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Because our policy is to improve our products and services continually, we may make changes
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cannot be held responsible for the consequences of any errors or omissions.
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services.

Intellectual Property
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1 Introduction

This manual is designed to provide a guide to using this software in conjunction with the RM
Finance package in WA Government schools.

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

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 — not from the date the asset was purchased!

If an Asset cannot be entered into the correct period, it is imperative that the District Finance
and Administration Officer is contacted.

The assets data file must be kept up to date and aligned with the RM Finance data file. That is, if
the RM Finance data file is in period 11, the Assets data file should also be in period 11. When an
end of month rollover is performed in RM Finance, an end of month rollover should also be
performed in Assets.

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).

Assets must be flagged in RM Finance by checking the asset box on the expenditure screen.

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.

Asset details must be completed regularly in the month of import, before depreciation, period end
and FREDA reporting.
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1.1 Notational Conventions

Throughout this manual the following conventions are used:

e Buttons that are displayed on screen and can be “clicked” using the mouse are described in bold
text. For example:

e Click the OK button.

Keys that can be pressed from the keyboard are described in <bold text within angled brackets>.
For example:
e Press the <Tab> key.

Special points to note are displayed in red, bold italicised text. For example:

Note: This Is a note.

Remember to keep passwords confidential at ALL times

Buttons - An area of the screen with a word or instruction that can be clicked with the mouse to
perform a function.

Radio Buttons - Click the circle next to an option you wish to apply when making multiple choices.
The system will fill in the radio button to indicate that a selection has been made.

Clicking - The method of operating the mouse. Position the pointer over a button or icon then press
the left hand button.

Cursor - A marker, often a vertical line that shows the point at which data can be entered onto the
screen.

e Data file - A name to describe the file that you create to hold your data.
e Field - An area of the screen into which data can be entered.

e Tab - The method of moving from one field to the next, represented as <Tab>. To move
backwards through the fields <Shift+Tab>.

e |con - An item, usually represented by a picture, which can be clicked with the mouse to select a
specific function/task.
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2 Getting Started

2.1 Installation of Asset Manager Software

Prior to your using Asset Manager, the software will have been installed on your computer. In most
cases the Asset Manager software will be stored on the hard drive of each individual workstation.
The school’s data file, which needs to be shared by all users, will reside on the server.

2.2 Starting Up

e Double click on the Asset Manager icon on the desktop.

If your data file has been linked to the Asset Manager software the following logon screen is
displayed:

0 E S O e

A ff:ff’

\._/_/
///H,,//z 9

User Login  Administrator | |
P d
EEETY || Eancell

Users can now logon to the system — please go to Section 2.4 for details.
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2.3 Selecting your data file

If your data file has not previously been linked to Asset Manager the Change data file screen will be
displayed:

Change data file HE3
Laak i |@ Rmdb j gl
Assel dff;
File name: | Open I
Files of type: IDMNIS 7 Data Files [*.df1) d Cancel |
Mew Data File |

Users will need to navigate to the correct drive, directory and file. Generally this will be as follows:
KA\ARMDB\ASSETS.DF1

e Once the correct file has been located, double click on the filename.

2.4 Logging on
Perform the following the first time you log on to Asset Manager.

e Click Administrator and a list of users is displayed
e Select the user School Administrator

Into the Password field enter: KEYS

e Click OK

Note: The system will allow you 3 attempts to log on successfully. If you exceed this number it
will display a message informing you that you should contact the System Administrator for
access and will then return you to Windows. Double-click on the Asset Manager icon to try
again.

It is extremely important that this password is changed for security purposes. Refer to the Section
2.5.3 on setting up users and passwords.
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2.4.1 Logging on as a different user

e Click the box next to the ‘User Login” where ‘Administrator’ is displayed.

Jralls SIS

AN
= YA
Wileineio

Uzer Login | Administrator

adrniniskrakor
Diskrick FaQ

Deputy Principal
Principal

Reqgistrar

RM&LST

School Administrator

Paszword

Cancel

If user names have been set up a drop down list of users is displayed as illustrated above.

e Click on the correct user name.
e Enter your password.
e Click on OK.

Note: If users have not been set up refer to Section 2.5.3 .

2.5 System Options

System options can be set by clicking on the Traffic Light button.

This will display the system options screen.
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o |G g | H| S

Organization Currency Users Options

Stock Take List FREDA = Aszet Data

2.5.1 Organisation
e Clicking on Organisation will display the Organisation Name screen.

Organisation Name

/ 1].4 x Cancel

Organisation Mame | 1234 Demo DHS

e Type your school code and name here.

Asset Manager will display the code and name at the top of your reports and also on the top menu
bar.

7 | Asset Manager
Fil= AEdit 1234 Demo DHS  Infd
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2.5.2 Currency

e Clicking on Currency will display the Currency screen.

|V 0K I|x0ance]|

Currency Symbol IE

e Ensure that the $ symbol is displayed here.

2.5.3 Users

e Clicking on Users will display the Users screen.

/ 1] 4 x Cancel

Code  Mame Pazzword fccess Rights
ADMIM Administrator koo J [T Asset Records
OFAD  District FAOD R R [~ Asset Categories
DFRIM Deputy Principal ko Asset P .
FRIM Principal sekokketkokok I_ SSET Frocessng
REG  Registrar shekbkokkkokok [~ Period End

RHMA RMAUST Hepeookotokokokok

SCHAD School Administrator T ||: i:sbz:fe'mts

[T Managernent Tools

[~ &d-Hoc Reporting

[~ Import Module

J [~ Export Module
[ tccess Link

| | [~ System Options

To set up a new user

Click the last user in the list

Press <tab> to move through the fields until a blank line is created

Enter the details of the new user — code, name and password

Check the relevant boxes on the right hand side to set the required access rights for this user
Click OK

In the following example, a new user Sally Smith has been set up with access rights to everything
except System Options.
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V 1] 4 x Cancel

Code  Name Passwaord fccess Rights
ADMIM Administrator sk J v #zset Records
OFAO District FAO ko |7 Azzet Categories
OFRIM Deputy Principal ko .
FRIN Principal —— v #zset Processing
REG  Registrar Aebbkskabododak v Period End
RMAUST R [¥ #sset Reports

Heokrkokokskokokk
Hekrekokbokok

‘SHS Sally Smith
SCHAD School Administrator

[ Labels

[¥ rManagernent Tools

v d&d-Hoc Reporting

[v Import Module

J [v Export Module
W fcoess Link

|5465 | Sally Smith [~ Sustem Options

Editing an existing user

Click the user you wish to edit

Press <tab> to move to the field you wish to adjust

Enter the appropriate details

Press <tab> to move to the next field if required

Check the boxes on the right hand side if you wish to alter the access rights for this user
Click OK

Deleting a user

e Click the user you wish to edit

e Press <tab> to move to the first field
e Press <delete>

e Click OK

2.5.4 Options

Clicking on Options will display the following three choices.

v User Fields
Ssystem Defaults
Fonts

2.5.5 User fields

The purpose of this section is to allow for individual customisation of fields — to suit different
organisations. For Western Australian government schools, this section will have previously been
set up as follows:
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User Fields 2l

|V 114 I|x Cance]I

Sort Keys ¥al ues

User Key 1 | [RBEE] Lizer Yalue 1 IW
User Key 2 IW Uzer Yalue 2 IW
Uszer Key 3 W Uzer Yalue 3 W
User Key 4 IW Uzer Yalue 4 IW
User Key 5 Im

Project IW
Cost Centre IW

fizget Status Tewt Default Text

Status 1 |Dwned |Dpen
Status 2 | Hil Value | Wil vaTue
Status 3 | Sold/Disp |Gald

Status 4 | DO HOT LISE | Suspended

This should not need to be changed unless you are instructed to do so by the Department of
Education & Training.
System Defaults

This section will be pre-set in your data file before use and should not need adjusting.

System Defaults E| E|

Current Posting Date  Period & Year | 2006

Total number of periods per Year | 12

tazet No 334 ¥ #uto Mo Assets 5 | Chars

[~ Prompt for Hominal Update before Period End

#sset Capitalisation Threshold S000.00
Software Capitalisation Threshold S0000.00

[~ Allow zero value Additions

¥ Auto create addition record for new assets

[~ Allow Asset bought price to be edited after asset is used
[ Do not allow negative Bought Yalue for assets

[v Forceall Depreciation before Period End or Year End
v Auto create transfer transaction for assets

[¥ Prevent editing of status in asset records

Period

The period will be set to the current period that is the current month. Periods 1-12 correspond to
January — December.

Asset No
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The Asset Number is used internally by Asset Manager to maintain a unique identifier for every
asset entered into the system. This field should contain the next asset number to be allocated.

Auto No Assets
This box should be checked on to ensure that Asset Manager will automatically generate the next
asset number when new assets are entered onto the system.

Chars

The chars field represents the number of digits to be allocated to the asset number. If the asset
number contains fewer digits than this number, extra zeros will be placed before the asset number.
For example, if this field is set to 5, asset numbers will be 5 digits long as follows:

00001, 00002, 00003...00100, 00101, 00102...01001, 01002...

Asset Capitalisation Threshold

The asset capitalisation threshold is a specified limit set by the Treasurer’s Instruction. It is
currently set at $5000 (although there is the possibility that this may change in the future). Users are
prevented from entering items into all asset categories apart from Resources (number 9), Software
(number 10) and Library Collection (number 12) where the bought value of the item is less than the
asset capitalisation threshold.

Software Capitalisation Threshold

The software capitalisation threshold is a specified limit set by the Treasurer’s Instruction. It is
currently set at $50000 (although there is the possibility that this may change in the future). Users
are prevented from entering items into the software category (number 10) if the bought value of the
software is less than the software capitalisation threshold.

Prompt for Nominal Update
This field cannot be used in conjunction with RM Finance. Leave this box unchecked.

Allow Zero Value Additions
This option gives the user the ability to make an addition to an item which has been fully
depreciated i.e. an item with a net book value of zero (Nil Value asset). Leave this box unchecked.

Auto Create an Addition Record for New Assets
This box will be checked on. An addition transaction will automatically be created for each new
asset and the user will not be prompted to do this every time a new asset is entered.

Allow Asset Bought Price to be Edited after Asset is Used

This option allows the purchase price of an asset to be edited after an asset has been depreciated.
Leave this box unchecked.

Do Not Allow Negative Bought Value for Assets

This box will be checked on. This option, when checked, prevents assets with a negative value to be
entered by the user.

Force all Depreciation before Period End or Year End
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This box will be checked on. This option will allow the user to step through the depreciation
process and then run the period end.

Auto Create Transfer Transactions for Assets

When a user performs a transfer of an asset from one category to another, (via Assets > Records >
Assets > Edit >) and selects a different category from the drop down list, it is a requirement that
WA users create a transfer transaction. To prevent user error, the system option entitled ‘Auto
create transfer transaction for assets’ must be ticked.

Prevent editing of Status in Asset Records

User errors may occur because the user chooses to edit the status of an asset to disposed, rather than
carrying out the correct disposal procedure (i.e. clicking on the dispose button). It is required that
the user be prevented from simply editing the status of an asset to disposed. To achieve this, this
system option will be ticked by default.

Fonts

This option is used to alter the system wide font table. This table is used internally by Asset
Manager to control which fonts appear on ALL standard reports. You should not change the report
font settings unless you are fully aware of all the consequences. RM does not recommend changing
the fonts.

2.5.6 Change data file

This option allows you to change to another data file. As schools will only be using one data file to
keep track of their assets you should not need to use this option. If for some reason it is necessary to
do so refer to Section 2.3.

2.5.7 Stock Take List

This button allows the user to generate a Stock Take Report. The Stock Take Report contains a
signature block at the end of the report.

System @@
o | D §

Organization Currency Uzers Options

Stock Take List FREDA - Asset Data
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Stock Take e

o | * |
Categories Search Field
A B e i Mone

Fur rnturr:.::.:_ Fittings o p———

Office Equipment Sl Tt

Plant & Equipment i CC Humber I—

Photocopiers i CC Mame

Cornmumcatw_n Equipment sart Field

Camputer Equipment ;

Motar Yehicles & Location

Artworks £~ CC Humber

Resources ﬂ ¢ CC Name

Message
=l
=

Categories

The user can choose to print all items for a specific category by highlighting a line in the categories
box. All categories can be selected by clicking on the first category and dragging down.

Search Field

Radio buttons for Search fields can be used to further refine the Asset search. Choosing a radio

button for either Location, CC Number, or CC Name requires the user to enter the required search
text.

Note: It is vital to have correct and consistent data. For example Admin is not considered the
same as Administration and will result in different locations for reporting purposes.

Sort Fields

Items in the Stock Take Report can be sorted by Location, Cost Centre Number or Cost Centre
Name by clicking on the appropriate radio button.

Message

A message can be entered to appear on the report. The message is displayed at the beginning of
each section of the report.

To run the Stock Take List

e Click System in the Control Bar and then Stock Take List
Select Search and Sort options

Enter appropriate text in the Message Box

Click the green tick

Choose the required output, screen or printer

Click OK to change the page layout to Landscape, select the radio button for Landscape and
click on OK

e Follow the prompts to reset the page layout to Portrait
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Demo SChDOl - StOCk Take LISt Report printed at 08:48 on Friday,11th
Message

Please return coupleted report to Registrar by close of business Week 9 of this term.

Location Asset Code Status Het Book Value H'items HN'onHand Check Comments
CC Humber Asset Description Bought Date

CC Hame Serial H° Bought Value

ADMIN o0 E il alue 0.00 1

4002 PHOTOCOPIER CAMON NP4S40 010641955

COPIER RESERVE FDEOQ 1233 £900 00

LD 00053 Onvvnedd 823721 1

4002 CANON MP 5045 PHOTOCOPIER 020841999

COPER REZERVE RBJO103E 11835.00

Setvice Contract Canon Australis

ADMIN 00323 Crwned 10600.00 1 |
100 PHOTOCOPIER CAMORN 01/05:2000

ADMIN 907095765679 12000.00

Stock Take Completed By:

Signature Signature

Name Name

Title Title

Date Date

2.5.8 FREDA Asset Reporting

FREDA Asset reporting is accessed through the System window. A button is displayed at the base
of this screen.

Note: Ensure that the period end process has been completed prior to running the FREDA Asset
Report.

2.5.9 To run the FREDA Report

Click System on the Control Bar.

Click FREDA — Asset Data.

Click relevant School type, (School, ESC or other) the first time the report is run. The selection
and corresponding path will be saved.

Click the green tick to send the report.

Click OK to confirm that the report has been run and close the FREDA Asset window.
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FREDA - Asset Data 2=l
v|%|
Schoaol Cads

I Demo
Feparting kanth Fiepaiting Date

I 2 I 01/02/2006

Start Date End Date
|01/02/2006 o |28/02/2006

i Other
File Save Path
I GAFDANASZ200602.DAT

Note: The dates in the Reporting Date fields will refect the current year.

Reporting Month

The reporting month will default to the previous period of the data file. If the current period is
period 7 then the reporting period will be period 6.

Reporting Date

The reporting date will be set to the first day of the reporting month and the end date will be set to
the last day of the reporting month.

Start Date
The Start date will default to the first of July prior to the current reporting month.

The Path

The path is made up of three components:
Assets FREDA Report — AS

Current Year — 2006 (in the above example)
Reporting Period — 02 (in the above example)

Note: To ensure correct FREDA Reporting, the Duplication feature in Assets must not be used to
create new assets unless the asset to be duplicated was purchased in the current period.

FREDA Reports

When assets have been entered within the Library Collection category for the same financial year
they will display on the FREDA report as one Brought Value total with no depreciation value in
column 2 for 5 years. In period 6 five years from that financial year, for those assets which have
reached the end of their life, the period depreciation (Column 2) will show the full depreciation
amount of all assets within the Library Collection for that financial year and the life depreciation
(column 3) will show this same figure. The net book value column (column 4) will show the net
book value of remaining Library Collection assets, if any, which are yet to be depreciated.
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3 Asset Records

The assets section is where most of the day-to-day operations will be performed.

e Click the Assets button Q on the sidebar. The main assets window is displayed.

Assets cd |
—
= [ o
Tranzactions Recards Period End Pe”Od. 1
v Assets
Categories
Reports

e Click Records to display the three options listed above.

3.1 Assets

This section will be used regularly for entering, editing and viewing asset details.
e Select Assets.

e Click Records.

e Click Assets. The second asset window is displayed.

[ Asset window ficd 1 |
5| (& |@| D<o Q|| G|
Walues | Postings |User Flds istorg Merno List H.Coztz || Rewalue | Dispose | Addition
Code @ Description Period: 1
| 0K
Serial Mo. Bought Yalue Bought Date Cancel
/ 8 / -
Status Cateqory < >
Owred I | = —
. Find
Supplier Name |
Supplier Address Insert
=l
I— Edit
LI ”— Delete
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This section allows the user to record and retrieve all information connected with each asset. Assets
can be disposed of, revalued and additions can be made.

Please refer to section 3.1.4 for details on reading each field.

3.1.1 Finding an Asset

e Click Find
e Enter the code (if you know it) or the name (description)
e Click OK

Note: You are able to find on any field where the mouse becomes an ‘I’ cursor. Do not <tab> out
of the required field as the system performs the search function based on the field where the
cursor is positioned.

e Another way to view records is to use the scroll buttons =)

3.1.2 Editing the Details of an Asset

Find the asset you wish to edit (see Section 3.1.1 above)
e Click Edit

e Edit details as required

e Click OK

Note: Most fields can be edited at any time but the bought value and bought date fields are
locked once a transaction (e.g. depreciation) has been posted for that asset. These fields may
only be edited in the period the assets were entered (i.e. before any depreciation has been run).

If an asset has not been “used’ (i.e. it has been entered in the current period and has no
transactions against it) and the Edit button is clicked, certain values must be verified before the
changes to the asset are saved.

If you attempt to edit an asset ‘Status’, the drop down list under will be disabled and clicking on
it will have no action.

Please refer to section 3.1.4 for details on reading each field.

3.1.3 Deleting an Asset

e Find the asset you wish to delete (see Section 3.1.1)
e Click Delete
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e Click OK

Note: Assets cannot be deleted if they have transactions attached to them (for example, if an asset
has been depreciated).

3.1.4 Entering a New Asset via the Keyboard

New assets can be either entered directly into Asset Manager or they can be flagged as assets in RM
Finance and the details then transferred into Asset Manager. For details on how to load assets
already flagged in RM Finance refer to Section 7 ‘Accounts Link’.

Note: Assets imported from RM Finance will need to have additional details entered in Asset
Manager such as serial number, location etc.

Entering new assets directly into Asset Manager

Select Assets
Click Records
Click Assets
Click Insert

For every asset the following details should be entered:

Code

The code is a unique string that will identify the asset. Asset Manager will produce this code
automatically as the automatic asset numbers check box in system defaults will have been selected.
Every asset must have a code.

Serial No.

The serial number field is an optional field that can contain the unique serial number for the asset.
For example if the asset is a car this may well be the VIN (Vehicle Identifier Number). If an asset
has a serial number this must be entered onto the system to facilitate stock takes.

Status

The Status drop down list shows whether the asset is owned, fully depreciated (nil value), sold or
disposed. Asset Manager automatically calculates when an asset has completely depreciated or has
been sold, and changes the status accordingly. Under normal circumstances, new assets will be
entered with a status of Owned. The status of the new asset will be set to Status 1 (Owned) and will
not be able to be changed.

Category
The Category drop down list contains all the categories that an asset could belong to as described in
Section 3.2.

Bought Value
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The bought value field should show for how much the asset was purchased. If an asset has been
donated to the school, the normal purchase value should be used.

The bought value of the asset must be verified before the asset can be saved.

For resources, the total of the resources should be entered. For example, for a set of 10 books at
$15.00 each, $150.00 should be entered in the bought value field.

If the asset category selected is any category apart from Resources (category 9), Software
(category 10), or Library Collection (category 12) then the bought value must be >= the Asset
Capitalisation Threshold (as entered in the System Defaults window section 2.5.5).

If it is not, the user will receive the following message.

|
- The bought value for this tem iz less than the curent asset capitalization

. threshold. Check the selected cateqory and correct the bought value if
required.

If the asset category selected is Software (category 10) then the bought value must be >= the
Software Capitalisation Threshold (as entered in the System Defaults window section 2.5.5).

If it is not then the user will receive the following message.

The bought value for thiz item is less than the curent software capitalization
. threshold. Check the selected cateqory and corect the bought value if
required.

If the asset category selected is Resources (category 9) or Library Collection (category 12) then no
additional checks will be applied to the bought value.

Date
The bought date must be in the current Asset Manager period. New assets cannot be future dated
and cannot be entered with a date prior to the current period.

"j The bought date muszt be within the current period of the datafile,
L

If a future date is entered a warning message will be generated and the user will be required to enter
a date in the current period.
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The date you have entered iz in advance of the curent period. Please enter a
: - valid date.

Supplier Name and Address

The supplier name and address can be entered together with three different phone numbers for the
asset. Each of these phone numbers can be set to one of the 5 pre-defined types of Sales Tel, Sales
Fax, Service Tel, Service Fax or Mobile. These can be set by clicking on the grey boxes to the right
of the supplier address. A drop down box is displayed and the desired option can be selected.

Supplier Mame |Arruw Computers E Find
Supplier Address Insert
Canning Highway = | [Fates L. R%QSS? 6654
Como Wa 6152 Sales Tal Edit:
LI Sales Fax. I — Helete
Service Tel.

Service Fax.

tabile

Supplier Details
By clicking on the arrow next to supplier name an additional window is displayed.

[ Supplier Details [ 2] x|
Purchase — | Warranty Costing —————————

P/0 Ref. | Start | Project |
Inv. Ref, | Finish | Cost Centre |
I~ Hire Pirchas cost [

P/O Ref. and Inv Ref.

The purchase order reference and the invoice reference can be entered for an easy cross-reference to
RM Finance. If these details have been entered into RM Finance then they will be imported into
these fields.

Leased Assets

Note: Assets leased through the Department Of Education & Training's lease scheme must not
be added to Asset Manager. Contact your DFAO for further information.

Warranty
This screen also allows the user to store the start and end dates of the asset’s warranty contract,
together with any associated cost.
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Costing

Entering costing details will allow the system to create a costing journal, which is not related to RM
Finance. Do not enter any details in these fields.

User Defined Fields

Once the above fields have been set up the user defined fields need to be completed as follows.

oy

e Click the User Flds button IZf] at the top of this window.

The user fields window is displayed.

Uszer Fields K E3
User ¥alues User Sort Keys
Fregof Lease | Location [COMPUTER ROOM
EndOfLease | | CC Number [6081
Mo.ltems [ 1 CE Mame [COMPUTING
Lease Paument I— Supply Code |S
Residual Costs [ | |warranty Exp [28 APR 2003

The following details should be completed.

Location
Enter the usual location of the asset.

Note: It is useful to compile a list of standard school locations for the user to enter, as at a later
date the user may want to produce reports by location and it will be helpful if the locations are
standard.

CC Number
Enter the cost centre number associated with the asset.

CC Name
Enter the cost centre name associated with the asset.

Supply Code

Enter the appropriate supply code, as follows, to indicate who supplied the asset:
P for P&C

S for School

E for DET

C for CAMS

O for Other

Frequency of Lease/End of Lease/Lease Payment/Residual Costs
These fields are no longer used in DET schools.
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Number of ltems

Only one Asset item is recorded for each Asset Code, therefore the number of items for Assets must
always be “1°. For resources, the number of resources in the group or set can be entered. i.e. For a

set of fifteen books, enter the number “15°. This field will not be used to calculate the Bought Value
amount.

Ancillary Items/Memo window

If you wish to enter any ancillary items that are not classified as assets in their own right, these
details should be entered in the memo field. For example, you must record that a computer has an
associated monitor, keyboard etc. You may wish to record that a laptop computer has a case. The
memo window can also be used to record additional information about an asset that has not been
entered elsewhere.

e Click the Memo button E at the top of the screen. The following memo screen is displayed.

¥l Memo B [=] E3
Keyboard 5/N 0124431 Monitor 5/ 13764 / =
Asset Number : 279

Enter the details of any ancillary items. The maximum amount of space available is 32,000
characters — about 8 pages of A4.

e Click OK to save all details.

3.1.5 Values

The values window displays a summary of the current year’s transactions.

e Click the Values button [ at the top of this window. The following screen is displayed:

Values @El
Year Z006 | Cost Depreciation Met Book ¥alue

StartofYear |  1250.00  Startof Year | 1z50.00 |
additions [ Charge |
Disposals '7 Disposals Ii
Revaluation li Revaluation Ii

Cost Depreciation Met Book ¥alue
End of ‘ear 1250.00 End of Year | 1z50.00 | |
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Cost Fields

The Start of Year cost field contains the value of the asset as carried forward from the previous
year or when asset data was imported into Asset Manager (i.e. this field will display the bought
value of the asset).

The Additions cost field contains the total of all the additions transactions that have occurred on
the asset in the current year. These will be the bought value plus any further acquisitions related to
the asset, such as extra RAM for a computer. The effect of making additions is that they will be
depreciated at the same frequency as the main asset.

Example: An asset has 10 postings left and an addition is made. The addition will be depreciated
over 10 postings, not its normal amount.

The Disposals cost field contains the total of all the disposal transactions that have occurred on the
asset in the current year. These transactions can be either the total sale of the asset or the sale of a
portion of the asset.

Once an asset has been disposed of fully the status will automatically change to Sold.

The Revaluation cost field contains the total of all the revaluation transactions that have occurred
on the asset in the current year. These revaluations can be both upwards (positive) and downwards
(negative). NOT used in DET WA schools.

The End of Year Cost field adjusts the start of year amount by the additions, disposals and
revaluations.

Depreciation Fields

The Start Of Year depreciation field contains the value of the asset depreciation as carried forward
from the previous year or when asset data was imported into Asset Manager.

The Charge depreciation field contains the total amount of depreciation that has been posted
against the asset during the current year.

The Disposals depreciation field contains the total amount of depreciation that has been disposed of
against the asset during the current year.

The Revaluation depreciation field contains the total amount of depreciation that has been added
back during the current year.

The End of Year Depreciation field displays the total amount of depreciation for the asset for the
year.

Miscellaneous Fields
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Clicking on the year will display a year drop down list so that figures from other years can be
viewed.

The Net Book Value (written down value of the asset) is equal to the End of Year Cost minus the
End of Year Depreciation. If set for the current year, this field will display the current net book
value for the asset.

3.1.6 Postings

This window displays current information on the depreciation postings.

e Click the Postings button restnes at the top of this window.

2(x|

Depreciation Method
Straight Line

Posting Frequency
| | Monthly |

Biaze Yalue bazed an :
f* Remaining postin
¢ Original postings
Percentage

I 12.50 Yearly

Current Base Yalue

3

¥ Do not Depreciate

18.21

Years

I 5.00

Mo of Posting
|?5 of| 96

Mext Pasting

I S per| Z006 ¥r

[15:]

Norminal Accounts

#zset Cost | 1]

Depn. (BS) |0

bepn. (P&L) [0

Disposals |D

Revaluation | 0

Bank Account | O

The current base value shows the amount by which the asset will be depreciated each month. It is
automatically calculated by the system. In the above example this asset has been depreciated 75
times. These fields cannot be altered as they are calculated using the standard categories and

bought price

of the asset.

Note: The Nominal Accounts cannot be modified as this is only designed for use with ledger

accounting s

oftware.

3.1.7 History

The Asset History window displays a list of all the previous transactions related to a particular

asset.

e Click the History button History | at the top of the screen.

History 2l
Ref. Period  Type Start NEY. Cost Mow. Dep Mov. End MEY.
FEE DEF 2/2004 DEF 663, 16 o.00 -18.42 644.?45
MAR DEF 3/2004 DEF G4 74 o.00 -18.42 626 .32
AFPR DEF 4 /2004 DEF 626,32 o.00 —12.42 607 .90
MAY DEP S/2004 LDEP 607,90 .o —18.42 589,42
JUH CEP 672004 LOEP 589,438 .00 —18.42 571.06
JUL DEF 7/2004 DEF 571.06 o.00 —-15.42 532.64
AUG DEF =/2004 DEF S52.64 o.00 -18.42 53422
SEF DEF 9/2004 DEF 53422 o.00 —12.42 515.80
OCT CEF 10/2004 DEF 515.80 .o —18.42 497,322
HOW DEF 1172004 DEP 497.38 .00 —18.42 475,96
DEC DEF 1272004 DEP 475,96 o.00 —-15.42 450 .54 -
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The list is displayed in chronological order and consists of seven columns:

Reference
The reference field shows the reference that was typed in by the user at the time of the transaction.

Period
The period is calculated by the system and shows the period and year of the transaction.

Type
The type shows the type of transaction. The different types are DEP - Depreciation, ADD -
Addition, SAL - Disposed and REV - Revaluation.

Start NBV
This field shows the starting net book value of the asset before the transaction began.

Cost Mov.
This field shows the asset cost movement that the transaction created.

Dep Mov.
The depreciation movement shows the effect that the transaction had on the yearly depreciation.

End NBV
This field shows the net book value of the asset after the transaction was completed.

If a particular line in the asset history window is double-clicked, the asset history drill down
functions can be used.

Displaying further history details
e Further detail can be obtained about any transaction in the history window by double-clicking
on the item.

The history drill down functions window is displayed.

Functions 7| x|

Reprint Audit Repart: 1 =]
Wiew Transaction

|

You can now select to either reprint the original audit report or view the transaction in more detail.
To view the transaction in more detail

e Double-click on View Transaction. The transaction view window is displayed:
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Trangaction View 2| x|
Type Reference Date Feriod Year
|Depreciation  [JaWDER  J310am93 [ 1 [1999
Motes
End of January Depreciation
Start Cost  Depreciation End
MEY Movement Movement MEY

| sooo.aoo | -41.67 4958.33

This has the advantage of displaying the descriptive notes field. It also summarises all other

information in a clear fashion.

3.1.8 List

This 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 or

duplicated.

e Click the List button [ at the top of the screen. The Asset Listing screen is displayed:

Asset Listing 2]
A\ oo
Lirik Dispose | Duplicate]| Print
Sort by  Code
Code M ame: Serial Mo, MEY | Mext Posting
00014 COMPUTER IPEX 1738254 401.82 | 2003006 ;I
ooms COMPUTER IPEX 1738252 4011.82 § 2003008
00me COMPUTER IPEX 4E47648624 Z168.82 | 2003006
o0omy COMPUTER IPEX 1738253 401.82 § 2003006
ooog COMPUTER IPEX 1738287 401.82 | 2003006
o9 COMPUTER IPEX 1738250 4011.82 ¢ 2003006
oooza COMPUTER IPEX 1738 255 401.82 § 2003006
ooz COMPUTER IPEX 1738248 401.82 | 2003006
oonzz2 COMPUTER IPE> 1738256 4011.82 ¢ 2003006
00023 COMPUTER IPEX 1738251 401.82 | 2003006 LI
Code | Begins with | @] § 36,764 27

Displaying all assets

e Click the spy glass at the bottom of the screen

To search for selected assets

e Click the Code box at the bottom of the screen. The following drop down box is displayed:

ITN\
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Code

Mame

Serial Numnber
Met Book Y alue
Mest Posting

Location
CC Mumber
CC Mame

Type
Frequency

e Click the item on which you wish to base the search
e Click the Begins With box at the bottom of the screen. The operator drop down box is
displayed as follows:

Beqinz with
Containg

Iz Equal ta
Less than
Greater than

e Click the operator you wish to select
e Enter the search value in the empty field

For example, to find all assets, which begin with the letter ‘A’ you would use the following search:

Marne I Eegins with | A

Click the spy glass or press <enter> to display the matching assets

To sort the assets

To sort the assets currently in the list

e Click the box next to Sort By at the top right of the screen. The following drop down box is
displayed:

Sort by : [ Code H
MEY Code
o Mame

o0 Serial Mumber
0.0 et B ook Value

0.0 Mext Posting

e Click the item on which you want to sort
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To link assets

Asset linking can be used to connect related assets together. For example a car phone may be linked
to the car in which it is fitted.

e Click the main asset in the Asset Listing screen

3
e Click Link button. [_ti

The Asset Linking window is displayed.

Vi Aszet Window Linking x|
W Asset Listing 00019 COMPUTER | PEX B
00020 COMPUTEFR | PEX
S 00021 COMPUTER | PEX
& ﬁ @ 00022 COMPUTEFR | PEX
00023 COMPUTEFR: | PEX
Link Dispoze | Duplicate Print nooz4 COMPUTER COMDEK WORE S
00025 COMPUTER EMX INTEL 450
00026 COMPUTER EMX
00027 COMPUTER EMX
- 00028 COMPUTER EMX
Eac iame SerialNo. 1oan2q AIRCOMD | TIOMER BONAIRE
ooot 4 COMPUTER IPEX 1730254  |oooz0 AIRCOND | T1OMER BONAIRE
00031 AIR COMDITIONER TECO
o5 COMPUTER IPEX 5E5E5E5E656 | nogez COMPUTER | PEX
0016 COMPUTER IPEx F47E48624 |00033 COMPUTER | PEX
=TS e p— 00034 COMPUTEFR | PEX
COMPUTER IPEx i 00035 COMPUTEFR: | PEX
o018 COMPUTER IPEX aaa88a8 00036 COMPUTER | PEX
00037 TU SOMY STERED
ooois COMPUTER IPE= 45E45E456 oo0=E CD BURMER JUST L INK
00020 COMPUTER IPEX 2220854 00039 MOMER % CATCHER VICTOR
00040 COMPUTER SEFMER | PEX
ann21 COMPUTER IPEX TIFEETT Sooth COHEDIERRIEE.
ooazz2 COMPUTER IPEX 8880888 o004z COMPUTER | PEX
oooz2 COMPUTER IPEX Frrrrrr 00043 COMPUTER | PEX

00 FRINTER KOHICH
FPRIMNTER EBROTHER HL-—/30

Code | Beginswitn [ PR SYSTEM -
M
{double click to link)

e Double-click on the asset to which you wish to link the selected asset

The following message is displayed:

Are pou zure that pou want ta link 00077 to 000457 No |

e Click Yes to establish the link

Note: If the currently selected asset is already linked then clicking on the link button will prompt
the user as to whether they want to remove the existing link from the asset. If you answer No to
this question the linking procedure will be aborted as an asset can only be linked to one other
item.
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Performing a mass disposal of assets

Mass disposal is a method for selling or disposing of a number of assets at once. The process is
similar to disposing of one asset at a time, except that in a mass disposal a number of assets are
being handled at once. Also when using a mass disposal, each entire asset must be disposed.

Select all the assets in the list to be disposed.

Note: You can select assets by dragging your mouse over them if they are consecutive or by
holding down the <Ctrl> key and clicking on each asset that you wish to select if they are not
adjacent in the list.

e Click Dispose button. Dispose|

The asset disposal window is displayed.

Mass Disposals
|/ 0K ||X|:ance1|
Reference Date
| |29 MR D&
Dispose of | . .
fictual Cost Historical Cost
fssetCast § | ooo | 0.00
Depreciation & | ooo | 0.00
Proceeds Yalue § 0.00
Notes
-
[~

The only fields that can be altered are the reference, date, notes and proceeds value fields. The asset
cost and depreciation fields are calculated by the system for all the assets that have been selected
and cannot be altered. When the OK button is clicked, the following message will be displayed if
the entered proceeds value is zero.

» '\ Beminder: The Procesds Value should have been entered if there are any
»-."\r-‘/ proceeds from the zale of these azsets. s the entered value of zero corect?

[ [a] | Tes |

If the proceeds value of zero is not correct click on *‘No’. The Mass Disposals window will be
displayed and the correct proceeds value can be entered.

If the proceeds value of zero is correct then click on “Yes’ to proceed. A screen similar to the
following is then displayed.
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Maszsz Dizposal - Review Proceed ¥Yalues

Code Mame Proceeds

oo01s COMPUTER IPEX .0} :I‘

o014 COMPUTER IPEX 0.00

0o0za COMPUTER IPEX 0.00
Total Proceeds 0.00

Enter the appropriate amount for each asset disposed.
e Click OK.

The system will check each selected asset in turn to see if it can be sold. All assets that can be sold
will have their disposals posted and printed on a disposal audit report.

To duplicate an asset

Assets can be created (duplicated) using the duplication feature of Asset Manager. This can be
useful if say, 20 identical computers have been purchased. Once the details of one computer have
been entered into the system, this item can then be duplicated 19 times. The attributes of these
duplicates (such as serial numbers) can then be edited as necessary.

e Click the asset you wish to duplicate

e Click the Duplicate button. J The duplicate asset window is displayed:

Duplicate Asset

iz 0K I XCancell

Duplicate 00045 - PRINTER EROTHER HL- 730

I 10 times using prefix I Starting atl 47

[¥ Pad no.'s with zero's
[v Pzt an Addition Transaction

You can now specify how many duplicates to create. The above example will create 10 duplicates
starting at asset number 47 and will pad the asset number with zeroes so that it is in the default form
(e.g. 00047).

The post an addition transaction should be checked on if the asset has just been purchased. This
will then create an addition transaction for each new item.
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Note: The newly created assets from the duplication will inherit all the properties of the original
asset including the contents of the postings, user and general tabs in the asset record window. No
transactions will be duplicated.

To ensure correct FREDA reporting, the duplication feature must not be used to create new
assets unless the asset to be duplicated was purchased in the current period.

The duplicated assets should now be edited to reflect their individual details such as serial
numbers etc.

Print
The print option allows a number of different reports to be printed relating to those assets chosen.

¢ Click the asset on which to report (or select a range/group of assets)

©

e Click the Print button. "ernt | The reports screen is displayed.

Reports E

Labels
Azset History

Summary Report
This report gives a summary of the cost, depreciation and net book value of the assets selected.

Labels
This report will print labels for the selected assets.

Asset History
This report will show the postings that have occurred to date for the selected assets.

3.1.9 Historic Cost

e Click H.Costs button. .costs

Historic cost applies when an asset has been revalued. If the depreciation charge of the re-valued
asset will make a material difference to the accounts, then the depreciation and net book value must
be stated as the value of the asset that existed prior to revaluation. Schools will probably not need to
use this feature, as it is unlikely that assets will be re-valued.
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Revalue Assets
DET Western Australia schools are NOT to revalue Assets. 'revaue
3.1.10 Disposing of an Asset

Individual assets can be disposed of either completely or partially. Only assets with a status of
Owned or Nil Value can be disposed.

L4 ClICk DISpose button Dispose

This iz a Mill Y alue Asset.
Are pou sure you wizh to proceed?

e Click Yes. The Disposals window is displayed:

|V (1] .4 I|x CancelI

Reference Date

| |29 MAR 06
Dizpose of I . .
Actual Cost Historical Cost
bsset Cost & | 1250.00 | 0.00
Depreciation & I 1250.00 I 0.0o
Proceeds Yalue § 0.00
Notes
-
[~

In this window the user can enter a reference for the transaction, the date of disposal, descriptive
notes and the proceeds value (if any). Assets can be disposed of in either percentage or value terms.
The method of disposal can be chosen by clicking on the Dispose of box.

The following drop down menu is displayed:

Dispose of
Dizpoze of
Digpoze of %

In most cases schools will probably want to dispose of the asset in its entirety but the facility does
exist to enable the user to dispose of only a certain percentage/value of an asset and to specify
different percentages of asset cost and depreciation to be disposed.
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Notes: Any transaction that is posted within this window can be viewed or re-printed in the Asset
Record History window.

The mass disposal facility can be used to dispose of more than one asset at a time (see Section
3.1.8).

When disposing of an asset the Location field should be changed to ‘Disposed’. This will ensure
that disposed items appear in a separate category when printing reports by location. Note that the
Stock Take Report does not show items with a status of Sold/Disposed.

Click OK to post the disposal.
If the entered proceeds value is zero then the following message will be displayed.

“» \ Beminder: The Procesds Yalue should have been entered if there are any
oy proceeds fram the zale of thiz azzet. |s the entered walue of zero comrect’?

Mo | ez |

o |f the entered value of zero is not correct click on “No’. The correct proceeds value can then be
entered.
e |f the entered value of zero is correct click on “Yes’ to continue.

e The following message will then be displayed:

Are pou zure pou wizh to post thiz Dizpozal’? Ma

Yes

e Click Yes to continue and the Disposal Audit report will automatically be sent to the default
printer as shown below.
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Demo School - Audit Reports

Disposal Audit Report as at 15:06 on Thursday,23rd February 2006 - Peried 1

Disposal Audit
Reference TR,

Page 1

Report No. 42

~~~~~ Movement -----
Code Name tart Cost (5) Dep.($) End NBV (§) Audit
00003 Straight Line 0.00 {2,166.00) 2,166.00 0.00
COMPUTER NIMROD 386-32 (922)

1 RECORDS PRINTED REPORT TOTAL § (2,166.00) 2,166.00
Approved By: Actioned By:
Signature Signature
Name Name
Title Title
Date Date
Comments:
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3.1.11 Making an Addition to an Asset

Asset Manager allows an addition to be made to an existing asset. An addition reflects the purchase
of an item that will become an integral part of the asset. An addition can be made to any asset that
has not been disposed.

Find the asset to which you wish to make the addition.
&

e Click the Addition button _asitin

Enter the reference for the addition, the date the item was added to the asset, descriptive notes and
the value for the addition item.

I'/ 0K Il)( canes]]
Reference Date Addition Yalue
] [9Mav o0 $ 0.00
Notes
|
=
e Click OK

Note: When an addition is made, the addition will be depreciated at the same frequency as the
main asset. For example, an asset has 10 postings left and an addition is made. The addition will
be depreciated over 10 postings by an adjusted amount (taking the addition cost into account).

3.2 Categories

The category field is used to group related assets together. The Department of Education &
Training has designated the following asset categories to be used in WA schools. These categories
should not be altered unless official advice to do so is received from the Department of Education
& Training. The listed depreciation rates are those required for reporting to Treasury and should not
be changed.

Department of Education & Training Asset Categories

Category Dep. Rate (%) Years
1 Furniture & Fittings 10 10

2 Office Equipment 125 8

3 Plant & Equipment 12.5 8

4 Photocopiers 20 5

5 Communication Equipment 20 5

6 Computer Equipment 25 4

7 Motor Vehicles 20 5
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8 Artworks Nil

9 Resources Nil

10 Software 25 4
11 Library References 20 5
12 Library Collection 100 5
13 Buses 10 10

Depreciation Methods

Straight Line depreciation is the most commonly used depreciation method and the easiest to
calculate (refer section 3.2.1). It is the standard for WA Government schools.

However it is now a requirement that school’s library collections are depreciated using a different
method. This depreciation method is a Rolling Depreciation (refer section 3.2.2).

Aszet Categories ﬂ E

|V 0K I|x CancelI

fsset Cateqories

2 Office Equipment

Z Plant & Equipment

4 Photocopiers I
= 5. ;. x

nnnnnnnnn binr Comirimrnned

Cateqary | Furniture & Fittings

Morminal Accounts Default Method
hszet Cost | Straight Line |
Depreciation. B4S I Default Percentage
Depreciation P&L | ID]T’DD]T = %;d
efault Perio
Disposals | o
Revaluation I Default Frequency
Bank #ccount | Manthly |
(tab to add/replace] [~ Do not Depreciate

3.2.1 Straight Line Depreciation

In this method, the value of the asset is reduced by a fixed amount each time the asset is
depreciated. This amount is based on a percentage of the cost price of the asset divided by the life
of the asset.

Depreciation Percentage

This is the annual depreciation percentage for the asset category, and is designated for each
category.
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Depreciation Period (Number of Years)
The depreciation percentage multiplied by the number of years should equal 100.

Depreciation Frequency

The depreciation frequency will be set to monthly. This means that depreciation will be posted each
month.

Do Not Depreciate

This box will be checked only for those categories containing items which are not depreciable i.e.
Artworks and Resources.

Nominal Accounts

This section of Asset Manager cannot be used in conjunction with RM Finance so is not relevant to
WA Government schools.

Example of Straight Line Depreciation

Asset Cost Price Category Dep % No of Years
Board Room Table $6000 Furniture & 10% 10
Fittings

This asset is to be depreciated over 10 years. This means that at the end of the ten-year period the
written down value of the asset will be zero.

The asset will be depreciated by the same value each month until its value is reduced to zero.
Total number of months in the ten year period = 10 X 12 = 120
Monthly depreciation = Cost of asset / total number of months
=6000/120
= $50
Written down value of this asset at the end of month 1 = $50

= 6000 -50
= $5950

Written down value of this asset at the end of month 2 =5950 — 50
= $5900

Written down value of this asset at the end of year 1 = $5400

Written down value at the end of year 10 =0
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Asset Categories @E|

Period: 6

&sset Categaries

2 Resources -

10 Software

11 Library References
12 Library C i

Category

Nominal Accounts Default Method
hiset Cost | Ralling |
Depreciation. B/S | Default Percentage
Depresiation P&L | 10000 B8
b 1 | Default Period
15posals ’—
5 ears
Revaluation | Default Frequency
Bank dccount | End OF Life |
(tab to add/replace] [ Do niot Depreciate

3.2.2 Rolling Depreciation

Assets using Rolling Depreciation will not have any depreciation carried out until the end of their
life. When the end of their life is reached (refer End of Life) then they are fully depreciated (100%)
in one operation. Rolling Depreciation appears as an option in the dropdown list for Default
Method on the Assets>Records>Categories window.

Default Percentage

The default percentage for this method is 100%. When Rolling Depreciation is selected by the user
the default percentage will be automatically set to 100 by the software.

Default Period

The default period for this method is 5 years. When Rolling Depreciation is selected by the user the
default period is automatically set to 5 by the software.

Default Frequency

The default frequency for this method is ‘End of Life’. This appears in the default frequency
dropdown list. When Rolling Depreciation is selected by the user the default frequency is
automatically set to End of Life by the software.

End of Life

When depreciating using rolling depreciation all items tagged with this method which are entered
into Asset Manager within one financial year (July — June) will be treated the same.

For example, items purchased between Period 7 2006 and Period 6 2007 (inclusive) will all reach
the end of their life in Period 6 2011. It does not matter in which specific period each asset was
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purchased — just that each was purchased within the same financial year. This means that these
items will be excluded from the depreciation operation and will not appear in the depreciation
window until Period 6 2011.

When depreciation is run for Period 6 2011 these items will be fully depreciated (100%) and their
net book value will be zero.

3.3 Reports

This section provides a number of set reports that can be customised by the use of searching and
sorting options.

o Click Assets on the sidebar.
e Click Records.
e Click Reports. The following list of reports is displayed.

[ Assets
o
= [
Transactions Fecords Feriod End
Assets
Categories
v~ Reports

v Asset Records
Asset Summary
Insurance Daluation
Labels

Report Options

¢ Clicking on the Asset Records, Asset Summary or Insurance Valuation report will firstly
display a screen similar to the following:

Assel Record Report 2] ]
Show report with :-
¥ Financial Info | = I | Cancell
[ Posting Info ‘/ X

[~ Nominal Accounts Screen I

¥ General Info

¥ Notes ¥ Ignore Search

[ User Fields —_—

v s Simple Search
™ Only Subtotals Detailed Search

Change Sort l]rderl

From here the user can specify the information to be included on the report by checking the boxes
on the left-hand side, and can also define searching and sorting options as required.
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Note: The Nominal Accounts box cannot be checked on as this is only designed for use with the
ledger accounting software.

Only Subtotals

The Only Subtotals check box is designed to be used in conjunction with the Change Sort Order
Option (see below). Once a sort has been selected and a subtotal selected for that sort using the
Change Sort Order option, if the only subtotals box is checked a summary report showing subtotals
for the selected information will be produced. In the screenshot below, the Asset Category (with
subtotal) is the selected sort and the Only Subtotals box has been checked.

Somewhere High 5chool - Record Beports

Aszet Record Feport as at 05:06 on Saturday,9th October 1999 - Period 6

Page 1

Code

Jubtotal

Name

for Type

Furniture & Fittings

serial No.

Net Book Walue Mon Tr

5545, 80

Subtotal

for Type

Plant & Ecquipment

10329.18

Subtotal for Type Photocopiers 5958. 35
Subtotal for Type Communication Equipment 927.63
Subtotal for Type Computer Equipment 15135.41

Subtotal

for Type

Artworks

1050.00

Simple Search

This search enables the user to search on a range of asset codes, a range of serial numbers, the asset

category, the depreciation type and the depreciation frequency.

e To define your search click on Simple Search. The following screen is displayed.
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Simple Search B E

|/ =] I|x Cancell

hazet Code |
Serial No |

This would probably be most useful to schools in obtaining a report on certain categories. For
example, if a report was required on all categories apart from resources, the desired categories
should be highlighted in the left-hand column.

Detailed Search

The detailed search provides more comprehensive search options, as can be seen in the figure
below.

Detailed Search
Marne | to
Bought Date I to
Supplier Name to
Location to
CC Number to
CC Name to
Supply Code to
‘Warranty Exp to
Freq of Lease to
End Of Lease to
Mo, [tems | o |
Lease Payment | tn |
Residual Cost | to |
Praject | to |
Cogt Centre | to |
F‘eriudl ta I Year I ta I

This could be useful if a report on a particular location or cost centre etc were required. Once the
search options have been entered the user can close this window and click on OK to produce the
report.

Sort Order
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Sorting and Subtotals

Available Sorts

7] x|

Selected Sorts

Code s
Mame
Serial Mo,
ihsset Ho.
hzzet Category
Bought Date
Mext Posting
Freqof Lease
End Of Lease

|Asset Cateqory AI

% Ascending
" Descending

% NoSubtotal

Mo, Items

Lease Payment i Subtotal
Locati

e | | € ew page

To sort on a particular field, that field should be double-clicked in the available sorts list on the left-
hand side. Asset Manager will copy the field into the selected sorts list box from where other
attributes can be defined for each sort. For example, each sort can be set as either ascending or
descending by clicking the appropriate radio button. Each sort can also have the no subtotal,
subtotal or new page option set. These options can be set by clicking on each sort in turn and
checking the appropriate buttons. The example above will firstly sort on asset category and then,
within each category, arrange the assets in order of asset number.

3.3.1 Asset Record Report

This report shows a list of all assets entered into the system, giving full details for each asset. It will
display two assets per page.

Dewmo Gchool - Record Reports
Page 1
Azsset Fecord Report as at 11:3Z on Monday,30th 4pril 2007 - Period @&
Code Name derial HNo. NEV Mon Yr
aoool PUELIC ADDRESS SVATEM CHIATO R7513101 0.00 & 2006
Conmunication Equipment
ancillary Equipment -MICROPHONE H/H W/ALESS: Serwice Contract:MIEE:Serwice Phone -354 4535:
Supplier Name
ACTION AUDIO
Tarranty
Gtart Date Finish Date Renewal Cost .00
P/0 Ho. Inv No.
Project Cost Centre
Location DEPUTY'S OFFICE Freq of Lease
CC Mumber 3004 End 0f Leasze
CC Nawe GENERAL SCHOOL EQUIP No. Itewms 1
Supply Code P Lease Payment
Warranty Exp 01 AUG 1991 Residual Cost
Bought Value 1250.00 Bought Date: 0170571990 Status: Nil Value
Cost Depreciation HNet Book Value
Start of Year 1250, 00 3tart of Year 1250.00 Start of Year a.00
addicions o.0a Charge 0.0o
Disposals o.0a Disposals 0.0o
Revaluations 0.00 Rewvaluations 0.00
End of Year 1250.00 End of Year 1z50.00 End of ¥ear a.00
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The above example shows what will be displayed if all the checkboxes are ticked. However, it may
be useful to display this report showing essential information only and sorted and subtotalled on
location as described below.

Displaying the Asset Record report sorted by location

e Click Change Sort Order.

e Double-click on Location.

e Click either Subtotal or New Page (if you want each location on a separate page).
e Close the Sort and Subtotals box.

e Click the tick.

3.3.2 Asset Summary Report

This report displays information under the headings of Cost, Depreciation and Net Book Value, as
illustrated below. Seven assets can be displayed per page. The example below shows a portion of
the report, if all options are selected.

Democ School - Asset Summary Report

Page 1
Printed at 13:05 on Thursaday,30th March 2006 - Pericd 3
— Cost 1 T Depreciation _— r HNet Book Value
Code Start of Year Additions Disposals Revaluations End Year Start Year Charge Disposals Revaluations End Year S50Y EQY

00002 1000.00 1000.00 1000.00 1000.00
CCMPUTER APPLE MAC CLASSIC HD
Encillary Equipment -KEYBOARD RPPLE MAC SK1267WVO3NPRINTER IF 26501 T/CO090Z1A:

00003 2166.00 2166.00 2166.00 2166.00
CCMPUTER NIMROD 386-33
Encillary Equipment -KEYBOARD DFK101R11 5/N 30921673MONITCOR 326DX-33 TOS0900PRINTER FUJITSU DL1250 MROO269611:

3.3.3 Insurance Valuation Report

This will display the net book value (written down value), the bought value, the frequency of lease
and start of year cost for each asset, for insurance valuation purposes, with all options selected.

Demo School - Record Reports
Page 1
Insurance Valuation Report &3 at 10:16 on Wednesday,29th March 2006 - Period 1
Code Serial No. Net Book Value Bought Value Freq of Lease Start of Year Cost
00001 R7813101 0.00 1,250.00 0.00 1,250.00
oooo2 E127037TMO4355/ 0.00 1,000.00 0.00 1,000.00
00003 9211-16702-001 0.00 2,166.00 0.00 2,166.00
00004 01AMB15-0169125 0.00 2,228.00 0.00 2,228.00
00045 1057284 0.00 2,245.00 0.00 2,245.00
00006 1051793 0.00 2,675.00 0.00 2,675.00
0ooa7 01-AMB150244568 0.00 1,670.00 0.00 1,670.00
0ooos RR90637 2K 0.00 1,550.00 0.00 1,550.00
00009 752445 0.00 2,306.00 0.00 2,306.00
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3.3.4 Labels

This allows labels to be printed for all or a selected group of assets.
e Clicking on this option will display the following screen.

Labels 2]
(%iking Direct G24100) =
Label Title [New Label <
Existing Labels  Mew Label | BEfE

ey
Label Setup .. ‘H
T T Delete
H ode: - IAsset Name j
Genewva Fpt (Top Left) Geneva 2pt (Top Right)
IAsset Mo d =
Genewva Ppt (Centre)
| Bought Date d
Genewva Fpt (Centrel
| othing =l [nothing ==
[ 1

e Clicking on the down arrow to the right of each of these boxes will allow the user to select the
item to appear in each of these positions.
==

Asset Manager then allows a choice of four fonts for each item. The font can be selected by
clicking on the pencil icon to the right of each box.

e When this is clicked the following text definition window is displayed.

TexlDeﬁiio il EHE
|/ 0K I |x Cancell

Size
(+ 9pt
i 10pt
" Times  1zpt
i~ Bar Code

Note: It is necessary to have a barcode font installed before barcodes can be printed. Contact RM
if you require further information on barcode fonts.
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Label Size

The label size is designed to fit the following labels:

Unistat 38933

Clearing Settings

Clicking on the Clear button

Saving Label Settings

Clicking on the Save button

Labels
(%iking Direct C24100)
Label Title [Computer Labels

<z

Sawve

Existing Labels | Computer Labels

Computer Labels

Label Setup ... Mew Label

L.

will clear all settings on the label screen.

will enable you to save your label settings with an appropriate
name so they can be accessed at a later date. Clicking on the box next to Existing Labels will
display a drop down box with a list of all labels, which have been saved.

i 3

=

Delete

IAsset Code _vI

T
faset Mame _vI

Genewva Ppt (Centre)

Geneva Ppt (Top Left) Genewa 9pt (Top Right)
IAsset Hor _'I
Geneva 9pt (Centred

I Bought Date _vI 2

5

Find ATl

Clear

| rothing ==

Nothing ==

[

1

Ok

To Select the Assets

o}
e Clicking on the Find All button J will enable you to select the assets for which to print

labels.

To Delete a Saved Label

L

e Clicking on the Delete button === will enable you to delete a label, which has previously been

saved.

ITN\

RM Asia-Pacific

RM Asset Manager 4.13.10 Manual v2.5_140508
3-31 0f 102
© 2008 RM Asia-Pacific Pty Ltd



To Print the Labels

e Clicking on the OK button
(screen or printer).

J

Ok

00004

4

01/03/1985

COMPUTER BBC 128

will allow you to print the labels to your selected destination
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4 Asset Transactions

The Transactions section allows the user to carry out transactions, such as depreciation on assets.

e Click the Assets button Q on the sidebar. The main assets window is displayed:
21 x|

=2 Mg

Transactions Recards Feriod End Pe rno d i 1

¥ Depreciation
Revaluation
Addition
Reports

e Click Transactions to display the four options listed above.

4.1 Depreciation

The depreciation window is used to post depreciation for an individual asset or group of assets.
Depreciation of assets must be done each month prior to period end. This window will only be
accessed in this way by the District Finance and Administration Officer for correction purposes.

The depreciation process will run automatically when the Period End button is clicked. The user
will then step through running depreciation for the period and then be returned to the Period End
function. See Section 5 for instructions on how to complete the Period End process.

4.2 Revaluation

DET Western Australia schools are advised NOT to revalue Assets.

4.3 Addition
This is the process used to make an addition to an asset. Refer to Section 3.1.11 for details.
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4.4 Reports

This Section provides another set of reports that can be customised by the use of searching and
sorting options.

o Click Assets on the sidebar.
e Click Transactions.
e Click Reports. The following list of reports is displayed:

Assets 2 x|
=g =] Ep, |
= =
= g -
Transactions Records Feriod End Pe mn Od B 1

Depreciation
Revaluation

Addition
v Reports v Asset Profit on Disposal

Depreciation History
Revaluation History
Disposal History
Additions History
TransTer History

All Asset History
Current Period
Current Year

Audit Reprint

All reports (except for the Audit Reprint report) can be customised to include selected additional
information and support the use of searching and sorting options.

Refer to the Section 3.3 for details on searching and sorting options.

4.4.1 Asset Profit on Disposal Report
This report will display any profits (loss) made on disposal of assets across all years.

1234 Sample 3chool - 4sset Profit on Disposal Report

Page 1
Lzzet Profit on Disposal Report as at 11:19 on Saturday,28th June 2003 - Period &
Code Serial No. Het Book Value Proceeds Profit (7) Profit (%)
00006 FM4070 269,22 500,00 230.78 46,2

FOLISHER ELECTRIC
So0ld to Mr Smith
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4.4.2 Depreciation History Report

This report will display a full listing of all the depreciation charged to assets in the past.

Demo %School - Transaction Reports
Page 1

Additions History Report as at 16:2Z0 on Thursday,26th April Z007 - Period &

————— Movement —--—--—
Code Reference Date Period Type Start NEV (§] Cost (%) Dep. (5] End NEV (5)
no3zy oo3zy 1 APR 00 472000 ADD 34,000.00 34,000.00
VEHICLE - MAZDA G626
Addition Cost
Q03ES Q03ES 3 AFR 00 472000 ADD 550,00 550.00
LIGHT FITTING
Addition Cost
n03zs o03zs9 1 MAY 00 5/2000 ADD 1z,000.00 1z,000.00
PHOTOCOPIER CANON
Addition Cost

4.4.3 Revaluation History Report

This will display details of all re-valuations that have taken place in the past or in selected periods.

4.4.4 Disposal History Report

This will print a report of all disposals that have taken place in the past or in selected periods.

Demo School - Transaction Beports

Disposal History RBeport as at 10:14 on Friday,27th April 2007 - Period &

Page 1

————— Movenent ---—--
Code Reference Date Period Type Start NBV (5] Cost (51 Dep. (%) End NBV (5)
a0z51 DIZPOSED 1 AFR 07 6/Z006 3SAL 750.00 (750.00)
HALOGEN LAMPSI
WMater damaged — unable to be repaired
00zZ558 DISFPOSED 1 AFE 07 G/2008 SAL §50.00 (850.00)
FRIDGE EELVIMATOER
WMater damaged - unahle to be repaired

4.4.5 Additions History Report

This report will display any assets that have been added in the selected period as well as any

additions that have been made to existing assets.

Demo School - Transaction Reports

Additions History Report as at 16:20 on Thursday,26th April 2007 - Period &

Page 1

Movement

Cost (5] Dep. (5] End NEV (5]

Eolde Eeferencel Cate EesTo T SR © = EE RN DV
00327 anszz7? 1 APR 00O 472000 ADD

VEHICLE - MAZDA GZ6

Addition Cost

00328 onzzs 3 APR OO0 472000 ADD

LIGHT FITTING

Addition Cost

oo3zse ooszz9 1 MY OO S5/2000  ADD

PHOTOCOFPIEER CARNON
Addition Cost

34,000.00 34,.000.00

s50.00

L50.00

lz,000.00 lz,000.00
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4.4.6 Transfer History Report
This will report on any transfer transactions that have occurred in the selected period.

4.4.7 All Asset History Report
This will display details of every transaction that has occurred on each asset in the selected period.

Demo School - Transaction Reports
Page 1

A1l Asset History Report a3 at 10:28 on Wedneadavy,29th March 2006 - Period 1

————— Movement -----
Code Eeference Date Period Iype Start NBV (%) Cost (%) Dep. ($) End NEBV (§)
00024 MRR DEP 31 MAR 00 3/2000 DEP 312.64 {104.21) 208.43
PHOTOCOPIER CRNON NE4050
End of March Depreciation
oooz4 LFPE DEP 30 AFR 00 472000 LDEP 208.43 {104.22) 104.21
PHOTOCOPIER CRNON NP4050
End of April Depreciation
00024 MRY DEP 30 MAY 00 5/2000 DEP 104.21 {104.21)
PHOTOCOFIER CRNON NE4050
End of May Depreciation

4.4.8 Current Period Report
This report will list all the transactions that have taken place during the current period.

1234 Sample 3chool - Transaction Reports
Page 1

Current Period Report az at 1l:31 on Saturday,25th June 2003 - Period &

————— Movement -----
Code Reference Date Period Type Start NEV (%) Cost (5] Dep. (5] End NEV (%)
aoooy DISP 28 JUN 03 672003 SAL Z,018.85 (5,734.00) 3,715,358
FORPARK AUSTRALIA
oooll STOLEN 28 JUN 03 672003 SAL 187,12 [2,000.,00) 1,832.88
VIDEOD CAMERL PANASONIC
ooool JUN 28 JUN 03 672003 DEP 29.683 [14.82) 14.81
LAMINATOR THERMAL
End of June Depreciation
aooos JUN 28 JUN 03 6/2003 DEP 279,99 (10.77) 269,22
POLISHER ELECTRIC
End of June Depreciation
aooos JUN 28 JUN 03 6/2003 DEP 2,196.20 [64.59) 2,13l.61
DESK OFFICE
End of June Depreciation
aooos JUN 28 JUN 03 6/2003 DEP 16.47 [16.47)
TV/VIDED PANASONIC COMEINATION
End of June Depreciation
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4.4.9 Current Year Report
This report will list all the transactions that have taken place for the selected period.

Demo School - Transaction Beports
Page 1

Current Year Beport as at 13:10 on Thursday, 30th March 2006 - Period 3

————— Movement --—-—-—
Code Reference Date Perind Type Start NBV ($) Cost (%) Dep.{$) End NBV (%)
00031 29 MRR 06 1/2006 DEP 239.50 (18.42) 221.08
KONICR PLATN FAFER FAX MACHINE
00033 29 MAR 06 1/2006 DEP 347.40 (28.89) 338.71
WHITEBCARD/PINUEF BORRDS
00034 29 MAR 06 1/2006 DEP 322.99 (14.04) 308.95
VHC-C MOVIE CRMERR
00037 29 MRR 06 1/2006 LEP 330.07 {12.70) 317.37
KEYBORRD/YAMAHA PSR-530
00038 29 MRR 06 1/2006 LEFP 38.47 {19.24) 18.23
DIGITAL CAMERR MODEL MWCFD71

4.4.10 Audit Reprint Report

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

Deno School - Rudit Reports
Page 1
RAudit Report Reprint as et 10:31 on Wednesday,29th March 2006 - Peried 1
Depreciation Audit from Friday, 31at March 2000 Beport No. 1
Reference MAR DEP, End of March Depreciation
————— Movement -----
Code Method/Name Start NBV (%) Cost (%) Dep. (%) End NBV (%) BAudit
00024 Straight Line 20.00 % 312.64 {104.21) 208.43 {1)
FHOTOCOPIER CRNON NP4050
00031 Straight Line 12.50 % 1,086.82 (18.42) 1,068.40 {2)
ECNICK PLAIN PAFER FRX MRCHINE
00032 Straight Line 20.00 % 1,659.82 (69.18) 1,590.66 {3)
EADIO MIC REC = H/H TRANSMITT.
00033 Straight Line 10.00 % 746.95 {8.69) 738.26 {4)
WHITEBCARD/PINUF BOZRDS
00034 Straight Line 12.50 % 96E.E3 {14.04) 954.79 {5)
WHC-C MOVIE CARMERZ
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5 Period End

For reporting and data management reasons Asset Manager is a period based application. This
means that typically every month the System Administrator will have to carry out a period end.
This process essentially summarises all the transactions so that a period-by-period set of reports can
be produced. Running depreciation is an automated process and run as part of the period end
procedures.

Note: It is advisable to take a backup of your assets data file before performing a period end.
This can be done by using the Safe Backup Utility. Refer to Section 8 for instructions on how to
use this program.

5.1 Performing a period end and depreciation

e Click Assets on the sidebar.
e Click Period End.

Note: The user is forced to depreciate before carrying out a period end if the system option has
been selected. It is not possible to reverse a period end or to revert to the prior period. The system
will only permit one depreciation transaction per period.

A message screen is displayed.

H There are 29 Aszet records that stil require Depreciation before you can run a
e Period ar ear End. You will will automatically be taken ta the Depreciation

zoreen after clicking OK.
Ok I

e Click OK. The user will be taken to the depreciation assets selection window.

Note: All new assets purchased during the period need to be imported via the Accounts Link or
manually entered prior to running Period End. For information on importing see Section 7.
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v Bl | [ X orear I Period: 1

Display Assets fitting the following criteria

Code | @ to | @

Frequency

Location |
CC Number |
CC Name |

5.1.1 Displaying all Assets for Depreciation Selection

Note: This will only select assets in categories that are depreciable. Resources, Artworks and
Software will not be selected. Assets that have been fully depreciated, sold or disposed will also
not be selected. Library Collection assets will only appear when they reach the end of their life.

5.1.2 Performing Depreciation on the Assets
Once the assets have been selected they are displayed in the depreciation window:

Depreciation

WES . HO -
Code Description &/ 4 $|8ELH Period: 6 ‘
00021 KOMICA PLAIM PAPER FAX Per 12.50 12.42 YES J
Qooz4g UHC-C rMOUIE CAMERA Fer 12.90 14.04 YES / oK
Qoozy KEYEBOARD A'AMAHA FSR-532 Fer 12.90 12.70 YES
[alulurci=] SUMSAFE SHADE STRUCTUR Fer 12.350 Q9z2.93% YES
QoosSz CAHON HF G045 FHOTOCOP Fer Z0.00 194 .02 YES
[luluisic) CAHON HF G045 FHOTOCOP Fer Z0.00 194 .02 YES
Qo327 VEHICLE — MAZDA 626 Fer 20.00 566 .66 VYES

o0z20 FHOTOCOF | ER CAMOM Fer 20.00 Z200.00  YES
E FHOTOCOR |ER — KOHICH 2 ] 7 .20 YES

00333 PHOTOCORIER - KOMICA Per I 125 & 57.29
Depreciation Tups : Straight Line Cost End of ¥ear : 5500.00
Serial Number : 9080706 Dep. End of Year :
Asset Category : Office Equipment MEY End of ¥ear : S500.00
Frequency : Maonthly Residual Cost :
| 9 Assets Displayed Total of $ 1,350.13

Zzz

e Click to change each ‘NO’ to a “YES’ (all assets will be depreciated)

Note: Particular assets can also be selected for depreciation from this list. Double-click on each
asset to be depreciated and the ‘“NO’ will change to a “YES’ for each asset clicked. This function
must only be used by the District Finance and Administration Officer for correction purposes.
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Once all the assets have been selected the system will display the total value of the depreciation in
the total field at the bottom of the screen.

| 9 Azzets Displayed Totalof 3 1,35013

e Click OK to post the depreciation. The system will display the Processing References screen:

||/ 0K ”)( Cance]l

Date Referance
| 15 May 0& |4PRIL

Details

Depreciation for April 2006, ;I

Depreciation posted to Period 4 Year 2006,

e Enter the reference and details for this depreciation.

Note: The information typed into these fields is displayed on related reports.

e Click OK. The following is displayed:

Avre you sure you wizh to post the Depreciation?

e Click Yes to post the depreciation. The system will then give a prompt to print out the audit
report associated with the transactions processed:

rakes

Please select the output for the
Depreciation Audit Report

Printer I

RM Asset Manager 4.13.10 Manual v2.5_140508
I( m 5-4 of 102

RM Asia-Pacific © 2008 RM Asia-Pacific Pty Ltd




Wy

Deno School - Audit Reports
Page 1
Depreciation Audit Report as at 12:12 on Monday,15th May 2006 - Period 4
Depreciation Zudit Report No. 06
Reference APRIL, Depreciation for April 2004.
————— Movement -—-—-
Code Name Start NEBV (&) Cost (&) Dep. (%) End NBV (%) BAudit
00031 Straight Line 12.50 % 184.24 {18.42) 165.82 Reference and
KONICA PLAIN PAPER FAX MACHINE {1165) Details on this
00033 Straight Line 10.00 % 321.34 {&.68) 312.66 -
WHITERORRD/PINUF BORRDS {1166) Ilne are those
00034 Straight Line 12.50 % 280.87 {14.04) 266.83 entered by the
VHC-C MOVIE CRMERR {1167) .
00037 Straight Line 12.50 % 291.98 {12.69) 278.29 user in the
KEYBOARD/YRMARHR PSR-530 {1168) Processn‘\g
00035 Straight Line 12.50 % 3,161.39 (92.98) 3,068.41
SUNSAFE SHADE STRUCTURE {1169) References
00052 Straight Line 20.00 % 776.10 (194.03) 582.07 screen
CRENCHN NP 6045 PHOTOCOFIER {1170} '
00053 Straight Line 20.00 % 776.10 {194.03) 582.07
CRNON NP €045 FHOTOCOFPIER {1171)
00327 Straight Line 20.00 % 6,799.98 (566.67) 6,233.31
VEHICLE - MRZDR 626 {1172)
00328 Straight Line 10.00 % 330.12 {4.59) 325.53
LIGHT FITTING {1173)
00329 Straight Line 20.00 % 2,600.00 {200.00) 2,400.00
PHOTOCOPIER CANON {1174)
00330 Straight Line 20.00 % 23.31 {1.67) 21.64
NOEIL MOBILE TELEPHONE {1175)
00331 Straight Line 20.00 % 280.00 (20.00) 260.00
FRY MACHINE {1176}
00332 Straight Line 12.50 % 2,447.92 (26.04) 2,421.88
COMEUTER - I-MAC WITH BUILT IN I-SIGHT {1177)
13 RECORDS PRINTED EEPORT TOTAL $ 0.00 (1,355.84)

If the report is not printed at this time it can be printed from the Transaction Reports section.

Note: Once an asset has been depreciated it is removed from the list and cannot be depreciated
again until a period end has been performed.

When depreciation has been posted, the history will be updated as will all values associated with
the asset. All reports will now reflect the new Net Book Value (written down value).

After depreciation for the period has been completed the user will be returned to the Period End
section where the following screen will be displayed.

End of Period ed

A Period End will take you into Period 2 Year 2005
A Year End will take you into Period 1 Year 2006

Carryouta -

Delete ;-
A1 éocated transactions
€ Only allocated transactions up to transaction date

|29 M&R 06

% DO NOT Remove Transactions
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e Click to start the period end. The system will display the following message:

Are you sure you wish toinitiate a period end?

e Click Yes to continue.
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The period end will be now be carried out. This process may take several minutes depending on the
number of transactions and assets that have been entered onto the system. Whilst the Period End is
in progress other users can still log on to the Asset Manager data file but will be restricted to
viewing information only. If another user attempts to edit information a black padlock is displayed
until Period End processing is complete.

Once the period end is complete the main assets window will be displayed.

The current year and period can then be checked in System > System Defaults.

Note: After completing the period end process it is necessary to run the FREDA Asset report. See
Section 2.5.9 for instructions on running the report.

Print the Management Report (see Section 6) and any other reports required by the school.

5.2 Performing a Year End

Year End is activated through the same screen as period end.

Note: It is advisable to take a backup of your assets data file before performing a period or year
end. This can be done by using the Safe Backup Utility. Refer to Section 8 for instructions on
how to use this program.

e Click Assets on the sidebar.
e Click Period End. A message similar to the following is displayed:

There are 39 Azzet records that sl require Depreciation before pou can n a
Period or Year End. You will will autamatizally be taken to the D epreciation
screen after clicking OF.

e Click OK.
Perform the depreciation as described in Section 5.1

The End of Period screen with the year end option selected will now be displayed as illustrated
below.
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End of Period

2]

A Period End will take you into Period 13 Year 2005
A Year End will take you into Period 1 Year 2006

Carryouta:-
¢~ Period End
idi

Delete -
i Al Allocated transactions
 Only allocated transactions up to transaction date

|29 Ma&R 06

i+ DO NOT Remove Transactions

Ensure that the DO NOT Remove Transactions button is checked on.

e Click ﬂl to start the year-end. The system will display the following message:

Are you zure you wish to initiate a pear end? Mo |

e Click Yes to continue with the year-end.

The current year and period can then be checked in System > System Defaults.

Note: After completing the Year End process it is necessary to run the FREDA Asset report. See

Section 2.5.9 for instructions on running the report.

Print the Management Report (see Section 6) and any other reports required by the school.
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6 Management Report

This section can be used to produce summary reports of your school’s fixed assets. These reports
can also be customised to show selected asset categories and to group asset categories if desired.
Other reporting options are also available.

1B
e Click the Management button w' on the sidebar. The Management Report screen is
displayed:

Management

1] 4 Cancel .:':\f“ M 2 .
IF Colurnn 1 |7 Caolurnn 2 |7 Colurnn 3 |7 Caolurnn ¢
Furniture & Fittings Office Equiprnent Flant & Equipment Photocopiers
Include : Inzlude : Include : Include :
Furniture & Fittings :‘ Office Equiprnent :‘ Flant & Equiprnent :‘ Fhotocopiers :‘
|7 Colurnn 5 |7 Caolurnn & |7 Colurnn 7 |7 Caolurnn 2
Cornrnunication Equiprnen | Computer Equiprnent Muotor Yehicles Artworks
Include : In:lude : Inc:lude Inzlude :
Cornputer Equiprment Mator Yehicles Artworks

Cornrmunication Equipr:‘

B

B

B

|7 Colurnn 2 |7 Caolurnn 10 |7 Colurnn 11 |7 Colurnn 12

Resources Software Library References Library Collection
IncTude : Inc:lude : IncTude Inzlude :

Resources :‘ Software :‘ Library References :‘ Library Collection :‘
|7 Colurnn 13 |_ Calurnn 14 |_ Colurnn 15 |_ Calurnn 16

Buses

Include : Inz:lude : IncTude Inlude :

Buses

B B B B

The above screen shot shows the default settings for the report which will be displayed when the
window first opens.

6.1 Producing the Management Report

e Click ﬂl to produce the report
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If the report is printed with these settings all asset categories will be displayed in the following

format:

as at Period 11 2007

Cost

start of Year
Additions
Revaluations

Disposals
Transfers

End of Year

Depreciation
Arart of Year
Charge
Rewaluations

Disposals
Transfers

End of Year

Net Book Value

Start of Year
End of Year

Statutory Report - 1234 Demo DHS

Company Total Furniture & Office Plant & Photocopiers Communication Computer Motor artyorks Resources
Fittings Eruipment Equipment Equipment Eruipument Vehicles
1,242,961 33,681 76,413 12,014 1,120,853
250,035 5,140 5,192 31,038
(11%,953) (36,0201 (77,933]
1,388,043 5,140 33,681 40,393 17,206 1,073,958
446,721 31,219 68,474 12,014 335,014
28,225 1zs 1,868 3,832 541

(80,754) (36,020) (44,734)
394,192 128 33,087 36,286 12,555 290,280
796,240 z,462 7,938 785,839
994,751 5,012 524 4,107 4,651 783,678

Note that the above figure shows only a section of the report.
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6.1.1 Printing the Report

e Select the report destination from the drop down menu

|V = I [x Cancell

Please select the output for the
Statutory Report

Printer |

Note: When a paper copy of the report is required, print the Management Report directly to the
printer (i.e. do not view to screen first).

e Click OK.

When printing the Management Report the default settings for the Page Setup must be changed to
Landscape.

e The following message is displayed:

'E Flease set the page layout to be Landscape.
L

e Click OK. The Page Setup window will be launched.

r Printer
Name: I\\Rmaﬂ\KONICA 7145 PS5 j Properties... |
Status: Ready

Type: KONICA MINOLTA 7145 PS
Where:  Konica Minolta Photocopier/Printer/Scanner

Comment:
—Paper Crientation
Size: IM ﬂ &
Source: I,Auto Select j £~ Landscape
Hep | MNetwork... | OK | Cancel

e Click Landscape.
e Click OK.

RM Asset Manager 4.13.10 Manual v2.5_140508
I( m 6-4 of 102

RM Asia-Pacific © 2008 RM Asia-Pacific Pty Ltd




After printing the Management Report, you will be prompted to re-set the report orientation to
portrait.

"f Reset the page layout ta be Portrait,
L

Note: If all 13 asset categories are printed, this report will be printed on 2 pages. If all categories
are not required, then please follow the instruction in section 6.2 below.

6.2 Customising the Report

6.2.1 Clearing the Default Settings

e Click Clear button "z | to clear the current report settings

6.2.2 Defining the Report’s Columns

The report can consist of up to 16 different columns and each column can contain figures relating to
one or more categories. To define a column:

Ensure the appropriate column check box M amat s checked on.

e Double-click in the Include window

|7 Colurnn 1

The Add Type window is displayed:

Add Type 2l x
Areailable - Calumn 1 :

Furniture % Fittings - ;I

Office Equiprnent

Plant & Equiprnent

Fhotocopiers

Cormrunication Equiprnen

Computer Equiprnent

Motor Yehicles

........... =l |-

e Double-click on the categories in the available list to be included. A category can be removed
from the list by double-clicking on it in the column box.

Note: Categories can be combined into one column if necessary.

e Close the Add Type window when you have made your selection.
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e Type the name for the column in the window below the column check box.

Furniture & Fittings =

[ -
e Repeat the above process for all columns required.

6.2.3 Setting Report Options

. _ S
e Click the Options button [ estisn=

e The Management Report Options screen is displayed:

Management Report Options @g]
" Do not Show Cornpany Tatal Show Report as at .
{* Show Company Total in First Column Period IT Year | 2007
" Show Company Total in Last Columnn |_ Forecast Depreciation
Report Title Round to :
; e por Units |
Labels
Lasl Jecfian Cost
Fierd ot lesr Start of Year
Adiiions Additions
LBy Revaluations
Dspnssis Disposals
Fransiers Transfers
Eod o lese End of Year
Denrecislion eciian Depreciation
Fierd ot lesr Start of Year
LErE Charge
Kl ws e Revaluations
Ssnossis Disposals
FEsnsters Transfers
Eod o lese End of Year
Aed Boolr balue Seciior  iNet Book Value
SrsrT o7 Mesy Start of Year
Lod ol Vese End of Year

Displaying Totals

Asset Manager gives the user the option of including the total of the school’s asset figures on the
management report. The Company Total feature will create another column in the management
report containing all the categories. This column can either be the first (leftmost) or last (rightmost)
column on the report. This is determined by selecting one of the following options.

" Do not Show Company Total
{* Show Company Total in First Colurmn
€ Show Cornpany Total in Last Column
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Selecting Reporting Period
A particularly powerful feature of this report is its ability to report on the current period as well as
any past period.

The period and year can be selected by editing the information in the relevant fields at the bottom of
the screen.

Show Report as at @

Feriad | 11 ‘fear | 2007

|_ Forecast Depreciation

The report can also be run for future periods and will forecast depreciation if this box is checked.

Report Title and Magnitude of Rounding
You can now set the report title and the magnitude of rounding for the amounts.

To change the report title

e Click the Report Title Field.
e Delete the existing title.
e Type the new title.

To specify the rounding
e Click the Units box. A drop down menu is displayed:

Round to :

i |
Units
Hundreds
Thouzands
Hillions

e You can now select whether the report should round the amounts to units, hundreds, thousands
or millions.

Note: When the report is printed any rounding that is not to units will be shown at the top of the
report.

e Once all options have been set close the options window by clicking on the exit cross E

e Click on ﬂ' to produce the report.
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7 Accounts Link
Assets can be imported into Asset Manager directly from an RM Finance data file.

In order for this to occur, the assets must have previously been flagged in the RM Finance data file
by checking the assets box on the Expenditure or Purchase Order screens.

Pl Expenditure 2=l
) Expenditure ContiR
swpplier [ ] Options
perios |
Feference |7 Create Cheque Eatch Ref.l:l

[~ Alternative Payee  Mone
\

Add new Expenditure line a
Aralysis | | |
N

Detail | |
Eudget EBal. 0.00
_ | | = | | Asset Check Box
Line Total Invaice Mo, |:|
T i T
axeode || ®| Tax| 0.00 v ok
All Expenditure Lines X Cancel
Detail $ Mett $ Tax 4 Line Total .
" &-ll Window
A Close window
.( L@ >
| Totals o.00 0.00 0.00 < Help

RM Finance Expenditure screen

Refer to the RM Finance manual if more detail is required.

7.1 Importing Assets from RM Finance

e Click Accounts Link button asantstik | on the sidebar. The Accounts Link — Import screen is

displayed:
v’ ok |[X cancel] Period: 7 |[Chiangs datatiie |

Datafile I KARMDENFINTYS.DF A

Import Bought Yalues &s: e Mett i Gross
Search for

Start Audit Number I
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7.1.1 Selecting the RM Finance Data File
The first time you use this link the RM Finance data file will need to be located.

e C

lick i Change Datafile |

The Change data file screen is displayed:

Change data file

Look in: | 3 RMDE ~| 5 B9

@ Assets.dfl
i Fin75.df1
& Integris6B8a.df1

File name: |
Files of type: |DMNIS 7 Data Files [*.df1) j Cancel
Mew Data File

The RM Finance data file now needs to be located. This will usually be:
K:\RMDB\ Fin75.df1

Once this file has been located double-click on it to have it displayed in the Accounts Link — Import
window.

e Click the Nett button next to Import Bought Values less GST.

e Click ﬂ' The Purchased Items screen should now appear.

Purchased Items e |
Cade Hame Biought Date Walue EEE%% ‘
?7FP??? SATELITE DISH 15 /05 /2006 Q09,09 MO
2?99?97 CABIMET: TROPHY 15/05/2006 621818 N
??7P??? COMPUTER: APPLE IMAC WITH 151G15/05/2006  2272.73 HO
2777777 OFF |CE EQUIPHENT 15 /0542006  S000.00 HO

;I Expand Line
Code Marie Enught Date
| SATELITE DISH | 15/05/2006
Supplier Purhase Order Irviice Mo,
| Dick Smith Electronics |0 |123
Address
PO Box 500 faset Category Eought Value
REGENTS PAREK DC NSW 2143 | I ELERE]
Depreciation Method Years
Straight Line | [o.00
Sales Tel. | 9642 9100 Fraquency Percentage
Sales Tel. | 642 9175 Manthly | I 0.00

RM Asset Manager 4.13.10 Manual v2.5_140508
I( m 7-3 of 102

RM Asia-Pacific © 2008 RM Asia-Pacific Pty Ltd



Note: Assets can be imported once only from RM Finance. It is therefore important that all
assets in this list have the “YES” symbol displayed before clicking on OK. If assets have a “NO”
symbol displayed the details of those assets will be lost and will have to be entered manually.

For each asset in the list:

Double-click on an item in the top window (‘NO’ will change to ‘YES”’).
Click the Asset Category box. A drop down box is displayed showing all asset categories:

Furniture Fittings
Cffice Equipment:
Plant Equipment
Photocopiers
Corrmunication Equiprnent
Computer Equiprnent
Mator Yehicles
Artworks

Resources

Software

Library References
Library Collection
Buses

Double-click on the desired category.

Once this has been done for all assets and any invoices with multiple assets have been expanded
(see Section 7.1.3):

Click |ﬂ| to proceed.

All bought dates and bought values of the assets selected for importing will then be checked by
the software.

If any of the bought dates do not fall within the current period of the Asset Manager datafile
then a message similar to the following will be displayed.

Line 1: The date you have entered iz in advance of the curent period. Please

. enter a walid date.

"'_\ Ling 1: The bought date must be within the current period of the datafile.
[ ]
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¢ [f any of the bought values do not meet the requirements then a message similar to the following
will be displayed.

' Line 1: The bought walue for thiz line iz lezs than the curment asset
. capitalization threshold. Check the selected cateqory and correct the bought

walue if required.

capitalization threshold. Check. the zelected cateqory and corect the bought

value if required.

e |f any error messages are received corrections must be made as required.
e Once all bought dates and bought values have been verified to be correct then the following
reminder message will be displayed.

ine 1: The bought waluge faor this ling is less than the cunent software
' Line 1: The bought value for thiz | lezs than th b zaft
[ ]

P | RBeminder The expand line facility should have already been used if there i
- more than one item per line.

OF. to update Aszet records with the selected purchase iterns?
Mo | ez

e Click Yes if it is appropriate to do so. The Accounts Link — Import window is displayed. (Click
No if you want to use the expand line facility as outlined in section 7.1.3).

Key Solutions Accounts Link - Import e |
v/ ok || cancen Period: 7 |[Ehange hatafiie |
Datafile IK:\RMDB\HN?E.DH
Imnport Bought Walues As: (& Mett i Gross
Search for

Start dudit Mumber |

These assets can now be viewed through the main asset window. Note that for assets imported in
this way the following details will now have to be completed as outlined below.

7.1.2 Completing Details for Imported Assets

The following details will need to be completed for each asset imported:
e Find the asset (refer to Section 3.1.1).

e Click Edit.

e Amend name of Asset to be in line with naming convention.

e Enter the Serial Number for the asset (if appropriate).
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Click the arrow to the right of Supplier Name.

Enter any warranty details.

Click User Fields.

Enter Location, CC Number, CC Name, Supply Code and Leasing Details (if any).
Click Memao.

Enter any ancillary items or other notes.

Click OK to save details.

7.1.3 The Expand Line Feature

Example: Your school has purchased 40 new computers. This has been entered into RM Finance as
one item with a total cost of $80000. When this comes across to Asset Manager there will be one
entry with the description ‘40 Computers’ and the bought value will be $80000. This is obviously
not satisfactory for Asset Manager, as each computer needs to be entered as a separate item with its
own cost. The expand line feature will allow you to break the one entry into 40 separate entries, and
will automatically calculate the cost of each (by dividing the total by 40).

To use this feature:

e Click Accounts Link on the sidebar.

e Click OK to import the assets from RM Finance or RM Finance. The following screen is
displayed (showing the example listed above):

Purchaszed ltems
Code Mame Enught Date Walue Egéiﬁﬁ ‘
FTEIIITT 40 COMFUTERS 28/06/2003 S0000.00 MOa

x Cancel
= = |
—I Expand Line
Code Marne Eought Date
| 40 COMPUTERS | 280642003
Supplier Purchase Order Imvoice Mo,
|A1gar Eurns Camputing |D |654321
Add ress
PO Box 1345 Aizset Cateqory Baought Yalue
OSBORNE PARK Wh 6916 | [ soooooo
Depreciation Methodl Wears
Straight Line I 0.o0
Gales Tel. | Frequency Percentage
Sales Tel. | Maonthly | m

e Double-click on the item (40 Computers) in the upper window.

e Click the grey box under Asset Category.

e Select the correct category (Resources in this example).

e Click in the Name field.

e Change the name as desired (e.g. Computer).

e Click Expand Line. The following screen is displayed:
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\/|><.|

Expand transaction line to form I 40 | lines

e Enter the required number of lines (40 in the above example).

e Click the green tick iI

e Click Yes. The item is now expanded into 40 items as can be seen below:

Bought Date

Yalue

Computer Pentium 333

Computer Pentium 333 2000.00
Computer Pentium 3332 2E/06,/2003 2000.00 YE
Computer Pentium 333 2E/06/2003 2000.00 YES
Computer Pentium 333 2E/06/2003 200000 YES
Computer Pentium 3332 2E/06,/2003 2000.00 YES
Computer Pentium 333 2£/06/2002 200000 YES
Computer Pentium 333 2E/06/2003 2000.00 YES o D(:
mide Pt mmn mesme tmomn menn an e Evpand Line
Code Marmne Bought Date
| Computer Pentium 333 | z&s06/200%
Supplier Purchase Order Imvoice Mo,
|A1gar Eurns Camputing |D |654321
Address
PO Box 1345 fsset Category Bought ‘alue
OSBORNE PARK Wa 6916 Resources I I S0000.00
Depreciation Method Years
Straight Line | [ 400
Gales Tel. | | Frequency Percentage
Sales Tel. | | Manthly | | 25.00

Purchased ltems EHE
Code Marme

Note: It is possible to enter the bought value of the item before expanding it. It is also possible to

edit the individual items’ name and value once they have been created in this screen. This could
be useful if not all items had the same name and/or value, or if it was necessary to remove a

component of the cost such as post and packing.

e When all adjustments have been made click on OK. The following message will be displayed:

Ok, to update Azset records with the selected purchaze Mo |
itemnsz’? =

e Click Yes to confirm the addition of these assets.
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8 Making Backups

8.1 Using the Safe Backup Program

You can use the Safe Backup Utility provided to make a backup of your Asset Manager data file at
any time and to any location. Prior to starting the safe backup program you must ensure that there
are no users logged into the program. Otherwise the backup will fail.

8.1.1 To start the safe backup program
¢ Navigate to C:\keys\Safe Backup

. SafeBackup.exe
H Safe Backup
@ 1| R Management Solutions

e Double-click on SafeBackup.exe
e The following screen is displayed:

El safe Backup
Filz

Safe Backup

Version 2.00.01

. Create Archive Restore Archive

e

8.1.2 To backup your data file

e Click on Create Archive. The following screen is displayed:
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E safe Backup @

Application Owner | Date ]21,-’04;’2008 11:05:41 ...! 1 ﬁ
I
Archive Description Create Archive ain Menu
Select the files you wish to appear in the archive
Name | Modified Sizel Path ] +

a

0 Iterns in the Archive (0 KB

e Enter the name of your school as the Application Owner (optional)
e Enter any details describing the backup as the Archive Description (optional)

Click on the Add button _~ on the right hand side
Navigate to the location of the file to backup (K:\\RMDB)
Select your school’s asset datafile (Assets.df1)

The datafile will be displayed on the Safe Backup screen
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rﬂ Safe Backup

Application Owner |Demo DHS Date |23.-"D4f’2UDS 84021 AM
archive Description Feb 2008 Backup ﬂ

= 5

Create Archive Main Menu

Select the files you wish to appear in the archive

Mame | Modified I Sizel Path

Assets.dfl 23/04/2008 §:32,.. 159.34 ... KMNEMDB

1 Iterns in the Archive (159,34 MB)

=
%
Create Archive

Click on the Create Archive button

Enter the name for the archive (backup) file
Click on Save
The backup file will be created

x

Archive successfully created at K:\RMDBE\Feb2008. zip.

(04 |

e Clickon OK

o &

Navigate to the location where you want the backup file to be stored

If the backup is successful a message similar to the following will be displayed

Note: The backup file will automatically be compressed and will be given a file extension of .zip
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8.1.3 To restore your data from a backup

Note: If you are required to restore your data from a backup, you MUST contact the Customer
Service Centre on 9264 5555, prior to commencing the restore.

To restore your data from a backup taken previously:
e Start the Safe Backup program (refer to steps outlined above in Section 8.1.1).
e Click on Restore Archive. The following screen is displayed:

Restore Archive

Look in: [ =) RMDE =~ & ®B ok E-
5 EDFebzn0s. zp;
My Recent
Documents
([
Desktop

J

ky Documents

ary

ky Computer

e

My Metwork  File name: | ﬂ Iﬂl
Places
Files af type: |2ip filez [*.zip] ﬂ ﬂ

e Navigate to the location where the backup file is stored

e Select the backup (.zip) file to be restored. It will then appear in the Safe Backup window as
illustrated below.
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El safe Backup E|

Application Owner |Dernc| DHS Date ]21/04/2008 BRI Rntc T :.,;lf
archive Description |F=b 2008 Backup Restore Selected Files Main tenu
Select the files within the archive you wish to restore, all files will be restored if no files are selected
Marme | Maodified Size | Path o
26/02/2008 12:18: ... 11.65 MB RMDB
1 Items selected (11.658 MB) ¥ Restore using folder names

Highlight the file to be restored (Assets.df1)
3%

CIle on Restore Selected Files

(Alternately do not highlight any files and click on ‘Restore Entire Archive’. This will restore

all files displayed on the screen.)

Navigate to the location where the restored file should be saved

Note: Extreme caution should be taken at this point. Do NOT overwrite your previous assets
datafile.

If no file of the same name exists in the selected location then the file will be restored.
If a file with the same name already exists in the selected location then a message similar to the
following will be displayed.
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El Confirm File Replace

Thiz foldet already contains a file named
RMOBE L zsets df 1"

&

Wil you like to replace the exisitng file

@ 11675.72 KB
modified: 26 February 2005,

with this one?
TME75.72 KB
modified: 26 February 2005,

ez to gl Mo Cancel

e Click on No and restart the restore process to choose a different location
e The following message will be displayed in this case

Safe Backup

@ Mo files were processed,
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9 Import, Export & Adhoc
9.1 Import

e Import can be accessed by clicking on the Import button. = meert

This section is used to import asset records into the database. RM will have imported all asset
records prior to schools using Asset Manager and as such schools should not use this section unless
advised. As schools are unlikely to import data further detail will not be given on this section.

9.2 Export

e Export can be accessed by clicking on the Export button. Q

This section is used to export records from the database. Currently it is unnecessary for schools to
export data, therefore further detail will not be given on this section.

9.3 Ad-hoc

—}
e Ad-hoc can be accessed by clicking on the Ad-hoc button " #i-+e

This section will allow users to create their own reports using a variety of templates and fields.
However, as it is anticipated that users will not need to create their own reports, further detail will
not be given on this section.
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10 Menu bar

File Edit Demo School Info

The Top Line Menu bar at the top left hand corner of the screen and can be accessed by clicking on
the appropriate word.

10.1 File

e Click File. The following drop down menu is displayed:

File Edit Demo School I
Page Setup  Cirl+P
Utilities
Select Printer

Exit Ctrl+X

10.1.1 Page Setup

This will allow the user to change from Portrait to Landscape etc. For more information on Page
Setup see Section 6 on Printing the Management Report.

10.1.2 Utilities
e Click Utilities. The tool bar will change to the following:

7 | Asset Manager

File Edit Demo School Info Utlities

e Click Utilities on the tool bar. The following drop menu is displayed:

Utilities
Reorganise Data
Chedk Datafile

Advanced Utilities

Upgrade Data
Upgrade to V3+
Reset Import Templates List

Transfer Assets to Resources
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Reorganise Data

When you upgrade your Asset Manager to a later version, the first time a user opens the program
the following warning message is displayed.

,-"' Warning: Y'our data needs to be reorganized. Failure to do 0 may result in
+ % datadamage.
Mote: &hwayps make a copy of your data before recrganisation.

e Click OK.
o Exit from Asset Manager.

Make a backup of your data, for more information on Backups see Section 8.
e Re-start Asset Manager.

A warning screen is displayed as above.

e Click OK.
e Log into the program as usual.
e Click File.

e Click Utilities on the drop down menu.
e Click Utilities on the tool bar.
e Click Reorganise Data. The following warning message is displayed:

Fleaze ensure that you are in single user mode or the Reorganise Procedure
. will ot wark. |

Ensure you are the only user logged on.

e Click OK. The following message is displayed:

“» |, Reorganise data enzures that the data for a libray matches the definition in
| the library file. Reorganise all the data?

e Click Yes. The following message is displayed:

Reorganize data may take along time. Only continue if pou have a copy of
the data. Reorganize all the data
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e Click Yes.

Note: The data may take some time to reorganise and it depends on the size of your data file as to
the length of time required.

The following message is displayed:

Reorganization complete

e Click OK.

Check Data file
This is for use by RM technical support staff.

Advanced Utilities
This is for use by RM technical support staff.

Upgrade Data
This is for use by RM technical support staff.

Upgrade to V3+
This is for use by RM technical support staff.

Reset Import Templates List
This is for use by RM technical support staff.

Transfer Assets to Resources
Do not use unless directed to do so by central or district office staff.

10.1.3 Select Printer

Select Printer allows the user to set as a default for the Asset Manager where reports are to be
printed. This may be changed when printing individual reports. The default printer for Asset
Manager may also be selected at this point.

e Click Select Printer. The following screen is displayed:
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Set report destination
|

 Screen

' Page Preview
 File

 Port

" Clipboard

= Channel

Cancel
Ok

e Select the report destination.
e Click OK. The Set Printer Name screen is displayed listing printers available for use from this
computer:

Set printer name

FOFCreatar Mel:
WWHma8WHPInkjet 2500,Ne03:
WWRmaBhk.ONICA 7145 PS Neld:
‘WHmaghhp 1300_Accounts Mel2:

Ymafhhp 1300 _Near Adam Mel1:
Cancel |
:
»

e Select the appropriate printer. (If no printers appear in the window, no printers have been set up.
Printers must be set up through Windows first).
e Click OK.

10.1.4 Exit

Allows the user to exit the program. It has the same effect as using the & in the top right hand
corner.

10.2 Edit
Clicking on the edit menu on the top menu bar will display the following pull down menu.

| Edit Demo School Info  Utilt

Undo Cirl+Z
Cut Cirl+%
Copy Ctrl+C
Paste Ctrl+v
Select Al Ctrl+A

‘ Clear Del

Paste From File...
Paste Link
Remoyve DDE Link

Links...
Objeck
Insert Object, ..

This will enable you to use some of the windows editing features in Asset Manager.
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10.3 Asset Manager

This will show the name of your school. It will give you access to the same functions that are
displayed on the sidebar. For further information on any of the listed functions see the relevant
section in this manual.

e Click Asset Manager or the Name of your school. The following pull down menu is displayed:

Demo School Info  Utilities
Assets Ctrl+1
Management Reports Ctrl+2
Adhoc Reporting »
Import Ctrl+3
Export Cirl+4
Access Link Cirl+5
System Ctrl+6

10.4 Info

e Click Info. The following pull down menu is displayed:

Info Utiities
DDE...
Change User...
Change Data File...
Change Registration Details

About Asset Manager

10.4.1 DDE

DDE stands for Dynamic Data Exchange, which is not activated for Western Australian
Government schools.

10.4.2 Change User

This option allows a different user to log on. The previous user does not need to exit Asset
Manager.

e Clicking on this option will display the logon screen.

10.4.3 Change Data file

This allows the user to change data file. Under normal circumstances WA schools will have only
one data file and users should not need to access this section.

10.4.4 Change Registration Details

Allows the user to change the registration name of the school and serial number. The registration
details should not be changed therefore users should not need to access this section.
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10.4.5 About Asset Manager

This screen will display some technical information about Asset Manager. The screen can be closed

by clicking anywhere on the Info screen.

r/ Fl r/

GO DITE AT

(J(j/
A55e

Wieiicie

Copryright (C11993 Key Solutions
Copyright (119911999 Blyth Holdings Inc
This computer program is protected by

J'J

3@‘@ S

s
—

copyright laws and internstional treaties.
Unauthorized reproduction or distribution
of this program will be prosecuted to the
maximum extert possible under the kaw .

Microsoft Windows Porions Copyright (2

K ARMDEYASSETS.DF 1

U e TS e |License Mo : C7RS120M 432404 19216C

|Users H-=]
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11 Appendices

11.1 Reports Quick Cross Reference Guide

AddItIoNS HISTONY REPOI ..ottt b e 4-4
All ASSEL HISTOIY REPOIT......eiiiiiiieie ettt sre e b e e sbeenee s 4-5
Asset Profit on DiSPOSal REPOM..........cviiiiiieie ettt nre 4-3
ASSEL RECOIT REPOIT .....iiiiieecie ettt et et e st e sbeeae e beessesbeeseesresraennens 3-28
ASSEt SUMMATY REPOI ...ttt b e nb e nn e 3-29
AUAIT REPIINT REPOIT. ...ttt bbb 4-6
(OF0 g r=] ol =T oo =T oo o USSR 4-5
CUITENE YA REPOI ... .ii ittt sttt et e et e e e sba e e s be e e stbe e s sbeeesbeeenrneeans 4-6
Depreciation HiStOry REPOM .........coiiiieiecie ettt st ene e 4-4
DiSPOSal HISTOIY REPOI.......ciuiiiiiiiiieitiiteite ettt 4-4
Insurance Valuation REPOIT .........coiiiiiiiiiie et 3-29
LDBIS ..ttt 3-30
MaNAGEMENT REPOIT ... eiiiiiiie ittt et st sttt e e st e e sttt e beesbeesbeeenbeenbeenreen 6-3
Revaluation HiStory REPOIT ..........civiiiieieiie ettt et 4-4
SEOCK TAKE REPOIT. ...ttt bbbt bbb bttt neeneene s 2-10
Transfer HiSTOrY REPOIT ..ottt 4-5
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12 Index

A

About asset manager - 10-7
Addition - 3-21, 4-2
Additions transaction - 2-9
Adhoc - 9-2

Ancillary items - 3-8

Asset categories - 3-4
Asset code - 3-4

Asset details - 3-2

Asset no - 2-9

Asset window - 3-3

Assets - entering via keyboard - 3-4
Assets - finding - 3-3
Assets -serial code - 3-4
Auto no assets - 2-9

E

Edit - 10-5
Exit - 10-5
Export - 9-2

Reset import template - 10-4
Revaluation cost field - 3-9
Rolling depreciation - 3-24

F

Fonts - 2-10
FREDA reporting - 2-12

S

Select Printer - 10-4

Start of year cost field - 3-9
Suppliers - 3-6

Supply code - 3-7

System options - 2-4

B

Backup - restoring - 8-5
Bought value - 3-5

L

Labels - 3-30

Lease information - 3-8
List - 3-12

Logging on - 2-3

T

Top Line Menu - 10-2

C

Change datafile - 2-3, 10-6
Chars - 2-9

Cost Centre name - 3-7
Cost Centre number - 3-7

N

Nominal accounts - 3-23
Number of Items - 3-8

U

Upgrade to V3+ - 10-4
User defined fields - 3-7
Utilities - 10-2

Utilities - advanced - 10-4

D

Data - upgrade - 10-4
Datafile - 1-4

Datafile - check - 10-4
DDE - 10-6

Depreciation frequency - 3-23
Depreciation period - 3-23
Disposals cost field - 3-9

P

Page Setup - 6-4, 10-2
Period - 2-8
Postings - 3-10

\%

Values - 3-8

R

Registration details - 10-7
Reorganise data - 10-3
Report options - 3-25
Reports - assets - 3-25
Reports - transactions - 4-3

w

Warranty - 3-6

Y

Year end - 5-7
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