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ASSET MANAGEMENT

Purpose

This training guide is an introduction to the Asset Management process, which the State of Arizona will
conduct in the Fixed Assets module within AFIS. AFIS provides for the management and control of both
Capital fixed asset and Non-capital (Memo) fixed asset records.

A Fixed Asset is equipment or property that is not consumed, and has a useful life of more than one
year. Examples of Fixed Assets include: land, buildings, equipment, bridges, laptops, vehicles, and other
such long-standing improvements.

An asset is classified as a Capital fixed asset, for accounting purposes, if it is designated as one of the
following:

= The asset is intended for internal use (not for resale).
= The asset has a useful life extending beyond the current fiscal year.
= The asset typically has a monetary value in excess of a specified threshold.

A Memo fixed asset can be recorded for any stewardship items that need to be tracked but do not
otherwise fit the criteria to be considered a Capital fixed asset. AFIS provides for the management and
control of Capital fixed asset and Memo fixed asset records. This training guide focuses on how to
perform asset management processes for Capital fixed assets within AFIS, but content is also provided
to guide users on using AFIS to manage stewardship items.

The processes described in this training guide are the minimum standards according to state policy.
Individual Departments may have additional requirements. Please contact your Department
management for clarification regarding your Department’s policies and procedures.

Training Guide Objectives

In this training guide, you will:
= Review the Fixed Asset Lifecycle and Fixed Asset Event Types
= Perform Fixed Asset document processing
= Research Fixed Assets using Reference and Query Tables

=  Perform Fixed Asset document maintenance

Learning Objectives
In this lesson, you will:

= |dentify the Fixed Asset Lifecycle
= List Fixed Asset Documents and Event Types

=  Review different Fixed Asset Documents

&GAFIS - internal Use only ADOA - GAO 9/01/2019 V6.0 Asset Management 4



= Navigate Fixed Asset Tables and Inquiries

= List how Fixed Asset Tables and Inquiries are updated

Overview of Asset Management

This lesson provides an overview of the asset acquisition lifecycle, from when a Department purchases
equipment or property to when it is disposed through Surplus Property Management Office.

This lesson reviews the different Fixed Asset documents available in AFIS, and the associated event
types used for asset management business processes. Users will gain an understanding of the Event
Type (ETYP) field in AFIS, and which event types are used on Fixed Asset documents.

The most commonly used Fixed Asset document, the Fixed Asset Acquisition (FA), is used for scenarios
such as standard purchases, donations, memo assets, multiple assets, and betterments.

Finally, users are introduced to the tables that are useful when searching for specific Fixed Asset
information, in addition to how Fixed Asset tables and inquiries are updated by Fixed Asset documents
in AFIS.

The lifecycle of a Fixed Asset begins with the acquisition of the asset. A Department applies an inventory
tag upon receipt of the asset, and may enter the asset into its own Agency Inventory System, if
applicable. The Department enters the asset into AFIS upon payment of the vendor invoice, and assigns
the asset to a responsible entity. Finally, the Department updates AFIS and the Agency Inventory System
with the assignment information.

Maintenance transactions used to record asset changes (such as improvements, modifications, and
transfers), depreciation updates, and asset disposal are also maintained in AFIS.

Throughout the life of an asset, it may undergo a Revaluation or Reorganization process. Revaluation,
which is mostly used for buildings, occurs when the valuation amount assigned to individual assets is
changed using the automatic batch job, which generates Fixed Asset Modification (FM) documents.
Reorganization occurs when a group of assets is updated and/or transferred to a new location and/or
responsibility center. Reorganization modifies Location-related fields (Location, Sub Location or Complex
Building) or transfer Responsibility Center fields, such as Department or Unit Code. A batch process can
be used to automatically create Fixed Asset Modification (FM) or Fixed Asset Transfer (FT) documents to
specify the old and new account codes, as well as the type of reorganization to be performed. The Fixed
Asset Modification (FM) and Fixed Asset Transfer (FT) documents can also be manually entered.

AFIS enables users to manage and control their organization’s Fixed Assets throughout the asset’s
lifecycle.

A Fixed Asset Acquisition (FA) document can be manually created from the Document Catalog. Once the
FA document is validated and submitted successfully, information about the associated Fixed Asset is
stored in various tables and journals (inquiries) within AFIS. These storage locations are covered in
Section 2.4, Fixed Asset Tables and Inquiries topic.
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With the implementation of the new Arizona Procurement Portal (APP) system, the automated
generation of Fixed Asset Shell documents (FAS) has been eliminated and those documents are no

longer available for online entry in AFIS.

In AFIS, the Event Type code defines an event that triggers a business process. Table 1 identifies the
Event Type(s) used with each Document Code. Event types are used to signify what posting codes (PSCD)
will be used, and to apply specific data entry rules for referenced transactions, vendor and customer
codes, and all defined Chart of Accounts (COA) elements.

Although most AFIS documents contain an Event Type on the document Accounting component, a Fixed
Asset Document’s Event Type is located on the Header component. Refer to the Fixed Asset Document
Overview for information on the Fixed Asset document component components (Header, Component,
Warranty, Accounting and Posting).

Table 1: Allowable Event Types for Fixed Asset Documents

Document
Code

FA

FD

FE

FM

FP

FT
FI

FX

FC

Document Name

Fixed Asset Acquisition

Fixed Asset Disposition

Fixed Asset
Depreciation

Fixed Asset Modification

Fixed Asset Selling Price
Change (FP)

Fixed Asset Transfer

Fixed Asset Increase /
Decrease

Fixed Asset Type
Change

Fixed Asset Cancellation

%AF'S — Internal Use Only ADOA — GAO

Event Type

FAO1 (Default)

FAO2
FA27
FA28
LS23
FAO4
FAO9
LS14
FAO3

FAO5

FA12

FAO6
FAO7

FAO8

FA11

9/01/2019 V6_0

Fixed Asset Function

Acquisition—Adding Fixed Asset
Betterment

Acquire a Fixed Asset Internally
Better a Fixed Asset Internally
Record Leased Capital Asset
Dispose of a Fixed Asset

Sale of a Fixed Asset Internally
Leased Asset Disposal

Record Depreciation on an Individual
Fixed Asset

Modify Fixed Asset Non-Accounting
Attributes
Change Selling Price of a Fixed Asset

Transfer Fixed Asset

Increase/Decrease Value of asset

Fixed Asset Type Change

Cancellation

Asset Management 6



Document Document Name Event Type Fixed Asset Function
Code

FRM Fixed Asset Repair and FA15 Repairs and Warranty Modification
Warranty
FS Fixed Asset Internal Sale  FA29 Internal Sale
ME Mass Depreciation LSO1 Authorize Leases To Be Taken
DA Debt Accounting LS10 Record Capital Lease Receivable —
Current Portion
LS11 Record Capital Lease Receivable —
Long Term Portion
LS12 Record Deferred Lease Principal
Revenue
LS13 Record Deferred Lease Interest
Revenue
LS20 Record Capital Lease Payable —
Current Portion
LS21 Record Capital Lease Payable — Long
Term Portion
LS22 Record Capital Lease Expense &
Other Funding Sources
LS30 Amortization of Lease Costs
LS31 Accrue Lease Expense
LS32 Accrue Lease Revenue

The Fixed Asset Acquisition (FA) document is used to record all newly acquired, contributed (donated),
or memo assets. The FA document is also used to record information about improvements
(betterments) or additions to existing assets.

Fixed Asset Acquisition (FA) document — This electronic document is used to manually record
all fixed assets acquired by, purchases with a General Accounting Expenditure GAX (non-Commodity-
based) document in Arizona Procurement Portal (APP) or AFIS system, as well other purchase
methods (e.g., donated, transferred, P-Card purchase)

With the implementation of the new Arizona Procurement Portal (APP) system, the automated
generation of Fixed Asset Shell documents (FAS) has been eliminated and those documents are no
longer available for online entry in AFIS.
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The common tables and inquiries utilized by users to search for specific Fixed Asset information include:

= Fixed Asset Payment Request (FAPR) table

= Fixed Asset Registry, which include Header (FARHDR), Component (FARCOMP) and Accounting
(FARACTG)

=  Fixed Asset Journals (JFACJ and JFAA))

=  Fixed Asset History (FAHIST)

Fixed Asset tables and inquiries are updated via the following different methods in AFIS:

= Updates by documents - Most tables or inquiries are updated when the documents are
finalized. This means that the table will not be updated until the document Phase is Final, which
occurs after the document has been fully approved in AFIS. Examples of document updates to
tables or inquiries: FARHDR, FARCOMP, FARACTG, FAPR and FAHIST.

= Updates by users - Users with proper security authority may update some tables (usually
reference). Updates by users need to be completed by saving the record on the table. Examples
of tables being updated by users include: Custodian (CUSD), Location (LOC) and Fixed Asset
Warranty Type (FAWTYP).

Fixed Asset Registry

The Fixed Asset Registry (FAR) table stores the current status of an asset and is updated through the use
of specific Fixed Asset documents and Event Types. The FAR table is made up of three tables, described
below.

Fixed Asset Registry Header

Fized Asset Number Asset Description Department Unit Summary Asset Value
~ STU 101 -1.2 TRANSPORTATION BEUS - PRISONER VEHICLE 101 0101 $250,000.00

First Prev Mext Last

Search ¥R
= General Information
Fixed Asset Number : ¢ Summary Closing Costs © 55 0p Asset Status : ¢

Summary Salvage Value © 2= oo0 00 Active

Summary AssetValue © zzeppppopp 20200 Summary Salvage Value © 325 000 00
Summary Selling Price @ £3.00

Historic Asset Cost © 5250 000,00

Summary Accumulated Depreciation @ 5
Summary Net Book Value :

Summary Valuation Amount © 23 00 Ascet System Mumber :

Asset Description @ TRAMSFORTATION BUS - + Asset System Description :
PRISONER VEHICLE

P Responsibility Center

b Asset Classification

P Acquisition /Disposition Valuation Details
P Depreciation Details

P Infrastructure Maintenance

b Fixed Asset Intent Reference

# Fized Asset Registry Component #F Fixeed Asset Equity Sources # Fixed Asset Balance Summanry
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Fixed Asset Registry Header (FARHDR)

FARHDR is used as the central repository of AFIS Fixed Assets. The FARHDR table contains both
Acquisitions and Betterments. Betterments are considered new components of a previously acquired
asset. FARHDR contains the Fixed Asset Number and description, summary asset cost, and Responsibility

COA elements.

FARHDR contains links to the Fixed Asset Registry Component (FARCOMP) and Fixed Asset Registry
Accounting (FARACTG) pages that contain detailed information about an asset’s component and
Accounting Lines, respectively. A link is also provided to the Fixed Asset Balance Summary (FABALSQ)
page, which summarizes and displays the details of FA budget balances by Fixed Asset Number.

Fixed Asset Registry Component (FARCOMP)
The Fixed Asset Registry Component (FARCOMP) table contains component level information for both

Acquisitions and Betterments.

FARCOMP contains links to the Fixed Asset Registry Header (FARHDR) and Fixed Asset Registry
Accounting (FARACTG) pages that contain detailed information about an asset’s Header and Accounting
Lines, respectively. A link is also provided to the Fixed Asset Component Balance Summary (FACBALSQ)
page, which summarizes and displays the details of FA budget balances by Fixed Asset Component.
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Fixed Asset Registry Accounting (FARACTG)

The Fixed Asset Registry Accounting (FARACTG) table records the funding information, including Fund
and Detailed Accounting Distributions. An FA document can have multiple Accounting Lines to track
funds by multiple sources. For example, funding sources may include both Federal and State funds such
as, 20% Federal and 80% State.

FARACTG contains accounting level information of both Acquisitions and Betterments. FARACTG
contains links to the Fixed Asset Registry Header (FARHDR) and Fixed Asset Registry Component
(FARCOMP) pages that contain detail information about an asset’s Header and component lines.

9/01/2019 V6_0 Asset Management 10
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Fixed Asset Registry Accounting

Fixed Asset Number Component Number Accounting Line Amount

v FAD000026 o $0.00
STU 16 COP CAR 2 $15.400.00
STU18-12 1 $250 00000
STU 18 COP CAR 2 $15.400.00
STU 20 COP CAR 2 $15,400.00
STU 24 COP CAR 2 $15. 400 00
STU25-64 1 $21.000 00
STU 27 COP CAR 2 $15.400.00
STU28-63 1 $21.000.00
STU29.12 1 $250 000.00
First Prev Next Last
Search ok
w General Information
Fixed Asset Number : Accumulated Depreciation :
Component Number : Net Book Value :
Accounting Line Amount : Selling Price :
Historic Asset Cost :

w Fund Accounting

Funding AFY : Object :
Funding BFY : Sub Object :
Fund : Revenue :
Sub Fund : Sub Revenue :
Department : Dept Object :
Unit : Dept Revenue :
Sub Unit : General Capital Assets(GCA) Fund :
Appr Unit : Responsibility Center Posting :
w Detail Accounting
Location : Reporting : Major Program :
Sub Location : Sub Reporting : Program :
Activity : Task: Phase :
Sub Activity : Sub Task : Program Period :
Function : Task Order :
Sub Function :

w Document Reference

PO Document : PR Document : Disb Document :
PO Doc Dept : PR Doc Dept : Disb Doc Dept :

PO DocID: PRDocID: Disb Doc 1D :
PO Doc VL No : PR Doc VL No : Disb Doc VL No :
PO Doc CL No : PR Doc CL No: Disb Doc AL No :
PO Doc AL No : PR Doc AL No : Debt 1D :

&GAFIS - internal Use only ADOA - GAO 9/01/2019 V6.0 Asset Management 11



Fixed Asset Component Journal (JFACJ)

The Fixed Asset Component Journal (JFACJ) table serves to give users a view into the journal lines from
processing Fixed Asset documents. Fields on this journal are very different from those in other journals;
given its input source is the component line of any Fixed Asset document, not a posting line. There are
many sections on this table so they are displayed in groups below.

General Information and Responsibility Center sections:

Fixed Assets Component Journal

Run Time

10-24-14 05:39:22
10-24-14 05:39:22
10-24-14 03:30:00
04-29-15 10:17:08
01-10-17 04:07:56
+ 10-02-19 05:53:54
First Prev Mext Last

Search B

= General Information

Doc Record Date : ggm1/2015

Fizcal Period : 12

542.500.00
515.400.00
521.000.00
5250.000.00

516,500.00
50.00

FN Doc Code :
FN Doc Dept :
FN Doc ID :

Document ID FA Number  FA Component Number FAType FAGroup Final Asset Component Value
FA1015TU1-55 STU 1 COP CAR 1 v 1070
FAID15TU1-55 STU 1 COPCAR 1 E 16560
FAI015TU1-63 STU1-63 1 v 1072
FAID15TU1-12 STU101-12 1 W 1556
FT 108 201500000062 STUS-4.5 01 v 1070
FD 101 201500000019 STUS-4.5 01 v 1070

B Final Azset Compeonent Value : 5p.00
Budget FY : 2015 Final Asset Value : =00
Fiscal Year : 2015 Run Time : 10.02-19 05:53:54 [
FA Number : 2TIU3-45
FA Component Number : o9

Document Fiscal Quarter :

Event Category : FD
Event Type : FaQ4

Extended Document Description :

Document Name :

Document Description : Dizposing
Document Total Amount : 515 500.00

Asset Status :

= Responsibility Center

Custodian :
Fund : 9001
Sub Fund :
Government Branch : g2
Cabinet: g1
Department: 101
Division : 101
Group :
Section :
District :
Bureau :
Unit: p101
Sub Unit :

Header Asset Description :

MOTORCYCLE-HARLEY

Memo Asset Indicator : pg

Asset System Number :

Asset System Description :
Appr Unit: 1010000 Task:
Object : Sub Task :
Sub Object : Task Order :
Revenue : Major Program :
Sub Revenue : Program :
Dept Object : Phase :
Dept Revenue : Program Period :
Activity : Assignee Employee Number :
Sub Activity : Assignee Employee Name :
Function : Use Code :

Sub Function :
Reporting :
Sub Reporting :

Driver's License Number :

MWAFI"S“ — Internal Use Only ADOA — GAO
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Component Information, Specifications, Acquisition Detail sections:

= Component Information

Location
Sub Location

S 01A
200

Complex | Building :

Document Component Total
Commedity Code

# $16,500.00
2 07156

Component Extended Description :

Shell Generation Date :

Asset Impairment :

Surface Area :
Statistical Units :
Statistical UOM :

Last Inventory Date

2 10/01/2014

Survey Data :

Decal ID :
Debt ID :

= Specifications
Mfr Part Number :

Manufacturer : HARLEY DAVIDSON

ProductiCategory :

Model Number : H700
Serial Number :
Weight :
Size :

Vehicle Year : 2014

Vehicle Make :
Vehicle Model :

= Acquisition Details

Asset Acquisition Date : 10/01/2014

Composite Acquisition Date :

Acquisition Method : pURC

Replacement Date :

Trade-In Credit :

Appraisal Date :

Appraiser Name :

Options to Purchase Property :
Deed Information :

Condition Code : 4
Plat Number :
Tag Number :

Description 1 :

i Description 2 :

Description 3 :

Description 4 :

Description 5 :
Quantity / Units : 1 00000

i Unit of Measure : Ea
Property 1D :
Property Description :
~
Parcel ID :
Floor :
Section :
Room :
Cubicle Number :
s Altitude/Elevation :
Specification : Commodity Specs :
Drawing :
Piece :
Supplier Part Number : Hazardous Materials :
Warranty Type :

Industry Identification :

Barcode :
VIN : VAROOM12345
License Plate :
Fuel Type : UnL
Unleaded Gasoling

Purchasing Authority :
Vendor Customer Code :
Vendor Name :

Replacement Type :

Asset Being Replaced :
Replaced Asset Description :

Permits/Certifications :

Disposal Resfrictions :

-
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Asset Classification, Cost Valuation and Depreciation, Disposition Details, and Document Information

se

ction

w Asset Classification

FA Classification Indicater :  adjystment

FA Type: v
Fixed Asset Group Category : 17
Fixed Asset Group Class :
FA Group : 1070
FA Catalog : 1070-12
Base Asset Flag : Yes

= Cost, Valuation and Depreciation

Closing Costs : .00

Salvage Value : 5000
Last Valuation Date :

Valuation Ameount : 50 00

Useful Life : 5
Declining Rate :
Asset In Service Date : g5/01/2015

Composite In Service Date :
Qut-of-Service Date :
Received Date :

= Disposition Details
Disposition Date : gg01/2015
Dizposition Method @ soLD
Disposed Units : 1 goooo
Disposition Authority :
Disposition Code :
Property Survey Report ID :
Security Incident Repeort ID :
Police Report ID :

= Document Information

Doc Code : Fp
Doc Dept: 101

Composite Indicator : pg

BSA: ga11

Sub BSA :

OBSA: 3510

Sub OBSA :

Accumulated Depreciation BSA : 365
Accumulated Depreciation SBSA :

Depreciation Method :
Depreciation Structure Indicator :
Depreciation Amount :
Accumulated Depreciation :

Last Depreciation End Date :
Depreciation End Date :
Recalculate from Beginning :
Estimated Amount :

Actual Amount :

Memo Disposal Value : 500
Selling Price : 5000
New Selling Price : 2p.00

Straight Line v
Responsibility Center ¥
50.00

573462

06/01/2015

06/01/2015

Gain Losz Amount : (315 715 38)

Gain Loss Account Type : Expense

New Statistical Units :
Disposal Reason :

Disposal Condition :

Doc 1D : 201500000019
Doc Commodity : 76701

-

AFIS — Internal Use Only ADOA — GAO
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Warranty, Repairs & Maintenance, and Insurance sections

= Warranty
Warranty Action :
Warranty Number :
Warranty Type :
Warranty Name :
Warranty Months :
Warranty Years :
Warranty Start Date :
Expiration Date :
Warranty Agreement Number :
Warranty Description :

Active Indicator :

= Repair & Maintenance

Repair & Maintenance Action :

Repair & Maintenance Number :
Repair & Maintenance Type :

Repair & Maintenance Name :

Start Date of Repair & Maintenance :
End Date of Repair & Maintenance :
Labor Cost of Repair & Maintenance :
Material Cost of Repair & Maintenance :
Other Cost of Repair & Maintenance :
Total Cost of Repair & Maintenance :
Warranty Agreement Number :
Repair and Maintenance Description :

Repair & Maintenance Performed By :
Repair & Maintenance Inspected By :

= Insurance

NAIC Code :

Insured Value :

Policy Number :
Policy Term Start :
Policy Term End :
Policy Extended End :
Type of Coverage :
Coverage Limits :
Premium :

£l E1

£l E1

Warranty Vendor Code :
Warranty Vendor Name :
Warranty Address ID :

Warranty Address 1:

Warranty Address 2 :

Warranty City :

Warranty State Code :

Warranty State :

Warranty Zip Code :

Warranty County Code :
Warranty County :

y: Warranty Country :
Warranty Vendor Contact Code :
Warranty Vendor Contact Name :
Warranty Vendor Phone :
Warranty Vendor Fax :

Warranty Vendor email :

Repair & Maintenance Vendor Code :

Repair & Maintenance Vendor Name :

Repair & Maintenance Address ID :

Repair & Maintenance Address 1:

Repair & Maintenance Address 2 :

Repair & Maintenance City :

Repair & Maintenance State Code :

Repair & Maintenance State :

Repair & Maintenance Zip Code :

Repair & Maintenance County Code :

Repair & Maintenance County :

Repair & Maintenance Country :

Repair & Maintenance Vendor Contact Code :
i Repair & Maintenance Vendor Contact Name :
Repair & Maintenance Vendor Phone :

Repair & Maintenance Vendor Fax :

Repair & Maintenance Vendor email :
Repair & Maintenance Inspection Date :

AFIS — Internal Use Only ADOA — GAO
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Fixed Asset Accounting Journal (JFAAJ)

The Fixed Asset Accounting journal (JFAAJ) table serves to give users a view into the journal lines from
processing Fixed Asset documents. It is a source of data that can be utilized for many reports and
processes, in the Fixed Asset area of the application. Its input source is the accounting and posting lines
of Fixed Asset documents, meaning that the journal lists the associated debits and credits for each
Accounting Line. Additionally, if a disbursement document is processed for the Fixed Asset’s associated
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payment, then the disbursement document information is listed in this journal.

Fixed Assets Accounting Journal

Bun Tm Document ID FANumber Component Accountingline Postingline DrCr PstngAm
« DR2472014 FAAAS 201500000025 FAQDDODD12 0001 1 2 D 56,500.00
0e/24/2014 FAAAA 201500000025 FAOOODD1Z  0OD1 2 C (55,500.00)%
10252014 ME 100 DEP0000OOD03 FAODDD012Z 0001 3254 1 D 310045
100252014 ME 100 DEPQOO0OOD03 FAODODD1Z 001 3354 iC (3100.43)
1000272018 FD ADA 201500000025 FAOODDD12 001 1 4 D 55,520.55
1000272018 FD ADA 201500000025 FAOQDODD1Z 001 3 D ETE0.00
1000272018 FD ADA 201500000025 FAOODDD1Z  O0OD1 i C (3780.00)
1000272012 FD ADA 201500000025 FAO00D012 004 2 C (3070.45)
1000272018 FD ADA 201500000025 FAOODDD12 00O 2 D 07045
1000272012 FD ADA 201500000025 FAOQDODD12Z 001 i C (55,520.55)
First Prev Mext Last
Search @B
w General Accounting
Doc Record Date @ go/24/2014 E Ln Func : Mon-Standard ¥
Fiscal Period : 3 Pstng Am : 56.500.00
Fiscal Year : 2015 DriCr:
Budget FY : 2015 Incribecrs : |
Fiscal Quarter : 1 FA Number - FAQODDD12
Event Type : FAD Component - 0001
Event Categary : FA Accounting Line : 1
Pstng Prin: & Posting Line : 2
Fosting Code : FOOZ Run Tm : go/2412014 e
¥ Fund Accounting
Fund : 1300 BSA Type : Ascst L
Sub Fund : Object : gag1
ESA : pa15 Sub Object :
SubBSA : Revenue :
Sub Revenue :
w Organizational
Government Eranch : 02 Section :
Cabinet : 01 District :
Department : A4 Bureau :
Division = 0 Unit : 100
Group : Sub Unit :
P Cost Accounting
» Other Chart of Accounts
¥ COA Rollups
* Document and Disbursement Information
Doc Category © Fa Dioc Commadity Line : 4
Doc Type - Fa Last User ID : Faruki
Doc CD : Fa Disbursement Doc Code : a0
Doc Dept - aaps Disbursement Doc Dept Code © aas
Doc I : 201500000025 Disbursement Doc 1D : 201500000001
Diac Unit Disbursement Vendor Line Mo - 4
Do Wers : 4 Disbursement Accounting Line No : 4
Do Function : 4 Raf Posting Line :
Doc Accounting @ 21894 Ref Type: Memo ¥
Doc Posting Number : 33215 Debt I -

F Miscellaneous

&GAFIS - internal Use only ADOA - GAO
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Fixed Asset History (FAHIST) Table

The Fixed Asset History (FAHIST) Inquiry provides views to both JFACJ and JFAAJ journals using a single
selection query. FAHIST records all documents that have been processed for the asset number, and
provides a history of all the accounting and non-accounting transactions for each individual Fixed Asset
record. When an asset is cancelled, the corresponding Fixed Asset number is removed from the Fixed
Asset Registry tables; although, it remains on the FAHIST table.

A paper clip icon is displayed in the FAHIST grid for the associated Fixed Asset record, indicating
attachments are included. The State records and maintains detailed property information related to the
acquisition of Fixed Assets such as Special Provisions, Warranties, Maintenance Agreements, and
Insurance Information (including Insurable value, Insurance Company Address, Policy Number, Policy
Period (term), Type of Coverage, Coverage Limits, and Premiums). The State also records additional
information related to the disposition of Fixed Assets, such as Police reports. Therefore, to access the
attachment, click the Document ID hyperlink to transition to the document and review the attachment
from the document’s Component line. There are many sections on this table so they are displayed in
groups below.



AFIS MANUAL

Journal Record identification, Responsibility Center, Location, Classification Information sections:

Fixed Asset History

Component Summary

EA Number FA Component Mumber Doc Code Doc Dept Doc ID Document Component Total
~ FADDOOO1Z2 0001 FA AAL 201500000025 $5.500.00
FADDOOO1Z 0001 FD ADA 201500000025 56.500.00
First Prev Next Last
Component Details
Search $ bk
¥ Journal Record Identification
FA Number : FAODDO012 Doc Record Date : 08/24/2014 FN Doc Code :
FA Component Number : 0001 Run Time : 09-24-14 03:52:12 FHN Doc Dept :
Doc Code : Fa Fiscal Period : 2 FN Doc ID :

Doc Dept : aas Last User ID : rfaruki Asset Status :
Doc ID : 201500000025 Asset System Number :
Event Type - FAQT Asset System Description -
74
¥ Responsibility Center
Custodian : Appr Unit : ADOOO11 Task :
Fund : 1000 Object : Sub Task :
Sub Fund : Sub Object : Task Order :
Government Branch : 02 Revenue : Major Program :
Cabinet : 01 Sub Revenue : Program :
Department : ADA Dept Object : Phase :
Division : 0 Dept Revenue : Program Period :
Group : Activity : Location :
Section : Sub Activity : Sub Location :
District : Funection : Assignee Employee Number :
Bureau : Sub Funetion : Assignee Employee Name :
Unit : 100 Reporting : Use Code :
Sub Unit : Sub Reporting : Driver's License Number :
= Location

Location : gop4
Sub Location :
Complex | Building :

Parcel ID :

Floor :

Section :

Room :

Cubicle Number :
Altitude/Elevation :

w Classification Information
Header Asset Description : TEST Fixed Asset Group Category : 25
Fixed Asset Group Class :
A FA Group : 1020
Compaosite Indicator : g FA Catalog : 1020-238
FA Classification Indicator : pormal

FA Type: E

S&GAFIS - internal Use Only ADOA — GAO
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Component Details, Specifications, Cost Valuation and Depreciation, and Disposition Information section

w Component Details
Commodity Code :
Quantity | Units :
Unit of Measure :
Base Asset Flag :
Component Extended Description :

Surface Area :

Asset Impairment :

Property ID :
Property Description :

= Specifications
Mfr Part Number :
Manufacturer :
Product/Category :
Model Number :
Serial Number :
Weight :
Size :
Vehicle Year :
Vehicle Make :
Vehicle Model :

w Cost, Valuation and Depreciation
Depreciation Structure Indicator :
Depreciation Method :
Salvage Value :
Useful Life :
Declining Rate :
Recalculate from Beginning :
Depreciation Amount :

w Disposition Information
Disposition Date :
Disposition Method :
Disposed Units :
Selling Price :
Memo Disposal Value :
Disposition Code : v

Statistical Units :
Statistical UOM :
Plat Number :

Tag Number :
Description 1 :
Description 2 :

“ Survey Data :

s Decal ID :

Specification :
Drawing :

Piece :

Supplier Part Number :
Warranty Type :
Industry Identification :
Barcode :

VIN :

License Plate :

Fuel Type :

Composite Acquisition Date :
Asset Acquisition Date :
Composite In Service Date :
AssetIn Service Date :
Out-of-Service Date :

Final Asset Value :

Final Asset Component Value :
Trade-In Credit :

Appraisal Date :

Appraiser Name :

Options to Purchase Property :
Deed Information :

Disposition Authority :
New Selling Price :

Gain Loss Amount :

Gain Loss Account Type :
Shell Generation Date :
New Statistical Units :

Description 3 ©
Description 4 ©
Description 5 :
Acquisition Method :
Purchasing Authority :
Closing Costs :

Vendor Customer Code :

Vendor Name :

&

Commaodity Specs :

Hazardous Materials :

Permits/Certifications :

Disposal Restrictions :

Document Component Total :
Document Total Amount :
Last Valuation Date :
Valuation Amount :
Received Date :
Replacement Date :
Replacement Type :

Asset Being Replaced :

Replaced Asset Description :

Disposal Reason :

Disposal Condition :

Property Survey Report ID :
Security Incident Report ID :
Police Report ID :

S&GAFIS - internal Use Only ADOA — GAO
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Balance Sheet Codification, Warranty, Repair & Maintenance, and Insurance section

w Balance Sheet Codification

Warranty Action :

Warranty Number :

Warranty Type :

Warranty Name :

Warranty Months :

Warranty Years :

Warranty Start Date :
Expiration Date :

Warranty Agreement Number :
Warranty Description :

Active Indicator :

= Repair & Maintenance

¥ Insurance
MAIC Code :
Insured Value :
Policy Number :
Policy Term Start :
Policy Term End :
Policy Extended End :
Type of Coverage :
Coverage Limits :
Premium :

Repair & Maintenance Action :
Repair & Maintenance Number :
Repair & Maintenance Type :

Repair & Maintenance Name :

Start Date of Repair & Maintenance :
End Date of Repair & Maintenance :
Labor Cost of Repair & Maintenance :
Material Cost of Repair & Maintenance :
Other Cost of Repair & Maintenance :
Total Cost of Repair & Maintenance :
Warranty Agreement Number :
Repair and Maintenance Description :

Repair & Maintenance Performed By :

Repair & Maintenance Inspected By :

BS5A : Sub OBSA :

Sub BSA : Accumulated Depreciation B5SA :

DBSA @ Accumulated Depreciation SESA :
= Warranty

oo

E

Warranty Vendor Code :
Warranty Vendor Name :
Warranty Address ID :
Warranty Address 1 :
Warranty Address 2 :
Warranty City :
Warranty State Code :
Warranty State :
Warranty Zip Code :
Warranty County Code :
Warranty County :
Warranty Country :

]
Warranty Vendor Contact Code :
Warranty Vendor Contact Name :

Warranty Vendor Phone :
Warranty Vendor Fax :
Warranty Vendor Email :

Repair & Maintenance Vendor Code :

Repair & Maintenance Vendor Name :

Repair & Maintenance Address ID :

Repair & Maintenance Address 1 :

Repair & Maintenance Address 2 :

Repair & Maintenance City :

Repair & Maintenance State Code :

Repair & Maintenance State :

Repair & Maintenance Zip Code :

Repair & Maintenance County Code :

Repair & Maintenance County :

Repair & Maintenance Country :

Repair & Maintenance Vendor Contact Code ©
i Repair & Maintenance Vendor Contact Name :
Repair & Maintenance Vendor Phone :

Repair & Maintenance Vendor Fax :

Repair & Maintenance Vendor Email :

7~

Repair & Maintenance Inspection Date :

Fixed Asset History (FAHIST) Table

The Fixed Asset History (FAHIST) Inquiry provides views to both JFACJ and JFAAJ journals using a single
selection query. FAHIST records all documents that have been processed for the asset number, and
provides a history of all the accounting and non-accounting transactions for each individual Fixed Asset
record. When an asset is cancelled, the corresponding Fixed Asset number is removed from the Fixed
Asset Registry tables; although, it remains on the FAHIST table.

Asset Management 21
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A paper clip icon is displayed in the FAHIST grid for the associated Fixed Asset record, indicating
attachments are included. The State records and maintains detailed property information related to the
acquisition of Fixed Assets such as Special Provisions, Warranties, Maintenance Agreements, and
Insurance Information (including Insurable value, Insurance Company Address, Policy Number, Policy
Period (term), Type of Coverage, Coverage Limits, and Premiums). The State also records additional
information related to the disposition of Fixed Assets, such as Police reports. Therefore, to access the
attachment, click the Document ID hyperlink to transition to the document and review the attachment
from the document’s Component line.

Fixed Asset History

Component Summary

FA Number FA Component Number Document ID Document Component Total
~ AQ00000E 0001 FA 0501 SHELOOOOOOO001 $500.00

First Prev Next Last

Component Details
Search @k
w Journal Record Identification

FA Number : apo00008 Doc Record Date : q1/22/2013 FH Doc Code :
FA Component Number : gogq Run Time : 120513 12-24:58 FN Doc Dept :
Doc Code : Fga Fiscal Period : ¢ FN Doc ID :
Doc Dept : g5 LastUser D : ojamer
Doc ID : SHEL 0000000001 Asset System Number :
Event Type : Fap Asset System Description :

= Responsibility Center

Custodian : pay g Appr Unit : Task:
Fund : 2599 Object : Sub Task:
Sub Fund : goop Sub Object : Task Order :
Government Branch : gy Revenue : Major Program ;
Cabinet: spun Sub Revenue : Program :
Department : 231 Dept Object : Phase :
Division : yynaa Dept Revenue : Program Period :
Group : 3000 Activity : Location :
Section 1 v~y Sub Activity : Sub Location :
District : Function :
Bureau Sub Function :
Unit Reporting :
Sub Unit : Sub Reporting :

= Location
Location: gap
Sub Location :

Complex ! Building :
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= Classification Information
Header Asset Description : pUP TRUCK PURCHASE . Fixed Asset Group Category :
Fixed Asset Group Class :
- FA Group: 1gg
Composite Indicator : o FA Catalog: gz
FA Classification Indicator @ pjqrmal

FA Type: g

= Component Details

Commeodity Code : 25190000 Statistical Units : Description 3 :
Quantity / Units : 4 gpoop Statistical UOM : Description 4 :
Unit of Measure : gz Plat Humber : Description 5:
Base AssetFlag: o< Tag Humber : Acquisition Method : wpyg
Component Extended Description : o Description 1 : Purchasing Authority :
Description 2 : Closing Costs : g gp

- Vendor Customer Code : gopoonooze
SULTECEItEaE Vendor Name : HAMRICK STEPHEN L
Asset Impairment: -

P Specifications

= Cost, Valuation and Depreciation

Depreciation Structure Indicator : Fynding Line Asset Acquisition Date : 312013 Document Component Total @ gcop oo
Depreciation Method © ciraight Line Composite In Service Date : Document Total Amount: s5p o

Salvage Value : g og Asset In Service Date : Last Valuation Date :

Useful Life : 5 Depreciation Amount : Valuation Amount :

Composite Acquisition Date : qg/21/2013 Final Asset Value : g5q0 00 Replacement Date :

Final Asset Component Value : z=op 00

= Disposition Information

Disposition Date : Disposition Authority :
Disposition Method : New Selling Price @ gp on
Disposed Units : Gain Loss Amount : g g
Selling Price @ g 00 Gain Loss Account Type :
Memo Disposal Value @ =g g Shell Generation Date : 14;22/2013

Newr Statistical Units :

w Balance Sheet Codification

BSA : 1340 Sub OBSA :
Sub BSA : Accumulated Depreciation BSA : jg45
OBSA : 4309 Accumulated Depreciation SBSA :
B Warranty

P Repair & Maintenance

Top

- FA Component Journal

B\

ﬁ Navigate to the Fixed Asset Registry

Scenario

You want to locate a specific Fixed Asset record on the Fixed Asset Registry Header, Fixed Asset
Registry Component and Fixed Asset Registry Accounting Tables. Use the Jump To field to navigate to
the Fixed Asset Registry tables.

Login to AFIS, On the Primary Navigation Panel, use the Jump to field to locate FARHDR table.
Click Go.
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Fixed Azset Humber : Acquisition Date : B
Summary Asset Value : Last Depreciation Date : B
Aszet Description : # Aszzet System Humber :

Aszset System Description :

FH Doc Code :

Department : FN Doc Dept :

Unit FH Doc 1D :

Activity : Asset Status :
Asset Type:
Asset Group :

Ok Clear Cancel

This will bring up the FARHDR query as well as a Search popup window that allows users to narrow down
the results that are displayed. Records can be searched by Fixed Asset Number, Department, Unit,
Acquisition Date, etc.

Within the Fixed Asset Registry Header (FARHDR) locate a fixed asset entry.

1. Inthe Fixed Asset Number field, enter the Fixed Asset Number, on your student data card.

2. Click Ok to display the results of the search along with the details of the first result.

Fixed Asset Registry Header
Menu Back
Fixed Asset Number Asset Description Department Unit Summary Asset Value
~ STUM0-1.2 TRANSPORTATION BUS - PRISONER VEHICLE 101 (I $250,000.00
First Prew Next Last
Search ¥k
¥ General Information
Fixed Asset Humber: 1) 101- 1.2 Summary Closing Costs @ g0 Aszset Status: 4
Summary Asset Value @ =250 go0.00 Summary Salvage Value : =25 gpo.oo Active
Summary Accumulated Depreciation @ g g Summary Selling Price : =g g
Summary Net Book Value : 5250 goo o0 Historic Asset Cost: <250 goo.oo
Summary Valuation Amount : g g Asset System Humber :
Asset Description : TRaNSPORTATION BUS - . Asset System Description : .
PRISONER VEHICLE
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The Fixed Asset Registry Header (FARHDR) contains the fixed asset number for a fixed asset transaction,
as well as summary information and accounting data for the fixed asset.

Open the remaining sections on FARHDR and view what information was or was not populated.

Fixed Asset Registry Header
Fixed Asset Number Asset Description Department Unit Summary Asset Value
+ STU01-1.2 TRANSPORTATION BUS - PRISONER VEHICLE 101 I $250,000.00
First Prev Next Last
Search | ¥k
b General Information
= Responsibility Center
Custodian : Appr Unit: qp10000 Task:
Fund : gppq Object : Sub Task:
Sub Fund : Sub Object : Task Order:
Government Branch : g2 Revenue : Major Program :
Cabinet: g9 Sub Revenue : Program :
Department : 41 Dept Object : Phase :
Division : 474 Dept Revenue : Program Period :
Group : Activity : Location :
Section : Sub Activity : Sub Location :
Diztrict : Function : Assignee Employee Number :
Bureau : Sub Function : Assignee Employee Name :
Unit : g4 Reporting : Use Code :
Sub Unit Sub Reporting : Driver's License Number :
w Asset Classification
Memo Asset Indicator : [ Composite Indicator : [
Aszset Type: Asset Group Class :

1. Click the Expand All downward facing arrow

2. View the different sections and fields
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Use the link to navigate to the Fixed Asset Registry Component (FARCOMP).

Fixed Asset Registry Component

Fixed Asset Number Component Humber ComponentValue Commeodity Code

~ STU 101 -1.2 1
First Prev Next Last

Search | ¥k

= General Information
Fixed Asset Number: =11 104 -1 2
Component Number: q

Asset Status @ 4

5250 00000 OFUTF

Component Value : =257 goo.oo

Component Accumulated Depreciation @ =g gg

Component Het Book Value :

5250,000.00

Active Historic Asset Cost: =25 ooo.oo
Asset System Number:
Aszset System Description :
= Asset Classification & Location
Classification Indicator @ | adju=tment Location : 1g14
Asset Type: Loc & Dept 101
ehicles

Asset Catalog : 155670 Sub Location :

st L e Complex | Building :

TRAMSIT BUS
Asset Group Class :

Asset Group Category: {4

1. Atthe bottom of the page, click the Fixed Asset Registry Component link. Component level
information for the Fixed Asset number will display.

2. Click the Expand All downward facing arrow
3. View the different sections and fields

Use the link to navigate to the Fixed Asset Registry Accounting (FARACTG).
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At the bottom of the page, click the Fixed Asset Registry Accounting link. Accounting level information

for the Fixed Asset number will display.

Fixed Asset Registry Accounting

Fixed Ascset Mumber
« ST 101 - 1.2 i |
First Prew Mext Last

Search ok

= General Information

Component Number @ -

=¥ Fund Accounting

Funding &FY :

o

Faty b

Funding BFY : -n

Fat,

Fund : znns

Sub Fund :
Department © 5n+
Unit - ooe

Sub Unit :
Appr Unit © 50

Component Humber

Fixed Asset Number : sTU 10

1-1.2

Accounting Line Amount @ z2e0 000 0o

PR R

Accounting Line Amount

250, 0. 0D

Met Book Value @ z2e0 noo o0

Historic Asset Cost @ 22850 000,00

Object

Sub Object -

Revenue :

Sub Revenue :

Dept Object :

Dept Revenue :

General Capital Assets{GCA) Fund :
Responsibility Center Posting :

Accumulated Depreciation :

Selling Price :

uuuuuuuuu

uuuuuuuuu

-

1. Click Expand All downward facing arrow

2. View the different sections and fields

3. Click Home in the Primary Navigation Panel to return to the Home Page

Some of the Fixed Asset reference tables used for the setup of Fixed Asset document processing in AFIS
are listed below. Users must have proper security authorization to update these tables.

= Custodian (CUSD) table -Validates who has custody of the asset. The Custodian field is limited to
10 characters, but additional fields are available to enter Custodian Name and other contact

information.
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= Fixed Asset Capitalization Criteria (FACC) - Defines the minimum capitalization criteria for Fixed
Asset types. The table is used in the evaluation of the Fixed Asset Acquisition/Betterment (FA)
document. Refer to the Fixed Asset Setup and Thresholds topic for more information.

= Fixed Asset Catalog (FACLG) — User defined catalogs that will infer the fixed asset type, fixed
asset group, useful life, and depreciation method.

= Fixed Asset Disposition Method (FADM) — This table contains acquisition codes to reflect
ownership, acquisition, and disposition methods.

* Fixed Asset Group (FAGRP) - Describes Fixed Assets at a more detailed level than asset Fixed
Asset Type.

= Fixed Asset Group Category (FAGCT) - Used for reporting purposes only. Fixed Asset Group
categories are collections of related Fixed Asset group codes.

= Fixed Asset Type (FATP) — Established are specific balance sheet accounts and options to be
associated with each asset type. The FATP table is where asset types are defined as being
depreciable or not.

* Location (LOC) - A user can define location codes and associated address information related to
the location.

=  Sub Location (SLOC) - Allows a user to define the valid sub-location categories for locations in
your system. The sub location is a rollup level for the location. This element is used for reporting
purposes and is optional in the system.
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The Fixed Asset Setup and Creation

Learning Objective
In this lesson, you will:

= |dentify how a Fixed Asset Acquisition document is created

= Differentiate between the Fixed Asset Setup and Threshold tables

Lesson Overview

As mentioned in the previous lesson, the Fixed Asset Acquisition (FA) document must be created
manually. An FA can be created through one of the methods listed below.

= Document Catalog — Manually by accessing the Document Catalog, in Create mode. All data
entry is performed by the user.

= Jump to — User enters the code FA, and clicks Go. The user will be redirected to the Document
Catalog with FA populated in the Code field.

= Document Catalog from a source document — By copying from a previously established FA
document.

Please refer to the Getting Started with AFIS training guide for more information about these document
creation methods.

This lesson will discuss the Fixed Asset Acquisition process.

The Fixed Asset Capitalization Criteria (FACC) page defines the minimum criteria for the capitalization of
a Fixed Asset Type. Once the FA is created, the system checks this table to verify whether the Fixed
Asset should be capitalized or not. Memo assets are not capitalized. If the minimum criteria are not met,
but the recording of the Fixed Asset is desired, then the Fixed Asset must be classified as a memo asset.

Use either the Page Code or Jump to fields to access the FACC table.
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Fixed Asset Capitalization Criteria

Fixed As=zet Type Department Minimum Dollar Threshold Minimum Useful Life

A ALL 55,000.00 0
B ALL 50.00 15
c ALL 50.00 0
] ALL 50.00 0
E ALL %5,000.00 3
F ALL 55,000.00 3
H ALL 55,000.00 1
¥ ALL 55,000.00 5
K ALL 50.00 40
L ALL 50.00 0

First Prev Next Last

Save Undo Delete Insert Copy Paste Search

Fixed Asset Type : | ﬂ

Department: ») | ﬂ
Minimum Dollar Threshold : g5 gop oo

Minimum Useful Life : |g

Y\

ﬁ View the Fixed Asset Setup and Threshold for a Specific Type

Scenario

You want to see the fixed asset setup for the Prisoner Transport Bus. You remember that Prisoner
Transport Bus is part of the V (Vehicle) Fixed Asset Type. Navigate to the FACC table to view the
criteria for Fixed Asset Type V (Vehicle).

Login to AFIS. On the Primary Navigation Panel, use the Jump to field to locate FACC table and use the
Jump to field.
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Jump to; FAEL 4| Gu|

1. Click Go

Review the capitalization criteria for Fixed Asset Type V.

|
I Fixed Asset Capitalization Criteria

Fixed Asset Type Department Minimum Dollar Threshold Minimum Useful Life

M ALL £5.000.00 4]
N ALL £5,000.00 35
O ALL £5,000.00 1
P ALL $0.00 15
Q ALL £100,000.00 1
R ALL £100,000.00 1
S ALL $1.000,000.00 ]
¢ T ALL £5,000.00 ]
i A\ ALL £5,000.00 B
W ALL £5,000.00 50

First Prev. Next Last

Save Undo Delete Insert Copy Paste Search
Fixed Asset Type : |4
Department : 5, |

> >

Minimum Dollar Threshold : 55 000.00
Minimum Useful Life : g

1. Click Next below tE grid
2. Click the record in the grid for Fixed Asset Type V
= Note the Minimum Dollar Threshold is set to $5,000, per Arizona State policy.
*  Note the Minimum Useful Life is set to 5.

3. Click Home in the Primary Navigation Panel to return to the Home Page.
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Acquiring an Asset

Learning Objectives
In this lesson, you will:

Identify the layout and key fields of the Fixed Asset Acquisition (FA) document
Acquire a standard asset using an FA document

Record a donated asset using an FA document

Create a memo asset using an FA document

Research a Fixed Asset record

Lesson Overview

The Fixed Asset Acquisition (FA) document is used to record all newly acquired, contributed (donated),
or memo assets. The FA document are also used to record information about improvements
(betterment) or additions to existing assets, which is covered in Lesson 5: Maintaining an Asset.

Lessons 2 and 3 reviewed how to manually create an FA document. This lesson will expand the concepts
of the FA document, and will review FA documents for the standard acquisition of an asset, an asset
donation, a memo asset and multiple assets.

Documents in AFIS are made up of various components. The FA document contains five components
that are accessible from the Secondary Navigation panel. Figure 1 below, illustrates the relationship
between these.

Header - Stores text that applies to all components of the FA document.

Component — Components list specific attributes of each asset component. Components may be
added during the life of the asset. Upon acquisition, there must be at least one component line.

Warranty - Captures the warranty details for the asset selected on the Component portion of
the document.

Accounting - Each Accounting Line belongs to a corresponding component line, used to record
COA elements for how each asset component was funded. Upon acquisition, there must be at
least one Accounting Line. Each Accounting Line contains an Event Type.

Posting - Represents the postings for each Accounting Line. Posting lines can be reviewed after
validation, but are only updated to budgets and ledgers once the document is submitted to Final
status.
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Figure 2: Fixed Asset Document Component Relationship

Header

From the Component
section, select the
Component Line to see
the corresponding
Accounting Lines and Component Component Component
click Accounting from Line 1 Line 2 Line 3
the Secondary
Navigation Pane.

Warranty Warranty
Line 1 Line 2

The Header lists general information about the document as well as information that applies to the
asset as a whole versus the individual components of the asset.

LENEY SR G BVl Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance || Fixed Asset Intent Reference ||Document Information

Document Name: | PRISONER TRANSPORT BUS e Auto Generate FA Number: [~
Prefix:
Record Date: E
Fixed Asset Number: |5TU 1012 &
Budget FY:
Fixed Asset Description: | TRANSPORTATION BUS - .
Fiscal Year: PRISOMER WEHICLE
Period: -
Document Description: | RECORDING OF THE PRIZOMER “a Document Total: $250,000.00
TRANSPORTATION BUS 8/1/2014 -
Final Asset Value: 3250,000.00
Complex/Building: -
Event Type: | FAD i
- Memo Asset: [
Asset Status: | 1 El Asset System Number: 3'
Asset Status Name: Active Asset System Description: -

Ref Type: Parfial v
The General Information component contains descriptive fields and date information common to most
document Headers. In addition to these common fields are fields for assigning a Fixed Asset Number and
Description. In contrast to other documents, there is an Event Type field in the Header because only one
event type is allowed per document.
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Fixed Asset Header — Extended Document Description
This component contains the standard extended description field that is associated with the document.
It is not an extended description for the asset as it is not stored on any asset information tables.

Fixed Asset Header — Responsibility Center Tab

This component contains many of the same Chart of Accounts (COA) fields found normally on the
Accounting Line plus a Custodian. The Custodian field is a means to assign an individual to the asset in
addition to location fields available in a later section. The COA found in this component are available to
record one of two types of information:

=  Responsibility for the asset in only a reporting sense
= Actual ownership of the asset in an accounting sense

Fixed Asset Header — Composite Asset Information Tab

This component contains many asset definition fields which serve as defaults to the individual
Components of the asset. A Composite Asset flag exists in this component to identify the asset as one
that will have a single setting of the values and they will not differ at the component level. Many of
these fields control depreciation.

Fixed Asset Header — Infrastructure Maintenance Tab
This component contains two amount fields used to define those assets that will be maintained as
Infrastructure and not depreciated in the same manner as other assets.

Fixed Asset Header — Document Information Tab

This component is common to all documents where fields are shown for who and when a document was
initially created. Two additional fields record who was the last to perform a save on the document and
when that occurred.

The Component lists specific attributes of each asset component. Components may be added during the
life of the asset. Upon acquisition, there must be at least one Component Line.

Fixed Asset Component — General Information Tab

This component contains descriptive field which are recorded for informational reporting on the
component. Many fields have specific labels which correspond to descriptive information recorded for
particular types of assets, while others contain a generic 'Description #' label that allows for any State-
specific use.
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Fixed Asset Number Component Number Component Total Units
STU10-1.2 1 5250,000.00 1.00000 T

From 1 to 1 Total: 1 Goto line: Go
= List View
[ TN BN R LG IR G BV L Specifications || Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference n

Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Humber: | 1 $| Tag Number:
Commodity: | 07117 & Base Asset: [V

Units: | 1.00000 Description 1:
Unit of Measure: |E4 4| Description 2:
Description 3:

Final Units:
Description 4:

Surface Area:
Description 5:

Statistical Units:

Fixed Asset Component — Specification Tab

This component contains descriptive fields selected on the Component General Information component.
All the values in this component are entered with information from the referenced purchase order
(GAEIV1) that led to the creation of a Fixed Asset document.

Component General Information [ESJIH{=UT0 B Acquisition Details | Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Manufacturer: Serial Number:
Mfr Part Number: Specification:
Product/Category: Warranty Type:
Model Number: Industry Identification:
Drawing: Barcode:
Piece: Commodity Specs:
Sunnliar Part Niimhar:

InfoAdvantage reports have been created in order to assist your agency in reconciling
between current FA documents and purchases that might still require FA creation. Refer to
section 9.1 — Reports.

Fixed Asset Component — Acquisition Details Tab
This component contains fields to capture acquisition details. The Acquisition Date, Vendor and the
Acquisition Method must be added manually.

Component General Information | Specifications |XsGUENGHEVSETIER Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details

Fixed Asset Intent Reference || Insurance

Acquisition Date: 08/01/2014 Vendor: | AAN15265 &
Acquisition Method: PURC $| Vendor Name: A AND K TRANSPORTATION INC
Purchasing Authority: Alias/DBA:

Memo Disposal Value: 50.00
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Fixed Asset Component — Component Location Details Tab

This component contains the same location information as the Header for recording such details at a
component that may be located at a different location as not all components may be physically attached
to one asset.

Component General Information | Specifications | Acquisition Details Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details
Fixed Asset Intent Reference | Insurance
Location: | 1104 | Sub Location: |
Address 1: Complex / Building: -
Address %
City: —
State: Parcel ID:
Zip: Floor:
County: Section:
Country: Room:
Longitude: Cubicle Humber:
Latitude: Altitude/Elevation:

Fixed Asset Component — Component Classification Details Tab

This component contains many of the same fields found on the Header for asset definition that will
control depreciation. Other fields include the Fixed Asset Classification field, which controls how the
asset is recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that
will be used for the asset.

Component General Information | Specifications | Acquisition Details | Component Location Details [EenhilGEh ASEERI NN Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details

Fixed Asset Intent Reference || Insurance

Fixed Asset Classification: Adjustment = BSA: 0811
Fixed Asset Catalog: | 1555-70 &| Sub BSA:

Fixed Asset Type: | & OBSA: 3510
Fixed Asset Group: | 1558 3| Sub OBSA:

Accum Depr BSA: 0865
Useful Life: |7

Accum Depr Sub BSA:

In Service Date: | 02/01/2014 =
Out-of-Service Date: =
Received Date: =

Fixed Asset Component — Cost, Vaaluation, and Depreciation Tab

This component contains several information fields for reporting needs, additional fields to control
depreciation, and amount fields to display an amount for the component prior to and after closing costs
are accounted for.

Component General Information | Specifications | Acquisition Details | Component Location Details | Component Classification [{e{eIYMVEIIET) - WolToJTRE LT

FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Component Total: $0.00 Valuation Date: 351
Final Component Value: $0.00 Valuation Amount:

Closing Costs:  $0.00

Replacement Date: i)
Depreciation Method: | Not Applicable ﬂ Replacement Type: ﬂ
Depreciation Structure: Not Applicable il Trade-n Credit:

Salvage Value: | $0.00 Appraisal Date: B3

Declining Rate:

Anpnnraiser Name:

Fixed Asset Component — Fixed Asset Payment Request Tab
This component contains document information for the Payment Request that led to a component.
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Fixed Asset Component — Internal Sale Details Tab

This component contains fields identifying the previous asset number and component of a component
sold internally. Amounts are also displayed to provide details on the sale that originated in the Internal
Disposition.

Fixed Asset Component — Insurance Tab
This component contains fields identifying the insurance related information for the asset.

Component General Information | Specifications | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details
Fixed Asset Intent Reference
MAIC Code: ﬁ Policy Number:
Name: Policy Term Start: E
Address 1: Policy Term End: B
Address 2: Policy Extended End: B
City: Type of Coverage: @&

State: Coverage Limits:
County: Premium:
Country:

Zip:

Insured Value:

The Auto Apply button is found on all Fixed Asset documents, except the FA and FRM documents. It is
located on the Header and Component components of each document.

Once a user enters the Fixed Asset Number on the document, click Auto Apply to transfer information
into the document from the Fixed Asset Registry tables. This functionality saves data entry, by auto
populating fields.

A user clicks the Auto Apply button on the document Header to infer the component and Accounting
Lines associated with the selected Fixed Asset Number. When users modify or cancel an asset, they will
have the option of modifying or canceling only a single component or the entire asset, which includes all
components associated with the Fixed Asset Number. To modify or cancel the entire asset, users can
Auto Apply information at the Header line. If users only want to modify or cancel a component, they
should Auto Apply information at the Component line.
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This component captures the warranty details for the asset selected on the Component portion of the
document.

Warranty, Fixed AssetNumber: _ Component Number: A Warranty Number:
FA Warranty Type: MANUFACTURERS & Warranty Vendor Code: 2
Manufacturer's Warranty Warranty Vendor Name:
Warranty Agreement Number: Warranty Address ID: @‘
Warranty Description: Warranty Address 1:
Warranty Address 2:
4
Warranty City:
Warranty Years: iy
Warranty State Code: @
Warranty Months: =
Warranty State:
Warranty Start Date: 5 &
Warranty Zip Code:
Warranty Expiration Date: ) JE
Warranty County Code: &
Warranty County:
Warranty Country: @‘
Warranty Vendor Contact Code: &

The FA Accounting component lists the Chart of Accounts (COA) details for how each asset component
was funded. Upon acquisition, there must be at least one Accounting Line.

Accounting Lines are not just who funded an asset, but can also be who ‘owns’ or is ‘responsible’ for an
asset. The distinction between the two is based on the Responsibility Center Posting value, found on the
Accounting Line. If set to No, then the COA of the Accounting Line records not only the funding source of
the component but also who is responsible in an accounting sense because the asset account is
recorded with those COA. If set to Yes, then the COA at the Accounting Line only records who funded an
asset. The COA in the Responsibility Center component of the Header are overlaid onto the Accounting
Line COA at the Posting Line level to record who is responsible for the component in an accounting
sense.

Fixed Asset Accounting — General Information Tab

This component contains descriptive fields and date information common to most document Accounting
Lines. In addition to these common fields are fields for defining a Funding Fiscal Year and Budget Fiscal
Year for reporting purposes. The Event Type field in this component is protected as it defaults from the
Header. The Responsibility Center Posting field exists in this component to record the default value from
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the Fund table or record a manually entered value when allowed by the Fund table.

Accounting Line Line Amount Event Type Responsibility Center Posting
1 $250,000.00 FAO1 Yes W
From 1 to 1 Total: 1 Goto line: Go
= List View
N EWINGL B References | Fixed AssetIntent Reference || Fund Accounting | Detail Accounting ﬂ

Event Type: FAQ1 Budget FY:
Accounting Template: tl Fiscal Year:
Line Description: - Period:

Funding Fiscal Year: 2015

Funding Budget FY: | 2015
Line Amount: | $250,000.00 Responsibility Center Posting: ves
Internal Sale Gain/Loss Amount:

Historic Asset Cost:

Accum Depr Amount: $0.00

Fixed Asset Accounting — References Tab

This component includes references to a Purchase Order (GAEIV1), Payment Request, and Disbursement
Document that led to the acquisition of an asset.

Fixed Asset Accounting — Fund Accounting Tab

This component contains the COA fields common to the component as found on other documents. Two
additional fields for the Pending BSA and Pending Sub BSA exist as protected fields to display the values
used on the Disbursement in the References component. The document will use them to back out the
pending account.

General Information | References | Fixed Asset Intent Reference Dretail Accounting
Fund: | 5010 | Object: | OBSA: 4|
Sub Fund: | Sub Object: | Sub OBSA: |
Department: | 110 4| Revenue: 4| Pending BSA:
Unit: | 0110 il Sub Revenue: il Pending Sub B5A:
Sub Unit 4| BSA: 4| Dept Object: &
Appr Unit: | 1100000 4| Sub BSA: 4| LEPHETEITE 2|

The Posting Component of the document lists the system-generated details used to recognize the
financial impact of a specific Accounting Line. If a Fixed Asset document has an accounting impact, the
system uses the posting line information to update the Fixed Asset and General Accounting journals and
other accounting tables. The fields and components on this page are like those of other documents with
the addition of a component to provide the Fixed Asset Number and Component Number.
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Posting Jotal bines:
Line Eunction Deb\? Posting Debi_t Post\pg Name Debit Amount )
Credit Posting Credit Posting Name Credit Amount
. TS Fooz2 Fixed A.ssei 5250,000.00
FO12 Net Adjto FA $250,000.00
= List View
Asset Information | Fund Accounting | Detail Accounting ﬂ
Run Time/Date: 10/22/2014 Budget FY: 2015
Record Date: 10/21/2014 Fiscal Year: 2015
Journal Posting: Mot Ready Period: 4
Budget Posting: Mot Ready Post Pair ID: E
Bank Account: Line Amount: $250,000.00
BSA Type Indicator: Asset Posting Amount: $250,000.00
OBSA Type Indicator: Equity Closed Amount: £0.00

FA Document Data Entry

Each FA document component requires information and/or verification. This topic describes the data
entry requirements for FA documents. To create a manual Fixed Asset Acquisition document, use the
Document Catalog.

To navigate within a document, a user can either click the component name at the bottom of the
document, or use the Document Navigator. The Document Navigator will be used in this training guide.

The Header component lists general information about the document, as well as information that
applies to the asset as a whole, versus the individual component lines (located in the Component
component) of the asset.

Fixed Asset Header — General Information Tab

The General Information tab contains descriptive fields and date information common to most
document Headers. In addition to these are fields for assigning a Fixed Asset Number and description.
Unlike other documents, the Event Type field is located in the Header, since only one event type is
allowed per FA document.

The following fields in the General Information tab are used in AFIS.
=  Document Description — A description is optional for this document.

= Auto Generate FA Number - When selected, this field creates a system-generated Fixed Asset
Number with Event Type of FAQ1. This check box should not be selected for betterments, which
are added to an existing asset.

= Prefix - When associated with an Auto Fixed Asset Numbering record, it is the prefix of up to 4
characters and numbers that will appear at the beginning of a generated Fixed Asset number
with that prefix.
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® Fixed Asset Number — This number is filled in, if not using the Auto Generate FA Number.
=  Fixed Asset Description - This is a required field used to describe the asset.

= Event Type - Will default to FAO1 (Acquire a Fixed Asset). Users may override the default Event
Type code to accommodate different business functions. Refer to Table 1: Allowable Event
Types for Fixed Asset Documents.

= Memo Asset - Assets that may be tracked as part of the asset inventory without any net
accounting impact by flagging the asset as Memo in the Header. Memo assets have no net
accounting impact and may be used to record assets and stewardship items that do not meet
capitalization threshold requirements. This field flags the asset as a Memo on Fixed Asset tables
such as FARHDR, FARCOMP and FARACTG.

Several amount fields appear on the General Information tab, which do not require data entry. The
Document Total is the total dollar amount of the FA document. If an FA document updates the asset
acquisition cost, the Final Asset Value reflects the updated amount. This is the summarized amount for
all asset components.

|liCadEL
Extended Doc Description || Responsibility Center | Composite AssetInformation | Infrastructure Maintenance || Fixed Asset Intent Reference |Document Information
Document Name: | PRISONER TRANSPORT BUS - Auto Generate FA Humber: [~
. Prefix:
Record Date: | Fixed Asset Humber: |STU 10-1.2 i

Budget FY:
Fixed Asset Description: | TRANSPORTATION BUS -
Fiscal Year: PRISOMER WEHICLE

Period:

Document Description:  RECORDING OF THE PRISONER

Document Total: $250,000.00
TRANSPORTATION BUS 8/1/2014 -

Final Asset Value: $250,000.00
Complex/Building:
Event Type: |FAD1 A
~ Memo Asset: [
Asset Status: | 1 - Asset System Number: .

Asset Status Name: Active Asset System Description:

Fixed Asset Header — Responsibility Center Tab

The Responsibility Center tab contains many of the same COA fields found on the Accounting Line, in
addition to the Custodian field that is used to enter who is responsible for the asset. The COA elements
found in this tab record information for either:

= Responsibility for the asset in only a reporting sense
= Actual ownership of the asset in an accounting sense

The distinction between the two is based on the Responsibility Center Posting value, found on the
Accounting Line. If set to No, then the COA elements of the Accounting Line record not only the funding
source of the component, but also who is responsible in an accounting sense. If set to yes, then the COA
at the accounting line records only who funded an asset purchase. The COA in the Responsibility Center
tab of the Header will override the Accounting Line, at the posting line level, to record who is
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responsible for the component in an accounting sense. The default for the Responsibility Center Posting
field is blank.

The following fields in the Responsibility Center tab are used in AFIS:
=  Fund - the identification code associated with a fund record

= Department - an identification code assigned to a central organizational level element where
the decentralized structure is set

= Unit - an identification code assigned to the lowest organizational level in the main
organizational structure

=  Appr Unit - an identification code assigned to a single appropriation unit

Header =
General Information | Extended Doc Description Composite Asset Information || Infrastructure Maintenance | Fixed Asset Intent Reference | Document Information -
Custodian: & Revenue: & Task: &
Accounting Template: & Sub Revenue: & Sub Task: &
Fund: & Dept Object: & Task Order: &
Sub Fund: a Dept Revenue: & Major Program:
Department: a Activity: & Program: &
Unit: a Sub Activity: & Phase: &
Sub Unit: & Function: & Program Period: 2
Appr Unit: 4| Sub Function: 2| Location: &
Object: & Reporting: & Sub Location: &
Sub Object: 2 Sub Reporting: 2 Assignee Employee Number: .
A save | 5 Undo Fixed Asset Equity Sources

Fixed Asset Header — Composite Asset Information Tab

The Composite Asset Information tab contains many asset definition fields that serve as defaults to the
individual asset component lines. The Composite Asset flag is used to identify if the asset has a single set
of values (not differing at the Component level). This is typically used when processing an Infrastructure
asset. Many of these fields control depreciation. Do not populate this tab on the Header, if you have
multiple Component lines and do not want them to depreciate from the Header level values.

The following fields in the Composite Asset Information tab are used in AFIS:

= Composite Asset - Value is inferred from the FA Header and identifies whether the asset should
be treated as a composite asset for depreciation purposes. Composite assets are depreciated
based on Header-level depreciation attributes.

= Fixed Asset Catalog - Upon clicking Save, the Fixed Asset Type, Fixed Asset Group, Depreciation
Method and Useful Life fields to be inferred from Fixed Asset Catalog (FACLG) table.

= Fixed Asset Type - Examples include: Buildings, Equipment, Land, and Vehicles. These values are
stored in the Fixed Asset Type (FATP) table.

= Fixed Asset Group - This field further classifies this asset and is filtered by the Fixed Asset Type
entered. These values are stored in the Fixed Asset Group (FAGRP) table.
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Depreciation Method - Valid options: Not Applicable, Straight Line, Manually Computed, and
Modified. If the asset type is not depreciable, select Not Applicable.

Useful Life - This field is required if the asset type is depreciable. The Depreciation Indicator is
selected on the Fixed Asset Type (FATP) table. Useful Life is not allowed if the Fixed Asset Type is
not depreciable. Enter the estimated useful life of this asset as a positive integer expressed in
years. Useful Life is used in depreciation calculations to apportion total depreciation to each
year of an asset's useful life.

Acquisition Date - This date represents the date the capitalized goods or services were acquired
or received.

In Service Date - The date the asset was entered into service.

General Information | Extended Doc Description | Responsibility Center eyl GGy EUl LI Infrastructure Maintenance

Fixed Asset Intent Reference || Document Information

Composite Asset: Acquisition Date: gz
Fixed Asset Catalog: 4@ In Service Date: /3
Fixed Asset Type: @ Out-of-Service Date: /|
Fixed Asset Group: 2 Valuation Date: =]
Depreciation Method: v Summary Valuation $0.00
Amount:
Depreciation Structure: v Summary Salvage $0.00
Value:
Useful Life: Asset Impairment:

Declining Rate:

The Component of the FA document lists specific attributes of each asset component. Upon asset
acquisition, there must be at least one component line. Components may be added during the life of the

asset.

Fixed Asset Component — General Information Tab
The following fields in the General Information tab are used in AFIS. Users need to select Insert New
Line, before entering information in this tab.

Component Number - Each component line should have a unique number (for example: 0001,
0002, etc.).

Units - The number of units being acquired is listed.

Unit of Measure - The identification code is assigned to the unit of measure. See the Unit of
Measure (UOM) table for valid values.

Base Asset - This field is automatically selected on new assets.

Extended Document Description - This is a 1,500-character text field to provide additional
information about the Commodity or asset.
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Loyl B s el Specifications | Acquisition Details

Fixed Asset Intent Reference | Insurance

Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Interr

Component Humber: | 1

Final Units:
Surface Area:
Statistical Units:
Statistical UDM:
Plat Humber:

Survey Data:

Decal ID:

Commeodity: 07117

Units: | 1.00000

Unit of Measure: E4

Tag Humber:

Base Asset: v

Description 1:
Description 2:
Description 3:
Description 4:
Description 5:

Property ID:

Property Description:

Extended Description:

Fixed Asset Component — Specification Tab

The Specification tab contains descriptive fields regarding the Commodity selected. All the values in this
tab are entered from the referenced purchase order (GAEIV1).

Note: Users must complete required fields for IT assets. Please see the IT specific requirements

located in the appendix.

Component General Information

Fixed Asset Intent Reference | Insurance

Acquisition Details | Component Location Details | Component Classification || Cost, Valuation & Depreciation | FAPR Reference | Internal

Manufacturer:
Mfr Part Humber:
Product/Category:
Model Number:
Drawing:

Piece:

Supplier Part Humber:
Weight:

Size:

Vehicle Year:
Vehicle Make:
Vehicle Model:

VIN:

TRANSPORT XvZ

123456ABCDEF12AB3

Serial Number:
Specification:
Warranty Type:
Industry Identification:
Barcode:

Commaodity Specs:

Hazardous Materials:

Permits/Certifications:

S Year Ful Warranty Parts and Labor -

Fixed Asset Component — Acquisition Details Tab
The following fields are located in the Acquisition Details tab and are used in AFIS.

= Acquisition Date - represents the date the capitalized goods or services were acquired or

received

=  Acquisition Method - used to note how the asset was acquired

= Vendor - inferred from the referenced payment document

=  Vendor Name - inferred from the vendor number
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Component General Information | Specifications [EEWHENGIEVEEIEN Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details

Fixed Asset Intent Reference || Insurance

Acquisition Date: 02/01/2014 iz Vendor: | AAN15285 &
Acquisition Method: PURC & Vendor Name: A AND K TRANSPORTATION INC
Purchasing Authority: Alias/DBA:

Memo Disposal Value: 3000

Fixed Asset Component — Component Location Details Tab
The Component Location Details tab contains the location information for a component. To enter a
location, enter it on the Location field or select it from the pick list.

Component General Information | Specifications | Acguisition Details |ENWOEL ISREHTONVEEIEN Component Classification | Cost, Valuation & Depreciation || FAPR Reference | Internal Sale Details

Fixed Asset Intent Reference || Insurance
Location: | 1104 & Sub Location: 4|
Address 1: Complex / Building:
Address 2:
City:
State: Parcel ID:
Zip: Floor:

County: Section:

Country: Hoch

Longitude: Cubicle Number:

Latitude: Altitude/Elevation:

Fixed Asset Component — Component Classification Tab

The Component Classification tab contains many of the same fields found on the Header that control
depreciation for Composite Fixed Assets. Other fields include the Fixed Asset Classification field, which
controls how the asset is recorded for accounting purposes, as well as fields to record the Balance Sheet
Accounts that will be used for the asset.

The following fields in the Component Classification tab are used in AFIS.

Fixed Asset Classification - Manually entered assets are usually entered as an Adjustment. Options
include the following:

=  Contributed - The offset balance sheet updates the Contributed Offset Balance Sheet Account
defined by the Fixed Asset Type (FATP).

= Adjustment - The offset balance sheet updates the Net Adjustment Asset BSA defined by the
posting code. If there is no reference information (payment and disbursement), then select this
option.

= Memo - The balance sheet updates the Memo Balance Sheet Account defined by the asset type
on FATP. Fixed Asset memo balances are carried forward from year to year until the asset is
disposed, unlike the memo accounts on the Balance Sheet Account table that are temporary.

= Normal - This option is only used on Shell-generated FAS documents. Do not use this option if
manually creating an FA document.
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The following fields are identical to those on the Header component, Composite Asset Information tab.
If specifying this information for different component lines, this information should be entered on the

Component.
1. Fixed Asset Catalog
2. Fixed Asset Type — infers from the FA Catalog
3. Fixed Asset Group — infers from the FA Catalog
4. Useful Life —infers from the FA Catalog
5. In-Service Date
Component General Information | Specifications | Acquisition Details | Component Location Details Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Detail
Fixed AssetIntent Reference | Insurance
Fixed Asset Clagsification: Adjustment - BSA: 02811
Fixed Asset Catalog: 155670 3 Sub BSA:
Fixed Asset Type: |V & OBSA: 3610
Fixed Asset Group: | 155 ﬁ Sub OBSA:
Accum Depr BSA: 08585
Useful Life: |7
In Service Date: |08/01/2014 i) e
Out-of-Service Date: B
Received Date: B

Fixed Asset Component — Cost, Valuation & Depreciation Tab
The Cost, Valuation & Depreciation tab contains several fields for reporting needs, to control
depreciation, and amount fields.

The following fields in the Cost, Valuation & Depreciation tab are used in AFIS.

Salvage Value - This is an estimate of the asset's resale or scrap value at the end of its useful life.
The portion of the asset represented by Salvage Value is not subject to depreciation. This is
inferred based on the applicable Fixed Asset Catalog.

Depreciation Method — This field contains options including: Straight Line, Manually Computed,
Modified and Not Applicable. The only depreciation method supported for automated
depreciation is Straight Line. Modified can only be used when the asset is flagged as a
Composite Asset on the Header. This will infer from the Fixed Asset Catalog.

Depreciation Structure - This field is required if the asset type Depreciation Indicator is selected
on the Fixed Assets Type (FATP) page. This indicates which Chart of Accounts elements should
be used on the depreciation posting lines. Valid values are Not Applicable, Funding Line, and
Responsibility Center. Responsibility posting must be allowed on the Fund table for the specific
fund and must be consistent with the selection in the responsibility center posting field on the
Accounting tab, General Information tab.
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Component Total Linesiy . Fixed Asset Numbers .. Component Number;

Component General Information | Specifications | Acquisition Details | Component Location Details | Component Classification el SAVEIITEL] KWL I CIHENTY

FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference || Insurance

Component Total: $0.00 Valuation Date: B

Final Component Value: $0.00 Valuation Amount;

Closing Costs: | $0.00 Replacement Date: |

Depreciation Method: v
Replacement Type: v

Depreciation Structure: v .
Trade-In Credit:

Salvage Value: | $0.00 Appraisal Date: =

Declining Rate: Appraiser Name:

Options to Purchase
Property:
Deed Information:

The Warranty section tracks the warranty of an asset. This component captures the warranty details for
the asset selected on the Component of the document. If a Warranty is already set up in AFIS on the FA
Warranty Type (FAWTYP) table, use the pick list to select it. If the warranty is not already set up on the

FA Warranty Type (FAWTYP) table, enter the warranty information on the FA document and submit it to

final. Once it is final phase, a new record is inserted on the Fixed Asset Warranty (FAWR) table.
[ wamany  FixcdAssetNumber: STU10-12 ComponentMumber: 1 FAWarrantyMumber: |

FA Warranty Type: | MANUFACTURERS 4| Warranty Vendor Code: 4|
Manufacturer's Warranty Warranty Vendor Name:
Warranty Agreement Number: | 5TU 110 -12 Warranty Address ID: &

Warranty Description: - Warranty Address 1:

Warranty Address 2:

Warranty City:
Warranty Years: | 5
Y Varranty State Code: Al
Warranty Months: | 60

Warranty State:

Warranty Start Date: | 02/01/2014 B "
Warranty Expiration Date: | 07/31/2024 = W Wﬂ:a;'t" ZI: ZD:E: 4
arranty County Code: &
Wiarranty County:
Warranty Country: |
Warranty Vendor Contact Code: 3|

Warranty Vendor Contact Name:

The Accounting component records the Chart of Accounts (COA) information used when posting the
document to the ledgers, and performs updates to the applicable budgets. Upon acquisition, there must
be at least one Accounting Line. If there is more than one funding source (for example, federal and
state), enter multiple Accounting Lines for each source.

The General Information tab contains descriptive fields and date information common to most
document Accounting Lines. In addition to these fields, there are fields for defining a funding fiscal year
and budget year for reporting purposes.

Users are required to create a new Accounting Line before entering information in this component.

The following fields in the General Information tab are used in AFIS.
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1. Event Type — Used to signify what posting codes will be used, and also bring in specific data
entry rules for referenced transactions, customer codes, vendor codes, and all defined Chart of
Accounts elements. The Event Type field in this component is protected as it defaults from the
Header component.

2. Accounting Template — Simplifies accounting information entry. Accounting templates provide
the ability to save frequently used COA data for use in subsequent document creation. These
templates are used to populate fund and detail accounting elements on documents. If an
accounting template is not used, enter the COA information in the Fund Accounting and Detail
Accounting tabs of the document.

3. Line Amount — This field contains the asset value in a dollar amount.

4. Funding Fiscal Year — The Accounting Fiscal Year associated with the funding used to acquire an
asset.

5. Funding Budget Fiscal Year — The Budget Fiscal Year associated with the funding used to acquire
an asset.

6. Responsibility Center Posting — This flag indicates whether the fund can use the responsibility
center posting functionality. It must be flagged if the depreciation structure is Responsibility
Center on the component tab, Cost, Valuation and Depreciation component.

Accounting Line Line Amount Event Type Responsibility Center Posting
1 $250,000.00 FAD1 Yes m
From 1 to 1 Total 1 Goto ne: Go
= List View
[ EICLICY YL References | Fixed Asset Intent Reference | Fund Accounting | Detall Accounting n
Event Type: FAD1 Budget FY:

Accounting Template: ﬁ Fiscal Year:
Line Description: . Beriod
Funding Fiscal Year: 2015
Funding Budget FY: 2015
Line Amount: | £250,000.00 Responsibility Center Posting: ves

Internal Sale Gain/Loss Amount:

Historic Asset Cost:

Accum Depr Amount: $0.00

Fixed Asset Accounting — Fund Accounting Tab
The Fund Accounting tab contains COA elements. Table 2 describes the COA elements found in the Fund
Accounting tab.

Table 2: COA Elements on Fund Accounting Tab

Chart of Accounts Notes
(COA) Element

Fund Required COA
Object Not required COA
Department Required COA
Unit Required COA
Appr Unit Required COA
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General Information | References | Fixed Asset Intent Reference Detail Accounting
Fund: 5010 4| Object: 4| OBSA: 4|
Sub Fund: | Sub Object: | Sub OBSA: |
Department: | 110 i. Revenue: i' Pending BSA:
Unit: | 0110 | Sub Revenue: | Pending Sub B3A:
Sub Unit: | BSA: 4| Leptobject &
Appr Unit: | 1100000 4 Sub BSA: 4| Dept Revenue: &
Fixed Asset Accounting — Detail Accounting Tab
This component contains the COA fields common to the component as found on other documents.
General Information | References || Fixed Asset Intent Reference | Fund Accounting
Location: ﬁ- Reporting: @- Major Program:
Sub Location: 2- Sub Reporting: i\ Program: i‘
Activity: 4| Task: A Phase: &
Sub Activity: 4| Sub Task: il Program Period: &
Function: 4| Task Order: 4|
Sub Function: 3.
The Posting component lists the financial impact of a specific Accounting Line. User entry in this
component of the document is not required. Each Accounting Line has its own posting line. Users can
click the eye icon to view posting details after the document has been validated, as discussed in the
Document Validation and Submission section, below.
The Fund Accounting and Detail Accounting tabs contain specific Chart of Accounts elements, for this
document.
If a Fixed Asset document has an accounting impact, the system uses the posting line information to
update the Fixed Asset, general accounting journals, and other accounting tables.
| Posting dotalLnes) B
SR
F002 Fixed Asset $250,000.00
1 Non-Standard iz Net Adjto FA ss000000
From 1 to 1 Totak 1 Goto ling: Go|

When a user clicks the Validate button, the system will check for errors on the document. If any errors
exist, the user should correct the errors and click the Validate button again. If the validation is
successful, the following message displays in the upper left corner of the screen: Document validated
successfully

After validation, a user may navigate back to the Header to view the auto-generated Fixed Asset
Number for those FA Documents with an Event Type of FAQ1. Betterments (Event Type of FA02) do not
generate a new Fixed Asset Number, as they are bettering an existing asset, which already has a Fixed
Asset Number.

&GAFIS - internal Use Only ADOA — GAO 9/01/2019 V6.0 Asset Management 49




AFIS MANUAL

After any errors are resolved, the user should click the Submit button to submit the document for
approval. If the submission is successful, the following message displays in the upper left corner:
Document submitted successfully - Pending Approval.

Standard purchases refer to the acquisition of a Fixed Asset. As previously mentioned, the Fixed Asset
Acquisition (FA) document is used to record all newly acquired Fixed Assets. In the Capture Warranty,
Labor and Material Costs Section., we discussed the fields on the FA document. To create a manual FA
document, use the document catalog.

Y\

&, Manually Create a FA Document

Scenario

Your department records the purchase of a Harley Davidson Motorcycle for the amount of $6,500.
Create a FA manually, via the Document Catalog, and access the Fixed Asset Registry to view your
newly created asset information.

Login to AFIS and create an FA document from the Document Catalog.

1. Click Search from Secondary Navigation Panel

2. Click Document Catalog

Document Catalog

Search &k

w Document ldentifier
Code: Fa Ak | Unit:
Dept.: 104 ID:

= Other Options
Auto Numbering @ | [
Create Template : [~

Cre aie

denu

3. Click Create
4. In Code field, enter FA
5. In Dept. field, enter your student data card information

6. Check Auto Numbering check box
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7. Click Create

Complete the General Information tab in the Header component.

When the document is created, a new Document ID is generated. The document is shown as Ver: 1,
Function: New, Phase: Draft.
Write down the Document ID here.

w

LT EIRL I lanEULG Extended Doc Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Fixed Asset Intent Reference | Document Information

Document Name: s Auto Generate FA [
- Humber:
Record Date: B Prefix:
Budget FY: Fixed Asset Humber: | STU1-HARLEY i
Fiscal Year: Fixed Asset Description: | MOTORCYCLE - HARLEY
Period:
Document Description: | Acguisition of a Purchased o
Motorcycle. - Document Total: $0.00
Complex/Building: = Final Asset Value: S0.00
Event Type: | FA01 ﬁl
Memo Asset: [
Asset Status: 4~ |
= Asset System Humber: &I

1. In Fixed Asset Number field enter your student data card information

2. In Fixed Asset Description field, enter Motorcycle - Harley

3. In Document Description field, enter Acquisition of a Purchased Motorcycle
4. Ensure Event Type is set to FAO1

Complete the Responsibility Center tab in the Header component. Click the Responsibility Center tab.

General Information || Extended Doc Description) IEEEPMUETNVESI I [(Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference || Document Information
Custodian: ﬁl Revenue: ﬁl Task: ﬁl
Accounting ﬁl Sub Revenue: ﬁl Sub Task: ﬁl
Template:

Dept Object: A | Task Order: i |
Fund: | 5001 hin| = =

Dept Revenue: A | Major Program:

Sub Fund: ﬁl =
Activity: 4| Program: A |
Department: | 101 &I = =
Sub Activity: i | Phase: |
Unit: | 0101 | — =
Function: 2 | Program Period: 4|
Sub Unit: | = =
. Sub Function: 4| Location: &)
Appr Unit: | 1010000 A

Reporting: 4 | Sub Location: 4|
Object: a | s pin

Sub Reporting: 4| Assignee Employee

Sub Object: &I = Number:

Assignee Employee

Hame:

1. Inthe Fund field, enter your student data card information

2. Inthe Department field, enter your student data card information
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3. Inthe Unit field, enter your student data card information.
4. Inthe Appr Unit field, enter your student data card information.

Complete the General Information tab in the Component.

1. Click the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode

(o] L I A Y TR (i nEL T M| Specifications | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & [

FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance
Component Number: | 01 _@\ Tag Number:
Commodity: 07156 | Base Asset: ¥
Units: | 1.00000 Description 1:
Unit of Measure: EA 3\ Description 2:
Final Units: Description 3:

2. Click Component from the Secondary Navigation panel
3. Click Insert New Line

4. In Component Number field, enter 01

5. In Commodity Code field, enter 99999

6. In Units field, enter 1

7. In Units of Measure field, enter EA (Each)
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Complete the Specifications tab. Click the Specifications tab.

| Component

T

Manufacturer:
Mfr Part Humber:
Product/Category:
Model Number:
Drawings:

Piece:

Supplier Part Number:

Weight:

Size:

Vehicle Year:
Vehicle Make:
Vehicle Model:
VIN:

License Plate:

Fuel Type:

HARLEY DAVIDSON

HEF00

2014

WVARDOM12345

UNL e

—a

Unleaded Gasoline

1. In Manufacturer field enter Harley Davidson

2. In Model Number enter H6700

3. In Vehicle Year enter 2014

4. In VIN enter VAROOM12345

5. From Fuel Type pick list, select UNL

Complete the Acquisition Details tab. Click the Acquisition Details tab.

Cost, Valuation & Depreciation

Internal Sale Details

Fixed Asset Intent Reference

Component General Information || Specifications [eHENGHREETER Component Location Details | Component Classification
FAPR Reference

Insurance

Acquisition Method: PURC

Purchasing Authority:

Memo Disposal Value:

Acquisition Date: | 10/01/2014 =

4|

Vendor:

Vendor Hame:

Alias/DBA:

2|

1. In Acquisition Date field, enter 10/01/2014

2. In Acquisition Method field, enter PURC for purchase
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Complete the Component Location Details tab. Click the Component Location Details tab.

Component General Information | Specifications | Acquisition Details [Esdpl gl RS CTEE C omponent Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference || Insurance

Location: 1014 | Sub Location: | 001 A |

1. In Location field, select Location A from your student data card information
2. In Sub Location field, select Sub Location 001 from your student data card information

Complete the Component Classification tab. Click the Component Classification tab.

Component General Information || Specifications | Acquisition Details | Component Location Details | g]ode]il= i §WEEET et )]
Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance
Fixed Asset Adjustment - BSA: 0811
Classification:
Sub BSA:
Fixed Asset Catalog: | 1070-12 |
OBSA: 3810
Fixed Asset Type: |V |
e = Sub OBSA:
Fixed Azzet Group: | 1070 il Accum Depr BSA: 0855
Useful Life: |5 Accum Depr Sub BSA:
In Service Date: | 2/17/2015 B
Out-of-Service Date: =
Received Date: E

1. From Fixed Asset Classification drop-down list, select Adjustment
2. In Fixed Asset Catalog field, enter 1070-12
3. InIn Service Date field, enter 06/01/2015

4. Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, Depreciation Method and Useful
Life fields are inferred from the Fixed Asset Catalog (FACLG) table.

Complete the Cost, Valuation & Depreciation tab. Click the Cost, Valuation & Depreciation tab.

1. Verify the Depreciation Method field is set to Straight Line

2. Inthe Depreciation Structure drop-down list, select Responsibility Center
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Component General Information

Specifications

Acquisition Details

Component Location Details

Component Classification

(oS MTEIDELLL R ETICTEEN M FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Total:
Final Component Value:

Closing Costs:
Depreciation Method:
Depreciation Structure:
Salvage Value:

Declining Rate:

$0.00
$0.00

$0.00
Straight Line
Responsibility Center ¥

650.00

L]

Valuation Date:
Valuation Amount:
Replacement Date:
Replacement Type:

Trade-In Credit:

Appraisal Date:

Appraiser Name:

=

Complete the General Information tab of the Accounting component. Click Accounting from the

Secondary Navigation

panel.

NI ST EU - Feferences || Fixed Asset Intent Reference | Fund Accounting | Detail Accounting

Line Amount:

Event Type:

Accounting Template:

Line Description:

[=1]
1]
=
=

Internal Sale Gain/Loss
Amount:

Historic Asset Cost:

Accum Depr Amount:

&

Budget FY:

Fiscal Year:

Funding Fiscal Year:
Funding Budget FY:

Responsibility Center
Posting:

Period:

1. Click Insert New Lin

2. InLine Amount field, enter $6,500

3. In Funding Fiscal Year field, enter 2015 in training only (or current year in live production)

4. In Funding Budget FY field, enter 2015 in training only (or current year in live production)

5. From Responsibility Center Posting drop-down list, select Yes
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Complete the Fund Accounting tab of the Accounting component. Click the Fund Accounting tab.

General Information | References | Fixed Asset Intent Reference Detail Accounting
Fund: | 9001 & Object: | OBSA: 4 |
Sub Fund: & Sub Object: | Sub OBSA: A |
Department: | 101 ﬁl Revenue: ﬁl Pending BSA:
Unit: | 0101 4| Sub Revenue: | Pending Sub B3A:
Sub Unit: 4 BSA: 4| Dept Object: &
Appr Unit: | 1010000 4| Sub BSA: 4| LEHHIBELIE &)

In Fund field, enter your student data card information
In Department field, enter your student data card information
In Unit field, enter your student data card information

In Appr Unit field, enter your student data card information

v ok W e

Click Validate to check for errors. If any other errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: Document validated successfully

Verify the Fixed Asset Number. Click the Header component.

View Al of 1 |0 Document validated successfully

Fixed Asset Acquisition(FA) | Dept: 101 ID: 201500000077 Ver: 1  Function: New Phase: Draft j
hﬂb—
Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Name: - Auto Generate FA [
- Humber:
Record Date: E Prefix:
Budget FY: Fixed Asset Number: STU{-HARLEY ﬁl
Fiscal Year: Fixed Asset Description:  MOTORCYCLE - HARLEY
Period:
Document Description: | 4cguisition of a Purchased .
b Motorcycle. o Document Total: $5,500.00
y Complex/Building: - Final Asset Value: 35 500.00
Event Type: |FAQ1 ﬁl

1. Click General Information tab

2. Verify the Fixed Asset Number on the Header. It will be used in later activities. Write it down
here

Click Submit to submit the document for approval after all errors are resolved. If the submission is
successful, the following message displays in the upper left corner: Document submitted successfully
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Navigate to Fixed Asset Registry Header (FARHDR) and verify that Header information of the asset
created above is appropriately updated.

1. InJump to field, enter FARHDR
2. Click Go. The FARHDR table opens. A search window displays

Fixed Asset Number : STU1-HARLEY Acquisition Date : Bl
Summary Asset Value : Last Depreciation Date : E
Asset Description : * Asgset System Number :

Asset System Description :

FN Doc Code :

Department : FM Doc Dept :

Unit : FH Doc ID :

Activity : Asset Status :
Asset Type:

Aszset Group:

k Clear Cancel

3. In Fixed Asset Number field, enter number from step L3

4. Click Ok

Click the Expand All arrow just below the grid to expand all sections and review all fields.

Fixed Asset Registry Header
Fixed Asset Number Asset Description Department Unit Summary Asset Value
~ STU1-HARLEY MOTORCYCLE - HARLEY 101 0101 56,500.00
First Prev Mext Last
Search | # b
+ General Information
Fixed Asset Number: s 1_HaRLEY Summary Closing Costs @ =g gg
Summary Asset Value : =g g o0 Summary Salvage Value : =55 00
Summary Accumulated Depreciation @ = gg Summary Selling Price : =g gp
Summary Net Book Value @ =5 cqg oo Historic Asset Cost: =5 cno.on
Summary Valuation Amount: =g gp Asset System Number :
Asset Description : woTORCYCLE - HARLEY ~ Asset System Description :

= Responsibility Center
Custodian : Appr Unit: 1910000 Task:
Fund : ggg4 Object : Sub Task :
Sub Fund : Sub Object: Task Order:
Government Branch : g2 Revenue : Major Program :
Cabinet: g9 Sub Revenue : Program :
Department: |pq Dept Object : Phase :
Division : 1gq Dept Revenue : Program Period :

Navigate to Fixed Asset Registry Component (FARCOMP) and verify that Component information of the
asset created above is appropriately updated.
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Click Fixed Asset Registry Component link at the bottom of the Fixed Asset Registry Header page.

# Fixed Asset Registry Component | o Fixed Assef Fguity Sources  F Fixed Asset Balance Summary
[,

3 g
Click the Expand All arrow just below the grid to expand all sections.

Fixed Asset Registry Component

Fixed Asset Number Component Number ComponentValue Commodity Code

~ STU1-HARLEY 0 $6,500.00 07156
First Prev Mext Last

Search @k

= General Information

Fixed Asset Number: oy _HaRLEY Component Value : =5 5pg op
Component Number : 4 Component Accumulated Depreciation : = g
Asset Status : Component Net Book Value : =5 cop oo

Historic Asset Cost: =5 sop o0
Asset System Humber :

Asset System Description :

w Asset Classification & Location
Classification Indicator :| 4 stment Location @ {14

Asset Type: Loc A Dept 101

Vehicles

Asset Catalog: 1970-12 Sub Location : g1

Asset Group: {q7g Complex | Building :

AUTO WEHICLE
Asset Group Class :

Asset Group Category : 17

Navigate to Fixed Asset Registry Accounting (FARACTG) and verify that Accounting information is
appropriately updated, then return to the Home page.

cl";n Ficed Asset Registry Accounting | OF FA Depreciation History  OF FA Depreciation Elements Changes  ©F Fixed Asset Warranty

' Foed AESET HEpar & Mantenance OF Fixed Aszset Fguity Sources

# Fixed Azzet Registry Header  OF Fixed Asszet Component Balance Summary

1. Click Fixed Asset Registry Accounting link from the bottom of the Fixed Asset Registry
Component page

2. Click the Expand All arrow just below the grid to expand all sections
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Fixed Asset Registry Accounting

Fixed Asset Number Component Number Accounting Linge Amount

« STU1-HARLEY 01 56,500.00

First Prev Mext Last

Search ¥
= General Information

Fixed Asset Number :

STU1-HARLEY Accumulated Depreciation @ =g gp
Component Number : 1 Net Book Value : <5 500 00
Accounting | ine Amount : ($£/500 00 selling Price : 509
Historic Asset Cost: =5 cop oo

= Fund Accounting

Funding AFY : 2p15 Object :
Funding BFY : 2g45 Sub Object :
Fund : gppq Revenue :
Sub Fund : Sub Revenue :
Department : 9 Dept Object :
Unit: p1g9 Dept Revenue :

Sub Unit : General Capital Assets(GCA) Fund : [

Appr Unit: 1910000 Responsibility Center Posting : [

= Detail Accounting

Location : Reporting : Major Program :

3. Click Home in the Primary Navigation Panel to return to the Home Page.

A private individual or organization may donate an asset to a State Department, at no cost. The
Department has the ability to record a donated asset in AFIS. The Department estimates the value of the
donated asset, typically at fair market value. Users with appropriate security authority will create a Fixed
Asset Acquisition (FA) document, to record the donation in AFIS. There are two key differences between
a donated asset and a standard purchase:

= Acquisition Method set to Gift/Donation
=  Fixed Asset Classification set to Contributed

The document goes through a single level of approval within the Department, before going to a Final
status.
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B\

_ &, Create an FA Document for a Donated Asset

Scenario

You acquire cafeteria furniture (metal), valued at $13,800, through donation. Record the asset by
manually creating an FA Document. There will be two components: 01 = $7,200; 02 = $6,600, other
information remains the same on both components.

Login to AFIS. Create an FA Document from the Document Catalog.

Document Catalog

Search Sk
+ Document ldentifier

Code : Fa Q Unit :
Dept.: 109 D :

= Other Options
Auto Numbering : [
Create Template : [~

Create

o

1. Click Search from the Secondary Navigation Panel

2. Click Document Catalog

3. Click Create

4. Inthe Code field, enter FA

5. Inthe Dept. field, enter your student data card information
6. Check the Auto Numbering check box

7. Click Create

Complete the General Information tab in the Header component.

When the document is created, a new Document ID is generated. The document is shown as Ver: 1,
Function: New, Phase: Draft.
Write down the Document ID here.

Fixed Asset Cancellation(FC) | Dept: 101  1D: 201500000004 Wer: 1 Function: New  Phase: Draft o
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Lﬂb—

Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Hame: o Auto Generate FA |V
- Number:
Record Date: &R b
Budget FY: Fixed Asset Number: |
Fiscal Year: Fixed Asset Description: | DOMATED CAFETERLA FURNITURE =
Period:
Document Description: | Received donated cafeteria r =
furniture = Document Total: $0.00
Complex/Building: = Final Asset Value: 30.00
Event Type: | FAQ i
- Memo Asset: [

1. Check Auto Generate FA Number check box

2. In Fixed Asset Description field, enter Donated Cafeteria Furniture

3. In Document Description field, enter Received donated cafeteria furniture
4. Ensure Event Type is set to FAO1

Complete the Responsibility Center tab in the Header component. Click Responsibility Center tab.

General Information || Extended Doc Description Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: ﬁl Revenue: il Task: ﬁl
Accounting ﬁl Sub Revenue: ﬁl Sub Task: ﬁl
Template:
Fund: 9001 2 Dept Object: & Task Order: 4|
Sub Fund: 24| Dept Revenue: | Major Program:
Department: | 101 ﬁl Activity: $| Program: $|
it o101 2 Sub Activity: 4| Phase: 4|
Sub Unit & Function: 4| Program Period: 4|
Appr Unit: | 1010000 2 Sub Function: 4| Location: 4|
Object: ﬁl Reporting: $| Sub Location: $|

1. In Fund field, enter your student data card information
2. In Department field, enter your student data card information
3. In Unit field, enter your student data card information

4. In Appr Unit field, enter your student data card information

&GAFIS - internal Use Only ADOA - GAO 9/01/2019 V6.0 Asset Management 61



AFIS MANUAL

Complete the General Information tab in the Component.

1. Click the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode

2. Click Component from the Secondary Navigation panel

3. Click Insert New Line

[T L EN ST TR g BV Il Specifications | Acquisition Details | Component Location Details | Component Classificatior

Cost, Valuation & Depreciation || FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Number: | 01 il Tag NHumber:
Commodity: | 420 3| Base Asset: [

Units: | 1 Description 1:

Unit of Measure: E& 4| Description 2:

4. In Component Number field, enter 01

[ofeT Ly [ Tl N e L CIC IR S ELICL W Specifications | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & [

FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Number: | 01 @| Tag Number:

Commodity: 07156 4 Base Asset: ¥

Units: | 1.00000 Description 1:

Unit of Measure: EA ﬂl| Description 2:

—

Final Units: Description 3:

5. In Commodity Code field, enter 99999

6. In Units field, enter 1
7. In Units of Measure field, enter EA (Each)

Complete the Specification tab. Click Specification tab.

Component General Information Acquisition Details | Component Location Details | Component Classification d
Cost, Valuation & Depreciation || FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance
Manufacturer: | NORIX Serial Number: | 13579
Mfr Part Number: Specification:
Product/Category: Warranty Type: v
Model Number: | B200 Industry Identification:
Drawing: Barcode:
Piece: Commodity Specs:

1. In Manufacturer field, enter Norix to record the furniture’s manufacturer
2. In Model Number field, enter B200 to record the furniture’s model number

3. In Serial Number field, enter 13579 to record the furniture’s serial number
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Complete the Acquisition Details tab. Click Acquisition Details tab.

Component General Information | Specifications |C-:'"1r:-3|1-':ntL-:cati-:nD-‘:tails Component Classification

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance

Acquisition Date: | 10/01/2014 = Vendor: il
Acquisition Method: | GIFT A Vendor Hame:
Purchasing Authority: Alias/DBA:

Memo Disposal Value:

1. In Acquisition Date field, enter 10/01/2014
2. From Acquisition Method pick list, select GIFT

Complete the Component Location Details tab.

3. Click Component Location Details tab

4. In Location field, enter Location A value from your student data card information

Component General Information | Specifications | Acquisition Details oIyl LQELIARIETLLEEIENEN Component Classification )

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Location: | 101 4| Sub Location: 001 4|
Address 1: Complex / Building:
Address 2:

City:
State: Parcel ID:
Zip: Floor:
County: Section:

Country:
Room:

Latitude:

; Cubicle Number:
Longitude:

5. From Sub Location field, use the picklist to select 001

Complete the Component Classification tab.

1. Click Component Classification tab

Component General Information | Specifications || Acquisition Details | Component Location Details [Tyl I} @ME 30 {Tes 1]

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance

Fixed Asset Contributed - BSA: 0813
Classification:
Sub BSA:
Fixed Asset Catalog: | 1420-84 A |

0B5A: 3005

Fixed Asset Type: |F ﬁl Sub OBSA.

u .
Fixed Asset Group: | 1420 | Accum Depr BSA: 0866

Useful Life: | 5

Accum Depr Sub BSA:
In Service Date: | 217/2015

Dut-of-Service Date:

i

Received Date:
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2. From Fixed Asset Classification drop-down list, select Contributed
3. In Fixed Asset Catalog field, enter 1420-84

4. Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, and Useful Life fields are inferred
from the Fixed Asset Catalog (FACLG) table

5. InIn Service Date field, enter 06/01/2015

Complete the Cost, Valuation & Depreciation tab. Click Cost, Valuation & Depreciation tab.

|ComponentGeneraIInformation Specifications | Acquisition Details | Component Location Details | Component Classification

[of IS ATEINEL LR ENCHELL I FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Valuation Date: =

Component Total: $0.00

Final Component Value: $0.00 Valuation Amount:

Closing Costs: | 50.00 Replacement Date: sl

Depreciation Method: i i
5 Straight Line M Replacement Type: v

Depreciation Structure: ibili
P Responsibility Center ¥ Trade-In Credit:

Salvage Value: | $0.00 Appraisal Date: )

Declining Rate: Appraiser Name:

Options to Purchase
Property:
Deed Information:

1. Verify Depreciation Method field is set to Straight Line

2. In Depreciation Structure drop-down list, select Responsibility Cente

Complete the General Information tab of the Accounting information. Click Accounting from the
Secondary Navigation panel.

EELEIGIEL GlpnElis Il Feferences | Fixed Asset Intent Reference || Fund Accounting || Detail Accounting

Event Type: Budget FY:
Accounting Template: EI Fiscal Year:
Line Description: - Period:
Funding Fiscal Year: 2015
— Funding Budget FY: 2015

Line Amount:

Internal Sale Gain/Loss
Armount:

Historic Asset Cost:

Accum Depr Amount:

Responsibility Center
Posting:

1. Click Insert New Line

2. InLine Amount field, enter 7,200.00. (Appraised Value)

WAFIS
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3. In Funding Fiscal Year field, enter 2015 in training only (or current year in live production)
4. In Funding Budget FY field, enter 2015 in training only (or current year in live production)
5. From Responsibility Center Posting drop-down list, select Yes

Complete the Fund Accounting tab of the Accounting component. Click Fund Accounting tab.

General Information | References || Fixed Asset Intent Reference Detail Accounting
Fund: | 5001 A Object: A | OBSA: 4|
Sub Fund: | Sub Object: | Sub OBSA: 4|
Department: 101 il Revenue: £| Pending BSA:
Unit: 0101 4| Sub Revenue: 4| Pending Sub BSA:
Sub Unit; 4| BSA: & Dept Object: &
Appr Unit: | 1010000 | Sub BSA: | LepiH e EmmE: &

1. In Fund field, enter the value from your student data card information
2. In Department field, enter your student data card information
3. In Unit field, enter your student data card information

4. In Appr Unit field, enter your student data card information

Complete the General Information tab in the Component for the addition of component 02.

1. Click Component from the Secondary Navigation Panel

Fixed Asset Number Component Number Component Total Units
01 $7,200.00 1.00000 i)

rom 1 to 1 Total: 1 Go to ling’ Go

2. Click on the Copy Line feature to the right of component 01 in the grid

H save | %3 Undo | [=4 Insert New Line | [E4 Insert Copied Line Ed Edit with Grid |
| | —

&

K t:upr_.r| ".-’ElI'H:iate| Ed Suhm'rt| [ Discard|

3. Click the Insert Copied Line button at the bottom of the window
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Complete the General Information tab in the Component.

Component General Information |[ES3ad=I=il==lyl=

Cost, Valuation & Depreciation | FAPR Reference

Component Number: | (2 il

1. Inthe Component Number field, change the Component to 02
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Complete the General Information tab of the Accounting information for Component 02.

1. Click Accounting from the Secondary Navigation panel

e IR UG Feferences | Fiked Asset Intent Reference | Fund Accounting | Detail Accounting

Event Type: Budget FY:
Accounting i Fiscal Year:
Template:
Period:
Line Description: »

Funding Fiscal 2015
Year:

Funding Budget FY: | 2015

Line Amount:

[=r]
[=r]
[
[}

Rezponsibility

Internal Sale Center Posting:

Gain/Loss Amount:

2. Click Insert New Line

3. In Line Amount field, enter $6,600 (Appraised Value)

4. In Funding Fiscal Year field, enter 2015 in training only (or current year in live production)
5. In Funding Budget FY field, enter 2015 in training only (or current year in live production)
6. From the Responsibility Center Posting drop-down list, select Yes

Complete the Fund Accounting tab of the Accounting component. Click Fund Accounting tab

1. InFund field, enter your student data card information

2. In Department field, enter your student data card information
3. In Unit field, enter your student data card information

4. In Appr Unit field, enter your student data card information

Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left corner of
the screen: Document Validated Successfully

Verify the generated Fixed Asset Number. Click the Header component.

1. Click the General Information tab

2. Verify that the Fixed Asset Number on the Header is auto generated and assigned. Write it here
for use in later steps

3. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document
submitted successfully

&GAFIS - internal Use Only ADOA — GAO 9/01/2019 V6.0 Asset Management 67



AFIS MANUAL

Navigate to Fixed Asset Registry Header (FARHDR) and verify that Header information of the asset

created above is appropriately updated.

Fixed Asset Humber: FAQOQO0ZE
Summary Asset Value :

Asset Description :

Department :
Unit

Activity :
Aszset Type:

Aszset Group:

Ok [Zlear Cancel

Acquisition Date :

Last Depreciation Date :
Asset System Number :
Asset System Description :
FH Doc Code :

FN Doc Dept :

FH Doc 1D :

Azset Status :

£
£

1. InJump to field, enter FARHDR

2. Click Go. The FARHDR table opens. A search window displays

3. In Fixed Asset Number field, enter value written down above

4. Click OK
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Click the Expand All arrow just below the grid to expand all sections.

Fixed Asset Registry Header

Fixed Asset Humber Unit

0101

Summary Asset Value
£13,800.00

Asset Description Department
~  FA0000023 DONATED CAFETERLA FURNITURE 101

First Prew Mext Last

¥k
w General Information

Search

Department: qp4

Division : qp4

Dept Object :

Dept Revenue :

Fixed Asset Number: Fappoooze Summary Closing Costs @ g 0g
Summary Asset Value @ =13 200 00 Summary Salvage Value @ =g ng
Summary Accumulated Depreciation : =g g Summary Selling Price : =g oo
Summary Net Book Value : 513 2p0.00 Historic Asset Cost: 513 200.00
Summary Valuation Amount: =g gg Asset System Number :
Asset Description : poNATED CAFETERLE FURNITURE -~ Asset System Description :
= Responsibility Center
Custodian : ApprUnit: 1010000 Task:
Fund : gggq Object : Sub Task :
Sub Fund : Sub Object : Task Order:
Government Branch : gz Revenue : Major Program :
Cabinet: pgq Sub Revenue : Frogram :
Phase :

Program Period :

Navigate to Fixed Asset Registry Component (FARCOMP) and verify that Component information of the

asset created above is appropriately updated.

1. Click Fixed Asset Registry Component link from the bottom of the Fixed Asset Registry Header

page

¥ Fixed Asset Registry Component

¥ Fixed Asset Fouity Sources

¥ Fixed As=zet Balance Summary

2. Click Expand All arrow just below the grid to expand all sections
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Fixed Asset Registry Component

Fixed Asset Number Component Humber ComponentValue Commodity Code
+ FAD000023 o1 $7,200.00 420

FAOO00028 0z $6,600.00 420
First Prev Mext Last

Search hk
< General Information

Fixed Asset Number: Fag000022 Companent Value : =7 20000
Component Number: g4 Component Accumulated Depreciation : =g g
Asset Status : Component Net Book Value @ =7 200 00

Historic Asset Cost: =7 200.00
Asset System Number :

Asset System Description :

+ Asset Classification & Location
Classification Indicator @ | contributed Location : qpq4

AssetType: Loc A Dept 101

Furniture

Asset Catalog @ 142024 Sub Location : ggq

Asset Group : 142

FURNITURE CAFE
Asset Group Class :

Complex | Building :

Navigate to Fixed Asset Registry Accounting (FARACTG) and verify that Accounting information is
appropriately updated, then return to the Home page.

1. InJump to field, enter FARACTG and select Go. A search window displays

{5 Ficed Azset Registry Accounting  ©F FA Depreciation History  ©F FA Depreciation Elements Changes o Fixed Asset Warranty

Fixed As=et Repair & Maintenance F Fixed Asset Eguity Sources

 Fixed Asset Registry Header OF Fixed Asset Component Balance Summary

2. In Fixed Asset Number field, enter the value written down above
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3. Click Ok. Two Accounting Lines are displayed for your Fixed Asset Number
4. Click Expand All arrow just below the grid to expand all sections
5. Click Home in the Primary Navigation Panel to return to the Home Page

Fixed Asset Registry Accounting

Fixed Asset Number Component Number Accounting Line Amount
v FA0000028 01 $0.00

FA0000028 02 $0.00
First Prev Next Last

Search & B

¥ General Information

Fixed Asset Number : FAQ0000028 Accumulated Depreciation : $0.00
Component Number : g1 Net Book Value : $0.00
Accounting Line Amount : $p 00 Selling Price : $0.00

Historic Asset Cost : $7 200.00

¥ Fund Accounting

Funding AFY : 2015 Object :
Funding BFY : 2015 Sub Object :
Fund : gpps Revenue :

Sub Fund : Sub Revenue :
Department : 108 Dept Object :
Unit : 0108 Dept Revenue :

Sub Unit : General Capital Assets(GCA) Fund :
Appr Unit : 1080000 Responsibility Center Posting :

Memo asset can be recorded, but don’t meet the capitalization threshold (FACC).

Only certain stewardship, memo assets are required to be entered in AFIS; however, Departments can
record and track memo assets in AFIS for other purposes, using the FA document. Refer to the State of
Arizona Accounting Manual (SAAM) for a list of stewardship items that must be tracked on AFIS.

Once the purchasing and invoicing processes are completed, a Department receives a Fixed Asset
number and a Custodian is identified for the asset. A user with data entry authority can manually create
an FA document.

There are two key asset logging differences between a memo asset and a standard purchase.
e Check the Memo Asset check box on the Header

e Fixed Asset Classification set to Memo
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Once the memo FA document is submitted, it goes through a single level of approval within the
Department, before going to Final status.

Once the memo FA document is in Final status, the Memo Asset Indicator flag is checked on the
FARHDR table, and the Classification Indicator is updated to Memo on the FARCOMP table.

pr—

g
—

Create an FA Document for a Memo Asset

Scenario
Your department purchases four laptops at $1,000 each. Even though the unit price is less than
$5,000, due to being IT equipment, it must be recorded as a memo asset. Create an FA Document.

Login to AFIS, and create an FA Document from the Document Catalog.

1.

Click Search from Secondary Navigation Pane

Document Catalog

Search Sk

+ Document Identifier
Code : |Fa | Unit
Dept. : |1p4 ID:

= Other Options
Auto Numbering @ |[
Create Template : |[—

Cre ﬂ%

Men

2.

3.

6.

7.

Click Document Catalog

Click Create

In Code field, enter FA

In Dept. field, enter your student data card information
Check Auto Numbering check box

Click Create

Complete the General Information tab in the Header component.
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When the document is created, a new Document ID is generated. The document is shown as Ver: 1,
Function: New, Phase: Draft.

Fixed Asset Canoellation[FC}| Dept: 101 ID: 201500000004 Ver.: 1 Function: New Phase: Draft il

CEL BTG (anELGO Exdtended Doc Description || Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Fixed Asset Intent Reference | Document Information

Document Name: - Auto Generate FA Number: v
Prefix:
Record Date: E
Fixed Asset Number: 4|
Budget FY:
Fixed Asset Description: | MEMO ASSET -
Fiscal Year:
Period: -
Document Description: | Memo Asset Entry it Document Total: $0.00
Final Asset Value: 30.00
Complex/Building: -
Event Type: | Fan1 il
- Memo Asset: v

1. Check Auto Generate FA Number check box

2. In Fixed Asset Description field, enter Memo asset

3. In Document Description field, enter Memo asset entry
4. Ensure Event Type is set to FAO1

5. Check Memo Asset check box

Complete the Responsibility Center tab in the Header component. Click Responsibility Center tab.

General Information | Extended Doc Description Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information

Custodian: $| Revenue: $| Task: $|
Accounting Template: $| Sub Revenue: $| Sub Task: $|
Fund: | 3001 | Dept Object: | Task Order: 4|

Sub Fund: | Dept Revenue: | Major Program:

Department: | 101 4| Activity: | Program: &

Unit: | 0101 | Sub Activity: | Phase: &
Sub Unit: | Function: i Program Period: Lo
Appr Unit: | 1010000 A Sub Function: | Location: &

1. In Fund field, enter your student data card information
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2. In Department field, enter your student data card information
3. In Unit field, enter your student data card information

4. In Appr Unit field, enter your student data card information

Complete the General Information tab in the Component.

1. Click Open Document Navigator (small arrow on left side) to switch to Document Navigator
mode

2. Click Component from the Secondary Navigation panel

Component General Information ‘ Specifications | Acquisition Details | Component Location Details | Component Classification

Cost, Valuation & Depreciation || FAPR Reference || Internal Sale Details || Fixed Asset Intent Reference | Insurance

Component Number: |01 $| Tag Number:
Commodity: | 20454 4| Base Asset:

Units: | 1.00000 Description 1:

Unit of Measure: EA 4| Description 2:
Final Units: Description 3:

Surface Area: Description 4:

Click Insert New Line
3. In Component Number field, enter 01
4. In Commodity field, enter 99999
5. In Units field, enter 1
6. In Units of Measure field, enter EA (Each)

Complete the Specifications tab. Click the Specifications tab.

: _ _

Component General Information [EllaijlsEubaE] Acquisition Details | Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Manufacturer: | DELL Serial Number: | 12345
Mfr Part Humber: Specification:
Product/Category: Warranty Type: -
Model Humber: | LATITUDE E6400 Industry ldentification:

1. In Manufacturer field, enter Dell to record the manufacturer
2. In Model Number field, enter Latitude E6400 to record the model number

3. In Serial Number field, enter 12345 to record the serial number
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Complete the Acquisition Details tab. Click the Acquisition Details tab.

Component General Information | Specifications [EEGITENGINEETER Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Acquisition Date: | 10/01/2014 B Vendor: il
Acquisition Method: | PURC 4| Vendor Name:
Purchasing Authority: Alias/DBA:

Memo Disposal Value:

1. In Acquisition Date field, enter 10/01/2014

2. In Acquisition Method field, enter PURC (Purchase)

Complete the Component Location Details tab. Click the Component Location Details tab.

Component General Information | Specifications | Acquisition Details | el OENAEWE W IE RN Component Classification

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference || Insurance

Location: | 1014 | Sub Location: 001 i

Address 1: Complex / Building:

1. From the Location pick list, select Location A your student data card information

2. From the Sub Location pick list, select Sub Location 001 from your student data card
information.

Complete the Component Classification tab. Click the Component Classification tab.

Component General Information || Specifications || Acquisition Details | Component Location Details |[gEeGlylaleli =11 EMET-E=11 fls:1il])]

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference || Insurance

Fixed Asset Classification: Memo - B5A: 0885
Fixed Asset Catalog: 2150-04 ﬁl Sub BSA:
Fixed Asset Type: | il OBSA: 0328
Fixed Asset Group: 2150 ﬁl SuUbIOESA
Useful Life: | = Accum Depr BSA: 03588
In Service Date: | 2/18/2015 | Accum Depr Sub BSA:
Out-of-Service Date: B
Received Date: |

1. From the Fixed Asset Classification drop-down list, select Memo
2. In Fixed Asset Catalog field, enter 2150-04

3. Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, Depreciation Method and
Useful Life fields are inferred from the Fixed Asset Catalog (FACLG) table
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4. In the In Service Date field, enter 06/01/2015

Complete the Cost, Valuation & Depreciation tab. Click the Cost, Valuation & Depreciation tab.

1. Verify the Depreciation Method field is set to Straight Line

2. From Depreciation Structure drop-down list, select Responsibility Center

Component General Information | Specifications || Acquisition Details | Component Location Details | Component Classification

(oIS MTEITELL R LTI CIHEUL I FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance
m

Valuation Date: /3

Component Total: $0.00

Final Component Value: $0.00 Valuation Amount:

Closing Costs: | $0.00

Replacement Date: |

Depreciation Method: | Straight Line v

Replacement Type: v

Depreciation Structure: | R ibility Center v
B esponsibiiity Lenter Trade-In Credit:

Salvage Value: | $0.00

Appraisal Date: =]

Component General Information || Specifications | Acquisition Details | Component Location Details || Component Classification

FAPR Reference

Cost, Valuation & Depreciation

Internal Sale Details | Fixed Asset Intent Reference | Insurance

Trade-In Credit:

Asset Being Replaced:

Closing Costs: | 50.00 Component Total: 20.00

Salvage Value: | 20.00 Final Component Value: 20.00

Valuation Date: | Depreciation Method: Straight Line -
Valuation Amount: Depreciation Structure: Rezponsibiity Center
Replacement Date: B Replacement Type: -

A |

Complete the Component Location Details from the Component Location Details tab.

Component General Information | Specifications | Acguisition Details |[EeuhWOEINE KOG TGLETE EIER Component Classification

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference || Insurance
Location: [ 1014 | Sub Location: | 001 |
Addreszs 1: Complex [ Building:

1. From the Sub Location pick list, select Sub Location 001 from your student data card

information
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Complete the Component Classification tab. Click the Component Classification tab.

Component General Information | Specifications | Acquisition Details | Component Location Details [ Esglaldi 1] gbEE e 1))

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance

Fixed Asset Classification: Memo - BSA: 0885
Fixed Asset Catalog: | 215004 4| Sub BSA:
Fixed Asset Type: || 4| OBSA: 0886
Fixed Asset Group: | 2150 $| Sub OBSA:
Useful Life: | Accum Depr BSA: 0862
In Service Date: | 21182015 B Accum Depr Sub BSA:
Out-of-Service Date: B
Received Date: E

2. From Fixed Asset Classification drop-down list, select Memo
3. In Fixed Asset Catalog field, enter 2150-04

4. Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, Depreciation Method and
Useful Life fields are inferred from the Fixed Asset Catalog (FACLG) table

5. Inthe In Service Date field, enter 06/01/2015

Complete the Cost, Valuation & Depreciation tab. Click the Cost, Valuation & Depreciation tab.

1. Verify the Depreciation Method field is set to Straight Line

2. From the Depreciation Structure drop-down list, select Responsibility Center

Component General Information | Specifications | Acquisition Details | Component Location Details | Component Classification

[oLISATEINENLL R JEIEEUDLE FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Total: $0.00 Valuation Date: =
Final Component Value: $0.00 Valuation Amount:
Closing Costs:
9 $0.00 Replacement Date: E
Depreciation Method: | Straight L
p raig ine M Replacement Type: v

Depreciation Structure: | R, ibility Center v
P esponsiofity enter Trade-In Credit:

Salvage Value: | $0.00

Appraisal Date: 0
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Complete the General Information tab of the Accounting information. Click Accounting from the
Secondary Navigation panel.

L EI IR (eI M Feferences || Fixed Asset Intent Reference | Fund Accounting || Detail Accounting

Event Type: Budget FY:
Accounting Template: i. Fiscal Year:
Line Description: - Period:

Funding Fiscal Year: | 2015
Funding Budget FY: 201%
Line Amount: | 4000 Responsibility Center ves
Internal Sale Gain/Loss Posting:
Amount:

Historic Asset Cost:

Accum Depr Amount:

1. Click Insert New Line

2. InLine Amount field, enter 4000

3. In Funding Fiscal Year field, enter 2015 in training only (or current year in live production)
4. In Funding Budget FY field, enter 2015 in training only (or current year in live production)

5. From the Responsibility Center Posting drop-down list, select Yes

Complete the Fund Accounting tab of the Accounting component. Click the Fund Accounting tab.

General Information || References | Fixed Asset Intent Reference Detail Accounting
Fund:| 2001 s Object: 4| DBSA: 4
Sub Fund: | Sub Object: 4| Sub OBSA: 4
Department: | 101 i' Revenue: ﬁl Pending BSA:
Unit: | 0101 4| Sub Revenue: | Pending Sub BSA:
Sub Unit: 4| BSA: 4 | Dept Object: &
Appr Unit: | 1010000 & | Sub BSA: 4| Dept Revenue: &

1. In Fund field, enter your student data card information
2. In Department field, enter your student data card information
3. In Unit field, enter your student data card information

4. In Appr Unit field, enter your student data card information
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Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left corner of
the screen: Document Validated Successfully

iews Al of | |ﬁ Document validated successfully

Fixed Az=et Acquisition(FA)  Dept: 101 ID: 201500000072 Ver: 1 Function: Mew  Phase: Draft | =

Header
Component Total Lines: 1 Fixed Asset Number: FAJDD0029 Component Humn|

Warranty Fixed Asset Number: none Component Number: none  FA Warral

From 1 to 1 Total: 1

General Information | References || Fixed Asset Intent Reference gLl R:t=dinil«@8 Detail Accounting

Fund: | 2004 A | Object: A |

Sub Fund: 4 | Sub Object: |
Department: | 101 3| Revenue: 3|
Unit: | 0101 ﬁl Sub Revenue: ﬁl

Sub Unit: | BSA: |
Appr Unit: | 1010000 A | Sub BSA: A |

Verify the generated Fixed Asset Number. Click the Header component.

1. Click the General Information tab

2. Verify that the Fixed Asset Number on the Header is auto generated and assigned. Write it here
for use in later steps

3. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner: Document
submitted successfully

Navigate to Fixed Asset Registry Header (FARHDR) and verify that Header information of the asset
created above is appropriately updated.

1. InJump to field, enter FARHDR
2. Click Go. The FARHDR table opens
3. In Fixed Asset Number field, enter value written down above

4. Click OK
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Fixed Azzet Registry Header

Fixed Asset Number AssetDescription Depariment Unit Summary Asset Value

~ FADDDOOZS
First Prev Mext Last

Search B
= General Information

= Responsibility Center
Custodian :
Fund : gppq
Sub Fund :
Government Branch : po
Cabinet: g
Department : 44

Division @ g1

MEMO ASSET

Fixed Asset Number :

Summary Asset Value :

Summary Accumulated Depreciation :
Summary Net Book Value :

Summary Valuation Amount :

Asset Description :

1M 0101 34,000.00
FAQ000029 Summary Closing Costs : g gp
%4 000.00 Summary 3alvage Value : zp oq
$0.00 Summary Selling Price : 5q g
24 000.00 Historic Asset Cost: =2 goo.oo
20.00 Aszzet System Humber :
MEMO ASSET .~ Asset System Description :
Appr Unit: 4010000 Task :
Object : Sub Task:
Sub Object : Task Order :
Revenue : Major Program :
Sub Revenue : Program :
Dept Object : Phase :

Dept Revenue : Program Period :

Click the Expand All arrow just below the grid to expand all sections.

Navigate to Fixed Asset Registry Component (FARCOMP) and verify that Component information of the

asset created above is appropriately updated.

1. Click Fixed Asset Registry Component link from the bottom of the Fixed Asset Registry Header

page
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Fixed A==set Registry Component

Fixed As=set Humber Component Number ComponentValue Commodity Code

~  FAOOOO0ZD 01 24 000.00 20454
First Prev Next Last

Search Sk
= General Information

Fixed Asset Number: Fapon00zo Component Value : ¢4 g0 00
Component Number : g4 Component Accumulated Depreciation @ =g gg
Asset Status: Component Net Book Value : =4 ngoop

Historic Asset Cost: =4 npo.on
Azset System Number :

Asset System Description :

= Asset Classification & Location

Classification Indicator : | jjzmg Location @ qp14

Asset Type: | Loc A Dept 104

T Equipment

Asset Catalog : 215004 Sub Location : g4

Aszet Group: 315 Complex / Building :

COMPUTERS
Asszet Group Class :

Asset Group Category : o

el

2. Click downward facing arrow just below the grid to expand all sections
3. Confirm Classification Indicator field is set to Memo

4. Click Home in the Primary Navigation Panel to return to the Home Page
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The Fixed Asset documents update several inquiry tables. This topic reviews the tables that are updated
by FA documents and tracks details about a specific asset.

Fixed Asset Registry

The Fixed Asset Registry (FAR) table stores the current status of an asset and is updated through the
use of specific Fixed Asset documents and Event Types. The FAR table is made up of three tables,
described below. Please refer to Section 2.5 for more information.

e Fixed Asset Registry Header (FARHDR) - contains the Fixed Asset Number and description,
summary asset cost, and Responsibility COA elements.

o Fixed Asset Registry Component (FARCOMP) - contains component level information for
both Acquisitions and Betterments.

e Fixed Asset Registry Accounting (FARACTG)- records the funding information, including Fund
and Detailed Accounting Distributions.

Fixed Asset Journals
Fixed Asset Transactions updates the following Journals.

e FA component Journal (JFACJ) - gets updated only by the Fixed Asset documents and the
Fixed Asset Document Header and component level details. Stores the component line
information associated with each asset.

e FA Accounting Journal (JFAAJ) - gets updated only when the document has Fixed Asset
Number and Component number. This update happens at the Fixed Asset Document
Accounting Line level.

e General Accounting Journal (JACTG) - Fixed Asset documents with an accounting impact
update this standard journal.

Fixed Asset History (FAHIST) Journal

The Fixed Asset History (FAHIST) Inquiry provides views to both JFACJ and JFAAJ journals using a single
selection query. FAHIST records all documents that have been processed for the asset number, and
provides a history of all the accounting and non-accounting transactions for each individual Fixed Asset
record. When an asset is cancelled, the corresponding Fixed Asset number is removed from the Fixed
Asset Registry tables; although, it remains on the FAHIST table.
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Maintaining an Asset

Learning Objectives
In this lesson, you will:

1. Create a Fixed Asset betterment using the Fixed Asset Acquisition (FA) document

2. Create a simple Fixed Asset modification using the Fixed Asset Modification (FM) document
3. Capture labor and material costs using the Fixed Asset Repair and Warranty (FRM) document
4. Modify an assets value using the Fixed Asset Increase/Decrease (Fl) document

5. Cancel a Fixed Asset document using the Fixed Asset Cancellation (FC) document

Lesson Overview

Fixed Asset Acquisition (FA) documents cannot be modified once they are submitted. To modify an FA
document, the user must create one of the Fixed Asset adjustment documents, and then enter the Fixed
Asset Number to adjust specific characteristics of the asset. This lesson will cover how to use the
appropriate Fixed Asset document to better an asset, to perform a simple asset modification, to capture
labor and materials, as well as asset repair and maintenance information. Users will also review how to
retire an asset and how to cancel a Fixed Asset document.

These documents are created from:

1. Document Catalog - By accessing the Document Catalog in Create mode, all data entry is
performed by the user.

2. Jump to - Redirected to the Document Catalog with the document code populated in the Code
field. Once the document is created, all data entry is performed by the user.

Betterment refers to the addition or improvements to existing recorded assets, such as fixed hardware
upgrades (hard drive for a computer), the purchase of equipment accessories (communication
equipment for an existing law enforcement vehicle), and the renovation or expansion of existing real
property.

A Fixed Asset betterment, just like an acquisition, can be entered into AFIS using an FA document. The
difference between using the FA document for an acquisition versus betterment is the Event Type.
Betterments are tracked using an existing Fixed Asset Number, with a component number sequentially
increased by one.

However, when trying to add one or more components that are below the capitalization threshold to an
asset marked as a capital asset, the betterment process would have to be followed for those
components that are below the threshold.
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B\

ﬁ Create an FA Document to Better an Asset

Scenario
The Prisoner Transportation Bus has recently been upgraded with a Security Package. This requires
the completion of a betterment against an existing asset.

Login to AFIS. Open the FA Shell from the Document Catalog.
1. Click Search from Secondary Navigation Panel
2. Click Document Catalo

3. Click Create

Document Catalog

Search &bk

= Document [dentifier
Code : f| A | Unit:
Dept. : 104 1D

= Other Options
Auto Numbering @ | [
Create Template : [~

Create

enu

4. In Code field, enter FA

5. In Dept. field, enter your student data card information
6. Check Auto Numbering check box

7. Click Create
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Complete the General Information tab in the Header component.

w

e TG IRL o lan sl | Extended Doc Description | Responsibility Center || Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Hame: = Auto Generate FA [
Humber:
Record Date: = Prefic
Budget FY: Fixed Asset Humber: | 5TU 101 - 1.2 |
Fizscal Year: Fixed Asset Description: | TRANSPORTATION BUS - an
PRISONER WEHICLE
Period:
Document Description: | Adding security package to k"
prisoner transportation bus - Document Total: S0.00
Complex/Building: = Final Asset Value: S250,000.00
Event Type: Fa0z ﬁl
Memo Asset: [
Asset Status: 1 i |
= Asset System Number: ﬁl
Asset Status Name: Active
Asset System -
Description:

1. In Document Description field, enter Adding Security Package to Prisoner Transportation Bus
2. In Event Type field, overwrite the existing value and enter FA02
3. In Fixed Asset Number field, enter your student data card information

4. Click Save. Notice the Fixed Asset Description and Final Asset Value fields are updated

Verify the Responsibility Center tab in the Header component. Click the Responsibility Center tab.

These fields are inferred from the Fixed Asset Registry.

General Information | Extended Doc Description Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: ﬁl Revenue: ﬁl Task: ﬁl
Accounting Template: ﬁl Sub Revenue: @I Sub Task: ﬁl
Fund: 2001 ﬁl Dept Object: ﬁl Task Order: ﬁl
Sub Fund: ﬁl Dept Revenue: @I Major Program:
Department: | 101 i | Activity: & [HITe = &)
Unit: | 0101 i | Sub Activity: & Fhazec &
Sub Unit: $| Function: $| Program Period: $|
Appr Unit: | 1010000 4| Sub Function: & Location: &

Complete the General Information tab in the Component.

1. Click Open Document Navigator (small arrow on left side) to switch to Document Navigator
mode

2. Click Component on the Secondary Navigation panel

3. Click Insert New Line
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4. In Component Number field, enter 2

5. In Commodity Code field, enter 99999

6. In Units field, enter 1

7. In Units of Measure field, verify EA (Each) defaults

Complete the Acquisition Details tab. Click the Acquisition Details tab.

Cost, Valuation & Depreciation | FAPR Reference

Component General Information | Specifications [EGGUEGLENE L Component Location Details | Component Classification

Internal Sale Details | Fixed Asset Intent Reference || Insurance

Acquisition Date: | 2/17/2015 B

Acquisition Method: | PURC 4 |

=]

Purchasing Authority:

Memao Disposal Value:

Vendor:

Vendor Name:

Alias/DBA:

1. In Acquisition Date field, enter today’s date

2. From the Acquisition Method field, enter PURC for purchase

Complete the Component Location Details tab. Click the Component Location Details tab.

Component General Information || Specifications || Acquisition Details |EeQulIE N R BV EUEM| Compaonent Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference || Insurance

Location:

Address 1:

1014 |

Sub Location: | (04

Complex | Building:

4|

(]

1. From the Location pick list, select Location A from your student data card information

2. From the Sub Location pick list, select Sub Location 001 from your student data card

information

Complete the Component Classification tab. Click the Component Classification tab.

=]

=]

Internal Sale Details || Fixed Asset Intent Reference

Component General Information | Specifications | Acquisition Details | Component Location Details el =0y e EET les1ita)]

Cost, Valuation & Depreciation | FAPR Referen

Insurance

Classification:

Fixed Asset Catalog:
Fixed Asset Type:
Fixed Asset Group:
Useful Life:

In Service Date:
Out-of-Service Date:

Received Date:

Fixed Asset Adjustment

1680-02 |

E ﬁl

1680 |

5

02172015 =l
&=
&=

BSA: 0315

Sub BSA:
OBSA: 3510

Sub OBSA:
Accum Depr BSA: 0857

Accum Depr Sub BSA:

1. From Fixed Asset Classification drop-down list, select Adjustment
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2. InFixed Asset Catalog field, enter 1680-02
3. InIn Service Date field, click the calendar icon to 06/01/2015
4. Click Save

Complete the Cost, Valuation & Depreciation tab. Click the Cost, Valuation & Depreciation tab.

1. Confirm the Depreciation Method field is set to Straight Line

2. From the Depreciation Structure drop-down list select Responsibility Center

Component General Information | Specifications | Acquisition Details | Component Location Details | eIy e Tl g el F 31 et i)
Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Dietails || Fixed Asset Intent Reference | Insurance
Fixed Asset Adjustment - BSA: 0815
Classification:
Sub BSA:
Fixed Asset Catalog:  1530-02 ﬁl
OBSA: 3510
Fixed Asset Type: E e |
— Sub OBSA:
Fixed Asset Group: | 1820 ﬁl Accum Depr BSA: 0867
Useful Life: = Accum Depr Sub BSA:
In Service Date: | 02/17/2015 =
Out-of-Service Date: =
Received Date: =

Complete the General Information tab of the Accounting information. Click Accounting from the
Secondary Navigation panel.

1. Click Insert New Line

%- il il il il [l
= List View

CENEI SN nE U References | Fixed Asset Intent Reference | Fund Accounting || Detail Accounting ﬂ

Internal sale Gain/Loss
Amount:

Historic Asset Cost:

Accum Depr Amount:

Event Type: Budget FY:
Accounting Template: $| Fiscal Year:
Line Description: Period:
Funding Fiscal Year: 2015
Funding Budget FY: 2015
Line Amount: | 27,500 Responsibility Center Yes

Posting:

2. InLine Amount field, enter $27,500

3. In Funding Fiscal Year field, enter 2015 in training only (or current year in live production)

4. In Funding Budget FY field, enter 2015 in training only (or current year in live production)

5. From the Responsibility Center Posting drop-down list, select Yes

WAFIS

— Internal Use Only ADOA — GAO

9/01/2019 V6.0

Asset Management 87



AFIS MANUAL

Complete the Fund Accounting tab of the Accounting component. Click the Fund Accounting tab.

General Information || References | Fixed Asset Intent Reference Detail Accounting
Fund: | 3001 4| Object: 4| DBSA: 4
Sub Fund: | Sub Object: 4| Sub OBSA: 4
Department: | 101 i' Revenue: ﬁl Pending BSA:
Unit: | 0101 4| Sub Revenue: | Pending Sub BSA:
Sub Unit: 4| BSA: 4 | Dept Object: &
Appr Unit: | 1010000 & | Sub BSA: 4| Dept Revenue: &

1. Inthe Fund field, enter your student data card information

2. In Department field, enter your student data card information
3. In Unit field, enter your student data card information

4. In Appr Unit field, enter your student data card information

5. Click Validate to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left
corner of the screen: Document validated successfully
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Click Header. Click General Information tab.

iew Al of 1 |° Document submitted successfully - Pending Approval

Fixed Asset Aoquisilion{FAl| Dept: 101 ID: 201500000080 Wers 1 Function: New Phase: Pending | i

_

LG e nEULO (Exiended Doc Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Fixed Asset Intent Reference | Document Information

Document Name: - Auto Generate FA [
- Number:
= = Prefix
Record Date:
Budget FY: Fixed Asset Number: sTU 101 -12 $|
Fixed Asset TRANSPORTATION BUS - o

Fiscal Year: S
Description: PRISOMER WVEHICLE

Period:
Document Description:  Adding security package to o
b prizoner transportation bus - Document Total: 27 500.00
Complex/Building: - Fimal Asset Value: 2277 500.00
Event Type: Fa0z i ry
Memo Asset: [
Asset Status: i
1 | Asset System &l
Number:

Asset Status Name: Active

Note: The Document Total and Final Asset Value fields are updated by the betterment.

Click Submit to submit the document for approval after all errors are resolved. If the submission is
successful, the following message displays in the upper left corner: Document submitted successfully.

Once the FA document has been approved and is in Final status, navigate to Fixed Asset Registry
Component (FARCOMP) and verify that the asset information is appropriately updated, then return to
the Home Page.

1. Inthe Jump to field, enter FARCOMP
2. Click Go
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3. The FARRCOMP Search window opens. In the Fixed Asset Number field, enter the value from the

student data card

Component Number :
Component Value :
Commodity Code :

Asset Type:

Aszet Group :
Location :

Tag Humber :

Serial Number :
Acquisition Date :
Disposition Date :

Last Depreciation Date :

Iﬂk Clear Cancel

Fixed Asset Number: STU 101 -1.2

i

FA Document Code :

FA Document Department :

FA Document ID :

FA Document Version number :
FA Commodity Line Number :
Aszet System Number :

Asset System Description :

FN Doc Code :

FN Doc Dept :

FN Doc ID :

Asset Status :

v, fiptwindow.opener. & Internet | Protected Mode: OFf g~
4. Click Ok
Fixed Asset Registry Component
Menu Back

Fixed Asset Number Component Humber ComponentValue Commodity Code

v STU01-12 1
STUA0M -12 2
First Prev Mext Last

Search ¥k
= General Information
Fixed Asset Humber: <7 901 -1 2
Component Humber : 4
Asset Status @ 4
4 Active

b Asset Details

B Specifications

P Asset Classification & Location

B Acquisition /Disposition Details

$250,000.00 OF117
327,500.00 07105

Component Value @ g2cp gpo oo

Component Accumulated Depreciation @ gp og

Component Het Book Value @ =25p goo.oo

Historic Asset Cost: =2cp ppo oo
Asset System Number:

Asgset System Description :
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Verify there are two lines—one for the Prisoner Transportation Bus and one for the Security Package.

1. Click Home in the Primary Navigation Panel to return to the Home Page.

When a Department needs to modify non-accounting attributes on a Fixed Asset, users must create a
Fixed Asset Modification (FM) document in AFIS.

The FM document may be used to record changes in an existing asset, including:

= Asset Classification Details (Fixed Asset Catalog, Fixed Asset Group)

= Asset Depreciation Details (Useful Life, In Service Date, Salvage Value, Depreciation Method,
Depreciation Structure, Automatically Recalculate Depreciation)

= Valuation Details (Valuation Date, Valuation Amount, Closing Costs)
= Location (Location, Sub Location, and Complex / Building)

= General Information (Commodity Code, Units, Surface Area, Manufacturer, Model Number, Plat
Number, Serial Number, Tag Number, and Descriptions)

= Acquisition Details (Acquisition Date, Acquisition Method, Purchasing Authority, Memo Disposal
Value, Vendor Code, Replacement Date)

The default Event Type for the FM document is FAO5 (Modify Fixed Asset Non-Accounting Attributes).
Once a user has entered the Fixed Asset Number and clicked Auto Apply, the existing Component
information for the asset is inferred into the FM document.

=N ETETRIN Gl EVGLI Extended Doc Description || Responsibility Center | Composite Asset Information || Maintenance

Document Information

Document Name: - Fixed Asset Number: | STU1-HARLEY ﬁl
Event Type: | FADS 4
Record Date: |
Memo Asset: No
Budget FY:
) Hew Fixed Asset -
Fiscal Year: Description: L
Period; il
D t Do iption: i s i s
ocument Description: | Update Location and Sub location i Hew Asset System ﬁl
Number:

Fixed Asset
Description:

Asset System Number:

Asset System
Description:

H save || “3 undo

MOTORCYCLE - HARLEY

New Asset System
Description:

New Asset Status:

New Asset Status
Name:

Auto Apphy
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On the General Information tab, information for the Component, such as Commodity, Units, Unit of
Measure, Tag Number, descriptive fields and whether the asset is a Base Asset is inferred.

After a user modifies the non-accounting attributes that need to be changed, the FM document may be
validated and submitted.

-
[otaT il a L N REEN T SR D BB Specifications || Acquisition Details | Component Location / Condition ﬂ

Component Classification || Cost, Valuation & Depreciation || Insurance

Component g4 A | New Commodity: A |
Humber:
New Units:
Commodity: 07158
Hew Unit of Measure: ﬁl =
Units: 1.00000

Unit of Measure: E4 Newr Surface Area:

sSurface Area: Newr Statistical Units:

T T Hews Statistical UOM: A | —

Statistical UOM:
Plat Humber:
Tag NHumber:

Base Asset:

Description 1:

es

Newr Plat Humber:
New Tag Humber:
New Base Asset:
New Description 1:

New Description 2:

N

ﬁ Modify an Asset’s Location with the FM Document

Scenario

The location of the Harley Davidson Motorcycle (created previously), has been updated to include a
sub-location. Create an FM Document to update the Location and Sub Location information for this
fixed asset number.

Note: This activity is linked to the previously activity, which must be completed successfully
before performing the steps in this activity.

Login to AFIS. Create an FM Document from the Document Catalog.

1. Click Search

&GAFIS - internal Use Only ADOA — GAO 9/01/2019 V6.0 Asset Management 92



AFIS MANUAL

2. Click Document Catalog

Document Catalog

Search %k

= Document Identifier
Code : Fiy | Unit:
Dept. : 104 1D

= (Other Options
Auto Numbering @ [
Create Template : [~

ML\}

Menu

3. Click Create

4. In Code field, enter FM

5. In Dept. field, enter your student data card information
6. Check Auto Numbering check box

7. Click Create
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Complete the General Information tab in the Header component.
| header

L ETEN a0l Extended Doc Description | Responsibility Center | Composite Asset Information | Maintenance

Document Information

Document Hame: = Fixed Asset Number: | STU1-HARLE™Y ﬁl
Event Type: | FA0DS |
Record Date:
Memo Asset: Mo
Budget FY:
. New Fixed Asset -
Fiscal Year: Description: =
Period: Bl
Doc t De iption: i i
umen scription: | Update Location and Sub location i New Asset System $|
Number:
Fixed Asset | MOTORCYCLE - HARLEY o New Asset System -
Description: Description:
Asset System Number: New Asset Status: 4 |
=
Asset System -
Description: New Asset it:;lu;
ﬁ Sawve :‘__; Undo Auto Apphy

At

When the document is created, a new Document ID is generated. The document is shown as Ver: 1,
Function: New, Phase: Draft.

Fixed Asset Canbellation{FC}| Dept: 101 1D: 201500000004 Ver: 1 Function: Mew  Phase: Draft =

1. Inthe Fixed Asset Number field, enter your student data card information

2. Verify the Event Type is set to FAO5 (Modify Fixed Asset Non-Accounting Attributes)
3. In Document Description enter Update Location and Sub Location
4. Select Auto Apply

Verify the asset information is inferred on the Component.

[l W EN N Y G IR anELGLGN | Specifications | Acquisition Details | Component Location / Condition || Component Classification

Cost, Valuation & Depreciation || Insurance

Component Number: |01 &I New Commodity: $|
Commaodity: 07158 Hew Units:
Units: 1.00000 New Unit of Measure: $|
Unit of Measure: EA New Surface Area:
Surface Area: New Statistical Units:
Statistical Units: New Statistical UOM: 4|

Statistical UOM: New Plat Number:

Plat Number: New Tag Number:

Tag Number: New Base Asset: -

Base Asset: Yes

New Description 1:
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1. Click Open Document Navigator (small arrow on left side) to switch to Document Navigator
mode

2. Click Component

3. Verify the Component Number, Commodity, Units, Unit of Measure, and Base Asset fields are
inferred from the Fixed Asset Number selected

Add a new location to the Component Location/Condition tab. Click the Component Location/Condition
tab.

Component General Information | Specifications | Acquisition Details Component Classification -ﬁ‘
Cost, Valuation & Depreciation | Insurance
Location: 1014 New Location: 1018 ﬁ
Address 1: New Address 1:
Address 2: New Address 2:
City: New City:
State: Newr State:
Zip: New Zip:
County: Newr County:
Country: New Country:
Longitude: New Longitude:
Latitude: New Latitude:
Sub Location: 001 Hew Sub Location: | 002 s

1. From New Location pick list, select your student data card information
2. From New Sub Location pick list, select your student data card information

3. Click Validate to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left
corner of the screen: Document validated successfully

4. Click Submit to submit the document for approval after any errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document
submitted successfully

Once approval is applied and the FM is in Final status, navigate to the FARCOMP table and verify that
New Location is properly updated, and then return to the Home Page.

1. Inthe Jump to field, enter FARCOMP
2. Click Go

3. The FARCOMP Search window displays. In the Fixed Asset Number field, enter number from
step B2
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4. Click Ok

w Asset Classification & Location

Classification Indicator | sdjustment Location : 1g1ip
Asset Type: Loc B Dept 101
“ehicles
Asset Catalog: 1070-12 Sub Location : gz

Asset Group: {970

AUTO WEHICLE
Aszset Group Class

Complex | Building : a

Asset Group Category: 47

Automotive
Base AssetFlag: [~

5. The record displays. Click Asset Classification & Location to expand the section
6. Verify that the Location and Sub Location fields are updated

7. Click Home in the Primary Navigation Panel to return to the Home Page

A Department may capture labor and maintenance costs associated with asset repair, maintenance and
warranty information. When the need to modify asset is not a fleet asset, a Department user can use
the Fixed Asset Repair and Warranty (FRM) document. As a reminder, upon acquisition of the asset
enters an FA document with warranty information by using the Warranty component.

The repair and maintenance costs of the asset are recorded at the FRM document Warranty - Repair and
Maintenance component, which includes the following three tabs:

= The General Information Component tab contains the Component field.

= The Warranty tab facilitates adding and updating the Warranty information on the Fixed Asset
Warranty (FAWR) table.

= The Repair & Maintenance tab facilitates recording the repair and maintenance information for
the FA component. On submission of the FRM document to Final, the fields in this component
will insert, update or delete a record on the Fixed Asset Repair & Maintenance (FARM) table.

The FRM goes through a single level of approval within the Department before going to Final Status.
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Fixed Asset Repair and Warranty(FRM) | Dept: 200 ID: 201500000009 Ver: 1 Function: New Phase: Final -

| Header

Component General Information | Warranty |zEETEALETHIIEGE] T

Repair & Maintenance | Add Repair & Maintenance gg855501 ﬁl
Action: Vendor Code:
FA Repair & Maintenance ﬁl Repair & Maintenance STAUFFER PLUMBING
Number: Vendor Hame:
Repair & Maintenance Type: EMERS REPAIR-EXT &I Repair & Maintenance apons ﬁl
Address ID:

External Emergency Repair
Repair & Maintenance P Q BOX 1066
Start Date of Repair & 10/23/2014 = Address 1:

Maintenance: i i
Repair & Maintenance

End Date of Repair & 10/23/2014 B Address 2:

Maintenance:
Repair & Maintenance City: CLAYPOOL

Labor Cost of Repair &
Maintenpaice: 57500 Repair & Maintenance State a7 $|
Code:
Material Cost of Repair & g125.00
Maintenance: Repair & Maintenance 5tate: Arizona
Other Cost of Repair & Repair & Maintenance Zip 85532
Maintenance: Code:
Total Cost of Repair & S700.00 Repair & Maintenance ﬁl
Maintenance: County Code:
Warranty Agreement ﬁ, Repair & Maintenance
Craandtire

Repair and Maintenance codes are setup and maintained by users, with security authorization on the
FARTYP table.

The value in the Repair and Maintenance Action field, which is in the Repair & Maintenance tab,
determines whether new records are added to the FARM table or existing records are modified or
deleted.

N

ﬁ Capture Labor & Material Costs for Repairs and Maintenance

Scenario

Your department wants to track the warranty and repair of its Prisoner Transportation Bus. You have
looked on the FAWR and FARM tables and found that this information has not been recorded for your
asset. Create the FRM document to track the warranty and repair for this asset.

Login to AFIS. Create an FRM Document from the Document Catalog.
1. Click Search

2. Click Document Catalog
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Document Catalog

Search &k
= Document ldentifier

Code : Fpp ﬂ Unmit :
Dept. : 104 ID:

= Other Options
Auto Numbering : ||
Create Template : |[—

Create
[

Menu
4. Click Create link
5. In Code field, enter FRM
6. In Dept. field, enter your student data card information

7. Check Auto Numbering box
8. Click Create

Complete the General Information tab in the Header component.
The FRM document opens. When the document is created, a new Document ID is generated. The

document is shown as Ver: 1, Function: New, Phase: Draft.

Fixed Asset Canoellation[FC}| Dept: 101 ID: 201500000004 Ver.: 1 Function: New Phase: Draft il

N EI SR nEULO | Extended Doc Description || Document Information

Document Name: Ea Fixed Asset ST 101 -1.2 £|
- Number:
Record Date: Event Type: |FA15 4|
Fiscal Year: Asset System
Number:
Document | Track Warranty and Repairs -

Description: - Asset System -

Description:

1. Inthe Document Description field, enter Track Warranty and Repairs
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In the Fixed Asset Number field, enter your student data card information

Complete the Component General Information tab in the Warranty-Repair and Maintenance
component.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document Navigator

vk N

mode

Click the Warranty-Repair and Maintenance component.

Click Insert New Line

From the Component Number pick list, select 1

Click Save

Component General Information

Component NHumber:

Debt ID:

Repair & Maintenance

1

Complete the Repair & Maintenance tab in the Warranty-Repair and Maintenance component. Click the

Repair and Maintenance tab.

. .

Component General Information || Warranty | RGN E EL T

Repair &
Maintenance Action:

FA Repair &
Maintenance
Number:

Repair &
Maintenance Type:

Start Date of Repair
& Maintenance:

End Date of Repair &
Maintenance:

Labor Cost of
Repair &
Maintenance:

Material Cost of
Repair &
Maintenance:

Other Cost of Repair
& Maintenance:

Audd -

EMERG REPAIR-EXT

External Emergency Repair

02M 72015

0272015

Repair & | 22355501

Maintenance
Vendor Code:

Repair &
Maintenance
Vendor Hame:

Repair &
Maintenance
Address It

Repair &
Maintenance
Address 1:

Repair &
Maintenance
Address 2:

Repair &
Maintenance City:

Repair &
Maintenance State

Code:

Repair &
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In the Repair & Maintenance Type pick list, select Emerg Repair-EXT
In the Start Date of Repair & Maintenance field, enter today’s date
In the End Date of Repair & Maintenance field, enter today’s date
In the Labor Cost of Repair & Maintenance field, enter 575

In the Material Cost of Repair & Maintenance field, enter 125

N o v A w N

In the Repair & Maintenance Vendor Code field, enter 88855501

Check the FRM document for errors.

1. Click the Validate button to check for errors. The vendor information infers.

2. If any errors exist, correct the errors and click the Validate button again. If the validation is
successful, the following message displays in the upper left corner of the screen: Document
validated successfully

3. Click the Submit button to submit the document for approval after any errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document
submitted successfully

Once approval is applied and the FRM is in Final status, navigate to the FARM table and verify the repair
and maintenance costs are appropriately recorded, then return to the Home Page.

1. Inthe Jump to field, enter FARM
2. Click Go
3. The FARM table displays. Click Search

FA Repair & Maintenance Number : Do 1D :
Doc Code : FA Number: 5TU101-1.2
Doc Dept : FA Component Humber :

I]':L}:' (-lear Cancel
Do,/ € Internet | Protected Mode: Off 4
4. Inthe FA Number field, enter number from step B3

25

5. Click Ok

Once on the record, verify that the following fields are updated:
e Repair and Maintenance Type
e Repair and Maintenance Name
e Start Date of Repair & Maintenance
e End Date of Repair & Maintenance
e Labor Cost of Repair & Maintenance
e Material Cost of Repair & Maintenance

e Total Cost of Repair & Maintenance
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FA Repair & Maintenance

FA Repair & Maintenance Humber Document ID FA Humber FA Component Humber

s 21  FRM-101-201500000010-1 STU101-1.2 1
First Prev Mext Last

Search ¥k
w Asset Information
FA Number: sy qp1-12
FA Component Number : 4
Doc Code & Fpy
Doc Dept: g9

DocID: 201500000010

= Repair Details
FA Repair & Maintenance Number : 3 Warranty Agreement Number :
Repair & Maintenance TYPE : ElERG REPAIR-EXT Repair and Maintenance Description :

Repair & Maintenance Name ! External Emergency Repa

Start Date of Repair & Maintenance : g2/47/20415 =]

End Date of Repair & Maintenance : g2;17/2015 = Repair & Maintenance Performed By :
Labor Cost of Repair & Maintenance : zc7s o Repair & Maintenance Inspected By :
Material Cost of Repair & Maintenance : g425 g Repair & Maintenance Inspection Date : =

Other Cost of Repair & Maintenance :
Total Cost of Repair & Maintenance : =700 00

Click Home in the Primary Navigation Panel to return to the Home Page.

When users need to record accounting adjustments (increases or decreases) to an existing asset’s
Accounting Lines in AFIS, they process the adjustment using the Fixed Asset Increase / Decrease (Fl)
document. Adjustments may be necessary to account for additional expenditures, accounting
adjustments, or accounting reclassifications related to the expense recorded for a specific asset. Such
adjustments may be entered using the Fixed Asset Increase / Decrease (FI) document code. Any existing
line may be increased or decreased by entering a positive or negative dollar amount. New lines may be
introduced and existing lines decreased to zero.

This document can be used only to increase or decrease the value of the asset and will not record the
increase or decrease of the quantity to change any other value of the asset. Finally, users cannot
decrease an asset below the established Fixed Asset Capitalization Criteria (FACC) minimum for its asset
type, or its accumulated depreciation. The following main events occur when processing an FA Increase/
Decrease document:
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= If a new Accounting Line has been added, then Fl document adds the new Accounting Line to
the FA Registry accounting.

= If an existing Accounting Line has been changed (increased or decreased) the historical cost, net
book value on the existing lines of the FAR accounting are updated accordingly.

= The historical cost on the FAR component and Header is also updated accordingly.

=  When the value of an asset that has already been depreciated is increased or decreased a
record is inserted to the DEPEC with the new historical cost.

= Records are inserted to the FA component Journal.
= Records are inserted to the FA accounting Journal.
= Fl documents cannot be processed for a fully disposed asset.

Many fields are protected and not editable on this document. Only those fields used to create and
record the increase or decrease postings are editable. All others are completed with the Auto Apply
action found on the Header and Component Line which bring information into the document from the
Fixed Asset Registry tables.

The default Event Type for the FI document is FAQ7 (Increase/Decrease value of a Fixed Asset). Once a
user has entered the Fixed Asset Number, and clicked Auto Apply, the existing Component information
for the asset is inferred into the FI document from the Fixed Asset Registry tables.

Fl component lists specific attributes of each asset component. Only component number can be
editable on this document in the case a user wishes to specify a specific component to change in value
instead of all components. All other fields are protected on this document. The Auto Apply action is
available on this page to retrieve values from the Fixed Asset Registry table for only the specified
components.

Enter a positive or negative dollar amount to increase or decrease an existing line, or insert a new
Accounting Line for the component and appropriate dollar amount in the Line Amount field. The FI
document may, then, be validated and submitted.

Y\

t?, Create a New Fixed Asset Increase (FI) Document

Scenario

While reviewing Fixed Asset Acquisitions Activity, you realize an incorrect purchase price was entered
on the Harley Davidson Motorcycle Activity from the previous section. Use the FI Document to
increase the purchase price from $6,500 to $16,500 (net increase of $10,000).

Login to AFIS. Create an FI Document from the Document Catalog.

%AFIS — Internal Use Only ADOA — GAO 9/01/2019 V6.0 Asset Management 102



AFIS MANUAL

1. Click Search

Document Catalog

Search &k
= Document ldentifier

Code :|F| ﬁ Unit :
Dept.: 101 I

= Other Options
Auto Numbering : | [
Create Template : [~

Click Create link
In the Code field, enter FI

2
3
4. Inthe Dept field, enter your student data card information
5. Check the Auto Numbering check box

6

Click Create

Complete the General Information tab in the Header component. When the document is created, a new
Document ID is generated. The document is shown as Ver: 1, Function: New, Phase: Draft.

Fixed Asset IncreasemecreaselFI}| Dept: 101 ID: 201500000012 Wer.: 1 Function: New  Phase: Draft -
_ﬂ

L EIERL i uELLW Extended Doc Description | Responsibility Center | Composite Asset Information || Fixed Asset Intent Reference

Document Information
Document Hame: = Fixed Asset Number: | STU1-HARLEY ﬁl

: Fixed Asset -

Record Date: Description:
Budget FY: o

T ETE Document Total: 50.00 B
HeTAt Final Asset Value: 20.00
¥ Document Description: | Increasing Asset Value o Event Type: FAODT ﬁl
Asset Status: Memo Asset:

Asset System Number: |
Asset Status Name:

Asset System -
Description:
ﬁ Save 3‘_}; Undo Auto Apply ‘ Fixed Asset Equity Sources
Ty
Component Total Lines: 0 Fixed Asset Number: none Component Humber: nod
Accounting Total Lines: 0 Accounting Line: nong  Line Amount: nong
Posting Total Lines: 0 Posting Line: none
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In the Fixed Asset Number field, enter number from Activity 3.3 (Harley Davidson)
In the Document Description field, enter Increasing Asset Value

Verify the Event Type is set to FAO7 (Increase/Decrease value of a Fixed Asset)

P W N

Click the Auto Apply button

Verify COA elements are inferred on the Responsibility Center tab.

1. Click the Responsibility Center tab

_

General Information || Extended Doc Description ‘ Composite Asset Information | Fixed Asset Intent Reference
Document Information
Custodian: Revenue: Task:
Fund: 2001 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 101 Dept Revenue: Major Program:
Unit: 0101 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1010000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:

2. Verify the Fund, Sub Fund, Department, and Unit fields are inferred

Verify the values associated with the Component Number are inferred on the Component.

1. Click the Component

: _ _

Acquisition Details | Component Location Details | Component Classification
Cost, Valuation & Depreciation || Fixed Asset Intent Reference || Insurance
Component Number: | (1 | Tag Number:
Commeodity: 07158 Base Asset: Yes

Units: 1.00000 Description 1:
Unit of Measure: E& Description 2:
Surface Area: Description 3:
Statistical Units: Description 4:
Statistical UON: Description 5
Manufacturer: HARLEY DAVIDSON Extended Description:

Model Number: HET00

2. Verify the values associated with the Component Number on the tabs. They cannot be modified

&GAFIS - internal Use Only ADOA — GAO 9/01/2019 V6.0 Asset Management 104



AFIS MANUAL

3. Complete the General Information tab on the Accounting component, to increase the price of
the asset
Feferences || Fixed Asset Intent Reference || Fund Accounting | Detail Accounting
Event Type: FAOT Budget FY:
Accounting Template: ﬁ Fiscal Year:
Line Description: - Period:

Funding Fiscal Year: 2015
Funding Budget FY: 2015

Line Amount: 10,000 Responsibility Center ez -
Posting:

4. Click the Accounting component. It will open to the General Information tab
5. Inthe Line Amount field, enter 10,000 (This is the amount of the increase)

Verify the values associated with the Component Number are inferred on the Accounting component.
1. Verify the values associated with the Component Number on the tabs. They cannot be modified
2. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully
3. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner: Document

submitted successfully

Once the Fl is in Final status, navigate to the FARHDR table and the Fixed Asset Accounting Journal to

view updates, and then return to the Home Page.
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1. Inthe Jump to field, enter FARHDR

Fixed Asset Number: STU1-HARLEY Acquisition Date : |
Summary Asset Value : Last Depreciation Date : B
Asset Description : » Asset System Number :

Asset System Description : |

FN Doc Code :

Department : FN Doc Dept :

Unit : FH Doc ID :

Activity : Asset Status :
Asset Type:

Asset Group:

Ok [Clear Cancel

2. Click Go

3. The FARHDR Search window displays. In the Fixed Asset Number field, enter number from step
B2 (Fixed Asset Number for Harley)
4. Click OK

Verify a record exists for the Fixed Asset Number.

Fixed Asset Registry Header

Fixed Asset Number Asset Description Department Unit Summary Asset Value

« STU1-HARLEY MOTORCYCLE - HARLEY 101 0101 $16,500.00
First Prewv Mext Last
Search ¥k
= General Information
Fixed Asset Number: s {_HARLEY Summary Closing Costs @ gg g
Summary Asset Value @ =15 5go.00 Summary Salvage Value : =4 g50.00
Summary Accumulated Depreciation @ g gg Summary Selling Price @ =g qp
Summary Net Book Value : =15 spp oo Historic Asset Cost: =15 sno 00
Summary Valuation Amount: =g qg Asset System Number :
Asset Description : WoOTORCYCLE - HARLEY - Asset System Description :

1. Click the Fixed Asset Registry Component link, which is at the bottom of the page (not shown)
2. Verify the page has been updated

3. Click the Fixed Asset Registry Accounting link, which is at the bottom of the page (not shown)
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Select the Search hyperlink located above the General Information component

4
5. Inthe Fixed Asset Number field, enter number from step B2
6. Click OK

7

Verify the page has been updated

Fixed A=z=set Registry Accounting

Fixed As=set Humber Component Number Accounting Line Amount

~ STUM-HARLEY 01 516,500.00
First Prew Next Last

Search # B
= General Information

Fixed Asset Number: sTU1_HARLEY Accumulated Depreciation @ =g gp
Component Number : gq Net Book Value : =45 soo oo
Accounting Line Amount : =45 5000 Selling Price : =q g

Historic Asset Cost: =45 soo.00

b Fund Accounting

b Detail Accounting

F Document Reference

Jop

F Fixed Azset Registry Header OF Fixed Asset Registry Component

8. Click Home in the Primary Navigation Panel to return to the Home Page
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When an asset record has been mistakenly entered into AFIS, a Department can delete the unnecessary
asset record using the Fixed Asset Cancellation (FC) document.

It is helpful to remember the following cancellation tips.

e A component has to be cancelled completely. There is no partial cancellation of a
component. Nor can only one Accounting Line of the component be cancelled. If the
amount on one of the Accounting Lines of a component has to be reduced to zero, the FI
document may have to be used; in which case the asset entry will not be removed from the
FAR table.

e If only a component, and not a complete asset, is cancelled, entries from the FAR
Component and FAR Accounting tables relevant to that component will be deleted. The
Asset number will not be available to be reused.

e |[f the complete asset is cancelled, entries from the FAR Header, FAR Component and FAR
Accounting tables will be deleted. The Asset number will be available to be reused.

e [fthere are any FAPR references on the document and the asset is cancelled, no FAPR
updates/reversals will take place. However, the Shell generation detail are updated by
removing the Shell reference from the listing on the FAPR table.

e Do not process an FC on an asset for the sole purpose of adjusting the base amount for
calculating depreciation, if the asset already has been depreciated in the system; rather
dispose of the asset with an FD document to properly adjust the depreciation and setup a
new one with a manual FA Document. Another option may be to process an Fl document to
change the accounting information.

e If a user wants to create an asset with the FAPR reference that was on the cancelled

document, a user manually creates a new asset with an FA document using the same
information as the cancelled asset.

FC Header

The default Event Type for the FC document is FA11 (Cancellation of a Fixed Asset). Once a user has
entered the Fixed Asset Number, and clicked Auto Apply, the existing Component information for the
asset is inferred into the FC document from the Fixed Asset Registry tables.

FC Component and Accounting
Since the component level and accounting level information is inferred from the Fixed Asset Registry
tables, no additional data entry is required. The FC document may, then, be validated and submitted.

B\

_ & Cancel a Fixed Asset with the FC Document

Scenario
Reviewing the acquisitions for the month you realize you incorrectly entered the Night Vision System
on the police vehicle. Create an FC Document to cancel Component 2 as it is entered incorrectly.

Login to AFIS. Create an FC Document from the Document Catalog.

1. Click Search
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2. Click Document Catalog

3. Click Create link

Document Catalog

Search =13

Code: f
Dept.: 101

Create
—

Menu

= Document [dentifier

£| Unit :
IDv:

= Other Options
Auto Numbering | [
Create Template : [~

In the Code field, enter FC

Check the Auto Numbering check box

4
5. Inthe Dept. field, enter your student data card information
6
7

Click Create

Complete the General Information tab in the Header component. When the document is created, a new
Document ID is generated. The document is shown as Ver: 1, Function: New, Phase: Draft.

l Fixed Asset CancellatioanC}| Dept: 101 1D: 201500000004 Ver: 1  Function: New  Phase: Draft | - ‘

[e:LETETRG GlpyELilsi | Exiended Doc Description | Responsibility Center | Composite Asset Information || Document Information
-

Document Name:

Record Date:
Budget FY:
Fiscal Year:
Period:

Document Description:

Asset Status:

Asset Status Name:

B save | 3 undo

Cancel Compenent 2

Active

- Fixed Asset Number: |STU 1 COPCAR | 4| —

Fixed Asset POLICE CAR it
Des=scription:

Document Total: 57 900.00

Final Accumulated S0.00
Depreciation:

- Final Asset Value: 50.00

m

Final Net Book Value: 50.00
Event Type: |FA11 |
Memo Asset: No
Asset System Humber:

Asset System &
Description:

Auto ﬁaﬂhr

e o
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In the Document Description field, enter Cancel Component 2

Verify the Event Type is set to FA11 (Cancellation of a Fixed Asset)

P W N

Click the Auto Apply button

Verify COA elements are inferred on the Responsibility Center tab.

1. Click the Responsibility Center tab

In the Fixed Asset Number field, enter your student data card information

General Information || Extended Doc Description Composite Asset Information | Document Information
Custodian: Revenue:
Fund: 5001 Sub Revenue:
Sub Fund: Dept Object:
Department: 101 Dept Revenue:
Unit: 0101 Activity:
Sub Unit: Sub Activity:
Appr Unit: 1010000 Function:

Tashk:

Sub Task:
Task Order:
Major Program:
Program:
Phase:

Program Period:

2. Verify the Fund, Department, Unit, and Appr Unit fields are inferred

Select the Component Number to cancel the Night Vision System only, located on Component General

Information tab.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document Navigator

mode

STU 1 COP CAR
STU 1 COP CAR 2

From 1 to 2 Total: 2

Fixed Asset Humber Component Humber Component Total Units

$42,500.00 1.00000 .. |
$15,400.00 1.00000 1%

Go to line: Go

2. Click the Component. Both component lines are inferred
3. Component Number 2 is the component which has a duplicate entry
4. Select line 1 to remove the line that does not need to be cancelled

5. Click the trash can icon for the line (line 1) to be eliminated
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A window opens confirming that you want to delete the line. Click Yes.

| Confirm Delete

4 Are you sure yvou want to delete this line?

‘r'jl_?_'.n Mo |
4 f

1. One component line remains (Component Number 2). Verify the values associated with the

Component Number on this tab are inferred from the Fixed Asset Registry tables
2. Review the other tabs. This information cannot be modified

Verify the values associated with the Component Number are inferred on the Accounting component.

From the Secondary Navigation Panel, click the Accounting component.

Verify the values associated with the Component Number on the tabs. They cannot be modified.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully

2. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document
submitted successfully.

Once approval is applied and the FC is in Final status, navigate to the FARHDR table and verify the record

for the asset remains since Component 1 still exists, then return to the Home Page.

1. Inthe Jump to field, enter FARHDR

2. Click Go
Fixed Asset Humber: STU1 COP CAR Acquisition Date : B
Summary Asset Value @ Last Depreciation Date @ B
Aszset Description : » Asset System Number:
Asset System Description :
—~ FN Doc Code :
Department : FN Doc Dept:
Unit: FN Doc ID
Activity : Asset Satus:
Asszet Type:
Azset Group:
_0k Clear Cancel
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3. The FARHDR Search window displays. In the Fixed Asset Number field, enter number from step B2
4. Click Ok

Fixed Asset Registry Header

Fixed Asset Number Asset Description Department Unit Summary Asset Value
~ STU 1 COP CAR POLICE CAR 101 0101 $42,500.00
FIFST FTev Nexl Last
Search #k
= General Information
Fixed Asset Number: o7 1 cOP CaR Summary Closing Costs : g gp
Summary Asset Value : a7 cpp oo Summary Salvage Value : =4z 5p
Summary Accumulated Depreciation : g5sa 35 Summary Selling Price : =g g
Summary Net Book Value : 541 541 55 Historic Asset Cost: =42 sgn.00
Summary Valuation Amount : =g gp Asset System Number :
Asset Description : pgL|iCE cCaAR -~ Asset System Description :

Verify a record exists for the Fixed Asset Number. Note the Summary Asset Value is $42,500.
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Fixed Asset Registry Component

Fixed Asset Number Component Humber ComponentWValue Commodity Code

~ STU 1 COPCAR 1 342 50000 07105
First Prew Mext Last

1. Click the Fixed Asset Registry Component link, which is at the bottom of the page (not shown)
2. Confirm only one record for Component 01 exists

3. Click Home in the Primary Navigation Panel to return to the Home Page

Asset Transfers and Internal Sales

Learning Objectives
In this lesson, you will:

= Transfer an asset to a different unit using the Fixed Asset Transfer (FT) document
= Review the Reorganization process

=  Process an internal sale using the Fixed Asset Internal Sale (FS) document

Lesson Overview

This lesson covers how Department users may transfer an existing asset to a different unit within their
Department, known as an intra-agency transfer and how to process an internal sale of an existing asset
is also reviewed.

The transfer and internal sale processes covered in this section, allow the department to enter the
buying and selling information in one step and on one document. Alternatively, the department can
always use a two-step approach, of the selling agency entering a Fixed Asset Disposal (FD) document
and the buying agency entering a Fixed Asset Acquisition (FA) document. Additionally, if the asset is a
capital asset, functionality exists to allow the buying side to copy forward the FD (FAQ9 event type) to
create the FA (FA27 event type) document. Fixed Asset Transfer.

A Department may transfer an existing asset to a different unit within that Department in AFIS.
Additionally, a Department may transfer an existing asset to a different fund within the Department, if
both funds are marked for General Capital Assets Fund posting (Fund 1300). To record this change, a
user from the sending unit must create Fixed Asset Transfer (FT) document and provide the receiving
unit’s information, in the Responsibility Center tab on the FT Header. The new location of the asset
should also be updated on the FT Component line. After the FT document has been submitted, a
Department level approver must approve the FT document, to send it to Final Phase.
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The FT document depreciation is calculated up until the reorganization date (Record Date of the FT
document) and is charged to the sending unit’s Responsibility Center.

N

&, Create an Intra-Agency Transfer with an FT Document

Scenario
You need to transfer the Harley Davidson Motorcycle from the previous activity to a different unit and
location. Create an FT document to record the transfer.

Login to AFIS. Create an FT document from the Document Catalog.
1. Click Search
2. Click Document Catalog

3. Click Create link
Document Catalog

Search &bk

= Document [dentifier
Code : f| A | Unit:
Dept. : 104 1D

= Other Options
Auto Numbering @ | [
Create Template : [~

Create

enu

In the Code field, enter FT

In the Dept field, enter your student data card information

Check the Auto Numbering check box

N o v s

Click Create
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Complete the General Information tab in the Header component.

Fixed Asset CancellatioanC}| Dept: 101 1D: 201500000004 Ver: 1  Function: New  Phase: Draft -

When the document is created, a new Document ID is generated. The document is shown as Ver: 1,
Function: New, Phase: Draft.

L-NETE IR (LG Extended Doc Description | Responsibility Center | Composite Asset Information | Document Information

Document Name:

Record Date:
Budget FY:
Fiscal Year:

Period:

New Complex/Building:

Asset Status:

Asset Status Name:

Mawr Aeoat Statue:

H save [ =¥ Undo

Document Description: | Transfer Asset

Fixed Asset Number: | STU1-HARLEY ﬁl

Fixed Asset | MOTORCYCLE - HARLEY

Description:

Document Total: $0.00

Document 30.00
Depreciation:

Final Accumulated 50.00
Depreciation:

Final Asset Value: 516 500.00

Final Net Book Value: 50.00
Event Type: FAl&

Memo Asset: No

A=szet Svstem Numhber:

m

Auto "!‘Hrﬂﬂ Fixed Asset Equity Sources

o

In the Fixed Asset Number field, enter your student data card information

In the Document Description field, enter Transfer Asset

1
2
3. Verify the Event Type is set to FA06 (Transfer a Fixed Asset)
4

Click Auto Apply

Complete the Responsibility Center tab. Click the Responsibility Center tab.

Fund: 9001 Hew Dept Object: 4| Hew Task Order: i |
New Fund: | 3000 & Dept Revenue: Major Program:
Sub Fund: New Dept Revenue: | New Major
Program:
Newr Sub Fund: &I Activity:
Program:
Department: 101 Hew Activity: i |
ty =t New Program: &I
New Department: | 100 ﬁl Sub Activity:
Phase:
Unit: 0101 New Sub Activity: 4
= Hew Phase: 4|
New Unit: | 0100 ﬁl Function:
Program Period:
Sub Unit: HNew Function: A |
= New Program i
Newr Sub Unit: ﬁl Sub Function: Period:
Appr Unit: 1010000 Mew Sub Function: ﬁl Location:
New Appr Unit: | 1000000 ﬁl Reporting: Hew Location: 3'

%AFIS — Internal Use Only ADOA — GAO

9/01/2019 V6.0

Asset Management 115




AFIS MANUAL

Verify that the asset values are inferred from the Fixed Asset Registry tables on the Responsibility
Center tab.
1. Inthe New Fund picklist, select 9000

2. Inthe New Department picklist, select your student data card information
3. Inthe New Unit picklist, select your student data card information
4

In the New Appr Unit field, enter 1000000

Complete the Component Location Details tab.
1. Click the Open Document Navigator icon (small arrow on left side) to switch to Document Navigator
mode

2. Click the Component

Component General Information || Acquisition Details
Component Classification || Cost, Valuation & Depreciation || Insurance
Location: 1018 New Location: 1004 i
Address 1: New Address 1:
Address 2: Hew Address 2
City: Newr City:
State: New State:
Zip: Hewr Zip:
County: New County:
Country: New Country:
Longitude: New Longitude:
Latitude: Hewr Latitude:
Sub Location: 002 New Sub | 001 4|
L Location:

3. Click the Component Location Details tab
Verify that the asset values are inferred from the Fixed Asset Registry tables on the Component Location
tab.
1. From the New Location pick list, select your student data card information.
2. From the New Sub Location pick list, select your student data card information.
3. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the

upper left corner of the screen: Document validated successfully
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Verify the Depreciation Amount is appropriately calculated based on the Depreciation Method (Straight-
Line).

1. Click the Cost, Valuation & Depreciation Method tab
| Component FixedAssotNumber: STUS45 ComponentNumber:Of

Component General Information | Acquisition Details | Component Location Details || Component Classification| [efIMVEITENT R LTIV ENTL M| Insurance
N

Depreciation Stru

Final Accum

Closing Costs: $0.00
Salvage Value: $1,650.00

Depreciation Method: Straight Line

cture: Responsibility Center

Fixed Asset Registry Value: $16,500.00

Depr: $784.62

Last Depreciation Date:
Valuation Date:
Valuation Amount: $0.00
Trade-In Credit:
Appraisal Date:

Appraiser Name:

Final Net Book Value: $15,715.38 Options to Purchase
. Property:
DeciningRate; Deed Information:

Depreciation Amount: $784.62 Replacement Date:

Replacement Type:

2. Verify the Depreciation Amount is appropriately calculated.

Verify the accounting information is appropriately recorded on the Accounting component

1. Click the Accounting component

%‘ il i i i -.

Accounting Line Line Amount Event Type Depreciation Amount
1 30.00 FADS $450.80
2 20.00 FADS £0.00
From 1 to 2 Total: 2 Go to line: Go
= List View
LENEI L g b L Fund Accounting | Detail Accounting ﬂ
Event Type: FADS Budget FY:
Accounting Template: Fiscal Year:
Line Description: Period:
Line Amount: 30.00 Responsibility Center [
Posting:
Depreciation Amount: 3450 50
Accum Depr Amount: $0.00

2. Verify there are two accounting lines
3. Verify that Accounting Line 1 is selected in the grid and the Depreciation Amount is recorded on this

line
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— s =

Accounting Line Line Amount Event Type Depreciation Amount

1 30.00 FADE $450.90
2 30.00 FADS 50.00

From 1 to 2 Total: 2 Go to line: Go
= List View
General Information | Fund Accounting || Detail Accounting ﬂ

Event Type: FADS Budget FY:

Accounting Template: Fizcal Year:

Line Description: Period:
Line Amount: 30.00 Responsibility Center [/

Posting:
Depreciation Amount: 3450 50

Accum Depr Amount: 30.00

1. Click the Fund Accounting tab

2. Verify the depreciation calculated in the previous step is appropriately recorded on Accounting
Line 1 against the old Unit.

3. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document

submitted successfully

Once approval is applied and the FT is in Final status, navigate to the JFAAJ table and verify the asset
information is updated.

1. Inthe Jump to field, enter JFAAJ

2. Click Go
Run Tm : B BSA :
Doc Record Date @ B Department :
Fiscal Period : Unit :
Fiscal Year : Doc CD :
Budget FY : Doc Dept :
Posting Code : Do 1D :
Fund : FA NHumber: STU1-HARLEY
Object : Component :
Ok Clear Cancel

3. The JFAAJ Search window displays. In the FA Number field, enter number from step B1
4. Click Ok
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Fixed Assets Accounting Journal
Menu Back
BRun Tm Document 1D FA Humber Component Acc&l.::;ting % DriCr Psing Am
02M7/2015 FA 101 201500000077 STU1-HARLEY 01 1 1 D $6,500.00
02M7/2015  FEA 101 201500000077 STU1-HARLEY 01 1 1 C (S5,500.00)
02M9/2015 FI101 201500000012 STU1-HARLEY 01 1 1 D $10,000.00
02M9/2015 FEI101 201500000012 STU1-HARLEY 01 1 1 C (810,000.00)
~ 02202015 FT 1041 201500000085 STU1-HARLEY 01 1 1 D $450.50
022002015 FT 104 201500000085 STU1-HARLEY 01 1 1 C (5450.90)
First Prev Next Last
Search ¥k
< General Accounting
Doc Record Date : g2/17/2015 =l Ln Fune : | yon-Standard
Fiscal Period: o Pstng Am @ s450 90
Fiscal Year : zq4g DriCr: g
Budget FY @ 2p45 IncriDors @
Fizcal Quarter: 5 FA Humber: sTq_HARLEY
Event Type : Faps Component: g9
Event Category : F7 Accounting Line :
Pstng Prin : Posting Line @ 4
Posting Code @ Fpzg Run Tm : gz/20/2015 =]

1. Six records display, as there are two records (debit and credit) for each document number (FA,
Fl and FT) that was created with this fixed asset

2. Click the first record for the FT document. Note the Posting Am (Amount) is the depreciation
amount recorded on the FT document

3. Click Home in the Primary Navigation Panel to return to the Home Page

The Reorganization Process modifies Location-related fields (Location, Sub Location or Complex
Building) or transfer Responsibility Center fields such as Department or Unit Code.

A Department may be required to process an internal sale of an existing asset, if the asset is moving to
another fund. To complete this process in AFIS, the Fixed Asset Internal Sale (FS) document is used. The
FS document can only be used for capital assets, and will not allow the asset number to be changed. If
the asset is a memo asset, or the fixed asset number must be changed, use the two step process
discussed in the Lesson Overview of this section.

The Fixed Asset Internal Sale (FS) document allows users to sell an asset internally, and retain the asset
number associated with the internally sold asset. The buying Department creates a Fixed Asset Internal
Sale (FS) document that contains the selling price of the asset. Like the FT document, it is important to
record the new location of the asset. However, on the FS document, there are two Responsibility Center
tabs: one is for the Seller, in which the fields are inferred; the other is for the Buyer. Update the new
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Fund, Department, and Unit in the Buyer Responsibility Center tab and the New Location field, on the
Component section.

Here are some additional fields that should be populated on the FS document:
= Disposition Method
=  Selling Price - enter the new value
= Fixed Asset Classification - select either Contributed or Adjustment

= Line Amount, which records the selling price on the Accounting component

B\

:?, Create a Fixed Asset Internal Sale (FS) Document

Scenario
The Department of Transportation sells a truck to your Department. In order to retain the asset
number, process an FS Document to record the internal sale. The selling price is $2,000.

Login to AFIS. Create an FS document from the Document Catalog.
1. Click Search

2. Click Document Catalog

3. Click Create link

Document Catalog

Search &bk

= Document [dentifier
Code : f| A | Unit:
Dept. : 104 1D

= Other Options
Auto Numbering @ | [
Create Template : [~

Create

(1]
=
=

In the Code field, enter FS
In the Dept field, enter your student data card information

Check the Auto Numbering check box

N oo v s

Click Create
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Complete the General Information tab in the Header component.
1. When the document is created, a new Document ID is generated. The document is shown as Ver: 1,

Function: New, Phase: Draft

Fixed Asset Canoella‘tion[F{.‘}| Dept: 101 ID: 201500000004 Ver: 1 Function: New  Phase: Draft ’ i

Extended Doc Description || Seller Responsibility Center | Buyer Responsibility Center | Composite Asset Information
Disposition Information | Fixed Asset Intent Reference | Document Information
Document Name: - Fixed Asset Number: | STU 1-6.4 £|
- Fixed Asset Description: e 3
Record Date:
Budget FY: A5
biscalivear Document Total: 50.00
Period: Event Type: |FA29 |
Document Description: | internal zale of vehicle : Asset System Humber: 4| 7
New Complex/Building: » ks;:;:g::; :‘ T

F save | 53 Undo Auto Apply | Fixed Asset Equity Sources

LS

2. Inthe Document Description field, enter Internal Sale of Vehicle

3. Inthe Fixed Asset Number field, enter your student data card information
4. Verify the Event Type is set to FA29 (Internal Sale Fixed Asset)

5. Click the Auto Apply button
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Review the Seller Responsibility Center tab. Click the Seller Responsibility Center tab.

General Information | Extended Doc Description |EEIEEEEOETWIIVERNCIEM Buyer Responsibility Center | Composite Asset Information

Dizposition Information || Fixed Asset Intent Reference | Document Information

Custodian: Revenue: Task:
Accounting Sub Revenue: Sub Task:
Template:
Dept Object: Task Order:
Fund: DT2031
Dept Revenue: Major Program:
Sub Fund:
Activity: Program:
Department: OTA
Sub Activity: Phase:
Unit: 1810
Function: Program Period:
Sub Unit:
Sub Function: Location:
Appr Unit: DTS9320
Reporting: Sub Location:
Object:
Sub Reporting: Assignee Employee
Sub Object: Humber:

1. Verify that the asset values are inferred from the Fixed Asset Registry tables on the Responsibility
Center tab

Complete the Buyer Responsibility Center tab. Click the Buyer Responsibility Center tab.

_

General Information || Extended Doc Description || Seller Responsibility Center | JEIVEIETES DL TTVERN I CIl Composite Asset Information
Disposition Information | Fixed Asset Intent Reference | Document Information
New Custodian: 4 New Revenue: 4| New Task: 4|
New Accounting b | New Sub Revenue: 4 New Sub Task: 4|
Template:
New Dept Object: 4| New Task Order: 4
Newr Fund: 2001 il = =
Newr Dept Revenue: ﬁ‘| New Major Program:
Hew Sub Fund: 4| =
New Activity: 4 New Program: 4|
New Department: | 101 4| = =
New Sub Activity: 4| New Phase: i
Mew Unit: | 0101 4|
New Function: 4| New Program |
New Sub Unit: 4| Period:
New Sub Function: 4 | .
Hew Appr Unit: | 1010000 4 L Hew Location: 4|

From the New Fund pick list, select your Fund from the student data card information
From the New Department pick list, select your Department from the student data card information

From the New Unit pick list, select your Unit from the student data card information

vk N

From the New Appr Unit pick list, select your New Appr Unit from your student data card

information
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Complete the Disposition Information tab. Click the Disposition Information tab.

1. Verify that the asset values are inferred from the Fixed Asset Registry tables

_

General Information | Extended Doc Description || Seller Responsibility Center || Buyer Responsibility Center | Composite Asset Information

(i L [ la L Fixed Asset Intent Reference | Document Information
.

Disposition Date: 2/17/2015 B Selling Price: | 2000
Disposition Method: | TRAN ﬁl Disposition Authority: | SP901
Depreciation Amount: Net Book Value: 19 566.54
Document Depreciation: $0.00 Historic Asset Value: 521,000.00
Final Accumulated $1,333.45 Final Asset Value: 30.00

Depreciation: .
Final Net Book Value: (31, 333.48)

Seller Useful Life:
Last Depreciation Date:

Seller Depreciation
Method: Seller In Service Date:

In the Disposition Date field, enter today’s date

2

3. Inthe Disposition Method field, enter TRAN
4. In the Selling Price field, enter 2000

5. Inthe Disposition Authority field, enter SP101

Complete the Component Acquisition Details tab.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document Navigator
mode

2. Click the Component

3. Click the Acquisitions Details tab

Component General Information RS ENRNEEIEN| Component Location Details | Component Classification ‘ﬂ

Cost, Valuation & Depreciation | Disposition Details | Fixed Asset Intent Reference | Insurance
Acquisition Date: Vendor:
Acquisition Method: TRaN ﬁl Vendor Hame:
GainiLoss Account Alias/DBA:
T :
L Purchasing
Authority:

4. The Acquisition Date will infer from the Disposition Date on the Header, upon validation

5. From the Acquisition Method pick list, select TRAN
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Complete the Component Location Details tab. Click the Component Location Detail tab.

| Component  FixedAssetHumber: STU1-64 ComponentHumber:ii |

Component General Information | Acquisition Details Component Classification
Cost, Valuation & Depreciation || Disposition Details | Fixed Asset Intent Reference | Insurance
Location: 010 New Location: 1014 &
Address 1: Hew Address 1:
Address Z: Hew Address 2:
City: Newr City:
State: Hew State:
Zip: Newr Zip:
County: New County:
Country: New Country:
Longitude: HNew Longitude:
Latitude: Hewr Latitude:
Sub Location: 001 New Sub Location: 001 &

1. From the New Location field, select Location A for your department by using the picklist

2. From the New Sub Location field, select Sub Location 001 for your department by using the picklist

Complete the Component Classification tab.
3. Click the Component Classification tab

4. Verify that the asset values are inferred from the Fixed Asset Registry tables

Component General Information || Acquisition Details | Component Location Details Cc-mpc-nent[:Iassiﬂcatic-n

Cost Valuation & Depreciation | Disposition Details | Fixed Asset Intent Reference | Insurance

Fixed Azset Adjustment - BSA:
Classification:

Sub BSA:

Fixed Asset 1072-43
Catalog: 0OBSA:
Fixed Asset Type: Sub OBSA:

Fixed Azsset Group: 1072 Accum Depr BSA: 0855

Useful Life: 4 Accum Depr Sub
BSA:

In Service Date: =
Qut-of-Service Date:

Received Date:

5. From the Fixed Asset Classification pick list, select Adjustment
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Complete the General Information tab on the Accounting component. Click the Accounting component.

N IR (T Fixed Asset Intent Reference | Fund Accounting | Detail Accounting

Event Type: FAZS Budget FY:
Accounting il Fizcal Year:
Template:
Period:
Line Description: »

Funding Fizcal Year: 2015
i Funding Budget FY: 2045

Line Amount: | 2000 Selling Price: 50.00

Responsibility |w

Int | 5al
nierna € Center Posting:

Gain/Loss Amount:
Debt 1D:

[

Depreciation S0.00
Amount:

Historic Asset 321,000.00
Cost:

Accum Depr 50.00
Amount:

1. Inthe Line Amount field, enter 2000

2. Confirm the Funding Fiscal Year field is set to 2015 in training only (or current year in live
production)

3. Confirm the Funding Budget Fiscal Year field is set to 2015 in training only (or current year in
live production)

4. Confirm the Responsibility Center Posting check box is checked

Complete the Fund Accounting tab. Click the Fund Accounting tab.

General Information | Fixed Asset Intent Reference Detail Accounting
Fund: | 2001 A Object: | 8411 4| OBSA: 4|
Sub Fund: 4| Sub Object: 4| Sub OBSA: |
Department: | 101 il Revenue: il Dept Object: il
Unit: | 0101 $| Sub Revenue: $| Dept Revenue: $|
Sub Unit: A BSA: |
Appr Unit: | 1010000 4| Sub BSA: 4|

1. Inthe Fund field, enter your student data card information

2. Inthe Department field, enter your student data card information
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In the Unit field, enter your student data card information
In the Appr Unit field, enter your student data card information

In the Object field, enter 8411

o v MW

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully

7. Click the Submit button to submit the document for approval after any errors are resolved. If the

submission is successful, the following message displays in the upper left corner: Document

submitted successfully

Once approval is applied and the FS is in Final status, navigate to the Fixed Asset Component Journal
and verify the asset information is updated.

1. Inthe Jump to field, enter JFACJ

2. Click Go
Department : 101 FA Number: STU1-64
Unit : FA Component Number :
Activity : Acquisition Method :
Function : FA Type :
Reporting : Asset System Number :
Location : Azzet System De=scription :
Sub Location : FN Doc Code :
Doc Code : FH Doc Dept :
Doc Dept: FH Doc 1D :
Doc D : Asset Status :
| | Ok [Clear Cancel

3. The JFAC) Search window displays. In the Department field, enter your student data card
information

4. Inthe FA Number field, enter your student data card information

5. Click Ok
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Custodian :
Fund :

Sub Fund :
Government Branch :
Cabinet:
Department :
Division :
Group :
Section :
District :
Bureau :
Unit :

Sub Unit :

= Responsibility Center

5001

01
101
101

01

Appr Unit: 1010000

Object :

Sub Object :
Revenue :

Sub Revenue :
Dept Object :
Dept Revenue @
Activity :

Sub Activity :
Function :

Sub Function :
Reporting :
Sub Reporting :

Task:
Sub Task:
Task Order:

Major Program :

Program :
Phase :

Program Period :

Azzignee Employee Humber :

Assignee Employee Name :

Use Code :

Driver's License Number :

o 2 N o

Click the FS record
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Click Responsibility Center to expand the component and verify the details here

Click Home in the Primary Navigation Panel to return to the Home Page
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Asset Depreciation

Learning Objectives
In this lesson, you will:

= List the depreciation process
= Record manual depreciation using the Manual Depreciation (FE) document
= Navigate to depreciation tables

Lesson Overview

Depreciation is a loss or decrease in the value of an asset due to time, wear, or market value. The State
uses the Straight Line Method on its depreciable assets. There are two tables: Depreciation History
(DEPH) to view depreciation history and Depreciable Elements Change (DEPEC) to view depreciation-
related elements (for example, useful life) that have updated throughout the year.

Two tables track depreciation and calculate depreciation in AFIS.

= Depreciable Elements Change (DEPEC) table
= Depreciation History (DEPH) table

Depreciation is calculated by taking into account the Effective Date from the above tables.

Depreciable Elements Change (DEPEC) Table

The DEPEC table stores the old and new values for fields that impact depreciation, along with status
indicators (Active flag and Process Date), which identify when and if the record was already considered
by depreciation logic. The depreciation calculation routine, in the FA documents and the Mass
Depreciation process, reads this table before calculating the depreciation and uses the data from this
table in the depreciation calculation. Manual updates are not allowed on this table.

Fixed Asset documents with Betterment, Asset Value Increase / Decrease and Modification Event Types
will insert records into this table. Fixed Assets documents with Mass Depreciation, Transfer and
Disposition Event Types will update the records on this table.
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Fa Dapreciation Elmsants Changs
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Odd Summary Zahvags Valus

- 30100

= Modification History

Modification Doc Cods @ &
ModiTication Doo Dapt -
-

L1

A,

MeodiTcation Doec 1D & 204500000005

i}

T FA Depreciation Histary

o

Creation Doc Cods © =
Creation Dot Dept - a0

Creation Do 1D - 201500000001

Effective Dats :

Misw Depreciation Msthod :
Migw ILksaTul LT :

Mew Acguisition Dats

Mew In Service Dats

* Responshllfy Cemter  Mew Deprectation Structure -

M= Sahvags Valus
Miew Componsnt Valus

active :
Process Dats

arEaaiie

Earaigit Lina
a8

FResponsinliRy Center
3000
331348352

Last action Date @ qroamois

F Flked Assel Registny Component

Depreciation History (DEPH) Table

The DEPH table stores the depreciation amount calculated using the DEPEC table’s values. The
Depreciation History table stores this information for reporting and audit trail purposes. Records are
inserted by FA documents with Transfer and Disposition Event Types and the Mass Depreciation

process. Manual inserts are not allowed on this table.

Transition back to the DEPEC table by clicking the FA Depreciation Elements Changes link. View the
asset’s component line, including depreciation amount, by clicking the Fixed Asset Registry Component

link.
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FA Depreciation History

Fixed Asset Number Component Number Depreciation Begin Date Depreciation End Date Depreciation Amount

~ AD0000001 001 12/25/2013 07/29/2014 $1,897.50
AD0000001 001 07/30/2014 03/01/2015 $2,340.18
AD0000001 001 03/01/2015 08/30/2014 ($1,595.14)

First Prev Next Last

Search ¥k

¥ General Information

Fixed Asset Number : AD00D0000D1 Depreciation Begin Date : 12/25/2013
Component Number : 001 Depreciation End Date : 07/29/2014
DEPEC Record Number : Depreciation Method : Straight Line
Recalculate from Beginning : | Depreciation Amount : $1,897.50

Process Date : 07/29/2014

Y\

&, View Depreciation Tables

Scenario

You want to view the depreciation amount and charges on the depreciation tables for an asset that
subsequently was increased in value. Open the DEPH table to view the depreciation amount, and
navigate to the DEPEC table to view the change in depreciation fields.

Login to AFIS. Use the Jump to field to open the DEPH table.
In the Jump to field, enter DEPH
Click Go
Search for your Fixed Asset number within the table

1

2

3

4. Click Search
5. Inthe Fixed Asset Number field, enter the fixed asset INST 1 - 7.3
6

Click Ok or press Enter on the keyboard.

Review the depreciation information and access the DEPEC table.

1. The Fixed Asset record displays on the DEPH table. Note the amount in the Depreciation Amount

field
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FA Depreciation History

First Prew Mext Last

Search B

Top

Fixed Asset Number: jsT1_72
Component Humber: 4

DEPEC Record Number :

*' FA Depreciation Elements Changes

Fixed Asset Component Depreciation Begin
Number Number Date

~ INST1-7.3 1 07/01/2014

NST1-7.3 1 1040202014

INST1-7.3 1 1042712014

= General Information

Depreciation End
Date

100142014
102802014
1W2TI2014

Depreciation Begin Date : 07/01/2014
Depreciation End Date : 10/01/2014
Depreciation Method : Straight Line

Depreciation Amount : 51 057.57

Process Date : 10/27/2014

# Fixed Aszet Registry Component

Menu Back

Depreciation
Amount

51,057.57
5287.38
514.42

2. Click FA Depreciation Elements Changes
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Review the depreciation information and changes on the DEPEC table.

1.

2
3.
4

Click the downward facing arrow to expand all sections

Review the New Component Value field, which resulted from the transfer to the new unit

Review the Modification History to see the last action date

Click Home in the Primary Navigation Panel to return to the Home Page

FA Depreciation Elements Change

Fixed Asset Number Component Number Process Date Active

v INST1-7.3 1 10/27/2014  No
STUE-6.4 1 Yes
STUS-4.5 01 06/01/2015 Mo

First Prev Next Last

Search B

¥ General Information

Fixed Asset Number: |NST1-7.3 Creation Doc Code : F
Component Number : 1 Creation Doc Dept : 200
Component Value : 21 000 .00 Creation Doc ID : |NST1-7.3
Accumulated Depreciation : §1 057 57 Effective Date : 10/27/2014

Component Net Book Value : 19 947 43

w Depreciable Elements

Old Depreciation Method : Straight Line New Depreciation Method : Straight Line
Old Useful Life : 5 New Useful Life : 5
Old Acquisition Date : New Acquisition Date :
Old In Service Date : New In Service Date :

Old Depreciation Structure : Responsibility Genter New Depreciation Structure : Responsibility Center
Old Summary Salvage Value : $21 00 MNew Salvage Value : $26.00

Old Declining Rate : New Declining Rate :

New Component Value : $26.000.00

Recalculate from Beginning :

¥ Modification History

Meodification Doc Code : VE Active :
Modification Doc Dept : 100 Process Date : 10/27/2014
Medification Doc ID : DERPOOO0OOOO0E Last Action Date : 10/27/2014
Top

¥ FA Depreciation History o Fixed Asset Registry Component
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Asset Disposition

Learning Objectives
In this lesson, you will:

= List the Disposition Process

= Create a Fixed Asset Disposition (FD) document to SPMO

=  Process the disposal of an asset with a change in sale price

= Review the disposal of an asset with no SPMO approval required

= Research Fixed Asset Dispositions

Lesson Overview

Assets may be disposed of due to several reasons: a Department may replace certain types of assets on
a regular basis; the asset may be worn and completed its useful life; or the asset may have been lost/
stolen. The Fixed Asset Disposition (FD) document is used to record the asset disposal. Disposal options
vary, depending on the type of disposition.

Asset Disposition business process commences when a Department decides that an asset is ready for
retirement. The Department will secure an SP101 Number from the Surplus Property Management
Office. Department users then create a Fixed Asset Disposition (FD) documents to retire assets that are
entered in AFIS.

The Department user disposing the asset specifies the applicable disposition method as the method of
disposition on the FD document. All possible Disposition methods are found on the Fixed Asset
Disposition Method (FADM) table.

No Selling Price is entered on the FD document, and the document is submitted.

The FD document requires approval from an authorized Department level approver prior to being
finalized. If there is a disposition method of vehicle accident, fire or flood, lost, or theft/vandalism then
the document subsequently also routes to the GAO. Following State policies and procedures, SPMO
conducts the required business operations, i.e., auctions. The SPMO then determines if the Department
is eligible to receive proceeds. If the Department is eligible for proceeds, the SPMO will distribute a
transfer.

Once the sales price is known, the Department then processes an FP to enter the new selling price. The
status is changed to inactive and the associated tables and journals are updated upon final submission.

The Fixed Asset Disposition (FD) document allows a user to record the disposition of existing assets.
Examples of assets included are those that are destroyed, traded-in, sold, written-off, worn, and
vandalized. Only those fields used to create and record the disposition postings are editable. All others
are completed with the Auto Apply action, found on the Header and Component components. Clicking
Auto Apply brings information into the document from the Fixed Asset Registry tables, using the already
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existing Fixed Asset number. If the asset has more than one component and not all will be disposed of,
then simply delete those component lines by clicking the trash can icon. This is only available for non-
composite assets.

An FD document must be processed with the appropriate disposition method, disposal reasons,
comments and asset description.

When using the FD document, it is helpful to remember the following points.

= Betterments can be disposed of independently from the original asset.
= AFIS enables a user to record:

o The disposition of an asset and all of its components (composite or non-composite
assets).

o The disposition of individual components only for non-composite assets.

o The disposition of a portion of the available units for components with multiple units,
only for non-composite assets.

= The FD document updates Fixed Asset tables with the disposition results, where it remains until
it is archived.

= For a lost or stolen Fixed Asset, an FD document should only be processed after the Department
has exhausted its recovery options.

=  For composite assets, the Disposition Method is required for each disposed asset. Valid
disposition methods are defined on the Fixed Asset /Acquisition Disposition Method (FADM)
table.

= The FD recognizes a gain or loss and generates the appropriate accounting (including
depreciation) to dispose the asset from the tables and Accounting Lines of AFIS.

Fixed Asset Disposition Header Component
The Fixed Asset Disposition Header Component lists general information about the document as well as
information that apply to the asset as a whole versus the individual components of the asset.

Fixed Asset Disposition - General Information Tab
This tab contains descriptive fields and date information common to most document Headers. In
addition to these common fields are ones for identifying a Fixed Asset Number and Event Type.
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Fixed Asset Disposilion{FD',l| Dept: 101 ID: 201500000018 Ver.: 1 Function: New Phase: Final | s

_ﬁi

eEOEIE L hynE UL Extended Doc Description || Responsibility Center | Composite Asset Information | Disposition Information | Document Information

Document Name: - Fixed Asset Number: STU1-HARLEY ﬁl —
Fixed Asset Description: MOTORCYCLE - HARLEY <
Record Date: (3/11/2015
Budget FY: 2p15 o
Fiscal Year: 2015 Document Total: $16,500.00
Period: g Document Depreciation: 50.00
Document Description: Disposal of Asset o Final Accumulated $0.00 =
d Depreciation: 3
q Asset Status: 3 $| Final Asset Value: 30.00
Asset Status Name: Surplus Final Net Book Value: 50.00
Event Type: Fap4 $|
Memo Asset: No
Asset System Numbenr:
Asset System - M

Description:

Auto Apply Fixed Asset Equity Sources

Fixed Asset Disposition - Extended Document Description Tab
This tab contains the standard extended description field that is associated with the document. It is not
an extended description for the asset as it is not stored on any asset information tables.

Fixed Asset Disposition - Responsibility Center Tab
This tab contains Chart of Accounts (COA) fields defined as being responsible for the asset.

| Header ]

General Information || Extended Doc Description Composite Asset Information | Disposition Information ||Document Information
Custodian: Revenue: Task:
Fund: 2000 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 100 Dept Revenue: Major Program:
Unit: 0100 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1000000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:
Sub Reporting: Assignee Employee
Number:
Assignee Employee
Name:
Use Code:
Driver's License
Number:

Fixed Asset Disposition - Composite Asset Information Tab

This tab contains many asset definition fields which serve as defaults to the individual Components of
the asset. Many of these fields control depreciation. The Depreciation Amount field exists to record an
amount of depreciation to record at disposition of a Composite Asset when that asset contains a
Depreciation Method of Manual.
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General Information || Extended Doc Description || Responsibility Center |[[eldulEN CHEERIINI G ENIL I Disposition Information || Document Information

Composite Asset: No Acquisition Date:

Fixed Asset Catalog:
Fixed Asset Type:

Fixed Asset Group:

In Service Date:
Out-of-Service Date:

Depreciation Structure:

Depreciation Method: Valuation Date:

Useful Life: Summary Valuation $0.00
Amount:

Asset Impairment:
Summary Salvage Value: 5000

Depreciation Amount:

Fixed Asset Disposition - Disposition Information Tab
This tab contains fields that control disposition postings as well as collect information for reporting
purposes.

General Information | Extended Doc Description | Responsibility Center | Composite Asset Information |l B {denEuld M O ocument Information

Selling Price: 50.00

Digposition Date: g3/11/2015 /|

Disposition Method: soLD ﬁl Disposition Authority: sp101

Disposition Code: | Sold Dizposal Reason: -
Property Survey Report ID:
Security Incident Report
1D: Disposal Condition: -

Police Report 10:

Fixed Asset Disposition Component

The Fixed Asset Disposition Component lists specific attributes of each asset component. Components
may be added during the life of the asset but cannot be added at time of disposition. The Auto Apply
action is also available on this page to retrieve values from the Fixed Asset Registry table for only the
specified components.

Fixed Asset Disposition - Component General Information Tab

This tab contains descriptive fields which are recorded for informational reporting on the component.
Only Component Number is editable in case a user wishes to specify a specific component to dispose of
instead of disposing of them all.
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| Component  Fixed AssctMumber: STUI-HARLEY ComponentMumber:ot |

[ DL EV EEEN T SR LD Acquisition Details

Disposition Details | Insurance

Component Location Details || Component Classification

o
oS

t, Valuation & Depreciation

Statistical Units:

Component Humber: (4 i Description 1:
Commeodity: 07158 Description Z:

Units: 1.00000 Description 3:

Unit of Measure: EA Description 4:
Surface Area: Description 5:

Extended Description:

Statistical UOM:

Manufacturer: HARLEY DAVIDSOM

Model Humber: HETOO Property 1D:
Plat Number: Property Description: i
Serial Humber: |
Tag Number:

Asset Impairment:
Base Asset: Yes

Asset System Number:

Fixed Asset Disposition - Acquisition Details Tab
This tab contains fields captured at acquisition.

Fixed Asset Disposition - Component Location Details Tab

This tab contains the same location information as the Header for recording such details at a component
that may be located at a different location as not all components may be physically attached to one
asset.

Fixed Asset Disposition - Component Classification Tab

This tab contains many of the same fields found on the Header for asset definition that will control
depreciation. Other fields include the Fixed Asset Classification field, which controls how the asset is
recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that will be
used for the asset.

Component General Information | Acquisition Details | Component Location Details |[EeduhbhEhigsEELD UGG Cost Yaluation & Depreciation

Disposition Details | Insurance

Fixed Asset Classification: Adjustment BSA: 0811
Fixed Asset Catalog: 1070-12 Sub BSA:

Fixed Asset Type: DBSA: 3510
Fixed Asset Group: 1070 Sub OBSA:

Useful Life: 5 Accum Depr BSA: 0855

In Service Date: 03/11/2015 Accum Depr Sub BSA:

Out-of-Service Date:

Received Date:

Fixed Asset Disposition - Cost, Valuation, & Depreciation
This tab contains several information fields for reporting needs as well as various amounts accumulated
to date before the disposal.
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Fixed Asset Disposition - Disposition Details Tab

This tab contains fields that control disposition postings as well as collect information for reporting
purposes. A field exists to record an amount of depreciation to record at disposition of a Component
when that Component contains a Depreciation Method of Manual. A value is automatically populated in
this field by the application when the Depreciation Method is Straight Line.

Component General Information || Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciatior
Insurance
Disposition Date: §3/11/2015 i | Gain/Loss: ($15,978.51)
Disposition Method: goLp ﬁl Gain / Loss Account Type: Expense
Dizsposed Units: 1 _gooon Last Depreciation Date: 03/11/2015
Selling Price: =0.00 Depreciation Amount: 5000
Memo Disposal Value: $0.00 Historic Asset Cost: 516 500.00
Disposition Code: | Sold Accum Depr: 5521.49
Property Survey Report ID: Disposition Authority: Sp101
Security Incident Report Newr Statistical Units:
1D Disposal Reasom: -
Police Report ID:
Disposal Condition: -

Fixed Asset Disposition Accounting Component

The Fixed Asset Disposition Accounting Component lists the Chart of Accounts (COA) details for how
each asset component was funded. All information at this level is protected and will be brought in form
the Fixed Asset Registry Accounting Line table or from the Disposition Document Header.

Fixed Asset Disposition - General Information Tab

This tab contains descriptive fields and date information common to most document Accounting Lines.
The Event Type field in this tab is protected as it defaults from the Header. Different amounts are
displayed that will be used in the various Posting Lines created for the Accounting Line.

N TR B Fund Accounting || Detail Accounting

Event Type: FAD4 Budget F¥: 2015
Accounting Template: Fiscal Year: 2015
Line Description: Period: 9
Line Amount: 215 500.00 Responsibility Center [~
Posting:

Selling Price: 20.00
Depreciation Amount: 30.00
Historic Asset Cost: 318 500.00
Accum Depr Amount: 552149
Gain /Loss Amount: (315,578.51)

Gain / Loss Account Type: Expense
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Fixed Asset Disposition - Fund Accounting Tab
This tab contains the same COA fields as found on other documents.

General Information EILGEEINTVE Detail Accounting E
Fund: 000 Object: OBSA:
Sub Fund: Sub Object: Sub OBSA:
Department: 100 Revenue: Dept Object:
Unit: 0100 Sub Revenue: Dept Revenue:
Sub Unit: BSA:
Appr Unit: 1000000 Sub BSA:

Fixed Asset Disposition - Detail Accounting Tab
This tab contains the same COA fields as found on other documents.

Fixed Asset Disposition Posting Component

The Fixed Asset Disposition Posting Component lists the system-generated details used to recognize the
financial impact of a specific Accounting Line. If a Fixed Asset document has an accounting impact, the
system uses the posting line information to update the Fixed Asset, General Accounting journals and
other accounting tables. The fields and components on this page are like those of other documents with
the addition of a component to provide the Fixed Asset Number and Component Number.

Each FD document component requires information and/or verification. This topic describes the data
entry requirements for FD documents.

Fixed Asset Disposition Header

The Header component of the FD document lists general information about the document, as well as,
information that apply to the asset as a whole versus the individual components of the asset.

The General Information tab contains descriptive fields and dates common to most document Headers.
In addition to these common fields, there are ones for identifying a Fixed Asset Number and Event Type.

=  Fixed Asset Number - This is the Fixed Asset Number which is located on the FARHDR table and
is assigned to the asset that will be disposed of.

= Event Type -This will default to FA04 (Dispose of a Fixed Asset).

The Disposition Information tab contains fields that control disposition postings as well as collect
information for reporting purposes. When disposing the entire asset, enter the disposition information
in the Header, otherwise it should be entered on the Component.

The following Disposition fields are used in AFIS.

= Disposition Date - enter date asset was disposed or sold.

= Disposition Method —determines whether the gain or loss on a sales posts to an expense object
or revenue source. See valid values in the pick list or on the FADM table.

= Disposition Authority — enter the State surplus SP101 number here.
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Fixed Asset Disposition(FD) | Dept: 101  ID: 201500000018  Ver: 1 Function: New  Phase: Final j
%
= List View
General Information | Extended Doc Description | Responsibility Center | Composite Asset Information w Document Information
Disposition Date: 03/11/2015 B Selling Price: Q.00
Dizposition Method: soLn @. Dizposition Authority: Spqgq
Disposition Code: | Sold Disposal Reason: -
Property Survey Report ID:
Security Incident Report E
1D: Dizposal Condition: 2
L Police Report ID:
1, -

Fixed Asset Disposition Component

The Component General Information tab of the Component lists specific attributes of each asset
component. Components may be added during the life of the asset, but cannot be added at time of
disposition.

Each asset component has a unique Component Number. On reference or inquiry tables, this code
represents the specific component of the related Fixed Asset. When recording the disposition of
individual component(s), a user must make the changes on the asset’s component lines. This action is
performed by going to the Component Line and ensuring the correct Component Number is selected.

The Acquisition Details tab, in the Component, captures information about the acquisition of the asset.
Many of these fields are inferred from the registry tables, with the Auto Apply action.

The Component Location Details tab, in the Component, contains the asset location at a component
level. Not all components may be physically attached to one asset, and may have a different location.
The Location field is inferred from the Fixed Asset Registry tables with the Auto Apply action.

The Component Classification tab contains many of the same fields found on the Header that control
depreciation. Other fields include the Fixed Asset Classification field, which controls how the asset is
recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that will be
used for the asset. These fields are inferred from the Fixed Asset Registry tables, with the Auto Apply
action.

The Cost, Valuation & Depreciation tab contains several information fields for reporting needs, as well as
various amounts accumulated to date, before the disposal. These fields are inferred from the Fixed
Asset Registry tables, with the Auto Apply action.

The Disposition Details tab contains fields that control disposition postings, as well as collecting
information for reporting purposes. The disposition information should only be entered on the Header if

&GAFIS - internal Use Only ADOA — GAO 9/01/2019 V6.0 Asset Management 140



AFIS MANUAL

it is a composite asset, or all components of the asset are being disposed of, otherwise it should be
entered on the Component.

The following Disposition Details fields are used in AFIS.

Disposition Date - enter the date asset was disposed or sold. This defaults to the current date.

Disposition Method - This required field is used to determine whether the gain or loss on a sales
posts to an expense object or revenue source. See valid values in the pick list or the on FADM
table.

Disposed Units The number of disposed units is entered here.

Gain/Loss - The amount will be calculated by the system and the Gain/Loss Account Type will be
inferred based on the Disposition Method.

Depreciation Amount - The FD document records disposition of a Fixed Asset and also
generates ledger postings to record depreciation expense for the period between the asset’s
Last Depreciation Date, if not already depreciated then it will start from the depreciation date
specified for the asset type, and the provided Disposition Date.

Disposition Authority - Use this text field used to describe the disposition authorization. This is
where the surplus property SP101 form number is entered.

Accum Depr (Accumulated Depreciation) - This field will automatically calculate once the
document is submitted.

Component General Information | Acguisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation
Insurance
Disposition Date: 03/11/2015 B Gain/Loss: (3155978.51)
Disposition Method: soLp ﬁn Gain / Loss Account Type: Expense
Disposed Units: 4 poooo Last Depreciation Date: 03/11/2015
Selling Price: 50,00 Depreciation Amount: 5(.00
Memo Disposal Value: 50.00 Historic Asset Cost: 516,500.00
Disposition Code: | Sold Accum Depr: 3521.49
Property Survey Report I Disposition Authority: 5p101
Security Incident Report New Statistical Units:
ID: Dizsposal Reason: -
Police Report ID:
Disposal Condition: -

Fixed Asset Disposition Accounting
The Accounting component lists the COA details for each asset. All information at this level is protected
and will be brought in from the Fixed Asset Registry Accounting Line table or from the FD document

Header.
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Once all of the data is entered into the Header, Component, and Accounting components, the debits
and credit postings should be reviewed prior to submission of the FD document, to ensure that they are
posted to the appropriate accounts.

Fixed Asset Disposition Posting

There is no user entry on the Posting component of the FD document. The Posting component lists the
system-generated details used to recognize the financial impact of a specific Accounting Line.

After document validation, users can click the Posting component to review the posting information,
and the Eye icon to view posting details located in the Fund Accounting and Detail Accounting tabs.

Once the FD has been submitted, the Department approver either approves or rejects the document.
Once the FD document has been finalized, there are updates that occur to the Fixed Asset Registry
Header (FARHDR), Fixed Asset Registry Component (FARCOMP) and Fixed Asset Registry Accounting
(FARACTG).

Departments use the Fixed Asset Disposition (FD) document to record the sale of retired assets to the
public.
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B\

ﬁ Complete a Public Sale Using the FD Document

Scenario
Your Department is going to sell the motorcycle public sale. Create an FD Document to record the
public sale.

Login to AFIS. Create an FD document from the Document Catalog.
1. Click Search

2. Click Document Catalog

Document Catalog

Search Sk
- Document ldentifier

Code : |F| ﬂ Unit :
Dept. : 104 1D

= Other Options
Auto Numbering : | [
Create Template : [~

In the Code field, enter FD or select it from the pick list
In the Dept. field, enter your student data card information
Click Create

Check the Auto Numbering check box

N o v &~ w

Click Create

Complete General Information tab in the Header component.
When the document is created, a new Document ID is generated. The document is shown as Ver: 1,

Function: New, Phase: Draft. In the Fixed Asset Number field, enter the same number from Activity 4.7.

Fixed Asset Cancellation(FC) | Dept: 101 ID: 201500000004 Wer.: 1 Function: New Phase: Draft -
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Fixed Asset Disposition[FD',l| Dept: 101 ID: 201500000018 Ver.: 1 Function: New Phase: Draft | - _Modified by S

L ElGIRL ULl Extended Doc Description | Responsibility Center | Composite AssetInformation || Disposition Information

Document Information

Document Name: - Fixed Asset Number: | STU1-HARLEY &l
= Fixed A=set Description: | MOTORCY CLE - HARLEY o
Record Date:

Budget FY: 8

§iacalllear Document Total: $0.00 i
Period: Document Depreciation: $0.00
Document Description: | Disposal of Azset 5 Final Accumulated $521.4%
- Depreciation:
Asset Status: |2 $| Final Asset Value: 516,500.00 |
Asset Status Name: Surplus Final Net Book Value: 515,578.51
Event Type: Fa04 |
Memo Asset: No is
H save | % unde Auto Apply | Fixed Asset Equity Sources

1. Inthe Document Description field, enter Disposal of Asset

2. From the Asset Status pick list, select Surplus

3. Verify the Event Type is set to FA04 (Dispose of a Fixed Asset)

4. Click Auto Apply. This will infer the Component and Accounting Lines associated with the Fixed
Asset Number

Verify information on the Responsibility Center tab in the Header component is inferred from the Fixed

Asset Registry tables.

1. Click the Responsibility Center tab

| Heagter ]

General Information | Extended Doc Description Composite Asset Information | Disposition Information
Document Information
Custodian: Revenue: Task:
Fund: S000 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 100 Dept Revenue: Major Program:
Unit: 0100 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1000000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:

2. Verify the Department, and Unit fields are inferred
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Complete the Disposition Information tab on the Header to dispose the entire asset. Click the
Disposition Information tab.

General Information | Extended Doc Description | Responsibility Center | Composite Asset Information

(E LR Eu M Document Information

Disposition Date: | 03/11/2015 B Selling Price: | 50.00
Disposition Method: sSOLD il Disposition | SP101
Authority:
Disposition Code: Scld -
Disposal Reasom: -

Property Survey
Report ID:

Security Incident
Report ID: Disposal Condition: .

Police Report ID:

In the Disposition Date, enter 06/01/2015
From the Disposition Method pick list, select SOLD

In the Disposition Code drop down, select Sold

P W bR

In the Disposition Authority field, enter SP101

Verify the information on the Component Line is automatically inferred from the Registry Tables.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document Navigator

mode
Fixed Asset Number Component Number Units Selling Price Disposed Units
STU1-HARLEY o1 1.00000 £0.00 1.00000
From 1to 1 Total: 1 Go to line: Go

|[H

Component General Information | Acquisition Details ([EeulhiGENRGwUGLRVEIER Component Classification | Cost, Valuation & Depreciation || Disposition Details || Insurance

Location: 1004 Sub Location: 001

Address 1: Complex / Building: -

2. Click the Component
3. Click the Component Location Details tab and verify the Location is inferred

Note: If there are any component lines that should not be disposed, use the Delete Line icon
next to the component line. For this scenario all components will be sold.

Click the Component Classification tab and verify the Fixed Asset Classification, Fixed Asset Category,
Fixed Asset Type, Fixed Asset Group, Useful Life, and BSA information is inferred.
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Component General Information | Acquisition Details

Disposition Details | Insurance

Component Location Details |[EellpldauEhigMEEEN UGN | Cost Valuation & Depreciation

Fixed Asset Classification: Adjustment
Fixed Asset Catalog: 1070-12
Fixed Asset Type: WV
Fixed Asset Group: 1070
Useful Life: 5
In Service Date: 03/11/2015
COut-of-Service Date:

Received Date:

BSA: 0811

Sub BSA:

0BSsA: 3810

Sub OBSA:

Accum Depr BSA: 0855

Accum Depr Sub BSA:

Click the Cost, Value & Depreciation tab and verify the Values, Costs, Depreciation Method and

Depreciation Structure are inferred.

Insurance

Component General Information | Acquisition Details | Component Location Details | Component Classification |[Ke{<SMEITEUTI RAWMTJTEEHIM  Disposition Details

Component Total: $6,500.00
Final Component Value: $0.00
Closing Costs: $0.00
Salvage Value: $0.00
Depreciation Method: Straight Line
Depreciation Structure: Responsibility Center

Declining Rate:

Valuation Date:

Valuation Amount: $0.00

Trade-In Credit:
Appraisal Date:
Appraiser Name:

Options to Purchase
Property:
Deed Information:

Replacement Date:

Review the Disposition Details tab. Click the Disposition Details tab.

1. Verify the Disposition Date is inferred from Header

2. Leave the Depreciation Amount field blank

Verify that funding details are appropriately inferred on the Accounting component from the Registry

table

‘ Component Generall Information | Acquisition Details

Disposition Details |[ELEINER:

Component Location Details

Component Classification | Cost, Valuation & Depreciation

Disposition Date: | 03/11/2015 i
Disposition Method: | SOLD |
Disposed Units: | 1.00000
Selling Price: | 50.00
Memo Disposal Value: 30,00
Disposition Code: Sold -
Property Survey Report ID:

Security Incident Report
10:

Police Report ID:

Gain/Loss:
Gain / Loss Account Type:
Last Depreciation Date:
Depreciation Amount:
Historic Asset Cost
Accum Depr:
Disposition Authority:
New Statistical Units:

Disposal Reason:

(§15,978.51)
Expense
03112015
50.00
$16,500.00
$521.49

SP101
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Click the Accounting component
Click the Fund Accounting tab and verify the COA elements are inferred from the Fixed Asset

Registry tables

Check the FD document for errors and submit it

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully

Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner: Document

submitted successfully.

Navigate to the Header and review the changes. On the General Information tab review the following:

1.
2.

4.
5.

Document Total — updated with the original purchase price of the asset

Document Depreciation — updated with the total amount of depreciation which reflects the
period from the last mass depreciation batch job to the date of sale

Final Accumulated Depreciation — is zero since the asset was disposed or sold

Final Asset Value — updated with a zero since the asset was disposed or sold

Final Net Book Value — updated to zero since the asset was disposed or sold

Navigate to the Component and review the changes. On the Disposition Details tab review the
following:

6.
7.

Gain/Loss Amount — original purchase price less depreciation less selling price

Gain/Loss Account Type — set up as a Revenue or Expense for each type of Disposition Method
in the FADM table. In this example, the sale is set up as revenue.

Depreciation Amount — the amount of depreciation since the last mass depreciation batch job
was run to the date of sale for this component

Accumulated Depreciation — the total depreciation since the last mass depreciation job was run
to the date of sale for this component

Navigate to the Accounting Component and review the changes. On the General Information
tab of the Accounting Component, review the following:

Line Amount - the original purchase price for the component

Selling Price — the amount this component was sold for

Navigate to Fixed Asset History (FAHIST) and note that the accounting information is appropriately
updated, and then return to the Home Page.

1.

In the Jump to field, enter FAHIST
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2. Click Go

3. The Search window is displayed. In FA Number field (located in the prompt field), enter number

from step B1
4. Click Ok

5. The documents that you’ve processed with this Fixed Asset number display. Click the record in

the grid that corresponds to the FD document

Fixed Asset History

Component Summary

FA Humber FA Component Humber

STU1-HARLEY 01
STU1-HARLEY M
STUT-HARLEY M
STU1-HARLEY 01
+ STU1-HARLEY 1
STU1-HARLEY M
First Prev Mext Last

Doc Code Doc Dept

FA
FM
FI

==
FD
FP

1M
101
101
101
101
101

Doc 1D Document Component Total
201500000073 $5,500.00
201500000045 20.00
201500000012 10,000.00
201500000081 20.00
201500000018 $16,500.00
201500000007 20.00

6. On the record, click the arrow next to Disposition Information to expand the section

7. Verify the Disposition Date and Disposition Method fields are update appropriately

Disposition Date :
Disposition Method :
Dizsposed Units :
Selling Price :

Memo Disposal Value :

Disposition Code :

= Disposition Information

031172015
SOLD
1.00000
50.00
50.00

Sold

Disposition Authority :

Gain Loss Account Type :
Shell Generation Date :
Newr Statistical Units :

HNewr Selling Price :

Gain Loss Amount :

SP101
50.00
($15,978.51)

Expense

1. Click Home in the Primary Navigation Panel to return to the Home Page
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Part of maintaining an inventory of assets is to record the disposition of assets, and, if applicable, the
selling price of the disposed asset. Assets may be disposed of due to several reasons: your organization
may replace certain types of assets on a regular basis, the asset may be worn and completed its useful
life, or the asset may have been lost, stolen, etc. AFIS enables you to record the disposition of an asset
and all of its components, to record the disposition of individual components, or to dispose a portion of
the available units for components with multiple units.

If the selling price for the disposed asset was entered incorrectly, you may use a Fixed Asset document
with the FP (Price change) document code to correct Selling Price and adjust the associated gain or loss.

Documents in AFIS are made up of various components. The Sales Price Change (FP) document contains
four components.

Sales Price Change Header Component
Lists general information about the document as well as information that apply to the asset as a whole
versus the individual components of the asset.

FP Header - General Information Tab
This tab contains descriptive fields and date information common to most document Headers. In
addition to these common fields are ones for identifying a Fixed Asset Number and Event Type.

Fixed Asset Selling Price Change(FP) | Dept: 101  ID: 201500000007 Ver: 1  Function: New  Phase: Final -

LELEIEIEIN (NG Extended Doc Description | Responsibility Center | Composite Asset Information || Disposition Information | Document Information

Document Name: - Fixed Asset Number: STU1-HARLEY 1!
Fixed Asset Description: MOTORCYCLE - HARLEY -
Record Date: 03/11/2015 sz

Budget FY: 2045 -

Fiscal Year: 2015 Summary Change in $200.00

Selling Price:

Period: g
L Historic Asset Cost: $16,500.00
Document Description: Sales Price Change i
g Event Type: Faiz ﬁl =
1
New Asset Status: il Memo Asset: No
New Asset Status Name: Asset System Number:
Asset System Description: -

Asset Status: 3

Asset Status Name: Surplus

Auto Apply

FP Header - Extended Document Description Tab
This tab contains the standard extended description field that is associated with the document. It is not
an extended description for the asset as it is not stored on any asset information tables.
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FP Header - Responsibility Center Tab
This tab contains Chart of Accounts (COA) fields defined as being responsible for the asset.

_

General Information | Extended Doc Description [EEECIGGENNNVERLICI Composite Asset Information || Disposition Information | Document Information

Custodian: Revenue: Task:

Fund: S000 Sub Revenue: Sub Task:

Sub Fund: Dept Object: Task Order:
Department: 100 Dept Revenue: Major Program:
Unit: 0100 Activity: Program:

Sub Unit: Sub Activity: Phase:
Appr Unit: 1000000 Function: Program Period:
Object: Sub Function: Location:

Sub Object: Reporting: Sub Location:
Sub Reporting: Assignee Employee

Name:

Assignee Employee
Number:

Use Code:

Driver's Licenze
Number:

FP Header - Composite Asset Information Tab
This tab contains many asset definition fields which serve as defaults to the individual Components of
the asset. Many of these fields control depreciation.

FP Header - Disposition Information Tab
This tab contains fields that control disposition postings as well as collect information for reporting
purposes.

Sales Price Change Component

Lists specific attributes of each asset component. Components may be added during the life of the asset
but cannot be added at time of sales price changes. The Auto Apply action is also available on this page
to retrieve values from the Fixed Asset Registry table for only the specified components.

FP Component - Component General Information Tab

This tab contains descriptive fields which are recorded for informational reporting on the component.
Only Component Number is editable in the case a user wishes to specify a specific component to change
a sales price instead of all components.
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[ WL N L ET TR (L | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciatio

Disposition Details || Insurance

Component Number: 9 ﬁl Description 1:
Commeodity: 07158 Description 2
Units: 0.00000 Description 3:
Unit of Measure: EA Description 4
Surface Area: Description &:
Statistical Units: Extended Description: a
Statistical UOM:

Manufacturer: HARLEY DAVIDSON

Property 10:
Model Number: HET00 perty

Property Description:
Plat Number: perty H i
Serial Number:

Tag Number:
Asset Impairment:

Base Asset: Yes

Aszat Sustem Numher:

FP Component - Acquisition Details Tab
This tab contains fields captured at acquisition.

FP Component - Component Location Details Tab

This tab contains the same location information as the Header for recording such details about a
component that may be located at a different location as not all components may be physically attached
to one asset.

FP Component - Component Classification Tab

This tab contains many of the same fields found on the Header for asset definition that will control
depreciation. Other fields include the Fixed Asset Classification field, which controls how the asset is
recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that will be
used for the asset.

FP Component - Cost, Valuation, & Depreciation Tab
This tab contains several information fields for reporting needs as well as various amounts accumulated
to date before the disposal.

FP Component - Disposition Details Tab
This tab contains fields that control disposition postings as well as collect information for reporting
purposes.

Sales Price Change Accounting Component

Lists the Chart of Accounts (COA) details for how each asset component was funded. All information at
this level is protected and will be brought in form the Fixed Asset Registry Accounting Line table or from
the Disposition Document Header.
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FP Accounting - General Information Tab

This tab contains descriptive fields and date information common to most document Accounting Lines.
The Event Type field in this tab is protected as it defaults from the Header. Different amounts are
displayed that will be used in the various Posting Lines created for the Accounting Line.

[N TSR gL Fund Accounting || Detail Accounting

Event Type: FA1Z Budget FY: 2015
Accounting Fizcal Year: 2015
Template:
Period: 9

Line Description:
Reszponsibility [~
Selling Price: 20.00 Center Posting:

Change in Selling 2200.00
Price:

Gain /Loss Amount: 20.00

Gain ! Loss Account Expense
Type:

FP Accounting - Fund Accounting Tab
This tab contains the COA field’s common to the component as found on other documents.

FP Accounting - Detail Accounting Tab
This tab contains the COA fields common to the component as found on other documents.

Sales Price Change Posting Component

Lists the system-generated details used to recognize the financial impact of a specific Accounting Line. If
a Fixed Asset document has an accounting impact, the system uses the posting line information to
update the Fixed Asset and general accounting journals and other accounting tables. The fields and
components on this page are like those of other documents with the addition of a component to
provide the Fixed Asset Number and Component Number.

Sales Price Change (FP) Data Entry

Each FP document component requires information and/or verification. This topic describes the data
entry requirements for FP documents. To create an FP document, use the Document Catalog.

Sales Price Change Header Component
The FP document opens to the Header component, General Information tab. The following fields require
data entry:

=  Fixed Asset Number — Enter the Fixed Asset Number of the Asset

= Event Type — Defaults to FA12
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Sales Price Change Component

The FP component lists specific attributes of each asset component. Components may be added during
the life of the asset but cannot be added at time of sales price changes. The Auto Apply action retrieves
values from the Fixed Asset Registry and infers values into many of the fields in the Component.

Sales Price Change Component - Disposition Details Tab

= Change in Selling Price — Enter the Change in Selling Price. This is the delta amount to correct
the Selling Price. This amount can be positive or negative.

Sales Price Change Accounting Component

Lists the Chart of Accounts (COA) details for how each asset component was funded. All information at
this level is protected and will be brought in form the Fixed Asset Registry Accounting Line table or from

the Disposition Document Header.

Sales Price Change Posting Component

FP posting lines will automatically be populated with information based on the information in the other

components. The information on the FP posting lines cannot be modified.

Navigate to Fixed Asset Registry Component (FARCOMP) and verify that Component information of the

asset created above is appropriately updated.
1. Click Search
2. Enter Fixed Asset Number

3. Click Ok

Fixed Asset Registry Component

~ STU1-HARLEY 01 50.00 07136
First Prev Mext Last

Search @ % b
= General Information

Historic Asset Cost

Fixed Asset Number: sTyuq_-HARLEY Component Value :
Component Number : Component Accumulated Depreciation :
Azzet Status : Component Net Book Value :

Asset System Description :

Fixed Asset Number Component Humber ComponentValue Commodity Code

50.00
50.00
50.00

* §16,500.00

Azzet System Number :

4. Click the downward facing arrow to expand all sections
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5. Review the updated information

Fixed Asset Registry Component

Fixed Asset Number Component Number ComponentValue Commeodity Code

v STU1-HARLEY M 2000 07158
First Prev Mext Last

Search W8
« General Information

Fixed Asset Number : =7)4_HARLEY Component Value : zp pp
Component Humber : 4 Component Accumulated Depreciation : gp g
Asset Status : Component Net Book Value : gp g

Historic Asset Cost: =15 son.n0
Asszet System Number:

Aszset System Description :

6. Click Home in the Primary Navigation Panel to return to the Home Page

The process to dispose of an asset where the agency is exempt from going through SPMO approval is
the same as the disposal outlined in section 8.2 with the following two distinctions:

= The final sales price can be entered on the FD document so a separate FP is not needed.

= Approval is not needed from SPMO.

Departments use the Fixed Asset Disposition (FD) document to record the sale of retired assets. For
assets with a disposition method of vehicle accident, fire or flood, lost, theft/vandalism, additional steps
are involved.

After a Department submits documentation of the loss or accident, with a letter signed by the
Department head or designee, they also file and submit a police report for the vehicle accident or stolen
assets and additionally submit an incident report to the State of Arizona Risk Management Office. For
stolen assets, it is helpful to take an employee affidavit and attach a copy of police report, on the
Header component of the FD document.

For these disposition methods, the General Accounting Office also approves the FD document to
complete the disposition in AFIS.

The Fixed Asset documents update several inquiry tables. This topic reviews the tables that are updated
by FA documents and tracks details about a specific asset.
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Fixed Asset Registry

The Fixed Asset Registry (FAR) table stores the current status of an asset and is updated through the
use of specific Fixed Asset documents and Event Types. The FAR table is made up of three tables,
described below. Please refer to Section 2.4 for more information.

= Fixed Asset Registry Header (FARHDR) - contains the Fixed Asset Number and description,
summary asset cost, and Responsibility COA elements.

=  Fixed Asset Registry Component (FARCOMP) - contains component level information for both
Acquisitions and Betterments.

= Fixed Asset Registry Accounting (FARACTG)- records the funding information, including Fund
and Detailed Accounting Distributions.

Fixed Asset Journals
Fixed Asset Transactions updates the following Journals.

= FA component Journal (JFACJ) - gets updated only by the FA documents and the Fixed Asset
Document Header and component level details. Stores the component line information
associated with each asset.

=  FA Accounting Journal (JFAAJ) - gets updated only when the document has Fixed Asset Number
and Component number. This update happens at the FA document Accounting Line level.

= General Accounting Journal (JACTG) - Fixed Asset documents with an accounting impact update
this standard journal.

Fixed Asset History (FAHIST) Journal

The Fixed Asset History (FAHIST) Inquiry provides views to both JFACJ and JFAAJ journals using a single
selection query. FAHIST records all documents that have been processed for the asset number, and
provides a history of all the accounting and non-accounting transactions for each individual Fixed Asset
record. When an asset is cancelled, the corresponding Fixed Asset number is removed from the Fixed
Asset Registry tables; although, it remains on the FAHIST table.
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Construction Work in Progress

Learning Objectives

In this lesson, you will:
= |dentify the Construction Work in Progress Process
= List the Construction Work in Progress Documents
= Research the Construction Work in Progress Process

= Review the Program Asset Generation process

Lesson Overview

The Asset Construction business process occurs when a Department constructs an asset. The business
process includes the capture of construction-in-progress, such as buildings and highways, and then
ultimately the capitalization of the asset. This lesson details the Construction Work in Progress process,
including the tables and document involved in changing an asset from Construction Work in Progress to
either Building or Infrastructure.

The construction process commences when a Major Program is established in AFIS.

Major Program
Menu Back
Departrent Major Name Active Effective Effective Drawdown Drawdown
LonalL e Program — From To Group Department
101 MJIPRG Major Program for Training Yes
First Prewv Mext Last Attachments
Save Undo Delete Insert Copy Paste Search sk
¥ General Information
“Department @ 171 A Effective From : ER
Student 1 Effective To : ER
*Major Program : 4 prc Active : [[#
Auto Generate : [ Budgeting : |[#
Prefix : .
Reimb Status : cuspended for Reimbursement
*Name : \ajor Program for Training
*Short Name : 11a) Prog Train

A program is also established in AFIS with a Fixed Asset Construction Program Level, as Program or
Program-Phase. Refer to the Cost Accounting training guide for information on establishing Major
Program and Program in AFIS.

&GAFIS - internal Use Only ADOA — GAO 9/01/2019 V6.0 Asset Management 156



AFIS MANUAL

Program Satup

= 1
11
101

First Pray e Last

[ S

Department Program

Hams

Program Code 1
Program Code 2
Program Code 3
AlSCTTETE

M) or Pro-gram
MIPRG
MIPRG
MIPRG

acthve  Effective From  Effsctive To BEling Agresmsnt Dats

Resimb Status
Allowad for Relmoursemant
Allowed for Relmoursement
Allowed for Relmoursement

“Dspartment :
“Prosgram :

Aube Gansrats :
Prefix

“Mams :

=Short Mams :
M| or Program :
Sub Account :
Eits Location :
Prosgram Status :

bk Rollups

Too

S Undo Delkie nser Cogy Pasie

= General Information

|

Frogram Code 1
Program 1
MEFRE

&

bk General Options

b Description/Contact
bk Highway Project
* Fixed Asset Information

Fizad Assst Construction Program Lewvsd ;

I Program Dates

Scarch ok

PrograT-rnEse

Program
Program-Phase

¥ Flued Asset Constnuciion Program Allocation

Effactive To :

Baling Agresmant Datbs -
==
Budgsting :
Resimb Status :

active

Fosimib ERgibss
=]
Ma]or Proqgram Effective Start Dats :
M| or Program Effective End Dats :

Rslizes EXCiusion

=

=

13521
=
Allowed far Relmbursement
-

The Fixed Asset group creates a Fixed Asset Acquisition (FA) document to establish the Construction
Work in Progress asset in AFIS.

EEL ol EWGI M Extended Doc Description

Fixed Asset Intent Reference

Document Information

Responsibility Center

FixedAssetA{:quis'rtion[FA}| Dept: 101 ID: 201500000079 Ver: 1 Function: New Phase: Final |j

Composite Asset Information

Infrastructure Maintenance

Record Date:

Fiscal Year:

Document Description:

Document Name:

031172015

Budget FY: 2015

2015

Period: g

CIP Example

Complex/Building:

Prefix:
Fixed Asset Number: FAQ000025 |
Fixed Asset Description: CONSTRUCTION WORK N -

Auto Generate FA Number: [7

PROGRESS

Document Total: $0.00
Final Asset Value: 50.00
Event Type: FaQq

Memo Asset: [
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The Department enters the Asset Information on the Fixed Asset Construction Program Allocation
(FACPA) table. An entry is already created for the Department and Program combination when the
Fixed Asset Construction Program Level is set to Program on PROG table.

Fixed Asszet Construction Program Allocation

Totals

-+ 101 FAPROG
First Prev Mext Last

CHST

Sawve Undo Delete Insert Copy Paste

= General Information

*Department :
*Prograrm :
*Phaze :

FA Allocation Ind :
Active :

Bypas= Review :
Allocation Percentage Total :

Department Program Phase FA AllocationInd Active Allocation Percentage Total

Single Yes 100.00
Sedarch -k

101 A

FAPROG A

CHST i

Single

[w

[

100.0:0

1612

Last Journal Record Humber :

A record is then added to the Fixed Asset Construction Program Allocation Detail (FACPAD) line to link
the Program to the Construction in Progress asset, as created above with the FA document. Provide the
Fixed Asset Number along with the Component Number. The Default Allocation Percentage for all child

records must total up to 100. The Final Type Details information can be entered later when the asset
will be put in service. Save the record.
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Fixed Asset Construction Program Allocation Detail

First Prev Mext Last

Save Undo Delete Insert Copy Paste Search #&
= Allocation Details
*Department : 44 A
*Program : FAPROG
*Phase : cnNST A
*Default Allocation Percentage : 100.00

P Final Type Details

op

¥ Fixed Asset Construction Program Allecation

[

Fixed BT TR Default
D .
Department Program Phase Asset Allocation
Number
Humber Percentage
~ 101 FAPROG CHNST  FAQ000025 O 100.00

*Fixed Asset Number :
Composite Indicator :
*Component Humber :
Cancel ;

Cancelled :

Final In
Service Final
Date

FAQOOOD2S

fig| A

Final
Fixed
Asset
Catalog

[

Menu

Final

Fixed
St Cancel Cancelled

Type

Navigate back to the FACPA table. Click Active on FACPA and save the record.

The accounting group performs the work and charges expenses (for example, GAX document) to the
appropriate Major Program and Program. Refer to the Accounts Payable training guide for information

on payment processing.

The General Accounting Office runs the Program Asset Generation chain job to capitalize the completed
construction. When the construction is fully completed, update the Final Type Details on the Fixed Asset
Construction Program Allocation Detail table. The General Accounting Office runs the Program Asset

Generation chain job to:

= Update the Fixed Asset Construction Program Expenditure Reconciliation (FACPER) table, which

stores expenditure posting line records that reference Programs/Phases on the FACPA table.

= |ncrease the value of the asset by the expense amount indicated in the disbursement document,

with the FI document.

= Change the Fixed Asset type from Construction Work in Progress to either

Building/Improvement or Infrastructure (for highways), IT Equipment, with the FX document.

= |f the Cancel button is checked on the FACPAD table, in order to cancel the Construction Work in

Progress asset for those projects that will not go forward, FC documents are processed.
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Four documents are involved in the Construction Work in Progress process.

=  Fixed Asset Acquisition (FA)

=  Fixed Asset Increase/Decrease (Fl)

= Fixed Asset Type Change (FX)

= Fixed Asset Cancellation (FC)
To easily access these documents for a given Fixed Asset number, navigate to the Fixed Asset History
(FAHIST) table.

Fixed Asset Acquisition (FA)

The FA document records the acquisition of the asset. For information about this document, refer to the
Acquisition lesson.

The following fields should be entered differently on the FA, then entered in previous FA scenarios:

= Acquisition Method — set to Construction

= Fixed Asset Classification — set to Adjustment

= Fixed Asset Catalog — set to 2600-01(Construction in Progress)
= Depreciation Method — set to Not Applicable

= Depreciation Structure — set to Not Applicable

* Line Amount — set to SO

Y\

ﬁ Create an FA Document for Construction Work in Progress

Scenario
A request to construct a highway has been approved. Create an asset (FA Document) with a S0 value.

Login to AFIS. Create an FA document from the Document Catalog.
1. Click Search from the Secondary Navigation Panel

2. Click Document Catalog
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3. Click Create

Document Catalog
Search =1y
= Document dentifier
Code : |f ﬂ Unit :
Dept. : 4101 ID:

= (Other Options
Auto Numbering : [
Create Template : [~

4. Inthe Code field, enter FA

5. Inthe Dept. field, enter your student data card information

6. Check the Auto Numbering check box

Click Create. When the document is created, a new Document ID is generated. The document is shown

as Ver: 1, Function: New, Phase: Draft.

Fixed Asset {.‘anoellation[F{.",l| Dept: 101 1D: 201500000004 Ver: 1  Function: New  Phase: Draft -

omplete the General Information tab in the Header component.

FixedAssetAoquisi‘tion[FA]-| Dept: 101  ID: 201500000079 Wer.: 1  Function: New Phase: Draft | S

_.
(1) T ETRI Gl Euldil Extended Doc Description || Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Fixed Asset Intent Reference | Document Information

Document Name: = Auto Generate FA [v
- Number:
Record Date: Prefic
Budget FY: Fixed Asset Number: 4|
Fiscal Year: Fixed Asset | CONSTRUCTION WORK IN o
Description: | PROGRESS
Period:
Document Description: | CIP Example &
N - Document Total: 30.00
Complex/Building: - Final Asset Value: 30.00
Event Type:  FAQ1 4|

Memo Asset: [
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Check the Auto Generate FA Number check box
In the Document Description field, enter CIP Example

In the Fixed Asset Description field, enter Construction Work in Progress

P W N

Ensure Event Type is set to FAO1

Complete the Responsibility Center tab in the Header component. Click the Responsibility Center tab.

General Information || Extended Doc Description |REEEPLGEILITTVESLICIE Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: | TRANING 4| Revenue: 4 Task: 4|
Accounting ﬁ Sub Revenue: ﬁ Sub Task: i
Template:
Dept Object: | Task Order: A |
Fund: | 5001 & — —
Dept Revenue: | Major Program:
Sub Fund: 4| =
Activity: 4 | Program: 4|
Department: 101 i =
Sub Activity: 4| Phase: A |
Unit: 0101 & = =
Function: | Program Period: ﬁ
Sub Unit: 4| =
) Sub Function: ﬁ Location: ﬁ
Appr Unit: | 1010000 |

In the Custodian field, enter Training
In the Fund field, enter your student data card information
In the Department field, enter your student data card information

In the Unit field, enter your student data card information

DU

In the App Unit field, enter your student data card information

Complete the General Information tab in the Component.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document Navigator
mode

2. Click Component from the Secondary Navigation panel

3. Click Insert New Line
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[ofo]y [T I F e CIETH L BV Il | Specifications | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation

FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Number: |01 @\ Tag Number:
Commodity: | 54531 @\ Base Asset:

Units: | 1.00000 Description 1:

Unit of Measure: |EA & Description 2:

Final Units: Description 3:

Surface Area: Description 4:

Statistical Units: Description 5:

Statistical UOM: @ Property ID:

Plat Number: Property Description:

o nos

4. Inthe Component Number field, enter 01
5. Inthe Commodity Code field, enter 99999

6. Inthe Units field, enter 1

Complete the Acquisition Details tab in the Component. Click the Acquisition Details tab.

Component General Information || Specifications | IECOEEENEN Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Acquisition Date: | 3/11/2015 = Vendor: ﬁl
Acquisition Method:  CHNST il Vendor Name:
Purchasing Authority: Alias/DBA:

Memo Disposal Value:

=

In the Acquisition Date field, enter today’s date

2. From the Acquisition Method field, enter CNST(Constructed/built)

w

Complete the Component Location Details tab in the Component.

4. Click the Component Location Details tab.

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component General Information | Specifications || Acguisition Details [EEdaBEGEL RSO RNEETER | Component Classification

Location: | 1014 il Sub Location: ﬁl
Address 1: Complex | Building:
Address 2:
Citur

5. Inthe Location field, enter Location A for your department by using the picklist

6. Complete the Component Classification tab in the Component
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1. Click the Component Classification tab
Component General Information | Specifications | Acquisition Details | Component Location Details | Esdullel 1 | gedEE1T1 T 1) ‘ ﬂ

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference || Insurance

Fixed Asset Adjustment - BSA: 0861
Classification:
Sub BSA:
Fixed Asset Catalog: | 2600-01 |
0BSA: 3610
Fixed Asset Type: C ﬁl Sub OBSA:
u :
Fixed Asset Group: | 2500 4| Accum Depr BSA:
Useful Life: |0 Accum Depr Sub BSA:
In Service Date: E3
Out-of-Service Date: )
Received Date: B3

2. Inthe Fixed Asset Classification drop-down list, select Adjustment

In the Fixed Asset Catalog field, enter 2600-01 (Construction in Progress)

Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, and Useful Life fields are inferred from
the Fixed Asset Catalog (FACLG) table.

1. Click the Cost, Valuation & Depreciation tab

2. Complete the Cost, Valuation & Depreciation tab from the Component

3. Confirm the Depreciation Method drop-down list is set to Not Applicable

| Component General Information | Specifications | Acquisition Details | Component Location Details | Component Classification

[oLISATENTEULL W TGS M FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Total: $0.00 Valuation Date: B

Final Component $0.00 Valuation Amount:
Value:
Closing Costs: | $0.00 Replacement Date: )
Depreciation Method: |Not Applicable ﬂ Replacement Type: ﬂ

Depreciation Structure: [NeTFYeI = Zl Trade-In Credit:

Salvage Value: | $0.00 Appraisal Date: B
Declining Rate: Appraiser Name:
Options to Purchase
Property:

4. Inthe Depreciation Structure drop-down list, select Not Applicable.
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Click Accounting from the Secondary Navigation panel. Complete the General Information tab of the

Accounting information.

Sccount _ — _

EELEI LD nEWGLE Feferences | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting

Event Type:
Accounting Template: EI
Line Description: -

Line Amount: [

Budget FY:

Fizcal Year:

Period:
Funding Fiscal Year: | 2015
Funding Budget FY: 2015

Responsibility Center ez

Internal Sale Gain/Loss Posting:
Amount:
Historic Asset Cost:
Accum Depr Amount:
1. Click Insert New Line
2. Inthe Line Amount field, enter 0
3. Inthe Funding Fiscal Year field, enter the current year
4. In the Funding Budget FY field, enter the current year
5. From the Responsibility Center Posting drop-down list, select Yes
6. Click the Fund Accounting tab
Complete the Fund Accounting tab of the Accounting component.
General Information | References | Fixed Asset Intent Reference Detail Accounting
Fund: | 9001 | Object: | 8131 | OBSA: 4|
Sub Fund: 4| Sub Object: 4| Sub OBSA: 4|
Department: | 101 £| Revenue: £| Pending BSA:
Unit: | 0101 £| Sub Revenue: £| Pending Sub B5A:
Sub Unit: 4| BSA: 4| Dept Object: |
Appr Unit: | 10100000 £| Sub BSA: £| Llepiiteemmic i'

In the Unit field, enter your student data card information

vk N e

In the Object field, enter 8131

In the Fund field, enter your student data card information

In the Department field, enter your student data card information

In the Appr Unit field, enter your student data card information
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6. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully

7. Verify the generated Fixed Asset Number

8. Click the Header component

9. Click the General Information tab. Verify that the Fixed Asset Number on the Header is auto

generated and assigned. Write it here for use in the next activity

fiew Al of 1 @ Document validated successfully

Fixed Asset Acquisition(FA)  Dept: 101  ID: 201500000072 Wer: 1 Function: New  Phase: Draft -

EELETE R linFULL M Extended Doc Description || Responsibility Center | Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Hame: < Auto Generate FA |v
- Humber:
Record Date: = Az
Budget FY: Fixed Asset Number: | FAQDOD0ZS $|
Fizcal Year: Fixed Asset | CONSTRUCTION WORK IN -
Description:  PROGRESS
Period:

Document Description: | CIP Example
i Document Total: 0.00

ComplexiBuilding: - Final Asset Value: 30.00

Event Type: FAD1 4|

=]

1. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner: Document
validated successfully

2. Click Home in the Primary Navigation Panel to return to the Home Page

Fixed Asset Increase/Decrease (Fl)

The Fl document increases the value of the asset to its actual price, since the cost of construction is
included upon capitalization of the asset. This document is automatically generated in the batch job and
not updated by the user. Refer to the Modify Asset Value (Section 5.4) for more information about the

Fl.

Fixed Asset Type Change (FX)

There are situations when assets that have been defined as one asset type (for example, Construction-
in-Progress) need to be redefined as another asset type. The FX document can only be used to change
the asset type of non-memo assets that have not been previously depreciated. Once an asset is
depreciated, the asset type may not be changed. The processing of FX documents is appropriate to
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correct the asset type of an asset that was incorrectly entered, or to reclassify an asset from an asset
type that is not subject to depreciation to a depreciable asset type. To modify the asset type, of a
specific asset, the Fixed Asset Type Change (FX) document code is processed with the default Event Type
of FAO8 (Fixed Asset Type Change).

For example, the typical use of the FX is to change the asset type of records associated with a
construction project from Construction Work in Progress to Buildings or Infrastructure. During the
construction phase, payments are capitalized as Construction-in-Progress assets. Once the construction
project is substantially complete, the Program Asset Generation job reclassifies the Construction-in-
Progress type, which is found on the FX Component Asset Type Change Detail tab and originated from
the FACPAD entry. The user is able to open the Final version of the FX document.

Fixed Asset Cancellation (FC)

The FC document cancels the asset, if the construction will not go forward. This document is
automatically generated in the batch job and not updated by the user. Refer to the Cancel a Fixed Asset
(Section 5.5) for more information about the FC.

Three tables are important in the Construction Work in Progress process.

= Fixed Asset Construction Program Allocation (FACPA)
= Fixed Asset Construction Program Allocation Detail (FACPAD)
=  Fixed Asset Construction Program Expenditure Reconciliation (FACPER)
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Fixed Asset Construction Program Allocation (FACPA)

The FACPA table establishes that a Program/Phase is linked to one or more Fixed Asset numbers and
corresponding components, including attributes such as whether the Program/Phase is active and if
records on the FACPERD table should have the default reviewed indicator overridden. The Allocation
Indicator is inferred by AFIS. If there is a single child record on FACPAD, the Allocation Indicator is Single.
If there are multiple child records on FACPAD, the Allocation Indicator is Multiple.

Fixed Asset Construction Program Allocation

Totals

Department Program Phase FA Allocationind Active Allocation Percentage Total

~ 101 FAPROG CHNST No o.00
First Prew Next Last

Save Undo Delete Inzert Copv Paste Search - b

= General Information
*Department : 4g1 A

*Program : FaprOG

[

*Phase : cnNsT A
FA Allocation Ind :
Active : [
Bypass Review: [
Allocation Percentage Total : 0.00
Last Journal Record Number : 1612

lop

F Fixed A=z=et Construction Program Allocation Detail

Fixed Asset Construction Program Allocation Detail (FACPAD)

Fixed Asset Construction Programs / Program Phases are mapped to the Fixed Asset components to
which they are related. The table stores attributes such as a default allocation percentage that is used to
allocate costs from a single Program/Phase to multiple Fixed Asset components. The FACPAD table also
contains fields that indicate the Final Type Details of the asset, once construction is complete and
capitalized.

When the Final In Service Date is reached, the Program Asset Generation chain job creates an FX
document for the Fixed Asset component referenced. The fields in the Final Type Details section can no
longer be modified, once the batch process runs. Alternatively, if the construction project is cancelled
the Cancel checkbox should be selected and the batch job will generate an FC document.
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Fixed Asset Construction Program Allocation Detail

] : Final Final
Fixed Component Default Final In Fixed Fixed
Department Program Phase Asset Lomponent Allocation  Service Final Cancel Cancelled
Number Asset  Asset
Number Percentage  Date
Catalog Type
~ 200 FAPROG CNST  FAOD00OO24 T4 100.00 No Mo No
DTA BKPCNP1 BP DTooo0o01 oM 100.00 Mo Mo No
First Prev Next Last
Save Undo Delete Insert Copy Paste Search @ 3
= Allocation Details
*Department ;| 2qq e *Fixed Asset Humber : Fapogooze Ao
*Program : FAPROG 4| Composite Indicator: [~
*Phase : oNsT o *Component Humber : gq o
*Default Allocation Percentage : 1g0.00 Cancel: [~

Cancelled : [~

b Final Type Details

lop

¥ Fixed Azzet Construction Program Allocation

Fixed Asset Construction Program Expenditure Reconciliation (FACPER)

This table stores expenditure posting line records that reference Programs/Phases on the FACPA table. It
is updated once the Program Asset Generation job is run. FACPER supports the cost accumulation batch
processes that add value to construction-in-progress assets. The costs from these records are not
accumulated toward the asset unless the reviewed flag is yes. This flag will be overridden to yes, if the
bypass review flag is selected on the FACPA table.

The Details section displays the allocated expenditure posting line records from the Totals section (click
on the triangle next to Results, to view the details). The expenditures are allocated according to the
Default Allocations Percentages defined on the FACPAD table. The Allocation Percentage field can be
adjusted if the Reviewed flag on the Totals section is not selected. The allocation percentage is changed
on the FACPERD table.
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Fixed Asset Construction Program Expenditure Reconciliation

Browse Clear

= Query
Department : 171 ﬁ Reviewed : -
Program : ﬂ
Phase : ﬂ
Totals: Total Reviewed:] Total Open:)

- Results

Change Alllon this page)

Reviewed
Change Selectedion this page)
Clear Alllon this page); Select Alllon this page)
oI Vendor Accounting Posting Line Vendor Line Allocation Percentage Reviewed Accumulate
Line Line n Name Amount Total Date

First Prev Next Last

# Fixed Asset Construction Program Expenditure Reconciliation Detail

N

ﬁ Research the Construction-in-Progress Process

Scenario

Navigate to the FACPA page and view the record that corresponds to the program. To update the
asset information to reflect that a highway will be constructed, navigate to FACPAD and insert a
record. Next, provide the Fixed Asset Number, along with the Component Number. Finally, set the
Default Allocation Percentage to 100, and provide Final Type Details of the asset.

Login to AFIS. Use the Jump to field to open the FACPA table.
1. Inthe Jump to field, enter FACPA
2. Click Go

Search for your construction program and phase within the table.
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1. Click Search

Fixed A=s=et Construction Program Allocation

Totals

- 101 FAPROG
First Prev Mext Last

CNST

Department Program Phase FA Allocation Ind Active Allocation Percentage Total

No 0.00

Save Undo Delete Insert Copy Paste = Search + bk
= General Information
‘Department @ 44 i
*Program : FapROG A
*Phase : oyoT i
FA Allocation Ind :
Active : [
Bypass Review : [~
Allocation Percentage Total : 0.00
Last Journal Record Humber : 1612

op

A Fiwed Asset Construction Program Allocation Detail

In the Department field, enter your student data card information
In the Program field, enter FAPROG

In the Phase field, enter CNST

Click Ok

o A W N

The record displays on the FACPA table.

Enter information on the FACPAD table.
Click the Fixed Asset Construction Program Allocation Detail link
Click the downward facing arrow to expand all sections
Click Insert

1
2
3
4. Inthe Department field, enter your student data card information
5. Inthe Program field, enter FAPROG

6

In the Phase field, enter CNST
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Fixed Asset Construction Program Allocation Detail
. Default Final In Final Fixed
Fixed Asset Component - ; .
Department Program Phase Allocation Service  Final Asset
Humber Number
Percentage Date Catalog
~ 101 FAPROG CNST FAO000025 o1 100.00 No
200 FAPROG CNST  FAOO000024 1 100.00 No
DTA BKPCNP1 BP oToooo00 001 100.00 No
First Prev Next Last
Save Undo Delgte Insert Copy Paste Search B
= Allocation Details
*Department : 49 o *Fixed Asset Humber: Fapooonzs &
*Program : Faproc 4| Composite Indicator: [~
*Phase : ocysT o *Component Humber : g4 o
*Default Allocation Percentage : 190,00 Cancel: |[~
Cancelled : [~

Final
Fixed
Asset

Cancel

0
E]
5

Cancelled

No
No
No

7. Inthe Default Allocation Percentage field, enter 100

8. Inthe Fixed Asset Number field, enter number from Activity 8.3

9. Inthe Component Number field, enter 01

10. Click Save
Fixed Asset Construction Program Allocation
Totals
Department Program Phase FA Allocation ind Active
100 FAPROG  CHNST No
~ 101 FAPROG CHST  Single No
102 FAPROG  CNST No
103 FAPROG CNST Mo
104 FAPROG CNST Mo
105 FAPROG  CHNST No
106 FAPROG  CHNST No
107 FAPROG  CNST No
108 FAPROG  CNST No
109 FAPROG CNST Mo
First Prew MNexi Last
Sawve Undo Delete Insert Copy Paste Search Fhk
= General Information
*Department : 11 A
*Program : FAPROG hin
*Phase : cysT A
FA Allocation Ind : Single
Active : [
Bypass Review : [~
Allocation Percentage Total : 100.00
Last Journal Record Number : 1612

Allocation Percentage Total
0.00
100.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
.00
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11. Click the Fixed Asset Construction Program Allocation link

12. Select your record in the grid

Verify record is activated on FACPA, and then return to the Home Page.

1.

Click Active

2. Click Home in the Primary Navigation Panel to return to the Home Page

Asset Generation is the process to automate the management and recognition of capital balances with
regard to construction in progress. The process will generate Fixed Asset documents that increase,
change the Fixed Asset Type, and cancel Fixed Asset Components.

The following highlight some of the key features in relation to the Program Asset Generation business
process:

Provide a relationship between a construction project and a capital Fixed Asset, including
betterments.

Automatically load accumulated costs using the original funding information to the value of the
Fixed Asset (i.e., capitalize) on a periodic basis.

Accumulate only eligible project costs based on object code, activity code, and posting code.
Provide the ability to distribute a single eligible expenditure line across multiple Fixed Assets.
Provide the ability to see the accumulated project costs associated with a Fixed Asset.

Provide the ability to review project costs and adjust if necessary prior to posting to the Fixed
Asset.

Provide the ability to see all Fixed Assets and accumulated costs associated with a project.
Limit the process to certain asset types only (e.g., building and infrastructure)

Provide the ability to capture eligible project costs retroactively (that is, eligible costs entered
prior to the establishment of a relationship to a Fixed Asset).

Transfer balance from CIP to correct account on project completion.

Provide the ability to manually continue accumulating project costs to a Fixed Asset after project
completion.

Provide the ability to back out project costs if any from a Fixed Asset or betterment if the project
is cancelled. Capital Leases.
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Learning Objectives
In this lesson you will:

= Navigate to Capital Lease tables and inquiries
= Create a Capital Lease Asset
= Modify a Capital Lease Asset
= Review the Run Debt Payment and Billing Job

= Review the Generate Initial Debt Accounting Documents process

Lesson Overview

The Capital Lease process begins when a Department needs to enter a Capital Lease into AFIS in order to
secure a Fixed Asset. This is done through the integration of the Debt Management Module and the
Fixed Assets Module within AFIS. After the user processes the Lease Setup document and establishes a
Debt ID, they will enter that Debt ID on the Fixed Asset Acquisition document. Finally, periodic batch
jobs are run to accrue, amortize, or reclassify current and long-term debt.

Debt Management is a large functional area within AFIS consisting of documents for the definition and
maintenance of debt, inquiry pages to view that debt, and automatic processes to perform accounting
for that debt. This functional area is tied into almost every other functional area within AFIS through the
use of a Debt ID, which is very similar to a Chart of Accounts (COA) code in many respects.

Debt Management is structured into two hierarchical levels: Authorizations and Debt Instruments. Use
of the Authorization level is not optional, but the amount of information required at that level is minimal
with many of those fields having default values.

The Debt Identification Number (DEBT ID) will be entered on the Fixed Asset Acquisition (FA) document
to keep track of running balances on the Debt Instrument Registry. A DEBT ID is required for FA
documents processed with an even type of LS23.

Lease functionality starts with two determinates: The Major Type of Lease and the Lessor/Lessee
Indicator. These two fields result in four different sub type combinations for leases, which are delivered
as Debt Type codes (parenthetical codes below).

All Fixed Asset documents have a Debt ID field. Those asset documents with Accounting Lines have Debt
ID to record how the construction or purchase of an asset was funded. Component lines also have a
Debt ID to link a leased asset in Fixed Assets to a Lease in Debt Management. The Fixed Asset
Accounting Journal (JFAAJ), Fixed Asset Component Journal (JFACJ), Fixed Asset Component Registry
(FARCOMP), and Fixed Asset Accounting Registry (FARACTG) have had Debt ID added for inquiry and
reporting purposes.

Lease schedules can be generated the following ways:

= Downloading an excel file, filling it out appropriately, attaching it, importing the file, and then
generating the schedule.
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= Specifying the terms on the LEASES document and then generating the schedule.

The Debt Management area’s functionality will handle the management and accounting associated with
both Operating leases, and Capital leases. Depreciation on Capital Lease assets is handled by Fixed
Assets and not within the Debt Management area of AFIS.

The different types of leases and possible scenarios are listed below.

= Capital as Lessee -a lease meeting one or more capital criteria from an external lessor (vendor)
with you as the lessee.

= Operating Lease as Lessee — a lease not meeting the capital criteria from an external lessor
(vendor) with you as the lessee.

Debt Type

The Debt Type (DEBTTYPE) page allows you to establish Debt Types that must be assigned to debt
authorizations and debt instruments. A Debt Type not only provides classification for reporting and
workflow purposes but it provides all major characteristics necessary for proper accounting treatment
and Debt Document editing.

Each Debt Type record must be assigned to one of the three values in the Major Type of Debt field. This
assignment allows documents in Debt Management to present (and edit) only Debt Type values that
match the Major Type of Debt of the document.

The Debt Type page contains the following sections:

= General Information — This section defines the Major Type of Debt (Bond, Lease or Loan) and
establishes the unique identification for the Debt Type record.

= Loan Controls — This section defines the various event types and control fields necessary for
automatic loan accounting. This section can only be populated if the Major Type of Debt field in
the General Information section is Loan.

= Bond Controls — This section defines the various event types and control fields necessary for
automatic bond accounting. This section can only be populated if the Major Type of Debt field in
the General Information section is Bond.

= Lease Controls - This section defines the various event types and control fields necessary for
automatic lease accounting. This section can only be populated if the Major Type of Debt field in
the General Information section is Lease.
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Major Type of Debt Debt Type Name Short Name
v+ Bond CAB Capital Appreciation Bond Capital Apr

Lease CAP-LSE  Capital Lease as Lessee Cap Lease Lse

Lease CAP-LSR Capital Lease as Lessor Cap Lease Lsr

Bond CCAB Convertible Capital Appreciation Bond Cnv Capital Apr

Bond CPN Coupon Bond Coupon

Loan EXT-BWR External Loan as Borrower Ext Loan

Loan EXT-LDR  External Loan as Lender Ext Loan Lndr

Loan INT Internal Loan Int Loan

Lease OPR-LSE Operating Lease as Lessee Opr Lease Lse

Lease OPR-LSR Operating Lease as Lessor Opr Lease Lsr

First Prev Next Last

Save Undo Delete Insert Copy Paste Search # [

¥ General Information

*Major Type of Debt : Bond ¥ Description : A bond on which the investment
“Debt Type :|CAB return on an initial principal amount is
N reinvested at a stated compounded .
Name : | Capital Appreciation Bond rate until maturity.
*Short Name : |Capital Apr External Tracking Field 1 Name :

External Tracking Field 2 Name :
External Tracking Field 3 Name :

The Lease Setup (LEASES) document allows the creation of capital leases, operational leases, and lease
authorizations. The LEASES document cannot be modified or cancelled once it has been submitted.
Instead, a Lease Modification (LEASEM) document is required to change or cancel what was created by
the LEASES. The LEASEM often adds new leases to a lease authorization created on the LEASES. Refer to
Component 10.5, Modify Capital Leases.

Only one authorization can be created on a document. That can be the only activity, or there could be
one or more leases created along with the authorization. With the most common scenario being a 1:1
authorization to lease relationship, the Authorization component requires two main fields:
Authorization Debt ID and Debt Type.

When a LEASES document goes to final there are three possible pages updated: Lease Authorization
(LSAUTH), Lease Registry (LEASE), and the Lease History (LSEHIST). The LEASE page is not always
updated, as the LEASES document does not always require a lease record.

There are thirteen components found on the Lease Setup (LEASES) document in the secondary
navigation panel. Each is broken down into various sub components (tabs) that contain groups of
related fields.
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LEASES Header Component

This component records general information about the document. The fields on the Header do not
update the Lease Registry page.

Lease SetuplLEASES}‘ Dept: 101  ID: 201500000006 Wer.: 1 Function: New Phase: Final ‘ -

Header

Autherization

Authorization COA i e .
L ETe TN lan B0 Extended Description | Document Information
Authorization Alerts

Debt Instrument R e 1l
Lender/Les=sor Information

Record Date: |
Lender/Lessor COA
Borrower/Lessee Information Locumentilcs i iion: 1
BorroweriLessee COA

Schedule

Schedule Details

Debt Costs

Debt Instrument Alerts

This section records general information about the document. The fields on the Header do not update
the Lease Registry page.

LEASES Authorization Component

This component records identification, control, and reporting information for a single lease
authorization; defining the authority for establishing the current and any future leases along with other
reporting and control settings. This is a required component for the Lease document, yet this
component may be created with very little detail. Only one record is allowed on this component. If an
existing Authorization Debt ID is entered on this component, the document will issue an error as the
LEASEM should be used instead to modify a lease authorization.
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__

L ET RN gL Reporting Information | Related Authorizations

Authorization Debt ID: 101 3/11/2015 Authorization >
Description: -
Auto Generate ID: [
Authorizati
Authorization Name: 109 3/11/201% r ’ Eﬁ:ﬁ;zg 1
- Description:
Authorization Short 104 3/11/2015 :
Name: Generate [
Authorization Status: | Active Authorization
Accounting:
Responsible 109 A | -
Dopartment: LA Contact Code: &
Authorization Date: 03/11/2015 |
Authorization Start 03/11/2015 =
Date:
Authorization End  p3/11/2015 |
Date:
Authorized Amount:  5100,000.00
Exerciged Amount: 5100 000.00
Remaining Amount: 30.00

This section records identification, control, and reporting information for a single lease authorization;
defining the authority for establishing the current and any future leases along with other reporting and
control settings. This is a required section for the Lease document, yet this section may be created with
very little detail. Only 1 record is allowed on this section. If an existing Authorization Debt ID is entered
on this section, the document will issue an error as the LEASEM should be used instead to modify a lease
authorization.

LEASES Authorization COA Component

This component records COA for authorization accounting or informational purposes. If the Debt Type
selected for the authorization does not have an Authorization Accounting Event Type set up or the
Generate Authorization Accounting flag is unchecked, then no records are required.

LTGRO Fund Accounting || Detail Accounting ﬂ

Percentage: 1000000 Line Description:

Accounting 4|
Template:

Event Type: LS01

= This section records COA for authorization accounting or informational purposes. If the Debt
Type selected for the authorization does not have an Authorization Accounting Event Type set
up or the Generate Authorization Accounting flag is unchecked, then no records are required.

= Alimited amount of COA editing occurs so knowledge of what is needed for authorization
accounting is necessary. Codes are edited for being valid, active, and effective while those COA
Required Element and Combination Validation pages that can be edited are also read. All
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inferences and other edits will not take place until the first accounting for the authorization
takes place.

LEASES Authorization Alerts Component

Optional component that records email alerts scheduled for an authorization. This component records
email alerts scheduled for an authorization. This component is optional. Records update the Record-
Specific Alerts (RSALRT) page. Any maintenance needed must be done directly on RSALRT.

LEASES Debt Instrument Component

This component records identification, control, and reporting information for one or more leases. A
limited number of fields are required for a record with the others being optional reporting
information. Among the most critically required fields are the Debt Instrument Status, Issue Date,
Principal, Record Initial Accounting, and Debt Type. The Lessor/Lessee Indicator and the Major Type of
Lease are inferred from the Debt Type chosen and control the requirement of lessor and lessee
information.

Two fields of particular interest are the optional Fixed Asset Number and Fixed Asset Component
Number fields allow you to tie the Debt Management record with a Fixed Asset record. If the Fixed
Asset Number and Component Number exist at the time of the lease (common when the State is the
lessor) then the asset information can be entered on the lease document. However, when the State is
the lessee, the lease document will likely precede the Fixed Asset document. In which case, you can
enter a LEASEM once the asset information is known or you can enter the Debt ID of the lease on the
Fixed Asset (FA) document recording the leased asset (at the component part or on the accounting
section, reference tab).

LGSR BN Feporting Information || Related Debt

Debt ID: 101 391142015 Fixed Asset Number: ﬁ.
Auto Generate 1D [ Fixed Asset 4 |
Component Number:
Debt Instrument 104 311/2015 =
Name: - Debt Instrument -

Description: -
Debt Instrument {104 311/2015

Short Name: Debt Instrument -
- Extended
Debt Instrument | Active Lease Description:
Status: i
Responsible g1 - |
Department: — Contact Code: 1.

Lessor/iLessee Lessee
Indicator:

Major Type of Lease: Capital
Issue Date: p3/11/2015 =

Record Initial [~
Accounting:

Principal: £100,000.00

Principal Scheduled 3100 000.00
& Paid:

This section records identification, control, and reporting information for one or more leases. A limited
number of fields are required for a record with the others being optional reporting information. Among
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the most critically required fields are the Debt Instrument Status, Issue Date, Principal, Record Initial
Accounting, and Debt Type. The Lessor/Lessee Indicator and the Major Type of Lease are inferred from
the Debt Type chosen and control the requirement of lessor and lessee information.

= To tie the Debt Management record with a Fixed Asset record. If the Fixed Asset Number and
Component Number exist at the time of the lease (common when the Advantage Site is the
lessor) then the asset information can be entered on the lease document. However, when the

Advantage Site is the lessee, the lease document will likely precede the fixed.

LEASES Lender/Lessor Information Component
This component records information for the internal or external lender/lessor. Only one record is
allowed on this component and that record is automatically created by AFIS.

=  When the Lessee/Lessor Indicator is Lessee, then only an external Vendor Code (bank or other
financial institution) and an Address ID (payment type) are required (any default address can be
inferred). The inferred address can be changed as long as the Address Type is Payment. A
miscellaneous vendor is not allowed to be the lender.

=  When the Lessee/Lessor Indicator is Lessor, then this component is not required.

General Information

Vendor Code: wC0000000151 & Disbursement 4|

Category:

ICIC] BAMNK
Disbursement |

Address ID:  ADood 4| Priority:
Disbursement 4|

Format:
Handling Code: ﬁ-

Single Payment: |

LEASES Lender/Lessor COA Component

This component records one or more COA strings and an associated percentage for the lender that will
be used by Debt batch programs. Type of Payment is the most critical field on this component. If all
accounting should use the same string(s) then the ‘All’ value is used. If one type of accounting should
use different COA, then ‘All’ cannot be used and there has to be a record for each Type of Payment that
will be used (see Schedule).
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[eELE G iy Ul Fund Accounting | Detail Accounting ﬂ

Type of Payment: Bank: 4
Percentage: Line Description: P
Accounting i i
Template:

Infer COA From IVAD: [

This section records one or more COA strings and an associated percentage for the lender that will be
used by Debt batch programs. Type of Payment is the most critical field on this section. If all accounting
should use the same string(s) then the All value is used. If one type of accounting should use different
COA, then All cannot be used and there has to be a record for each Type of Payment that will be used
(see Schedule). The Debt tab of the Special Accounts (SPEC) page contains default object and revenue
COA so these codes are not necessary on a Lender/Lessor COA record unless the SPEC values need to be
overridden.

= Alimited amount of COA editing occurs so knowledge of what is needed for various accounting
events is necessary. Codes are edited for being valid, active, and effective while those COA
Required Element and Combination Validation pages that can be edited are also read. All other
edits will not take place until the first accounting for the lease takes place.

= Arecord is not allowed on this section if the Lessee/Lessor Indicator is Lessee. A record is
required on this section if the Lessee/Lessor Indicator is Lessor. That record reflects the COA
used for recording revenue. Even if manual or interfaced accounting is done for payments and
initial accounting, a record is still required for other accounting done automatically.

The Generate Lines action assists with data entry by doing the following:

LEASES Borrower/Lessee Information Component
This component records information for the internal or external borrower.

= This section records information for the internal or external borrower. More than one record is
allowed in this section.

= When the Lessee/Lessor Indicator is Lessor, then only an external Customer Account (external
borrower) and an Address ID (billing type) are required (any default address can be
inferred). The inferred address can be changed as long as the Address Type is Billing. A
miscellaneous customer is not allowed to be the borrower/lessee.

= When the Lessee/Lessor Indicator is Lessee, then this section does not have to be populated. If
a Customer Code is specified it must be an internal one to record the internal party that took
the lease. Although not required, this information can provide more details than found in the
Borrower COA information.

LEASES Borrower/Lessee COA Component

This component records one or more COA strings for the borrower that will be used by Debt batch
programs. The COA string can be specified by payment type.
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This section records one or more COA strings for the borrower that will be used by Debt batch
programs. Type of Payment is the most critical field on this section. If all accounting should use
the same string(s) then the All value should be used. If one type of accounting should use
different COA, then All cannot be used and there has to be a record for each Type of Payment
that will be used (see Schedule). The Debt tab of the Special Accounts (SPEC) page contains
default object and revenue COA so these codes are not necessary on a Borrower/Lessee COA
record unless the SPEC values need to be overridden.

A limited amount of COA editing occurs so knowledge of what is needed for various accounting
events is necessary. Codes are edited for being valid, active, and effective while those COA
Required Element and Combination Validation pages that can be edited are also read. All other
edits will not take place until the first accounting for the lease takes place.

A record is required on this section if the Lessee/Lessor Indicator is Lessee. That record reflects
COA used to record expenditures. This section is prohibited when the Lessee/Lessor Indicator is
Lessor. Even if manual or interfaced accounting is done for payments and initial accounting, a
record is still required for other accounting done automatically.

The Reference tab allows the recording of an encumbrance that reserves budget availability to
cover lease payments. COA between the referenced document lines and that of the Borrower
COA lines should follow precedence rules.

On Lease documents, any document entered must be a valid document in the ABS or PO
Document Types. If the referenced document is final, there will be no error. If the referenced
document is valid but there is not a version with a Document Phase of Final, then an override
error will be issued. The procurement professional or lease manager will override the error and
submit the Lease document. The procurement professional will then enter the Debt ID for the
lease on the encumbrance document and submit the encumbrance. If for some reason steps
are not followed in this manner, the encumbrance document can be modified later and a Lease
Modification document can be processed to add the referenced document information.

While the Purchase Order could have multiple commodity lines, it is strongly recommended that
the number be kept low as data entry on the Lessee COA document component becomes
complex with more than one commodity line. For each commodity line and accounting line
combination there would have to be a different Lessee COA record with a Percentage set to
match the commodity and accounting line’s share of the total encumbrance.

The Generate Lines action assists with data entry.

LEASES Schedule Component

This component records identification, control, and reporting information about one or more sets of
detail records that outline a payment and possibly an amortization plan for a lease. A schedule is always
required and multiple schedules are allowed for evaluation purposes, but only one can be marked as the
Selected Schedule.

The Generate Schedule action generates Schedule Detail records based on values entered on
the Schedule. This action performs many steps.

The Get Template action provides a formatted Excel spreadsheet for uploading Schedule Detail
records. This template should be used as the starting point for any file selected in the Import
Details field. When another tool is used besides the Generate Schedule action to define the
schedule, data from that tool is then transferred to this template.
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= The Import Details action imports the file in the Import File field.

Note: Attaching files by the same name to the schedule is not recommended as the system
will select the first attached file when there are multiple files with the same name.

The fields on the Schedule Details Summary component are automatically calculated upon a Validate or
Submit action.

= List View

EELWETEIRL G nEL I Terms | Schedule Details Summary ﬂ

Schedule Type: | Amortized Payment Selected [ Reporting
Schedule: Field 1:
Schedule Name: -
d Manual [
Payments/Billing: Reporting
Schedule Short Generated [7 Field 2:
Name: Schedule:
Schedule - .
R rt
Description: - e‘:i)eléng
Import File: |
Reporting
Field 4:
Reporting
Field 5:

LEASES Schedule Details Component

This component records the details of one or more planned payment schedules and any amortizations
necessary. This data drives automatic processing for payments/billings, accruals, and year end
processing. You can add records to the Schedule Details component in multiple ways:

= Use the Insert New Line action to manually insert records. Populate all required fields.

= Use the Import Details action on the Schedule component to upload from a spreadsheet
specified in the Import File field on the Schedule component.

= Use the Generate Schedule action on the Schedule component to generate Schedule Detail
records based on values entered on the Schedule component.

= Use either method for creating multiple lines and then modify, delete, or add records as
necessary.
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Soleduopois : :

Schedule Line Scheduled Date Net Payment Unpaid Principal Processed On
1 03152015 £1,526.01 $98,529.55
2 04/15/2015 51,887.12 59705297
3 05152015 %1,887.12 595,570.24
4 068152015 %1,887.12 $94,081.33
5 07 S2015 %1,887.12 59258622
[ 08152015 %1,887.12 591,084.88
7 09152015 21,887.12 585,577.28
2 10152015 21,887.12 538,063 40
9 11152015 21,88712 236,543 M
10 12152015 51,88712 $35,016.69

From 1 to 10 Total: 10+ Mext | | Last Go to line: Go

General Information ﬂ

Schedule 1 Principal: Gross Payment: 51, 526.01
Huml_}en 31,470.45 Net Payment: 51,526.01
sehedule Line: 1 Interest: Unpaid Principal: 398 529.55
Scheduled Date: 03/15/2015 | §55.56
Processed On: Other Amount 1:

LEASES Debt Costs Component
Optional component that records the costs of entering into a lease or other amounts for tracking
purposes.

LEASES Debt Instrument Alerts Component

Optional component that records email alerts scheduled for a lease.

Some of the LEASES document components require information and/or verification. This topic describes
the data entry requirements for LEASES documents. To create a LEASES document, use the Document
Catalog.

LEASES Authorization Component
The following fields must be completed on the General Information tab of the Authorization
Component.

= Authorization Debt ID (required — if Auto Generate ID is not selected)
= Auto Generate ID (required — if Authorization Debt ID is not entered)
= Authorization Amount (required)

= Authorization Name

= Authorization Short Name

=  Authorization Status (defaults to — Ready to Exercise)
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= Responsible Department

=  Authorization Start Date

LEASES Authorization Component — Reporting Information Tab
= Debt Type (required — Capital Lease as Lessee)

LEASES Authorization COA Component
On the Fund Accounting tab, the following COA fields are required:

=  Fund
LEASES Authorization Alerts Component

Optional component that records email alerts scheduled for an authorization. On the General
Information tab of the Authorization Alerts component select Insert New Line, and enter the following
information:

= User ID (required — if Contact Code is not entered)
=  Contact Code (required — if User ID is not entered)
=  Email Title
=  Email Text

=  Alert Date

LEASES Debt Instrument Component
This component records identification, control, and reporting information for one or more leases. On
the General Information tab, enter:

= Debt ID (required — if Auto Generate is not selected)

= Auto Generate ID (required — if Debt ID is not entered)
= Debt Instrument Name

= Debt Instrument Short Name

= Debt Instrument Status (required — Active Lease)

=  Responsible Department

= Select Record Initial Accounting (Recommended)

= |ssue Date

=  Principal
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LEASES Lender/Lessor Information Component
This component records information for the internal or external lender/lessor. On the General
Information tab in the Lender / Lessor Information and enters the following information:

= Vendor Code
=  Address ID
LEASES Borrower/Lessee Information Component

This component records information for the internal or external borrower. On the General Information
tab enter:

= Customer Code

=  Address ID

LEASES Borrower/Lessee COA Component
On the General Information tab of the Borrower Lessee Information COA enters the following
information:

=  Bank (required)
=  Type of Payment (required — defaults to ALL)

=  Percentage (must total up to 100)

LEASES Borrower/Lessee COA Component — Fund Accounting Tab
Fund

= Department

= Unit
= Appr Unit
= Object

LEASES Schedule Component

On the General Information tab, enter:

= Schedule Type (required — Amortized Payment)
= Selected Schedule (required — Checked)

LEASES Schedule Component — Terms Tab
= Interest Rate (required)

=  Frequency (required)
=  Number of Payments (required)
= Day of The Week (depends on Frequency)

= Date of The Month (depends on Frequency)
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= Payment Month (depends on Frequency)
= Schedule Start Date

=  Down Payment Amount (optional)

The Lease Setup (LEASES) document allows the creation of capital leases, operational leases, and lease
authorizations. The LEASES document cannot be modified or cancelled once it has been submitted.

N

_ &, Create a Capital Lease Asset

Scenario
Create a Capital Lease debt instrument for $100,000, which will be used to purchase a capital asset.

Login to AFIS. Create a LEASES document from the Document Catalog.
1. Click Search from the Secondary Navigation Panel
2. Click Document Catalog
3. Click Create

Document Catalog

Search @B

= Document ldentifier
Code Ff A Unit:
Dept. 104 ID:

w Other Options
Auto Numbering [
Create Template : [~

In the Code field, enter LEASES

4
5. Inthe Dept. field, enter your student data card information
6. Check the Auto Numbering check box

7

Click Create

Complete the General Information tab in the Authorization component.

When the document is created, a new Document ID is generated. The document is shown as Ver: 1,

Function: New, Phase: Draft.
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1. From the Secondary Navigation Panel, select the Authorization component

Lease Setup(LEASES) | Dept: 10°

Document Navigator x

Header
General Information

ID: 201500000006 Ver.: 1 Function: New  Phase: Draft j

Reporting Information | Related Authorizations

—

Authorization

Authorization COA Authorization Debt I1D:

Authorization Alerts Auto Generate ID:

Debt Instrument Authorization Hame:

Lender/Lessor Information

Authorization Short
Name:

LenderiLezsor COA

Authorization
Description:

101 3112015

-
Authorization

101 31172015 i Extended Description:

101 3112015

10. Verify that the Generate Authorization Accounting checkbox is checked

Complete the Reporting Information tab in the Authorization component. Click the Reporting

Information tab.

___

General Information |EEQGNuEU G Felated Authorizations

Debt Type: |CAP-LSE hin

(=]

Capital Lease as Lessee

1. From the Debt Type pick-list, select CAP-LSE (Capital Lease as Lessee)

&GAFIS - internal Use Only ADOA — GAO
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Borrower/Leszee Information Generatel [
Authorization Status: Active - Sulhorization
Borrower/Lessee COA Accounting:
Schedule ';eezgft'::gf o & Contact Code: ry
Sehedulz Details Authorization Date | 3/11/2015 |
Debt Costs
Authorization Star | 3/11/2015 B
Debt Instrument Alerts Date
Authorization Ene | 3/11/2015 =
Date
Authorized Amount: 100,000
Exercised Amount: 50.00
Remaining Amount: £0.00
2. Inthe Authorization Debt ID field, enter your Department and current date
3. Inthe Authorization Name field, enter your Department and current date
4. In the Authorization Short Name field, enter your Department and current date
5. From the Authorization Status drop down, select Active
6. Inthe Authorization Date field, enter today's date
7. Inthe Authorization Start Date field, enter today's date
8. Inthe Authorization End Date field, enter today's date
9. In the Authorization Amount field, enter 100,000
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2. Complete the Fund Accounting tab in the Authorization COA component.

3. Click the Open Document Navigator (small arrow on left side) to switch to Document Navigator

mode

Fund:

Sub Fund:
Department:
Unit:

Sub Unit:

Appr Unit:

5001

= & & 2

General Information | EETHGHFENEGTLLLTE Detail Accounting

il

A Object:
Sub Object:

Revenue:

Sub Revenue:

B5A:

A Sub BSA:

=

B &5 & 5

OBSA:
Sub OBSA:
Dept Object:

Dept Revenue:

& [ & &

4. Select the Authorization COA component

5. Click the Fund Accounting tab

6. Inthe Fund field, enter your student data card information

7. Complete the General Information tab of the Debt Instrument component

8. Click Debt Instrument

9. Click Insert New Line
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EELEIGIRL lankl Wl Reporting Information | Related Debt

Debt ID: | 101 31172015 Fixed Asset Number: ‘ﬁ'l

Auto Generate ID: [ Fixed Asset 4 |

Component Number:
Debt Instrument | 101 3112015 po

Name: - Debt Instrument
Description: -
Debt Instrument | 101 3112015
Short Name: Debt Instrument k.
Extended Description:

Debt Instrument Active Lease -
Status: L
Responsible | 101 A |
Department: — Contact Code: $|

LessoriLessee Lessee
Indicator:

Major Type of Lease: Capital
Issue Date: | 03/11/2015 /=

Record Initial [v
Accounting:

Principal: | $100,000.00

In the Debt ID field, enter your Department and current date

In the Debt Instrument Name field, enter your Department and current date

In the Debt Instrument Short Name field, enter your Department and current date
From the Debt Instrument Status drop-down, select Active Lease

In the Responsible Department field, enter your student data card information

In the Issue Date field, enter today's date

In the Principal field, enter 100,000

Click Save

W % N o N kW N

Verify that the Lessor/Lessee Indicator and Major Type of Lease were populated.

Complete the General Information tab in the Lender / Lessor Information component.
orrr womave|

Vendor Code: | WwvCOO00000151

£| Dizsbursement |
Category:
Addrass ID: | AD0O' il Disbursement ‘ﬂ‘l
Priority:

Disbursement Format:

Handling Code:

Single Payment: |
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Click Lender/Lessor Information.
1. From the Vendor Code pick-list, select VC0000000151
2. From the Address ID pick-list, select AD001

Complete the General Information tab in the Borrower/Lessee COA component.

1. Select the Borrower/Lessee COA component

| BorowerlesseeCOA  LineNumber: 1 Percentage:foO0OO0 1

= List View
EENE GIRL ey BVl Fund Accounting | Detail Accounting || Reference ‘ﬂ
4
Type of Payment: Principal - Bank: BKD1 ﬁl
Percentage: | 100.0000 Line Description: o
Accounting Template: A | =

2. From the Type of Payment drop-down, select Principal
3. Inthe Percentage field, enter 100
4. From the Bank pick-list, select BK01

Complete the Fund Accounting tab in the Borrower/Lessee COA component. Click the Fund Accounting
Tab.

[ BorrowerllesseeCOA  LineNumber: 1 Percentage: 1000000 |

General Information Detail Accounting || Reference
Fund: | 2001 k| Object: 2511 A
Sub Fund: i Sub Dbject: 4|
Department: 101 il Revenue: il
Umit: | 0101 il Sub Revenue: ﬁl
Sub Unit: A Dept Object: 4|
Appr Unit: | 1010000 4| Dept Revenue: nid
1. Inthe Fund field, enter your student data card information
2. Inthe Department field, enter your student data card information
3. Inthe Unit field, enter your student data card information
4. Inthe Appr Unit field, enter your student data card information
5. Inthe Object field, enter 8611
6. Return to the General Information tab in the Borrower/Lessee COA component

7. Select the General Information tab
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8. Click the Insert New Line button

| BorrowerilesseeCOA  LineMumber: 0 Percentage: 1000000 |

Line Humber Percentage Type of Payment
1 100.0000 Principal i)
0 100.0000 Interest (]
From 1 to 2 Total: 2 Co to line: Go

= List View
CENE SR i B Fund Accounting || Detail Accounting || Reference ﬂ

Type of Payment: Interest - Bank: | BK01 i
Percentage: 100.0000 Line Description: m
Accounting Template: i | =

1. From the Payment Type drop-down, select Interest
2. Inthe Percentage field, enter 100
3. From the Bank pick-list, select BK01

Complete the Fund Accounting tab in the Borrower/Lessee COA component. Click the Fund Accounting
tab.

General Infarmation ‘ Detail Accounting | Reference
Fund: | 9001 4| Object: | 2521 4
Sub Fund: @ Sub Object: 4
Department: | 101 @ Revenue: 4|
Unit: | 0104 @ Sub Revenue: 4|
Sub Unit: n A Dept Object: 4|
Appr Unit: | 1010000 @ Dept Revenue: 4|
1. Inthe Fund field, enter your student data card information
2. Inthe Department field, enter your student data card information
3. Inthe Unit field, enter your student data card information
4. Inthe Appr Unit field, enter your student data card information
5. Inthe Object field, enter 8621
6. Complete the General Information tab in the Schedule component.

7. Click Schedule
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General Information |EETa

Schedule Details Summary

Schedule Type: Amortized Payment Selected |v Reporting Field
Schedule: 1:
Schedule Name: -

» Manual [ Reporting Field
Payments/Billing: 2

Schedule Short i .
Hame: Generated [ Reporting Field
Schedule: kH

Schedule - . !
Description: - Reporting F'elf
Import File: & Reporting Field
L4

8. From the Schedule Type drop down, select Amortized Payment

9. Check the Selected Schedule checkbox

Complete the Terms tab in the Schedule component. Click the Terms tab.

General Information Schedule Details Summary -~
Debt Terms: 4| Other Amount 1: | 0.00
Principal: | $100,000.00 Other Amount 1 Name:

Schedule Generation
Action 1:

Fixed Interest
Payment Amount:

First Payment Interest | 5.0000% Other Amount 2: | £0.00

Rate:
Other Amount 2 Hame:

m

Interest Rate: S 0000% .
Schedule Generation

Frequency: Konthly - Action Z:
Number of Payments: &0 Other Amount 3: | 20.00
Day of Week: - Other Amount 3 Name:

Schedule Generation
Action 3:

Date of Month: 15

L]

Payment Month: -
Other Amount 4: | 50.00

Schedule Start Date:] (3112015 Other Amount 4 Name:
First Payment Date: Schedule Generation
Maturity Date: Action 4:
Amnrtization - Other Amount 5: | 50.00 -
A save | =¥ Undo | [E4 Insert New Line | [24 Insert Copied Line | E4 Edit with Grid Related Actions =

1. Inthe First Payment Interest Rate field, enter 5
In the Interest Rate field, enter 5
From the Frequency drop down, select Monthly

In the Number of Payments field, enter 60

In the Schedule Start Date field, enter today’s date

2

3

4

5. From the Date of Month drop down, select 15

6

7. Select the Related Actions button, located in the lower right hand corner
8

Select Generate Schedule
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Navigate to the Schedule Details component and review the populated payment schedule. Click
Schedule Details from the Secondary Navigation panel.

Schedule Line Scheduled Date Het Payment Unpaid Principal Processed On
1 031152015 %1,526.01 %98,529.55 (i}
2 04/15/2015 31,887.12 597,052.97 ]
3 05/15/2015 51,887.12 $95,570.24 T
4 06/15/2015 51,887.12 594,081.33 (]
5 07H 52015 51,887.12 $82,586.22 W
5 08M5/2015 31,387.12 591,084.53 W
7 08/15/2015 $1,887.12 $88,577.28 (]
g 10/15/2015 51,887.12 $88,063.40 W
g 11152015 51,887.12 $86,543.21 (]
10 1211512015 51,887 .12 585,016.69 W
From 1 to 10 Totak 10+ M ﬁ Gotolne: | Go]

1. Review the populated payment schedule

2. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully

3. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document

submitted successfully

Navigate to the Lease Registry (LEASE) and review the lease information.
1. Inthe Jump to field, enter LEASE
2. Click Go. The LEASE table opens
3. Click Search

Responsible Department: 101 A Debt Instrument Status : -
Authorization Debt 1D : ﬂ LessoriLessee Indicator : -
DebtID: 101 3112015 Major Type of Lease : A4
Debt Instrument Hame : - Fixed Asset Number : ﬂ
Debt Type : &
Ok [Clear Cancel

4. In the Responsible Department field, enter your student data card information
5. Inthe Debt ID field, enter your Department and current date

6. Click Ok
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7. Click the downward facing arrow just below the grid to expand all sections

Closa Lezss Registry
+ Dabt Instrumant
Ganaral Imonmation Dbt Instrumsnt
FEporting Information
Asuthorzstion Debt I0 Daibt I Debt instrumsnt Mams  Debt instrument Status  Debt Typs I Linjpaid P
Related Deid Instnaments
« 101 311205 1 31205 10 312015 AcThe Lazss CAP-LSE  $100,000.00 $100,000.00
Schedule Detalls Summarny First Prev Med L3st ATI0UTMETS
Lender'Lessor Information
Searcn | @l

LandanLassor COL
# General Information

Dbt 1D 101 312015 Dbt Instrumsnt Description :

Bom ! B Dbt Instrumsnt Nams & 04 2442015 "
Schaduls . Dabtinstrument Extanged Description

Borrowsn/Lsssss Information

Dbt Instrument Short Nams @ 109 2412015
Dbt Instrumant Status :

Schaduls Detalls

Dbt Costs | Acthe Lezse
Responsible Department © 45, &
LessoniLessss Inmicator - [ Humesr: g

...... Fixed Assst Component Mumibsr :

{ Major Type of Leass | __ tact
Capha contact Cos ©
Issue Date - gz11/2015 Contsct Parson -
Prineipal - 5400 00000 Emall -
L Total Debt Costs - 5000 Phaons
sutnonzstion Debt 10 : 404 311,0015 & Phons Ext :

Asuthorzation Mams :

Record initial Accounting @
Initial Accounting Recordsd Date
Last Long Term Account Reciass
Last sccrnal FY
Last accrual APD

Pk Reporting Information
b Related Debt Instruments

bk Schedule Details Summary

Too
Koo, =

¢ Change Slatus

# Aumnorization Regisary ® Alems # Dt History

8. Click Home in the Primary Navigation Panel to return to the Home page.

The common tables and inquiries utilized by users for Capital Leases include:

= Lease Authorization Registry (LSAUTH)
= Lease History (LSEHIST)
= Lease Registry (LEASE)
These tables are updated when users process Debt Management documents in AFIS.

Lease Authorization Inquiry

The Lease Authorization Registry (LSAUTH) page displays the Authorization and Authorization COA
records from processed Lease documents. Updates cannot be made directly to registry data. The Lease
Setup (LEASES), Lease Modification (LEASEM), and Debt Status Change (DEBTSC) documents make all the
additions and modifications to the registry. Certain Debt Management batch programs make minor
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updates to the registry for tracking purposes as well as the accounting documents created from those
programs. The Attachments action allows user to create new attachments, modify editable information
on existing attachments, open and review existing attachments, or delete attachments. Once an
attachment is loaded to the registry, all maintenance of that attachment has to be done from the
registry. Lease Modification documents will not bring in any existing attachments into a document with
the Auto Apply action. The archive of a Lease document will not remove the attachment from the

registry.

Feporiing Infarmation
Felsted AUmarizations
Sohedule Detalls Summary

Authorization COA

suthorization Debt I | Authodzstion Name  Authorzstion Ststes Debt Type  Authorzsd Amount  Exercissd Amount  Remaining dmount

= 10 3H12E
First Prev Mest Last  Anso

SEErcn

Closa Leasa Authorization Reglstry
< authorzation
GSeneral Infarmation Luthorzation

101 3112015

NImEs

= General Information

authorzation Debt 1D
asuthorzation Mams :

asuthorization $hort Mame :

101 3112015

101 3112015

101 3HABHS

Authorzation Status |,

Responsibés Department :
autnorzation Dabes -
Authonzation $tart Dats :
authorzation End Date
suthorized amount ©

101 &
12015
051172015

Q31172015

Acthe CAPLSE F100,000.00 F100,000.00 F0.00

sarthorzation Description :

»

: Awthorization Extended Description :

‘Ganerate Authonzstion Accounting @ =
initisl sccounting Gensrated Date :
Contact Coda
Contact Person

$100,000.00
Exsrcised amount © 510000000 Emai:
Fematning amount © g 00 Fnons
Phons Ext -

b Reporting Information
b Related Authorizations

b Schedule Details Summary

Lease History

The Lease History (LSEHIST) page provides a means to query on, review, and download the debt,
accounting, and budgeting documents that have processed against a Debt ID with Major Type of Debt of
Lease. This page requires a minimum of information be entered before selecting the Browse link:

= A Debt ID must be entered/selected in one of the Debt ID browse fields. Only one Debt ID can
be entered in these fields and wildcard values are not allowed.

=  The other browse fields (Created/Updated, Doc Code, Doc Dept Code, and Doc ID) are optional.
Wildcard values and multiple values separated by commas are allowed in these fields.

= This page contains a Download link that allows for the downloading of selected records from a
search for research purposes.
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Lease History

Browse Clear

Responsible Department : 14 4| Created/Updated : ]
Authorization Debt 1D : A Doc Code : A
Leaze Debt 1D 109 2111/2015 A Doc Dept Code : A
DocID:
Created/Updated Document Document Location  Amount
¥ 03M11/2015 LEASES 101.201500000006 LN-1 £100,000.00

First Prev Next Last Download

Lease Registry

The Lease Registry (LEASE) page displays the Debt Instrument, Lender, Lender COA, Borrower, Borrower
COA, Schedule, Schedule Details, and Debt Costs records from processed Lease documents. The Lease
Setup (LEASES), Lease Modification (LEASEM), and Debt Status Change (DEBTSC) documents make all the
additions and modifications to the registry. Certain Debt Management batch programs make minor
updates to the registry for tracking purposes as well as the accounting documents created from those
programs.

Close Lease Registry

~ Debt Instrument

General Information Debt Instrument

Reporting Information
Authorization Debt ID Debt 1D Debt Instrument Name Debt Instrument Status Debt Type Principal Unpaid Principal
Related Debt Instruments

+ 101 3112015 101 3112015 101 3112015 Active Lease CAP-LSE $100,000.00 $100,000.00
Schedule Details Summary First Prev Next Last Attachments
LenderiLessor
Information Search ®B
Lender/Lessor COA « General Information
Borrower/lLessee DebtID: 09 31112015 Debt Instrument Description :
Information

Debt Instrument Hame : 409 3/11/2015

BorroweriLessee COA ~ DebtInstrument Extended Description :

Debt Instrument Short Name : g9 3/11/2015

Schedule
1 Debt Instrument Status @ & -tie | ease
Schedule Details i
{ Responsible Department : g4 o
Debt Costs .
LessoriLessee Indicator:| | ccoee Fixed Asset Number : i
s
Major Type of Lease :| Capital Fixed Asset Component Number :
Issue Date : 3;11/2015 Contact Code :
Principal : g100 000.00 Contact Person :
Total Debt Costs : g g Email :
Authorization Debt 1D : g9 3/11/2015 A Phone :
Authorization Name : Phone Ext :

Record Initial Accounting : [
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The Lease Modification (LEASEM) document allows the modification of a lease or lease authorization
while also allowing for the creation of a new lease under an existing lease authorization. Lease
Authorizations can only be created with a LEASES document. The LEASEM cannot be modified or
cancelled once it has been submitted. Another LEASEM is required if a mistake was made on the first
LEASEM.

When a LEASEM document goes to final there are three possible pages updated: Lease Authorization
(LSAUTH), Lease Registry (LEASE), and Lease History (LSEHIST). The LSAUTH and LEASE pages are not
always updated as the LEASEM does not always have to change both or add a new lease.

A Lease Modification (LEASEM) document can be created and completed by a couple of methods that
are not common to all documents.

=  The LSAUTH page has a Modify action that will create a LEASEM with the Authorization and
Authorization COA components completed with data.

=  The LSAUTH page has a Create New Debt Instrument action that will create a LEASEM with the
Authorization and Authorization COA components completed with data and place the user on
the Debt Instrument component to create a new lease.

= The LEASE page has a Modify action that will create a LEASEM with data in all components,
except the Alert components are blank.

= The LEASEM document has an Auto Apply action on the Authorization and Debt Instrument
components that allow the entry of the respective Debt ID and the action brings in registry
information to the document.

When processing a LEASEM, you are presented with two columns of data. When records are being
added in the LEASEM, the data in both columns will be blank or have initial default values. Only the
second column will be completed when creating new records. When records are being modified, the
first column is a protected set of ‘previous’ fields displaying what already exists on the registry and the
second column is the same data displayed fields. In some cases, the field in the second column will not
allow a change for an existing record with edits.

N

ﬁ Modify a Capital Lease Asset

Scenario
You want to modify the interest rate on the lease from the previous activity.

Login to AFIS. Navigate to the Lease Registry (LEASE).
1. Inthe Jump to field, enter LEASE
2. Click Go. The LEASE table opens
3. Click Search to open the Search window
4. Inthe Responsible Department field, enter your student data card information
5

In the Debt ID field, enter your Department and current date (lease from activity)
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6. Click Ok

7. Click the Modify link at the bottom of the page

8. Create a LEASEM document

9. Inthe Dept. field, enter your student data card information

Create Document

Document Code Document Hame Default

+ LEASEM Leaze Modification “es
First Prev MNext Last
Document Department Code @ 4pq

Document Unit Code :
Document 1D :
Auto Numbering : [

Create Document Cancel

10. Check the Auto Numbering check box

11. Click Create Document

12. Go to the Schedule component. Click on the Schedule component

13. Uncheck the Selected Schedule box
14. In the grid at the top, click on the Copy Line feature
15. Click the Insert Copied Line button
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| Schedwe  scheduleNumber:0 ScheduleWeme: -

»

Schedule Number Schedule Name Selected Schedule Historical Schedule b
1 No No ]
0 No No (1}
From 1 to 2 Total: 2 Go to line: Go

m

LSRN EOR Terms | Schedule Details Summary

Previous Schedule Schedule Type: Amortized Payment - n
Type:
Schedule Name:
Previous Schedule -
Hame: —

Schedule Short Hame:
Previous Schedule

= List Wiew
F < |

~

"

Short Name: Schedule Description:
Previous Schedule -
Description: - Import File: $|
Previous Import File: Selected Schedule: v
Pravinnz Salartad [T Hictnrical Crhadulas ki~ -
H save | % Undo | [E4 Insert Mew Line | [24 Insert Copied Line | E& Edit with Grid | Related Actions

2. Check the Selected Schedule box on this new schedule

Go to the Terms tab in the Schedule component. Click on the Terms tab.

[ Schedwe  ScheduleHumber: 2 ScheduleMame: |

Schedule Number Schedule Name Selected Schedule Historical Schedule
1 No No L}
2 Yes No ﬁ'
From 1 to 2 Total: 2 Go to line: Go

= List View
General Information EERER Schedule Details Summary ﬂ

Previous Debt Terms: Debt Terms: ‘ﬂ‘l

Previous Principal: Principal: | 5100,000.00
Previous Fixed Interest

Fixed Interest Payment
Payment Amount:

Amount:

Previous First Payment

First Payment Interest 3 7500%
Interest Rate:

Rate:

Previous Interest Rate: Interest Rate: 2 7500%

Previous Frequency: Frequency: Monthly -

Previous Number of

Number of Payments: |50

Change the First Payment Interest Rate to 3.75
Change the Interest Rate to 3.75

Click on the Related Actions button and select the option, Generate Schedule

Ll S

In the grid at the top, make sure that you have selected the new schedule line
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Go to the Schedule Details component. Click on the Schedule Details component. Review the schedule
details.

Schedule Line Scheduled Date Net Payment Unpaid Principal Processed On
1 03/15/2015 51,559.56 598,482.11 i)
2 04/15/2015 $1,820.39 595,959 48 i)
3 05/M5/2015 51,830,329 $95,432.09 ]
4 06/15/2015 51,830 39 593,899 93 i)
3 07M5/2015 $1,830.39 $92,362.98 i)
& 08M5/2015 51,830,329 $90,821.22 W
7 09/15/2015 51,830 39 588,274 65 i)
= 10/15/2015 51,830.39 $87,723.24 i)
9 11M5/2015 51,830,329 $86,166.99 W
10 1211542015 51,830 39 $84,605 BT W
From 1 to 10 Total: 10+ MNext | Last | Go to line: ﬂ

Finalize the Lease document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully

2. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document

submitted successfully

Navigate to the Lease Registry (LEASE) and review the lease information.
1. Inthe Jump to field, enter LEASE
Click Go. The LEASE table opens
Click Search

2

3

4. In the Responsible Department field, enter your student data card information

5. Inthe Debt ID field, enter your Department and current date (lease from activity 10.5)
6

Click Ok
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Close Lease Registry

-~ Debt Instrument

General Information Debt Instrument

Reporting Information
Authorization Debt ID Debt ID Debt Instrument Name DebtInstrument Status Debt Type Principal Unpaid Principal

Related Debt Instruments

~ 101 12015 101 3112015 101 31172015 Active Lease CAP-LSE $100,000.00 $100,000.00
Schedule Details Summary First Prev Mext Last Attachments
Lender/Lessor
Information Search @ %
Lender/Lessor COA = General Information
Borrower/Lessee DebtID: 401 3/11/2015 Debt Instrument Description :

Information

Debt Instrument Name : 199 3/11/2015

BorroweriLessee COA - Debt Instrument Extended Description :

Debt Instrument Short Name : 1442
Schedule J 101 31142015
Debt Instrument Status | o ctjye | eaze
Schedule Details

1 Responsible Department : 44 &
Debt Costs Lessor/Lessee Indicator: | | cccee Fixed A=sset Number : |
Major Type of Lease : | Capital Fixed Asset Component Number :
Issue Date : pas1/2015 Contact Code :
Principal : 5100 000.00 Contact Person:
Total Debt Costs : 5 g Email :
Authorization Debt ID: 109 3/11/2015 a Phone :
Authorization Name : 199 3/11/2015 Phone Ext:
Record Initial Accounting : [
Initial Accounting Recorded Date :
La=st Long Term Account Reclass :

1. Click the downward facing arrow just below the grid to expand all sections

2. Click Home in the Primary Navigation Panel to return to the Home Page

This chain job consists of a group of jobs that work together to create payment or billing documents that
record the payment or billing for a debt instrument. This chain job will be run for a lease, if the manual
payments/billing option is not selected on the Schedule / General Information section of the LEASE or
LEASEM documents for a Lease.

Once the job has run successfully, it will create a General Accounting Expense (GAX) document for
payments to a lender, or a Receivable (RE) document, for receipts owed from a borrower. This
document can be reviewed by navigating to the Document Catalog.

This chain job consists of a group of jobs that work together to create accounting documents that record
the initial accounting for debt authorizations and debt instruments.

When authorizations and instruments are set up and activated users have a choice to record the initial
accounting manually or allow this chain job to record the accounting. By leaving the Record Initial
Accounting flag checked (true) for the selected debt instrument, the system will automatically generate
documents for a debt instrument. This is the recommended approach.

Once the job has run successfully, it will create a Debt Accounting (DA) document. This document can be
reviewed by navigating to the Document Catalog.
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Asset Management Reporting

Learning Objectives
In this lesson, you will review reports available in Asset Management.

Lesson Overview

AFIS includes several reports for monitoring Asset Management.

The key reports needed to support the AFIS Asset Management business processes are listed below.
Included with some of the reports are the data elements (prompts) that are available.

AFIS Reports

= Mass Depreciation Report — This report generates a listing of the depreciation to be applied to
each selected asset based on the input parameters and each asset’s depreciation attributes. The
report is sorted and summarized by Department and Fixed Asset Type.

infoAdvantage Reports

=  FIN-AZ-AM-C052 Physical Inventory Sheet- This report lists the Fixed Assets and their locations
for use in conducting physical inventory

= FIN-AZ-AM-C053a Fixed Asset Transfers by Fiscal Year- This report lists Fixed Asset Transfers by
Asset Type for a Fiscal Year or Accounting Period. The Transfers Tab shows sales (FS) and
transfers (FT) within a Department. The 2-Step Internal Sale Tab shows assets sold from one
department (FD) and acquired by another department (FA) using a new Fixed Asset
Number.

=  FIN-AZ-AM-C056- Assets With Multiple Components By Department and Asset Type- This
report provides a listing of multiple component assets by Department and Asset Type. An Asset
with multiple Asset Types (such as V, E, B, etc.) will be represented within the appropriate Asset

Type grouping.

=  FIN-AZ-AM-C062 Age of Assets- This report lists all fixed assets for a given department and asset
status and calculates their age by comparing the acquisition date to the current date.

=  FIN-AZ-AM-NO067-Fixed Assets by CFDA number- This report provides fixed assets by CFDA and
other funding sources.

=  FIN-AZ-AM-N341- Disposed Assets by Acquisition Fund- This report includes disposed Fixed
Assets by Department and Fund for the purpose of Federal reporting.

=  FIN-AZ-AM-N358-Fixed Asset by Location and Sub-Location- This report captures Fixed Assets
by Location and Sub-Location.

=  FIN-AZ-AM-N538-Fixed Asset by Type-Fund 1300-The report lists the details of transactions for
each fixed asset and component for a given timeframe.
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=  FIN-AZ-AM-N542 - Asset Expenditures by Period-The Report shows cash expenditures for
Object Class 8100, 8400, and 8500 by Fiscal Year, Accounting Period, Department, and Fund,
Object Category, Object Class, and Object.

=  FIN-AZ-AM-N593 - Fixed Assets by Type - Detail - The report lists fixed assets and components
according to their fixed asset type. For each fixed asset the manufacturer, serial number, model
number, asset location and value are included in the report.

=  FIN-AZ-AM-N599 - Fixed Assets Acquisitions - The report summarizes the assets that comprise
Additions for Fiscal Year-End Fixed Asset Closing Package.

=  FIN-AZ-AM-N602 - Fixed Asset Disposals — The report document is used to capture fixed asset
disposals for CAFR reporting.

=  FIN-AZ-AM-NG603 - Fixed Asset Accumulated Depreciation - This report is designed to facilitate
both Year-end financial reporting and interim review of depreciation postings.

= FIN-AZ-AM-N607 - Fixed Asset Transaction Register - This report is designed to provide a listing
and some baseline information on all fixed asset documents

=  FIN-AZ-AM-NG608 - Fixed Asset Activity Report for Monthly Financial Review - The monthly
financial review requires an independent review of fixed asset transactions This report provides
a high level review of fixed asset activities for the selected fiscal year and accounting period.

=  FIN-AZ-AM-N609 - Fixed Asset Reconciliation to General Ledger - This report shows the actual
posting fund for Fixed Asset: Fund 1300 (the Statewide Capital Asset Fund) is the fund to which
most department asset activity is posted.

=  FIN-AZ-AM-N610 - Asset Listing - This report lists fixed assets and memo assets according to
their fixed asset type.

=  FIN-AZ-AM-614 - Assets Purchased through APP - This report provides accounting information
for payments for assets that originated as GAXIV1 documents in the Arizona Procurement
Payment (APP) system.

=  FIN-AZ-AM-617 — Capital Outlay Review - The report provides a list of Asset Expenditures and a
list of FA documents entered. The purpose of this document is to assist Departments in
reconciling their assets entered with their asset expenditures for the period(s) shown.

= FIN-AZ-AM-N623 - Incorrect Depreciation Expense - This Report shows all ME (depreciation)
documents that processed with any object other than object 7912. Memo Assets are excluded
from this report.

=  FIN-AZ-AM-N626 - Fixed Assets Summary Snapshot - This report is designed to provide a point-
in-time snapshot summary of Fixed Asset Module (FAM) balances for the fiscal year.
Departments can use this report as part of their monthly fixed asset reconciliation, before the
end of the fiscal year, to ensure that FAM is up to date for gross fixed assets and accumulated
depreciation.

InfoAdvantage Baseline Reports:

=  FIN-FA-0003 - Fixed Asset Transaction Detail
=  FIN-FA-0004 - Fixed Asset Replacement Forecast
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Appendix

Mass Depreciation Process

Depreciation is the process by which an asset’s book value decreases over time. As capital assets age,
wear, or become obsolete, the loss in value is recognized as depreciation expense. A server, for
example, that initially costs $5000 is worth substantially less than the original cost in the third year of its
useful life.

This section provides a detailed description of the Asset Depreciation business process, performed by
the General Accounting Office. The Straight Line method is identified as the depreciation method which
is going to be used by the State. This scenario describes the ability for the General Accounting Office to
depreciate assets in AFIS, using the Straight Line method of Depreciation for CAFR Reporting.

The following asset types (“Fixed Asset catalogs” in AFIS) are identified as non-depreciable by the State:

= land

= Construction in Progress

=  Works of art Non-Depreciable

= Infrastructure Non-depreciable

= Development in Progress — Intangible capital assets

= Tangible Rights of Way — Land Held for Future Development

All the other asset types are subject to straight line depreciation. Users may check whether a specific
asset type is subject to depreciation by reviewing the records on Fixed Asset Type (FATP) Table in AFIS.

The Mass Depreciation process may be run in two modes: Report Mode or Update Mode.

= The Report Mode generates a report listing the depreciation to be applied to each selected
asset based on the input parameters and each asset’s depreciation attributes. The report is
sorted and summarized by Department and Fixed Asset Type. No depreciation updates are
made in the system when the process is run in this mode.

= |n Update Mode, the process calculates the depreciation and updates Journals and the Fixed
Asset Registry with Mass Depreciation (ME) documents. End users are not able to open these
documents though they do appear as a record on these tables. The ME document does not
appear on the Document Catalog, but users are able to view it on the Fixed Asset Accounting
Journal (JFAAJ) and Accounting Journal (JACTG) tables. The Mass Depreciation job also inserts
the calculated Depreciation Amount in the Depreciation History (DEPH) table for each asset
record in AFIS.

The General Accounting Office runs the AFIS Mass Depreciation Process in update mode quaterly and
during the annual close each year. The batch process only selects assets subject to depreciation, and
automatically computes depreciation using the Straight Line Method.

Any asset changes made between depreciation runs will be included in depreciation calculations, during
the next process run.

Once the Mass Depreciation process is run in update mode, infoAdvantage tables are also updated,
which will then be used to generate CAFR Reports.
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B\

&, Record Manual Depreciation

Scenario
The GAO noticed that the Prisoner Transportation Bus (Activity 2.1) was not picked up in the Mass
Depreciation Process. Use a Manual Depreciation (FE) document to manually depreciate the asset.

Login to AFIS. Create an FE document from the document catalog.
1. Click Search from the Secondary Navigation Panel
2. Click Document Catalog

3. Click Create
Document Catalog

Search Fk

= Document ldentifier
Code: f| A Unit:
Dept.: 109 1D

= Other Options
Auto Numbering | [
Create Template : [~

In the Code field, enter FE

4
5. Inthe Doc Dept field, enter your student data card information
6. Check the Auto Numbering check box

7

Click Create

Complete the General Information tab in the Header component.

When the document is created, a new Document ID is generated. The document is shown as Ver: 1,
Function: New, Phase: Draft.
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Fixed Asset Depreciation:FE)| Dept: 101  ID: 201500000022 Wer.: 1 Function: New Phase: Draft | =

_ﬁ

s

FENC GG EWDL R | Extended Doc Description | Responsibility Center | Composite Asset Information | Document Information

Document Hame: e Fixed Asset Number: | STU 101 -12 ﬁl
Fixed Asset | TRANSPORTATION BUS - =
Record Date: Description: | PRISONER VEHICLE
Budget FY: A
tiscallvear: Document 50.00 |
Period: Depreciation:
Doc t o i Final Accumulated 30.00
I..II'TI.eﬂ Manual Depreciation Depreciation:
Description: -

Final Azsset Value: 277 500.00
Asset Status: 1

Final Net Book Value: 3277 500.00
Asset Status Name: Active

Event Type: FADZ At |

Memo Asset: No

Asset System

Blun e b L

H Save| L Undu| Auto Apply

1. Inthe Document Description field, enter Manual Depreciation

2. Inthe Fixed Asset Number field, enter your student data card information
3. Verify the Event Type is set to FAO3 (Record Deprecation of an Individual Fixed Asset
4. Click the Auto Apply button

Verify COA elements are inferred on the Responsibility Center tab. Click the Responsibility Center tab.
Verify the Fund, Department, Unit, and Appropriation Unit fields are inferred.

| hHeader 000000000000

General Information || Extended Doc Description | Composite Asset Information | Document Information
Custodian: Revenue: Task:
Fund: 8001 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 101 Dept Revenue: Major Program:
Unit: 0101 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1010000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:

Verify the values associated with Component Number 01 are inferred on the Component.
1. Click the Component from the Secondary Navigation Panel

2. Verify the values with the Component Number on the tabs
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3. Click the Cost, Valuation and Depreciation tab

In the Depreciation Amount field, enter 4,200.00

Verify the values associated with Component Number 02 are inferred on the Component.
Click on Component 02 in the grid at the top
Verify the values with the Component Number on the tabs

Click the Cost, Valuation and Depreciation tab

o 0 N o w

In the Depreciation Amount field, enter 460.00
Verify the values associated with each Component Number are inferred on the Accounting component.
Click the Accounting component.

1. Verify the values associated with the Component Number on the tabs. They cannot be modified

2. Click the Validate button to check for errors. If any errors exist, correct the errors and click the

View Al of 3] @ Document validated successfully

Fixed Asset Depreciation(FE) | Dept: 101 ID: 201500000022 Ver.: 1 Function: New  Phase: Draft | =

N SIRLi BVl Extended Doc Description | Responsibility Center | Composite Asset Information | Document Information

Document Name: - Fixed Asset Humber: | STU 101-1.2 il
Fixed Asset | TRANSPORTATION BUS - T
Record Date: E3 Description: | PRISONER VEHICLE
Budget FY: i
Fiscal Year:

Document 34 880.00
Period: Depreciation:
Final Accumulated $4,880.00

Document | Manual Depreciation Depreciation:

Description: -

Final Asset Value: 3277 500.00
Asset Status: 1

Final Het Book Value: 3272 340.00
Asset Status Name: Active

1’ Event Type: | F403 |
Validate button again. If the validation is successful, the following message displays in the

upper left corner of the screen: Document validated successfully

3. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner: Document
submitted successfully

Note: Upon submittal, users will see a Warning message ‘Depreciation Method should be
MANUAL.’
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Table 3: Required Fields for IT Equipment

Asset Tag
Number

Unit Cost
N/A

Number of Seats

Lease Number

Comments
Manufacturer
Name

Version Name /
Number
(Software)
Model Name /
Number
(Hardware or
Software)
Serial / License
Number

Acquisition Date
Status
Location

City

MAFIS — Internal Use Only ADOA — GAO

FA or FAS
Fixed Asset Number

Component Total

Commodity

Statistical Unit

Statistical UOM (select a
Statistical UOM of 'users',
‘cpu’ or 'devices')

Debt ID

Data in the following fields:
Description 1 through 5,
Property Description and
Extended Description

Manufacturer

Product / Category

Model Number
Serial Number
Acquisition Date
Acquisition Method
Location

Provided through rollup to
Location Name

9/01/2019 V6.0

Header Tab / General Information
Section

Component Tab (calculated as total
of accounting lines for each
component)

Component Tab / Component
General Information Section

Component Tab / Component
General Information Section
Component Tab / Component
General Information Section

Component Tab / Component
General Information Section
Component Tab / Specifications
Section

Component Tab / Specifications
Section

Component Tab / Specifications
Section

Component Tab / Specifications
Section

Component Tab / Acquisition Details
Section

Component Tab / Acquisition Details
Section

Component Tab / Component
Location Details Section

Component Tab / Component
Location Details Section

Asset Management 209



AFIS MANUAL

Asset Group
Asset Type
Asset Code

N/A

Agency AFIS
Code

Sub
Organization

N/A

Maintenance
Type
Maintenance
Vendor

Maintenance
Cost

Disposition Date

Disposition

Fixed Asset Group Category -
Defaults from FA Catalog
Fixed Asset Group - Defaults
from FA Catalog

Fixed Asset Catalog

Useful life

Department

Unit

Last Inventory Date

Repair & Maintenance Type
(if applicable)

Repair & Maintenance
Vendor Name (if applicable)

Total Cost of Repair &
Maintenance (if applicable)

Disposition Date

Disposition Method
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FM

FRM

FD
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Component Tab / Component
Classification Section

Component Tab / Component
Classification Section

Component Tab / Component
Classification Section

Component Tab / Component
Classification Section

Accounting Tab / Fund Accounting
Section

Accounting Tab / Fund Accounting
Section

Component Tab / Component
Location / Condition Section

Warrant - Repair and Maintenance
Tab / Repair & Maintenance Section

Warrant - Repair and Maintenance
Tab / Repair & Maintenance Section

Warrant - Repair and Maintenance
Tab / Repair & Maintenance Section

Component Tab / Disposition Details
Section
Component Tab / Disposition Details
Section
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Table 4: List of Acronyms

Acronym Definition

AD Automated Disbursement document

BSA Balance Sheet Account

CAFR Comprehensive Annual Financial Report

COA Chart of Accounts

CR Cash Receipt

CUsD Custodian Table

DA Debt Accounting document

DEPEC Depreciable Elements Change

DEPH Depreciation History

EFT Electronic Funds Transfer

ETYP Event Type

FA Fixed Asset Acquisition

FABALSQ Fixed Asset Balance Summary

FACC Fixed Asset Capitalization Criteria

FACLG Fixed Asset Catalog

FACPA Fixed Asset Construction Program Allocation
FACPAD Fixed Asset Construction Program Allocation Detail
FACPER Fixed Asset Construction Program Expenditure Reconciliation
FADM Fixed Asset Disposition Method
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Table 5: Terminology

Term

Agency

Asset Management

Auto Apply

Balance Sheet Account
(BSA)
Base Asset

Betterment

Capitalization

Chart of Accounts
(COA) elements

Component

Composite Asset

Construction in
Progress (CIP)

Contributed
Asset/Donated Asset

Custodian (CUSD)
Table

%AFIS — Internal Use Only ADOA — GAO

Description

A State agency is a ‘Department’ in AFIS. The Dept field in AFIS is used to
capture agency information.
Process the State of Arizona uses to manage assets.

Button located on the Header and Component sections of Fixed Asset
documents. When selected, this feature populates certain fields, which are
pulled in from the Fixed Asset Registry page using the existing Fixed Asset
number.

Used to define values for asset, asset offset, liability, and equity accounts.

This field will be selected on the Acquisition (FA) or Acquisition — Shell
Generated (FAS) documents automatically and cannot be changed. All
components added on the FA or FAS documents through a process other
than as a Betterment (FAO2 event type), will need to meet the capitalization
threshold. Assets added on an FA or FAS documents through the
Betterment process (FA02 event type) will not be classified as a base asset,
and, therefore will not need to meet the capitalization threshold.

An addition or improvement to an existing asset. In AFIS, Betterments are
processed with an Event Type of FA02, using the Acquisition (FA) or
Acquisition — Shell Generated (FAS) document codes.

Costs to acquire an asset that exceed the threshold for the Asset Type as
defined on Fixed Asset Capitalization Criteria (FACC) must be capitalized
using an Acquisition (FA) or Acquisition — Shell Generated (FAS) document.
An account structure to classify financial information, which captures the
dimensional structure for documenting and reporting on budget data.

A Fixed Asset consists of one or more Components that represent separate
valuations of the asset. Each component has its own location, cost history,
and specifications. Components may be added as Betterments during the
life of the asset.

Assets with multiple inseparable components may be established as a
Composite Asset and depreciated as one single asset based on Header level
attributes.

Construction costs for an asset that is not yet in service, such as a building
or highway, may be captured in a C-Type Asset through the Program Asset
Generation process. When the asset is ready to go into service, the Program
Asset Generation process converts the Asset Type to the appropriate Type
A contributed asset, also referred to as a donated asset, is an asset that is
not purchased but given to an entity. There is no payment record in AFIS
linked to a contributed or donated Asset.

The Custodian (CUSD) table is used to set up Custodians that can be
selected on Fixed Asset documents. It represents the individual who has
custody of the asset.
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Debt Accounting (DA)
document

Department

Depreciation

Disbursement

Document Phase

The Debt Accounting (DA) document performs all one-party debt
accounting that is not part of a specific functional area such as Accounts
Payable or Accounts Receivable.

One element in the AFIS Chart of Accounts structure. This element is
associated with a State agency. In this document, unless otherwise defined,
Department and agency are interchangeable.

A reduction in the value of an asset with the passage of time, due in
particular to wear and tear. Depreciation is calculated using In Service Date
for most assets.

Liquidates the payable, and generates payment. The payment may be in the
form of a Warrant or Electronic Funds Transfer (EFT).

A point in time within the document processing lifecycle. Common phases
are Draft, Pending, and Final.
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