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1 Introduction

The Department of Education requires schools to use the Asset Manager program in conjunction
with RM Finance.

It is important that all users of this software are aware of the following:

e Assets must be entered in the period (month) in which they are purchased. If this is not done,
the depreciation on these assets will not be calculated correctly. Note that assets cannot be
entered retrospectively. The depreciation is calculated from the month in which the asset is
entered into the system and not from the date on which the asset was purchased. The user
can enter a note in the Memo field to explain the date change if entering an asset in the month
after the purchase.

e The assets datafile must be kept up to date and aligned with the finance datafile. That is, if the
finance datafile is in period 11, the assets datafile should also be in period 11. When an end of
month rollover is performed in Assets, an end of month rollover should also be performed in
Finance. (Assets should be in the following period to send to FREDA).

e The period end process, which includes depreciation, must be carried out at the end of each
month. This must be initiated by the user — it will not happen automatically.

e Assets may be flagged in RM Finance by checking the asset box on the expenditure screen or
entered manually. (Many schools do this).

e Assets must be imported regularly - in the same month they are flagged in RM Finance - so
that they are entered in their month of purchase.

e Asset details must be completed regularly in the month of import, before depreciation, period
end and FREDA reporting.
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1.1 Defining Assets, Resources and Consumables

The recording of Assets and Resources is a fundamental aspect of an asset management
framework and is integral to effective asset management.

e An asset is defined as any property with a value of $5000 (excluding GST) or more and with a
useful life of two or more years.

e Aresource is defined as property with a purchase price of between $1,000 and $4,999
(excluding GST) and has a useful life of two or more years and portable and attractive.

e Consumables are items that are purchased for daily school consumption and include such
items as stationery, pharmaceuticals, cleaning and gardening materials and utensils.
Consumable items are not required to be recorded on a register.

e Building Fabric and Infrastructure is any items with same specified exclusions, where a fixed
permanent, addition or improvement is made to a school building or site. The following apply:-

o It must be attached to the building or site.

o The cost of an item is not a determining factor.

o New Building Fabric and Infrastructure items are not recorded on the schools Assets or
Resources Register

(This may need to change with the new FMIS)
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1.2 Training Program

Time

Content

8.45

Coffee and Introductions

9.00

Logging On
Menu Bar Overview
Control Bar Options Overview
Assets
Management
Accounts Link
System Options
Viewing Asset Categories
Finding and viewing Asset Records
Disposing of an Asset
Disposing of Assets through the List Function

10.30

Morning Tea

10.50

Asset Manager Workshop

Adding Assets directly into Asset Manager

Linking Assets

Duplicating Assets

Entering Assets into RM Finance

Importing Assets from RM Finance into Asset Manager
Expand Line feature

12.30

Lunch

1.15

Labels

Library Collection

Safe Back up

Period End

Period End Reports

Ad- Hoc Report Reporting
Asset Record Reports
Transaction Reports
Stock Take List

2.30

Overview Activity

CIVICa
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1.3 Training Outcomes

At the end of this training session participants will be able to:

e Set system preferences and create new accounts
e Navigate through the various Asset functions
e Find Asset records, enter User Field information, add a Memo
e Understand the Values, Depreciation, Transaction histories and Historic Costs of Assets
e Dispose of an Asset individually and in bulk
e Search for Assets through the List function
e Add Assets directly into Asset Manager
e Duplicate an Asset
e Enter Assets into RM Finance
e Import Assets from RM Finance into Asset Manager
e Add an Asset Addition
e Create Labels
e Enter the Library Collection
e Produce Period End Reports
e Produce an Ad Hoc Report
e Produce a variety of Transaction Reports
e Produce a Stock Take Report
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1.4 Logging on to the System

Activity:

o Double click on the Asset Training icon on the desktop

e On the Asset Manager Log on Screen, click on Administrator to activate the drop down list
of current users

User Login [ Administrator 0k I

Administrator
District FAQ
Deputy Principal

Manager Corporate Service

Paszward

Principal
RMAUST

I gcﬁoo xamlmstrator I

e Select the User Login School Administrator
o Enter the Password keys and press <Enter> or click on OK

Once logged in, the Asset window opens automatically, click on the x| , in the top right corner
to close it.

Important

When logging on for the first time at school, it is important to change
the Password for security purposes. It may also be necessary to link

RM Finance to Asset Manager if this has not already been done. Refer to
the Asset Manager Manual for further information or contact your
Senior Finance Consultant.
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2 Asset Manager Menu ltems

The Menu Bar is situated in the top left corner of the screen.

Asset Manager
File Edit 5555 West Coast District High School Info

To access a menu bar option, click on the appropriate word to view the drop down menu.

2.1 The File Menu

File | Edit 5555 West Coast Distri
Page Setup Ctrl+P
Utilities
Select Printer

Exit Ctrl+X

Page Setup gives access to choose a printer and set page size and/or orientation.
Utilities activates another option for the Top Menu Bar.

Clicking Select Printer activates the report destination window.

Set report destination

(" Screen

" Page Preview
" File

" Part

" Clipboard

" Channel

Cancel

——

2.2 The Edit Menu

Clicking on Edit gives access to the standard cut, copy and paste commands.

Asset Manager Info

Links...
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2.3 The School Menu

Clicking on 5555 West Coast District High School (this is your school number and name) gives
access to the Control bar options and the keyboard shortcuts to activate them.

[ 5555 West Coast District High Schoel | Info
Assets Ctrl+1
Management Reports Ctrl+2
Adhoc Reporting 4
Import Ctrl+3
Export Ctrl+4
Access Link Ctrl+5
System Ctrl+6

2.4 The Info Menu

COE...
Change User,..

Change Data File...
Change Registration Details

About Asset Manager

DDE is not used in schools in WA.

Clicking Change User activates the Log On screen and is the main function used within this drop
down menu.

Change Datafile allows the user to change datafiles. WA schools should not need to access this
section.

Change Registration Details should not be accessed as these are set on the datafile.

2.5 The Utilities Menu

Utilities |

Reorganise Data

Check Datafile
Advanced Utilities

Upgrade Data
Upgrade to V3+
Reset Import Templates List

Transfer Assets to Resources

Most Utilities functions will be used only by Civica Staff.

Reorganise Data would be used when upgrading to a later version of Asset Manager.
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Activity:

e Click on File to view the options

N Edit  Demo School  Info

Page Setup  ChHP
Lltilities
Select Prinker

Exit Chrli

e Click Select Printer

e Choose the report destination of Screen for training purposes.

Set report destination

" Printer
% Screen
" Page Preview

 File
" Part
" Clipboard Cancel
" Channel —_—
0K
e Click OK

e Click on 5555 West Coast District High School to view the Control bar options and the

keyboard shortcuts to activate them.

[ 5555 West Coast District HIgh School | Info
Assets Ctrl+1
Management Reports Ctrl+2
Adhoc Reporting k
Import Ctrl+3
Export Ctrl+4
Access Link Ctrl+5
Systemn Ctrl+6
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3 The Control Bar

The Control bar provides an easy point and click option to activate the functions within Asset
Manager.

Control
g Assets — provides the user with access to view, add and edit asset records,
%@ perform depreciation, period and year end functions and print various reports
L heeets and labels for school and department use.
1B Management — provides the user with access to print the required
LR Management
e Report as part of the Period End procedures.
Py . . .
&h Ad Hoc — allows users to create their own reports using a variety of templates
Ad-Ha and fields.
Import — allows asset records to be imported into the database. Department of
Education Schools will not need to use this function.
| t
i Export — allows asset records to be exported from the database. Department
Ei of Education Schools will not need to use this function.
Export Accounts Link — provides users with the function to import assets directly
from RM Finance if they have been flagged as assets on the Expenditure
@ window in the RM Finance package.
System — gives access to enter the school’s name and code and to set up new
users and allocate access rights. It also provides access to FREDA Reporting
and the Stock Take List Report.
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4 System Options

Sy =tem

This window gives the user access to various system settings.

i

System @

Organization

4.1 Organisation

i

Organisation

Change Daka File I

Options

Activity:

System > Organisation

Key in your four-digit school code and the name of your school

7

Organisation Name

8 mesl

IV oK I|x CancelI

Organisation Narme |5555 ‘west Coast District High Schoal

Click

v’ ok

Note: This will have already be done in your school’s datafile.
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4.2 Users

System > Users

G

Uzers

4.2.1 User Access Rights

Administrator

This user has been created for use by Department of Education’s Central Office staff in case they
need to assist your school with support. This user has full access rights.

Senior Finance Consultants

This user has full access rights.

Deputy Principal

This user has limited rights, allowing them access to reporting options only. The Password is
initially set to keys but should be changed at your school.

Manager Corporate Services

This user has full access rights. The Password is initially set to keys but should be changed at
your school.

RMAUST

This user has been created for use by Civica staff in the event that they may need to assist your
school with technical support. This user has full access rights.

School Administrator

This user has been created for consistency with the users that appear in RM Finance. They have
full access rights. Day-to-day processing should be carried out using the MCS'’s log on.
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Activity:

System > Users

il Users R =
I/ oK ”x CancelI

Code  Mame Pazsword Access Rights

fisset Records
Aiszet Categories

Administrator
DFAD District FAD

DFRIN Deputy Principal shrtksbahakatatit et .
MCS  Manager Corporate Service ekttt F3ET FrOcessing
FRIMN Principal sk kR Period End

RMA RMAUST steokskokskkokok Asset Reports
SCHAD School Administrator erferterbichinhinhinkiok p

Labels
Management Tools
#id- Hoc: Reporting
Import Module
Expart Module
Access Link
Systern Options

KKK

[4DMIN | Administrator

e Click on each of the users to view their access rights.

4.2.2 Adding a New User

Activity:

System > Users

Click on School Administrator

<Tab> four times to create a new blank row

Enter your initials into the first field and <Tab>

Key your full name into the second field and <Tab>

Key in the password keys in the third field

Check each of the Access Rights the boxes as displayed below:

7l Users ===
IV 0K ”x Cancell

Code  Name Passward ficcess Rights
AOMIM Administrator kA AN A J [v #sset Records
DFAD District FAD Fobkokobkokdok p hsset Categories
OFRIM Deputy Principal shatiskishiskibbikioh :
MCS Harager Corporate Seruvice stethohrkokorok p Asset Processing
FRIN Principal stethohrkokorok |7 Period End

RMA__ AMALST ok [V #sset Reports

SCHAD School Administrator
55 Susan Smith ] v Latels

™ Management Tools
[~ &d-Hoc Reporting
[~ Import Modole

e

55 |Su3an Smith [~ Sustem Options

. Click
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Verify that the user has been created successfully

e Click Info on the menu bar

DDE...

LChange User...

Change Data Eile...

Change Registration Details

About Asset Manager

e Click Change User

Are pou sure you want to change users ?

e Click Yes
e Click in User Login

Uszer Login| Administratar

0k

Administrator
District FAO
Deputy Principal

Passwiord

Principal
RMALST
School Administrator

Susan Smith

Manager Corporate Service

e Click on your name, enter your password and <Enter> or click OK

e Click

‘fou do not have aceess to
thiz ares. Pleaze consult
your systern administrator.

(&lick to continue)

(Systern Madule)

e Click on the message to close it

e Click Info and Change User

fure you sure you want to change uzers 7

Tes

e Click Yes to the message

e Log on as School Administrator
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4.3 Options

-]

Options

v User Fields

System Defaults
Fonts

4.3.1 User Fields

Activity:

System > Options > User Fields

7 User Fields (-5 [[mESm]
|V 0K ”x Eancell
Sort Keys Yalues

User Key 1 W User alue 1 IW
User Key 2 IW User ¥alue 2 IW
User Key 3 W User Yalue 3 W
User Key 4 IW User Yalue 4 IW
User Key 5 Im

Project IW
Cost Centre IW

Aszet Status Text Default Text

Status 1 [ Owned |Open
Status 2 [ Nil ¥alue | Nil alue
Status 3 | Sold/Disp | Sotd
Status & | DO NOT USE | Suspended

This window lists a number of customised fields that can be used when searching and sorting for
reporting purposes. User Fields can be viewed in the Asset Record window and allow for
additional information to be recorded.

These User Fields have been set by the Department of Education and

must not be changed.

e Close User Fields
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4.3.2 System Defaults

System > Options > System Defaults

7l System Defaults -2 |3
IV 0K ”x CancelI
Current Posting Date  Period IT Year | 2019

Total number of periods per Year | 12

Asset Mo 53 W auto Mo Assets 5 Chars

[~ Prompt for Momingl Update before Period End

Agzet Capitalisation Threshold S000.00
Software Capitalization Threshold S0000.00

™ &Now zero value ddditions

¥ #Auto create addition record for new assets

|_ Allow Azset bought price to be edited after asset is used
[# Do not allow negative Bought ¥alue for assets

[¥ Force all Depreciation before Period End or Year End
¥ Auto create transfer transaction for assets

[ Prevent editing of status in asset records

This window gives information about:

e the posting period, which must be kept in line with RM Finance
e the next asset number which will be assigned

e the number of characters used in the asset code

Note: The asset code is afive digit number, which is automatically padded out with leading
zeros. If searching by asset code, the full five-digit number must be used

e the Asset Capitalisation Threshold enables administrators to enter and save the current
value of the asset threshold; it is automatically populated with 5000 and is editable

e the Software Capitalisation Threshold enables administrators to enter and save the current
value of the software threshold; it is automatically populated with 50,000

Check boxes are pre-set to allow for:

e the auto creation of addition record for new assets

e to force all depreciation before Period End or Year End
e the auto creation of transfer transactions for assets

The following is also prevented:

e allow asset bought price to be edited after the asset is used
e anegative Bought Value for assets

e the editing of an asset status
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Activity:

System > Options > System Defaults

S000.00

S0000.00

AR

¢ View, then close, this window
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5 Assets

W

fzsets
ﬂ Assets
—
= = e
=4 R
Tranzactions Recotds Petiod End

Assets contains three options.

5.1 Records

u

Records Feriod End

v Assets
Categories
Reports

The main area of operation within Asset Manager is the Records window.

5.1.1 Categories

Assets > Records > Categories
Categories are used to group like assets together in order to determine their depreciation rate and

useful life.

i

Asset Categories

-7 sl

|V 114 ”x Cam:elI

Period: ¢

Asset Categories

1 Furniture & Fittings
2 Office Equiprent
3 Flant & Equipment

=

Mo

Category | Furniture & Fittings

minal Accounts

hssat Cost |

Depreciation. B/S |

Depreciation P&L |

Dizposals |

Rewaluation |

Bank Account |

Default Method
Straight Line |
Default Percentage
10.00 %
Default Period
10 Years
Default Frequency

Monthly |

(tab to add freplace] I— Do not Depreciate
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Note: Schools are not to edit any details of any asset category. Categories of assets,
depreciation rates and depreciation method are determined by the Department of
Education. This window will show the default settings for each category of assets.

Activity:

Assets > Records > Categories

e Click on and view each of the categories

e Click on Artworks — this category is not depreciated

e Select Resources — this category is not depreciated

e Click on Software — this category is depreciated over four years

e Select Library Collection —the Default Percentage is 100%

e Close the Asset Category window
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6 Asset Window Functions

5] | ¢

Valuez || Postings

@5 Q-4 qG|e

User Fld= istorg emo Li=t H. Costs | Rewalue | Dispose | Addition

The Asset Functions toolbar allows the user to manage all processes required in Asset manager.
The functionality of each icon is explained below.

Ed

Values

p)

FPastings

User Flds‘

Lizt

Rewvalue
 ————

Values - displays a summary of the current year’s transactions

Postings - displays current information on the depreciation postings

User Fields — displays No: of items, Location, CC Number, CC Name, Supply Code
Warranty Expiry. Frequency of Lease/End of Lease/Lease Payment/Residual
Costs are no longer used in DoE schools.

History — displays a list of all previous transactions related to a particular asset

Memo — displays any additional information that has been entered about an asset
that has not been entered elsewhere

List —is used to sort groups of assets based on a number of search criteria. Once a
Collection of assets is in the List, the assets can be Linked, Mass Disposed,
Reported on or Duplicated

Historic Costs — applies when an asset has been revalued. DoE schools do not
use this feature as DoE schools must NOT revalue Assets

Revalue Assets — DoE schools are NOT to revalue Assets
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[rispose

Dispose — assets can be disposed or sold. Only assets with a status of ‘Owned’ or
‘Nil Value’ can be disposed

@i

Addition

Addition — additions can be made to an existing asset. An addition reflects the
purchase of an item that will become an integral part of the asset
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7 Finding Assets

The Find function is used to locate an asset and view all information that is stored for the asset.

Assets can be searched for using the code or description fields

Activity:
Assets > Records > Assets
i Asset Window =] & (==
B & @D || @
Walues | Postings | User Flds Historg Merna Lizt H. Costs | Rewalue | Dispose | Addition
Code (3] Description Period: 7 ok
|
Serial No. Bought Yalue Eought Date Cancel
| )| |
Status Cateqory
Dwned | | | il
Supplier Mame | e
Supplier Address Insert
J | : Edit
J I | Delete

e Clickon

e Click on ﬂ to view the record for the last asset on file
to view the record for the first asset on file

Clv
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. Find |
e Click

e Enter the code 00034 and <Enter>

Note: To search by the Asset code, the full five-digit number must be entered.

i Asset Window =N =R
5| | K@) | 5| | Q|| /|
Walues | Postings |User Flds istorg Merno Lizt H.Cozts | Rewalue | Dispose | Addition
Code @ Description Period: ¥ e
|E|I3034 WHITEBOARD MOBILE TEAMBOARD 6250
Serial No. Bought Yalue Bought Date Cancel
[z923357 $|z500.00 [03/12/2008
Status Cateqory aa -
D nied | | Resources -
. . Find
Supplier Name |Sch001 Computer Service
Supplier Address Insert
1 May Street J Sales Tel. | |91 112239
EAST PERTH wé 005 I | Edit
J I | Delete

e Click Find again and enter the code 00015
e <Enter>

The record for an artwork is displayed
e Click Find and <Tab >to the Description field

Note: When using the Description field to find assets, users have the choice of entering the
full name or part of the name of the asset.

e Type Computer and <Enter>

The Laptop Acer is displayed.

e Using the ™| key, scroll through all of the records of computer assets

e Click Find and type Fridge to the Description field
e Press <Enter>

The commercial fridge is displayed.
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7.1.1 Editing Assets

Activity:

Assets > Records > Assets

e Click Find and type Bus to the Description field
e Press <Enter>

The 12 Seater Toyota Hiace is displayed. The record is currently in read only mode.

Vi Asset Window =] B )
3¢ Z @D || G|
Walues | Postings |User Flds istorg Memo Lizt H.Cozts | Rewalue | Dispose | Addition
Code @ Description Period: ¢ e
|DDDDB BUS 12 SEATER TOYOTA HIACE
Serial No. Bought ¥alue Bought Date Cancel
[485758KIL $|es000.00  |01/12/2008
Status Cateqory a -
D nied | | Motor vehicles -~
. Find
Supplier Name |Western Toyota
Supplier Address Insert
456 Hutton Street J Sales Tel. | |91 11 4545 —
OSBORNE PARK wéa 6017 - Edit
Service Tel. | [a1111919 B—
J I | Delete

Edit

e Click

e Click into Service Tel field (under Sales Tel)

e Enter a new number

Sales Tel. ”9111 4545
Service Tel. ||91111919

e Click to the right of Supplier Name to view additional supplier details

ﬂSupplier Details @
Purchase ———— | ‘Warranty Costing ———————
P/0Ref. |578 Start |1 DEC 08 Project |
I, Ref. 523793 Finish [1 DEC 13 CostCentre [
 # Cost [
EndDate |

e Close Supplier Details
e Click OK to save
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o Click L=
e Click |tteme
e Record the bus’s chassis number
7| Memo o o =)

GPS Navman 2200 $500
Registration Number 1CYZ-234
Chazsis Mumber KMH 456UIC 1234

fzset Number @ 8

Close the Memo =

°
e Click on User Fields u@
e Enter the Warranty Expiry date of 30/06/20
7l User Fields ==
User al ues User Sort Keys
Freqof Lesse | Location |WESTERN CARPARK
EndOflease | | CC Humber [D2210
Moltems [ 1 £C Marne | L4 MOTOR YEHICLE
Lease Payment li Supply Code |S
ResiduglCosts [ |warranty Exp [30/06/2020

Close the User Fields window
Click OK to save

Supply codes are set by the Department of Education for school use.

omw

P&C

School

Department of Education
Other
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7.1.2 Values

Assets > Records > Assets > Values

Yalues

Values displays costs and depreciation information

[ Values [T msel
Year 2019 | Cost Cepreciation Net Book Yalue
Start of Year 45000.00 Start of Year | 5524999 | 73001
Additions Charge 41667
Disposals Disposals
Revaluation Rewvaluation

Cost [epreciation Net Book Yalue
End of Year 65000.00 End of Year | GOEEG.66 | 4333.34

The Start of Year Cost field shows the Net Book Value for the asset at the start of the year.

Addition shows any additional purchases that become part of the original asset or new assets
added during the year

The Start of Year Depreciation field shows the amount of depreciation for the previous year.

Net Book Value is the Cost minus Depreciation

Activity:

Assets > Records > Assets

o B
e Click [Lvames

e View the Values for the bus

[izposals
Revaluation

[rizposals
Rewaluation

i Values (-5 meSwl
Year 2019 | Cost Depreciation Net Book Yalue
Start of Year 65000.00 Start of Year | 5524999 | 975001
Additions Charge S416.67

Cost

Depreciation

Het Book Yalue

End of Year 65000.00

EndofYear | 6066666

| 433334

e Close Values

CIVICa

Asset Manager Training Notes 20194-Jan-19

Page 32 of 128
© 2019 Civica Pty Ltd




7.1.3 Postings

Assets > Records > Assets > Postings

p

Fostings
i Postings (% |[n3m]
Depreciation Method Paosting Frequency Mominal dccounts
Straight Line | Manthly |
Azset Cost | 0
Base Yalue based an : Years |
{+ Remaining postings ’W Depn, (BS) | 0
i Original postings —
0. of Fosting Depn. (P&LY [0
P t 2.
ercentage lﬁ of| 60
20.00 “Yearly . Disposals |D
Current Base Yalue Mezxt Posting :
% 1083.34 & per|z019 yr | Revaluation |D
[~ Do not Depreciate Bank Account | 0

The Depreciation Method, Posting Frequency and Percentage are picked up from the Asset
Category selected when entering the asset.

The Current Base Value is the monthly depreciation charge.

Activity

g

° C“Ck Fostings

Assets > Records > Assets

e View the Postings for the bus

™ Do not Depreciate

il Postings
Depreciation Method Pasting Frequency
Straight Line | Monthly |
Ease Yalue based on : Wears
{» Remaining postings IW
Original postings
. . i = No. of Posting
Percentage
56 of| 60
Z0.00 Yearly
Current Base Value Mext Posting
3 1083.34 6 per| 2019 ¥r

Norinal Accounts

<=

Asset Cost | 1]

Depn. {BS} |0

Depn. (P&LY |0

[izpozals |EI

Reval uation | 0

Bank Account | a

e Close Postings
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7.1.4 History

Assets > Records > Assets > History

Historg

The History window will show a running record of the opening and closing Net Book Value of the
asset after each month’s depreciation has been charged. It displays in chronological order.

MARCH 20 3/2019  DEF 7023.34
AFRIL 20 472019  DEP 6300.01
HMAY 2019 S5/2019  DEP 5416.67

o0 -1082 .32
oo - 1033 .34
oo -1033.33

i History (==
Ref. Period Tuype Start NEY. Cost Moy, Dep Mow, End NEY.
DEFF MAY /2017 DEF 16250.02 0.00 -10283. 33 ISIE&.SQ_:J
DEFR JAM 172018 DEFP 1516669 0.00 —1083. 34 14083 .35
DEFR FEE Zj2018 DEFP 14083 .35 0.00 —1083. 33 13000.02
DEFF MAR 372013 DEFP 13000.02 0.00 -1083. 34 1191668
DEFF AFR 472012 DEF 11916. 62 0.00 -10283. 33 102832.35
DEFR MAY 572018 DEFP 1083335 0.00 —1083. 34 a9750.01
JAMUARY 142019 DEFP 9750.01 0.00 —1083.33 8666 .62
FEERUARY 2720119 DEFP 8666 .63 0.00 —1083. 34 TEE3.34

o,

0.

0.

6300.01
S416.67
4333.34 -

Activity:

Assets > Records > Assets

() C I | Ck istorg

[ History
Ref, Period Type Start NEY. Cost Mo,

5 sl

End MEY.

DEFR MAY S/2017  DEP 162350, 02 0.00
DEPR JAM 172012 DEP 15166 .69 o.o0
DEFPR FEB 2/2015  DEP 14083 .35 o.00
DEFR MAR 2/2012  DEP 12000, 02 0.00
DEFFR AFR 472012  DEF 1121668 0.00
OEPR MAY S5/2012  DEP 1033335 o.o0
JAMUARY 172019 DEP a7s0.01 o.00
FEERUARY 272019  DEF 2600, 62 0.00
MARCH 20 372019  DEF To22. 24 0.00
4/2019  DEP BS00.01 1]

MAY 2019 S416. 0.00

15166,
14083
13000,
11916,
10833,
ovso.
8666 .
7383,
5300,

7| Functions| 2 |[st3m]

Reprint 4udit Report: 57
Yiew Transaction

=

e Double click Reprint Audit Report

e Click Print

e View the Re-print audit report

e Double click on 5/2019 depreciation transaction
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5555 West Coast District HIgh School - Rudit Reports

Reprint Audit Report:

Depreciation Zudit
Reference MALY 2019, Depreciation

Page 1

87 as at 15:50 on Mondav,10th June 2019 - Pericd &

Report Ho. 87

Code

oooo1

ooooz

00003

00004

000035

00006

oooo7

0oooa

oooos

ooo10

0oo11

ooo1z

00013

00014

14 EECOEDS FRINTED

HName Start NEV
Straight Line 10.00 % 4,333.
TROFHY CRBINET

Straight Line 12.50 % 5,125.

PIANC UPRIGHT DIGITAL YAMRHR C60
Straight Line
PIANC GRAND BABY EERLE

Jtraight Line 12.50 % 2,989,
TYMPANI

Straight Line 20.00 % 6, 6464.
LIBBARY REFERENCES

Jtraight Line 10.00 % 4,875.
COMPACTUS 12 BAY

Jtraight Line 12.50 % 3,843,
LAMINATOR ROLL &00MM DOCUSERL 3100
Straight Line 20.00 % 3,414.
BUS 12 SERTER TOYOTR HIACE

Jtraight Line 10.00 % 43,333,
BUS 25 SEATER MITSUBISHI ROS&

Jtraight Line 20.00 % 1, 664.
FHOTOCOFIER EONICR MINOLTIA C451
Jtraight Line 20.00 % 1, 664.
FHOTCOCOPIER EONICA MINOLTA C451
Jtraight Line 20.00 % 1, 664.
FHOTOCOFIER EONICA MINOLTA C451
Straight Line 12.50 % 4,270.

FRIDGE COMMERCIAL E50L RRCUS 700
Straight Line
SEEVEE. DELL POWEREDGE 4210

e Close the report

12.50 % 6,404.

20.00 % 833.

51

a7

ule}

REFORT TOTAL 3

Movement —————

Cost (&) Dep. (&) End NBV (5) Audit

{66.66) 4,266.58
{825)

{125.00) 5,000.00
{8286)

{156.25) &,250.00
{827)

{72.91) 2,916.60
{828)

{1,333.33) 5,333.34
{829)

{75.00) 4, B00.00
{830)

{93.75) 3,750.00
{831)

{1,083.33) 4,333.34
. {832)

(BEE.6E) 42, BE6.58
{833)

{333.33) 1,333.34
{834)

(333.33) 1,333.34
{835)

{333.33) 1,333.34
{836)

(104.16) 4,166.60
{837)

{1E6.66) BEE. 66
{838)

0.

oo {4,943.70)
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e Double click on 5/2019 depreciation transaction

| History =T

Ref. Period Type Start NEY. Cost Mow. Dep Mow. End NEY.

MAY 16 5/2016  DEF 21666 .70
DEPR JAM 1/2017  DEP 20583 36
DEFR FEE 2/2017  DEF 19300, 02
DEFR MAR 2/2017  LDEP 1241669
DEFR APR 4/2017  LDEP 17333 .36
DEPR MAY S5/2017  DEP 16250.02
DEFR JAM 1/2012  DEF 15166, 60
DEPR FEE 2/201%  DEP 14023, 35
DEFR MAR 2/2013  DEP 13000
4/ DEF
3 MAY S

oo -1033 .34 20583.36 &
oo - 1033 33 1950003
Julu] -1022. 24 12416.69
oo - 103333 17333.36
- 1033 .34 16250.02
oo - 1033 33 1516669
Julu] -1022. 24 14023 .23
oo —1053.33 13000, 02

11916 .68
10833 .
Bl -

ooOoooOoOoOoOo o
o
=]

e Double click on View Transaction

7| Functions| 7 s3]

i Transaction View [~ 7 |[3a]

Type Reference [ate Period “Year
[Depreciation  [Mav 2018 [31mMav1e | 5 [z019
Notes

Cepreciation

Start Cost  Depreciation End
HEY Mavement Mavement HEY
| EHE.67 -1083.33 4333.34

e Close the Transaction View and History windows
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7.1.5 Historic Costs

Assets > Records > Assets > Historic Costs

Changes in the valuation of an asset will appear in this window.

Activity:

Assets > Records > Assets

e Click [H.Cests

Vi Values -2 (eS|

Year 2019

Current Cost Cost Depreciation  Met Book Yalue

Start of Year G5000.00 | Start of Year 5524999 | 2750.01
Additions Charge S4HEE67

Disposals Dizposals

Rewvaluation I Revaluation I
End of Year | 6500000 EndefYesr | GOGG666 | 433334

Histarical Cost Cost Depreciation  Met Book Yalue

Startof'r'earl 6500000 Startofyesr | 5524999 | 975001
Additions I Charge I S416.67

[rizposals Disposals
Revaluation Revaluation
End of Year 65000.00  End of Year 60666.60 | 4333.34

e View then close

Important

Department of Education schools must not revalue Assets.
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7.1.6 Disposing of an Asset

An individual asset can be disposed of once the Principal has determined that the asset or
resource is either surplus to requirements, unserviceable or obsolete.

Activity:

Assets > Records > Assets

Principal has been received to dispose of it.

e Click Find and <Tab> to the Description field
e Type Fridge and <Enter>

[ ] CI|Ck Dispose
e Enter the information shown below

Disposals

V 0K ‘x Cancell

Reference Date
| DISPOSED [10JUN 19

[izpose of | X X
Actual Cost Historical Cost

dssetfost § | 1000000 [ 1000000

Depreciation $ | 5833.40 | 55833.40

Proceeds walue 3 0.00

Motes
‘water damaged beyond repair. J

e Click

| Reminder; The Proceeds Yalue should have been entered if there are any
-t proceeds from the sale of thiz azset. |z the entered value of zero correct?

Mo | Yes

e Click Yes to confirm that the proceeds value is zero

Code (3] Description Period: 6 o

|DEIDI3 FRIDGE COMMERCIAL 3500 4RCUS 700

Serial Mo. Bought Yalue Bought Date Cancel

| D9B9EEE $|10000.00 01/12/2008 e
=

Scenario: After a storm, a large refrigerator was damaged beyond repair and permission from the
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Are pou sure you wizh to post this Disposal? Mo |

Tes

e Click Yes

The Disposal Audit Report will be sent straight to the printer. There is no option to print to the
screen

A copy of the report is shown below.

5555 West Coast District HIgh School - Asset Profit on Disposal Report
Page 1
Rzset Profit on Disposal Report as at 15:58 on Mondav,10th June 2019 - Pericd &
Code Serial HNo. Net Book Value Proceeds Frofit (&) Profit (%)
00013 09E89EEE 4,166.60 0.00 {4,166.60) ?
FRIDGE COMMERCIAL 850L ARCUS 700
Water damaged beyond repair.

The Asset status is changed to reflect the disposal

Code @ Description

|EIEIEI13 FRIDGE COMMERCIAL 850L ARCUS 700
Serial Mo. Eought ¥alue

| 098 JEEE $10000.00 |
Status Cateqory

Sald/ Disp | {[F1ant & Equiprment

Note: The report must be signed by the Principal and MCS before filing

Asset Manager Training Notes 20194-Jan-19

CIVICa

Page 39 of 128
© 2019 Civica Pty Ltd



Note: Once an asset has been disposed, its location should be edited to reflect the
disposal.

) Edit U@
e Click and

e |nthe Location field, enter DISPOSED
e Enter 1in No. Items

| User Fields =

User Yalues Uzer Sort Keys

Freqofleass [ Location | DISPOSED
EndOflease | | CCHumber [D2130
Mottems [ 1 CC Mame [T 4 E
Leaze Payment I— Supply Code |S
ResiduslCosts | | |Warranty Exp [29/01/2010

e Close the User Fields window
e Click OK to save the changes
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7.1.7 Assets List

%

Li=t

The List window can be used to find and sort a group of assets based upon complex criteria. Once
a collection of assets is in the list, the assets can then be linked, mass disposed, reported on,
duplicated or grouped by their location.

Activity:

Assets > Records > Assets > List

e Click (@] to view a list of all assets

e Click on Sort by Code (at the top right of the screen) and select Net Book Value

Vi

Asset Listing

a

Link

W | w8 |

[ispose | Duplicate| Print

Sart by : | Code

Code Mame Serial Mo MEBY Code
00007 TROPHY CABINET 42665 Name
o000z FI&NO UPRIGHT DIGITAL Y, 33445565 5000.01 .

Serial Mumb
o000z PIEND GRAND BABY BEALE 32223 £250.00 Enal Humber
00004 T MPANI 29166l MNet Book Value
00005 LIBRARY REFERENCES 5333 Next Posting
00005 COMPACTUS 12 BAY 4800.00-,

oooo7 LAMINATOR ROLL S00MM C 45737857 3750.00 | 2019006

00oe EUS 12 SEATER TOYOTA H 485758KIL 433334 | 2019008

00009 BUS 25 SEATER MITSUBISE 3948)0HDSUY 111 42GEE.56 | 2019006

0aoo PHOTOCOPIER KONICA MIK 933934747 133334 2019006 |
Code | Begins with | @] $172.02208

Note: Net Book Value is calculated as the original cost of an Asset, minus any accumulated
depreciation.

This will list all assets in Net Book Value order from highest to lowest.

e Re-sort the list by Name

This will list all assets in alphabetical order

Code Marne Serial Mo. MEW | Nest Posting
Qooos BUS 12 SEATER TOYOTA H; 48R753KJL 326000 2019007 A
] BUS 25 SEATER MITSUBISE 394210HDSUY111 41933.85 ¢ 2013007
Qoosy BUS-MITSUBISHI 16 SEATE; 948579485 15370.83 | 2019007
00056 CaBIMET WwhalLL R999.85 | 2013007

Qo037 CaMERA DIGITAL CAMMOM: 456213 1026.00 ¢ 2019007

00033 CaAMERA DIGITAL CAMMOM: 456214 1026.00 ¢ 2013007

00039 CAMERA DIGITAL CAMMOM: 456215 1026.00 | 2015007

00040 CaMERA DIGITAL CAMMOM: 456215 1026.00 ¢ 2013007

0oo41 CAMERANWIDED HD HDRHG 856748 1395.00 ; 2015007

Qo042 CamMERA WIDED HD HDRHC 256749 1335.00 § 2013007 ﬂ
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The List window can be used to search for particular assets.

o Click Code (at the bottom left of the screen)

7|
NEICIE

Link [izpoze | Duplicate |  Print

Code Marne Serial No. MEW | Mext Posting
Qo003 BUS 12 SEATER TOYOTA H: 435753kJL 433334 ; 2019006 =~
] BUS 25 SEATER MITSUBISE 394210HDSUY111 42BBE.BE : 2013006
oon3y CaMERA DIGITAL CAMMOM; 456213 1026.00 ¢ 2019008
0o03s CAMERA DIGITAL CAMMOM: 456214 1026.00 ¢ 2013006
003 CAMERA DIGITAL CAMMOMN: 456215 1026.00 ¢ 2013006
00040 CAMERA DIGITAL CAMMOM: 456216 1026.00 ¢ 2013006
0aa41 CAMERANWIDED HD HDRHG 856748 13595.00 ¢ 20193006
oon4d2 CaMERANWIDED HD HDRHGC 856749 13536.00 ¢ 2013006
0043 CAMERANWIDED HD HDRHG 856750 13595.00 ¢ 20193006
0000s COMPACTUS 12 BaY 480000 ¢ 2019008

[Cote ¢ I (Y

I Code
MName

Serial Number
Met Book Value
Mext Posting

Location
CC Number
CC Name

Type
Frequency

e Select Name
o Click Begins with and select Contains

e Type FRIDGE and click [&

Meme | [Comtains_[fribce O

e View a list of computers

COMPUTER EX

o View a list of Assets located in the library

2]
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7.1.8 Disposing of Assets in Bulk

Drispose

Mass disposal is a method for selling or disposing of a number of assets at once. The process is
similar to disposing of a single asset, except when mass disposal is used, multiple assets are
being disposed of at the same time.

Activity:

Assets > Records > Assets > List

A set of workstations have been entered on to the Asset register, however the items are no longer
required and have become surplus stock. After permission has been granted from the Principal, it
has been decided that the items will be offered for public tender amongst the staff.

e Find the workstations

Marme I Begins with I WORE [

e Highlight the four workstations:

7l Asset Listing (B[]
A i | 2

Link Dizpose | Duplicate Frint

Sorthy: Code |

{ Serial Mo, { Mext Pasting

Harne | [Beginz with  [fwork @] $ 4,400.00 |

° Clle Dispoze
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e Enter Disposed in the Reference field
e Enter the total amount $1475.00 for the work stations
e Enter a note

Mass Disposals
|/ oK I ‘x CancelI
Reference Date
| DISPOSED [10JUN 13
[rizpose of | . .
tctual Cost Historical Cost
hssetCost | 4400.00 | | 4400.00
Depreciation § | 0.oo | 0.00
Proceeds Yalue § 1475.00
Notes
Sold by staff tender =]
e Click OK

Are you sure you wish to post this Dispozal? Mo |

e Click Yes

Proceeds amounts for each asset have been automatically apportioned by Asset Manager. These
can be overwritten.

e Change the amounts for each asset to match the screenshot below (<Tab> down through the
Proceeds fields)

Mass Disposal - Review Proceed Values
Code Mame Proceeds
o043 WORK STATION COMPUTER MOBILE 550.00 J
0aosa WORK STATION COMPUTER MOBILE 375.00
00051 WORK STATION COMPUTER MOBILE 300,00
noosz WORK STATION COMPUTER MOBILE 250.00

Total Proceeds | 1475.00

Cancel ‘
e Click OK and [¥ &
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5555 West Cpast District HIgh Schocl - Rudit Reports

Page 1
Disposal Audit Beport as at 16:10 on Monday, 10th June 2019 - Pericd &
Disposal Audit Report Ho. 89
Reference DISPOSED, S5old by staff tender

————— Movement -----

Code Name Start NBV (%) Coat (&) Dep. (%) End NEV (&) Rudit
00049 None 1,100.00 (1,100.00) 0.00

WOBRK STATION COMEUTER MOBILE (840)
00050 None 1,100.00 {1,100.00) 0.00

YORK STATION COMPUTER MOBILE (841)
00051 None 1,100.00 (1,100.00) 0.00

WOBRK STATION COMEUTER MOBILE (842)
00052 None 1,100.00 {1,100.00) 0.00

YORK STATION COMPUTER MOBILE (843)
4 RECORDS PRINTED REPORT TOTAL 3 (4,400.00) 0.00
Approved By: Actioned By:
Signature Signature
Name Hame
Title Title
Date Date

Comments:

This report must be signed by the Principal and MCS before filing

e View and close the report
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Note: After disposing of assets, it is important to edit the Location to DISPOSED on each

asset record.

e Close the Asset Listing window

e Click Find

e Type in the Code 00049 and <Enter>

i Asset Window o] B s

5|8 | & @D |A | &
Walues | Postings |User Flds istorg Ferno Li=t H. Costs | Rewalue | Dispose | &ddition

Code (4] Deseription Period: 7 e

|DDD49 WORK STATION COMPUTER MOBILE

Serial No. Bought Yalue Bought Date Cancel

| $[1100.00 [o1/12¢2008

Status : Cateqory aa -

Sold/Disp | | Resources | —

Supplier Name |Dfﬁce west E [FIE

Supplier Address Insert
56 Frobisher Road =] ]

OSBORMNE PARK wé 6017 I | Edit

J I | Delete

e Click and

e Change the Location to DISPOSED/SOLD

User Flds

e Ensure 1in No. Iltems has been entered

Residual Costs ‘Warranty Exp |

7l User Fields -7 (3]
User Yal ues User Sort Keys
Freqof Lease [ Location | DISPOSED/SOLD
Endiflesse | | CCHumber [D250S
Mo ftems [ 1 EC Name |RESOURCES
Leaze Payment li Supply Code |S

e Click Find

CIICk Fai and User Flds
Change the Location to DISPOSED/SOLD
Ensure 1 in No. Iltems has been entered

Type in the Code 00050 and <Enter>

Click il to take you to the next asset code

Close the User Fields window and click OK to save

Repeat for the remaining items which have been disposed, (codes 00051, 00052)
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Assets > Records > Assets > List

Over the weekend the school has been broken into and two laptop computers have been stolen. It
has been deemed that the items are not recoverable, so it is necessary to dispose of them.

e Search for the laptops

Marne | contains |[LapTor | (2]

e Highlight the items with the Codes 16 and 17

Al Asset Listing =
s
A || @8
Link: Dispose | Duplicate| Print

Sort by :  Code

Code i Name { Serial Mo, MEY | Mext Posting

PUTER LAPTOP -
00017 COMPUTER LAPTOF ACER:
oome COMPUTER LAPTOP ACER | 234557

.00

oooia COMPUTER LAPTOP &ACER i 234558 3400.00 : 2018008
naozo COMPUTER LAPTOP ACER | 234559 3400.00 ¢ 2018006

0001 COMPUTER LAPTOP ACER i 234560 0.00; 2018006
noozz2 COMPUTER LAPTOP ACER | 234561 3400.00 ¢ 2018006
ooz COMPUTER LAPTOP ACER : 234562 3400.00 : 2018008
nooz4 COMPUTER LAPTOP ACER | 234563 340000 | 2018008
00025 COMPUTER LAPTOP ACER : 234564 3400.00 : 2018006 j
Narme | contains |ICarTor (2] $ 30,600.00

S
° C“Ck Dispose
e Enter the following:

Mass Disposals
V 0K |x Cancell
Reference Date
| DISPOSED [10dun g
Dispose of | . .
Actual Cost Hiztorical Cost
hsset Cost § | 6500.00 | £300.00
Depreciation | 0o || 0.00
Proceeds Value & 0.00
MNotes
Stolen on the 15t June J
Inzurance claim 2546
Police Report Mo 104 J
e Click OK
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2 |\ Reminder The Proceeds Yalue should have been entered if there are any
\‘\'/ proceeds from the sale of these azsets. Iz the entered walue of zero comect?

e Click Yes

Are you sure you wish to post this Disposal?

e Click Yes

Proceeds amounts for each asset have been automatically apportioned by Asset Manager. These
can be overwritten

Mass Disposal - Review Proceed Values

Cod MName Frocee
noote COMPUTER LAFTOP ACER B335 000 -l
nooz COMPUTER LAFTOP ACER B335 0.00
Taotal Proce | n.oa
0K | Cancel ‘

e Clickon OK and |¥ &
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5555 West Coast District HIgh School - Audit Eeports

Page 1
Disposal Budit Report as at 16:16 on Mondavy, 10th June 2019 - Periocd 6
Disposal Rudit Report Ho. 50
Beference DISPOSED, Stolen on the lat June

————— Movement —--——--
Code Hame Start NEV (&) Cost (&) Dep. () End NBV (%) BAudit
00016 None 3,400.00 (3,400.00) 0.00
COMPUTER LAFTCP LCER 6935 (B44)
ooo17 Hone 3,400.00 (3,400.00) 0.00
COMPUTER LAFTCP RCER £935 (845)
2 RECORDS PRINTED REPORT TOTAL & (&,5800.00) 0.00
Approved By: Actioned By:
Signature Signature
Hame Hame
Title Title
Date Date

Comments:

Note: This report must be signed by the Principal and MCS prior to filing

e View and close the report
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e Close the Asset List screen
e Click Find and enter the Asset Code 00016
e Press <Enter>
e Click Edit and [=srfids
e Change the Location to DISPOSED/STOLEN
7l User Fields ==
User alues User Sort Keys
Freqof Lesse | Location | DISPOSED/STOLEN
EndOf Lease [ CC Number [D2505
Mo. 1tems 1 CC Mame |RESDURCES
Lease Payment Supply Code |S
Residual Costs ‘Warranty Exp | 11A12/2012

e Close User Fields window and click OK to save

e Repeat for the remaining laptop (Code 00017)

Hint: Use your right il to take you to the next asset code. <Ctrl/C> the location change and

<Ctrl/V> to paste into next record.

e Close the Asset Window
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7.1.9 Disposal History

There are two reports which show the disposal history of assets and resources.
The Disposal History report will show any information entered for the disposal of an Asset or a
resource and the Asset Profit on Disposal will display any proceeds made from the disposal.

Activity:
Assets > Transactions > Reports > Disposal History
7| Assets
=1 = | 5™
= [ @]
Tran=actions Records Feriod End

Depreciation
Revaluation

Addition
+" Reports

Asset Profit on Disposal
Depreciation History
Revaluation History

v+ Disposal History
Additions History
Transfer History
All Asset History
Current Period
Current Year
Audit Reprint

ﬂ Disposal History Report

Show report with :-

¥ Full Names
[ Notes
T Indent Links

™ oOnly Subtotals

e Check Full Names and Notes

(-2l

|V =h I |x [:am:elI
Screen

Ignore Search

Simple Search

v

Change Sort Order

e Click i

e Type these dates and <Enter>

i Detailed Search

-5 el

MName |

Date

tu|
| 10JuN19 fo (1040842019

Reference |

tu|
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Disposal History Beport a3 at 16:19 on Monday,10th June 2019 - Periocd &

————— Movement ---——
Code Reference Date Period Type Start NEV (&) Cast (&) Dep. (&) End NEV (%)
00013 DISPOSED 10 JUN 19 &7201% S5SRL 4,166,680 {10,000.00) 5,833.40
FRIDGE COMMERCIAL &50L ARCUS 700
Water damaged beyond repair.
000439 DISPOSED 10 JUN 19 &7201% S5SRL 1,100.00 {1,100.00)
WORE STATION COMPUTER MOBILE
S5o0l1d by staff tender
00050 DISPOSED 10 JUN 19 &7201% S5SRL 1,100.00 {1,100.00)
YORK STRTION COMEUTER MOBILE
Sold by staeff tender
00051 DISPOSED 10 JUN 19 &7201% S5SRL 1,100.00 {1,100.00)
YORK STRTION COMEUTER MOBILE
Sold by staeff tender
00052 DISPOSED 10 JUN 19 &7201% S5SRL 1,100.00 {1,100.00)
WORE STATION COMPUTER MOBILE
Sold by staeff tender
000l1ls DISPOSED 10 JUN 19 &7201% S5SRL 3,400.00 {3,400.00)
COMPUTEE. LAFTOP ACER 6935
Stolen on the lst June
Insurance claim 2846
Police Beport No: 104
00017 DISPOSED 10 JUN 19 &7201% 5RL 3,400.00 {3,400.00)

COMPUTEE. LAFTOP ACER 69335
Stolen on the lat June
Insurance claim 2846
Police Report Ho: 104

e View then close the report
e Close Asset Disposal History
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7.1.10 Asset Profit on Disposal
This report will show any proceeds made from the sale of any asset

Activity:

Assets > Transactions > Reports > Asset Profit on Disposal

i Assets
Pa—
i [
Transactions Fecords Feriod End

Depreciation
Revaluation

Addition
v Reports v  Asset Profit on Disposal

Depreciation History
Revaluation History
Disposal History
Additions History
Transfer History

All Asset History
Current Period
Current Year

Audit Reprint

e Check Full Names and Notes

ﬂAssetProfiton Disposal Report 7 =]
Show report with :-
¥ Full Names | V = I |x c,n,_.ell
[+ MNotes

" Indent Links Screen

¥"  Ignore Search

Simple Search

[~ only Subtotals Detailed Search

Change Sort Order

. Click
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Aszet Profit on Disposal Eeport a3 at 16:22 on Monday,10th June 2019 - Pericd &

Code Serial No. Net Book Value

0o00l1s 234557

COMPUTER LAPTOP RACER 6935
Police Beport 103487
Insurance Claim 2847653

Date Stolen 13th/l4th June 09
00021 234560

COMPUTER LAPTOP RACER 6935
Police Beport 103487
Insurance Claim 2847653

Date Stolen 13th/l4th June 09
00013 09E9EEE

FRIDGE COMMERCIAL 2501 ARCUS 700
Water damaged bevond repair.

3,400.00

3,400.00

4,186.4a0

000439
WORE STATION COMPUTIER MOBILE
Sold by staff tender

1,100.00

00050
WORE STATION COMPUTIER MOBILE
Sold by staff tender

1,100.00

00051
WORE STATION COMPUTIER MOBILE
Sold by staff tender

1,100.00

00052
WORE STATION COMPUTIER MOBILE
Sold by staff tender

1,100.00

000lé 234555
COMPUTER LAPTOPR RCER 6935
Stolen on the lst June
Insurance claim 2544
Police Beport No: 104
00017 234558
COMPUTER LAPTOP RCER 6935
Stolen on the lst June
Insurance claim 2846
Police Eeport Ho: 104

3,400.00

3,400.00

e View the report and Close

Proceeds Profit (£) Profit (%)
0.00 (3,400.00) 2
0.00 (3,400.00) 2
0.00 (4,166.60) ?

550.00 {550.00) (100.0})
375.00 {725.00) {193.3)
300.00 {800.00) (266.7)
250.00 {850.00) (340.0)
0.00 {3,400.00) 2
0.00 {3,400.00) 2
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7.1.11 Entering Assets
When entering new assets, they can be entered directly into Asset Manager by using Insert in the
Asset window, however it is important that schools analyse to the relevant purchase area.

Purchase of assets may be from the Curriculum area, but for reporting purposes these must be
recorded in the D1800 through to the D2480 range as set out in the Chart of Accounts.

Purchase of Resources may also be recorded in the Curriculum area or in the D2490 to D2500
range (<$5000)

Activity: Adding Assets directly into Asset Manager

Assets > Records > Assets

The school has purchased a number assets which can be added directly into Asset Manager by
using the Insert Function.

e Click

Note: The Asset code is generated automatically.

e Enter the Description: Sewing Machine Industrial Toyota 233
e (<Tab>to move from one field to the next)
e Enter the Serial Number: 0987890
e Enter the Bought Value: $6000
e Enter the Bought Date: 02/06/2019
e Enter the Category: Plant & Equipment
e Enter the Supplier Name: Sewing Solutions
e Enter the Supplier Address: 2210 Hay Street, Subiaco, WA, 6008
e Enter the Sales Tel No: 9380 2435
Vi Asset Window =] B [
A || | of
5|8 | &|@ 5| |9
Yalues || Postings | User Flds 1'storg Ferno List H. Costs || Rewalue Disp!e Addition
Code [G] Description Period: 6
[00053 SEWING MACHINE INDUSTRIAL TOYOTA 233 oK
Serial No. Bought Yalue Bought Date Cancel
[0957590 $|6000.00 [0z/06/2019
Status Cateqary
Dwined | [Frant & Equipment | “12]
Supplier Mame | Sewing Solutions STe
Supplier Address Insert
2210 Hay Street |/ salesTel.  |[9380 2435
SUBIACO Wé 6008 | Edit
| 1
J || Delete
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Note: The threshold value for the Bought Value for assets is set at $5,000. An error
message will be displayed if the user attempts to enter an asset with a Bought Value of less
than $5000. An error message will also be generated if a Bought Date of an asset is not
within the current period and year of the data file.

e Click E and enter the user field information:

7 User Fields -7
Uzer Yalues User Sort Keys
Freqof Lease Ii Location |RDDM 19
EndOflesse | | CC Number |DS40S
Mo.ltems [ 1 CC Marne | T&E
Lease Payment Ii Supply Code |S
Residual Costs | | \‘warranty Exp | 04/06/2021

Note: Remember to complete the No. items field.

e Close User Fields information and click OK to save the new asset details

e Enter the following Assets using the same procedure:

Description: Video Conferencing Unit

Serial No: 456/PUI/789-001

Bought: $12000.00 (excluding GST)
Date: 05/06/19

Category: Communication Equipment
Supplier: Perth Audiovisual

42 Wittenoom Street
EAST PERTH WA, 6004

Sales Tel: 9377 3994

User Fields

Location: Lecture Theatre
CC Number: D5005

CC Name: English

Supply Code: S

Warranty: 01/07/2021

Note: The analysis code for this asset would be D2350 Purchase of Communication
Equipment >$5000.
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Description:
Serial No:
Bought:
Date:
Category:
Supplier:

Sales Tel:

User Fields

Location:

CC Number:
CC Name:
Supply Code:
Warranty:

Memo:

Telescope

161008072003

$8095 (excluding GST)
05/06/19

Plant & Equipment

Educational Experience Pty Ltd
49 Oakdale Road
GATESHEAD NSW 2290

(02) 9875 2233

Science Lab 1
D5310
Science

S

12/06/2021

Includes teaching aids, student activities and 4 laminated classroom posters

Note: The analysis code for this Asset would be D2100 Purchase of Plant and Equipment

>$5000

Description:  Cabinet - Wall

Serial No:

Bought: $6050 (excluding GST)

Date: 01/06/19

Category: Furniture & Fittings

Supplier: Atelier Furniture & Interiors
11 Whyalla Street
WILLETON WA, 6155

Sales Tel: 9457 5877

User Fields

Location: Admin

CC Number: D2010

CC Name: Admin

Supply Code: S

Note: The analysis code for this Asset would be D2000 Purchase of Furniture and Fittings

> $5000

Note: Remember to complete the No. items field
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Description:
Serial No:
Bought:
Date:
Category:
Supplier:

Sales Tel:
User Fields

Location:

CC Number:
CC Name:
Supply Code:
Warranty:

Bus - Mitsubishi 16 seater
94857-9485

$15,500.00

05/06/19

Buses

Skipper Mitsubishi

49 Shepperton Road
VICTORIA PARK WA 6100
9415 0000

Western Car Park
D2255

LA BUSES

S

04/06/2024

Note: The analysis code for this Asset would be D2250 Purchase of Buses> $5000

Note: Remember to complete the No. items field.
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7.1.12 Duplicating Assets

Assets can also be duplicated in the Asset Listing window. This is particularly useful if there are
multiple assets with the same attributes. The user is able to duplicate the asset and then update
the user Information, which saves on additional editing and data entry.

Activity:

Assets > Records > Assets

The school has purchased another two Toyota industrial sewing machines in the current period,
so it is possible to use the duplicate function to record the same attributes and then edit the user
fields accordingly.

e Click List
e Enter the following search criteria

Narne | contains | EE | (2]

e Highlight 00053 Sewing Machine Industrial

i Asset Listing 7|l

A | @B

Link [vizpoze | Duplicate] Print

Code EName {Serial Ma. MEW | Mext Fuozting

WING MACHINE INDUST

| ﬁ[ _
e Click ewi=tel and enter the following

i Duplicate Asset =

E!ﬁ 0K I )([:ancell m

Duplicate 00053 - SEWING MACHINE INDUSTRIAL TOYOTA 23

2 times using prefix Starting at 58

W Pad o'z with zero's
W {Fazt &n Addition Transaction:

e Click

e Click Yes and to process the transaction and print the Addition Audit Report
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There are now two additional lines for the Sewing machine

7l Asset Listing @
Sortby: Code |
Code MHame Senal Mo, MBY § Mest Posting
0053 SEWING MACHIME INDUST: 0337530 £000.00 ¢ 2019006 J
0oa5a SEWING MACHIME INDUST 0987290 £000.00 ¢ 2013005
0053 SEWING MACHIME INDUST: 0337530 £000.00 ¢ 2019006
Hame | Contains |[Ewme (@]  $1e00000

5555 West Coast District HIgh Schoocl - Rudit Reports

Page 1
bddition Rudit Eeport as at 1lé:44 on Monday,10th June 2019 - Pericd &
Rddition Audit Report No. 96
Reference 00058, Addition Cost
————— Movement ---—-—
Code Hame Start NBV (%) Cost (&) Dep. (%) End NBV (%) Audit
ooos5a Straight Line 0.00 &,000.00 &,000.00
SEWING MACHINE INDUSTRIAL TOYOTA 233 (B51)
00059 Straight Line 0.00 &,000.00 &,000.00
SEWING MACHINE INDUSTRIAL TOYOTA 233 (BE2)
2 RECORDS PRINTED REPORT TOTAL 3 12,000.00 0.00

e Close the report
e Close the Asset Listing window
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Note: Only duplicate assets in the period in which they were purchased. To complete the

duplication process, the serial numbers, purchase dates and User Fields for the new assets
may need to be edited.

. ciok 2]

e Enter the Code 00058 and click OK or <Enter>

e Click

e Edit the serial number to 0987891

Zl Asset Window o] @ =]
B¢ | &|@ ||| % G|
Yalues || Postings | User Flds istorg Mermna List H. Costs | Rewalue | Dispose | Addition

Code @ Description Period: 6 e
|DDDSB SEWING MACHINE INDUSTRIAL TOVOTA 233

Serial Mo. Eaught alue Bought Date Cancel
| 0957591 $|6000.00 [0z/08/2019

Status Cateqary <« 2

e ned I | Fant & Equipment |
. : - Find

Supplier Mame |Sewing Solutions (=]

Supplier Address Insert
2210 Hay Street J Sales Tel. | |933c| 2435 —_—
SUBIACO wé 6008 | Edit

J | | Delete
e Click OK
e Click on the and repeat for the second duplicated sewing machine with serial number
0987892

7 Asset Window E=N =R
B¢ Z@ O A4 G| ¢
“alues | Postings |User Flds istorg Ferno List H. Costs || Rewalue | Dispose | Addition

Code [ Description Period: 6 s

|IZ|DI359 SEWING MACHINE INDUSTRIAL TOYOTA 233

Serial Mo Bought Yalue Bought Date Cancel

| 0987892 $ | 6000.00 |nz/08/2019

e Click II to save the new information
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7.1.13 Asset List Reports and Labels

It is possible to print a limited number of reports from the Asset List window which will display the
Cost, Depreciation, Net Book Value of an Asset and also the History of an Asset. It is also

possible to create Labels with the Asset detalils.

Activity:

Assets > Records > Assets > List

e Click on @] to display all assets

e Highlight a number of assets in the list window
° C“Ck Frint
e Double click on Summary Report

FlReports [ % |[ 27|

Labels
faset History

=

e Click @ to print the report to screen

Frinted at 16:51 on Monday, 10th June 2019 - Period &
— Cost 1 T Depreciation R | — WNet Book Value—

Code Start of Year RAdditions Disposals Revaluations End Year Jtart Year Charge Disposals Revaluations End Year S0Y

opoos 65000.00 65000.00 55249.939 5416.67 60666.66 9750.01 4333.
apoosg 80000.00 B0000.00 34000.12 3333.32 37333.44 45999.88 42666.
0oos7 15500.00 15500.00 15500.
00056 6050.00 6050.00 a050.
0oo37 102&.00 102&.00 1026.00 102%.

This report displays Cost, Depreciation and Net Book Value information for the selected assets.

e Close the Summary Report

It is also possible to create labels to identify Attributes, Asset Locations, Asset Codes, Serial
Numbers, Warranty Expiry dates etc. We will create labels later in training.
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Assets > Records > Assets > List

e Click to display all Assets
[ ] Sort by Net Book Value Sort by :  Met Book Yalue I

e Holding down <Ctrl> highlight at least 3 assets:

7l Asset Listing [ 2 S
A | & Q2

Link: Crizpoze || Duplicatef  Print

Sort by :  Met Book Malue |

5 ] 48IDHDSUY 111
BUS-MITSUBISHI 16 SEATE] 94857-9485
VIDED CONFEREMNCING UN: 456/PUI/783-001 b

FlaN "BE£ i b 013006
00056 CABIMETwiall E050.00 @ 2013006
0oas3 SEWING MACHIME IMDUST; 0987890 B000.00 ; 2013006
0o05a SEWIMG MACHIME IMNDUST: 03873 E000.00 ¢ 2013006
0oas3 SEWING MACHIME IMDUST; 0987892 B000.00 © 2013006 j
Narne | Begins with | B  $2217e7.08

e Click Print and double click on Asset History

e Click @ to print the report to screen

e A portion of the report is shown below

Code Hame: Serial No
a0oos BUS 25 SEATER MITSUBISHI ROSAR 3948JDHDSUY111

————— Movement ---——-—
Reference Date Period Type Start NBV (&) Cost (&) Dep. (&) End NBV (§) Audit
00008 12 DEC 08 12/2008 20D 0.00 &0,000.00 20000.00 (9)
Rddition Cost
DEC DEPFREC 31 DEC 08 1272008 CEP 80000.00 {666.67) 79333.33 (61)
JRN DEPFREC 31 JRN 09 1/2008 LEP 79333.33 ({666.67) TE666.66 (73)
FEBE DEFREC 28 FEB 09 2/2009 LEP T8666.66 {666.67) 779959.4949 (89)
MRRCH DEFE 31 MARR 09 3/2009 LEP 77995.99 {666.67) 77333.32 {103)
LFR. DEFEEC 29 RFR 09 4/2008 LEP 77333.32 ({666.67) 76666.65 {117)
MRY DEFREC 30 MRY 09 5/2008 LEP T6666.65 ({666.67) 75999.98 {131)

A detailed report showing Cost, Depreciation and Net Book Value is displayed for each selected
asset.

e Close the report and the Asset Listing window
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7.2 Importing Assets from RM Finance

When payments for assets are processed as part of an Expenditure Payments batch in RM
Finance, they can be flagged by checking the Asset box and then imported into Asset Manager

later.

This requires three simple steps:

1. Enter asset transactions in RM Finance, remembering to flag the Asset box

2. Import flagged transactions into Asset Manager
3. Update asset records with user field information.

Note: Schools using Maze will need to enter details manually

7.2.1

Enter Asset Transactions in RM Finance

Activity:

e Minimise Asset Manager

RM Finance > Transactions > Expenditure

Eﬁﬁ

e Double click on the RM Finance icon on the desktop Ll
e Highlight Manager Corporate Services and enter the password keys

Login

Finance o

(C) RM PLE 2004

EM Finance - Yersion 840 - 7 Decernber 20138
Australia Module - Mersion 8.40 - 7 Decernber 2018

-~

1. Select your user name from the 1ist below

Systerm Adrninistrator
Deputy Principal

Manager Corporate Services
Prineipal

RM&UST

Sehaol Administrator

Comine Cirnmnn Cornlbomd Cobenle

2. Enter your Password

.,

R Login | Quit |
Current Data File:
C:WKEYSWFINANCE S TR AINING SFIN AMCE_DEMO DF 1 @
e Click Login
. Tranzactions
e Click
Expenditure

Expenditure

Select Expenditure
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Select Cheque and click OK

Expenditure Baich Type Selection

Please Select Batch Type...

{" EFT Batch
{ BP&Y Batch

[ alternative Payee  Mone

Leave Create Cheque ticked

Reference [¥ Create Cheque

Enter ALG 001 <Tab>

Enter the Date 10/06/19 (if not on system clock) and <Tab>

Enter 5500 in Total <Tab> <Tab>
Enter Batch Ref 23 <Tab>

Enter the Detail - Satellite Dish for Internet <Tab>

Enter Budget Code of D2355 <Tab>
Enter the Line Total of 5500.00 <Tab>
Enter Tax Code 2 <Tab>
Enter Order No: 234 <Tab>
¥ &zt

Tick the Asset Box <Tab>

Enter Invoice No 336659

i

Expenditure

=

Expenditure
-
Supplier Algar Burns Computing

Date F‘eriodEl

Reference [Ref Mumber | [/ Creats Cheque BatchRef[23 |
..l_ Alternative Payee  None

Add new Expenditure line p

Anal ysis |D2350 |Purchase of Communication Equiprment | [V Asset

Detail  [Satellite Dish for Internet |

Budget  [Dz3ss [ Adrninistration | Bal. | 000 |
Line Total s500.00| 0/M 234 | Ivoice Nu.

Taxcode [z | 1000 % | Tax| 50000

Mett

2000, 00

Controls

Options

<Tab> to drop the transaction to the lower screen

.-".-_-.\-.
[ | )
e Continue ?

This tranzaction will take the budget 02355 over the zet threshold.

Click Yes to the message
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7 Expenditure R ==
) Expenditure | controts
Supplier Algar Burns Computing Options
Reference ¥ Create Cheque Eatch Ref.
[T alternative Pages  None
\
Add new Expenditure line :
Analysis | [ | [ szt
Detail | |
Budget | [ | B | o.o0 |
Line Total 0.00] 0/H | | Invoice Nn.|:|
Tax code Tax .
(s = o o
All Expenditure Lines X Canell
Detail § Hett § Tax 4% Line Total
Satellite Dish for Internet  S000.00  S00.00 S500.00 - '1-‘| window
[ Close window
-1 1,
| Totals S000.00 50000 5500.00 £ Help

e Click or <Enter>

Select Fund.

Please select the fund that you will use for the transaction you have just entered,
Cash Manogement Q8765432

-

Irvestment Afc 43230872

e Click to the Cheque Account or <Enter>

A 0K to BATCH this Expenditure Tranzaction ?

Mo | Yes

e Click Yes or <Enter> to batch the transaction
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e Repeat the above process to enter another expenditure transaction.

Note: Itis important for schools to analyse to the relevant Asset purchase area. Itis
possible to purchase from a curriculum area, but if the asset has a bought value of
>$5000, it must be analyzed in the account range of D1800 through to D2480 of the Chart
of Accounts.

Supplier OFFO001
Date 10/06/19
Total 2000
Batch Ref 23
Detail Television LG
Budget D5005
Line Total 2000
Tax Code 1

O/N 237
Asset Tick

Inv. No. 582963

e Click

e Select the Cheque Account
e Click Yes to batch the transaction

Note: Although the item is less than $5000, it may be entered into Asset Manager as a
Resource in order to manage the school’s resources effectively.

e Repeat for the remaining expenditure transactions

Note: Grandma’s Furnishings has an alternative payee. Say Yes to the message to
continue the transaction without using the alternative payee.

Supplier GRAO0O0O1
Date 10/06/19
Total 5600
Batch Ref 23
Detail Trophy Cabinet
Budget D2005
Line Total 5600
Tax Code 2

O/N 002
Asset Tick

Inv. No. 667788

Note: Schools may elect to use another system to manage resources, but this requires the
approval of the Director of Schools Resourcing and Support. Refer to the Assets and
Resources Manual on the Finance for Schools Website.
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Supplier SUP001
Date 10/06/19
Total 6600
Batch Ref 23
Detall Fridge - Commercial
Budget D2105
Line Total 6600
Tax Code 2
O/N 240
Asset Tick
Inv. No 582-1040
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Check the transactions details before posting

i Ffé;:; Reports
Transactions > Reports L=

e Select the Batched Transactions report

i Records | [Transactions| AdHoc | Custom |

7~ . ™

CRAGENERAL REPORTS Report Options
#11 transactions - - -
Bt iel i) i EREE INCLUDE TRANSACTION TYPES ... SHOWY REPORT WITH ...
Future Postings C [¥! Grass Totals
Purchase Orders M Expenditure [T Totals Only
Alternative Payee Transactions I™ Budget Amendments I short Report Format
Batch Number Report [T Jdournal Transfers o

FICN NUmMDer Fepor M dccruals ete, IF Include Descriptions 7
= Include [nevoice 7

{3 AUDIT REPORTS h I Include User 07N 7
Tranzactions not yet printed (FROM BANK ACCOUNTS ... [ Search Criteria
Year E_"d Statement [T Cash Management [T Report Motes
Cumm1tment5ulm.mar.’u ¥ Cheque Account \
EFTHBPAY.Eerhﬁcahon Lag [ Investrent &/c DESTINATION . -
Record Maintenance Log

" Printer
3 BANK REPORTS
) ) {* Screen
Reconciled transactions L .
. . ™ Page Preview
Unreconciled transactions o
Cash Movement = | {0 Spreadshest
ank Balance + | lgnore Searc

Bank Bal | S h

{23 Tax REPORTS D Simple Search Change Sort Order ‘
Tax Reimbursement (INC) Detiled Szarch -
Tax Reimbursement (EXP) i D Elalled Jeare ‘ (I |

N\

e Uncheck Income, Budget Amendments, Cash Management and Investment A/c

e Click Print |
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Posting Detail Type Date Hett Tax Total Voucher

23

ALGOM Algar Burns Computing

D2350 Purchase of Communication Equipment

D2355 Administration

Cheque Account

Invoice Number 336659

User Order Number 234

Satellite Dish for Internet

Ref Ref Number ESP 10 JUN 2019 5000.00 s00.00 2 5500.00 0]

23

OFFO01 Office Works

D000 Englizh

Ds005 Englizh

Cheque Account

Invoice Number 582963

User Order Number 237

Televizion LG

Ref RefNumber ESP 10 JUN 2019 1818.18 181.82 1 2000.00 03]

23

GRADM Grandma’s Furniture Company

Dzo00 Purchase of Furniture & Fittings

D2005 Furniture - Administration

Cheque Account

Invoice Number G57T38

User Order Number 002

Trophy Cabinet

Ref Ref Number ESP 10 JUN 2019 505091 308.08 2 5500.00 0]

23

SUPDOA Supply West

D2100 Purchase of Plant & Equipment

D2105 Plant and Equipment-Admin

Cheque Account

Invoice Number 582-1040

User Order Number 240

Fridge-Commercial

Ref RefNumber ESP 10 JUN 2019 6000.00 600.00 2 6500.00 &
Key Mett Gross
NG Incotme W Income Correction Total Income 0.00
EZP  Expenditure ESC  Expenditure Correction Budget Amendments 0.oo
ACR Accrual PRE Prepaymert Expenditure Agams‘t Budget 17909.09 18700.00
CRT Creditor DBT Dektor Internal Charging 0.00
ALl Budget Allocation VIR Budget Yirement Journal Transfers 0.00
JML Journal Transfer CHG Internal Charge

The batch total should be $17,909.09 Nett and $19,700.00 Gross

e Check all details carefully, then close the report
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Transactions > View Post Batch

e Click View/Post Batch

% Transactions

?,%;5 Reports @ Help
4 e

Budget

|| Budget

| Wirements
Income

[ [ncame
Expenditure

| Expenditure

|| Credit Hotes

|| New Order

|| Express Order
|| &mend / Process
Functions

| Adiustments and Corrections |~

|| View / Post Batch =
Payrments =

e Click Expenditure and Credit Notes

% Transactions lﬁ

View !/ Post Batch

Budgets
| Budgeis

Income
[ Income

Expenditure

Expenditure and Credit Haotes
| Purchase Orders
| EFT/BPAY Payment Summary

e Enter batch No: 23 into the Batch Ref field

P g

Find Batch

[ Find Batched Expenditure

~

Batch Ref
T

S E—
o[

User Name I:I

Controls

QL Displa

Window

O gissewinda
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To Edit a Batch

Note: If you are in doubt about whether or not you have ticked the Asset box in the posting

screen you can check this in the View/Post Batch screen by clicking on the yellow edit
pencil.

e Highlight the transaction in the list and click Edit il

7l Post Batch to Expenditure Accounts @
-

Gross
Ref. Date Period Value @l Controls

10 JU 2019 =} 5500, 00 0 i

Fef Mumber 10 JUN 2010 =] 2000, 00 Mo ﬂl M Find Batch
Ref Mumber 10 JUM 2019 5] SE00. 00 HO

Ref Mumber 10 JUM 2019 5] BE00. 00 HO yl

Source / Supplier ALGO01 Mett 5000.00
Tax 500.00

Batch Ref. 23
Type ESP

Lescription Multi-Line Expenditure Transaction v Update
Bank 1 Cheque Account
. Window
r ™
Total to post [ Close window
D Help

e Highlight the Expenditure item in the All Expenditure Lines window

Edit selected Expenditure Tine :
Analysis |D2350 |Purchase of Communication Equiprent | [V Aszet
Detail  [Satellite Dish for Internet |
Budgst  [D2355 [ Administration | Bal.| 0.00 |
Line Tatal | ss00.00| O/N 234 | Invoice Nu.
Taxcode [z | 1000w Tax| s00.00|

A1l Expenditure Lines
Dietail $ Mett F Tax % Line Total

Satellite Dish for Internet S00. 00 5500 . 00 [

X Totals S000.00 S00.00 S500.00

e Make the necessary corrections and <Tab> until the Add New Expenditure Line section of
the screen clears

e <Enter> three times to return to the Post Batch window
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If you are ready to post the batch

e Clickon &

to change NO to YES for all items

Fef Humber 10 JUM 2010 &

Fef Humber 10 JUM 2019 200000
Fef Mumber 10 JUM 2019 =} SE00.00
Fef Mumber 10 JUM 2019 =} GBE00. 00

Source / Supplier SUPOO1 Mett S000.00
Tax S00.00

Batch Ref. 23

Type ESP
Description Multi-Line Expenditure Transaction
Bank 1 Cheque &ccount

-

7 Post Batch to Expenditure Accounts
i Gross
Ref. [ate Period Walue

Total to post 19700.00

(-7 sl
Controls

@& Find Batch

+" Lpdate

YWindow

E_ Cloze window

P Help

o Click Update L/ st

Are pou zure you want to post the selected items? Mo

e Click Yes to post the batch

e Close the Post Batch window and minimise RM Finance
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7.2.2

Import Flagged Transactions into Asset Manager

Activity:

Asset Manager > Accounts Link

ﬂ Key Solutions Accounts Link - Import

9 sl

v ok I ¥ Cancel

Period: 6 Change Datafile ‘

Datafile |C:"sKE'1"S"-.FINﬁNEE"-.TRAI HIMGAFINANCE_DEMO .DF1

e Check that the path to the RM Finance datafile is correct and then click OK

7l Purchased Items -7
Cade Name Eought Date walue EEEZEE
TETIIRR SATELLITE DISH FOR IHTERHET 10/06 /2019 S000 .00 HE
TETIIRR TELEUISION LG 10/06 /2019 1818, 18 HC V 1] 4
TETIIEY TROFHY CREIHET 10/06,/2019 S090.91 HE
FETTIER FF | OGE-COMMERC | AL 10,/06 /2019 G000 . 00 MHC
x Cancel
J Expand Line
Cade MNarme Baught Date
| SATELLITE DISH FOR INTERMET | 1006420149
Supplier Purchase Order Inwoice Mo,
|Mgar Burns Computing |EI |336659
Address
277 Albany Highway Aszet Category Bought Yalue
PERTH w4 6012 S000.00
Depreciation Method Years
Straight Line | 0.00
Sales Tel. | Frequency T —
SalesTel. || Manthy | 0.00

Note: An error message will be displayed if the user enters an asset with a Bought Value
less than $5000 or enters the Bought Date of an asset outside of the current period.
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e Click at the top right of the screen to change the NO to YES for all the assets

7] Purchased Items [~ | (3]
YE§. Ho
Code Narne Bought Date Yalue des
7777777  SATELLITE DISH FOR INTERMET 1040642019  5000.00 YEES
TETIIIY TELEUISI10H LG 10/06/2019 1818, 18 YEE V 0K
7777777 TROPHY CREIMET 10/0642019  5090.91 YEE
TETIIIY FFR |1 DGE-COMMERC | AL 10/06/2019 5000, 00 YEE
J Expand Line

Note: Do not click OK until all items have been assigned a category

The new assets must be assigned a category

e With the first Asset highlighted

Vi Purchased ltems -7 (23]
Code Marmne Bought Date Value Eééﬁﬁﬁ
SATELL ITE OISH FOR |IMTERMET 10/06/2019
TELEVISION LG 100642019 1818.18 VEE V 0K
TROPHY CRABIMET 10/08/2019 5090.91 YEE
FF | DGE-COMMERC | AL 10/06/2019  6000.00 VEE
J Expand Line
I

hsset Category

e Click on Asset Category menu
e Select the category as displayed below for each of the items

Asset Category Bought Yalue
| | 5000.00

Furniture Fittings

Office Equipment
Plant Equipment
Photocopiers

Communication Equipment

Asset Asset Category

Satellite dish Communication Equipment
Television LG Resources

Trophy Cabinet Furniture Fittings

Fridge - Commercial  Plant Equipment

Note: Do not click OK until all items have been assigned a category

e Click
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|"/l_.-\"| Reminder; The expand line facility should have already been uzed if there iz

Y more than one item per ling.
DK toupdate dezset records with the selected purchasze items?

Ma

e Click Yes to update Asset records with the selected purchase items
e Close the Accounts Link window
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7.2.3 Updating User Information Fields for Imported Assets

The Asset records have now been imported into the assets data file and can be updated with their
serial numbers and User Field information.

Activity:

Assets > Records > Assets

e Click on E== to view the last asset record (this should be the Fridge - Commercial)

Note: The information that has been imported into Asset Manager. The supplier’s name
and address are included. Click on the arrow at the end of the supplier name field and note
that the invoice number has also been imported

e Click

e Enter the Serial No XRC 987 654

Vi Asset Window [E=R(E=R
E Ao SN adt-ah el 1
Yalues || Postings | User Flds 1'storg Ferno List H. Costs | Rewalue | Dispose | Addition
Code [34] Description Period: 6 s
|DEIDI53 FRIDGE-COMMERCIAL
Serial Mo Bought Yalue Bought Date Cancel
[xRC 957654 $|6000.00 [10/06/2019
Status Cateqary o -
O ned I |P1ant& Equipment ;I —
Supplier Mame |Supply ‘west Find
Supplier Address Insert
12 Horth Strest | sales Tel. || _—
PERTH Wé 6000 Edit
Sales Tel. ||
J || Delete

e Click le==rs and enter the following information

7l User Fields [ | (3]
User Yalues User Sort Keys
Freqof Lease li Lacation |RDDM 23
EndOflease | | CCMumber [D2105
Mo.ltems [ 1 CC Mame [T4E
Lease Payment li Supply Code |S
Residusl Costs | | |warranty Exp [ 10/06/2022

e Close User Fields and click OK
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e Click &4 to move to the previous asset record for the Trophy Cabinet

&

o Cllck Ed't and User Fld=s
e Enter the following information

7l User Fields -7l
Uzer ¥alues Uzer Sart Keys
Freqof Lease | Location | FRONT OFFICE
EndOflesse | | CCMumber [D200S
Mo.ltems [ 1 CC Marnie [ADMINISTRATION
Lease Payment Ii Supply Code |S
Residual Costs Ii ‘Warranty Exp |

e Close User Fields and click OK

e Click to move to the previous asset record for the LG Television

e Click Edit and enter the Serial No LGTV-410789

Code @ Description Period: 6
|E|DE|61 TELEYISIOM LG

Serial Mo. Bought Yalue Bought Date
|LGTV-41D'.-‘89 E |1818.18 10/06/2019

e Click and enter the following note:
7 Memo | =[] E]
Includes televizion stand. WOT TO BE REMOVED FROM THE LIBRA&RY J

Asset Number @ 61

e Close the Memo window
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Jo§

Click on =222 and enter the following

7l

User Fields -7 |[=3a)

User ¥alues User Sort Keys

Freq of Lease Location |LIBRAR\"

End OF Leaze CC Number |DSEII35

Ha. 1tems 1 CC MName |ENGLISH

Leaze Payment Supply Code |S

Residual Costs Warranty Exp | 14/0772020

e Close User Fields and click OK

e Click to move to the previous asset record for the satellite dish
e Click Edit and l*=rf4| and enter the following

F User Fields %Sl

User Yalues

User Sort Keys

Freq of Lease Lacation |LIBRAR‘."

End Of Lease CC Murnber |02355

No. Items 1 CC Mame |ICT

Leaze Payrnent Supply Code |S

Residual Costs warranty Exp | 14/07/2023

Close User Fields and click OK
Close the Assets window
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7.2.4 Expanding alLine

There may be a case where one transaction entered in RM Finance represents more than one
asset or resource. In this case, the Expand line feature can be useful as it will expand the
transaction into individual assets or resources and then information for each asset/resource can be
entered eg: serial number, warranty expiry date.

Activity:

RM Finance > Transactions > Expenditure

The school has purchased 10 new printers for use in individual classrooms at a total cost of
$15,000 ($1500 each gross).

e Maximise Finance

° CIle Transactions

e Select [ Expenditure

e Select Cheque
Expenditure Batch Type Selection

Please Select Batch Type...

{" EFT Batch
{" BPAY Batch

e Click OK

e Enter the Supplier ALG001<Tab>
e Enter the following

7 Expenditure 7Sl
) Expendlture .| Controls
Supplier Algar Burns Computing Options

Date 10 Joy z01e | Peried[s |
Total 15000, 00

Refarence |Ref Humber | [/ Sreate Cheqis Batch Ref.24 |

&l E
L

Add new Expenditure line :

Analysis |D2500 |Purchase of Resources | |7 Aszet

Detail  [Printers X 10 |

Budgst  [D2S05 [Computer Equipment | B | 0.00 |

Line Total | 15000.00 | 04N [251 | rrvoice Nn.

Taxcode | 1| 1000 % | Tax 1363. 64

1] | 7| | v o
Hett
All Expenditure Lines X Larre)
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e Ensure the Asset box is ticked <Tab>
e Enter the Invoice No 58712

e <Tab> to drop the transaction to the lower window

I—"'-_-'\'-I Thig tranzaction will take the budget D 2505 over the zet threshold.
' Continue ?

e Click Yes to the messge

Detail § Hett 3 Tax % Line Total .
Printers X 10 1363636 1363 64 15000 00 ] window
E_ Close window
= ||,
| Totals 1363636 1363.64  15000.00 £ Help
. " Ok
° C||ck
Select Fund.

Please select the fund that you will use for the transaction you have just entered.
02765432

Cash Management

Investment Afc 43259878

e OKtothe Cheque Account

I@' OF. to BATCH this Expenditure Tranzaction ?

Eer

Yes

e Click Yes to batch the transaction

Note: As each asset is less than $5000, it will be entered into Asset Manager as a Resource
in order to manage the school’s resources effectively.
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i ?%:%’Repurts i i
e Click .= in the Transactions menu

e Choose the Batched Transactions report

[ Records |(Transactions] Ad-Hoc | Custom |

s -
3 GENERAL REPORTS Report Options
#11 transactions P .. -
i isli] (reEEaeE INCLUDE TRAMSACTION TYPES ... SHOW REPORT WITH ...
Future Postings [ [V Gross Totals
Purchase Orders ¥ ture [ Totals Only
Alternative Payee Transactions I E ¥ short Report Format
[T Jdournal Transfers
Batch Mumber Report [ fccruas et, = Include Descriptions ?
= Include Invoice 7
3 AUDIT REPORTS e - IT Include User 07N 7
Tranzactions not yet printed FROM BANE ACCOUNTS ... [ SearchCriteria
Year End Statement [T Cash Managemeant [T Report Motes
Commitment Summary ¥ Cheque Accaunt Y
EFT.-’BPAY_Certiﬁcation Lo [ Investment A/t rDESTINATIEIN .
Record Maintenance Log € print
rinter
3] BANK REFORTS
) i & Screen
Reconciled transactions L i
. . {7 Page Preview
Unreconciled transactions P -
Cash Movement FIND TRA&NSACTIONS BASED ON .. € Spreadsheet
\
Eank Balance lgnare Search
{3 Tax REFORTS D Simple Search Change Sort Order |
Tax Reimbursement (INC) Detailed Search —
Tax Reimbursement (EXP) X D Ehalled eare | (o] |

e Uncheck Income, Budget Amendments, Investment and Cash Management

e Click Print
Posting Detail Type Date Hett Tax Total Voucher
24
ALGO01 Algar Burns Computing
02500 Purchase of Rezources
02505 Computer Equipment
Chegue Account
Invoice Number 58712
User Order Number 251
Printers X 10
Ref Ref Number ESP 10 JUN 2018 13636.36 1363.64 1 15000.00 ®

e Check the details carefully then close the report
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e Go to View/Post Batch in the Transactions menu

Functions

| Adiustments and Corrections |~
' THEET 1137 L TaT E.

[ ¥iew ¢ Post Batch =
T Fauments =

e Click on Expenditure and Credit Notes

Expenditure
Expenditure and Credit Motes I
Purchase Orders

[ EFT/BPAY Payment Summary

e Enter Batch 24 into the Batch Ref field

Find Batch
[ Find Batched Expenditure ] Controls
r | & pispla
Batch Ref
Date Range from I:I
] E— | AL
E_ Close window
User Name I:I
2 Help
.

e Click Display =< bisslau

e Click @] to change the NO to YES

il Post Batch to Expenditure Accounts
-
Gross
Ref. [Date Perind Yalue @
Fef Humber 10 JUN 2019 [} 15000 .00 YES

5l
2|

Source # Supplier aLGO01 Mett 13636.36
Tax 1363.64
Batch Ref. 24
Type ESP
Description Multi-Line Expenditure Transaction
Eank 1 Cheque Account
.
-~ -

Total to post

15000.00

B =

Controls

@& Find Batch

+ Lpdate

YWindow

E_ Close window

D Help

o Click ¥ % and Yes to post the batch

e Minimise RM Finance
e Return to Asset Manager

CIVICa

Asset Manager Training Notes 20194-Jan-19

Page 83 of 128
© 2019 Civica Pty Ltd



Assets > Accounts Link

. Ciick

ﬂ Key Solutions Accounts Link - Import @
v ok I % Cancel Period: 6 Change Datafile ‘

Datafile |C:"sKE'1"S"-.FINﬁNEE"-.TRAI HIMGAFINANCE_DEMO .DF1

. v
e Click E=X to change the NOto a YES
i Purchased Items =<
Code Mame Bought Date Yalue Eééiﬁﬁ

FRINTERS % 10 E] ) VES
J Expand Line
Code Name Eought Date
| PRINTERS % 10 [ 10/08/2013
Supplier Purchase Order Invoice Mo
|Mgar Burns Computing |D |58'.-‘12
Address
277 Albany Highway fsset Categary Bought Y¥alue
PERTH 'wé 6012 I 13636.36
Depreciation Method Years
Straight Line | 0.00
peleslel | Frequency Percentage
Sales Tel. | Manthly | 0.00

Before using the Expand Line Feature, the Asset or Resource will need to have its category
assigned and any editing to the detail will need to be completed before the Expand Line Feature is
activated.

Aazet Category
o Clickon ——— 1 and select Resources (as each printer is less than $5000)

Hame

e Change the Name to Printer HP 2400 [IPRINTER HP 2400

=
° CI|Ck Expand Line

e Enter 10 as the required number of lines

Expand Line

vIx]

Expand transaction Tine to farm 10 Tines

Expand Line

e Click on the green tick ~x]
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Expand transaction line to form 10 Azzet nes. Are pou

sue?

Yes

Click Yes to expand the transaction

The purchased items window will display 10 items instead of the original one.

7 Purchased Items

Caode Mame

Eought Date

[ Jfmesal

FRINTER HF 2400
FRINTER HF 2400
FRINTER HP 2400
FRINTER HP 2400
FRINTER HP 2400
FRINTER HP 2400

FRORTER R A

1006 /2019
10,06 /2019
10,06 /2019
10,06 /2019
10,06 /2019
1006 /20149
1006 /20149
10/06,/2019

N Rt T

1363 .64 YES
1363 .64 YEE
136364 YEE
136364 YES
1363 . 64 WEE ﬂ

jixpand L'ineé

277 dlbany Highway
PERTH "4 6012

fszet Categary

Rezsources |

Depreciation Method

Mone

Sales Tel. I |
Sales Tel. |

Frequency

Wy I

Conde Marmne Bought Date
| PRINTER HP 2400 | 10/06/2019
Supplier Purchase Order Imvoice Na.

|#1g9ar Burns Computing [0 |58712

Address

Bought Yalue

13636.36

Years

0.00

Percentage

0.00

e Click ok ¥

¥ more than one item per line.

OF to update Azset recards with the selected purchasze items?

| Feminder: The expand line facility should have already been used if there is

Mo | Yes

Click Yes to update the Asset records with the selected purchase items

The 10 printers are now ready for serial numbers, user field information and ancillary information
(Printer make, model and S/N) to be added.

Close the Accounts Link window
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Assets > Records > Assets

e Click on the last record icon to view the last asset record — 00073 Printer HP 2400
e Click Edit

e Enter Serial No 12345678

7 Asset Window [ B (]
Bl @ K@D | Q|4 G|
Yalues || Postings | User Flds 'istorg Merno List H. Costs | Rewalue | Dispose | Addition
Code [G] Description Period: 6 s
|DDD?3 PRINTER HP 2400
Serial No. Bought Yalue Bought Date Cancel
[12345678 $|1363.64 [10/06/2019
Status Cateqary o -
Owned I | Resources I
: : Find
Supplier Mame |41gar Burns Computing
Supplier Address Insert
237 &lbany Highway J Sales Tel. || —
PERTH W& 6012 Edit
Sales Tel. ||
J || Delete

e Click J and enter the following:

7l User Fields 7|
User alues User Sort Keys
Freq of Lease li Lacation |RDDI“1 2
EndOflease [ | OO Humber [D2505
Moltems [ 1 EC Mame | RESOURCES
Lease Payment li Supply Code |S
ResiduglCosts | |warranty Exp [10/06/2020

e Close the User Fields window and click OK

Note: At school this process would need to be repeated for the other nine printers. We
will not do this in training.

Note: An error message will display if a user attempts to enter an asset with a bought
value of less than $5000 or if an asset is not within the current period and year of the
datafile.
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7.3 Asset Additions

Asset additions may be made to an existing asset, which depending on the addition, may increase
the value of the asset. Any asset addition must be entered into Asset Manager in the month of
purchase as asset additions have implications for depreciation.

Activity:

Assets > Records > Assets

The newly purchased commercial refrigerator has unsuitable shelving for storing food, so the
school has replaced the existing rack shelving with slide out enclosed drawer shelving at a cost
of $450.

e Click

e Tab to Description, type Fridge and <Enter>

e Scroll forward one record to the Fridge Commercial - Code 00063

Code @ Description Period: 6
| D006z FRIDGE-COMMERCIAL

Serial No. Eought Y¥alue Bought Date

|xRC 957654 $ | 6000.00 [10/06/2019

Ensure the record for the fridge is the Commercial fridge purchased on 8th June

@
° C“Ck Addition

e Add the Reference 63547 (Which could be a receipt or invoice No:)
e Add the cost of the shelving $450.00 in the Addition Value field
e Add the following note

Addition

V DK x Cancel

Reference Date Addition Yal ue
| 63547 [1oaun 19 $ 450.00

hotes

Eelvinator Compact & drawer shelwing for Commercial J
Fridge XRC 987 654

e Click
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Are pou zure you wizh bo pozt this Addition?

e Click Yes to post the addition

|V % I !x Cancell

Please select the output for the
Addition Audit Report

Screen |

e Click E

5555 West Coast District HIgh School - Rudit Reports

Bddition Audit Beport as at 11:03 on Monday,10th June
2ddition Audit

2019 - Period &

for Commercial Fridge XRC 987 &54

Page 1

Report Ho. 99

Reference 63547, Eelvinator Compact & drawer shelwing
————— Movement -----
Code Name Start NEV (%) Cost (%) Dep. {#) End NBV (%) Aunditc
00063 Straight Line &,000.00 450.00 6,450.00
FRIDGE-COMMERCIRTL {BE7)
EEPORT TOTAL 3 450.00 0.00

1 RECORDS FRINTED

e View, then close the report

e Close the Assets window
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7.4 Asset Manager Labels

Asset lablels can be produced from either the List window or through Records > Reports > Labels.
Labels can be printed with information relating to the Asset such as the Name, Code, Serial No.
Warranty Expiry date, Bought date and where the Asset will be located and CC Name.

Activity:

Assets > Records > Reports > Labels

Fl Assets (-7 |

== = e
= [ o
Transactions Eecords Period End Pe”Od. 6
Assets
Categories
¥" Reports

Asset Records

Asset Summary

Insurance Ualuation
¥ Labels

The school wishes to create new labels for the newly acquired assets

e Enter Laptop in the Label Title field
e Select the following items from each of the drop-down menus

Z Labels o s
(¥iking Direct C24100) —
Label Title [Laptop Lo
Exizting Labels Mew Label | Save

=
Label Setup ... ‘H

L,

A
|Asset Code j IAsset Hame j f—

Geneva Bpt (Top Left) Geneva Jpt (Top Right)
| Location j [
Geneva 9pt (Centre)

ISeria] Mo, j =

Genewa 9pt (Centre)

IBought [ate j ICI: ET j \,

Geneva Ipt (Bottom Left) Geneva Jpt (Bottorn Right)
il B ok

Note: Clicking on allows the user to change font and font size

e Click iFind an
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e Enter the Asset Codes for the laptops — 00019 to 00026
e Choose the Asset Category of Resources

Label Search
|/ 0K ”X CancelI
Azt Code | 00019 To |000Z6
Serial No | To |

Frequency

e Click and &
e Click

Note: At school do not print labels from the screen, send them directly to the printer.

e View, then close the labels

<&

e Click == This will save the labels for further use

e Select New Label from the Existing Labels menu

7| Labels
(Miking Drirect C241000
Label Title ILathp

Existing Labels Laptop

Label Setup ... Laptc-p

g Mew Label

e Enter Printers
e Make the following selections

Genewa 9pt (Centre)

i Labels (% |mesel
(Viking Direct C24100) I
Label Title [Printer <%
Exizting Labels  Mew Label | Save

=
Label Setup ... ‘H

L P Delete
|Asset Name j IAsset Code j f—
Geneva Bpt (Top Left) Geneva Jpt (Top Right)

| Bought Date j Se]ecd
Geneva 9pt (Centre)

ISeria] Ho. j =

II:I: Humaber j ICC Mame j

Geneva Ipt (Bottom Left) Geneva Jpt (Bottorn Right)
il b
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Note: Clicking on . allows the user to change font and font size

e Click iFind an
e Enter the Asset Codes (00064-00073) for the HP Printers
e Choose the Asset Category of Resources

Label Search

|/ 0K ”x Cancell

Asset Code | 00064 | To 00073
Serial Mo | To |

#sset Category  Dep. Type Frequency

Motar Yehicl
Artworks

rly
=arly

Sum of igit]
J Mone
Library Reft v | |00

e Click and
e Click

2]
o Click ===

F Labels em==

(Yiking Ditrect C24100)

Label Title |Printer <

Existing Labels Printer Save
— Lt — | &
Label Setup .. SEEE m
— — 7| Lpekete
Asset Mame St Leiz - |

Ok

The selections are saved for future use

° Close

e Minimise Assets
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8 Library Collection

At the end of June and December schools are required to enter purchases from the preceding six
month period for Library Collection and Library Collection Replacement Reserve purchases into
the Assets module.

1. Expenditure transactions for Library Collection purchases are posted to analysis code D2480.

2. For Parliamentary reporting purposes, funds purchased from the Library Collection
Replacement Reserve are expended by transferring the funds to the appropriate C24XX
Transferred from Reserves Account. The funds are then budgeted to the relevant D Budget
Account with the Expenditure transaction for Library purchases posted to analysis code D2480.

3. For the same purpose, the Donations to the Library Deductible Gift Recipient Fund are
expended by transferring the funds from the N29XX to the appropriate C25XX Transferred from
Deductible Gift Recipient Fund account. The funds are then budgeted to the relevant D budget
account with the Expenditure transaction for the Library purchases posted to analysis code
D2480.

Use the Analysis reports in RM Finance to view the transactions for the required periods for the
D2480 analysis code.
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8.1 Library Collection Analysis Report

Activity:

RM Finance > Reporting > Transactions

Maximise Finance

Select Reporting from the main menu
Select the Transaction tab

Reporting

Select All Transactions, Expenditure and Short Report Format

f Records

3 GENERAL REPORTS

#i1l transactions

Batched transactions

Future Postings

Purchase Orders

&lternative Payee Transactions
Batch Number Repart

5] AUDIT REPORTS

Transactions not yet printed
‘fear End Statement
Commitment Summary
EFT/BPAY Certification Log
Record Maintenance Log

25 BANK REPORTS

Reconciled transactions
Unreconciled transactions
Cash Movemnent

Eank Balance

9 Tax REPORTS

Tax Reimburserment IHC)
Tax Reimbursement (EXP)

]( Transactions ](

Ad-Hoc

]( Custom 1

Report Options

T Income

¥ Expenditure

[T Budget Amendments

[T Internal Charges

[T Journal Transfers
[T &ccruals ete.

.

(INCLUDE TR&NSACTION T PES ...

(SHOW REFORT WITH ...

¥ Gross Totals
Totals Onl

[ Include Descriptions 7
[T Include Irvaice 7

[T Include User 04K 7

(FROM BANK ACCOLINTS ..

[T SearchCriteria

[T Cash Managernent
¥ Cheque Account
[T Imvestment Asc

[T Report Motes

"

‘DESTINATION ...
¢ Printer
& Screen

\

" Page Preview

D Ignare Search
Simple Search

(FIND TRANSACTIONS BASED ON ..

™ Spreadsheet

Change Sort Order

D Detailed Search
L

Print

Click Simple Search

FIND TRANSACTIONS BASED OK ...

D Ignare Search

Simple Search

D Detailed Search
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e Enter the following

F

7l Simple Search 2|

o =
From Ta

Budgets

Supplier / Source

final yzes Oz420| | |D2488
Periods | |

Reconcile Ref

Youcher

Batch

| |
| |
| |
| |
Date | 1 1an 2@9| | (38 2w zme |
| |
| |
| |
| |

Batch Date

Uzer Order Mumber | | | |

i’ Cloge @ Help
a

%

e Close the simple search window

. ‘ Print I

e Click

Account  Analysis Budget Ref Type Date Hett Tax Total Voucher
AGMOO1 02430 D5005 1234 SCHAD ESP 28 MAR 2019 1818.18 181.82 1 2000.00 74
BOOODO1 D2480 D5305 1235 SCHAD ESP 28 MAR 2019 3090.91 309.08 1 3400.00 75
Key Hett Gross
MG Income IiZ Income Carrection Total Income .00

ESP  Expendiure ESC  Expenditure Correction Budget Amendments 0.a0

ACR Accrual PRE Prepayment Expenditure Against Budget 490909 S400.00

e Make a note of the total Nett Expenditure against the Library Collection Budget which should
be|$4 909.09

e Close the report and minimise RM Finance
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8.2 Entering the Library Collection

Activity:
Assets > Records > Assets
e Click Insert
e Enter Library Collection June 2019 in Description
e Enter Bought Value: 4909.09
e Enter Bought Date: 30/06/2019
e Select Category: Library Collection
i Asset Window o] @ [
51| & @5 | Q|5 G| ¢
Values || Postings | User Flds istorg Merno List H. Costs || Rewalue | Dispose | Addition
Code @ Description Period: 6 e
|0oo74 LIERARY COLLECTION JUNE 2019
Serial Mo Eought ¥alue Eought Date Cancel
| | 4909.09 |30/06/2019
Status Categary o< 33
O Tied | | Library Callection | —_—
Supplier Name | Al
Supplier Address Insert
J —I: Edit
J | | Delete

Note: Enter the Nett value. For the Library Collection, the Bought Date is the date the entry
is being made, in either June or December, regardless of when in the preceding six months
the items were purchased.

e Click OK
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9 Period End
9.1 Backing up the Datafile

Prior to running the period end function the asset datafile must be backed up. All users must be
logged out of the application before running the backup procedure.

Activity:

Exit Asset Manager

B

e On the Desktop double click | =y

=

° DOUble C”Ck Create Archive
e Enter your school as the Application Owner
e Enter an Archive Description of Pre-period end Assets June 2019

e Click on Ll

e Navigate to C:Keys\Assets32\Training\As413

Note: At school you will navigate to K:\\RMBD as described in the Asset Manager Manual.

Insert the current Year

[% Safe Backup @

Application Owner  |WCDHS Date |3/06/2017 3:49:10 PM w m ‘

Pre-Period End Assets June 20

Archive Description Create Archive Main tenu

Select the files you wish to appear in the archive

Name | Modified 5ize| Path |
Asd13.df1 9/06/2017 3:47:... 4.45 MB  C:\keys\ASSET32\Training

=

° ClICk Create Archive

e Name the File name: PPE Assets June 2019

File name: | PPE Assets June 2019

Note: The backup is saved to the Desktop for training purposes only. At school the backup is
saved to a pen drive. For more information refer to New Safe Backup for Non Terminal Server
Schools
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e Save to the Desktop

Safe Backup @
Archive successfully created at Ci\Users\shenny\Desktop\PPE Assets June
2017 zip.
e Click OK

e Close the Safe Backup window and log back into Asset Manager
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9.2 Running Period End

Activity:

Assets > Period End

e, |

e Click _periedEnd

‘g, There are 23 Agszet records that still require Depreciation before you can un a
/_lé. Feriod or Vear End. You will will automatically be taken ta the Depreciation

zcreen after clicking OF.

e Click OK

Asset Selection

Period: 6
Display Assets fitting the following criteria :
cote | [ v ]
Fregquency fiszet Categary

Location |

CEC Number |

CC Name |
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*

e To depreciate all assets in the Depreciation window click on to change the No to a

o~

Yes
7l Depreciation T[]
. . \'l§> Hi - _

Code Description E/E E $[miel  Period: 6
0000 TROPHY CAEIHET
ooooz FIAHD UFRIGHT DIGITAL Fer 12.50 125.00 YES V 0K
ooooz FIAHMD GRAHD EBAEY BEALE Fer 12.50 156,25 YES
00004 TYMPAN | Fer 12.50 72.92 VES
oooas L IERARY REFEREMCES Fer 20,00 1,333.24 YES
00006 COMPACTUS 12 BAY Fer 10,00 75.00 VES
oooo? LAMIHATOR FROLL S00MM O Fer 12.50 92,73 YES
oooos EUS 12 SEATER TOVOTA H  Fer 20.00 1,083 .34 VES
[ululuul=} EUS 25 SEATER MITSUEIS Fer 10,00 656 .67 YES
00010 FHOTOCOF IER KOMICA MIN - Per 20.00 333.34 VES
oooii FHOTOCOP |ER KOHICA MIH Fer 20,00 23334 VES ;I
oooo1 TROPHY CABIMET Per ” 100 % G667
Depreciation Type : Straight Line Cozt End of Year : S§000.00

Serial Murber : Dep. End of Year - 3733 44

Asset Categary : MEY End of Year : 4266.56

Frequency : Monthly Residual Cost
| 23 Azsets Displayed Total of § 5,653.98

. Click

Important:

When entering the ‘Reference’ for Period End, use Jun 2019 or June

19. The ‘History’ screen of an Asset allows for 8 characters, therefore
if more than 8 are entered, the reference will not display correctly.

e Enter the following details

Zl Processing References TS|
|/ oK I ‘x CancelI
[rate Reference
ICEICRE] |Jun z019
Details
Depreciation ;I
=l
Depreciation posted to Period & Year 2019,
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e Click

Are pou sure you wizh to post the Depreciation?

e Read the message and click Yes

e Print the Depreciation Audit report

A portion of the report is displayed below

Reference JUNWE 2019, Depreciation
————— Movement —--——--

Code Name Start NBV (%) Cost (&) Dep. (%) End NBV (%) Audit
ooool Straight Line 10.00 % 4,266.56 {686.6T) 4,199.89

TROPHY CRBINET {BEI)
oooo2 Straight Line 12.50 % 5,000.00 {125.00) 4,875.00

PIANO UPRIGHT DIGITAL YAMRHZ CE&0 {B70)
oooo3 Straight Line 12.50 % &,250.00 {156.25) &,0983.75

PIANC GERND BABY BERLE {BT1)
0ooo4 Straight Line 12.50 % 2,916.80 [72.92) 2,843.68

TYMPANI {B72)
000035 Straight Line 20.00 % 5,333.34 {1,333.34) 4,000.00

LIEEARY REFERENCES {B73)
00006 Straight Line 10.00 % 4,800.00 {75.00) 4,725.00

COMPRCTIUS 12 BRY {B74)
oooa7 Straight Line 12.50 % 3,750.00 {93.75) 3,856.25

LAMINATOR ROLL S00MM DOCUSEAL 3100 {B75)
ooooa Straight Line 20.00 % 4,333.34 {1,083.34) 3,250.00

BUS 12 SEATER TOYOTA HIACE {B76)
oooog Straight Line 10.00 % 42,666.56 {666.67) 41,999,589

BUS 25 SEARTER MITSUBISHI ROSA {BT7)
ooolo Straight Line 20.00 % 1,333.34 {333.34) 1,000.00

PHOTCCOPIER KONICA MINOLTL C451 {B78)
0oo11 Straight Line 20.00 % 1,333.34 [333.34) 1,000.00

PHOTCOCOPIER KONICAR MINOLTL C451 {B79)
00012 Straight Line 20.00 % 1,333.34 {333.34) 1,000.00

PHOTCCOPIER KONICA MINOLTL C451 {B80)
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e View and close the report

Are pou sure you wish bo initiate a period end?

e Click - and

The records are then updated

- |Updating Recards [Processing Perod End)...

You should now be in Period 7

Yes.
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10 Reports

10.1Period End Reports

After running Period End, two End-of-Month reports should be printed:
1. Management Report (provides a summary of the school’s fixed assets)
2. FREDA Asset report

10.1.1 Management Report

Activity:

Assets > Management

i Management (7 mel
0K I | Cancell ? % = -

Vo % it || % | Period: 7
|7 Colurnn 1 |7 Columnn 2 |7 Column 3 |7 Colurnn 4
Furniture & Fittings ‘Dfﬁce Equipment Flant & Equiprent ‘Photocopiers
Include : Include : Irc:lude Include :
Furniture & Fittings :‘ Office Equipment :‘ Plant & Equiprnent :‘ Photocopiers :‘
F Colurnn S IF Colurnn & |7 Colurnn 7 IV Coluran 2
Communication Equipmen | Comnputer Equiprnent Motor Wehicles Artworks
Include : Include : Include Include :
Comrmunication Equipr:‘ Cornputer Equiprnent :‘ Motor Wehicles :‘ Artworks :‘
|7 Column 9 |7 Colurn 10 |7 Column 11 |7 Columnn 12
Resources Software |Librarg References Library Collection
Inzlude : Inzlude : Include : Inzlude :
Resources :‘ Software :‘ ‘Librarg References :‘ Library Collection :‘
F Colurnn 13 I_ Colurnn 14 l_ Colurnn 15 I_ Colurnn 16
Buzes ‘ | ‘
Include : Include : Inetude : Include :

- B B 5

s
e Click on [=2etiens

e Check that the period and year reflects prior period details

Show Report as at :

Period | & Year | 2019

I_ Forecaszt Depreciation

e Close the Management Report Options window

e ClickOK and ¥ @ and OK

e Follow the instructions to change the page orientation to Landscape
e View then close the report

e Reset the page orientation to Portrait

Note: For further details on the Management report, refer to the Asset Manager Manual
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At school, do NOT send the Period End Management report to the

screen and then the printer as this will cause your computer to freeze.
This is a known issue.

10.1.2 FREDA Asset Report

Activity:

Assets > System

e Click on —_Sustem |

o Click ==t in the bottom right of the screen

e When running this report for the first time, choose your school type by clicking on the
relevant radio button

Note: The start date is always the current financial year of 01/07/20XX

7] FREDA- AssetData | 7 [[wi3a
J|><.|

School Code

I 5555
Reporting Month Reporting Date

I = I 01406/2015

Start Date End Date
[1JuL 18 to | 30/06/2019

& Schoal
 ESC
 Other

File S ave Path
| GAFDANVAS201906.DAT

Clicking the green tick will generate and send the report. A confirmation message will also be
displayed, but will reflect the G\: drive at your school.

': File C:AFDANAS 200407, DAT written succezsiully,

Note: See the Asset Manager Manual for further information on FREDA Asset Reporting.
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10.2 Ad-Hoc Reports

Ad-Hoc Reports allows flexibility for users to create custom reports using a variety of templates
and fields. The following Ad-Hoc report will show the Bought Value and Bought Date of Assets
and Resources, which may be beneficial when identifying the useful life of an asset or resource

10.2.1 Ad-Hoc Reports Icons

Report set up screen
Report edit screen
Report print preview

Report sent to printer

Report export

Activity:

Assets > Ad-Hoc

Aud—Ho:

A template window will open with the Column AHR highlighted by default

7 Select template for new report E\@
Column AHR -
Label: 3435 =
Fiow AHR Calummnar Feport az of Date

Colurin 1 Colurnn 2 Colurn3

Fecord 1 Field Field

Recaord 2 Field Field

Record 2 Figld Field

Record 4 Figld Field

Frecord 5 Field Field

Record B Field Field

Fecord 7 Figld Figld

Record 8 Field Figled

Record 3 Field Figled

Recard 10 Figld Field _
| | ’

{* DMNIS
Data zource:
~ 50L
Cancel | (]9 |

e Click to select the Column AHR
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e Click Hl to the left of Reportl in the top left hand corner

e From the drop down menu

ﬂ Reportl

Restore
Move
Size

—  Minimize

o Maximize

Close Ctrl+F4

e Select Maximise

e Click on the Field -9 | menu and select Add Fields

Field

Sort

Add Eields...

Add Calculation...
Add AND

Add OR

Add Comment

Alter Mame...
Inwvisible
Totaled

Format

Ctrl+F

Ctrl+1
Ctrl+T
b

e Ensure that FA_Accounts is selected in the top pane

Zl Add fields

A AL Armnstiong - AP
Fa_CATEGORIES Armgtrong -
F&_DELETED Armgtrang - D
Fa_HISTORY Armgtrong - A
F&_SYSTEM Arrztrang - C w

4 3

F&_CODE Unique Code i‘

Fa_SEQ

Fa_MakE Description

FA_USED |lzed Flag

F&_TYPE Type Motor/Eqe

FA_DEP_T¥PE Straight/Reduci

Fa BOUGHT_Wal

FA_BOUGHTDATE

Fa STATUS 0=0pend1=Mil v

F& SFRIAI MM il

1 3

=

Select file |

Dezelect file |

Select all fields

Add and firish

|
Add and continue |
|
Undo changes |

Finish |

Field Sort

| &

Add Fields...

Ctrl+F
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e Double click on FA_CODE in the bottom pane

e Continue to double click FA_NAME, , FABOUGHT VAL, FA_BOUGHTDATE and
FA_TYPE

e Click Finish

ﬂ Repertl

o[@

inl

e Click Print Preview

Note: Clicking will send the report to the printer

A portion of the report is displayed below

FA ACCOUNTSFA CODE  FA ACCOUNTSFA NAME FA ACCOUNTE FA BOUGHT WAL  FA ACCOUNTS FA BOUGHTDATE — FA ACCOUNTSFA T
onaot TROPHY CABINET 5000.00 09/12/2008
onooz PIAMNO UPRIGHT DIGITAL vAMAHA CBD 12000.00 10/12/2008
00003 PIAMND GRAND BABY BEALE 15000.00 03/12/2008
onoo4 TMPARN 7000.00 04/12/2008
00noos LIBRARY REFEREMCES f0000.00 T2f12/2008
00006 COMPACTUS 12 BAY 9000.00 01/12/2008
00oo? LAMINATOR ROLL 800MM DOCLUISEAL 3100 3000.00 15/12/2008
00oos BUS 12 SEATER TOYOTAHIACE E5000.00 0141242008
o0non BUS 25 SEATER MITSUBISHI ROSA &0000.00 1241242008
onoio PHOTOCOPIER KONICA MINOLTA C451 20000.00 01/12/2008
onat PHOTOCOPIER KONICA MINOLTA C451 20000.00 01/12/2008
onoiz PHOTOCOPIER KONICA MINOLTA C451 20000.00 01/12/2008
onot3 FRIDGE COMMERCIAL 850L ARCUS 700 10000.00 01/12/2008
onat4 SERVER DELL POMYEREDGE 4210 10000.00 01/12/2008
ono1s PAINTING ACRYLIC S ROBERTSON WATER DREAMING 9000.00 13/12/2008
00016 COMPUTER LAPTOP ACER 6935 3400.00 01/12/2008
onoty COMPUTER LAFTOF ACER 5935 3400.00 01/12/2008
ooo1s COMPUTER LAPTOF ACER 5935 3400.00 0141242008
onotd COMPUTER LAPTOF ACER 5335 3400.00 0141242008
onoza COMPUTER LAPTOP ACER 5335 3400.00 01/12/2008
onozi COMPUTER LAPTOP ACER 5335 3400.00 01/12/2008
ono2z COMPUTER LAPTOP ACER 5335 3400.00 01/12/2008
ono23 COMPUTER LAFTOP ACER 6935 3400.00 01/12/2008
ono24 COMPUTER LAPTOP ACER 6935 3400.00 01/12/2008
00025 COMPUTER LAPTOP ACER 6935 3400.00 01/12/2008
00026 COMPUTER LAPTOP ACER 6935 3400.00 01/12/2008
ooo27? TELEVISION FLATSCREEN SONY KDL4024500 3000.00 0z/12/2008

e Keep the report open
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It is also possible to copy and paste the report into an Excel Spreadsheet for further editing if

required

ElNE

ﬂ Set export type and destination @
Dif
=

dBaze

Lotug Port
Delimited [commas
Clipboard

Ore field per line

OMMIS data transfer Publish
] _cees |

e Click Export

e Highlight Delimited (tabs) and click £ |
e Open Excel and Paste

L18 - I

A B c D E F G H
00001, "TROPHY CABINET",8000.00,"09/12/2008",1
00002,"PIANO UPRIGHT DIGITAL YAMAHA C60",12000.00,"10/12/2008",3
00003,"PIANO GRAND BABY BEALE",15000.00,"03/12,/2008",3
00004, "TYMPANI", 7000.00,"04/12/2008", 3
00005, "LIBRARY REFERENCES",80000.00,"12/12/2008",11
00006, "COMPACTUS 12 BAY",9000.00,"01/12/2008", 1
00007,"LAMINATOR ROLL 800MNM DOCUSEAL 3100",9000.00,"15/12/2008",2
00008,"BUS 12 SEATER TOYOTA HIACE",65000.00,"01/12/2008",7
00009,"BUS 25 SEATER MITSUBISHI ROSA",80000.00,"12/12/2008",13
00010,"PHOTOCOPIER KONICA MINOLTA C451",20000.00,"01/12/2008" 4
00011, "PHOTOCOPIER KONICA MINOLTA C451",20000.00,"01/12/2008" 4
00012, "PHOTOCOPIER KONICA MINOLTA C451",20000.00,"01/12/2008" 4
00013,"FRIDGE COMMERCIAL 850L ARCUS 700",10000.00,"01/12/2008",3
00014, "SERVER DELL POWEREDGE 4210",10000.00,"01/12/2008",5
00015, "PAINTING ACRYLIC S ROBERTSON WATER DREAMING",9000.00,"13/12/2008",8
16 00016,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
17 00017,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
18 |00018,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
19 00019,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
20 00020,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
21 00021,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
22 00022,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
23 00023,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
24 00024,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
25 00025,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
26 00026,"COMPUTER LAPTOP ACER 6935",3400.00,"01/12/2008",9
27 |00027,"TELEVISION ELATSCREEN SONY KDL4024500",3000.00,"02/12/2008",9
28 00028, "TELEVISION FLATSCREEN SONY KDL4024500",3000.00,"02/12/2008",9
29 00029, "TELEVISION FLATSCREEN SONY KDL4024500",3000.00,"02/12,/2008",9

L =T = I R = R B ST N ]

H = =S
Blw M= O

The report may now be edited in Excel

e Close Excel and Ad Hoc
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10.3Asset Manager Reports

There are two main areas within Asset Manager that give access to a variety of reports. The first is
through the Assets window where we can access a range of reports on the assets at our school.
The second is through the System window where we have access to the Stock Take List.

10.3.1 Asset Record Reports

Assets > Records > Reports > Asset Records

v’ Asset Records
Asset Summary
Insurance Daluation
Labels

v Reports

Any combination of options, searches and sort orders can be applied to compile reports

7l Asset Record Report [~ |3

Show report with :-

[~ Financial Info |V = I ‘x [:ancelI

[~ Posting Info

[ Nominal Accounts M

[T General Info

[~ Notes ¥  Ignore Search

I~ User Fields -

™ Indent Links SITE SERTEE
[T only Subtotals Detailed Search

Change Sort Order

e Financial Info will display information held in the Values window

Posting Info will display basic posting information, for example the number of depreciation
postings to date

Nominal Accounts cannot be used

General Info displays Supplier details

Notes displays information held in the Memo window

User Fields displays all user field information held

Simple Search allows users to choose assets to report on by category, codes or serial numbers.

7l Simple Search [ 2 |3l
| / =] I |x Cancell

Asaet Code | To |
Serial No | Ta |

Detailed Search provides more comprehensive search options.
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7 Detailed Search |- |3l
Wame | to |

Bought Date | to |

Supplier Hame | to |

Location | ta |

LCC Number | ta |

LC Name | ta |

Supply Code | to |

‘warranty Exp | to |

Freq of Lease | to |

End Of Lease | to |

Mo. [tems | to |

Lease Payment | ta |

Residual Cost | ta |

Project | to |

Cost Centre | to |

Period l_ ta l_ Year l_ ta l_

Information must be entered in both the left and right columns to apply the limits of the search.

Change Sort Order provides options for sorting the information in the report and/or applying
subtotals to the report.

trvailable Sorts

Selected Sorts

7l Sorting and Subtotals @

Code -
Name

Serial MNo.
Aszset Mo
Asset Category
Bought Date
Next Posting
Freq of Lease
End Of Lease
Ho. Items
Lease Payment

Location -
[l Y PRT.RN (WA

=l

{* #scending
{~ Descending

{* NoSubtotal
(" Subtotal
J = Mew Page

Double clicking on the field name in the Available Sorts column will move it to the Selected Sorts
column to be applied to the report.

CIVICa

Asset Manager Training Notes 20194-Jan-19

Page 109 of 128
© 2019 Civica Pty Ltd



Activity:

Assets > Records > Reports > Asset Records

Check all boxes except Nominal Accounts

i

Show report with :-

¥ Financial Info

[¥ Posting Info

[T Wominal Accounts
¥ General Info

[ MNotes

[ User Fields

™ only Subtatals

-5l

|V % I ‘x CancelI
Screen

Ignore Search

Simple Search

v~ Detailed Search

Change Sort Order

o click ¥ &lto print to screen

Information entered into the checked box fields are displayed
Asset Record Report

Lazet Record Eeport a3 at 11:48 on Tuesday,llth June 2019 - Pericd 7

Code Hame Serial No. NEV Mon ¥
0oool TRCOPHY CREBINET 4199.8 7 201
Furniture & Fittings
Supplier Name Sales Tel. Sales Tel.
Grandma's Furniture Company
12 The Rise Warranty
PERETH WA 6000 Start Date Finish Date Benewal Cost 0.0
B/0 No. 0 Inv No. 666666
Project Coat Centre
Location OFFICE Freq of Leasze
CC Number D2010 End Of Lease
CC Name FURN AND FITTINGS No. Items
Supply Code 5 Lease Payment
Warranty Exp Eezidual Cost
Bought Value Z2000.00 Bought Date: 0971272008 Status: Owned
Cost Depreciation Het Book Value
Start of Year E000.00 Start of Year 3400.12 Start of Year 4599,.88
Ldditions 0.00 Charge 399.99
Disposals 0.00 Disposals 0.00
Revaluations 0.00 Revaluations 0.00
End of Year E000.00 End of Year 3800.11 End of Year 4199.89
Frequency : Monthly Percentage :10.00 %
Iype : Straight Line Postings 537 of 120 over 10.00fears
e Close the report
e Uncheck all boxes and click ¥ €|
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A portion of the report is displayed below

e Areport displaying all Assets by Code is displayed

E3set Record Report as at 11:56 on Tuesday,llth June 2019 - Period 7
Code Name Serial HNo. NBV Mon Yr
00001 TROFHY CABINET 4199.89 7 20139
00002 PIAND UPFRIGHT DIGITAL YRMAHR C&0 33445568 875.00 7 20138
00003 PIAND GERLND BARY BERLE 3222 6093.75 7 2013
00004 TYMELNI 2843.68 7 20138
00005 LIERARY REFERENCES 4000.00 7 20139
0000& COMERCTUS 12 BRY 4725.00 7 20138
aooa7 LAMINATCR ROLL Z00MM DOCUSEAL 3100 45737857 3656.2 7 2013
a00os BUS 12 SERTER TOYOTR HIACE 485758KIL 3250.00 7 20138
00009 BUS 25 SERTER MITSUEISHI ROSR 3948JDHDSUY111 41993.8 7 2013
00010 PHOTOCOPIER KONICER MINOLTA C451 938934747 1000.00 7 20138
00011 PHOTOCOPIER KONICER MINOLTA C451 938934700 1000.00 7 2018
00012 PHOTOCOPIER KONICR MINOLTA C451 938934734 1000.00 7 2013
00013 FRIDGE COMMERCIAL £50L RARCUS 700 09E89EEE 0.00 7 20138
00014 SEREVER LCELL POWEREDGE 4210 499,39 7 20139
00015 PAINTING RACEYLIC S ROBERTSCN WATER CRERMING 89000.00 7 20138
0001& CCMEUTER LAPTOF ACER 6935 234555 0.00 7 2013
00017 CCMPUTEE LAPTOF ACER 6935 234554 0.00 7 20138
0001g COMPUTER LAPTOF ACER 6935 234557 0.00 7 20139
000139 COMEUTER TAPTOF ACER 6935 234558 3400.00 7 20138
00020 CCMEUTER LAPTOF ACER 6935 234559 3400.00 7 2013
00021 CCMPUTEE LAPTOF ACER 6935 234580 0.00 7 20138
aon22 COMPUTER LAPTOF ACER 6935 234581 3400.00 7 2013
00023 COMEUTER LAPTOF ACER 6935 234582 3400.00 7 20138
00024 CCMEUTER LAPTOF ACER 69335 2345863 3400.00 7 2018
00025 CCMEUTER LAPTOF ACER 6935 234584 3400.00 7 2013
00026 CCMPUTEE LAPTOF ACER 6935 234585 3400.00 7 20138
aoo27 TELEVISICON FLATSCREEN SONY EDL4024500 EDL998887 3000.00 7 20139
00028 TELEVISICON FLATSCREEN SONY EDL4024500 EDL992887 3000.00 7 20138
00023 TELEVISICN FLATSCREEN SONY EDL4024500 EDL998887 3000.00 7 2013
00030 VIOLIN 4/4 MICHERL TODD 4556767 3500.00 7 20138
00031 VIOLIN 4/4 MICHEAL TODD 4556766 3500.00 7 20139
00032 VIOLIN 4/4 MICHERL. TODD 4556768 3500.00 7 20138
e Close the report
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e Check Notes only and click vl

The notes entered in the Memo

4

Merno

field are displayed

Code Name Serial No. NEV Mon Yr
00o0a1 TROPHY CRBINET 4199.89 7 2013
oooo2 PIANC UPRIGHT DIGITAL YAMARHR Ca0 33445566 4875.00 7 20139
00003 PIANC GERND BARY BERLE 32223 6093.75 7 2013
00004 TYMPRNI 2843.68 7 20138
00005 LIBEARY REFERENCES 4000.00 7 20138
0000& COMPRCTUS 12 BRY 4725.00 7 20138
00oa7 LAMINATCOR ROLL 200MM DOCUSERL 3100 45737857 3656.25 7 20138
0ooog BOS 12 SERTER TOYOTR HIACE 485758KIL 3250.00 7 2013
GPS Navman 2200 £500

Registration Number 1CY¥Z-234

Chassis Number EMH 4560IC 1234

00009 BUS 25 SERTER MITSUBISHI ROSR 3942JDHDSUY111 41999.829 7 2013
Registration Number 1CYZ.87&

GPS Navman 2200 £500
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Simple Search

Uncheck all boxes
Click Simple Search and enter Asset Codes 00001 — 00010

i

Simple Search

| V @ I ‘x l:am:elI

fzzet Code |
Serial Mo |

o000t To (00010

Tol

faset Category

ar Equip

Communicat

Furniture &

-

Frequency

Manthly !

Quarterly I

ng Ba
Surm of Digit
Maone
Rolling

click ¥ & |10 view the report

[ ]
Code Hame Serial HNo. NEV Mon Yr
00001 TROPHY CABINET 4199.83 72019
00002 PIZNO UPRIGHT DIGITAL YAMAHR C60 33445566 4875.00 72019
00003 PILNO GRAND BABY BEALE 32223 §093.75 72019
00004 TYMPANI 2843.68 72019
00005 LIBRARY REFERENCES 4000.00 72019
00006 COMPACTUS 12 BAY 4725.00 72019
oaoa7 LAMINATOR ROLL S00MM DOCUSEAL 3100 45737857 3656.25 7 2019
00008 BUS 12 SEATER TOYOTA HIACE 485758KIL 3250.00 72019
00009 BUS 25 SEATER MITSUBISHI ROSA 3948JDHDSUY111 41993.89 72013
00010 FHOTOCOFPIER EONICA MINOLTA C451 938934747 1000.00 72019

e Close the report

e Clear Asset Code range

e Choose the Asset Category ‘Photocopiers’

[ Simple Search

| V’ = I ‘x Cancell

Asset Code |

Serial Mo |

faset Category Cep. Type Frequency

click ¥ & |

Close the report
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. H‘o/lding down <Ctrl> select Communication Equipment and Photocopiers, and click
=1

e Close the report and Simple Search

[ Simple Search -7 |[m3a]
| V @ I ‘x l:am:elI

Azzet Code |
Serial Mo |

faset Category

Cep. Type

More than one catergory can be selected for reporting purposes

Code Hame Serial Ho. NEV Mon ¥r
00010 FHOTOCOPIER KONICA MINOLTA C451 938934747 1000.00 7 2019
00011 PHOTOCOPIER KONICA MINOLTA C451 938934700 1000.00 7 2019
ooo1z2 PHOTOCOPIER KONICA MINOLTA C451 938934734 1000.00 7 2019
00014 SERVER. DELL POWEREDGE 4210 499,99 7 2019
00054 VIDEC CONFERENCING UNIT 456/FUI/789-001 11800.00 7 2019
00odaed SATELLITE DISH FOR INTERNET 4916.67 7 2019

Detailed Search

e Click Detailed Search
e Enter ADMIN in both Location fields

7l Detailed Search [ |[3]
Name | to |
Bought Date | to |

to |
ADMIN {0 [ADMIN

to |

to |

to |

to |

Supplier Name

Location
CC Number
CC Name

Supply Code

‘Warranty Exp

e Press <Enter>

Code Name Serial Ho. NEV Mon  ¥r
000048 COMEACTUS 12 BAY 4725.00 T 2019
0ooo7 LAMINATCOR ROLL 200MM DOCUSEAL 3100 45737857 3656.2 T 2019
00010 PHOTCCOPIER KONICR MINOLTA C451 935934747 1000.00 T 2019
00014 SERVEE. DELL POWEREDGE 4210 499,99 72019
00015 EAINTING ACEYLIC S ROBERISCN WATER DEEAMING 9000.00 T 2019
00056 CABINET-WALL 5999.58 72019

e View then close the report
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e Clear Admin from the Location field
e Search by CC Number D5005 and press <Enter>

[ Detailed Search [ [l
Narme | to |
Bought Date | ta |

Supplier Mame to |

Location to |

CC Number D5005 o |

DE00S

CC Name to |

Supply Code to |

warranty Exp to |

Code Hame

0o00el TELEVISION LG

00054 WIDEC CONFERENCING THNIT

Serial No.

456/PUL/789-001
LEIV-410789

HEV Mon Yr

11800.00
l21s8.18

e |

20149
2019

e |

e Close the report and Detailed Search

Only Subtotals

The subtotals report will display a total NBV of Assets within their nominated category and displays

information entered in the User Field, the current month and the year.

e Click Ignore Search
e Check User Fields

7 Asset Record Report
Show report with :-

5 mesl

[ Financial Info
[~ Posting Info

|¢ @ I ‘x CancelI

[T Mominal Accounts screen
[T General Info
" Notes ¥ Ignore Search

M s
™ Indent Links

Simple Search

[~ only Subtotals Detailed

Search

Change Sort Order

e Click Change Sort Order and double click on Asset Category

= Mew Page

e Select Subtotal
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Vi

trvailable Sorts

Code
Name
Serial No.

Eought Date
Mext Posting
Freq of Lease
End Of Lease
Na. [tems
Lease Payment

Location
Pl YT,

Sorting and Subtotals

=

Selected Sorts
qory

[~

-8 el

o Ascending
= Deseending

Mo Subtotal
= Hibtotal
" Mew Page

e Close Sorting and Subtotals

e Clck ¥ &

e A portion of the report is displayed below

Lazet Becord Beport as at 12:20 on Monday,10th June 2019 - Pericd 7

Supply Code 5
Warranty Exp

Lease Payment
Bezidual Cost

Code NHams Serial No. NEV Mon Yr
0ooo1 TROFHY CRBINET 4199,.89 72019
Location OFFICE Freqg of Lease
CC Number D2010 End Of Lease
CC Name FUEN AND FITTINGS Ho. Items
Supply Code 5 Lease Payment
Warranty Exp Besidual Cost
0oo&z2 TROFHY CRBINET 5045.49 72019
Location FRONT OFFICE Freq of Lease
CC Number D2005 End Of Lease
CC Name ADMINISTEATICN Ho. Items 1
Supply Code S5 Lease Payment
Warranty Exp Rezidual Cost
0ooos COMEACTUS 12 BAY 4725.00 72019
Location ADMIN Freq of Lease
CC Humber D2010 End Of Lease
CC Name FUEN RND FITTINGS Ho. Items
Supply Code 5 Lease Payment
Warranty Exp Besidual Cost
00058 CLBINET-WALL 5999.58 7 2019
Location ADMIN Freq of Lease
CC Number D2010 End Of Lease
CC Name ADMIN Ho. Items 1

Subtotal for Type Furniture &

Fittings

195972.96

e Close the report and Asset Record Report window
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Assets > Records > Reports > Asset Summary

Assets
Categories
+v" Reports

Asset Records

v+ Asset Summary
Insurance Valuation
Labels

This report displays information under the headings of Cost, Depreciation and Net Book Value,

e Check Full Names

il Asset Summary Report -7 =5

Show report with :-

|V % I |x [:ancelI
[~ Motes Screen

[~ User Fields
[ Indent Links ¥ Ignore Search

simple Search

[ on1y Subtotals Detailed Search

Change Sort Order

e Clck ¥ &

e Follow the prompts on page orientation
e A portion of the report is displayed below

LIBRARY REFERENCES

Code Start of Year RAdditions Disposals Revaluations End Year Start Year Charge Disposals Revaluations End Year 50% EQY
00001 2000.00 2000.00 3400.12 399.99 3800.11 4599.88 4199.89
TROPHY CRBINET

ooooz 12000.00 12000.00 6375.00 750.00 7125.00 5625.00 4875.00
PIANC UPRIGHT DIGITAL YAMAHR Ca&0

oooo3 15000.00 15000.00 T968.75 937.50 B8906.25 7031.25 €093.75
FIRNC GRRND BRABY BERLE

00004 7000.00 7000.00 3718.83 437.49 4156.32 3281.17 2843.68
TYMPRNI

00005 20000.00 20000.00 67999.9% 2000.01 76000.00 12000.01 4000.00

BUS 12 SEATER TOYOTA HIRCE

0ooos 9000.00 9000.00 3825.00 450.00 4275.00 5175.00 4725.00
COMFRCIUS 12 BRY

aooo7 9000.00 9000.00 4781.25 562.50 5343.75 4218.75 3656.25
LAMINATOR ROLL E800MM DOCUSEAL 3100

oooos &5000.00 €5000.00 55249.939 6500.01 §1750.00 9750.01 3250.00

e Close the report and the Asset Summary Report window
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Assets > Records > Reports > Insurance Valuation

Assets
Categories
v~ Reports

Asset Records
Asset Summary

v Insurance Ualuation
Labels

This report will display the Net Book Value (written down value), the bought value, the frequency
of lease and the start of the year cost for each asset, for insurance valuation purposes.

>

Fl Insurance Valuation Report

Show report with :-

|/ = I |x CancelI
Screen

¥  Ignore Search

T MNotes
T Indent Links

Simple Search

[ only Subtotals Detailed Search

Change Sort I]rder‘

e Check Full Names and click ﬁl

e A portion of the report is displayed below

Bought Value

Code Serial No. Net Book Value
0000l 4,199.89
TROFHY CRBINET

ooooz2 33445588 4,875.00
PIANC UPRIGHT DIGITAL YRMAHR C&0

00003 3222 6,083.75
PIANC GEAND BABY BEALE

00004 2,843.68
TYMPANI

00oos 4,000.00
LIBEARY REFERENCES

00006 4,725.00
COMPRCTUS 12 BRLY

aooa7 45737857 3,656.25
LAMINATOR ROLL 200MM DOCUSEAL 3100

00008 485T758KIL 3,250.00
BUS 12 SEARTEE TOYOTR HIRCE

aooog 3943JDHDSUY111 41,999,589
BUS 25 SEATER MIT3UBISHI ROSA

00010 938934747 1,000.00

g,000.

12, 000.

15,000.

7,000.

&80, 000.

g,000.

4,000.

@5,000.

&80, 000.

20, 000.

0o

aa

aa

ul}

0o

aa

aa

oa

0o

aa

Freq of Lease Start of Year Cost
0.00 g,000.00
g.00 12,000.00
g.00 15,000.00
0.00 7,000.00
0.00 20,000.00
g.00 9,000.00
g.00 9,000.00
0.00 §5,000.00
0.00 20,000.00
0.00 20,000.00

e Close the report and Insurance Valuation Report windw
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10.3.2 Transaction Reports

Assets > Transactions > Reports

7l Assets -7 S
s N _
Transactions Records Feriod End PenOd: 7

Depreciation
Revaluation
Addition
¥ Reports +" Asset Profit on Disposal
Depreciation History
Revaluation History
Disposal History
Additions History
Transfer History
All Asset History
Current Period
Current Year
Audit Reprint

Activity:

Assets > Transactions > Reports > Asset Profit on Disposal

7| Asset Profit on Disposal Report @

Show report with :-

I Full N?mes | / = I ‘x [:ancelI

" Indent Links Screen

¥"  Ignore Search

Simple Search

[ only Subtotals Detailed Search

Change Sort I]rder‘

e Check Full Names and Notes and click ¥ & |
e A portion of the report is displayed below

This report will display any profits (loss) made on disposal of assets across all years

Asset Profit on Disposal Report as at 12:28 on Monday,10th June 2019 - Pericd 7
Code Serial No. Net Book Value Proceeds Profit (%)
00o1s 234557 3,400.00 0.00 7
COMPUTER LAPTOP RACER 6935
Police Report 103487
Insurance Claim 2847653
Date Stolen 13th/14th June 09
00021 234580 3,400.00 0.00 7
e Close all windows to return to the list of Transaction reports
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Assets > Transactions > Reports > Audit Reprint

The Audit Reprint Report is an exact replica of the original audit report and can be used to reprint
any audit report that is required.

i Audit Report Reprint -0 (3]

Show report with :-

|V % I ‘x CancelI
Screen

¥ Ignore Search

Simple Search

™ only Subtotals Detailed Search

Change Sort I]rder‘

Check Full Names and click ¥ € |

Audit Report Beprint as at 12:30 on Mondav,l10th June 2019 - Pericd 7
Rddition Rudit from Tuesday,9th December 2008 Report Ho. 1
Reference 00001, RAddition Cost
————— Movement -----
Code Method/Name Start NEV (§) Cosat (&) Dep. (%) End HBV (§) Audit
00001 ADD 0.00 5,454.55 5,454.55 (1)
TROEHY CRBINET

1 EECOEDS PRINTED FOR EEPORT 1

REPORT TOTAL % 5,454 .55 0.00

e View, then close the report
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Audit Reprint using Simple Search

'ﬂ Audit Report Reprint IEI
Show report with :-
¥ Full Names | V =] I |x CancelI

Screen

Ignore Search

«'|

[~ only Subtotals Detailed Search

Change Sort Order

e Click on Audit Reprint
e Check Full Names
e Click on Simple Search and enter Report No 9

Vi Simple Search ==
| V @ I ‘x CancelI
Report Mo ’79

e Clck ¥ 2]

The report will display the Asset code 00009 and details, which is for the Mitsubishi Rosa 25
seater

bus.
2udit Report Reprint as at 12:31 on Monday, 10th June 2019 - Pericd 7
BAddition Audit from Friday,l2th December 2008 Beport Ho. 9
RBeference 00009, Addition Cost
————— Movement --—--—-
Code Method/Name Start NEV (&) Coat (&) Dep. (&) End NEV (&) Rudit
000049 ALDD 0.00 &0,000.00 20,000.00 (%)
BUS 25 SEATER MITSUBISHI ROS&
1 RECORDS FRINTED FOR REFORT 2
REPORT TOTAL § 80,000.00 0.00

e Close all windows to return to the list of Transaction reports
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10.3.3 Stock Take List

System > Stock Take List

Stock Take List { FREDA - Asset Data

Search Field
{* Mone

i~ Location
i~ CC Number
™ CC Name

Sort Field

f* Location
™ CC Number
™~ CC Mame

Equi pment
nent

Message

Lo Lo

The Stock Take List provides options for
e choosing the asset category/ies

e searching

e sorting

e adding notes (Messages)
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Activity:

System > Stock Take List

e Enter the following note in the Message window

Message

Please camplete the stocktake for your area and return the completed form o
the office by COE ddrmmyy

B
=]

e Click ‘fl and button

e Follow the prompts on page orientation
e View then close the report and Stock Take List window

5555 West Coast District High School - Stock Take List

Report printed at 12:35 on Monday, 10th June 2019 - Period 7

Message

Please complete the stocktake for your area and return the completed form to the office by COB dd/mm/yy

Location Asset Code Status Het Book Value W*ltems MN°onHand Check Comments
CC Humber Asset Description Bought Date
CC Hame Serial N® Bought Value
00084 Owned 1363.64 0 |:|
PRINTER HP 2400 10/08/2019
1363.64
00066 Owned 1363.64 0 ]
PRINTER HP 2400 10/06/2018
1363.64
00087 Owned 1363.64 0 |:|
PRINTER HP 2400 10/06.2019
1363.64
00068 Owned 1363.64 0 |:|
PRINTER HP 2400 10/06/2018
1353.64
oo0es Owned 1363.64 0 |:|
PRINTER HP 2400 10/06.2019
1363.64
00085 Owned 1363.64 0 |:|
PRINTER HP 2400 10/06/2018
1353.64
00074 Owned 4909.08 0 |:|
LIBRARY COLLECTION JUNE 2019 30/062019
4809.09
00005 Owned 4000.00 0 |:|
LIBRARY REFEREMCES 12M2/2008
80000.00
00070 Owned 1363.64 0 D
PRINTER HP 2400 100062019
1363.64
00071 Owned 1363.64 0 D
PRINTER HP 2400 1000672019
1363.64
Stock Take Completed By:
Signature Signature
Name Name
Title Title
Date Date

e View and close the report
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11 Review

Activity:

Write down the steps/path you would take to carry out the following functions:

1. Create a new user and give them access to Asset records, reports and labels only.

2. Change the location details of an asset.

3. Enter a new asset record.

4. Import asset records from RM Finance.

5. Print a report listing all assets and resources in the location ADMIN.

6. Create and save labels for computer equipment.
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12 Support

Should you require support please contact the Customer Service Centre (CSC) at the
Department of Education.

Contact details below:

Phone Customer Service Centre (CSC)
Metro: 9264 5555

Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

12.1Fax (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem.

12.2Email (CSC)

customer.service.centre@education.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.

13 Online Manuals and Training Notes
13.1Civica Education

Online manuals and training notes are available to download in PDF format from the Civica
Education website

http://www.civicaeducation.com.au/

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help

13.2STIMS Project

The Department’s Student Information Management Project (STIMS) website has numerous
factsheets and support documents for all SIS Administration modules.

http://www.det.wa.edu.au/intranet/stims

Links to the Integris Manuals are also available from the STIMS website or by going to Help within
Integris.
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ASSET MANAGEMENT REPORT

Click on the Management Report icon on the sidebar/Check radio button 1o show company total in first ccrfum:#ﬂﬁ:k@ o print/Change page
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This report shows transactions and depreciation as at the end of the previous period. The pericd shown on this report will
therafore be the current pericd less 1 (eg the report produced in pericd 11 will show ‘as at Pariod T0°).




