[image: C:\Users\adam.rico\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\J33KYSUO\FI$Cal Blue long logo-300.png]	

Correctly Classifying Items as Assets in FI$Cal 1.0

Supplemental Job Aid
[bookmark: _GoBack]
Date: 09/4/2014 

Target Audience: Department Requisition Processor, Department PO Processor, Department PO Buyer, and Department Asset Processor

Purpose: This Supplemental Job Aid provides instructions for classifying items as assets on a Requisition or Purchase Order.

Background: FI$Cal tracks both Capital and Non-Capital assets. In accordance with the State Administrative Manual (SAM) §8650, departments will track State property, whether capitalized or not, in an automated property accounting system. SAM §8601 defines property as “all” assets used in governmental operations and includes infrastructure, land, buildings, improvements, machinery, furniture, tools, intangibles, etc. 
Assets are classified as Capital or Non-Capital based on the following criteria:
Capital Assets (SAM §8602): In order to be capitalized, tangible and intangible property must meet the following requirements:
· Have an expected useful life of at least one year
· Have a purchase or internally generated cost of at least $5,000
· Are used to conduct State business

Non-Capital Assets (SAM §8603): Non-capitalized property consists of items which do not meet all three requirements in SAM §8602, Capital Assets.  Acquisition of non-capitalized property will be recorded in the property register and accounted as an expenditure.  Record keeping, identifying and tagging of non-capitalized property shall be in accordance with SAM sections 8650 and 8651.


Departments will maintain adequate control over sensitive and high risk items which are prone to theft/loss, misuse and may contain sensitive data.  Examples of sensitive and high risk items are:
· Computers, printers, scanners
· Smartphones, tablets, other hand held devices
· Device or media capable of storing or processing information
· TVs, audio visual equipment, cameras
· GPS device
· Weapons, power tools
· Works of art
· Software

Departments will determine if additional items should be designated and tracked as sensitive and high risk items.

Classifying items as assets in FI$Cal begins in the Purchasing module. In order to activate the delivered system integration with the Asset Management module, the item(s) must contain the correct Asset Profile ID and Asset Expenditure Account on the Requisition or Purchase Order. 
The Account and Profile ID fields are independent of one another and do not default in the System. Department Requisition Processors, Department PO Processors, and Department PO Buyers are responsible for ensuring the correct values are selected. When adding an asset manually (e.g., a consolidated asset), the Profile ID must be entered by the Department Asset Processor in the Asset Management module.
In the Asset Management module, there are 66 Asset Profile IDs. Only one Profile ID, “NONCAP”, exists for Non-Capital assets. This Profile ID is used on all Non-Capital asset purchases that need to be tracked as property in the Asset Management module. When the “NONCAP” Profile ID is used, a Non-Capital Asset Expenditure Account must also be used on the Requisition or Purchase Order. All other Asset Profiles indicate a Capital purchase. 
The other 65 Asset Profile IDs indicate a generic “type” of asset such as “BUILDINGS” – Buildings, “LAW_ENFORC” – Law Enforcement, and “MED_EQUIP” – Medical Equipment. Depending on the “type” of item being purchased and assuming the item meets all capitalization requirements listed in SAM §8601, users should select the Profile ID that most closely matches the item.
The following list contains the 65 Capital Asset Profile IDs, the Description of the Profile IDs, and the Useful Life associated with the Profile IDs:
	Profile ID
	Profile ID Description
	Useful Life

	AGRI_EQUIP
	AGRICULTURAL EQUIPMENT
	120

	AIRCRAFT15
	AIRCRAFT AND RELATED EQUIPMENT
	180

	AIRCRAFT20
	AIRCRAFT
	240

	AMMUN
	AMMUNITION AND EXPLOSIVE EQUIP
	24

	ARTWORK
	ARTWORK AND PAINTINGS
	999*

	BOOKS
	BOOKS
	999*

	BRIDGE
	BRIDGES
	480

	BUILDINGS
	BUILDINGS
	480

	COMM_EQUIP
	COMMUNICATIONS EQUIPMENT
	60

	COMP_EQUIP
	COMPUTERS & COMPUTER EQUIPMENT
	60

	COPYRIGHTS
	COPYRIGHTS
	240

	ENG_COMP
	ENGINES COMPONENTS AND ACCES.
	60

	ENGINES
	ENGINES/TURBINES/COMPONENTS
	60

	EXT_IMPR20
	EXTERIOR BLDG IMPROVEMENT 20YR
	240

	EXT_IMPR40
	EXTERIOR BLDG IMPROVEMENT 40YR
	480

	FILM_EQUIP
	PHOTO/PROJECT/MICROFILM EQUIP
	60

	GOODWILL
	GOODWILL
	999*

	HIGHWAY
	STATE HIGHWAY
	480

	HOSP_FURN
	HOSPITAL FURNITURE
	84

	HOUSE_FURN
	HOUSEHOLD FURNITURE
	84

	IMPRV_OTH
	IMPROVEMENTS OTHER THAN BUILD
	120

	INFRA20
	INFRASTRUCTURE 20YR
	240

	INFRA40
	INFRASTRUCTURE 40YR
	480

	INT_IMPR10
	INTERIOR BLDG IMPROVEMENT 10YR
	120

	INT_IMPR20
	INTERIOR BLDG IMPROVEMENT 20YR
	240

	INT_IMPR40
	INTERIOR BLDG IMPROVEMENT 40YR
	480

	KIT_LNDRY
	KITCHEN AND LAUNDRY EQUIPMENT
	120

	LAND
	LAND
	999*

	LAND_IMPRV
	ENVIRONMENTAL IMPROVEMENTS
	240

	LAW_ENFORC
	LAW ENFORCEMENT
	180

	LND_IMP_ND
	LAND IMPRVMNTS NON-DEPRECIABLE
	999

	LSHLD_IMPR
	LEASEHOLD IMPROVEMENT
	240

	MACHINE
	MISCELLANEOUS MACHINERY
	120

	MAIL_FURN
	MAIL ROOM FURNITURE
	84

	MAINTNANCE
	SAFETY AND MAINTENANCE EQUIP
	120

	MANUSCRIPT
	MANUSCRIPTS
	999*

	MAR_EQUIP
	MARINE EQUIPMENT
	120

	MARINE
	MARINE VESSELS
	120

	MED_EQUIP
	MEDICAL EQUIPMENT
	120

	MUSIC
	MUSIC
	999

	OFF_FURN
	OFFICE FURNITURE
	84

	OFF_MACH
	OFFICE MACHINES
	60

	OTH_INTANG
	OTHER INTANGIBLES
	240

	PATENT
	PATENTS
	240

	PATENT_ND
	PATENTS NON-DEPRECIABLE
	999*

	PRIS_FURN
	FURNITURE (PRISONS)
	84

	REC_EQUIP
	RECREATION AND ATHLETIC EQUIP
	60

	ROADWAY
	ROADWAYS
	480

	SCHL_FURN
	SCHOOL FURNITURE
	84

	SOFTWARE
	SOFTWARE
	60

	STATUES
	STATUES
	999*

	TOOLS
	TOOLS
	120

	TRADEMARK
	TRADEMARKS
	240

	TRADMRK_ND
	TRADEMARKS NON-DEPRECIABLE
	999*

	TRAN_EQUIP
	TRANSMISSION EQUIPMENT
	60

	USE_RHT_ND
	USE RIGHTS NON-DEPRECIABLE
	999*

	USE_RIGHTS
	USE RIGHTS
	240

	VEH_EQUIP
	VEHICULAR EQUIP AND COMPONENTS
	60

	VEHICLE_AG
	AGRICULTURAL VEHICLES
	120

	VEHICLE_CB
	COMBAT VEHICLES
	120

	VEHICLE_LM
	LOCOMOTIVES
	120

	VEHICLE_OL
	OTHER LAND VEHICLES
	60

	VEHICLE_PS
	PUBLIC SAFETY VEHICLES
	24

	WATER_REC
	WATER RECREATION
	60

	WATER_SYS
	WATER SYSTEMS
	60



*-indicates that the profile is for non-depreciable assets. 999 was used as the useful life for these profiles.


The Asset Expenditure Account and the Asset Profile ID fields are both specified on the Distribution Line pages of the Purchase Order. 
· Capital Asset Expenditure Accounts exist in the 5362XXX Account range. 5362 High Level Account node indicates Capital Asset Purchases. 
· Non-Capital Asset Expenditure accounts exist in the 5368XXX account range. 5368 High Level Account node indicates Non-Capital Asset Purchases.
Correctly classifying items as assets in FI$Cal:
In the example, we are purchasing an Office Copier for $10,000.00 which meets the criteria to be classified as a capital asset and we need to select the correct capital Asset Profile ID of “OFF_MACH,” and the correct Asset Expenditure Account of “5362290.”
Step 1: Navigate to a Purchase Order.
· Main Menu  Purchasing  Purchase Orders  Add/Update POs
Step 2: Open the Purchase Order containing an item to classify as an asset.  On the Maintain Purchase Order, Purchase Order page, click the Schedule icon for the item.
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Step 3: Click the Distribution icon.
[image: ]

Step 4: Click the Chartfields tab and enter the correct Asset Expenditure Account in the Account field. 

[image: ] 



Step 5: Click the Asset Information tab.
[image: ]

Step 6: Enter the correct Asset Profile ID and AM Unit for your item in the AM Unit and Profile ID fields and click OK. 

[image: ] 
You have successfully classified the item as an asset on a Purchase Order in FI$Cal.
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