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Revisions to Manual

November 2019
1 Complete review and update
April 2019

1 Asset profiles were updatedo allow departments to track all computer equipment
VISIONpages 9 and 1Bave beerupdated to reflet the changes

March 2019
1 Manual finalizé
January2019

1 Manual written
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Overview of the VISIONystem:

VISION Oweview
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Ass¢ Management Process
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Generd Ledyer (GL)
Module

AM entries pog to the
GL (ACCRL/ADI Ledger)
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Seach foran Asset

Stuationswhen this function is used:To seachfor an eisting asset.

WorkCente navigation: Ass¢ Management WorkCener > Links> Searchfor an Asset >Seart for

an Asset
Navigator Menu navigatiorn: Asset Managemer> Sarch fa an Asse
The Search 6r an Assepagedisplays:

Search for an Asset

Asset Sear iteri
Unit 01110 Book (&} Parent ID

Clea[

Mo Assets Found

| Notify

Category [} Location Q. Area ID
Asset D v
Tag Number Profile ID CARS Q. Group 1D
Serial ID Threshold ID [&}
] Approval Pending
Additional Search Criteria Chartiield Search Criteria
Acquisition Details
PO Unit Q Receipt Unit aQ AP Unit aQ
PO No Receipt No Voucher Project ID
Retrieve (2
] cost Information [ Acquisition Information [ Location [ non capital Asset [ custodian [iease

Your defult business unitwill appear in theJnit field. The Aset Satuswill default asin Serice.
This pageallows br assetsto beretrievedby enteringvalues inthe Asset Search Qriteriafields
and/or the Acquisition Detailssection Different boxescan beselectedin the Retrieve sectiond

return specific asseinformation.

Sarchfor an assetusing ProfileD
1. BusiressUnit - Leaveasdefaut or enter the appropriate bsiness unit
2. Profile ID- Selectthe appopriate Profile ID
3. dick Search
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TheSearchResultsdisplay

Search for an Asset

Asset Search Criteria

Unit|01110 a,
Category Q,
Asset D
Tag Number
Serial ID
O Approval Pending
Additional Search Criteria
Acquisition Details
PO Unit Q, Receipt Unit
PO No Receipt No
Retrieve (2

[ cost iInformation O Acquisition Information

Search Clear

Search Results - Select One Asset to Continue

Asset Information Asset Cost Information

Unit Asset 1D Description
01110 000000000484 Cars 3 YT Life
O 01110 000000000486 TEST13A
O 01110 000000000487 TEST1
O 01110 000000000439 TEST4
O o110 000000000491 TESTT
O 01110 000000000493 TEST10
O 01110 000000000501 Training 1
O 01110 000000000502 TEST15
O 01110 000000000503 Cars 3 YT Life
[<7] Notify

Acguisition Details

Book Q Parent ID Q
Location Q, Area ID &}
Asset Status |In Service v]
Profile ID |CARS Q Group ID Q
Threshold ID Q,
Chartfield Search Criteria
Q AP Unit Q
Voucher Project ID Q,
[ Location I non Capital Asset [ custodian [ Lease
I Drill-Down To: |A.EEBI Basic Information v| GOl I

Owner/Custodian

Asset Type Asset Subtype

Fleet

Fleet

Fleet

Fleet

Fleet

Fleet

Fleet

Fleet

Fleet

Personalize | Find | (Bl | @
Work Maintenance

Tag Number

RP07241813

Js080718

J50807184

J50808187

J508081810

EH102618

DJB11271815

First ‘4 1-90f9 '}/ Last

Work Maintenance 2 More_..

Serial 1D Status

In Service
In Service
In Service
In Service
In Service
In Service
In Service

In Service

In Service

In this examplethe search retreved allassesin BUO1110that are caded with a Profile IDof CARS
and have a Satusof In Sevice. Other tabs can beselectedto view addtional information (Asset
Cost Information, Acqusition Detaik, etc.)

Additionally,the radib button next to an assetan be seleted touse the dDrill-Down :€ drop-
down to view details of the asseby compament. One a component has beeselected click GO
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Search for an Assé usingChartfield Sarch Critera

Search for an Asset
Asset Sear%’ i
Unit 06120 Q Book Q Parent ID Q
Category [&} Location (&} Area ID (o}
Asset ID Asset Status [In Service v
Tag Number Profile ID (s} Group 1D o}
Serial ID Threshold ID (&}
DApprova\ Pending
Additional Search Criteria
Acquisition Details
PO Unit a Receipt Unit Q AP Unit Q
PO No Receipt No Voucher Project ID Q
Retrieve (?
[ cost Information O Acquisition Information [ Location CONon Capital Asset [ custodian [Lease
Search Clear
[=] Notify
1. Business Unit Leave as defautir enter the appropriate BusgssUnit
2. dickthe Chartfield Seech Crieria link
The More Fiter Options pagedisplays:
IMore Filter Options
Help

More Filter Options Personalize | Find | View All @I Q First ‘4
Fund Code Department Program Class Field Project
QI 120070000 QI Q Q

Cancel

10f1 & Last

aQ

3. EnterChartfield Values- EnterChartfield nformation to filter the seach
Depatment is being used.

4. QickOK
The Searchfor an Assepagedisplays:

. In this emample

Search for an Asset
Asset Search Criteria
Unit 08120 Q
Category Q
AssetID
Tag Number
Serial ID
Approval Pending
Additional Search Criteria
Acquisition Details
PO Unit (&} Receipt Unit
PO No Receipt No
Retrieve (2
Cost Information Acquisition Information

Search Clear

Book Q
Location Q
Asset Status | 1N Service v
Profile ID Q
Threshold ID a

Chartfield Search Criteria

Q. AP Unit
Voucher
Location Non Capital Asset

Parent ID Q
Area ID 2
Group ID Q
[}
Project ID Q
Custodian Lease

5. dickSeach
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TheSearch Resultsdisplay

Retrieve (7

Search

Unit

06120

06120

06120

06120

06120

06120

06120

06120

06120

Asset Information

Search for an Asset

Asset Search Criteria

Unit 08120

Category
Asset D
Tag Number
Serial ID

Q Book
Q Location

Approval Pending

Additional Search Criteria

Acquisition Details
PO Unit
PO No

Cost Information

Clear

Asset ID

000000002043

Asset Cost Information

Asset Status | In Service
Profile ID
Threshold ID

Chartfield Search Criteria

Q. Receipt Unit Q
Receipt No

Acquisition Information

]

Search Results - Select One Asset to Continue

Descriptiona

3 Wo Wire Frence Kehoe

7 DELL LATITUDE EG440

6 DELL LATITUDE EG440

Dell Latitude E5270

Dell Latitude EG540

6540

Dell Latitude E

Dell Latitude EG540

Latitude D820

Acquisition Details

Location

Drill-Down To:

QOwner/Custodian

Asset Typev Asset Subtype

9 Hammond Cove Shooting Range Property

Property

IT Hardware

IT Hardware

IT Hardware

IT Hardware

IT Hardware

IT Hardware

IT Hardware

000000002152 W20D5 Pellegrin TOY Tundra 2008 Fleet

000000002676

W265 2015 Subaru Nicole Fleet

Q Parent ID
X Area ID
v

Q Group ID

Q
AP Unit (o}
Voucher Project ID

Non Capital Asset Custodian Lease
— Select Component — v GO!
Personalize | Find | 2 | [ First ‘4 1-160f 16 ‘&' Last
Nork Maintenance || Work Maintenance 2 || More
Tag Number Serial ID Status
In Service

3TWXP12 3TWXP12 In Service
JZKWP12 JZKWP12 In Service
7Q2BMC2 TQ2BMC2 In Service
FVTYXZ1 FVTYXZ1 In Service
B27YXZ1 B27YXZ1 In Service
GY7TYXZ1 GYTYXZ1 In Service
AF1ZTS AF1ZT9
FWOO11 STBBT44196548676
FWD400 454B8AACOF3226087 In Service

Thissearchretrievedall assetan BU06120that arecoded withDept ID of 6120070@0 and have a

Status ofin ServiceCther tabs can beselectedto view additionalinformation (Ast Cost

Information/Acquisition Details/More).

Seach foran Asset isCanplete
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Add an Aset usingBasic Add (Including aP)

Stuations whenthis function isused To add ay new asset includng @ngruction-In-Proces
(CIB, into the Asset Maagementmodulethat does not hae a lit in cost If an assetwvith split cost
needsto be added, referto the exercise cabd Add anAsset Usingxpress Addricluding CIP

Note: BasicAdd can beused to addcapital, non-financial (physica) and ClPassets. The
Captalization Threshold fature enableghe systemto automatically classfy assetsinto one of
the fdlowing categories:

1 Capital Assetsg Thesystem generates an Asset ID and sores both physical and financial
information

1 Non-Financid dPhysialé Assets ¢ Thesystem generates a Asset ID and stres only
physicalinformation. These assetare trackable by physicalinformation.

Expensd Assets; Thesystem does nd genegate an Ast ID

CIP Assatc Thesystemgenerates an AssetlD andbooksthe amount to the Congruction-
In-Process account for tracking puspes.Accounting entries arecreated but cepreciation
is notcalculatedbecausethe asset is still beinganstructed. Once the construction is
complete,the CIP Asset must betmeed, and a Gpital Asset must be entered

WorkCenternavigation Asset Minagement WorkCenter > Links> Assé Transactions> Basic Add
Navigator Menunavigatiorn: Asset Minagement > As$ Trarsactions> Owned Asset >Basc Add
The Asset Baic Informatian pagedisplays dick onthe Add a New Valudab:

Asset Basic Information

Find an Existing Value I Add a New Value I

Business Unit 01110 |3

Asset ldentification [MEXT

Add

Your cefault BJ will appear in the Businas Unit ield

1. Businesdnit - Leave asdefault or enter the appropriat business urii
2. Asset tlentification - Defaults as¥ b 9;-le&v@ default value
3. ClickAdd
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TheGeneralInformation pagedisplays The assé status will default aln Sevice. The Paent/ Child fietl
will defaut as NoneandNewAsset will be selected

General Information Operation/Maintenance Asset Acquisition Detail Location/Comments/Attributes Manufacture/License/Custodian Asset Supplemental Data
Unit 01110 AssetlD MNEXT Tag EH9876123 In Service
Asset Informatio
Description |Training Fleet Car Short Desc TrainFleet L)
CAP# Q Seq# Q.
T Taggable Asset I Tag Number |EH9876123
Asset Class CARS Q f cars
Asset Type Fleet -
Asset Subtype Q Capitalized Asset
*Asset Status In Service - New Asset
Acquisition Date |01/06/2020 El |71 Available For Use
Placement Date |01/06/2020 El [T in Physical use
lAcquisition Code Furchased - I
FERL L,ULﬁ L{
Financing Code &}
Fair Value 0.00 UsSD Appraisal Date
Replacement Cost Last Update E{J
Index Name Q
Sublndex Name
Parent/Child_MNone hd Parent ID Q=
Profile ID |CARS Qa, Region Code
hreshold ID [CAPSK Q
[l composite Asset Composite Asset 1D Q
Book Page a
(5] save = Add 4| Update/Display 57 Include History || [7# Correct History

1. Description - Entera ddailed desciption. A detailed description mads yerly inventory much
easier ad faster for yourDepartment. Exampe: Rather tK | yomputerMoniti 2 N2 = Sy (i S NJ
oSamsungydicMasterd2N Monitog

2. ClickTaggable AsseONLYif the aset isa tangble asset.Pleas refer to VISION Prockire
#1.Asset MainagementProceduie and theFinance & Managment Policy #10: Capital Assets
- Tandble and Intangibleéo determineif the asseis taggalbe

Note: The Taggable Asset box will lselectedautomatically if the asset is tgggable when
the asset is avedif you have notselected itmanually. You will then need to enter the tag
number and save again.

3. Tag Numbek If the taggable box is selected, thn a unique tag numbemust be enéred

Asset Clas- Donot enter anAssetdass The appropiate AssetChss willautomatically
defaut in based on theProfie ID selectedbelowand mustnot be changed

5. Asset Typ - Do not enter an Aset Type. The approprate AssetTypewill automaticdly
default in based on the Profile ID selecteddy and must ot be changd

6. Acqusition Date- Ente the date the aset was acgired. For ClPenter the date of the first
invoice paidtowards thecongruction that willresult in a capitabsset
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7. Placemet Dae - Enterthe date the asset waglaced into srvice For CP,enter the date of
thefirst invoce paidtowards thecongruction that will result in a capitasset

8. Acquisiion Cale - Leave adefault or selectappropiiate acquistion codefrom thelist
below.

1 ConstructedAsset was congiicted by the enteringdepartment
1 Purdased Asset was purclased bythe entering department

1 Donated:Asset was either donated to the enteg department by anexternd entity OR
the assetwas paid for by anothernt&e department anddonated to theentering
department

1 TransferredAsse was transferred from anotbr State department to the enterg
department

9. Profile ID- Selectthe appropriate Profile IDfrom the lookup. For Constration-In-Process
selectthe Profile= CIP

10.Threshold ID- AThreshold IDmay or may notlefault basedon the Profile IDselected This
field mustnot bechangedand athreshold id mustnot be mamaly added

11. Attachments (Hyperlink) - Add any applicableattachments sud asinvoices, warraries, or
pictures of the assetAttachmentsare optional but they area useful tool

12.Click on theAsset Aquisition Detail tab
TheAssetAqquisition Detal pagedisplays

General Information || Operation/Maintenance || Asset Acquisition Detail || Location/Comments/Attributes || Manufacture/License/Custodian || Asset Supplemental Data
Unit 01110 AssetlD MEXT Tag EHO9876123 In Service
Acquisition Details Find | View All First ‘4 10of1 ‘»' Last
IDescrlpt\on Training Fleet Car (=]
System Source AN Online Enfry' Fage -
Incentive ID
Quantity 1.0000 Base Currency USD
Amount 20000.00 Currency |USD Q,
Sales Tax 0.00 Category Q
Use Tax 0.00 Cost Type Q,
Freight 0.00 Interfaces Info..
Misc Charge 0.00 Acquisition Detail Chartfields
=i
Total Amount $0.00 L—“E'

*Capitalize To be Capitalized -

Capitalization Information

Profile ID|CARS [} Default Book ASSETS Trans Date |01/06/2020 &
Rate Type CRRNT Q, Left to Capitalize Acctg Date [01/06/2020 Bl
Accum Deprin Current Pd Quantity 1.0000 Trans Code -
P Amount 0.00 USD
Capitalize
[ save =+ Add #1 Update/Display ‘= Include History |7 CorrectHistory

Thequantity will default in as 10000; Curency=U3; Capialize Status-ToBe Capitated, Profile ID
carriesover from the Genal Informationtab; Rate Type= CRRNTDefaultBook = SSETSrans Date&
Aactg Dde =Current Date; Quantyt Left toCapitalze = 10000, and Anount Left to Capitaize = 0.00

The Capitalize fidd is greyedout and will automaically change to the appropate status acethe
asset las been capitalized/€llow Capitaize buttan is clicled).
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13.Description - Enta adetaileddecription. Adetailed description makes yearlyriventory
much easier andasterfor your Department. ExampleRater than dComputer MonitblE =
entS NSarsungSyncMagi SNXhmH b a2y A G2 NE

Note: Thecopy & pastefunctionality may beused tocopythe descriptionfrom the General
Information tab

14.Quartity - Alwaysleave agdlefault Wm ®nnnn Q
15. Amount - Enterthe total cos of the asset

16. Category- Leavethis fied blark. Theappropriate category wil automatically be selected by
the systembaseal onthe Profile ID selectépreviouslywhen theCaptalize button isclicked
later inthe process

17.Clickthe Interfaces Infolink
TheAcquistion Detailspagedispays

Acquisition Details

Help
Payables Acquisition
AP Unit 01110 Q, atetl il i
Voucher ID 00002347 Q, Invoice Number Train12345
Vehr Line Invoice Date |01/06/2020  |[5]

Distrib Line

| Supplier ID[0000145057 | @ BEAN,CHEVROLET I

Purchasing Receiving
PO Unit Q, BU Recv Q,
PO No. Q, Receipt No Q,
PO Line Receipt Line
Sched Hum Ship Seq
Distrib Line Distrib Ln
PSiPurchasing Drilldown PSIPO Receiving Drilldown

Procurement Group
Procurement Group 1D Seq Primary Unit

Project Cost Acquisition

PSiProjects Drilldown

Project a,

I OK I Cancel

IMPOR'ANT Thefollowing Payables Acquisitionfields are equired forall assetsconstructed or
purchased by the entering departmerif an assé¢ wasdonated or transérred to theentering
department, thenthe Payables Acquisitioiields cannotoe entered. Instead,a comment must be
enteredon the Location/Comments/Atibutes pageto explainhow the asset was agired.

18. AP Unit- Enter appropriate AP Unit that the assetwas purclased by
19.Voucher ID - Enter appr@riate Voucher ID

20. SupplierlD - Enter the Suplier IDthat the voucher was pid to
21.Invoice Number- Enter the InvoicdNumber that waspaid by the wucher

22.Invoice Date- Entea the Invoioe Date

23.Cick OK
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The Asset Aquisition Detail pagedisplays:

General Information || Operation/Maintenance || Asset Acquisition Detail | Location/Comments/Atiributes || Manufacture/License/Custodian || Asset Supplemental Data
Unit 01110 AssetID NEXT Tag EH9876123 In Service
Acquisition Details Find | View All First '‘4/ 10of1 '® Last
Description Training Fleet Car FHE=
System Source AM Online Entry Page -
Incentive ID
Quantity 1.0000 Base Currency USD
Amount 20000.00 Currency USD  |Q,
Sales Tax 0.00 Category Q
Use Tax 0.00 Cost Type Q
Freight 0.00 |nterfaces Info
Misc Charge 0.00 I Acquisition Detail Chartfields I
=h
Total Amount 50.00 ’
*Capitalize To be Capitalized -

Capitalization Information

Profile ID CARS Q Default Book ASSETS Trans Date 01/06/2020 [5]
Rate Type CRRNT Q, Left to Capitalize Acctg Date [01/06/2020 B
[[] Accum Depr in Current Pd Quantity 1.0000 Trans Code -
P Amount 0.00 UsSD
Capitalize
(5] Save [Eh Add || 5 Update/Display 51 Include History | |7 Correct History

24.Click theAcquisition DetailChartfields link
The Acquisiton Detail Chatfield s pagedisplays:

Acquisition Detail Chartfields

Help
Fund Code 10000 Q,
Department 1110010000 Q
Program Code (&}
Class Field Q,
Project Q,

I OK I Cancel

25. Enterappropriatechaitfield information - Fundand Department are required
26.Clidk OK
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TheAsset Acqiisition Ddail pagedisplays:

General Information Operation/Maintenance Asset Acguisition Detail

Unit 01110 AssetID NEXT
Acquisition Details

Description Training Fleet Car

ManufactureiLicense/Custodian

Location/CommentsiAtiributes

Tag EH9876123 In Service

Find | View All

Asset Supplemental Data

First ‘&' 10f1 '»' Last

FHE=

System Source AM Online Entry Page -
Incentive ID
Quantity 1.0000 Base Currency USD
Amount 20000.00 Currency USD Q.
Sales Tax 0.00 Category [}
Use Tax 0.00 Cost Type Q,
Freight 0.00 Interfaces Info...
Misc Charge 0.00 Acquisition Detail Chartfields
=h
Total Amount $0.00 |‘—||§'
*Capitalize To be Capitalized -
Capitalization Information
Profile ID|CARS Q. Default Book ASSETS ITrans Date |01/06/2020 E;JI
Rate Type |CRRNT a Left to Capitalize Acctg Date |01/06/2020 [31]
[Z] Accum Depr in Current Pd Quantity 1.0000 I Trans Code - I
Amount 0.00 USD
Capitalize
[& save Ey Add 4] Update/Display %] Include History | |[7# Correct History

27.Trans Dé&e - Enterthe transaction date This dat mustbe the same as the acgjstion date
entered on he General Informationgge.

IMPORTANI- TheTrans Datds thedate usedto calculate deprecation oncapital
asses. The TransDate cannot be correctedonce the Gpitalize button is seécted.
Assetsentered with incorrect TransDateswill need to be refred and then reentered

correctly.

28.Trans Cdle - Leavethis fieldblank unéssthe asset vas donatedfom an exernal entity
(outside %ate govermment). If the asset was donated from an external atyt, thenselect
oDonated¢ from the drop-down menu.

29.Cick Capitalize

Asgt Managemaent - Novenber 2019
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TheAssetCog Information box displays

General Information || Qperation/Maintenance

Asset Acquisition Detail I Location/CommentsiAtiributes I Manufacture/License/Custodian

Unit 01110 Asset|D NEXT
Acquisition Details

Description | Training Fleet Car

System Source Al Online Entry Page -
Incentive ID
Quantity 1.0000
Amount 20,000.00
Sales Tax 0.00
Use Tax 0.00
Freight 0.00

Misc Charge 0.00

=
Total Amount $20,000.00 B

*Capitalize | To be Capitalized

Capitalization Information

Profile ID CARS Default Book ASSETS

Tag EH9876123 In Semnice

Find | View All

Base Currency USD
Currency UsSD

Category[VEHD | @
a

Interfaces Info

Cost Type

Acquisition Detail Chartfields

Asset Supplemental Data

First ‘4’ 10f1 ‘»' Last

Trans Date |01/06/2020 [5)

Rate Type CRRNT Q, Left to Capitalize Acctg Date |01/06/2020 IEn}
O Accum Depr in Current Pd Quantity 1.0000 Trans Code -
Amount 20,000.00 USD
Asset Cost Information Find First ‘&' qof1 ‘»/ Last
Book Name Quantity Cost Salvage [+ [=]
ASSETS Cy |1.0000 20,000.00 USD E% 0.00/ USD
Category Cost Type Accum Depr ¥TD Depr
VEHD Q Q usD
Chartfields Personalize | Find | View All | | Q First (&) 10f1 &) Last
Chartfields
Fund Dept Program Class Project
10000 @, [1110010000 aQ aQ aQ aQ
[5] save s Add || 5] Update/Display =] Include History || Correct History

Book Name Pqulatesa default value of SSETS
Quartity - Populatedrom the quantity entered inthe Acquisition Details section

Caegory - Populates with the categoly that isassociated to the Piofile IDthat wasselectedon the
Generalinformation Page. Do NOTchange this value. If the categosynot @rrect, it is becausehe
wrong Profile ID was seleaeThe mly way to correct this is taexit the page wihout savingand

Starnt over.

Cost- Populates from thamount entered in the Acqisition Detais secion.

Salvage Populatesa default valueof 0.00

Chartfield Information - Populates from the chaffield vdues entred on the Acqisition Detail

Chartfieldpage.

30. Clickon the Loation/Comments/Attributes tab
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TheLoation/Comments/Attributes pagedisplays

General Information Operation/Maintenance Asset Acquisition Detail Location/CommentsiAttributes Manufacture/License/Custodian Asszet Supplemental Data
Unit 01110 AssetID NEXT Tag EH987E123 In Sernvice
Location Find | View All First ‘& 10of1 & Last
Effective Date 01/06/2020  [;] Effective Sequence [#[=]
| ocation kirrpiossT | 100 State St
Area ID Q.
Address 1 Pavillion Office Building
City Monipelier
County Jurisdiction
State VT Vermont Sector
Country USA United States Postal 05602

Location Detail Train1 Fit

Building Latitude
Floor # Longitude
Room#
Authorization
Status Not Authorized - Date [
Name

Comments
Physical and Custom Attributes

Detailed Description

Image

If,JJ Save I [Ek Add || 5 Update/Display 5 Include History | |[7# Correct History
31.Loation - Selectthe appropriate assetlocation code (begins with A)

32.Locadion Detail - Enter a freeform vdue that represens amore detailed location.(Exanple:
4" Floor Gonference Room

33.Comments- Enter anyrequiredcommentssuch ashow the asset vas acquired if not
purchased by the enteng depatment.
34.ClickSave

If the total cost entered (or not emtred) bes nd meet the physical thrshold, thenthe costswill be

considered expensednd noassetwill be created The following messagdisplays. ClickOKand exit
out of basic add athe transactian will not save.

Message

Expenses are not allowed to be entered into the Asset System (2005,184)

Capitalization Threshold determines that this asset will be treated as an Expense and it will not be allowed to enter into the Asset System

If the total cost exceedghe physical threshold but not the capiitzation thresholdthen a Non-
Financial assetwill be createdfor tracking purposes onlyut no accouning entries will be
generated The following nessagealisplays. Cick OKand a new asset id Wbe assigad.
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Message

Save as Physical? (8005,193)

Cancel

Capitalization Threshold determines that this asset will not be capitalized but can be stored in AM for physical inventory purposes. Continue?

If the total cost exceeds the phigd and capitdizationthresholds, then aCapital asset will be
created anda new asst IDwill beassigned

General Information OperationMaintenance Asset Acquisition Detail

AssetID 000000000599 ) Training Fleet Car

Description | Training Fleet Car

Unit 01110

Asset Information

CAP# a,
Asset Class |CARS Q
Asset Type Fleet -
Asset Subtype G,
*Asset Status In Service -
Acquisition Date [01/06/2020 el
Placement Date |01/06/2020 El
Collateral Asset -
*Acquisition Code Purchased -
FERC Code a,
Financing Code a
Fair Value 000 USD
Replacement Cost
Index Name G,
Sublndex Name
Parent/Child None -

Profile ID CARS
Threshold ID [CAPSK Q
[ composite Asset
Book Page SetR and D Info...
Aftachments (1)

Fair Value Details

[E] save

Location/Comments/Attributes

Cars

Tag EH9876123

Manufacture/License/Custodian

In Service

Short Desc |Training F

Seq#
ITag Number [EHO876123 I
Capitalized Asset
[¥] Hew Asset

Appraisal Date
Last Update

Parent ID
Region Code

Composite Asset ID

=% Add 2| Update/Display

[[] Available For Use
[Ein Physical Use

1 Include History

Asset Supplemental Data

I3

Lh/’ Correct History

35.ClickSave

36.If you did not select th&aggable Assdiox inStep 2it may default to checked based upon
the Profile IDIf the Taggable Asset box defaults to checked, enfEagNumber

Add an Asset using@@asicAdd (Including CIP)s Gomplete

Asgt Managemaent - Novenber 2019
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Add an Asset using Expse Add (ncluding CIP)

Stuations when tis function is used:To quicklyadd any new asset(includng CP) into the Ass&t
Managementmodulewith or without split cost Once the asset is establishettirough Express Add,
further updates ae required to becompletedin Basic Add

Note: ExpresAdd can beused to add capal, non-financial (physical) and I assts. The
Capitalization Threshold feature eables the system to aubmatically classify assets intone of
the following categpries:

Capital Assetg The system geerates an Asst ID and storedoth physical and finacial
information.

Non-FinancialPhysicalAssetsg The system generates an AssetdBd stores only physial
information. These assetsra trackable by physical imfrmation.

Expensed AssetsThe systendoesnot gererate an Asset ID

CIP Assts¢ The sysem generates an Asset ID and boake amouwnt to the Construction
In-Process accourfor tracking purposesAcmunting entries are createdut depreciation
is not catulated because the asset is still bgronstructed. Once the constrctionis
complete, he CIP Asset must be retired, andCapital Asset nust be entered.

WorkCenternavigation: Asset ManagementWorkCerter > Links> Aset Tansactions > Expressld
Navigator Menu navigation: Assé¢ Management > AssetTransactions> Qvned Assds > Expess Add

TheAsset Expresgsdd pagedisplays

Asset ExpressAdd

Add a New Value

Business Unit 01110 |3

Asset ldentification MEXT

Add

1. BusnessUnit - Leaveas defaultor enter the appropriatebusines unit
2. Assd |dentification - Defaults asP b 9;-letv€defadt value
3. ClickAdd
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TheQost/Asset Information page dsplays:

Cost | Asset Information
Asset Information
Unit 01110 Asset D NEXT
Profile ID CARS Q Trans Date |01/14/2020 31
Description 2012 Chevy Silverado Acctg Date |01/14/2020 )
Location | ABAR162NMN QL 162 N. Main St. Trans Code -
Tag Number |12345EJHTEST Currency |UsSD Q
|| Accum Depr in Current Pd Rate Type [CRRNT -

Asset Cost Information Find | View Al First ‘&' 1-20f2 ‘&' Last
Book Name Quantity Cost Salvage E_'
ASSETS @, [1.0000 10,000.00] ysp [ 0.00] usp
Category Cost Type Accum Depr YTD Depr

2 a 0.00 000 uso | Defaut Profie ||
Chartfields Personalize | Find | View Al 2] B8 First 4 10f1 (& Last
Fund Dept Program Class Project
10000 @, [1110003000 a a a a
+| -
Book Hame Quantity Cost Salvage
ASSETS @, [0.0000 s00.53) usp [ .00 usp %
Category Cost Type Accum Depr YTD Depr
3, Q 0.00 0.00| UsD
Chartfields Personalize | Find | View All| £ | Q First ‘4" 10f1 ‘&' Last
Fund Dept Program Class Project
10000 @, 1110002000 Q a Q Q
Asset Additional Information
HlSave ||[E] Notify [k Add

The TransDate and Acctg &te will defaut in asthe currentdate. The Curency defults to USD. The
Rate Type deifultsto CARNT.The Baok Nane defaults to ASSET®ie Quantity dfaultsto 1.0000.

4. Profile ID- Selectthe appropriate Rofile IDfrom thelookup. ForConstructionIn-Process
seled the Profile= CIP

5. Descripton - Enter a detailed description. A detead desciption makes yedy inventory
much easieand faster for youDepatment. Example:Rather hand / 2 Y LJdz(i SN\ >a 2 Y A (0 2
Sy G SNJ d&{ I WMastetag28l Min& iy DNE

6. Locdion Cale - Selectthe appropriate asset locain code (begins with A)

7. Tag Number Aunique tag number must be enered if the asset is tagaple (tangible)Please
refer to VISION B®cedure #1:Asset Management Procedand theFinance & Maagement
Policy #10: Capital Assetangible and Intangibl® determineif the asseis tag@ble.

8. Trans Date- Enter the datethe assetwvas acquiredFor ClPenter dateof thefirst invoce
paidtowards thecongruction that will result in a capitahsset

IMPORTANT- TheTrans Datdsthe date used to elculate depreciation on capital assets
The Trandate camnot be correced once the Savebutton is seécted. Assets enteed with
incorrect TransDates wil need to beretired and then reentered coredly.

9. Acdg Date- Alwaysleave & the current date defult
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10. TransCode - Leave thisfield blank unless the asset was donated fromeatiernal entity
(outside State governmentlf the esset was donatefrom an eternal entty, then select
G52y (S Redrogdsin Yneni K

11. Quantity ¢ Defaultsto 1.0000. Lege asdefault a updateto appropriate quatity if entering
asplit cost asset.

Note: The combined quartity of all AssetCost Information rows must total 1.0000.
(Example: If row 1 =.7500 thren row 2 must = 2500). The combired co$ of all Asst
Cog Information rowsmust total the full cost ofthe asset.You may alsset one line
to quantity =1.0000 aml any additional linesto quantity =0.0000¢ this will allow you
to set precise cost values for each liras in the following example

12.Cost- Enterappropriatecost for the asset If entering asplit cost asset, theenter the
amountassociated with thédirst line ofassetcost

13. Chartfield Information - Enterappropriate chattfield information for the asset. If entering a
split cost asset, then enter thehartfieldsassocated with the first line of asset cost.

14. Entering multiple costrows - If thisis a spli cost assetdick the plus +| iconto addan
additional row d AssetCostinformation. TheQuantity, Cost and Chartfield Infoation must
be completed foreach addtional line of cost

15. ClickDefaut Profile - TheCategory fields for each row of coate populatel. Do not change
the default Categry value

The AssetAdditional Information secton expands

Asset Additional Information

Asset Type Flest -
Asset Subtype

CAP # ] Seq #

Set R and D Info...

Thresheld |0 CARSK, Hazardous Code Info...

Serial 1D Hazardous Asset

Asset Class |CARS

*Asset Status In Senvice
FERC Code

v Taggable Asset
Capitalized Asset

Composite Asset

As®t Management - Novenber 2019

Acquisition Date \01/1.4/2020

%

*Acquisition Code Purchased
Collateral Asset

ParentiChild Mone - Parent IO

15. Asst Type/Threshold ID/AssetClass Valuesdefault based on the Rofile ID selectedon the
Cost/As=t Information Page andmustNOT bechanged

16.Assé Satus- Defaultsto In Sevice

17.Acquigtion Date- Defaults based orthe Trans [ate that wasenteredon the st/Asset
Information Page

18. Acquistion Code - Leaveasdefault orsekect appropriate acquisitiorrode from te list
below:

1 ConstructedAsset was awstructed by theentering department
1 Purdased Asset was purchasdaly the entering department

1 Donatel: Asset vaseither donated b the enteringdepartment by a exernal entity ORthe
asset was paid fonbanotherState department and donated to thentering defartment
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9 Trarsfered: Asset was tnasferredfrom another &te depatment to the entering
department

19. Parent/Child - Defaultsto None.Usethe dropdown boxto designate whéher the asset is
the parent or child of arother aset. If the asset is a childf another assetthen the asset
identification numberof the parent asseinust be enteredn the Parent D fidd

20. TaggableAsst - Defaults asselectedif the asset is tangible
21.Capitalized Asset - Defaults as selected(this isgreyed out)
22.ClickSave

If the total cost enteled (or not entered) dog ot meet the physical thresholdthen the costswill be
considered epensedand noassetwill be created. The following messagdisplays. ClickOKand exit
out of basic add athe transaction will not save

Message

Expenses are not allowed to be entered into the Asset System (8005,184)

Capitalization Threshold determines that this asset will be treated as an Expense and it will not be allowed to enter into the Asset System

If the total cost exceeds the physicdlreshold butnot the capitalizatiorthreshdd, then a Nor
Financial asset Whbe created for tracking purposes ol but no accounting enies will be
generated. The following messadisplays. ClickOKand a rew assetid will beassigned.

Message

Save as Physical? (8005,183)
Capitalization Threshold determines that this asset will not be capitalized but can be stored in AM for physical inventory purposes. Continue?

Cancel

If the total cog exceed the plysical and capitalizatiothresholds, then @apital assé will be
created and a new asset iavill be asgjned.

Once the asset habeen sawed, the Asset IDwill display

Cost / Asset Information Depreciation Information | Tax Informaticn

Asszet Information

Unit 01110 IAssetID 000000000451 I
Profile 10| CARS Trans Date | 01/14/2020 T
Description 2012 Chevy Silverasdo Acctg Date |01/14/2020 1
Location ABARTEZMMN | 182 N. Main 5t. Trans Code -
Tag Mumber|12345EJHTEST Currency USD

Dﬂccum Depr in Current Pd Rate Type |CRRNT
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Navigator Menu navigation: Asset Managemerw Asset Tansadions> Owned Assets > Basic Add
TheAsset Bast Information page dsplays:

Asset Basic Information

Find an Existing Value

Search Criteria

Business Unit = 01110

Tag Mumber begins with «
ParentlD begins with «
Description begins with «
Asset Type = -
Asset Subtype beqgins with «

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

Asset |dentification begins with - (000000000491

[ inciude History ¥l correct History [[ case sensitive
Limitthe number of results to (up to 300} 300

2]
Clear Basic Search & Save Search Criteria

aQ

Business Unit and Assédentification shoutl default from ExpressAdd
1. Select theCorrect Historybox

2. dickSearch

The Generallnformation pagedisplys

Unit 01110
Asset Information
Description
CAP#

Asset Class
Asset Type
Asset Subtype
*Asset Status
Acquisition Date
Placement Date
Collateral Asset

*Acquisition Code
FERC Code

Financing Code
Fair Value
Replacement Cost
Index Name
Sublndex Name
Parent/Child
Profile I
Threshold ID

Book Page

Fair Value Details

[FlSave | [ Return to Search

AssetID 000000000491 2012 Chevwy Silverado

2012 Chevy Silverado

Q
[¥] Taggable Asset
CARS Q  cars
Fleet -

Q,
In Senice -
12/31/2019 [
1213172019 [
Purchased -

Q,

Q,

0.000

Q
None -~
CARS Q,
CAPSK aQ
[Tl composite Asset

SetR and D Info...
Attachments (0)

General Information QOperationMaintenance I Asset Acquisition Detail I Location/Comments/Attributes Manufacture/license/Custodian Asset Supplemental Data

Tag 12345TEST In Senvice
Short Desc |2012 Chevy
Seq# Q
Tag Number 12345TEST

3

Capitalized Asset
[ Hew Asset
[Tl available For Use
[T Physical use

Appraisal Date

Last Update B

Parent ID SN |
Region Code Q,
Composite Asset ID [e}

Ek Add | Update/Display

& Include History » Correct

3. Clikon the Asset Acquisition Detail tab
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TheAsset Acquisition Detidpage displays:

General Information || Operation/Maintenance | Asset Acquisition Detail

Unit 01110

Acquisition Details

Description | 2012 Chevy Silverado

AssetID 000000000431 2012 Chewy Silverado

Location/Comments/Atiributes || Manufacture/License/Custodian

Tag 12345TEST In Service

Find | View All

Asset Supplemental Data

First ‘4’ 1of2 '}

Last

EHE=

System Source Al Online Entry Page -
Incentive 1D
Quantity 1.0000 Base Currency USD
Amount 25 699.00 Currency USD
Sales Tax 0.00 Category VEHD
Use Tax 0.00 Cost Type
Freight 0.00 Interfaces Info
Misc Charge 0.00 Acquisition Detail Chartfields
=N
Total Amount $25,699.00 B
*Capitalize | Already Capitalized
[§]Save | |[ah Return to Search |5k Add || 5] Update/Display | el Include History
TheAcqusition Details page displays:
Acquisition Details
Help
Payables Acquisition
AP Unit|01110 (s} PSiAccounts Payable Drilldown
Voucher 1D | 00001436 Q, Invoice Number |1234Invoice
Vehr Line Invoice Date 12/23/2019 |5
Distrib Line
Supplier ID| 0000086424 |3
Purchasing Receiving
PO Unit Q, BU Recv Q,
PO No. Q Receipt No @
PO Line Receipt Line
Sched Num Ship Seq
Distrib Line Distrib Ln
PS/Purchasing Drilldown PS/IPO Receiving Drilldown
Procurement Group
Procurement Group ID Seq Primary Unit
Project Cost Acquisition
PSiProjects Drilldown
Project a
Cancel

IMPORTANTThefollowing Payable Acquistion fields are requied forall assets constructed or
purchased by thentering department. If an ass&vas dorated or transferred to the entering
department, then thePayables Acqusition fieldscannot beentered. hstead,a comment must be
entered on the Location/Comments/Atibutespage to explain how the asset was aceuir

Note: You only need to add thAcquisitionDetails for the first line of anulti-line asset

5. AP Unit- Erter appropriate APUni that the asgt waspurchased by

Voucher ID- Enter appopriate Voucter ID
Suppler ID - Erter the Supplie ID that the voucher was paid to

© ® N

. InvoiceDate - Enter the Invoi@ Dae
10.Clik OK

Asgt Managemaent - Novenber 2019

Invoice Number - Erter the Invoice Nunier that was pad by thevoucher
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The Asset Acquisition Detajpage displays:

General Information Operation/Maintenance

Unit 01110 AssetID 000000000491

Acquisition Details

Description 2012 Chevy Silverado
System Source AM Online Entry Page
Incentive ID
Quantity
Amount
Sales Tax
Use Tax
Freight
Misc Charge

Total Amount
*Capitalize | Already Capitalized

[&+ Return to Search

[5] Save

2012 Chevy Silverado

Asset Acquisition Detail I Location/CommentsiAttributes I Manufacture/License/Custodian

Tag 12345TEST In Senice

Find | View All

1.0000 Base Currency USD
25,699.00 Currency USD
0.00 Category VEHD
0.00 Cost Type
UL Interfaces Info...
UL Acquisition Detail Chartfields
s2550000 B

[E% Add || 5] UpdateDisplay

&1 Include History

Asset Supplemental Data

b Last

F =]

First ‘4 10f2

7 Cormect History

11. Clickon the Locaticn/Comments/ Attributes tab

TheLocaton/Comments/Attributes pagedisphys

General Information

Unit 01110 Asset|D 000000000491

Location

Effective Date |12/31/2019 |5
Location ABAR1E2MNMN | Q)

Operation/Maintenance I Asset Acquisition Detail I Location/Comments/Attributes

2012 Chevy Silverado

Area ID [}
Address 1 Aging & Disabilities
City Barre
County
State VT YVermont
Country USA United States
s —
Geo Code

Location Detail TRAIN1 MOD

Building
Floor #
Room#
Authorization

Status

Hame

Comments

Physical and Custom Attributes

Detailed Description
Image

[5 save

[&F Return to Search

Manufacture/License/Custodian

Tag 12345TEST In Service
Find | View All
Effective Sequence

162 M. Main St.

Jurisdiction
Sector

Postal 05641

Latitude
Longitude

- Date El

Eh Add ] Update/Display

57 Include Histary

Asset Supplemental Data

b Last

[# =]

First ‘4 1 of1

~# Correct History

11.Location Detail - Enter a freeform value that represents a moe detailed location (Exanple:

4" Floor @nferenceRmm)

12. Commerts - Enter anyrequiredcomments suclkashow theassé wasacauired ifnot

purchagd by theentering department
13. Clickon the AssetAcquisition Detail tab
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The Assé Acquisition Detail pagedispays:

General Information || Operation/Maintenance || Asset Acquisition Detail | Location/Commentsi/Atiributes || Manufacture/License/Custodian | Asset Supplemental Data
Unit 01110 Asset|D 000000000491 2012 Chevy Silverado Tag 12345TEST In Senice
Acquisition Details Find | View All First ‘4" 10f2 '} Last
Description |2012 Chevy Silverado 2l
System Source AM Online Entry Page -
Incentive ID
Quantity 1.0000 Base Currency USD
Amount 25,699.00 Currency USD
Sales Tax 0.00 Category VEHD
Use Tax 0.00 Cost Type
Freight 0.00 Interfaces Info...
Misc Charge 0.00 Acquisition Detail Chartfields
=h
Total Amount $25,699.00 B

*Capitalize Already Capitalized

I|E|Save I@‘ Return to Search EL Add #| Update/Display J'yj Include History 7 Correct History
14.Cick Save

Add an Aset using Epress Add(Including CIP)s Complete
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Copyan Exising Assé

Stuations when this function is ugd: To create multiple asses froman exiting asset.

An example would beif 50 laptopswere acquired, an existing laptop asset could be used¢ate
50 newlaptop assets. Or, one newlaptop asset can be create@éndthen used to creae 49 moe
laptop assets in onetransaction $singthe copy function.

Note: Onlyasses thatwere created inv9.2 can be used to copy from.

WorkCenter navigation: Assé ManagementWorkCener > Lnks > Asset Transactions >Copy
ExstingAs®t

Navigator Menu navigation: Aset Management > AssetTransations> Owned Assets> Copy
Exising Asset

The Copy Assetpagedisplays:

Copy Asset

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Business Unit|= 01110 Q,
Asset Identification| beging with «
Tag Mumber| beging with »
Parent ID| begins with Q.
Description | begins with »
Assetl Status | = v v
Threshold 1D| begins with v Q
Case Sensitive
Limit the number of results to (up to 300). |[300

] .
Search Clear Basic Search & Save Search Criteria

1. Business Unit Leave a default or enter the appopriate businessunit

2. Enterthe gppropriate search criterien the fields provided tdocateanasset tocopy fom
andcreate new assets.

3. ClickSearch
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The Creake AssetCopiespage displays:

Original AssetID - Defaulsin
Desciiption - Defauksin

Acquidgtion Dae - Defaults as thecurrent date

N o o &

Numof Asset Copiesto Creat - Defaults to 1 Enter appropriate number of new aststhat
needto be created. Exampe: If youcreatedthe first asgt andneed4 assets irall, only ener
3in thisfield. If you usedan existingasset and need ds®tsin al, enter 4 inthisfield

In the Ass¢ Copy Optionssecion:

8. All AsseCopyOptionsdefault in asseleded except Assé Non-CapitalizedCost Assé
Inspection mfo and Assetinsurance Ind

9. dickCreate Asets

TheAs<=t section will openanddisplays sub-sectionsfor each ofthe newassets king created

—1

10. Asset ID- Defaultsin with a NEXT value(NEXT, NEXT2 NEXT330 that the new assets are
created with the nextavailabde aset identfication numbers. Thesealues mustnot be
changed

11. Taggable Asset- Defaults value fromthe asset beingcopied
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