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

InterUnit Asset Transfer 1.0
Supplemental Job Aid
Date: 09/11/2014 

Target Audience: Department Asset Processor, Department Asset Manager, Department Asset Maintainer, Department Asset Depreciation Processor

Purpose: This Supplemental Job Aid provides Asset Management (AM) personnel the instructions for transferring an asset to another Departmental Business Unit (BU) after the approval of the Std.158 by the Department of General Services (DGS). The Std. 158 approval process remains unchanged and is completed outside of FI$Cal for Wave 1. 

When two FI$Cal departments need to complete an asset transfer in FI$Cal, the actual transfer in FI$Cal occurs as a disposal by the transferring department. The receiving department will then manually add the asset into their FI$Cal BU and notify the FI$Cal Service Center (FSC). This must be done in the event there is a need to perform a manual journal entry to correct the accounting entry. 

InterUnit Asset Transfer:
In this example, after two FI$Cal departments agree to the transfer of an asset, the transferring department obtains an approved Std. 158 outside of FI$Cal from DGS to conduct the transfer transaction. The transferring department runs the depreciation calculation and accounting entry creation processes (both are daily batch processes), and then disposes of the asset using the retirement code of Retirement by Sale. Upon the arrival of the transferred asset, the receiving department adds the Asset in the Basic Add page with the cost and accumulated depreciated balances in the addition. The State Controller’s Office (SCO) then records the accounting by manually entering a journal entry.
· For a FI$Cal department transferring assets to a Non-FI$Cal department, follow the steps in part 1 and 2. 
· For a Non-FI$Cal department transferring assets to a FI$Cal department, the FI$Cal department would follow the steps in part 3 and 4. 
· For a FI$Cal department transferring assets to a FI$Cal department, the FI$Cal department would follow the steps in parts 1-4. 


Part 1: Update the Asset Information with the transfer information and attach the approved Std. 158 in the Basic Add page:
Step 1: As the Department Asset Depreciation Processor, verify all transactions for the asset have been processed by the Depreciation Calculation process prior to retirement. Once the depreciation calculation has been completed, navigate to the Depreciation tab to view Cost, Useful Life, Accumulated Depreciation, etc.
· Navigation: Main Menu  Asset Management  Depreciation  Review Depreciation Info  Asset Depreciation
· Click the “Find an Existing Value” tab and enter the Business Unit and the Asset Identification number. Click the “Search” button and then click the Depreciation tab.

[image: ]



Step 2: In the Depreciation tab, click the expand arrows next to the “Depreciation Attributes” and “Net Book Value” sections. 
[image: ]
Enter the current Fiscal Year and Period and click Calculate NBV. Capture a screenshot to record all information (Cost, Useful Life, In-Service Date, etc.). Save the screenshot on your computer to provide to the receiving department as an attachment in Step 11.
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Step 3: As a Department Asset Processor, navigate to the General Information tab on the Basic Add page to update the asset transfer information and attach documentation:
· Navigation: Main Menu  Asset Management  Asset Transactions  Owned Assets  Basic Add
Click the Find an Existing Value tab and enter the Business Unit. Then, click the Asset Identification tab and then click Search. The General Information tab displays (see screenshot in Step 4).

Step 4: Click the Attachments link to attach the approved Std. 158 as file documentation for the disposal. 
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Step 5: Click the Location/Comments/Attributes tab. Click the expand arrow next to the “Comments” section and enter the reason for the asset disposal (transfer) in the “Comment” field. 
Then click the Save button.
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Part 2: Dispose of the Asset after the Basic Add page has been updated with transfer information:
Step 6: As the Department Asset Manager, navigate to the Retire Assets page.
· Navigation: Main Menu  Asset Management  Asset Transactions  Asset Disposal  Retire/Reinstate 
· Click the Find an Existing Value tab, enter the Asset Identification and then click Search. The Retire Assets tab displays. See the screenshot in the following step.
Step 7: In the Retire As field of the “Book” section, select Retirement by Sale as the disposal code from the drop-down menu then click Go. The asset status changes from “In Service” to “Disposed” with the Disposal Code of “Retirement by Sale”. 
Next, click the Save button.
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Part 3: Add the transferred asset into the receiving BU:
Step 8: As the Department Asset Processor of the receiving department, navigate to the Express Add page.
· Navigation: Main Menu  Asset Management  Asset Transactions  Owned Assets  Express Add

· Click the Add a New Value tab and then click Add.

[image: ]

NOTE: Reference the AM102 training course: UPK Topic – Adding an Asset Using Express Add.


Step 9: In the Cost/Asset Information tab, in the “Asset Cost Information” section, enter Cost and the Accumulated Depreciation balance.
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Part 4: Enter the transfer information, documentation, and cost and accumulated depreciated balances in the Basic Add page, General Information tab:
Step 10: Enter information and transfer documentation in the Basic Add page, General Information tab.
· Navigation: Main Menu  Asset Management  Asset Transactions  Owned Assets  Basic Add

· Click the Find an Existing Value tab and enter the Business Unit and the Asset Identification number and then click Search. The General Information tab displays. See the screenshot in Step 11.

Step 11: In the General Information tab, click the Attachments link to attach transfer documentation; email correspondence, the Std. 158, and the Depreciation page screenshot from Step 2, etc.
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Step 12: Click the Location/Comments/Attributes tab and then click the expand arrow next to the “Comments” section. Enter the details of the transfer such as what department transferred the asset, etc. in the “Comment” field. 
Then, click the Save button.
[bookmark: _GoBack][image: ]
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Step 13: Depreciation for this asset will be run by a daily batch process.
You have successfully transferred an asset in FI$Cal.
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