason for the adjustment, such as “didn’t charge enough to year 1”.
7. Inthe Notes field, enter notes for the adjustment.

Adjustment | Mew Distribution I Brevious Distributionl

Entered by: Supervisar

Adjustment date: IUS.-"29.-"2DD2

Mew tranzaction amount: |$203BDD— Current rahsaction amount:  $2,036.00

Adjustment post statuz: Mot pet posted

Adjustment post date: IW Use Tranzachon Post Date

Reason: |didn't charge enough to year 1

Motes: ;I
=

oK | Cancel |

8. To distribute the adjustment, select the New Distribution tab. For more information about distributions,
see the Budgets chapter in the Records Guide for General Ledger.

9. If you select “Distribution” and enter debit and credit accounts that are in different funds, you must
select an interfund entry in the Interfund field to balance the accounts.

Note: If you have the optional module Budget Management, you can click Budget to check the account or
project against the budget. Budget checking is not available for miscellaneous entries.

10. To preview General Ledger debits and credits for the transaction, click Dr/Cr Entries.

11. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

12. If you defined default debit accounts on the Distribution tab of the transaction record, they appear
automatically in the DR Account Number column. Otherwise, enter debit accounts for the distribution.
When you enter a debit account number, the description appears automatically in the DR Account
Description column.

13. Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

Note: The Supervisor can establish security options to hide the CR Account Number column.
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14. The CR Account Number column displays default values, depending on settings established in

Configuration.

Adjustment  Mew Distribution |Erevious Distributionl

Distribution j Interfund: I j Budgetl u){,. Entries || L %l
DR &ccount Mumber I DR &ccount Description I Amount I CR Account Mumber I CR Account Description |
| -1850-00 Equipment & Furniture $2,036.00 01-1000-00 Operating Cash Account

ion... Load Distribution...  Distribute Evenly  Attibutes...  Delete Al

Fiemaining: $0.00

()8 | Cancel |

Note: If you have the optional module Projects and Grants, you can enter additional information for the
distribution. Fore more information about Projects and Grants, see the Records Guide for General Ledger.

15. To view the distribution recorded for the original transaction, select the Previous Distribution tab. You

can make changes to distributions on the New Distribution tab but not on the Previous Distribution tab.

To save the adjustment and return to the transaction record, click OK. The original transaction remains
posted, and you post the adjustment separately.

Managing Transaction Distributions

The Distribution tab contains transaction account distribution information. From here, you designate the debit
accounts for the transaction, the amounts to distribute to the accounts, and whether to classify the distribution

using projects, classes, or transaction codes. Project and transaction codes are available only if you have the
optional module Projects and Grants.

16.

» Adding a distribution to a transaction record

Glossary: A distribution is a means of splitting transaction debits and credits among accounts, classes, projects,
and transaction codes. You can make distributions manually or with a distribution template.
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1. From an open transaction record, select the Distribution tab.

a¥ New Transaction
File Edit “iew Tranzaction Favortes Toole Help

E]Saveandtlosev|u 'X|I1 14 b N|'}§||IQ'|?' |

General Distribution |

IDistribution 'I Interfund; I 'l Budget" B %l
DR Account Number I DR Account Description I Amount | CR Account Mumber | CR Account Description |

Dijziriniion... | Load Distibution...  Distribute Evenly  Sirnizs: Jele Remaining:

|Transac:ti0n Mumber: | Period depreciation

Glossary: An interfund entry is a balancing entry you make between funds. In The Financial Edge, you can

automate the procedure to create general ledger transactions to transfer activity between funds and ensure
each fund is kept in balance.

2. In the distribution field, select “Distribution” or “Miscellaneous Entries”. If debit and credit accounts are
not in the same fund, in the Interfund field, select an interfund entry set to balance the accounts. For
more information about interfund sets, see the Configuration Guide for Fixed Assets.

3. Inthe DR Account Number column, enter the debit fund or account for the distribution. When you enter

a valid debit account number, its description appears automatically in the DR Account Description
column.

4. In the Amount column, enter the amount of the distribution. To distribute by percentage, click the %
button and enter the percentage in the Percent column.

5. If you have the optional module Projects and Grants, you can enter a project ID number. For more
information about Projects and Grants, see the Records Guide for General Ledger.

In the CR Account Number column, enter the credit fund and account for the distribution.
7. To select a distribution for the transaction:

¢ Click Distribution to distribute the transaction as a debit or credit distribution.

¢ Click Load Distribution to select an existing account distribution from a template.

Note: To delete the distributions, click Delete All. To delete one distribution line, click the button at the left of
the row. From the menu bar, select Edit, Delete Row. The program deletes the selected row.

¢ Click Distribute Evenly to divide the distribution evenly among all accounts in the grid.
8. To save the distribution and return to the Transactions page, click Save and Close.

Calculating Depreciation

Depreciation is the amount charged against an organization’s earnings to recognize the cost of an asset over its
estimated useful life, giving consideration to wear and tear, obsolescence, and salvage value. Depreciation is
calculated on assets for a certain period of time to reflect their decreased value.
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From the Transactions page, you can depreciate assets accurately and efficiently. Determining depreciation
methods to use requires a firm understanding of Internal Revenue Service (IRS) regulations. If you have questions
about depreciating assets, seek advice from an accounting professional. When you select a depreciation method
in Fixed Assets, fields and field entries vary depending on the method you select. This section provides an
overview of the most commonly used depreciation methods and a procedure for calculating depreciation by
using the Straight Line method. For more information about all the depreciation methods in Fixed Assets, see the
Depreciation Methods chapter in the Configuration Guide for Fixed Assets.

Selecting Depreciation Methods

When you click Calculate Depreciation from the Transactions page, the Calculate Depreciation screen appears.
On the Criteria, Filters, and Attributes tabs, you select the assets to depreciate and the method to use. After
creating depreciation calculations, you can post the transactions directly to General Ledger. For more
information about posting, see the Journal Entry Guide.

Glossary: Useful life is the period of time that an asset is determined to have commercial value for
depreciation purposes. The IRS determines useful life depreciation periods for tax depreciation methods.

Straight Line. Straight Line depreciation is a depreciation method that expenses an asset value in equal
amounts over its useful life. Useful life is the period of time that an asset is determined to have commercial
value for depreciation purposes. The IRS determines useful life depreciation periods for tax depreciation
methods.

Sum-of-the-Years’-Digits. Sum-of-the-Years’-Digits is an accelerated depreciation method. Under this
method, depreciation for each year is determined by multiplying the asset’s cost less salvage value by a
fraction in which the number of years remaining in the asset’s life is the numerator, and the sum of the years’
digits, or n(n+1)/2, is the denominator. In the formula, n is the asset’s useful life in years.

Declining Balance. With the Declining Balance method, you apply the same depreciation rate each year to the
adjusted basis of your property using the applicable convention. If you use the Declining Balance method, you
must switch to the Straight Line method in the first year in which it gives an equal or greater deduction.

» Calculating depreciation

1. From the Transactions page, click Calculate Depreciation. The Calculate Depreciation screen opens on
the Criteria tab.

Warning: The Calculate through field is required. You must enter a date before you can calculate depreciation
for assets.

2. In the Calculate through field, enter the date of the period for which depreciation calculations will be
created.

If the date you enter is not defined in the depreciation year, when you click Calculate Now, you get a
message asking if you want to create the required depreciation years using the current period structure
first. For more information about creating depreciation years, see the Configuration Guide for Fixed
Assets.

3. Inthe Calculate only for these asset numbers frame, enter a range of asset numbers in the Start and End
fields.

4. |n the Transactions frame, select “Period End Date” or “Period Start Date” in the Transaction date field.

Note: You can define default information for posting asset transactions in Configuration.

5. In the Post status field, select whether to include transactions with a status of “Not yet posted” or “Do
not post”.
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6. In the Post date field, select whether to include transactions with a status of “Transaction Date”, “Period
End Date” or “Period Start Date”. Enter any additional information about the transactions in this process
in the Comments field.

7. To see the transactions before you perform the calculations, mark View results before creating
transactions. We recommend you view the transactions before creating them so you can edit selections
if necessary.

Tip: If you create and save an output query of the transactions, you can use the query later in other areas of
Fixed Assets. This saves you time by not having to create the query again for other purposes like reports or
mailings. For more information about queries, see the Query Guide.

8. To create a query of the transactions included in the process, mark Create an output query. You can use
the query later in other areas of Fixed Assets, such as Reports or Mail. For more information about
gueries, see the Query Guide.

9. To create an exception query of the transactions for which the program cannot calculate depreciation,
mark Create an exception query.

"% Calculate Depreciation E

Step 1: Criteria |Z: Filtelsl 3 Attributesl

Calculate through IUE,-’B‘I £2002 Period 10, 2002

Calculate only for these asset numbers

Start: |m End: |1u

Transactions

Transaction date: IF'eriDd End Date ﬂ
Post status: IND[ yet posted j Fost date: | Transaction Date j
Comments: |

¥ Wiew results before creating transactions
[V Create an output query
[V Create an exception query

< Back | Hest = | Cancel | Pre-Calculation Report | Calculate Noﬂl

Glossary: Straight line depreciation is a depreciation method that expenses an asset value in equal amounts
over its useful life.

10. Click Next or select the Filters tab. In the Depreciation Methods row, choose “Selected” in the Include
column, and the selection screen appears. Select the Straight Line depreciation method.

Depreciation Methods

Inchide:

Find: |

D epreciation Methads
MACRS susgie ]

MACRSADS)

MACRS 150% Election
ACRS

Alternate ACRS

Sum of the Years Digi
Declining Balance
Defined Amaunts

Do not depreciate

QK I Cancel
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Note: You can also filter assets by selecting “Classes”, Locations”, Departments”, “Asset Attributes”, and
“Asset Numbers”. For more information about filtering in The Financial Edge, see the Program Basics Guide.

11. Click OK. You return to the Filters tab, and “Straight Line” appears in the Selected Filters column.

Step 1: Criteria 2: Filters IQ: Attributesl
&8 Open , Clear &l Filters
Filkers | Include I Selected Filters I
Depreciation Methods Selected Straight Line QI
Claszes All <Al Classes
Locations All <Al Locatiohs>
Departments all </l Departments>
Aszet Attributes All <Al Azset Altributes:
Agzet Numbers all <&l Azzet Numbers>
< Back | Mewt > | Cancel | Pre-Calculation Report | Calzulate Mow |

Glossary: An attribute is a reporting tool you use to group information based on a common theme. With
attributes defined, you can filter information to your specifications. Examples of Financial Edge attributes
include account attributes, project attributes, transaction attributes, action attributes, vendor attributes,
purchase order attributes, invoice/credit memo, and asset attributes.

12.

13.

14.
15.

16.

Click Next or select the Attributes tab so you can add, update, or delete selected attributes for each asset
you depreciate. You can define attributes in Configuration.

In the Action column, select “Add”, “Update” or “Delete”.

If you select “Update”, the program updates attributes if they match the types you select. If you select
“Delete”, the program deletes attributes if they match both category and description. If the attribute is
defined as required, the program automatically marks the checkbox in the Required column. For more
information about attributes, see the Configuration Guide for Fixed Assets.

In the Attribute Type column, select an attribute type.

In the Description column, select a description for the attribute. The program automatically fills in the
Short Description column.

In the Date field, enter the date the attribute action becomes effective.
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17. Enter any additional comments or more detailed information about the attribute in the Comments
column.

"% Calculate Depreciation [ ]

Step 1: Criterial 2 Filters  3: Altributes |

Add, Update, or Delete these dttributes for each Asset that iz Depreciated:

L ERRTE < Al Categories > - e Do g
Action | Attribute Type | D ezcription | Short D escription | Date | Required |
Update Inventory Manager  Mike Jones 04,/04/2002 I

[« | I

Attributes will be updated if they match the categam vou specify. Attibutes will be deleted if they match bath the
category and the descriptionfz]. All matching attributes per record will be affected,

< Back | Jii [ | Cahcel | Pre-Calculation Report | Calculate Noﬂl

Warning: You can click Calculate Now, but if you did not mark View results before creating transactions on
the Criteria tab, transactions will be created and you cannot cancel the process. We highly recommend you
preview the assets to be depreciated before creating transactions.

18. To see a preview of the assets to be depreciated, click Pre-Calculation Report. The Calculation
Depreciation screen appears so you can select the assets to depreciate. The program automatically marks
all the checkboxes in the Create? column. For any assets you do not want to depreciate, unmark the
checkbox.

i#h Calculate Depreciation

Select the azgets pou wart ko create transactions for:

Create? I Azget .. | Agzet ID I Description I Tatal &mourt | Post Status Iﬂ
¥ 1 1 Dell PII450 Mot pet posted
¥ 2 2 Dell PII450 Mot pet posted
¥ 3 3 Dell PII450 Mot pet posted
¥ 4 4 Dell PII450 Mot pet posted
7 5 5 Dell PII450 Mot pet posted
- B B Dell 2200 S erver PIZE0 Mot pet posted
I 7 7 Okidata OKlpage Sc printer Mot pet pogted
~ 8 8 HPF Lagerjet BF Mot pet posted
- 9 9 Ford F-150 Pickup Truck Mot yet posted LI
= 4n an Fool i AEn Mtk o ceied
’ml Lreate Transactions Mow |

Warning: If the date you enter on the Criteria tab is not defined in the depreciation year, when you click
Calculate Now, you get a message asking if you want to create the required depreciation years using the
current period structure first. For more information about creating depreciation years, see the Configuration
Guide for Fixed Assets.

19. To create the depreciation calculations, click Create Transactions Now.

20. When the program finishes processing the calculations, the Generate Transactions screen appears, listing
the number of transactions created and the number of exceptions.

21. Click Control Report to see details of the exceptions. Close the preview screen and return to the Calculate
Depreciation screen.
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22. Close the Calculate Depreciation screen and return to the Transactions page.
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