inferms

Miami-Dade County

InterUnit Transfer to External BU Job
Aid-Transfer an Asset When the

Receiving Business Unit is Outside of
INFORMS

Version 1.0



INFORMS Job Aid: Transfer an Asset When the Receiving BU is inferms
Outside of INFORMS wuda .

TABLE OF CONTENTS

PURPOSE.......cucttimititiisisssettss sttt sas bbb s bbb bbb bbb bbb bR bbb bbb bbb bbb bbb as 2
ADJUST ASSET STATUS VIA ASSET TRANSFER.......coeuetrmnimntitisisntitisssssessssssssss st s st s sssssssassssssssassessnns 3
CONFIRM ASSET ADJUSTIMENT .....ovtiimimiiissssssisssssesssssssssssssas st sb st ssss st bsbssasssssssssssssssssassens 7
UPDATE ASSET STATUS TO STATUS OF TRANSFERRED TO OUTSIDE SOURCE .......cocueuimnucsmenssessnnnssesnsassens 11
PURPOSE

This document provides instructions on how to transfer an asset to a Business Unit that is operating in a
separate instance of PeopleSoft or outside of INFORMS. (e.g. Aviation, WASD). This function is to be
performed by the Department Asset Processor or Department Asset Manager upon receiving instruction
from Central ISD and all corresponding property action forms and any other applicable forms are
completed and are uploaded/attached to the asset record in Informs.
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ADJUST ASSET STATUS VIA ASSET TRANSFER

Step Action
1. Navigate to: Finance / Supply Chain (FSCM) > Asset Tracking > Asset Management
2. For this step it's necessary to select one of the following:
Option 1:

The asset to transfer should never have been booked to your business unit and it
belongs in another business unit (outside of Informs)?
If so, confirm the In-Service date. It will be necessary for step 4 below. Using the In-
Service date to process the asset adjustment will ensure all depreciation is reversed
from MDC books.

e Onthe left-hand pane, select: My Asset Processing > Asset Depreciation

e Enter the BU and Asset Identification number and select search

e Select the Depreciation tab

e C(Click on the Depreciation Attributes arrow to view the In-Service Dt

inferms

Option 2:
Are you transferring the asset as of a certain date to another business unit (outside of
Informs)?

If so, the date to use for the asset adjustment on step 4 is the actual transfer date. The
transaction date will be the effective of the transfer and depreciation will stop for MDC
at that point.
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Step

Action

On the left-hand pane, select My Asset Transactions, then Asset Transfers
Enter the Business Unit

Enter the Asset Identification

Select Search

....»a
oo

< Asset Tracking Asset Management

=/ My Asset Management Design ~

Asset Cost Adjust/Transfers

5% My Asset Integrations ~ | Enter any information you have and click Search. Leave fields blank for a list of all values
‘L My Asset Transactions ~ I ‘ Find an Existing Value
Asset Express Add * Search Criteria

Asset Basic Information Business Unit | = w FR Q

Asset Leases Asset Identification | begins with ~| |000000000340| |

P I Tag Number | begins with v

ParentID | begins with v Q
Asset Book Change

Description | begins with v
Review Cost

Asset Status | = v v
Asset Disposal Workshest
uflnc\uue History () Correct History () Case Sensitive

Approve Asset Disposals Limit the number of results to (up to 250): | 250

Clear | BasicSearch & Save Search Criteria

Copy Existing Asset

Define Asset Operational Info

Refer to step 2 to decide on the correct Transaction Date to use.

Using the In-Service Date as the Transaction Date will reverse all depreciation for MDC.
Using the effective transfer date as the Transaction Date will stop depreciation for
MDC as of this date.

On the Main Transaction tab, input the selected date in the Transaction Date field. The
accounting date used should correspond to the current open period.

=3

< Asset Tracking Asset Management
7 My Asset Management Design v
7% My Asset Integrations v
yo My ag!
Unit FR AssetiD 000000000340  Stretcher Tag 887193 In Service
=
| . My Asset Transactions Main Transaction
Copy Changes to Other Books
Asset Express Add Transaction Date| 1212812022 Py hang
Asset Basic Information Accounting Date (02062024 B Copy to Other Books Options
Transfer Other Books by = Amount v
Asset Leases
Transaction Code a Adjust Other Books By | Amount v
Asset Transfers. e 5 Include Convention = Exclude Convention v
Rate Type
Asset Book Change
{
Review Cost Action | Adjusiment ¥ So1 Audit Logs
Asset Disposal Worksheet
m‘ Save Return to Search Notify Update/Display Include History
Approve Asset Disposals
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Action

5.

On the Action dropdown, select Adjustment, then select the GO! Button

=D
o]

Asset Management

7 My Asset Management Design
7% My Asset Integrations
| My Asset Transactions
Asset Express Add
Asset Basic Information
Asset Leases.
Asset Transfers
Asset Book Change
Review Cost

Asset Disposal Worksheet

Approve Asset Disposals

v
Main Transaction

Unit FR
Main Transaction
Transaction Date

Accounting Date

Transaction Code

Rate Type

Asset1D 000000000340

12282022
02/0612024

Q
CRRNT Q

Stretcher

Transfer Other

Adjust Other

Copy Changes to Other Books

5| Copy to Other Books Options

Books by

Books By

Include Convention

Action |l Adjustment
L

m Save Return to Search

Notify

Tag 887193 In Service
Amount v
Amount v
Exclude Convention v

Audit Logs

Update/Display Include History

Select the Cost Information tab. Ensure you are updating the CAFR Reporting Book. If
not, simply click on the arrow to land on there.

T My Asset Management Design
& My Assel Intagrations
L My Asset Transactions
Rssel Express Add
Assat Basic Information
Asset Leases
Asset Transters
Assel Book Change:
Raview Cost
Asset Disposal Worksheet
Approve Assat Disposals
Capy Existing Assat
Dsfin Assal Operational Info
Retirs/Reinstate Assat
& My Servica and Maintenance
W My Asset Processing

My dees O

Main Transastion

Unit FR

Book Name  parp

b Coak Hiskor

Edit Cost Information

Pereent

Adjust AN Rows By

Quantity Cast
1

0a00 2

Chartlds
1 -

Fund Dept Grant

sFo01 FROZ020100 NO-GRANT

Adjust Current Row By

Conr Aitac

Save Return to Search

Main Tran:

tion | Cest Informaticn

Asset1D  DODDODDID3AD

Stratchar

Quantity

Salvage

134218

Project

-2334219

Asset Management
Tag B671S3
Base Currency ygp Convention | MOC Actual Month Depr Cnv-GASE

Cost Curr USD @ Apply + -

Cost Tune Unit

o000 FR

v few Al
ChartField 1 ChartField 2 ChartField 3 Product
- Apply
uso

Update/Display  Include History
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Step Action

7.

Adjust the Current Row by crediting the exact cost amount (add the negative ( - )
symbol before the cost amount).

T My Asset Managemen

ERT—
% My Asset Transactions
AsetExpress ada
AssetBasic inomaton
Asset Leases
Asset Transters
AssatBook Change
Ravsw Cost
Sasat Dispossl Workensst

~Approne Asst Disposals

Main Transaction

Unit PR AssetID 0000000M)  Siecher Teg 6719 nServca
ook a Tet2v] b M1 Viewas
Book Name  capg CAFR Repadting Book fase Cumency gp Convention | MDC Actual Month Depr Cav-GASB.

Edit Cost Information
Adjust All Rows By Percent Quantity Cost curr |UsD @ Apply +| =
ot T unit

Saluage

[ 23,342 15 000

Quantity
10 FR

b-- : s

Copy Existing Asset Fund Dept Gramt Project ChanField 1 ChanField 2 ChanField 3 Product
uso
o My Service and Maintenance . .
Select Apply, then Save
<« Asset Tracking Asset Management
ol o o Main Transaction Cost Information
% My Asst Inegrations -
"o My Assat Transactions. - E ¢ Location
Book Q tof2v b M Vi
‘Assat Basic Information BookName  capp CAFR Reporting Book Base Curency ygp Convestion | MDC Actusl Mosth Degr CreGASE  ~/
Asset Leases
e e
Des c . + -

Review Cost 1.0000 23.342.19) 000 FR
#Asset Disposal Workshaet n Chartfields
Approve Asset Dispossis T Q '
Copy Existing Assat Fund Dept Gramt Project ChantField 1 ChanField 2 ChartField 3 Product
Define Assat Operational info SFo FRO2020100 NO-GRANT
RetiraiReinsiate Assat Adjust Current Row By 230218 ®

o My Senice and Maimenanes N .
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CONFIRM ASSET ADJUSTMENT

Step Action

1. Once the adjustment is saved, the transfer information is loaded into the worklist
items or Approval Tile for your Department Asset Manager within your Business Unit
to review and approve this transaction.

Once your Department Asset Manager has approved, verify by navigating to: Finance /
Supply Chain (FSCM) > Asset Tracking > Asset Management

2. e On the left-hand pane, select My Asset Transactions, then Review Costs
e Enter Business Unit and Asset Identification
e Select Search

"..mg
o]

< Asset Tracking

? My Asset Management Design g
Asset Cost History

5% My Asset Integrations ~  Enter any information you have and click Search. Leave fields blank for a list of all values
[-{ My Asset Transactions ~ Find an Existing Value
Asset Express Add ¥ Search Criteria

Asset Basic Information Business Unit | = v IR Q

Asset Leases Asset Identification | begins with v |p000000023 |

i i v
Assel Transfers Tag Number | begins with

Parent ID | begins with + Q
Asset Book Change

Description | begins with

Review Cost

Asset Status | = v ~
Asset Disposal Worksheet

n Capitalized Asset | = A4 ~
Approve Asset Disposals

T Case Sensitive

Copy Existing Asset Limit the number of results to (up to 250} | 250

Define Asset Operational Info w
m Clear | Basic Search 2 Save Search Criteria

Retire/Reinstate Asset
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Action

3.

Select the Cost History List tab and review that the Adjustment (ADJ) has been

processed.

Asset Management
‘ Cost History List || Cost History Detail

Non Cap History List || Non Cap History Detail

unit  FR AssetiD 000000002306 Lenco BearCat Tag In Service
Book @ Q 10f2v| b M| ViewAl
Book Name  CAFR CAFR Reporting Book Currency  USD
Total Cost  0.00 i To9%
Asset Cost Information @
H Q 1-40f4 v
| Cost ‘ Chartfields | II»
Acctg Date=  Trans Type= Total Cost  Fund= Dept Grant Project
1 09302023 ADD 343,811.00 52003 FRO4010300 FR225601 FR225601
2 09302023  RET -348,811.00 52003 FR04010300 FR225601 FR225601
3 01222024 ADJ -348,811.00 52003 FR04010300 FR225601 FR225601
4 01222024 REI 343,811.00 52003 FR04010300 FR225601 FR225601
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4, *Note — after the transaction is approved, you will need to wait for the nightly batch

process to run to review the depreciation. Accounting entries will be processed by
Central Finance according to their established schedule. Please contact them directly
for any updates.

You can confirm that the adjustment has been processed by returning to the left-hand
pane and selecting My Reporting and Analysis > View Asset Accounting Entries

Enter the Business Unit and Asset Identification number
Select Search

% My Asset Management Design
1o My Asset Integrations
A My Asset Transactions
«F My Service and Maintenance
W My Asset Processing
+ My Asset Changes
1% My Physical lnventory
“ My Reporting & Analysis
Search for an Asset
View Asset History
View Asset Accounting Entries

Cost and Depreciation Summary

Asset Accounting Entries

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 | = v FR Q
Asset Identification | begins with v | 000000002306
Tag Number |~ begins with v
Parent 1D | begins with v Q
Description = begins with v

Assot Status = v v

E Case Sensitive
imit the number of results 1o (up to 250) 250

\Snrch Clear | Basic Search & Save Search Criteria

Accounting Lines Chartheids Journgl

CAFR Reporing Book

Acctg Date Trans Type  Fund Code Department Account Product Amount
100002023 ADD 200 FRO4010300 1168000000 M8811.00
2 000203 ADO $2003 FRO4010300 M1 00
3 0930202) RET S200 FRO4010000 34881100

RET 200 FRO4010300 1178000004 201
RET S200 FRO4010300 12845163
POP $2000 FRO4010300 04T R

09302023 POP $200) FRO4010300 5810400000 0.347 X

01 REI $2003 3000004 M7 X

02 RE) $2003 FR-:\J:WD)")) 4542000001 w6

012 ADJ 003 FRO4010300 1164000000 34881100
2 0 ADJ $2000 FROS010300 90000002 M0




INFORMS Job Aid: Transfer an Asset When the Receiving BU is
Outside of INFORMS

inferms

Step Action

Confirm that the Net Book Value is zeroed out b

selecting: My Asset Processing > Asset Depreciation. Select the Depreciation tab. Or,
if a date other than the In-Service date was used in the Adjustment transaction,
confirm deprecation was reversed up to this date.

y returning to the left-hand pane and

o i Deprscistion
it PR ssetiD  Q0IOUOOUZI06 Lenco BeasCat
Baok
KName  GAFR CAFR Reporting Baok
Method  Straight Line
setul Life 120 PEAods
e
pe Ve
Net Book Value
oat 000 I vear | 2024
000
00
000
201
Yearly Depreciation
maQ
Chartfields i+
Year Depreciation Amt Fund Oept Grant FC Busine®  project
w00 52003 FRO4010300 FR225601 FR FR225601
001 52003 FRO4010300 FR225601 FR FR225601
001 52003 FRO4010300 FR225601 FR FR225601

Status  In Sarice

ype  Remaining Value

1a2 v b B

S Stop Depr when MBY < Salvag

Depr Status  Depreciable
Calcutate NBV
Activity 9UCE Category Subcategory
Troe
VEHICLE_MEDCAT
VEHICLE_MEDCAT
VEHICLE_MEOCAT
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UPDATE ASSET STATUS TO STATUS OF TRANSFERRED TO OUTSIDE SOURCE

Step Action

1. Update the asset status to Transferred by navigating to: Finance / Supply Chain
(FSCM) > Asset Tracking > Asset Management

2. On the left-hand pane, select My Asset Transaction, then Asset Basic Info

e Enter BU and Asset Identification
e Select Search

N.m@
jcouer]
< Asset Tracking

7 My Asset Management Design v
Asset Basic Information

5% My Asset Integrations ~ | Enter any information you have and click Search. Leave fields blank for a list of all values
["L My Asset Transactions ~ | Find an Existing Value Keyword Search Add a New Value

Asset Express Add ~ Search Criteria

Asset Basic Information | Business Unit | = v FR Q

Asset Leases Asset Identification | begins with +| [000000002306]

ecet Tranciore Tag Number | begins with +

Parent D | begins with Q
Asset Book Change

Description | begins with +
Review Cost

Asset Type | = ~ ~
Asset Disposal Worksheet

Asset Subtype | begins with v Q
Approve Asset Disposals - -
Olinclude History O Correct History (JCase Sensitive

Copy Existing Asset Limit the number of results to (up to 250} | 250
Define Asset Operational Info .
Clear | Basic Search & Save Search Criteria

Retire/Reinstate Asset

SR eticelendiN il s ance Find an Existing Value | Keyword Search | Add a New Value
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Step Action
3. Update the Asset Status field from In Service to Transferred to Outside Source
(OUTTRF).
General information QperationMamnienance Asset Acquisition Detad Location/Comments/Attributed
Unit FR Asset D 000000000002 Priysio Control Lifepak 15 Des fag 863
Asset Information
Descrpbion  Physio Conlrol Lifepak 15 Defi
CAP =
Taggable Asset
Asset Class | TANG-CAP Tangible Capital Assets
Asset Type Equipment v
Assot Subtype
‘Asset Status | OUTTRF-TransfertoOutsideSoure v
Bucgeted
Acquisitson Date Commitment
Dusposed
Placement Date ERR- Opened n Error
In Seqvice
LSRN | OUTTRY - TransSertoOutside Sourc
Rotered (Not in Senvice)
*Acgquisdtion Code Requistioned
et Suspended
FERC Code | transtermes
Werk in Progress
Financing Code
Fair Value 0.000
Replacement Coat
Intex Name
Subindex Name Q
4, Scroll down and select Attachments and attach the Asset Transfer Approval form

Scroll down and select Save

| || Return to Search

Add Update/Display

Correct History
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Step Action

6. Establish a receivable from the external BU for the book value of the asset transferred.
The receivable can be established using FIN 204 Receivable Processing Student Guide
starting on page 15. The ChartFields used should be the ones generated by the
adjustment described in this job aid, see step 4 under CONFIRM ASSET ADJUSTMENT.
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