WINDOWS FIXED ASSETS MODULE



Windows Fixed Assets Module Software

INSTALLATION

The installation of this module is handled by a unique password obtained
from Banyon Data Systems, Inc. If you have purchased this module to the
Windows Fund Accounting (WinFund) software simply contact BDS and we
will turn the module on for your use.

***We can convert an existing spreadsheet into the Fixed Assets Software.
Call us at 800-229-1130 for conversion cost and information.

Setup Procedures

The Fixed Assets module software is accessed by clicking on the fixed asset

menu option on the Fund Accounting Desktop located on the lower portion of the
window below Journal Entries.
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**** An optional way of accessing fixed assets is from the
payment batch screen while you are paying a vendor.
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You can either enter a new fixed asset from the main fixed asset screen or from a
payment batch. From a payment batch, click on fixed assets in the top left of the
screen
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If payment is a new asset?

Press the Add Buthon,

This simply opens up the fixed asset screen; where you can now add a new asset
by clicking on add button or pressing 5

4| Add(FS)

= Fixed Assets

I A el 4| AddFE) Lookup Description v KRR Al Records Print Label
Statuz  Acti Cat Jooot e Local Tag [0006 Fields inBlue |D: 6
arus clve SLEqors aca ag | can be fitared
Descr |2 DF FILE CARBIMET

uze right click
General | Purchase | Depreciation | Depreciation Accounts | Disposal | Cost Index | Calculate Depreciation

Tag Location [Fort ¥ukan Location Of ltem [3RD GR w
b anufacturer |Briggs
todel |T2Eﬂ Optional Code
“ear 1990 ie. 2002 Used by A |
Index Dec Depreciation Method

. E
Serial 93333333556 ,7
Life o t

Condition B

Recaord: mm & [T][W] of 1563




Next, the following screen will appear to assign a category or add new categories.
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To set up categories select New Category to display the descriptions
set up screen.
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be\available in the drop down for category from the fixed asset screen.
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= Fixed Assets
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Once the categories are set up, select the category to assign the asset to and
then assign a local tag #. The local tag number must be unique to each asset.
Once the tag # is filled in, tabs will appear to enter information about the asset.

GENERAL TAB
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****Fields in blue can be filtered on. For example to scroll through all assets in
category 0001 right click on 0001 and choose filter by selection. Next, use the
arrows to scroll through the assets in that category.

To get all data back, right click again on the category # and choose remove
filter/sort. The same filtering can be done on year and location of item.

You can also right click and select filter for and type in a specific name to search
for. To see other filtering options, please refer to the report writer manual where it
talks about using the words and / or to get ranges of information.

The optional code fields are used to group any assets together for reporting
purposes.



Other Asset Option Tabs

Purchase Tab: This tab contains information about acquisition of the asset.
Complete each field (cell). The Vendor cell has a drop-down arrow that will
search the vendor records of the fund accounting program. Click on the vendor or
add new.
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The Acquired Date will default to the current date. If different date is
needed, enter that date.

Finish the cell entries for PO, invoice, check number, quantity, physical count,
price (cost), replacement, salvage, etc.

Fund, Program, Source:

This area is optional to use. If you want to assign assets to a specific fund and
program (department), then these will need to be built in the descriptions area so
they show up in the drop down. This is typically used for reporting purposes by
grouping assets together. To set up the account codes, go to the category drop
down and select new category or right click anywhere and choose descriptions.
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Depreciation: This tab contains the information about the assets depreciated
amounts, projections and method used to calculate the depreciation. The
database already holds the standard methods used including:

StraightLn (Straight Line)
Sum of Year
Double Depreciation
Index Depreciation

None
E Fixed Assets
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General | Purchase | Depreciation | Depreciation ccounts | Disposal | Cost Index | Calculate Depreciation
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Straight Line Depreciation is the most widely used method of depreciating assets.
You should confirm with your accountant or auditor what is the correct method to
be used by your organization.



Depreciation Accounts: This is where you will assign the account codes for
depreciation. The software will then create journal entries after the depreciation is
calculated. The accounts entered here will be debited and then the
Accumulated depreciation account will be credited.

E Fixed Assets

4|4 ® w1 »# AddiFs) Lookup Description v WK All Records Frrinit Label
Status  Acti Categone: [0001 Local Tag [0011 FieldsinBlue |D; 11
atus  Active ategory ocal Tag BB
Descr |2 DR FILE CABIMET e right click

General | Purchase | Depleciati0n| Depreciation Accounts |Disposal Cost Index || Calculate Depreciation

Depreciation Type  StraightLn
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The Accumulated D epreciation Account fust exizt in each fund where the Fiked Distribution will be made.  The Fized
distribution accounts above will be Debited and the Accumulated D epreciation account will be credited.
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***Important note. The accumulated depreciation account must be in each
fund used. To double check this, close out of fixed assets and go to view,
then chart of accounts. Next click GL Accounts and choose the fund you
are working with. Make sure the balance sheet account you want credited is
in the fund
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If the balance sheet account is not listed in the fund, click the add button and the
select account screen will show up. Highlight the code and choose add account.
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Disposal Tab: If an asset is disposed,

E Fixed Assets

EIE RN 31 ﬂ Add(F5) Lookup Description |+ v WK All Records Fririt Label
Status  Active Category: (0001 % Local Tag |0002 Fields in Blue |0 8
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uze right click
General | Purchaze | Depreciation | Depreciation Accounts |

Coszt Index || Calculate Depreciation

Date Aot Certificate # Reaszon Disposed

[ [ 3000 | |
Change Statuz | to Disposed

Azzets that are depreciated when dizposed will be depreciated for the year dizposed.
Check thiz azzet to zee if the Full Y'ear' depreciation flag iz set properly uzsing the
Depreciation Tab.  |F not full year the azzet will be depreciated though the month
dizpozed.

Depreciation Type

[~ Al Dizsposed ltems can be excluded from the
Deprecitation Calculation.

Record: [W]m g [T][m of 1571

****Important note. Check to see if the Full Yr. Depreciation option says yes
or no under the depreciation tab. If the full year says no, then the asset will
be depreciated through the month disposed.

If you have removed an asset by mistake you may press the Change Status
button again to move it back to an Active status.

Cost Index Tab: is only used by the Index Depreciation type.



Calculation Tab: This tab calculates the depreciation based on the
calculation method chosen and other setup features.
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Lookup Description  + All Records Erint Label
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General | Purchase | Depreciation | Depreciation Accounts | Disposal | Cost Index | Caleulate Depreciation

Default Accunulated Depreciation Account | w Calculation Steus| Help |
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0] Mo Emorydwere Found Ssset.
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3. Paszt Depr tofived Azsets | Create JE Batch |

4. Hun Mew Asget Report and Disposal Beport

& Mew dsfets @. Dizpozal Report
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Step

alculate Depreciation- Fill in starting date of fiscal year and then press
alculate button. ****If you did not fill in an accumulated depreciation account
under the depreciation accounts tab, do it here. If it is filled in under the
depreciation accounts tab, it does not have to be entered here.

****Important Note. If you want the system to create a journal entry batch
during post, check the box

****Also, you can calculate depreciation as many times as needed. Once it
is posted, you DO NOT WANT TO CALC AGAIN.

2a. If errors were found, click on the preview errors to print and view. These
errors will need to be fixed before posting depreciation.

2b. Once errors are fixed or if no errors are found, preview calculated
depreciation report, the preview distribution report, & the projection report.

3. MAKE A BACK UP

4. Click the Post Depreciation to Fixed Assets button. If you checked the box to
create the journal entry batch, then it will automatically be done. **NOTE (you
do not have to click the create JE batch option. That is only used if you need
to re-create the batch for some reason.

5. Run the Assets Report and the Disposed Report.
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Printing a label:

Look up the asset by tag # or description. This example is showing the
assets being looked up by description. To change and look up by tag# click
on the drop down and choose look up tag #.

E Fixed Assets

EIE N3] ﬂ Add[F5) Lookup Description w KR All Records FPrint Label
Stah ot Cat . i L T 0.05 Figldz in Blue |0 1562
atuz  Active ategary: [machin ocal Tag o b filtared
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General | Purchaze | Depreciation | Depreciation ccounts | Disposal | Cost Index | Calculate Depreciation

Wendor m » # 9228

Fequisition | PO # | PO Date |

Acquired Date [3 72571994 Invoice |03904 Check # [Z384 FUND
Oty 1 Physical Count 1m bt
Unit Price | 500.00 Units | = FROGRAM

Shipping $50.00  Replacement Cost A0 I

Other Cost Salvage Yalue ,7 Soucrce
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Total Price
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I
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Once the Asset is looked up click on the print label button in the top right

E Print Stock Labels X] This option is set to use 1X2 5/8
No. of labels to print | 1 | labels. Simply click on the label you
Clck on the el fon ] o want the information to print on. This
T 5 6 allows you print one label at a time
Seeen . . . and not waste any labels. Ex. If you
T et click your cursor on position 5, that is
ok rs vl " " " the spot on the label where the
Seletrumber o sl o 13 14 15 information will print.  You will be
R =e ey 18 17 18 able to see a preview before sending
- 2 . to your printer.

postion that you click on.

The first ime you uze the 22 23 24
lable sheet pick one. The
next time pick two..ect..

24 25 27
*  Use 3-up labels
1" = 2 B4
30 Per Page 8 29 30
T Use 4-up labels
88 Per Page
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