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FIXED ASSETS

Implementation Guidelines

Wayne County RESA

33500 Van Born Road

Wayne, MI  48184
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Introduction/Board Policy

Introduction

GASB 34 was approved on June 30, 1999 and requires many changes to the way school districts report and present financial information.  These changes include:  district-wide financial reporting, major fund reporting, budgetary comparisons to both original and amended budget, narrative overview and analysis in the form of Management's Discussion and Analysis.  Also required are Capital Asset and Depreciation reporting and inclusion of long-term debt in the district wide financial statements.

Wayne RESA has worked to provide districts a system based solution to aid in this reporting by developing the following:

	Budgetary Comparison Reporting
	GL240 has been expanded to maintain the original budget and amended budget.  Enhancements have been made to the SMART system to provide for comparison of actual expenditures to original budget.



	Capital Asset & Depreciation
	RESA has developed a SMART Fixed Asset System to calculate and journalize depreciation, record capitalization and disposal of fixed assets and to record the contra expense for the initial capital outlay.  These journals will be posted to the new combining Y fund.



	Long Term Debt Reporting
	These journal entries can be housed in the Z fund, the offset will be to Amount to be Provided for Long-term Debt.



	District-wide and Fund Statements
	By using these separate "combining Funds"-- the Y and Z funds, journals and Postings required for the district-wide statements can be derived by pulling in these funds.  Individual fund statements are left intact.




Wayne RESA staff will work with district staff to provide guidance in the set up the new fund and Fixed Asset system.

Sample Fixed Asset Board Policy

________________________ School District

Fixed Asset Management Policy

The _____________________________________ Board of Education shall maintain a fixed asset management policy.  The fixed asset management system shall maintain sufficient information to permit the preparation of year-end financial statements in accordance with generally accepted accounting principles and adequate insurance coverage.

Controlled fixed assets are defined as those tangible assets of the district with a useful life of one (1) year and an initial cost equal to or exceeding ________ for technology assets and an initial cost of ___________ for non-technology assets.  Fixed assets for financial statement reporting (per GASB statement #4) are those tangible assets of the district with a useful life of five (5) years or more than in initial cost equal to or exceeding ____________ .

The fixed assets to be monitored shall be classified as follows:

A. Land

B. Buildings

C. Improvements other than buildings (i.e., parking lots)

D. Machinery and equipment (including vehicles)

E. Construction in progress

Fixed assets that are purchased, leased, or jointly owned will be identified and recorded in the fixed asset system.

The following information shall be maintained for all fixed assets:

A. Asset Number

B. Description

C. Asset classification

D. Location

E. Date of purchase

F. Purchase price

G. Serial and model number

H. Estimated useful life

I. Fund number

J. Disposal or trade-in of fixed asset

Fixed Asset Inventory & Upload Spreadsheet

Fixed Asset Inventory

A fixed asset inventory is required to initially load the fixed asset system.  Information must be entered in the Excel worksheet that is available on the RESA Computer Services web page at http://www.resa.net/computer_services/finance/New-Assets.xls.  This spreadsheet will be used to upload the fixed asset data to SMART.  Changes cannot be made to the format or font of the worksheet or the data will not be imported properly.

Asset Upload Spreadsheet Field Explanations

A1
Asset Tag # - the alpha-numeric tag number that is assigned by the district.  This field can be up to 10 alpha-numeric characters.  It is a required field and there can be no duplicates.

B1
Description - a description of the asset such as "Server" or "Optical Scanner".  The field can be up to 50 alpha-numeric characters.  This is not a required field and if nothing is entered the field will remain blank, but viewing reports and screens may be less helpful if no information is entered.

C1
Status - the status of an asset's depreciation.  A one-digit numeric code should be entered.  Valid entries for this field are:  
0 - not specified

1 - current

2 - disposed 

3 - fully depreciated.  

If the asset is currently being depreciated the code entered should be a ‘1'.  If the asset is fully depreciated but it is currently being used, the code should be a ‘3'.  This field is required and will default to ‘1' if nothing is entered.

 D1
Asset Type - the specific type of asset and it is based on a table.  The default asset types are listed below, however, the district can set up more codes.  Any new codes that are added can then be used in this field.  The numeric code is to be entered in this field, not the description. This is a required field.


Example:  your district codes may be different

	Description
	Code

	Building
	1

	Building Improvements
	2

	Computer Equipment
	3

	Equipment
	6

	Land
	5

	Land Improvements
	8

	Not Specified
	0

	Vehicles
	7



To view your districts codes; do a drop down on a detail asset on the asset type field.

E1
Creation Date - the date of capitalization or the date the item became an asset on the books.  This should be entered as MM/DD/YYYY and is a required field.

F1
Capitalize – denotes whether or not an asset will be capitalized.  The options are ‘Y' or ‘N'.  If the field is left blank, it is the same as entering ‘Y'.  The default for this field is ‘Y' and it is required.

G1
Location – where the asset is physically located.  This is usually the school where it is located.  The location will have to be set up in the locations table and it must be a valid location or the field will default to ‘not specified'.  The location number is to be listed in this field.  This is a 30-character alphanumeric field.  

H1
Dept –  where the asset is physically located in the location.  This is usually the department name.  The department will have to be set up in the Departments table and it must be a valid department or the field will default to ‘not specified'.  This is a 30-character alphanumeric field.

I1
Room - where the asset is located within a location and department.  This is not validated against a table and can be up to 5 alphanumeric characters.

J1
Calculate Depreciation – denotes whether or not depreciation is to be calculated on this asset.  The choices for this field are ‘Y' or ‘N'.  If nothing is entered in this field, the default of ‘Y' will be entered.  This is a required field.

K1
Depreciation Type – The default of this field is ‘1' for straight line depreciation. An entry of ‘0' should be entered for assets not requiring depreciation.  Valid entries for this required field are:
0 – Not Specified

1 – Straight Line

2 – Dec Balance

L1
Expected Life – the expected life of the asset stated in years.  Two numeric spaces are allowed with the default being ‘0'.  The asset type will set the default useful life for that asset type.  (See Asset Type table.)  This is a required field.

M1
Purchase Cost - the amount the asset was purchased for.  Do not enter dollar signs ($) or commas (,)  Use a period (.) before the two decimal spaces (e.g. 5000.00)  This is a required field.

N1
Accumulated Depreciation – amount prior to the fiscal year you are beginning to use the FA system.  If this amount is not provided by an outside company, it will need to be calculated based on straight line depreciation; half year convention; for the number of years the asset has already been used.  For example:

A server was purchased on 6/1/00 for $10,000.  Everything over $5,000 was chosen to be capitalized, so this asset meets the criteria.  To calculate the accumulated depreciation (assuming a 5 year life and no salvage value):

	1st year 2000
	10,000 divided by 5 divided by 2 = 1,000

	2nd year 2001
	10,000 divided by 5 = 2,000

	3rd year 2002
	10,000 divided by 5 = 2,000 or an accumulated depreciation amount of 5,000.  This should be entered as 5000.00.


O1
Book Value – the purchase cost less the accumulated depreciation.  If this was calculated as a special formula, the formula values need to be copied and pasted as special values before the spreadsheet can be uploaded.  Enter this value with no dollar signs ($) or commas (,).  In the above example the amount of book value would be entered as 5000.00.

P1
Salvage Value – the value at which the depreciation stops.  It is the residual value of the asset after it is fully depreciated.  Enter this value with no dollar signs ($) or commas (,), such as 1000.00.

Q1
Salvage Type – is the salvage value entered as a value or is calculated with a percentage default.  The percentage would default from the asset types defaults:  
0 – Not Specified (default)

1 – Amount

2 – Percent

R1
Purchase Date - the purchase date of the asset.  In most cases this date will be the same as field 'E'.  This should be entered as MM/DD/YYYY and is a required field.

S1
Manufacturer - the manufacturer of the asset.  (An example would be "Dell".  This is a alpha-numeric 20 character field.

T1
Model Number - the model number of the asset usually assigned by the manufacturer.  This is an alpha-numeric 20 character field.

U1
Serial Number - the serial number for the asset is usually a number assigned to the unit by the manufacturer that is required for a service contract.  This is a alpha-numeric 20 character field.

V1
Disposal Date – the date that an asset has been disposed of.  The format of this field is MM/DD/YYYY.

W1
Sale Price – the sale price of an asset. Enter the price without a dollar sign ($) or commas (,): i.e. 500.00.

X1
Voucher Number - the identifying number the asset was paid under the Accounts Payable System.  This field is 7 alpha-numeric characters.

Y1
Req Number - the requisition number the asset was paid under the Accounts Payable System.  This field is 6 numeric characters.

Z1
Purchase Order – the purchase order number the asset was paid under the Accounts Payable System.  This field is 5 numeric characters.

AA1
Appraisal Date - the date an external company did an appraisal of the assets.  This date should be entered as MM/DD/YYYY.

AB1
Appraisal Value - the amount the appraisal company assigned to this asset.  It should be entered without a dollar sign ($) or commas (,) such as 5000.00.

AC1
Original Expense Acct - the 19-digit numeric account that the asset was originally charged to.  There should be no hyphens.

AD1
Deprec Account - the account number where the asset's depreciation expense will post.  This is not a required field and most districts will allow the depreciation masks to set this field.   

AE1
Deprec Lock – is used to lock the depreciation expense account and disable the option for it to be changed by the defaults set up. The option of 'Y' will lock in the current depreciation expense account.  The default is N.

AF1
Fixed Asset Account - entered only if the district wants to use something other than the defaults set up in the Asset Types table.  The field length is 19 numeric characters and can be entered with no hyphens.

AG1
FA Acct. Lock – is used to lock the fixed asset account and disable the option for it to be changed by the defaults set up. The option of 'Y' will lock in the current fixed asset account.  The default is N.

AH1
Accum Depr Acct - the accumulated depreciation account to which this asset's accumulated depreciation is posted.  This should be entered only if the district wants to use something other than the defaults set up on the Asset Types table.  The field length is 19 numeric characters and can be entered with no hyphens.

AI1
Accum Depr Lock – is used to lock the accumulated depreciation account and disable the option for it to be changed by the defaults set up. The option of 'Y' will lock in the current accumulated depreciation account.  The default is N.

AJ1-AM1  These fields are for any additional information to be entered regarding the asset and will be imported into the field called Notes.

Setting Up The Fund and Accounts

Wayne RESA recommends using "combining funds" to house the postings and journals to create the district wide financials without affecting the individual fund statements.  The Fixed Asset fund will start with a 9 and will use the 'Y' alpha code.  The long-term debt fund will be the Z fund and also start with a 9 numeric.
Screen shots of how to set these up in the WISE Finance System are included.  

1. Start by setting up the Fund 'Y' calling it the "Comb Fund – Fixed Assets".

2. Set up the required Account Classes required:

A
Assets

E
Expenditures

R
Revenues

L
Liabilities

X
Fund Equity

3. Set up the Account Types required for each account class.  For example under the Asset Account Class the following account types need to be set up:

X
Buildings

1
Vehicles

W
Land

Y
Equipment

9
Textbooks

2
Accumulated Depreciation

A list of the classes, account types and the actual accounts needed is included on the following page.  The accounts need to be added through the Ledger Maintenance screen in WISE.  The Gross Asset and Accumulated Depreciation Accounts should be set up by building.  The Depreciation and Contra Expense Accounts should be set up by major function or full function code.  The number of accounts needed will vary by district depending on the number of buildings and the number of  function codes required for the contra expense accounts and depreciation expense accounts.

Combining Funds WISE Table Additions

	Fund Table Y
	Combining-Fixed Assets Fund

	Class Table
	

	Class
	Treat As
	Description

	A
	A
	Assets

	E
	E
	Expenditures

	L
	L
	Liabilities

	R
	R
	Revenues

	X
	L
	Fund Equity

	Account Type 1/2
	

	Class A
	

	Code
	Description
	

	X
	Buildings

	Y
	Computers

	Y
	Equipment

	W
	Land

	9
	Other

	1
	Vehicles

	Z
	Construction in Process

	2
	Accumulated Depreciation

	Class E
	

	Code
	Description
	

	8
	Contra Capital Outlay

	C8
	Depreciation Expense

	C9
	Loss on Sale of Fixed Asset

	Class R
	

	Code
	Description
	

	9
	Gain on Sale of Fixed Asset

	Class L
	

	Code
	Description
	

	9
	Unreserved Fund Balance

	Fund Table Z
	Combining-Long Term Debt Fund

	W
	Long Term Liabilities

	9
	Amount to be provided for Long Term Debt


The following five pages are taken from the WISE Finance Documentation

Table Maintenance

The following five tables may be maintained by local district personnel with appropriate ID security:

· Fund Name

· Account Type 1 & 2

· Account Type 3 & 4

· Responsibility Codes

· User Field Names

Select the table from the Finance System menu by typing the program number or the program alias in the Function field.  Press [Enter].

Adding a Record

1. Type ADD in the Function field. (For Account Type 1&2 and 3&4 please complete the Fund and Class fields also.)  Press [Enter].

2. A blank table will display.  Complete as many lines as needed.  Press [Enter].

3. The screen will display the notation ‘Information added’ to the right of the data.

Note: Type END in the Function field to return to the main menu.

Changing Table Data

After selecting the table from the menu and press [Enter], the table will display.

1. Tab (or [right Ctrl]) to the select column to the left of the information to be changed.

2. Type a ‘C’ in the select field and press [Enter].

3. The cursor will position in the first field allowed to be changed.  Type the change/correction.  Continue the process until all data that needs to be changed on the first screen has been changed.  Press [Enter].

4. The screen will refresh with the message ‘Record updated’ to the right of the data.

5. Use the F8 key to scroll to the next screen and repeat steps to change data if appropriate.

Deleting Table Data

1. After selecting the table from the menu and pressing [Enter] the table will display.

2. Tab or press the [right Ctrl] to select the column to the left of the information to be deleted.

3. Type a ‘D’ in the select field and press [Enter].  A confirming screen will display.

4. Type either ‘Y’ (to delete) or ‘N’ to (cancel the delete) and press [Enter].  The screen will display with the notation ‘Record deleted’ to the right of the data.

Tables

Six groups of tables are included in the Finance System to provide assistance.  They can be accessed and queried from the main menu, or upon request, when the client is in a maintenance or transaction screen.  When an invalid character is typed, a required field is left blank, or if work that has already been keyed needs to be questioned, the system will automatically go to a table, so that the client can make a selection.

Query a table

1. Place an ‘S’ in front of the selection.  Press [Enter].

2. The selected table will be automatically displayed.

Tables – Group 1

Table – Fund Name (TFN) is a reference to the funds available in the system.  The table can be queried directly for the main menu or questioned from the Fund Code field when a new account number is being built.  The table is automatically displayed for selection when alpha fund code that does not match the table is typed in error.

[image: image15.wmf]
Table – Account Class (TAC) – Each account number is in the ledger must have an account class association.  This table is provided to assist the client in determining the appropriate class for the account number.  The table can be queried directly from the menu or questioned from the Account Class field.  The table will be automatically displayed if the class information is typed in error, or if no match is found for the fund when the account number is being built.
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Tables – Group 2

Table – Account Type 1/2 (TAT12) & Table – Account Type 3/4 (TAT34) – provide titles and total line names.  The client can design the tables or use the Standard Code Table.  This data is a demographic field to the account number.  The field is used as a primary sort in many reports.  The tables can be accessed directly from the menu, questioned from the field while being built or when an account number is being changed.  These tables will be automatically displayed if information is typed in error, or if no match is found on the tables.

Table - Account Type 1/2
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Table - Account Type 3/4
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Accounts Needed for GASB 34 Setup-Per New 1022 Guidelines

	
	
	CLASS
	ACCT

TYPE

	GROSS ASSET VALUE ACCOUNTS

	9-2-221-0000-XXX-000-0000
	Buildings
	A
	X

	9-2-223-0000-XXX-000-0000
	Additions to Buildings
	A
	X

	9-2-251-0000-XXX-000-0000
	Vehicles Other Than Buses
	A
	1

	9-2-231-0000-XXX-000-0000
	Site Improvements
	A
	W

	9-2-241-0000-XXX-000-0000
	Equipment and Furniture
	A
	Y

	9-2-291-0000-XXX-000-0000
	Other Capital Assets (This Could be Textbooks)
	A
	9

	9-2-281-0000-XXX-000-0000
	CIP
	A
	Z

	9-2-261-0000-XXX-000-0000
	School Buses
	A
	1

	9-2-211-0000-XXX-000-0000
	Land
	A
	W

	9-2-271-0000-XXX-000-0000
	Library and Text Books
	A
	9

	
	
	
	

	ACCUMULATED DEPRECIATION ACCOUNTS

	9-2-222-0000-XXX-000-0000
	Buildings Accumulated Depreciation
	A
	2

	9-2-224-0000-XXX-000-0000
	Additions to Buildings Accumulated Depreciation
	A
	2

	9-2-232-0000-XXX-000-0000
	Site Improvements Accumulated Depreciation
	A
	2

	9-2-242-0000-XXX-000-0000
	Equipment and Furniture Accumulated Depreciation
	A
	2

	9-2-272-0000-XXX-000-0000
	Library and Text Book Accumulated Depreciation
	A
	2

	9-2-252-0000-XXX-000-0000
	Vehicles other Than Buses Accumulated Depreciation
	A
	2

	9-2-262-0000-XXX-000-0000
	School Buses Accumulated Depreciation
	A
	2

	9-2-292-0000-XXX-000-0000
	Other Capital Assets Accumulated Depreciation
	A
	2

	
	
	
	

	DEPRECIATION EXPENSE

	9-1-XXX-7710-000-000-0000
	Depreciation Expense
	E
	C8

	
	
	
	

	CONTRA EXPENSE

	9-1-XXX-6299-000-000-0000
	Capital Outlay Contra Expense
	E
	8

	9-1-XXX-6499-000-000-0000
	Capital Outlay Contra Expense
	E
	8

	
	
	
	

	GAIN OR LOSS ON SALE OF FIXED ASSETS

	9-1-193-0000-000-000-0000
	Loss on Sale of Fixed Assets
	E
	C9

	9-0-193-0000-000-000-0000
	Gain on Sale of Fixed Assets
	R
	9

	1-0-593-XXXX-XXX-XXX-XXXX
	Proceeds from the Sale of Capital Assets (Setup in appropriate fund who sold asset; not the 9 fund)
	
	

	
	
	
	

	LONG TERM DEBT ACCOUNTS-Z FUND

	9-2-581-0000-000-000-0000
	Compensated Balance-Long Term Portion
	L
	W

	9-2-591-0000-000-000-0000
	Other Loans and Liabilities-Long Term Portion
	L
	W

	9-2-511-0000-000-000-0000
	Bonds Payable Term-Long Term Portion
	L
	W

	9-2-512-0000-000-000-0000
	Bonds Payable Serial-Long Term Portion
	L
	W

	9-2-531-0000-000-000-0000
	School Bond Loan-Payables-Long Term Portion
	L
	W

	9-2-561-0000-000-000-0000
	Bus Loans Payable
	L
	W

	9-2-571-0000-000-000-0000
	Furniture and Equipment Loans Payable-Long Term Portion
	L
	W

	9-2-304-0000-000-000-0000
	Amount to be provided for payment of LTD
	A
	9

	
	
	
	

	FUND BALANCE/EQUITY ACCOUNT

	9-2-761-0000-000-000-0000
	Investment in Fixed Assets

(Must be set up as a control account; account class = X)
	X
	9


Setting Up the Masks

Selection Masks

The first step is to set up masks for the account numbers from the individual funds that contain expenses that are to be capitalized.  The mask pulls transactions from both the invoice file and the transaction file that meet the set criteria.

1. Select the Setup tab on the left of the screen.

2. Click the Selection Masks button.

3. Enter the following:

a. Fund Code

b. Account Class

c. Object Codes 4 digits 

i. Use '_' for wildcard selection for part of the field.

d. Minimum Dollar amount for fixed asset classification

4. To enter another mask, click the New button on the bottom of the screen.

5. To delete any of the masks, highlight the mask to be deleted and then click the delete button on the bottom of the screen.

6. Click Apply Masks
Note: Fields left blank will pull all possible accounts.  A blank field is assumed to contain all wildcards.
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Depreciation Masks

This screen is used to set up defaults for depreciation expense based on where the invoice or journal was originally expensed.  The system uses the expense mask on the left as the criteria to charge the depreciation mask account on the right.  All possible capitalized expenses need a depreciation mask.  (The screen masks segments of the depreciation expense account based on where the original invoice was charged.)

If a partial field is used, the underscore is used as the wildcard.  If any field is left completely blank it assumes it is entirely filled with wildcards.
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Asset Types

This screen is used to setup default accounts for the asset and accumulated depreciation accounts for each asset type.  Default depreciation types and fixed asset lives are set here for each asset type.  The system uses eight (8) default assets types.  If different types are required then new ones can be created using the new button at the bottom of the screen.  

Before depreciation is calculated: 

1. Click the Apply Masks button to bring over these defaults to the detail screen of each asset.

Blank fields or '_' will bring over the fields from the original expense account.
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Defaults

On this screen the default gain/loss accounts, contra expense mask, tracking threshold and capitalization threshold are set.  The current fiscal year is set on this screen.

The gain/loss accounts are used when an asset is disposed of.  If the asset is not fully depreciated, there will usually be a gain/loss on disposal.  These are the accounts that will be used for that journal entry. 

The contra expense mask is used to post an entry in the 'Y' fund to get the expense out that was originally charged when the asset was purchased.  This prevents the asset from being charged twice – once as an expense and again as an asset on the combined financial statements.

The tracking threshold is used to prevent the capitalize flag from being set on those assets that are over the invoice selection mask amount but under the capitalize amount.  The capitalization threshold is used to set the capitalization flag on any asset over the capitalization amount automatically.  This, however, can be changed if needed on the asset detail screen.
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Locations & Departments

This screen allows the setup of various locations and departments of where the assets are located so reports can be provided using this criteria.

These locations need to be set up in the system to match the Fixed Asset Upload Spreadsheet and completed before the spreadsheet is loaded for locations to import properly.
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1022 Compliant Capital Outlay Expense Accounts

	X-1-XXX-6310-XXX-XXX-XXXX
	Improvements Other Than Buildings-Depreciable

	X-1-XXX-6320-XXX-XXX-XXXX
	Improvements Other Than Buildings-Non-Depreciable

	X-1-XXX-6410-XXX-XXX-XXXX
	Equipment & Furniture-Depreciable

	X-1-XXX-6420-XXX-XXX-XXXX
	Equipment & Furniture-Non-Depreciable

	X-1-XXX-6450-XXX-XXX-XXXX
	Replacement Furniture & Fixtures-Depreciable

	X-1-XXX-6460-XXX-XXX-XXXX
	Replacement Furniture & Fixtures-Non-Depreciable

	X-1-XXX-6510-XXX-XXX-XXXX
	New Vehicles Other Than Buses-Depreciable

	X-1-XXX-6520-XXX-XXX-XXXX
	New Vehicles Other Than Buses-Non-Depreciable

	X-1-XXX-6550-XXX-XXX-XXXX
	Replacement Vehicles Other Than Buses-Depreciable

	X-1-XXX-6560-XXX-XXX-XXXX
	Replacement Vehicles Other Than Buses-Non-Depreciable

	X-1-XXX-6610-XXX-XXX-XXXX
	New School Buses-Depreciable

	X-1-XXX-6620-XXX-XXX-XXXX
	New School Buses-Non-Depreciable

	X-1-XXX-6650-XXX-XXX-XXXX
	Replacement School Buses-Depreciable

	X-1-XXX-6660-XXX-XXX-XXXX
	Replacement School Buses-Non-Depreciable

	X-1-XXX-6670-XXX-XXX-XXXX
	Refurbished School Buses-Depreciable

	X-1-XXX-6680-XXX-XXX-XXXX
	Refurbished School Buses-Non-Depreciable

	X-1-XXX-6710-XXX-XXX-XXXX
	Library & Text Books-Initial Furnishing-Depreciable

	X-1-XXX-6910-XXX-XXX-XXXX
	Other Capital Outlay-Depreciable

	X-1-XXX-6920-XXX-XXX-XXXX
	Other Capital Outlay-Non-Depreciable

	
	

	These are to be used in all funds, functions, buildings, programs and cost segments where purchases of capital assets occur.


Initial Journal Entries for GASB34

	
	DR
	CR

	Gross Asset Accounts by Building
	XXXXX
	

	Accumulated Depreciation Accounts by Building
	
	XXXXX

	Investment in Fixed Assets
	
	XXXXX

	
	
	

	These balances should tie to the load into the Fixed Asset system and tie to the footnote of the prior year audited statements.
	
	

	
	
	

	Amount to be provided for payment of LTD
	XXXXX
	

	Long Term Debt Accounts
	
	XXXXX

	
	
	

	These should be the balance of Long Term debt unrecorded prior to GASB 34 compliance.
	
	

	
	
	

	For the detail accounts look under Setting Up The Fund and Accounts.  These journal entries should be done in Y fund for FA or the fund beginning with a 9 and the Z fund for the Long Term Debt entry.

Reports 10205, 10210 and 10215 are used to balance the import and provide the back up for Fixed Asset Journal Entry.
	
	


Fixed Asset Maintenance

Manually Adding an Asset

To manually add an asset:

1. Select the Detail tab on the left of the screen.

2. Click the Create New Asset Button (on the top right of the toolbar.  It looks like a folded sheet of paper with a sunshine behind it).
3. Enter the asset number in the popup menu or do Actions, Change Asset Number.

4. Enter the required Information::

· Description – Asset Type, Placed in Service, Location, Depreciation (Straight Line)
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· Accounts – Original Expense Account (Masks may need to be applied under setup to create the rest of the required accounts.)
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· Depreciation – Accumulated Depreciation (if applicable).
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Journals will be created for the adds at year end.  (See section on Creating and Posting Entries.)

Information that can be entered to this record includes:

Description tab

· Asset # - Required (use Toolbar Actions, Change Asset Number)

· Age – Calculated Field (do not enter)

· Description – Describe asset

· Status – Defaults to current.  Can not be manually changed once selected.

· Placed in Service Date - Required

· Asset Type – Required (Salvage value will be determined by this but a value can be typed in the field to override it.)

· Capitalize – The flag can be set to Y or N (if checked, Y)

· Deprec Calculate – The flag can be set to Y or N (if checked, Y)

· Expected Life – The life used to depreciate the asset

· Location - Required

· Department/Room – Not Required

· Purchase Cost – Required

· Salvage Value – The value to stop depreciating an asset

· Salvage Type – Amount of percent

· Percentage – A percentage (percent must be chosen on Salvage Type)

Other tab

· Manufacturer – Not required

· Model # - Not required

· Serial#
- Not required

Notes tab

· Any further information about asset not stored elsewhere - Not required

Accounts tab

· Check to see if all accounts are valid.  Override expense account on top line only. - All fields are required.  If a change is made, all masks need to be reapplied.

After adding assets and information needed, check Error Report 10999 to see that no errors were created by these asset inputs.  (See the section on Clearing Fixed Assets Errors.)

Making Assets Out of Invoices & Journals

Applying the Masks

These masks all reside under the Setup tab.

· Selection Mask - This mask provides a template the Fixed Asset system uses to choose invoices and journals to be pulled over from the transactions to populate the Create Screen when this mask is applied.

· Depreciation Mask – The depreciation mask is used to build the depreciation account for the asset by using the original expense account, applying the masks and overriding the chosen fields.

· Asset Types – This mask provides the default fixed asset accounts and accumulated depreciation accounts for each type of asset.  The mask is applied to the original expense account where the original capital outlay was charged.  This mask also provides default lives, depreciation type and percentage residuals based on each type of asset.

· Defaults – Default gain and loss accounts on sale are stored on this screen.  The contra expense mask uses the originally charged expense for any item not filled in or underscored.  The contra expense mask is applied to the original expense account.

To apply a mask:

1. Choose the Setup Tab and choose the Selection Mask button.

2. To apply the masks, click the Apply Masks button.  Based on this mask’s criteria invoices and journals will be pulled over from the transaction system.
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To view available Invoices:

      1.
Make Sure the correct Fiscal Year is Displayed.

2. Select the Create tab and the Available Invoices button.

3. Invoices that meet the mask criteria can be viewed.  Also under Available Transactions, the journals that meet mask criteria can be viewed.
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Each invoice should be examined to determine if it is truly an asset.  An invoice may be over the dollar criteria in total, but individually may not meet the capitalization criteria.

To make an invoice or a journal a fixed asset:

1. Place the cursor on the invoice onto the invoice or journal line and make sure it is highlighted.

2. Click the Create Asset button.

Journals will be created for the adds at year end.  (See section on Creating and Posting Entries.)

Information that came from the transaction system includes:

	· Invoice Voucher
	· Vendor

	· Invoice Number
	· Purchase Date/Placed in Service

	· Req Number
	· Purchase Cost

	· Purchase Order
	· Description – Invoice or Journal entry

	· Original Expense Account


Information that needs to be added:

	· Location
	· Asset Type
	· Cap (Y or N)


Be sure  the placed in service date is in the appropriate fiscal year as it may have been paid after year end.

Eliminating and Recovering Invoices and Transactions

If the invoice or journal shouldn't be created into an asset, move the cursor to the line and click Make Not Available.  The invoice or journal will leave the Available Invoice or Available Transaction tab and be moved to the Hidden Invoice or Hidden Transaction tabs.  These invoices can later be put back on the Available Invoice or Trans screens as necessary by choosing the Make Available button after highlighting the item to be retrieved.
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Invoices that are for projects that are not completed yet should be Made Not Available and a journal entry made to the books only.  The entry is to DR your CIP account and Credit the appropriate Contra Expense Accounts.  This entry will be reversed next year when the project is finished and the total project will be entered as an asset manually.  See Manually Adding an Asset on page 30.
Asset Disposals

To dispose of an asset:

1. Select the Detail-Other tab.

2. Enter the Disposal Date and the Sale Price in the appropriate fields.  The fixed asset system will post the disposal and the gain or loss at year end.
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All Disposals should be done for a fiscal year before depreciation is run so that an accurate gain/loss and accurate depreciation can be calculated.

Journals will need to be created for these disposals to post to the ledger at year end.  (See section on Creating and Posting Journal Entries.)

The basic journal entry that will be created for disposals will be:

	DR
	CR

	Accumulated Depreciation Account

*Loss on Disposal of FA Account
	Fixed Asset Account

*Gain on Disposal of Fixed Asset Account

	*calculated based on each asset disposed


Changing Information on an Asset

Items that can be changed on an asset are:

Description – The Description, Location, Salvage Value, Salvage Type.  Changing many of these items after posting of additions or depreciation may require adjustment journal entries in the FA system and the district's ledger.  The Asset number can be changed or added by accessing Actions – Change Asset Number off the Menu Bar.

Asset Type, Placed in Service, Purchase Cost, Accumulated Depreciation, Book Value, Expected Life, Age, Depreciation Flag, Capitalize Flag, cannot be changed after an asset has had entries posted with it.  Contact your Finance Consultant if a change needs to be made to one of these fields.

Other – Model and serial number, manufacturer purchase date, and appraisal information can be added or modified.

Notes – Text can be added in the notes field at any time.

Accounts – An account number can be changed on an asset in the Accounts Screen if the account is not locked.  It can also be changed when masks are applied.

Activity – The activity screen only lists functions that the system has run on the asset and can not be modified without doing an adjustment.

Created – Nothing can be changed on this screen.

Clearing Fixed Asset Errors

Report 10999 provides a listing of the errors that should be cleared before running reports or journal entries.
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This report includes the asset number, the internal system asset key #, asset description, purchase date, service begin date, purchase cost, accum deprec and the error #.  One asset can show on the report several times with different error numbers.  A legend of the error codes is listed on the last page of the 10999 Report.  See legend below:
LEGEND

-- 1. Purchase <  Cap Threshold and Capitalize = 1


-- 2. Purchase <  Cap Threshold and CalcDepreciation = 1


-- 3. Purchase >= Threshold and CalcDepreciation = 0


-- 4. Purchase >= Threshold and Capitalize = 0


-- 5. Purchase date is in the future


-- 6. Purchase date > Placed in ServiceDate


-- 7. AssetType is "land" and calc depreciation = 1


-- 8. Asset is fully depreciated and status is current


-- 9. AccumDepr > Purchase Cost


-- 10. Contra Expense Accounts not in fund Y


-- 11. Depreciation Accounts not in fund Y 


-- 12. Fixed Asset Accounts not in fund Y 


-- 13. Accum. Depreciation Account not in fund Y 


-- 14. Asset type not specified


-- 15. Asset > 1 year, cap flag on, & no depreciation taken if exists


-- 16. Asset Number is missing


-- 17. Asset number is duplicate


-- 18. Serial number, if present, is duplicate


-- 19. Contra Expense account is missing


-- 20. Depreciation account is missing


-- 21. Fixed Asset account is missing


-- 22. Accumulated Depreciation account is missing


-- 23. Missing "Gain on Sale" account


-- 24. Missing "Loss on Sale" account


-- 25. Asset life is zero

         -- 26. Accum Depr + SalvageValue > PurchaseCost

Further information on how to clear each error type follows:

1. Purchase cost amount is less than the amount set as the default capitalization amount on the setup defaults screen.  To clear the error, choose not to capitalize it by removing the checkmark on the Detail Description Screen.  The default capitalization amount could be revised on the Setup Defaults screen, or if this asset is part of a larger asset purchase, it should be added manually with the other purchase as one asset.  This would make the purchase cost amount higher than the capitalization threshold value.

2. The purchase amount of this asset is under the capitalization amount on the Setup-Defaults screen; however, the Calculate Depreciation flag is checked.  If the asset is just being tracked on the system and not capitalized, go to the Detail – Description screen and uncheck the Calculate Depreciation box.

If the asset should be capitalized because it is part of a larger purchase, the amount should be added to that asset and this one deleted.

3. The purchase amount of this asset is over the capitalization amount on the Set-Up Defaults screen, however the Calculate Depreciation flag is not checked.  If the asset is supposed to be depreciated, go to the Detail Depreciation screen and click on the box to check the Calculate Depreciation flag.

4. The purchase amount of the asset is greater than the capitalization amount entered on the Setup-Defaults tab but the capitalization flag is not checked.  If the asset should be capitalized go to the Detail – Description screen and click on the capitalization box to check.

5. Purchase Date is in the future.  On the Detail Description screen change the purchase date to the accurate date.

6. The Purchase Date is greater than the Placed in Service Date.  Correct the inaccurate date on either the Detail Description tab (Placed in Service Data) or the Detail Other screen (Purchase Date).

7. The asset type of Land is not depreciable but the Calculate Depreciation field is checked.  Go to the Detail-Description screen and double-click on the Calculate Depreciation box to uncheck the field.

8. The asset is fully depreciated based on the Accumulated Depreciation being equal to the purchase cost less the salvage value, but the status of the asset is not fully depreciated.  Drop down on the status field of the asset on the Detail-Description screen and choose Fully Depreciated.

9. The Accumulated Depreciation Amount is greater than the Purchase Cost of the asset.  If the purchase Cost is inaccurate change it on the Detail Description screen.  If the Accumulated Depreciation amount is wrong, correct it on the Detail Description screen by choosing the button on the bottom "Change Depreciation" and enter the correct amount.

10. The Contra Expense Account is on file but was not built in the appropriate Y fund.  Delete the account in the non-Y fund and add it under the Y fund.

11. The Depreciation Expense Account is on file but was not built in the appropriate Y fund.  Delete the account in the non-fund and add it under the Y fund.

12. The Fixed Asset Account is on file but was not built in the appropriate Y fund.  Delete the account in the non-fund and add it under the Y fund.

13. The Accumulated Depreciation Account is on file but was not built in the appropriate Y fund.  Delete the account in the non-fund and add it under the Y fund.

14. The asset type is not specified on the Detail Description screen.  Click Asset Type, and choose the appropriate asset type from the dropdown selection menu.

15. The age of the asset is over one year and the capitalization flag is on, but no accumulated depreciation is loaded.  To add the Accumulated Depreciation go to the Detail – Depreciation tab and click on Change Initial Depreciation and enter the corrected amount.  If the asset should not be capitalized take the capitalization flag off by clicking on the Capitalization box on the Detail-Description tab.  Check the validity of the Purchase Date.

16. The asset number, which is a required field, is missing.  Add the asset number by using Actions–Change Asset Number off the Menu Bar.

17. The asset number, which is a required field, must be unique.  Check to see if one of the entries is a duplicate entry and delete the duplicate.  If it is not a duplicate entry, change one of the asset numbers to a unique number on the Detail Description screen.

18. The serial number is a duplicate to another asset in the database.  Check to see that you have not duplicated an asset.  If so, one must be deleted.  If not, correct the serial number on the Detail-Other screen.

19. The Contra Expense Account on the Detail Accounts screen is not in the ledger. If the account is correct, add the account in the Ledger Maintenance through the WISE screen and send the task.  The account will appear in SMART and clear the error the following day.  If the account is inaccurate, check the Setup-Details Contra Mask to determine the validity of current mask.

20. The Depreciation Expense Account on the Detail Accounts screen is not in the ledger. If the account is correct, add the account in the Ledger Maintenance through the WISE screen and send the task.  The account will appear in SMART and clear the error the following day.  If the account is inaccurate, check the validity of the Depreciation Mask under Setup, Depreciation.

21. The Fixed Asset Account on the Detail Accounts screen is not in the ledger.  Check to see if the account is accurate based on the Asset type and building number location.  The asset type could be incorrect on the Description Detail screen; the expense on the Detail accounts screen could have an inaccurate building number or the Account Setup Asset Types Mask could be invalid.  If the account is correct, add the account in the Ledger Maintenance through the WISE screen and send the task.  The account will appear in SMART and clear the error the following day.

22. The Accumulated Depreciation Account on the Detail Accounts screen is not in the ledger.  Check to see if the account is accurate based on the Asset type and building number location.  The Asset type could be incorrect on the Description Detail screen; the expense on the Detail accounts screen could have an inaccurate building number or the Account Setup Asset Types Mask could be invalid.  If the account is correct, add the account in the Ledger Maintenance through the WISE screen and send the task.  The account will appear in SMART and clear the error the following day.

23.
The account on the Defaults Tab for Gain on Sale is missing from the ledger.  Add this account to your ledger.

24.
The account on the Defaults Tab for Loss on Sale is missing from the ledger.  Add this account to your ledger.

25. The asset life is zero.  Apply the Asset Types Mask so that the asset gets an appropriate life.  Make sure the Asset Types Mask has appropriate lives for each type of asset.

26.
The amount of the accumulated depreciation and the salvage value is greater than the value of 
the asset.  An adjustment to one of these numbers needs to be made.  

Creating & Posting Journal Entries

All assets should be entered either manually or through the CREATE screen before running journal entries.  All errors should be corrected per Error Report 10999.  (See Clearing Fixed Asset Errors.)

When running the journal entries, the fiscal period the journals are being run for needs to be entered:
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If you are posting the entries before you close it will be done as JEA.  If, however, you are posting these journals after the close it will be done as a prior year entry-JEPA.

Adds

Reports 10230 (Asset Addition – Fixed Asset Account), 10231 (Asset Addition – Contra Expense Account), and 10232 (Asset Addition – Summary) should be verified before creation of the adds journal.  If these reports are correct:

1. Select Actions from the toolbar, then Additions from the menu bar.  This will create the journal entry cards for each asset's capitalization.

2. If this report looks correct, the actual journal can be sent to the host by Selecting Actions, then Send Job – Additions.

The basic journal entry will be to debit the Fixed Asset Account and Credit the Contra Expense Account based on the accounts on each asset's Detail-Accounts screen.

The journal entry cards will be built to post to the ledger.  A Host AR200 Report will be received.  On this report, a journal line is created for each asset's depreciation, addition or disposal.  

Disposals

Report 10235 should be verified before creation of the disposal journal.  If this report is correct:

1. Select Actions, then Journal Entry - Disposals from the menu bar.  A Report 10240 will be run which will outline what the journal will look like that will be posted to the ledger.  

2. If this report looks correct, the actual journal can be sent to the host by Selecting Actions, then Send Job – Disposal.
A Host AR200 Report will be received and this report includes a journal line for each asset's disposal.

The basic journal will be to CR the Fixed Asset Account and DR the Accumulated Depreciation Account.  The difference if any will be posted to the gain or loss on disposal accounts.

Depreciation Journal Entry

To depreciate journal entries:

1. Select Actions from the menu tab.

2. Choose Depreciation - Calculate to calculate the depreciation.  

If successful the following will display: 
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The amount of entries will be different based on the district's activity.  Now run all depreciation reports—10226 Proposed Depreciation by Accumulated Depreciation Account, Report 10225--Proposed Depreciation By Expense Account, Report Number.  These should be checked carefully before actually posting the journals to the ledger.  

Depreciation is calculated using the straight line half year convention method which means that during the first and last year of an asset's life only a half year depreciation is taken regardless of when the asset is purchased during the year.  

Depreciation calculation example:  Asset purchase price:  $10,000





Salvage Value

  $  1,000





Expected Life

5 years





Asset purchased in FY 2000


To calculate the accumulated depreciation up to 6/30/02



Deprec 2000 is (10,000-1000)/5/2 or $900.00 (this is only ½ year deprec.)



Deprec 2001 is (10,000-1000)/5 or $1800.00



Deprec 2002 is (10,000-1000)/5 or $1800.00

The journal entry will debit the Depreciation Expense Account and credit the Accumulated Depreciation Account that is on each asset's Detail-Account screen.

To create the journal entry for depreciation choose Actions - Journal Entry - Depreciation.  This will run a 10227 report which can be verified and, compared to the previously run detailed depreciation reports.

To post the depreciation to the ledger, under Actions - Send Job on the toolbar, choose Depreciation.  This will create the journal entry cards that will be posted to the Host Ledger.  A Host AR200 report will be received.  On this report a journal line is created for each asset's depreciation. 

Adjustments

If any changes need to be made before the depreciation, adds or disposal journal entry is posted, you can just make the changes on the particular asset detail screen and rerun the appropriate journal entries.  If however, an error is found after the entry has been posted, changes can be made to the detail Activity screen online and an Adjustment Journal Entry will be sent to the host.

[image: image11.jpg]Fie Actions View Help

BRHW«r a6 TRBE Y

5 | ascetNumter Descrpion: 200250 78 Pass Status: Gurent
& [Gesormton Oter | Notes | Acoourts [ Depreciton | Aty | Creten
5 asset -~ Desresition -
5 AssetType: [Fusses i T
Pecednserves: ooz o Typs: [Sraiet Lne Deecition <]
e BEE o ExpectedLites | 10 2]
it i Purchase Cost $60,633.00
I Accum. Deprec. $9,094.95
Losaton [framsporaton ]
Book value EETS
Opartnent [ ]
— ~Savace
LS Value: $0.00
Type: Prspeies 5] | 03]





Check that the Asset number is the one you want affected by the journal entry.  Choose prior year if appropriate.

Choose the type of adjustment either Addition/Disposal or Depreciation.

Choose the debit and credit accounts.  The accounts from the Detail-Accounts screen are provided in the drop down.  Enter the debit and credit amount.  Do not enter a negative sign (-) or a dollar sign.

Enter a description and any comments you would like.  If you want the journal to be sent to the host, make sure the Sent to Host box is checked.

Click on the Post Button and this journal will post to the Fixed Asset Module.

Do send the Adjustments Journal Entry to the host choose Actions, Send Job-Adjustment.  A journal entry send box appears requiring the fiscal year to post to the printer and notify.  A Host AR200 report will be received.  Be sure to make sure Ltls successfully posted to the ledge.

Adjustments (Continued)

Go to the Detail Screen of the affected asset then choose:

· Actions

· Journal Entry 

· Adjustment
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Reports Available

To view the available reports:

1. Select View, Reports from the menu bar.
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Double click on the desired report to preview it or click the Report button at the bottom of the screen after highlighting the report you want.  Click on the printer icon on the toolbar to print the report.

Reports – (Continued)
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Reports – (Continued)

Descriptions and highlights of the reports are as follows:

Certain reports require fiscal year information to run properly.  Other reports require Capitalization Selection to produce accurate reports.

Reports – (Continued) 

Asset Additions – Contra Expense Account #10231:

· For a fiscal year requested the assets added during this year and the impact on the Contra Expense Accounts affected.

Asset Additions – Fixed Asset Account Report #10230:

· For a fiscal year requested the assets added during this year and the impact on the Gross Asset Accounts affected.

Asset Additions – Journal Entry Summary #10232:

· Additions for capitalized only or all assets sorted by Account #, asset description and the debit and credit for the journal that will be posted for the asset adds.  This report is usually printed at the time the journal entry is created. (Actions, Journal Entry, Additions)
Asset Disposals - Asset List Report #10235:

· The assets disposed in a particular fiscal year including their purchase cost, accum depr, disposal sale price, and book value.

Asset Deletions – Journal Entry Summary Report #10240:

· The proposed or posted journal entry for a particular fiscal year by Acct. # and Asset Desc for asset disposals during the requested year. This report is usually printed at the time the journal entry is created. (Actions, Journal Entry, Disposals)
Asset Error Check Report #10999:

· Errors that exist at the point in time the report is run.  Includes a legend of the 26 possible errors.  (See section on Clearing Fixed Asset Errors.)

Asset List – Account Balance Report #10205:

· For a particular year for either capitalized only or all assets the gross asset values by account number with asset detail.  (Used to write initial journal entry for beginning balances and also to back up the balances in each GL account for auditors.)

Asset List – Accumulated Depreciation Report #10210:

· For a chosen year, sorted by Accumulated Depreciation Account, the detail assets and their individual Accumulated Depreciation Amounts.  ((Used to write initial journal entry for beginning balances and also to back up the balances in each GL account for auditors.)

Asset List – By Location Report 10215:

· For a chosen fiscal year, assets sorted by location and asset type.  Includes the asset’s detail information.

Asset Yearly Net Summary Report #11025:

· A yearly summary of the activities of fixed assets including Beginning Balance, Additions, Disposals, Depreciation, Adjustments, and Ending Balance.  Used as an audit tool for the activity for the year.

Create – Available invoices #10260:

· The available invoices that met the selection mask criteria, this report can be used to pull the physical invoices to look over to see if they meet the criteria for Fixed Assets.

Create – Available Transactions #10265:

· The journals that met the Selection Mask criteria.

Create – Converted Invoices #10261:

· Invoices that have been converted to Fixed Assets during the current Fiscal year.

Create – Converted Transactions #10269:

· Journals that have been converted to Fixed Assets during the current Fiscal year.

Create – Hidden Invoices #10263:

· Invoices that were not chosen to become Fixed Assets during the current Fiscal year.

Create – Hidden Transactions #10267:

· Journals that were not chosen to become Fixed Assets during current Fiscal year.

Fixed Asset Value By Type Report #10200:

· For a chosen fiscal year the gross value of assets by asset type including Asset Depreciation, Asset Number, Location, Service Begin Date, Age, Purchase Cost, Accumulated. Depreciation, Salvage Value, and Book Value.

Journal Entry Adjustments #10270:

· Adjustments entered to Fixed Assets in journal format for the chosen Fiscal year.

Proposed Depreciation – Accumulated  Depreciation Report #10226:

· For a chosen fiscal year, by Accumulated Deprection Account the proposed effect of the depreciation calculation will asset detail information. (Need to calculate the depreciation before this report can be ran. (Actions, Depreciation, Calculate)
Proposed Depreciation – Expense Report #10225:

· For a chosen year, by depreciation account the proposed effect of the depreciation calculation with asset detail information.

Proposed Depreciation – Journal Entry Summary #10227:

· For a chosen fiscal year, the Depreciation Accounts, Account Description, Account Status and the debit and credit that will be posted or has been posted for that year. This report is usually printed at the time the journal entry is created. (Actions, Journal Entry, Depreciation)

Exporting Data to an Excel Spreadsheet

Once the report data has been selected from the Selection Criteria, the data can be exported to an Excel spreadsheet.
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1. Click the Export button           on the menu bar and the Export box will appear.

2. Select Excel 5.0 (Extended) under Format, select Disk File under Destination via a drop-down menu. Choosing the Excel 5.0 Extended option will allow you to select specific exporting options.
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3. The Format Options settings should be the same as those shown below.
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4. Once the records have been exported, a dialog box will appear, showing you the record count.  The tile can now be opened in Microsoft Excel under the path.

5. Choose the path and filename where the file should be saved.

� EMBED MS_ClipArt_Gallery  ���











H:\SMART\GASB34 Guidelines.doc
Page 36 of 51
6/13/2005 2:42:00 PM

[image: image28.png]=201 ] 2 = o = il

Table - Fund Name (TFN)
Function: _

Select Func Description
Auxillary Fund
BUILDING & SITE
CAFETERTA

DEBT

ATHLETICS

FUNDED PROJECTS
GENERAL FUND
COOPERATIVE

JTPA Fund

Library Fund
MISCELLANEOUS
STUDENT ACTIVITIES
techno test
VOCATIONAL

|
cHnEroTaTmMoO M >

Table displayed for quer

1Row 1- 14

Y
08/29/00  (B:55:53 01.00 Z7SDHB
B | 1::00.3

03/14

| INUM|T|mS0AM |




_1080384872

