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PURPOSE

This document provides instructions on how to correct a duplicate asset when asset disposal
functionality was used and how to properly remove a duplicate asset from Informs.
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When a duplicate asset is identified, please use the following steps to remove the duplicate
asset by placing it in error status, beginning with the section titled Readjust Asset Status via
Asset Transfer — Step 1.

For duplicate assets that have already been removed via retirement of the asset, please follow
the steps below, beginning with the section titled Confirm Asset Reinstatement - Step 1.

CONFIRM ASSET REINSTATEMENT

Step Action
1. If a duplicate asset was disposed, the asset must be reinstated to remove it from
INFORMS. (if you are simply removing a duplicate asset from INFORMS, skip this
section — GO to section READJUST ASSET STATUS VIA ASSET TRANSFER — Step 1)
Ensure that asset reinstatement has been completed. You may need to reach out to
Central Finance or your Department Asset Manager to complete this process. To view
the reinstatement status, navigate to: Finance / Supply Chain (FSCM) > Asset Tracking
> Asset Management
2. On the right-hand pane, select My Asset Processing, then View Open Transactions
3. e Enter BU and Asset Identification
e Enter Asset Book Name: Enter CAFR
e Select Search
e Ensure that the status under Transaction Type ‘Reinstate’ reads ‘Completed’
Open Transactions
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
v Search Criteria
Business Unit | = v FR Q
Asset |dentification | begins with v| 000000000340
Asset Book Name | begins with v |CAFR Q
Transaction Date | = v [
Accounting Date | = v 5]
Transaction Type | = v v
Depreciation Calc Status | = ~ v
Acclg Entry Creation Status | = v v
Reporting Process Status | = ~ v
Group Consolidation Status | = ~ v
Limit the number of results to (up to 250y | 250
‘ Search ‘ Clear | Basic Search E® Save Search Criterla
Search Results
View All
5:§iness ﬁ{ses:tilﬁca(ion ﬁ:’s“e; Book  paterTime Stamp Er:nsuchbn Jem Iz i Dopes ion Calc. ?‘C;LQSEIVWCmaUDn Reporting Process
R CAFR 12/29/2022 2:17:24PM | 12/28/2022 1212812022 Addition Completed Completed Completed
FR CAFR 09/15/2023 7: A 09/15/2023 09/15/2023 Retirement Completed Completed Completed
FR CAFR 11/11/2023 9:31:19AM | 09/15/2023 09/30/2023 lR; nstate Completed Completed ]Cnmp\ated
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Step Action

4. Confirm depreciation has been updated by returning to the right-hand pane, select My
Asset Processing > Asset Depreciation. Select the Depreciation tab. The ‘Cost’,
‘Accum Depr’, and ‘Net Book Value’ Should not be zeroed out and should reflect the
correct values. Status must read ‘In Service’

asset | Depreciation | Period Depreciation
Uit FR AssetiD 000000000340 Stretcher
Book Q Toizw b M
Book Name  CAFR CAFR Reporting Book Currency  USD Stop Depr when NBV < Salvage Y

2338219 As OF Fiscal Year | 2024 v eriod
000
4.168.20
000
19.173.99




INFORMS Job Aid: Properly Dispose of a Duplicate Asset in «rms

READJUST ASSET STATUS VIA ASSET TRANSFER

Step Action

1. Navigate to: Finance / Supply Chain (FSCM) > Asset Tracking > Asset Management

2. Confirm the In-Service date. You will need this date for step 5 below.

e Onthe right hand pane, select: My Asset Processing > Asset Depreciation
e Select the Depreciation tab

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

pr—— Q =

PRTTEp—

i PR Asseti  DODIODIODID  Stretche St n Senvice

CAFR Rsporting Bock ] Stop Depr when NE < Sabage ¥

%] Depreciation Attributes

3. e Onthe right-hand pane, select My Asset Transactions, then Asset Transfers

e Enter the Business Unit
e Enter the Asset Identification
e Select Search

mma
Jcover]
< Asset Tracking Asset Management

7 My Asset Management Design v
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
-1 My Asset Transactions ~ I ‘ Find an Existing Value
Asset Express Add ~ Search Criteria

Asset Basic Information Business Unit | = ) R Q

Asset Leases Asset Identification | begins with v| |000000000340| |

Tag Number = begins with v
Asset Transfers I 9 €

ParentID | begins with v Q
Asset Book Change

Description | begins with ~
Raview Cost

Asset Status | = v v
Asset Disposal Workshest
n Jinclude History O Correct History () Case Sensitive

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

Copy Existing Asset N
m Clear Basic Search & Save Search Criteria

Define Asset Operational Info
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Step

Action

On the Main Transaction tab, change the Transaction Date to the In-Service Date

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

Asset Management

Unit FR Asset1D 000000000340 Stretcher Tag 887193 In Service

Main Transaction

Copy Changes to Other Books

Transaction Date|

02062024 [ CoPY to Other Books Options

Accounting Date

Transfer Other Books by | Amount v
Transaction Code Q Adjust Other Books By | Amount v
Include Convention | Exclude Convention v
CRRNT Q
Rate Type
Action | Adjustment M Got

Audit Logs

m Save Return to Search Notify Update/Display Include History

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

=D
EX

7 My Asset Management Design
i 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

m Save Return to Search Notify Update/Display Include History

Asset Management

Main Transaction

Unit FR Asset1D 000000000340 Stretcher Tag 887193 In Service

Main Transaction

Copy Changes to Other Books
Transaction Date |12/28/2022 ]

0200672024 [f)  Copy to Other Books Options

Accounting Date

Transfer Other Books by | Amount v
i Q j Amount v
Transaction Code Adjust Other Books By | Amoul
Include Convention | Exclude Convention v
CRRNT Q
Rate Type
. »
Action ! Adjustment v|| | Got | e




INFORMS Job Aid: Properly Dispose of a Duplicate Asset

inferms

Step

Action

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 Assat Inegrations v

L My Asset Transactions B

Assel Exprass Add

Main Transastion

Unit FR

Asset1D  DODDODDID3AD

Asset Management

Stratchar Tag

887183

Assat Basic Information Book Name  capp Base Curency ygp Comvention | MOC Actual Month Depr Cnv-GASB v
b Cost Histo
Aseat Leases
Edit Cost Information
Asset Transters
Percent uan Cost urr |USD + -
Adjust All Rows By Pereent iy ' Cur U0 Q i)
Assat Book Change
i Quantity Cost Salvage Cost Tvne Unit
Review Cost 10000 2334215 000
Asset Dispasal Workshest u Chartields
-] v i
Approve Asset Disposals Q
Copy Existing Assat Fund Dept Grant Project ChartField 1 ChartField 2 ChartFict 3 Product
Dsfine Assat Opsrational Info SFOD1 FRO2020100 NO-GRANT
Retie/Reinstate Assal Adjust Current Row By 2334218 ® Apply
usD
B My Servica and Mantenance v . )
& My Assel Processing = Save | RewmntoSearch || Notly Updateisplay  Inchude History
Main Transaction | Gest Information
Mo dect O

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

symbol before the cost amount).

« Assat Tracl Asset Management

Z Wy Asset Management Design
4 My Assat Imagrations
'L My Asset Transactions
Asset Expross Add
Assat Basic Information
AssetLesses
Asset Transters
Assat Book Change
Raviw Cost
Asset Disposal Workshest
Approve Asset Disposals
Gapy Existing Assat
Dsfine Assat Opsrational Info
RatreReinsate Asset
¥ My Senvice and Maintenance

My Asset Processing

I by

Main Transaction

Book
Book Name  carp CAFR Aaparting Bock Base Currency g Convention
Edit Cost Information
10000 23,342 15| 000
n B Q

Comment Atachmests (1
Retnm 10 Search || Motify

- -

action | Cost Information

In Sevice

a toze b K
VDG Actual Wonth Depr CaviGASS.
cur [USD @ Apply + -
it
v Viow Al
Chanieid 3 Product

Updsteisplay  Include History
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Step

Action

Select Apply, then Save

T My Assel Mansgemem Design

»
Assat Lasses

EditCost Information
Asset Teansters

Adjust All Rows By
Assat Bogk Changs

Main Transaction | Cost Inormaior

AssetID 000000000340

Main Trarsaction | CostInformation
% My Asset Infsgrations. -
unit PR
£ My Asset Transactions ~
Book
Assat Express Add
‘Assat Basic nformation BookName capg

CAFR Reporting Book

Raview Cost oo’ = Bz
sset Disposa Wockshast bttt
USRI R
Copy Essting Assa Fund  Dapr Grant
Dt Acset Opseaional oo sron rRozanion NO-GRANT
RetroReinsits Asset P

3 My Seron and Maimenance .

Strstcher

Salvage

Project

B sriss nsvics
Q 1ot2v b M v
Besa Curmcy ey Convention [ MDG Acual onth Depe CovoRSE
Quanty cun (50 @[ memn |+ =
0.00 FR
v o
Chanieid 1 Chartaia 2 CharFea 3 Product
2334219 *
s
UpdstaDispey tnchude sty
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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 right-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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Step

Action

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

processed.

Asset Management
‘ Cost History List || Cost History Detail

Neon 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 in order to review the depreciation and accounting entries.

You can confirm that the adjustment has been processed by returning to the right-

hand pane and selecting My Reporting and Analysis > View Asset Accounting Entries
e Enter the Business Unit and Asset Identification number
e Select Search

=

% My Asset Management Design

7o My Asset Integrations
{ My Asset Transactions
«F My Service and Maintenance
% My Asset Processing
# My Asset Changes
1% My Physical lnventory
= My Reporting & Analysis
Search for an Asset

View Asset History

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

Asset Identification

Tag Number

Parent ID

Description

Assot Status =

m Case Sensitive

imi the number of results to (up to 250) 250

= v FR Q
begins with v 000000002306

begins with v

begins with v Q
begins with v

v v

View Asset Accounting Entries
Cost and Depreciation Summary \ Search Cloar- | Basic Search B Save Search Criteria
CAFR CAFR Regonmng Book ency USD
ting Entries
m Q
Accounting Lines | Charteics Journal
Acctg Date Trans Type  Fund Code Department Account Product Amcunt
1 0900202) 00 $2000 FROS010300 288110
09202023 ADO 52000
RET $200) FRO4010300
RET 200 FROS010000 2000004 W R
L] 20202 RET $200) FRO4010300 540000001 N8
6 09002023 POP 52000 FRO4010300 1178000004 0347 R
09302023 POP 03 FRO4010300 5810400000 MR
] 232024 RE FR04010300 1144000000 Masn o
REI 1178000004 203472
REI 200 FRO8010300 540000001 22845368
Y2024 ADJ 0) FRO4010300 1168000000 34881100
12 01232024 204 S2003 FROS010300 5950000002 1881100
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Step

Action

Confirm that the Net Book Value is zeroed out by returning to the right-hand pane and
selecting: My Asset Processing > Asset Depreciation. Select the Depreciation tab.

Assat

unit PR

Asse

Book

Period Depreciation

tiD

000000002306

Book Name  CAFR

{7¥iDepreciation Attributes

Lenco BearCal

CAFR Reporting Book

Method ~ Straight Line
Useful Life 120 Periods
Low Value
End Date
~ Net Book Value
Cost 000
Salvage Value 000
Accum Depr 00
Amortization Amount 000
Net Book Value 001
Yearly Depreciation
5 Q
Chartfields | s
Year Depreciation Amt Fund Dept
2023 000 52003 FRO4010300
2024 001 52003 FRO4010300
203 001 52003 FRO4010300

Grant

FR225601

FR225601

FR225601

Status In Seniice

Currency  USD

Cale Type  Remaining Value

Derogatory Depreciation

Future Depr Yrs

As Of Fiscal Year | 2024 %

PCBusiness  pgice

FR FR225601
FR FR225501
FR FR225601

Q Tz v > M Vewar
Stop Depr when NBV < Saivage Y
In Service Dt 02/01/2023
Convention AM
BeginDate 021012023
Depr Status Depreciavle
perioa | 4
Calculate NBV
- View a1
Activity fource cotegory Subeategory

VEHICLE_MEDCAT

VEHICLE_MEDCAT

VEHIGLE_MEDGAT

12
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Step Action

5. *Note - Central Finance, routinely will run the Depreciation Close process as well as
journal generate the entries which will result in the final depreciation accounting
entries being generated and posted to the GL.

Once the Depreciation close process is run, you should validate that the accounting
entries for the asset net to zero.

Navigate to My Reporting and Analysis > View Asset Accounting Entries
Enter the Business Unit and Asset Identification number
Select Search

mma
i

< Asset Tracking

= My Assst Management Design ~
Asset Accounting Entries

% My Asset Integrations ~ | Enter any information you have and click Search. Leave fields blank for a list of all values
[L My Asset Transactions v Find an Existing Value
£ My Service and Maintenance v | —SearchCriteria
- Business Unit | = + FR
% My Asset Processing ~ a
Asset Identification | begins with v| |000000002306] ‘
+ My Asset Changes ' e
Tag Number | begins with v
4% My Physical Inventory >
Parent D | begins with « Q
= My Reporting & Analysis ~

Description | begins with

Search for an Asset
Asset Status | = v v

View Asset History O Case Sensitive
View Asset Accounting Entries Limit the number of results to (up to 250): |250

Cost and Depreciation Summary Clear | Basic Search &' Save Search Criteria
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Step

Action

Accounting entries for the asset should net to zero, as shown below.

Acctg Date

09/30/2023

"

09/3072023

09/30/2023

IS

09/302023

09/30/2023

09/302023

~

09/30/2023

©

0112372024

9 011232024

01/23/2024

01/23/2024

=

01/23/2024

01/31/2024

H

01/21/2024

Book Name CAFR

Accounting Entries

5 Q

Chartfields

Trans Type

ADD

ADD

Joumnal

Fund Code

52003

52003

52003

52003

52003

52003

52003

52003

52003

52003

52003

52003

52003

52003

CAFR Reporting Book

"

Department

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

FRO4010300

Account

1166000000

5950000002

1166000000

1173000004

4640000001

1173000004

5810400000

1166000000

1173000004

4640000001

1166000000

5050000002

1173000004

5810400000

Product

Base Cumency

usD

140714 v

Amount

348,811.00

-348,811.00

-348,811.00

20,347.32

328,463.68

-20347.32

20,347.32

342,211.00

-20347.32

-328,d63.68

-348,811.00

348,811.00

20,347.31

-20347.31
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UPDATE ASSET STATUS TO STATUS OF ERR-OPENED IN ERROR

inferms

Step

Action

Update the asset status to ERR — Opened in Error by navigating to: Finance / Supply

Chain (FSCM) > Asset Tracking > Asset Management

On the right hand pane, select My Asset Transaction, then Asset Basic Info

e Enter BU and Asset Identification

e Select Search

N.m@
jcouer]
< Asset Tracking

% My Asset Management Design

Asset Basic Information

Approve Asset Disposals
Copy Existing Asset

Define Asset Operational Info
Retire/Reinstate Asset

=¥ My Service and Maintenance

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
IR et B it o1 | Business Unit | = v FR Q
Asset Leases Asset |dentification | begins with +/| | 000000002306 ‘
i ith w
sset Transiers Tag Number | begins with
ParentID | begins with v Q
Asset Book Change
Description | begins with +
Review Cost
Asset Type | = v v
Asset Disposal Worksheet
n Asset Subtype | begins with v Q

Olnclude History O Correct History ([ Case Sensitive

Limit the number of results to (up to 250 | 250

Clear | Basic Search & Save Search Criteria

Find an Existing Value | Keyword Search | Add a New Value
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Step

Update the Asset Status field to: ERR — Opened in Error then select Save

Unit FR AssetlD 000000002306  Lenco BearCat Tag Error
Asset Information
Description | Lenco BearCat Short Desc | Lenco Bear
CAP# Q Seq #
Taggable Asset Tag Number
Asset Class [ TANG CAP Q1 Tanginle Capial Assets Auction Status  Allowed to be A
Asset Type | Motor Vehicle (= 850,000.00) ~
Asset Subtype Q, Capitalized A
*Asset Status | ERR - Opened in Error vI New Asset
Acquisition Date | 02/01/2023 = Available Fo
Placement Date | 02/01/2023 = In Physical
Collateral Asset ~
*Acquisition Code | Purchased ~
FERC Code Q
m Return to Search Add Update/Display Include History Correct History
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