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l. INTRODUCTION

Assetmaxx is aweb-based fixed asset management solution. Detailed information about
your fixed assetsis stored online, where it can be accessed (with proper username and
password) from anywhere you can connect to the internet. Once logged in to your
database, you can add, dispose or modify assets, customize the database, generate
Accounting, Insurance or other reports, and much more. A few of its many features
include:

Fast, Reliable and Easy Accessto Data
User Friendly Graphical User Interface
Secure Authentication, Data Encryption and User Log for Accountability
Supports Unlimited Number of Users
GASB 34 Compliant Features and Reports
Multiple Depreciation Methods

Multiple Capitalization Levels

Standard and Ad Hoc Reports

Property Insurance Reporting

Digital Photo Interface

Barcode Scanner Interface

User Defined Fields

Import and Export Capabilities

General Notes

1. Case Sensitivity

Since computer alphabetizing/sorting is case sensitive (an item typed in all capswill sort
below that same item typed in lower case) you should be consistent in entering data— the
simplest method isto enter all datain all caps.

2. DateFields

Date fieldsrequire thisformat: MM/DD/YYY'Y — note that afour-digit year is required.
Date fields al'so have a calendar icon to the right of the field. In some cases you will be
required to use the calendar to enter a date — double click the icon and select the date.

3. Timing Out

Once you have logged onto the database, if you are not active (saving or loading screens)
for 30 minutes you will be “timed out” and returned to the login screen. When this
happens, simply log in again and select your next function.

Page 1
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. ACCESSING YOUR DATABASE / LOGGING IN

Y ou can access your Assetmaxx database from any computer that is connected to the
Internet.

Log onto the internet using your usual connection.
Open your browser (Internet Explorer, Netscape, etc.).
Goto: http://www.Assetmaxx.com

Hit <Enter>. Y ou will see the Assetmaxx home page.
Click on Login to Assetmaxx in the lefthand frame.
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Note: A current downloadable version of the Assetmaxx User's Manual can be found on
the Technical Assistance link, aswell aslinksto download current Internet Explorer and
Netscape versions.
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6. You will be taken to the Login screen.

Login fo Asseimaxx

Enter vour kagin information

User Hames |
Passmerd:

Login

7. Enter the Login name and Password that were emailed to you in your Welcome
Letter. The username is not case-sensitive, whereas the password is case-
sensitive.

8. Click ontheLoginlink. The Welcome screen will be displayed.

Logowt | Admin | Assat | Data Feeds | Physical Invantory | Reports _

Welcome 1o ASSE ThARR, Wionderul Appraisers

ASEETMANN i 4 gomplate orline fived assat management solution
Uik the links abovs 1 star using ASSETMARY or dick harg ta chargs your paseHord.

We recommend you change your password the first time you login. To change the

password, click on the here link and follow the on-screen instructions to change your
password.

Note: The password is encrypted. If you forget your password, please call tech support
and ask to have the password reset.

The six tabs under the blue banner represent the six main menus for Assetmaxx. Each
tab isalink to that main menu.

Admin: Entity and database information

Asset: Asset entry, viewing and editing

Data Feeds: Import and export capabilities

Physical Inventory: Reinventory using the handheld scanner
Reports. Standard and Create-your-own Reports

Page 3
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1. ADMIN: DATABASE SETUP INFORMATION

Y our database has been customized with information about your organization — users,
site information, building and room tables, accounting codes, and more. To view or
modify these tables, you would use the links under the Admin tab.

Logout | Admin | Asset \ Data Feeds | Physical Inventory \ Reports _

Admin

USER INFORMATION
* Edit Users

ENTITY INFORMATION
* Entity Setup

USER DEFINED FIELDS
* User Defined Fields

SETUP CODES

Site/Building/Roorm Sety

* Setup Codes and Table Maintenance

* Class Category Setu

A. Edit Users

The User Maintenance screen is used to change a username, change a user's email

address or other basic information, and to set Assetmaxx permissions for that user. To
access the User Maintenance screen:

1
2.

Select the Admin tab, then select Edit Users.
The User Maintenance Search screen will appear. Click on Search at the bottom

of the screen to bring up alist of al users, or enter the criteriato bring up the
user(s) you wish to edit.

Logout | Admen | Asset | Dota Fesds | Bhyscal Inventory | Reporis [T

User Muinienanee
Pleariic @nier eearch crkEna Co saarch For users
First M anmse: Lagt Mame: |
Eqmall Lagent |
Wlser Status: % o)l Uears T Inaces Cnly ™ fotiwe Dk
Sl et R Pt I
Fhysical Trapsfer: T Endry; O
Financial Transfern T Wienn O

Search

3. Thelist of user(s) will appear. Click on the Last name (not the email address) of

the user to be edited.

4. The User Maintenance screen will appear.

Page 4
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User Mainienance
Fields marked with = ars reguired fields
FiFst Mams Aokt Address o
Fiddle Mame Address I
Last Hame * Weclores City
Emall address © Il an @i, ton State -
Emaleyes rumsher © f Fip |
Fhens = [rsesiETs [FXEARLETER]
Ukwr M amss sk

Edit Site Permissions
mctiwe [F

supereisor F Physical Transfer [ Foat W
Entry [ Financial Transfer Yiew

Update

5. Basic user information can be modified at the top, including username (the login
name used to log in to the Assetmaxx database).

The User Maintenance screen also contains the user's permissions, which will control the
functions and sites or departments that a user may access in Assetmaxx.

The permissions displayed at the bottom of the User Maintenance screen are functional,
and apply whether you have selected Site or Department permissions. Y ou can select any
or all levels, depending on the access this user should be allowed. Appendix A of this
manual provides a table showing which functions are associated with each Permission
level. The security levels are mutually exclusive, which means that a “higher” level does
not automatically include “lower” levels. A user should have all levels checked for
access to the entire system.

Editing User: Ste/Department Permissions

1. If you selected Site permissions on the Entity Setup Screen, the link in the middle
will display as Edit Site Permissions — clicking on that link will allow you to limit
the user’ s access to specific sites.

Lixer Sie Permivsions

Us e trainieg
Hamae) TrENE] FAEang
Empleyes Husaber

SITE PERRAFS SFONS:

Fermission to &l Gites T

01 -FRE STATONARND PUBLC SAFETY
02 - ROANDKE FARE

04 - FTEADHAM CENTER.

05 - GOVERMIENT CENTER

18 - WATER PLWFING STATICHN

Eﬁ[l CRABAFFLE FARK

100-

11 -VETERANE PAPRE

12 - RECAEATION COMFLEX

13- SUNSET FARE

Page 5
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2. If you selected Department permissions on the Entity Setup Screen, the link will
display as Edit Department Permissions and will allow you to limit the user’s
access to specific departments.

Lver Departmernt Fermissions

Uge trainmrg
Hamer rainine traing
Emplayes Mimshery 0

DEPARTIMENT PERMIS SIONS:

Parmimicn ta &1 Depaertrrants: [

[ Awallsble Departmest: |

100- AR - 107 - CITY oMM IO LEGELATVE
102 - CITY COMMSENHLERAL COUIMCEL —g1 [21-GOVERHMENT CENTER CORWPLER
106 - CIT* MAMAGE RECONOWMC DEVELDR | 401 - FRANCE ADMMITRATIVE SERWMCES
201 - CITY CLERK

101 - CITY MAMAGE FACITY MARAGER OFFIC

102 - INSLRALCE BEFVCES:

403 - FASAITILITY BILUMG

404 - INFORMATION SYSTEMS =

405 - HUMAN FESOURCES

507 - CEVELOPWEMT 'EEFMCES_-'F’LANNN::;'

Skt

3. When a User Maintenance screen has been updated, Assetmaxx will
automatically generate and send an email notifying the user that their information
has been updated and/or their permission levels have been changed.

B. Entity Setup

If you are the Administrator for your database, you should verify and complete the Entity
information. Y ou will use this screen to change any information about the Administrator
(name / email address) or Entity (address, phone number, etc.)

o, R

Logout | Adman | Asset | Data Feeds | Physical Inventory | Reports |
Entity Setup

Emtity s Sk Cily

Address Lo F.0. Ben 111

Addrass 2

Loty ergtann

Shatel I |

#ipe E

Contact Lask Hame! Do

Cantact Firest Masyer Ughn

Cantact Haddiln rares -

Contact Phome Munshar: POEEEES (rersasies)

Conact Emadl Addeess: vyl e B cedrTL: L0

Fescal Year Epad: [ Xt L]

Last Depeechation Date: DE/2er2003

Permissians” Structuser % Eibez T Dapartments

et Buts-geserated Tag Hsmber; :I'

Update

1. Select the Admin tab below the blue banner.
2. Select Entity Setup from thelist.
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3. Enter (or edit) the information as necessary.

4. If you will have other users on Assetmaxx, select whether you will be determining
access permission rights by Site or by Department.

5. If you will have Assetmaxx automatically number some or all of your assets, enter
the next available Asset Tag Number for auto numbering. The next auto
generated number in this example will be A0O0O000001.

6. Click Update at the bottom of the screen.

C. User Defined Fields

Assetmaxx includes ten User Defined Fields (UDFs) for tracking information of your
choosing. To set up labelsfor User Defined Fields:

1. Select the Admin tab, then User Defined Fields.
2. Enter alabel or title for any User Defined Fields you would like to use.
3. Click on Update at the bottom of the screen.

Logout W] Asset | Deta Fewds | Physical Inventery | Reports IEG_M——
User Defined Fields
The falkedng are thes currert vabess of the user defined figkds, Ta change thess valugs, sdk the sppropriste frelds bekw o olick
the ticdats butkan.
UDF £1 [Franica
LDF &2 |Hun|rnan:e Recond
UDF #3 [Custacien
UDF &4 |F.|l|l:|-.:|rl o
UDF #5 [[OFMema €
UDF &6 |LOF Meme= &
unF #7 [LOF Hesrma 7
LIBF #i [LOF Meme B
UDF #3 [COF e a
LUDF #18 |LOF Hame 10
Update
D. Setup Codes

Assetmaxx alows you to tailor your database by creating/editing classification tables.
This enforces fixed asset policies and maintains consistency in the information entered.
These tables include:

Physical Classifications (Locations) — Site, Building, and Room

Financial Classifications -- Funds Types and Funds, Activities (Program Codes),
Departments/Class Codes, Account Codes, Class Category Setup (insurance
grouping)

Method and Condition Classifications -- Acquisition Methods, Condition Codes,
SO (Building structural) codes

Page 7
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1. Ste/Building/Room Setup

Within each Entity, you have the capability of setting up multiple sites, buildings and
rooms. Each entity must have at least one site set up in the database. Assetmaxx
automatically includes a site called UKN — Unknown which cannot be del eted.

a) Add/Edit Sites

1. Select the Admin Tab, Site/Building/Room Setup, then Sites— Add/Edit.

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _

Location Setup Codes

SITES
+ Add/EdR

BULDINGS
* Add/Edit Building
* Post Buildingis)
* Transfer Building
* Dispose Building

ROQIMS
* Add/Edit

2. If you would like to change an existing site entry, click on the site code on the
left, modify the information, then click on Update.

Ln; put | Admin | Asset | Data Feeds | Fh;:ll:ul I.rrln:rrlu; _

Sie Codes
To mdit 4 Srin Code, cick on tha link in the Sada cobomn,
To 4dd 4 rese Site Coda, clok an e Ad deedher buttan belom.
| Cade  [Dascrigtion
ol FLRE STATION LHD PUBLIC EOFETT Arbve
a2 ROANCHE PARK Apfive
0] CITRLUS PAEE Arhve
HE) STEADHAKW CENTER ACTivE
03 GOWERNRMENT CENTER Arhve
i1 Pl PARE Artive
11 YETERAWS PARK Adive
12 RECREATION COMPLEX Apkive
11 SLNSET PRRK Activm
14 SALEM PARK Aotive
15 SABAL POINT PARK Ackiva
18 WOODLOWH PaRE Artve
iz ALLEN PRl Achve
18 GEWER, LIFT ETATION Arhve
14 MASTER SEWER LIFT STATIONS Active
21 CRECKSIDE PARE Achve
4 ALAESZTER PARK ACfive
i CITr YEHICLE POOL Achye
24 CITr-'WIDE TMFRASTRUCTURE ALCfive
24 CITr-WIDE LAND PARCELS Activa
WEH Unknamn ACtive

Add Ancther

3. To add another Siteto the list, click on Add Another at the bottom. Enter asite
code and description for the new site. Click on the Add link at the bottom.

Page 8
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b) Add/Edit Buildings

The building table allows you to add building location codes and physical building assets.

To add a building location code:
1. Select the Admin tab, Site/Building/Room Setup, then Add/Edit Building.

2. Click on the Add Another link at the bottom and then the Building Maintenance
screen will be displayed:

Logout | Admin | Asses | Deta Foeds | Fhysicel Inventary | Raports |

Building Maintenance

Plmgre mnier tha fploweg nformston snd i e dod botion
b sk shes Bisiching by fhe SSSETMANY, fatatwns

St N-SNEAMMERTCERTER.  w
Baikding (o =

il Pescrpton F"’--‘E‘T N THE OFEN

Hroel

oy

Sate v

£ [

Tnsured [lisurence Teacken) r

Cwned [Aroeming Tradkng ) r

SOUE LSERS WA K WISH T0 SPECIY ESNA TED CLASS CATESOR K WALLES WHEN ENTERMS
BRI IFORNA TN EVEN ¥ THE BUALOAVG STRUCTURE JSELF S MOT MSLRED,
¥OUMAY SPECIY THOSE CETRLATES BELOW (A LEAVE THEN 200,

Cankexts LE ‘Comients Eodusian 10
o LX LOF Enclesian 10
Ll L FIT0 Fechrson 1]
iolend Rariee 200 ey Harne Ear b T
ebacles ‘X Wehucles Eachisan 1
{ther in {Faer Exchrson 1
Add

3. Choose the Site from the drop-down menu, then enter your Building code and
description.
4. Leave everything else blank and click Add.
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To add anew Building:

1. Select the Admin tab, Site/Building/Room Setup, then Add/Edit Building.
2. Click on the Add Another link at the bottom. The Building Maintenance screen
will be displayed:

Logout | Adoin | Asset | Data Feeds | Physical Inyentbory Inenuns_

Building Muainfenance

Please enter the Folloming mf ormateon ared olick the 42t butban
to add thee Bullkding oo the ASSETMANS datahase.

it Joe seez -l
Ballieg Code | ]

Haibding Descrigtion Futzehoie

Sireet ||2;‘; War Grest

City [l Ty

State | ™ =1

o fzam

Tesuped (Tnsurance Trocking) =3

Dbl {A¢ cownting Teackengh =

SOME USERE MAY WITH IO SPECFY ES LA FED CLASS CAFEGORY WALLE 5 WHEN ENTERNG
EMLRLDARG P ORTEA DO EWVEN N FHE BULDNNTE STRUG FURE TTSELF IS MO T INEURED.
VIO MRY SPECIFY THOEE ESTMAATES BELOWY DRt LEAVE THERR ZERD,

Coments [Tmooocn | Coptents Exclusisn [bm

ED® TEOCAL EDP Enchusisn [

FITO [ FITO Exclssion [om

Imland Harine [oan Inland Marine Exclesion ([

Valicles [gon | Yobicles Exclusion [

Other [fme | Other Ewclusion [
Add

3. Enter the information for the new building.

4. If desired, enter estimates for the values of the class-categories — Contents, EDP
(Electronic Data Processing), PITO (Property in the Open), Inland Marine,
Vehicles, Other.

5. If desired/applicable, enter the exclusion amounts for each, that is, the amount

that would not be insurable.

Then click on the Add link at the bottom.

The New Building — Entry screen will appear. Asnoted, any field marked with a

red asterisk * on the screen isarequired field and must be filled in.

8. You will continue through several screens and then the building will be Pending.

9. Your last step will be to go into the Admin menu, then Site/Building/Room setup,
and then click on Post Building.

10. Choose your building and then click Continue to complete the entry.

No

Note: Thisisreviewed in greater detail on the next several pages.
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To edit abuilding entry:

1. Select the Admin tab, Site/Building/Room Setup, then Add/Edit Building.
2. Click on the building code to the left, edit the information, then click on Update.

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _
New Building - Eniry
Fields marked with * are required fields.
BASIC ASSET INFORMATION
Asset Tag™* [020200 Auto Status Pending Description
Acq. Date * Acq. Method * IF‘ - Purchased ;I I ﬂ
Class * | 3000 - CONSTRUCTION =l Extended Description
Condition * INEW’ - Mew - Phys. Depreciation % * 0
Renovation T Yes  No Square Footage * 0
Basement  Yes ® No Basement Square Footage * 1]
Quality % {80 - 135) * |mn # of Stories * 1
Street 1 |123 Main Street IS0 Class * |1 - Frame/Combustible |
Street 2 I Occupancy Type * IAPTM - Apartment - High Rise ;I
City Sample City Framing * I FPS - Fire-proofed Steel ;I
State lowa vl Construction Date
Zip * 35801 Last Insp. Date

Basic Asset | nformation

Asset Tag: Thisfield will automatically populate with the combination of the site
code and building code. Y ou may overwrite this Asset Tag number if desired. To
auto generate the next available number, click on the Auto button.

Status. No user entry required — new entries will be given a status of Pending.
Acquisition Date: In the format MM/DD/YY Y'Y, enter the date acquired and
placed in service.

Acquisition Method: Select the acquisition method from the pull-down list to the
right of the field.

Class: Use the pull-down menu to select a Class, or type the code into the field.
Note that the Class code will determine the life expectancy of the building (see
section regarding Class Code Setup).

Description: Up to 120 characters — no commas or double-quotes.

Extended Description: An additional 256 characters for description may be
entered by clicking on thislink.

Condition: Use the pull-down to select the condition of the building.

Phy. Depreciation %: Enter a percentage to represent physical depreciation of
the building.

Renovation: If any renovation has been done to the building which would
significantly affect its value, including repairs to improve condition, click on Yes
here. If the building is effectively “as constructed”, click on No here.

Square Footage: Enter the total square footage for the building.

Basement: If thereisabasement, click on Yes.
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Basement Square Footage: If there is a basement, enter the square footage here.
Otherwise, leave at 0.

Quality: If the building is of average construction quality, enter 100%. For above
average (e.g., marble columns, etc.), enter an appropriate percentage above 100%.
For below average, enter an appropriate percentage below 100%.

# of Stories. Enter the number of stories, including basement if applicable.

SO Class: Use the pull-down menu to select the appropriate SO (construction-
type) class.

Occupancy Type: Select the building's occupancy type from the pull-down menu.
Framing: Use the pull-down menu to select the framing for the building.
Construction Date: Use the calendar to select the date the building was
constructed.

Last Inspection Date: The date of the last building inspection can be entered here.

LFSER DEFNED FEfDs
UDF Mame ¥1 UDF Mame ¥
UDF Hame #3 [ UDF Hame ¥4
UBF Hama #5 |
BESET DEPARTIENTS © ASSET FLNDNG -
| Dpl,

[ACTZ . Acthiny 2} 300 - FacBins Hainteranca =] ||nt:ui:- JBcrd lz2m ¢ 2 -Eusddirg Furd =1 1u-:in'u
[ H [ I = v
I = | | = [
I S| I =R
[ =l [ =l

Continue Hesel

Up to 35 characters may be entered in each user-defined field.

Asset Departments and Asset Funding

Buildings may be assigned to one or multiple activities/departments, and either one or
multiple fund types/funds.

Using the pull-down menu, select the first activity/department where the building
iSto be assigned.

The percentage will default to 100%. If the building is assigned to only one
department, leave 100 in the percentage field. If the building is divided among
multiple departments, enter the appropriate percentage amount for the corres-
ponding department by typing over the 100. The amounts must total 100%.
Using the pull-down menu, select the fund type/fund.

The percentage will default to 100%. If the building is assigned to only one fund,
leave 100 in the percentage field. If the building is divided among multiple funds,
enter the appropriate percentage amount for the corresponding fund by typing
over the 100. The amounts must total 100%.
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11. Once you have entered the new building information, click on Continue to accept
the entries for this building.
12. The secondary New Building — Entry screen will appear.

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _
New Building - Entry
Fields marked with * are required fields.
BASIC ASSET INFORMATION o
Asset Tag 020200 Status Fending Description
Acq. Date 01/05/2004 Acq. Method P - Purchased | ﬂ
Class 3000 - CONSTRUCTION Condition MNEW - New .
Extended Description
BUILDING COST VALUES DEPRECIATION VALUES
Total Cost * oon Book 1 Accm. Depr. * 0.00
Replacement Cost * oan 92,93 / Sq. Ft. Book 1 Depr. Date
Exclusion Amount * o0an Book 2 Accm. Depr. * 0.0
CRN Less Exclusion 0.00 Book ? Depr. Date
Actual Cash ¥alue * 0.00
CiASS CATEGORY ESTIMATES
Contents * 1000000.00 Contents Exclusion ™ 0.00
EDP Yalue * 35000.00 EDP Yalue Exclusion * 0.00
Property in the Open * 000 Property in the Open Exclusion ® 000
Inland Marine * 0.00 Inland Marine Exclusion * 0.00
¥ehicles * 0.00 ¥ehicles Exclusion * 0.00
Other * 1500000 Other Exclusion * 0.00

13. Enter the Building Cost Vaues.

14. If you would like ASSETMAXX to calculate the depreciation for this building
(calculated from acquisition date), leave the defaulted Depreciation Values as
shown. If you have a depreciation amount and last depreciation date to include
(for example, from your last audit), enter those values and ASSETMAXX will
calculate depreciation from your Last Depreciation Date forward.

15. If desired, enter or edit estimates and exclusions for the Class Categories.

COPONENT &

Alarmes (4] | =] -]
| 2l =
Coilmga (23 | = | =l
Exterior Walts (2] | =] -]
renfing (2) | il =
Fartimons () | =l -1
Flosrngs (2) | = | =]
Foundations (2] | =] =l
Berdce Systems (6] | I | =1
[ = =l
| = | =]

nther
Featwres (&) | _'J _‘]
I =] |
| =l =)
I | =

nther

Continue Resel
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16. Enter the component information (optional) from the pull-down lists.
17. Click on Continue.
18. A screen will confirm that the building has been added to the pending area.

¢) Post Building(s)

Once added, a Building remains in the pending area for review and posting. To review
and/or make any changes to the building information, follow the Add/Edit Building
instructions. When satisfied, the building must be posted to active inventory:

1. Select the Admin tab, Site/Building/Room Setup, then Post Building(s).

2. Click on the box to the left of the building you would like to post, or click on
Select All to checkmark all buildings on the list.

3. Click on Continue.

Pending Assets
[Past  J#ssetdog Jsite |
=3 Lawd [BR Lam Lawm Lbrary
r Hain4DM223 Mani ADH2Z3

Select All i foﬁ.tiiuq! Kesel

d) DisposeBuilding
To dispose a building which has been sold or destroyed:

1. Select the Admin tab, Site/Building/Room Setup, then Dispose Building.
2. Click on the building code of the building to be disposed.
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Dispose Asset
Fialds marad wih ® are ragured fiskds.
BASIC ASSET MFORTISATION
Assel Tag Lawd [EH Attached Tan Descrimbion
Acq. hate (R Rl TiE ] Current Statac Actlve L& L1DES" |
Candition Ny - Hem —
Hansfartusrer St Law - Law Campus
Madal Bwilding LIBR - Lew Libraey
Lerial 2 Ranm rdl - gl
Tatal Cost §iazEo,.nn Hook | Depreciakion  $0.00
Replacement Cosi $15EF00.00 Boeok # Oepeeciation $0.00
DIEROSAL DETANR S
Hew Status Diposed Effective Date * N230M T8 Histery Date © 0202004
pefersnce He. | Comsmseet © Diestoed oy Fire] )
tisp. Feethad * [0-Oher = DecRefx | fth, Oy |
Procesds © |I] o Cost of 5ale = 000 B0 Disposed | ]
Continue Resel

3. The Effective Date will default to today's date. Enter the date the building was
taken out of service —this date cannot be changed once the building is disposed,
and will be shown as adisposal on the accounting reports for that fiscal year.

4. Enter acomment for the disposal (required).

5. Select the appropriate Disposal Method from the pull-down list.

6. Click on Continue.

e) Add/Edit Rooms

1. Select the Admin tab, then Setup Codes and Table Maintenance, then Rooms.

2. If you would like to change aroom entry, click on the room code on the | eft, then
edit the information and click on Update.

3. To add another room to the table, click on the Add Another link at the bottom.

Room Mainfenance

Plesse snter the Folloming rfprrmation sred click the 424 buttan
ta add thex Raam tothe AESETHARE databese

Feaoen Code

fopnan DeefCrigtion |

B e ey 'l
Audd

4. Enter aroom code and description for the new room.
5. Inthe Building field, select the building where the room is located.
6. Click on Add at the bottom.

2. Modifying Financial Classifications

a) Fund Types

Fund Types are used to group funds together for financial reporting purposes. This
allows you to distinguish between fund fixed assets (enterprise, internal service, etc.) and
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general fixed assets. Generally two Fund Types are recommended: Governmental
Activity and Business Type Activity. You may create other Fund Types, if desired. To
modify the Fund Type table:

1. Select the Admin tab, Setup Codes and Table Maintenance, Fund Types.
2. If you would like to change an existing Fund Type entry, click on the code at the
left, modify the information, then click on Update.

= . =, 3.
Logout | Admin | Assot | Dsta Feeds | Physical Invento | Eeporis

Fund Type Codex

To sdrt a Furd Trss, dick an the ink in the Code column,
To add 4 new Fund Type, dick the dda dnedhar buthon below

| Cade | Desoriptios
1

SONERNNENTAL ACTIVITY Arhive
- BUSINESS TrFE ACTIVITY Achve
LUEN Unknorn Active

Add Aaother

3. Toadd anew Fund Type, click on the Add Ancther link at the bottom.
4. Enter acode and description for the new Fund Type; click on Add at the bottom.

Ligout | Adesn | assat | Doto Feads | Physical Inventony | Repoms _

Fund Type Code Mainienance

Plasen wnimr the Folloming rformetion and click the 424 butban
o add the Fund Type tothe ASEETMORE databazs

Fand Type Code
Fund Typo Dascrigtion I

Addd

b) Funds

The sources of funds through which assets are acquired should be identified and included
in the Fund table. To modify thistable:

1. Select the Admin tab, Setup Codes and Table Maintenance, Funds.
2. If you would like to change an existing Fund entry, click on the code at the left,
modify the information, then click on Update.
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- . =,
Logout | Admin | Assolb | Dsta Fesds | Physical Invento Roporis

Funid Codex

To sdit @ Furd Code, dick orithe link in b Code calumn,
To 4dd a3 naw Fund Code; obok ony the Add dnedter button beloewy

| Fund Codel Fund Description | Fund Tyge Codel Fund Type Descriptivn
o SENMBRAL FLND 1

=}
I

an1 GOVERNHAENTAL ACTINITT Ackiva

410 WATER. WASTENWALTER FUND 2 BUSINEES TYPE ACTIVITY dchve

LIER Linknown LK Lindarecasan Artiva

10 LK R N LEH Linkirwoweny Inachvs
Add Another

3. Toadd anew Fund, click on the Add Another link at the bottom.

4. Enter acode and description for the new Fund; select the Fund Type for this
Fund, and then click on Add at the bottom.

- =,
Logout | Admin | Assat | Dsta Fesds | Physical Invento Reporis

Funid Cade Maintfenance

Plesmn antur tha folloming irformstion snd click the 42t buttan
ta add the Fund 4o the ASEETMANM daksbass

Fand Code
Fand Type =1
Fand Descriptios |

Add
c) Activities

Activities (also known as Functions or Programs) are groupings of departments. To
create Activities (programs) for your database:

1. Select the Admin tab, Setup Codes and Table Maintenance, then Activities.

2. If you would like to change an activity entry, click on the code to the | eft, edit the
entry, then click on Update.

3. Toadd anew Activity, click on the Add Another link at the bottom.

4. Enter an activity code and description for the new activity. Click on the Add link
at the bottom.

Liogout | Adosin | assat | Doto Fesds | Physical Inyentony |“3|.|l'.l|1'5 _
Activity Mainienance

Plusin sntar tha folloming informstion and click the 424 buttan
to add the= dckrarky ko the BESETHAXE detsbhese

Activity Code
Ectivety Descrighiom
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d) Departments

Departments are not physical locations, but financia sub-classifications of Activities.
For instance, under the Public Safety Activity, there could be departments for Police,
Animal Control, etc. To modify your Department table:

Select the Admin tab, Setup Codes and Table Maintenance, then Departments.

If you would like to change a department entry, click on the code to the left, edit
the entry, then click on Update.

To add a new Department, click on the Add Another link at the bottom.

Enter a department code and description for the new department.

Select the associated Activity for this department.

Click on the Add link at the bottom.

NP

o 0 hw

Ligout | Adesn | assat | Doto Feads | Physical Inventony | Repoms _

Depariment Maintenance

Plasen wnimr the Folloming rformetion and cdick the 424 butban
o add the Depsrtmernt ko the LEEETTALNE datah gze

Depastment Code

Department Tescrantion [

Actiusty B |
Audd

€) Account Codes

To modify your Account table:

1. Select the Admin tab, Setup Codes and Table Maintenance, then Accounts.

2. If you would like to change an account entry, click on the code to the | eft, edit the
entry, then click Update.

3. Toadd anew Account, click on the Add Another link at the bottom.

4. Enter an account code and description for the first account.

5. Click onthe Add link at the bottom.

Ligout | Adesn | assat | Data Feads | Physical Inventony | Reporms _

Account Code AMainfenance

Plasen unimr tha folloming irforrmekion ared click the 424 buttan
ta 544 thex docount ko the ASEETMOM datshaze,

Account Code
&ccomnt Descrimtion
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f) Class Codes

Class codes comprise the most important table in Assetmaxx. The information in the
class code entry determines the depreciation schedule for each asset in that class code. A
list of standard class codesis presented in Appendix C. To modify the Class Code table:

1. Select the Admin tab, Setup Codes and Table Maintenance, Class Codes.

Class Codes

To edit a Class Code, click on the link in the Code column,
To add a new Class Code, click the Add dnother button below.

1000 LAND, EASEMENTS & RIGHT OF WAYS o 100 - Land Active
1100 QUTDOOR EQUIPMENT 20 500 - Machinery and equipment Active
1700 FOLICE & FIRE EQUIPMENT 10 500 - Machinery and equipment Active
1300 MACHIMERT & TOOLS 15 500 - Machinery and equipment Active
1400 KITCHEN/APPLIANCE/CUSTODIAL EQUIP 15 500 - Machinery and equipment Achive
1500 SCIENCE & EMGINEERING EQUIPMENT 10 500 - Machinery and equipment Active
1575 HOSPITAL EQUIPMENT 10 500 - Machinery and equipment Active
1600 FURMITURE & ACCESSORIES z0 500 - Machinery and equipment Active

2. Click on the code to the left, modify the class code, then click Update.

***MPORTANT: If the Life Expectancy, Salvage %, or Depreciation Method values
for a class code are changed, the changes will only affect assets posted after the change,
since the entire depreciation schedule for an asset is created at the time an asset is posted.

3. Toadd anew Class, click on the Add Another link at the bottom.

N o

8.
9

Class Code Mainfenance

Plesde ontar tha follosing Ffoemmation ad ok tha A2 buttan to add the Claes to bhe ASEETMAXSE databiaca.

Accomnt | =1 Salvage %o |
Chiss Code Capitalization Theesheld II]:[I
Class Descrphion | Ingairance Exclasion IHc- =1
Life Expectandy Capitslize All Azsels [
FMethod ¥ risthad bt |
Comuantisn | =] Canwustinn =1
Ad

Select the associated account code from the pull-down list.

Enter the salvage % — an estimate of the amount that will be realized at the end of
the life of adepreciable asset in this class code expressed as a percent.

Assign a code to the new Class.

Enter the capitalization threshold. Assets below thislevel will be excluded from
accounting reports.

Enter the description for this class.

Indicate whether this classisto be excluded for insurance. For example, land
parcels are uninsurable, so thisbox is set to Yesfor the Land class code.

10. Enter the life expectancy for assetsin this class.
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11. Place acheckmark in the box if all assetsin this class code are to be capitalized.
For instance, Land is aways capitalized regardless of value, so the box is checked
here. If this box is checked, the Capitalization Threshold value isignored.

12. Enter the depreciation methods and conventions for this class. Each class may
have up to two depreciation methods and conventions. For example, Book 1
could adhere to Federal Reporting requirements and Book 2 could be used for
internal financial requirements.

13. Click on the Add link at the bottom.

g) Other Lists

Assetmaxx aso includes the following tables, which can be modified:
Acquisition Methods
Condition Codes
| SO Codes (Industry-standard Class of Construction codes for buildings)

3. Creating Sandardized Templates

Templates allow you to store standardized asset information for items you purchase
frequently. To create templates for your database:

1. Select the Admin tab, Setup Codes and Table Maintenance, then Template Codes.

2. Click on the Add Another link at the bottom.

3. Assign acode and description for the Template. Enter all the standardized
information for the asset. Fieldsthat will be different for each record (i.e., seria
number, room number), should be left blank.

4. Click onthe Add link at the bottom.

5. If you would like to change atemplate entry, click on that code to update or delete
your entry.

Template Code Mainfenance

Fleass anbar the falleving infarmation and dick the A6’ button to &dd the Templste Code to the &SEETMLS databass,

Tumglats Cade ]
Template Descr ptenm Hutes

Class =1 L
Dac Ref £ EI
Fnaded # | Fhysical Peac.

Surial & | it
wenidor Mamiuf actarer |

Condstins | | site [ =]
Dwpariment =| &te | =1
Arguasition Dste | ] Sitn | =

Total Cosk | Arguisstion Hethad | |

Quantbity [ Bup lacanunt Cosk

Fumd 020 Chepi 11 =

Add
Page 20

Last Revised: 2/27/2009



Assetmaxx Users Manual

AssetWLOIIRKS

APPRAIEAL

E. Class Category Setup

If you are the Administrator for your database, you should complete the Class Category
Setup screen. This screen is used to allocate every class code in your database to one of
seven insurance categories: Construction, Contents, EDP (Electronic Data Processing),
PITO (Property in the Open), Inland Marine, Vehicles, Other. Once assigned, the
insurance reports can correctly group the assets in your database according to these
categories. If not assigned, the insurance reports will group all assets under the category

"Other."

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _

Clasy Cafegory Sefup

Assign Class To Desired Categor

1000 - Land, Easements and Right of Ways

1100 - Gutdoor Equipment

1200 - Police & Fire Equipment

1300 - Machinery & Toals

1400 - kitchen/Appliance/Custadial

1500 - Science & Engineering Equipment

1575 - Hospital Equipment

1600 - Furniture & Accessories

1675 - Furniture & Accessories - Hospital

1700 - Business Machines

1800 - Communications Equiprment

1900 - Computer Equipment
2000 - Computer Software

2100 - Audiovisual Equipment

2150 - Broadecast Equipment

2200 - Books & Multi-Media Materials

2300 - aAthletic Equipment

2400 - Unifarms

2500 - Musical Instrurnents
2600 - Licensed Vehicles

2700 - Contractor's Equipment

[oter ]
[ofer =
[oter
[omer
[omer
[omer
[omer
[omer ]
[oter ]
[oter T
[oter ]
[oter ]
[ofer ]
[oter
[omer
[omer

Other

4

4

4

4

4

4

14

14

Ll

Ll

Ll

4

4

4

4

4

Other

i

Other

IOther
IOther

Ll

Ll

1. Usethe pull-down list to assign each class code to the appropriate category.

2. Click on Update at the bottom of the screen.
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ASSET ENTRY AND POSTING

Now that your system is set up, you are ready to begin adding fixed assets.

Adding new assets and posting new assets are separate functions and require different
levels of security. Thisalows asupervisor to review the assets before posting. The
Pending Assets areais atemporary holding areathat alows you to key in your asset
additions and then review the information before it is posted to the permanent file.
Assets can remain in this areaindefinitely until all of the required information has been
filled in. Aslong as assets are unposted, they will not appear on any accounting reports.

Asserf Enlry & Muaintenanee

ASSET ENTRY & POSTING

= b feset

® s feset From Templale

* EdilPandird fagat

= Post Panding Aeests - Comrendy Serding: I

MIBNTEMANCGE & TRANSFERS

SUPERASORY FLRCTIONS

w Ldste Raplacament Corts
= Purge Pending fgets

A. Entering a New Asset

To enter anew asset into your database:

1. Select the Asset tab, then New Asset.
2. The New Asset — Entry screen will appear. Asnoted, any field marked with ared
asterisk * on the screenisarequired field and must befilled in.

Logout | Admin | Assel | Data Feeds | Physical Inventory | Beports _

BOSTED ASSFTS
= Agzek Datails

* Asiet Lo

* Biigt Depradation Schiddae
# Pmguest Awsst Ackon

FINANCIAL & DAPSTIMENT S

* [lipogg Asigt

» PMans Ciscomal

# Eniry Error Adjusbrack

* Sngln Ayt hund Agdiystments
® Mass Fund g pstments

NOTE: Regarding the cost and depreciation fields, only the Total Cost and
Replacement Cost need to befilled in. Depreciation is calculated upon Posting

the asset.
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Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _

New Asset - Eniry

Fields marked with * are required fields.

BASIC ASSET INFORMATION

Asset Tag * Anto Status Pending Description

Acq. Date * l— Acq. Method * IF‘-Purchased ;I I il
Class * I 1000 - Land, Easements and Right of Waps ;I Extended Description

Quantity * |1 Total Cost ® lDDU—
Attached Tag I Replacement Cost * IDDU—
Condition * | Hew - New = Exclusion Amount * IDDU—

vendor | Actual Cash value * IDDU—

| Book 1 Accm. Depr. *  |0.00
Manufacturer | Book 1 Depr. Date
Model | Book 2 Accm. Depr. * |0.00
Serial # | Book 2 Depr. Date

Doc Ref #

Basic Asset | nformation

Asset Tag: Enter the tag or unigque asset number (up to 15 characters). To auto
generate the next available number, click on the Auto button.

Status: No user entry required — new entries will be given a status of Pending.
Acquisition Date: In the format MM/DD/YYY'Y, enter the date acquired. This
date is used for depreciation calculation purposes.

Acquisition Method: Select the acquisition method from the pull-down list to the
right of the field.

Class: Use the pull-down menu to select a Class, or type the code into the field.
Description: (Up to 120 characters, commas and double-quotes not allowed.) For
consistency and ease of reporting, enter the generic name of the asset first, then
any features or characteristics of the asset. Do not include manufacturer, model
or serial number inthisfield. Example: DESK - EXECUTIVE.

Extended Description: An additional 256 characters for description may be
entered by clicking on thislink.

Quantity: The system defaultsto 1; change if necessary. Any asset with a
quantity greater than 1 will not be capitalized.

Total Cost: Enter the total amount paid for thisasset. Thisamount isused in
calculating depreciation.

Attached Tag: If you want to tie assets together, enter the parent asset number
linked to this asset. (Example: for amonitor to be “attached” to a computer,
when entering the monitor as a new asset you would enter the computer’ s asset
number into thisfield.)

Replacement Cost: For new assets, the replacement cost is the same as Total
Cost. If theitem is not new, then thisis the amount to purchase the same or
similar asset new.

Condition: Use the pull-down menu to select the condition of the asset.
Exclusion Amount: Theisthe amount excluded from insurance coverage, and
generally appliesto assets at or below the surface of the ground (streets, parking
lots, underground plumbing, etc.).
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Vendor: (Up to 35 characters.) Enter the name of the vendor.

Actua Cash Vaue: For new assets, thisisthe same as Total Cost. For assets that
are not new, enter the perceived value based on the asset’ s physical condition.
Doc Ref #: (Upto 15 characters.) Thisfield can be used to track purchase order,
invoice, or warrant/check number, but should be consistent for all assets.

Book 1 Accm. Depr.: If this asset has accumulated depreciation from another
system, enter that amount here. Otherwise leave blank.

Manufacturer: (Up to 35 characters.) Enter the manufacturer of the asset — not a
required field.

Book 1 Depr. Date: If an accumulated depreciation amount is entered in the Book
1 Accm. Depr. field, the date that depreciation was last calculated through should
be entered here.

Model: Up to 25 characters may be entered.

Book 2 Accm. Depr.: If you would like track a second depreciation schedule for
this asset, enter the second method’ s accumulated depreciation here.

Seria #: Up to 50 characters may be entered.

Book 2 Depr. Date: If an accumulated depreciation amount is entered in the Book
2 Accm. Depr. field, the date that depreciation was last calculated through should
be entered here.

Physical Location

PHYSICAL LOCATION *

Site 03 - MaIM OFFICE B
Building |02 - MAINTENAMCE OFFICE =l
Room 0003 - Lab

Site: Use the pull-down to select the site where the asset is located, or type the
code into the field.

Building: Use the pull-down to select the building where the asset is located, or
type the code into the field.

Room: Use the pull-down to select the room where the asset is located, or type
the code into the field.

User Defined Fields

USER DEFINED FIELDS
Invoice No. I Maintenance Record

Custodian Connie's field

I
|
UDF Name 6 |
I
|

UDF Name 5

|

|
UDF Name 7 [ UDF Name &
|

UDF Name 10

Up to 35 characters may be entered. For each applicable field, enter the
designated information.
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Asset Departments and Asset Funding

Assets may be assigned to one or multiple activities/departments, and either one or
multiple fund types/funds.

ASSET DEPARTNENTS A SHET FUTMG & purcast © Amaant
[activity / Usparmanl_______________| Laapt % | Fund [ypa | Fu i

L s Lo B L o

Continme Reuok

Using the pull-down menu, select the first activity/department where the asset is
to be assigned.

The percentage will default to 100%. If the asset is assigned to only one
department, leave 100 in the percentage field. If the asset is divided among
multiple departments, enter the appropriate percentage amount for the
corresponding department by typing over the 100.

Using the pull-down menu, select the fund type/fund.

The percentage will default to 100%. If the asset is assigned to only one fund,
leave 100 in the percentage field. If the asset is divided among multiple funds,
enter the appropriate percentage amount for the corresponding fund by typing
over the 100.

Y ou also have the option to split the asset between funds by amount. Y ou have to
select amount and then type in the fund amounts to equal the total cost .

Repeat the above four steps for any remaining departments and funds. The
amounts for Dept % should total 100, and the amounts for Fund % should total
100 or the Fund Amount should equal the Total Cost.

4.

5.

Once you have entered the information for the new asset, click on Continue to
accept the entries for this asset. To clear the screen without accepting this asset,
click on Reset.

Assetmaxx will prompt you if any required information is missing or if
disallowed characters have been used. Correct those fields and click on Continue.
A screen will confirm that the asset has been added to the pending file.

B. Entering a New Asset from Template

Templates are time-saving boilerplates of standard assets. If atemplate has been set up
for the new asset you would like to enter:

1.

Select the Asset tab under the blue banner.
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2. Under the heading “ Asset Entry and Posting,” select New Asset from Template
fromthelist.

3. Thelist of Asset Setup Templates will appear. To select the template for the asset
you would like to enter, click on its underlined code.

4. The New Asset — Entry screen will appear, with the standard information for the
selected asset entered. Modify the information and complete the non-standard
fields for this asset.

5. When you have completed the information, click on Submit at the bottom of the
screen.

|L|:|g|:|ut Admin | Asset | Data Feeds | Physical Inventory Repnrts_

Asset Setup Templates

Template Desc. Asset Description
* lap Laptop Laptop

C. Editing Pending Asset

The pending fileis atemporary holding areathat allows you to key in your asset
additions and then review the information before it is posted to the permanent file.
Assets can remain in this areaindefinitely until all of the required information has been
filled in. Aslong as assets are unposted, they will not be included in any reports.

To edit any new assets that have been entered but not yet posted (pending assets):

1. Select the Asset tab under the blue banner.

2. Under the heading “ Asset Entry and Posting,” select Edit Pending Assets from the
list.

3. Alist of al pending assets will appear. To select an asset for edit, click on the
corresponding tag number.

4. Edit the asset as necessary. For details and field descriptions, refer to the section
on Entering a New Asset.

5. Click on Continue at the bottom of the screen to accept your changes.

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _
Pending Assets - Edit Asset
[AssetTag ____[site [Building _____JRoom _____JDescription |
+0 100 oo Lzooos MIXER
] 100 100 Lsnozz ROUND TABLE
300 400 LwAHOS CHAIR EXEC
300 300 152 PAMEL 48 ¥ 62 INNER TOME
100 00 Lsoosz CELL PHONE
100 100 Leno34 PANEL 36 X 62 INNER TONE
100 100 Lin0o10 CPU
100 00 Linoio CPU
100 oo Le0o0el oLT
100 100 L30044 COMPUTER
100 100 L400486 PANEL 24 X 62 INMNER TONE
100 oo L40032 PANEL 36 ¥ 62 INNER TONE
« 14AIANNNA ann snn 1396 CFl PHONF
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D. Posting Pending Assets

Once new assets have been entered and reviewed, they must be posted in order to show
up on standard reports.

To post any pending assets:

1.
2.

3.

Select the Asset tab under the blue banner.

Under the heading “ Asset Entry and Posting,” select Post Pending Assets from the
list.

Thelist of current pending assets (including buildings) will display. If you have
more than 50 pending assets, only the first 50 will show.

Select the asset(s) for posting by clicking on the box beside each asset to be
posted. To select al pending assets, click on Select All at the bottom of the
screen. Checkmarks will appear next to all selected assets on this screen.

Click on Continue to post all selected assets on that screen. If you have more
than 50 pending assets, you must post the selected assets on that screen before
advancing to the next screen.

A screen will appear confirming that the selected pending assets have been
posted. Repeat steps 2 through 5 for any remaining screens.

| Lonout | Adrin [558E] Data Feeds | Physical Inventory | Report G

Pending Assets
east laseatiog it Jeaidieg _lRowe  lDescripiian ]

r oa1ozZonL [ 501 /o WLREHOLEE
[ ADDDDDOOE =3 50 IO SERNER

Fage I of £

Select ALl Contimue Resel
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V.

MAINTAINING AND TRANSFERRING ASSETS

A. Editing Posted Assets

To edit an asset once it has been posted:

1. Select the Asset tab under the blue banner.
2. Under the heading “Maintenance and Transfers,” select Edit Posted Asset.
3. The Asset Selector (Basic Search) screen will appear.

Logout | Adon | Assel | Dota Feeds | Physicol lnventory | kepors

Assef Selector

Non-capitalized Assets.

[T =1
B0 SEARCH | Advenced Search
Aumnt Tag burbar [ -Eulaci Dparalar = |
Bcet Desoription | -Sekcl Opssiat =l
Bumak Accaunt | -Ealecl Oparaiar =| [Seactéccan =l
Assef Class [ -Betecl Dpmakt =] [Eeectoms =
i I H
msger Location [ -Gekct Opaanar =] mwildng [ -
B -
Assat Depamment | -Gelsot Oparaiar =] [ SesectDepaimen =l
Beset Doc. Ref, § [ 5okl Oparalar |
Awmak Stwiun  F potivr O Cyspoand T Al
Submit

In the top box, you can select from All Assets, Only Capitalized Assets or Only

Determine thefirst field for your search. Use the pull-down menu for that field to

select the operator (equals, less than, greater than, etc.).

~No

In the text box to the right of the operator, enter your criterion (date, etc.).
Determine any other criteriafor your search. If more than one criterion is listed,

the system will only display assets that meet ALL thelisted criteria. (For more
flexibility see the Advanced Search instructionsin Appendix B.) If no criteria
are entered, all assetswill display, in order by tag number, 50 assets per page.

© ©

number, 50 assets per page.

Click on Submit at the bottom of the screen.
The asset(s) that meet your search criteriawill be displayed, in order by tag

Logout | Admin | Asset | Data Feeds | Physical Inventory Repnrts_

Posted Assets - Edit Asset

E‘.'l_'ﬂEﬂIL'-

DDDDDl Active o501 T/O SYSTEM COMPUTER W/MOMNITOR

oponoe Active os o501 T/O LASER PRINTER COMPUTER

oooons Active as o501 T/O SYSTEM COMPUTER W/MOMNITOR

ooooo4g Active os o501 T/O SYSTEM COMPUTER W/MOMITOR

oooons Active as o501 T/O LASER PRINTER COMPUTER

ooonas Active os o501 T/O SYSTEM COMPUTER W/MOMITOR

oooonz Active as o501 T/O SCANMER
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10. Click on the asset tag number of the first asset to be edited.
11. The Edit Posted Asset screen will appear. Under Basic Asset Information, the
fields shown are:

Asset Tag: The tag number for an asset cannot be edited on this screen. To
change the tag number for an asset, use the Change Asset Tag Number screen.
Quantity: Thisfield cannot be changed while the asset is posted. To change
the quantity for an asset, you must use Entry Error Adjustment to place the
asset back in pending. All Capitalized Assets (those assets to be included on
Accounting Reports, MUST be entered with a quantity of 1.
Description: Can be edited here.
Manufacturer: Can be edited here.
Status: Cannot be edited here. To change status from active to inactive use
the Dispose Asset screen.
Model: Can be edited here.
Condition: Can be edited here.
Serial Number: Can be edited here.
Acq Date: Thisfield cannot be changed while the asset is posted. To change
the acquisition date for an asset, you must use Entry Error Adjustment to place
the asset back in pending.
Received date: If you would like to track when the asset was received (e.g. for
warranty purposes), enter that date here.
Acqg Method: Can be edited here.

Logout | Admin | Asset | Data Feeds | Physical Inventory | Re 5

Eidit Posted Assef

Fisids markosd vath = ans nequired fislds

NS ASRET IFORMA TR

Asset Tag 00003 % Qaamtity i

Descenptian [EHETEM CORPUTER WNINITOR

sansfacturer  [WCADN Stahue Irhve

Hadel [EUERTPRO Tomdition © [GO00 - HORMAL WERRTESR =]
serial ¢ [T5eerisH00

Acg. Gate 0L/01/139% Recelved pate [V [T
Acqg.Piethod © [F-FURCHASED =)

Clage 1000 - CONPUTER EQUIPMENT

S 05 - GOWERMMENT CENTER Attackad Accot [
Buwilding 0501 - CITT HOLLFUELIC SAFETY vezder |

Ream  T70 - THROUSHOUT BUILDIMGYS TRUC TURE pac Retx |

Ackat Fhetes = Yigs Fhote Mnkoed Fholn
DEPTIFUND | Accauring | Insurance | User Dets | Meiniansres

| Diagt. %
TOD - EMGINEERING Lon.0a 001 - GEMER AL FUND 100.00

Continue Reset
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Class code: The class code for an asset cannot be changed while the asset is
posted. To change the class code for an asset, you must use Entry Error

Adjustment to place the asset back in pending.

Site/Building/Rm: The location of an asset cannot be edited on this screen.
To change the location of an asset, use the Transferring Assets screen.

Attached Asset: Can be edited here.
Vendor: Can be edited here.
Doc Ref #: Can be edited here.

12. Asset Photos. Photos can be viewed or uploaded from this screen. To Upload a
photo:

Click on Upload Photo. Typein the path and filename for the photo or click

on browse to locate the file from your computer.
Click on Upload.

Lisgoait | Adiwii | ASSet | Dots Feeds | Playsical Inventi i 1S

Filit Posted Astet

Finbds markoed wath ™ are resquaned Tl

13. Inthe Dept/Fund area, the fields are for viewing only. To change the department
or fund codes and percentages for an asset, use the Transferring Assets screen.

Hssed Phwaos =3 Wipw Phpin Qo Phony
DepiFured | ACCOLNTING | Faoranca | UsarDets | Msinkenanos
141173 Accam. Depr. (Seslk 1) fLI23mA

4141172 Rhe Fap Walue [k 1) LES.AT
[ =] Accam. Bepr. (Eeek 2) fLIZ3 S

H it Bask Valur {Besk 23 fLEAIT

;
Full Bepr Bate  CLOLAI0G  Saluepe Talue ¥.00
/ Conlinue Resel

BASC A5SET R TN

Byie Tag o1 [t 1

Dmscrigtiss [ TEWCOMPUT ER WA OHTOR

Fasufsciurer WICROH Status Aciren

radul [LEWT FRD Cond#ion * [0 - OAMAL WERRTERR =]
Sarial & [[EEER )

Koy (et DEREE R Aecemed Nate  fOmnmss 5
Acg Hebiod © P-FURCHASED =

Clprs 180 - COMPUTER EQUIFFERT

Rn 7 - GOUERHMENT CENTER ARtacked Avwrk

Ewlding 0500 - CITY HALLPUBLIC SRFETY Tendor

L T -~ THRCUGHOUT DUILDINSASTHICTURE Dac At [

i Accaunt S0 - FACHINEE Y DQUIPHENT Divgaral Dste

Divgaaal Methad

Eple [o31 1]
Fracmeds

Gainflows Beak | ]
Oainfloss besk 2§

Accounting — Depreciation and other accounting information. Only the cost
method for an asset (estimate vs. actual) can be changed on this screen.
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~

it | Ardmin | Axsed | Dafa Feeds | Physecal Tnesnt | Bppnsis
Edit Posied Asset
Fimids mariad vath  are requirad Aisids.
BASC AFSET NFORMATION
Asset Tag [SIoEE Qresatity i
Deacrigtion A TEM CONPUT EF wAira TCA
Hanutscbsrar Nl.HI:IH ———— Staftuws AiTam
Hodel FLENT PR Condites * [GDOC - HORWAL WEARITERR =1
Surial # TEESET]
Acq, ate B Recersd Date  [TNFE 2
Acn. Huthed *  [FOFURCAREED 3]
Class 1308 - COMPUTER ECLIFMENT
Site 02 - SOWERNMENT CENTER Aftached Assnt
Building OEGL - STV HALLFUBLIC SUFETY vendor |
Room  Ta0 - THRGUGHOUT BLUILLINGS TRUCTURE et et £ |

Asget Photes =% Vids Photy Uipbioll Phito
DopFurd | Acccunting | IWSURANCE | UserData | Mainansnce

Eeplacmment Cost * 20 00 Datn Value Last Updatud 1z40a%
Ewclugie § et * i Arhusd [ash vabes fimam
Rest r . $1200.00

Conlinue Reset

Insurance — the fields that can be edited on this screen are replacement cost,
exclusion amt; and actual cash value.

/

Ligois | s Daia Faeds | Plysiosd rnvaadory | B poets
Fuliy Posted Asyer
Frskis markied with * are remured Fekis
BASIC ASSET NFORSMATAN
RiEE Tag oL i nny L
Descripkisn FIFETEM DOMPU TER WO M TOR
rManufaciurer b Aciren
radul Lam ez~ [0 - AL WERRTERR 3]
Sartal ¢ =iy
iy Tate [ T Receleed Date  [DnAsE 8
Ay, Hethod © F.PUACHAIED =
Class A0 - < ORS TTERL Edj U TP MERT
site [ . COWEIRMENT CENTER Attached Ruwet
Bwllding 0501 - STV HALLAFUBLIG SAFETY wemdor |
Ream  TAD - THRSUIHOUT DUILEIH GASTRLSTURE ac Bat & [
Ragen FRanes < Yow Proty Upgad Pl
DapiFund | Accouring | nsuranca |LISER BATA | Msinsnance
FINEHIIFSE RAUIMEER UDF Mt
LRDF P amsen UDF Fama 4
LB P e 5
|
[
Coslinge Resel

User Data— all User Defined Fields can be edited on this screen.
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Lot | dudiin | Asset | Dots Foeds | Blvysios Iovesmory | B pgets _

Flit Pasted Asser

Fasbdc mawk ad saich * aee rocps raned sk

B 5IC ASSET MFORRIATION

Aenal Tag Ol i § Quaniity i

D waptean ISrRTEW COMFUTER ws O M TOR

Psnlsctuses  RCFCR SRt Hotive

readel CUEMT PR Cpmiitopn [ ROt - HOAMALWEERTESR =1
Serfal £ {IEAErT]

Req, Date AL hecelred Date  [MANNEE (B
Arg. Hethod = [P ARORAED. =

Class 1500 - COMPUTER EXUIPHENT

e 05 - GOWEARMENT CENTER Attwched Avwed

Ballding 0501 - SITY HALLFUBLIS SAFETY weador |

Esam T - THROLGHOIUT BUILDIH GASTRUCTURE Dar Eaf & I

Bsged Flaies <% View Fhots Upisod Phots

Cepiund | Accouning | neswsnce |Lser Dan | IRANTERANTE

s riptinm e | Hates
wre ra repary far the smet.

Costinae Kesel

Maintenance —Repair records can be viewed, but not edited, from this screen.

14. Once you have edited the field(s) for this asset, click on Continue at the bottom of
the screen. The screen will indicate that the asset has been edited.

B. Changing an Asset Tag Number

At times it may become necessary to change or correct an asset’s number. For example,
if the physical asset tag wears off or gets removed, then you apply a new tag to the asset.
This screen allows you to update the fixed asset record with the new tag number. Before
the tag number is changed, Assetmaxx will check to make sure the new asset number is
not already in use by another asset. The change, and the old asset number, are recorded
in the asset’ s history log.

To change an asset’ s tag number:

Select the Asset tab, then Change Asset Tag Number.

The Change Asset Tag screen will appear.

Enter the current tag number for the asset; enter the new tag number for the asset.
Click on Continue at the bottom of the screen.

The screen will confirm your change and allow you to enter another change.

Lanigniat i Asgat | Data Feaeds | Fhysical Invantony | Bepoms _

Change Assef Tag

agrwbdE

Carrent dzeet Tag | HeEw hrzet Tag |
Continue Resel
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C. Transferring a Single Asset

To transfer a single asset from one location to another, or from one department/fund to

another:
1. Select the Asset tab, then Transfer Single Asset.
2. The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for editing. (See Appendix B for help on using the search screens.)
3. Click on Submit at the bottom of the screen.
4. Click on the asset tag number of the first asset to be edited. The Transfer Asset
screen will appear.
Transfer Asset
Fislds marosd wih © ars rsoursd fskds
BASIC ASSET INFORMATION
Assal Tag DO 4 Attached Tag Descriphion _
dicn, Mate 01471715998 Cwrrenk Statws Achve LASER PRINTI1 COMPOTER a
Candation G000 - NORMEL WESRSTELR j
Trans Date* [EOTEM: 09 Refersmcana. | Cosneest |
i-ﬂ'(-‘.l'll'l'-l)# THMSFEF"
Lite 05 - GOWERNVENT CENTER Sitn | = - EOVERNMENT CEHTER =]
Budlding DEDd - CITY HALLAPUBLLC EAFETT Buikdimg ||.D[ll OTT HALLFUBUC GAFETY ﬂ
Ao /e . THLOLCHOUT BUILDENG/STRUSTURE Room |70 THROLGHOLT BLALCING STRUCTURE =1
1 - DEVELCFMENT ZEEYICESPLLRNING 10000 =l .:
| o) |—
I = [
f =2
| = [
Conlinne Reset
5. Transaction Date: Enter the date the asset was transferred.
6. Reference Number: (Not required.) If you wish to track this transfer with a

8.

0.

reference number, enter that number here.

Comment: If you wish to enter acomment (reason for transfer, for example) you
may enter it here.

The current location and department information for this asset will be displayed
on the left.

Enter the new Location information and (or) the new Department information.

10. When you have completed entering your changes, click Continue at the bottom of

the screen.

11. You will be prompted to confirm your changes. Click on Y esto confirm changes

or Cancel to cancel your changes.
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D. Pearforming a Mass Asset Transfer

To transfer a group of assets from one location to another, or from one department to

another:

1. Select the Asset tab, then Mass Asset Transfer.
2. TheBasic Search screen will be displayed. Enter the criteriato choose the assets

you would like transferred.

3. TheMass Asset Transfer screen will appear.  The number of assets meeting your
criteriawill belisted. You will have the opportunity to view and select from that

list in the next screen.

5 gite/ nailding FReoe

7 Departmest{s)

Muasx Asved Trangfer Type

¥ow howve selected ta transfer 4 asset{s).

GENMERAL TRANSFER INFORITION
Trensfer Dot * [BUNAEN | 55

Reference Ho. Comsmeent |

TRANSFER TYPE AR DE ST TIOM

LL: ]

Building | 2]

(T

Entes the informetom beles amd Bk Subnsit to confens this teaseher

<

17777

Submit

4. Changethetransfer date, if you desire a previous transfer date. Enter Reference
No. and Comment, if desired.
5. Select whether thisis alocation transfer or a department transfer by clicking in

the appropriate radio button.
Enter the new location or department information.

No

Click on Submit.
Asser Trangfer List

1482
mn4a3
Diass
mo4ns

as0lL
kil §
501
2901

a5 88

Select All

T SYETEM COMPLTER WAHOMITOR
T STSTEM COHPLTER WANONITOR
T LASER FRIWTER CONPLTER

0 SETEM COHPLTER WAHONITOR

Submit Heset

8. Thelist of assets meeting your criteriawill be displayed.

9. Select the assetsto be transferred by clicking in the box to the left. Choose Select
All to transfer all the listed assets.

10. Click on Submit. Confirm by clicking OK in the message box.
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E. Managing An Asset’s Repair Records

Assetmaxx alows you to track the repair records for each asset in the database. To enter
or edit the repair record for an asset:

1. Select the Asset tab, Manage Asset Repair Records.

2. The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for editing. (See Appendix B for help on using the search screens.)

3. Click on Submit at the bottom of the screen.

4. Click on the asset tag number of the first asset to be edited.

5. The Posted Assets— Repair Asset screen will appear, which displays the list of
repair records (if any) for this asset.

Logout | Admin | Assat | Doto Feads | Physical Inventory | Repors _

FPosted Asvely - Repafr Assef

Usa the inks inthe actian column o madify any rapaies listed halom, ar ofick: b to-add & new repair record farthis sssat

[Cescription __lLabar _[Matarsal | Cither | Total |
0501 00 1558 raalign hiads 1zD.0D 15.00 0.ag is5.00 Edit | Dalats
Add Amother

1. Adding a New Repair Record

1. Click on the underlined link (the word here) to add a new repair record for the
selected asset.

2. Basic Asset Information will be displayed. Thisinformation cannot be edited
from this screen.

Logout | Admin | dssat | Doto Feeds | Mhysical Invanbony |R3|.IIJH'F _

Add Repair Record

Fields rmarlisd with * are requred fiskds

ENEI A5 SET IFOR IO

Acont Tag oo Attached Tag Description . -
acy, Date O1/0141998 Current Status fctive KTATEN CONDUTER K/MONITOD |
Cendition GOOD - NORNAL WEAR/TEAR =
Hanafoctueer  GATEW ST Bite 05 - GOYERNNENT CENTER,

Ml E-3100 Euilding CEA1 - CITY HALLPLELIC SAFETY

seral £ [LLL b Rosm T#0 - THROUGHDUT BUILD NG/ STRUCTURE
Driginel Total Cost  §2130,59 Dauk I Pepreciation §2130.50

Replacesent Cost  §E136.99 Beok 2 Degreciation $2136.58

REPAR DETALS

J:::.'“““ 2 5 reference Ho. Comnmeent |
Re pair Dale ” w5 3om Mo Dewrription ™

Labar Cast ™ rl?ﬁ .::ttﬂ.m' [1frn] Oeheie Cost 000
Continag Resal
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3.

o &

Under the Repair Details heading, the following fields are displayed:
Transaction Date: The system defaults to today’ s date — the date the repair
record is being entered. Change the date if necessary.

Reference Number: (Not required.) If you wish to track this repair with a
reference number, enter that number here.

Comment: If you wish to enter a comment you may enter it here.

Repair Date: Enter the date the repair was made.

Job No.: (Optional) Enter the job number, if desired.

Description: Y ou must enter a description of the repair made. Thisfield
cannot be | eft blank.

Labor Cost: Enter the cost of labor for the repair. Enter O if none, thisfield
cannot be left blank.

Material Cost: Enter the cost of materials for the repair. Enter O if none, this
field cannot be left blank.

Other Cost: Enter any other cost related to the repair. Enter O if none, this
field cannot be left blank.

Click Continue at the Bottom of the screen.

The confirmation screen will appear:

The repair record has been added for asset tag #. Click below to add or
modify another repair for this asset.

Select Modify Repair to edit an existing repair record for this asset. Select Add

Repair to add another repair record for this asset.

| Logout | Admen | Assat | Doto Feads | Plysical Tnventory | Repors _

Tre regair recard has beeen sdded for aseet tag AG010. Click belom bo »3d o modiy ancther repsir for this asset
Add  Edit

2. Modifying an Existing Repair Record

From the Posted Assets — Repair Assets screen (see Managing an Asset's Repair
Records, above, steps 1-6), locate the repair record to be modified.

Logout | Admin | Assat | Dota Feeds | Flysical Inveniony | Bepors

Posted Assely - Repafr Assef
Uss the knks i cthe achan cobomn o radify anp repains sted balos, oF obok bers tooadd @ new repair record for this ssset

age etk v bMaberial
080100 3558 raalign heads ix0.00 iE.0d O 1%5.00 Edit | Dalais

Add Another

At the far right column — the Action column — select whether you would like to
Edit or Delete the repair record.
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Delete: To delete, click on the Delete link. A confirmation box will appear.
Click OK to delete the record or Cancel to cancel the action.
Edit: To Edit the record, click on the Edit link. The Edit Repair Record
screen will appear.

3. Basic Asset Information will be displayed.

Logout | Admin | Asset | Dsta Feeds | Physical Invenl Reports
FEdit Repailr Record
Frdde marked with * ane negu red fiekds.
BASIC 455ET MNADEMATION o
Axseol Tag [ wni k) Attachod Tag s cmiptinn
Acg. Date 1L 0D Current Status Hikive LTI _|
Canditin GOBD - NORHAL WEAR/TEAR =
Fanufactuwrer OCE Siie 05 - GOWERNKENT CENTER
Hudsl FO55 Buibdimn 0501 - GITT HALLFUBLIC SAMETY
Serial # 05515 1d Foom T - THROUSHOUT BULLDINGYSTRUCTURE
Driginal Total Cost 322581 Heok 1 Bepreciation §2150.40
Replacesnent Cost  f32i5.E1 Beok I Depreciation 215040
REFAR DETaN s
it w8 keference Mo [T Comneest |
Repair Date - maoom | 2 Job Moo i Desoription ~ [k et
Labar Cast™ [izem ‘f:‘r,’“' [15m ather Cost* 000
Confinae Reset

4. Make the necessary changes to the repair record fields.
5. Click Continue at the bottom of the screen.

Note: The Manage Asset Repair Records section ismeant for tracking only.
These recordswon'’t affect any of your accounting reports. Thereisonly one
report under the Transaction Reportsthat will list theentries: Asset
Maintenance/Repair History.
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VI. SUPERVISORY FUNCTIONS

Supervisory functions include:
Updating Replacement Costs
Purging Pending Assets

A. Updating Replacement Costs

AssetWORK S will apply the replacement cost trend factors to your database at renewal
each year. If you have custom class codes, then the factors will be emailed to you with
instructions each year.

The replacement cost trend factors are based on information and statistics published by
the U.S. Department of Labor. They are used to update your insurable values
(replacement cost) on all assets. These figures don't affect any of your accounting
values.

B. Puraqging Pending Assets

When assets have been entered but not yet posted, the assets are pending. Upon review
of the pending assets, the supervisor may elect to purge one or more of these assets. To
purge these assets from the pending file:

1. Select the Asset tab, then Purge Pending Assets.

2. The Purge Pending Assets screen will appear, with alist of the assets that are
currently pending.

3. Click on the box to the left of each asset(s) to be purged. If all of the pending
assets are to be purged, click on Select All at the bottom of the screen. This will
place a checkmark in all the boxes.

4. Click on Purge Assets at the bottom of the screen.

5. A box will appear with thiswarning: This operation cannot be undone. Are you

sure you wish to purge these assets?

Click on OK to continue, or Cancel to cancel the operation.

The Purge Pending Assets screen will display confirmation that the assets you

selected have been purged from the system.

~No

Logout | Admin | Asset | Data Feads | Physical Inventony | Repors _
Purge Pending Asxels
| Parge  JassetTen  ISite  [Building  [Foom  |Desoription |
| 0010001 05 = T WHREHOLISE
W ADCOTNanz os [=cui T.-".'\I SERVER
Select All Purge Assels Resel
Page 38

Last Revised: 2/27/2009



Assetmaxx Users Manual

AsgetWt:!HKS

POSTED ASSETS

The screens under the posted assets heading allow the user to view asset information
only. No changes can be made from these screens.

A. Viewing Asset Details

To view the details of an asset:

wN e

Select the Asset tab under the blue banner.

Under the heading “ Posted Assets,” select Asset Detailsfrom thelist.

The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for editing. (See Appendix B for help on using the search screens.)
Click on Submit at the bottom of the screen.

Click on the asset tag number of the first asset to be viewed.

The View Posted Asset screen will appear:

- B
Longomut Data Fassds | Physical Inventony | Repors

Fiew Posted Asvet

BASIC &S5ET INCORHATION
Assol Tag a1l Duantity

e werpli=n SYETEM SOMPUTER W MOMITOR

HManalactiees MICROM Statee [T X5

Madel CLIENMT PRO Candition GO0D - NGRMAL WEARTEAR
Serial # 1531966-0010

Ao, Fate QLML e Receiwsd Dates 014011999

acry, Hethoad F - FURCHASED Bropest fzaet Actios
Class 1900 - COMPUITER EGUIPHENT Dogreciation Schodyls
Sine 05 - GOWERNMENT CENTER Antached Asset

Bailding D501 - CITY HALLPUBLIC SRFETT Wendar

LT T - THROUGEHOUT BUTLDIMGSTRUCTURE Do, Aef, &

Assed Logs & Photos <+ Qeastity Tag Stotus LoCabion Department Fend Eholo

OEPTARD | sccouring | nsurance | UesrDam | Maimsnencs

70D - ENGINEERING ip0.00 001 - GENERAL FUNC 100,00

Basic Asset Information is displayed at the top of the screen.
Link to Request Asset Action allows you to email the administrator about this

Link to Depreciation Schedules allows you to view the full depreciation
schedules for this asset.

Asset Logs and Photos are displayed in the center of the screen. Asset Logs
are grouped by: Quantity, Tag, Status, Location, Department, Fund. To view
the history of the asset (changes in quantity, tag number, etc.), click on the
appropriate link.

To view any photo(s) associated with this asset, click on the Photos link.

7. Financial information for the asset is displayed at the bottom of the screen.

Financial datais grouped by: Dept/Fund, Accounting, Insurance, User Data (user
defined fields), and Maintenance (repair records). To view the financial
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information, click on the appropriate tab at the bottom of the screen. Thefields

shown on each screen are:
Dept/Dept Fund -- Dept and Dept%, and Fund and Fund%.

Accounting — Depreciation and other accounting information.

value, and Replacement Cost Less Exclusion.
User Data— any User Defined Fields are viewable here.

Maintenance— A list of maintenance (repair) records, if any, are displ
here.

Building 0501 - CITY HALL/PUBLIC SAFETY Yendor
Room T/0 -\THROUGHOUT BUILDING/STRUCTURE Doc. Ref. #
Asset Logs & Photos =» Quantity Tag Status Location Department Fund Photo

B. Viewing Asset L ogs

ce — Replacement cost; Date Value Last Updated, Exclusion Amt;

ayed

DeptfFund |

Quantity 1 Account 500 - MACHINERY EQUIPMENT Disposal Date

Unit Cost $627 14 Accum. Depr. {Book 1) $627.14 Disposal Method
Original Cost $627 14 Net Book Yalue (Book 1) $0.00 Cost of Sale k3
Cost Method Accum. Depr. {Book 2} $627.14 Proceeds k3
Useful Life Met Book Value (Book 2} $0.00 GainfLoss (Book 1) 3
Full Depr. Date  01/01/2002 Salvage ¥alue $0.00 GainfLoss (Book 2) 4

Asset logs contain the history of changes for an asset. To view the logs for an asset:

1.
2.
3

Select the Asset tab under the blue banner.
Under the heading “ Posted Assets,” select Asset Logs from thelist.

The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for viewing. (See Appendix B for help on using the search screens.)

Click on Submit at the bottom of the screen.

For each asset, there are links to seven different logs: Quantity, Tag, Status,

Repair, Location, Department, and Fund. Click on the log you wish to vi
the selected asset.

Asset Logs (Active'Disposed Assels)

* Asset Tag: opoonol Site: os Building: o501 Room:
Select Log to ¥Yiew =3 Quantity Tag Status Repair Location Department Fund

= Asset Tag: Qooo0z Site: as Building: aso1 Room:
Select Log to Yiew =¥ Quantity Tag Status Repair Location Department Fund

» Asset Tag: opoona3 Site: os Building: oS0l Room:
Select Log to Yiew =¥ Quantity Tag Status Repair Location Department Fund

# Asset Taqg: onooog Site: as Building: o501 Room:
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C. Viewing Asset Depreciation Schedules

To view the depreciation schedule for an asset:

1. Select the Asset tab, then Asset Depreciation Schedules from the list.

2. The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for viewing. (See Appendix B for help on using the search screens.)

3. Click on Submit at the bottom of the screen.

4. Click on the tag number for the appropriate asset.

5. The depreciation schedule for that asset will be displayed: Book 1 depreciation,
by period, followed by Book 2 depreciation, by period.

Assets - View Depreciation Scheditle

Depreciation data was calculated based upon the class code at the time of posting. Class values at the time of posting are displayed below. Any
changes made to the class information after the posting date will not affect the depreciation data.

Asset Tag 000016 Description COMPUTER LAPTOP Site as
Total Cost 2121.00 Useful Life S years Building 0501
Acquisition Date 01/01/2001 Fiscal Year End 09/30/2003 Room T/
Status Active

BOOK 1 - STRAIGHT LINE IMETHOD - FIRST IMONTH CONVENTION

2002 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35
2003 35.35 35.35 35,35 35.3% 35.35 35.35 35,35 35.35 35.35 35.35 35,35 35.35
zZ004 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35
2005 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35
2006 35.35 35.35 35,35 0.00 o.oon o.oo0 0.00 0.00 o.oo0 0.00 o.00 o.o0o

BOOK 2 - STRAIGHT LINE IMETHOD - FIRST IMONTH CONVENTION

2002 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35 35.35
2003 35.35 35.35 35,35 35.3% 35.35 35.35 35,35 35.35 35.35 35.35 35,35 35.35
aana 2E e 2c o =c = 2E 2E 2E 2 =E = =c 2 2E e 2c o 2c 2E =E =5 2E ac

D. Requesting an Asset Action

Thislink allows you to email the database administrator directly from within Assetmaxx.
This can be used to request an action that exceeds your permission levels, e.g., if you
have entered an asset into the pending area, and need to notify the supervisor that it is
ready to be reviewed and posted. To send an email to your database administrator:

1. Select the Asset tab, then Request Asset Action.

2. Enter the Asset Tag number; select the Action Requested from the pull-down
menu; then enter the Details of the action requested in the text box.

3. Click on Continue to submit the request to the Administrator.

Request Assel Action

Umars wathaut parmienon bo meankan ssesty may use s form to wubmit & requmt o the sertem admmistrator, Plass speafy ol
el it irdapmnatian

REius st MS]MiE, MAX[MUE
hafte Regoesbed 0AM1/200 %

Asnet Tag

Actiem Requestsd

Dataile

Py Chage
Haws L ooaon
Hure D apFund
Locaion Tumles
[lepes e Trarcies
Furadng Sedprnimand
[e=dd R

Continue Reset
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VIII. EINANCIAL ADJUSTMENTS

A. Disposing an Asset

Assets that are no longer in service or active should be “disposed.” Thisincludesitems
that are sold, scrapped, stolen, and surplused or become inactive for any other purpose. |If
there isa possibility that an asset could be placed back in service, consider setting up a
special location and transferring the assets rather than disposing them. Y ou can still
report on assets that are surplused and this allows them to be reactivated at a later date.
Once an asset has been disposed it will no longer appear on any reports, other than a
disposed asset report, and a disposed asset can not be reactivated.

To dispose of an asset:

1. Select the Asset tab under the blue banner.

2. Under the heading “Financial Adjustments’ select Dispose Asset from the list.
3. The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for editing. (See Appendix B for help on using the search screens.)

4. Click on Submit at the bottom of the screen.
5. Click on the asset tag number of the first asset to be disposed.

Dispase Asset

Fralds markoad wih ® are racpared fakh.

BALIC ASSET INFORIFATION

Agget Tag oponin &ttached Tag
dArg. Date oitidA008 Currert Stabtas
Candition G000 - HOAMAL WEARSTEAR

rEscrimtion
SYETEM COMELUTER WO MOHITOR

=1
=

OATE®R AT
E-31m0
D0DBE3SISS

Hanalactiser
Hudsl
Serial £

Site
Buiding
K@i

05 - GOUEANMENT CEWTER
1 - CITV HALLPLBLIG SAFETY
T - THROUGHOUT BUILDINGSTAUCTURE

Origimal Tetal Cost JZ1zE.09
Replacesnent Cosk fisoo.nn

DISPOSAL DETARS

Hew Status Dkposad

R P i M I—
Dicp. Methed * [Forand =)
fo

Proceads

Beok I Peprecistion JZiie9e
Naok 2 Poprecistion §Z130.95

Effective Date * 0825300 MZE/ N

= Histery Dbate

L o i
Doi Ral *
Cost ef Sale”

Ruth. By

o i Deposad

Continae Besel

6. Basic Asset Information is displayed at the top of the screen.

7. Dlsposal Details are displayed at the bottom of the screen. Thefields are:
New Status. The system automatically updates the status to Disposed.
Effective Date: The system defaults to today’ s date. 1f you would like the
asset disposed as of a different date, enter that date here. Thisisthe date
when depreciation on the asset will stop, and determines the fiscal year that
the asset will appear as disposed on the Accounting Reports. This date cannot
be changed once the asset is disposed.
History Date: Thisdate is used to track the date of this transaction for the
history logs, and cannot be edited.
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Reference No.: (Optional) Enter areference number for the disposal if
desired.

Comment: A comment isrequired. Typically the reason for disposal will be
entered here.

Disp. Method: A disposal method isrequired. Select the disposal method
from the pull-down menu. If you are partially disposing an asset, select
Partial Disposal as the disposal method.

Doc. Ref. No.: Enter a document reference number, if applicable.

Auth. By: Enter the name of the authorizing party, if applicable.

Proceeds. If any proceeds were realized from the disposal (salvage sale, etc.),
enter the amount here. 1f no proceeds were realized, enter 0.

Sale Cost: If there were any costs associated with selling/disposing the asset
(e.g., cost of running a"For Sale" ad), enter those costs here. If none, enter 0.
% Disposed: If Partial Disposal was selected as the disposal method, enter the
percentage of the asset to be disposed. Y ou must first select Partial Disposal
as the Disposal Method in order to edit thisfield.

8. Click on Continue at the bottom of the screen.

B. MassDisposal of Assets

If you have a group of assets that need to be disposed of in the same way, with the same
comment and the same effective date, you may be able to save time by performing a
Mass Disposal. NOTE: A disposed asset can not be reactivated.

To mass dispose assets:
1. Select the Asset tab, then Mass Disposal.
2. The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for disposal. (See Appendix B for help on using the search screens.)
3. Click on Submit at the bottom of the screen.
4. The Mass Disposal Confirm screen will appear, and will identify how many assets

met the criteriayou specified in the Search Screen. Y ou will have the opportunity
to view and select from a detailed list in the next screen.

Masxs Divporal Confirm
You are attemating to disposs of 0 assetis),
If youi wish to centisue, enter the snformation bebow aad dlick Sshanit
reelds marked with * are reguired fields,
DNsPOsAL DETAN S
M Stafes Depoysd Effactive Date © rm-a&-ms i History Date = [1/262000
Rofesosco o, | Compareat ™~ I
Dis, Meskod © [P -Pasal =] poc, zed. » I Autk, By [
S Dimmpownd [

It ¥om choose Entry Brear oF Partiad Disposal ac your dopecal methed,
& diypoyed asset will be oreated with the an asset tag namber comarssd of
theee @rigimal asset tag nembers Tollowed by ™-EE" or "-PD" respectively.
The origins| asset's statms will be changed to Pending,
You mnay want to desrfpest yeur pending sssets belore mass dSqpesing by Entry Ervor oF Pertisl Disposal

Submil
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9. Enter the effective date of disposal. Thisisthe date when depreciation on the
assets will stop, and determines the fiscal year where the assets will appear as
disposed on the Accounting Reports.

10. Enter acomment for the disposal (required) —e.g., Sold at Auction.

11. Select the Disposal Method from the list.

12. Enter Ref #, Doc Ref #, and Authorized By, if desired.

13. If Partial Disposal was selected, enter the percentage to be disposed.

14. Click on Submit.

Logout | Admin | Asset \ Data Feeds | Physical Inventory \ Reports _

Select All

Submit

Mass Disposal List
|__Dispose _[hssetTag ____|Site JBuilding ____JRoom __[|Deseription |

m| ooo1z9 o5 0501 T/O RECEIVER SATELLITE

- ooo169 os 0so1 T/O CHARGER RADIO BASE

m| ooo17o o5 0501 T/O CHARGER RADIO BASE

- ooo171 os 0so1 T/O CHARGER RADIO BASE

m| ooo17s o5 0501 T/O BASE BATTERY CHARGER

r 0oo197 os 0so1 T/O COMDITIONER BATTERY

Resel

15. Thelist of assets meeting your criteriawill be displayed.

16. Select the assets to be disposed by clicking in the box to the left. Choose Select
All to dispose all the listed assets.

17. Click on Submit. Confirm by clicking OK in the message boxes.

C. Entry Error Adjustments

In order to change Acquisition Date, Class Code, Quantity or Total Cost on an asset that
has been posted, you must first remove the asset from the posted area and place it back in
the pending area using the Entry Error Adjustment link. Thiswill remove the
depreciation schedules created with the incorrect information. Once corrected in the
pending area, you will post the asset, forcing Assetmaxx to create and apply new

depreciation schedules using the corrected information.

To make an Entry Error Adjustment:

1. Sedlect the Asset tab under the blue banner.

2. Under the heading “Financial Adjustments” select Entry Error Adjustment from

thelist.

3. The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for editing. (See Appendix B for help on using the search screens.)
4. Click on Submit at the bottom of the screen. The Posted Asset — Change Status

screen will appear.

o O
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Logout | Admin | Assat | Deta Fasds | Physical Inventony | Reports _

Dicpose Asxed

Frelds marosd with * are reguired fiekds.

ENEIC A5 SET IR TIoN
Avwnk Tag oonzes Attached Tag Dumcriglion

Acq, Date LERGRREE] Current Slabus dotive Fﬁ’:-ﬂ'-E FACSINILE _-_E
Candition OO0 - MORMAL WEAR/TEAR

Hanufacturer  BROTHER 5ie 12 - AECREATION COMPLER

Hedel [NTELLLF&R 1270 il @iy 1201 - MAIN BUILCING

serial @ KTTEEa400 Raorm T - THROUGHOUT BUILDING S TRUCTURE
Driginal Tetal Cosk 3000 95 Book 1 Depreciakion $06045

Replacesnent Cost L0040 O Boak 2 Deprociotion 35042

DsR0SAL DETAEE
Histbry

Wew Stotus Dizpozed Effoctive Date © 0100/154 Diske LB e ]

Referenie He. Comment

Disp. Methad *  Entey Error P Bed 2 Ruwth, By |
Comtinue Resel

7. Enter acomment in the comment section (required). Enter Ref #, Doc Ref #, and
Auth By, if desired.

8. Click on Continue at the bottom of the screen. If the asset was purchased in a
previous fiscal year, awarning will be displayed that you are changing report
values for afiscal year that has been closed out. Click OK.

9. The asset has been "disposed” from the active assets and returned to pending.
Assetmaxx has created alog entry showing that this asset was disposed for entry
error adjustment — in the log the "disposed” asset will be tracked as [asset
number]-EE. The original asset number is preserved for the asset now in the
pending file.

10. Click on the Asset tab, then Edit Pending Asset. Click on the asset tag number to

be edited.

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _

View Posted Asset
BASIC ASSET INFORMATION
Asset Tag ooooos Quantity 1
Description SYSTEM COMPUTER
Extended Description
Manufacturer TANGENT Status Active
Model CHPO104 Condition GOOD - NORMAL WEAR/TEAR
Serial # M B
Acq. Date 01/01/1999 Received Date 01/01/1993
Acq. Method P - PURCHASED Request Asset Action
Class 1900 - COMPUTER EQUIPMENT Depreciation Schedule
Site &5 - L.E, DIERUFF HIGH SCHOOL Attached Asset
Building 6501 - L.E. DIERUFF HIGH SCHOOL Yendor
Room 106 - 106 Doc. Ref. #

Asset Logs & Photos =* Quantity Tag Status Location Department Fund Photo

DEPT/FUND | Accounting | Insurance | UserData | Maintenance

1100 - REGULAR PROGRAMS-ELEM/SECONDARY 10000 01 - GENERAL FUND 100.00

11. You may edit any field of this pending asset. In order to force Assetmaxx to
create an entirely new depreciation schedule for this asset, make sure the
Accumulated Depreciation fields -- Book 1 Accm Depr and Book 2 Accm Depr --
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are set to $0.00, and the Last Depreciation Date fields -- Book 1 Depr. Date and
Book 2 Depr. Date — are set to the acquisition date or are blank.

12. When the incorrect fields have been corrected, click on Continue at the bottom of

the screen.

13. Post the asset using Asset, Post Pending Assets. Assetmaxx will create a new

depreciation schedule for the asset based on the corrected acquisition date, class
code, quantity or total cost.

D. Making Single Asset Fund Adjustments

To change Fund code(s) assigned to an asset:

S CIE

Select the Asset tab under the blue banner.

Under the heading “Financial Adjustments’ select Single Asset Fund Adjustments
fromthelist.

The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for editing. (See Appendix B for help on using the search screens.)

Click on Submit at the bottom of the screen.

Click on the asset tag number of the first asset to be edited.

The Asset Funding Adjustment screen will appear.

Logout | Admin | Asset | Data Feeds | Physical Inventery | Reports [
Asser Funding Adfustment

Fralds markad with ™ are ragured fiskds

BASIC A5SET IFORMATION

AEEET Tag Cano4ad Attached Tag DrEscrip

Arg. Date o1/0142000 Carrent Status Achiva LiS17 DETHTER COMUTIR = |
Copdition SON0 - NORMAL WELRSTEWR =|
PHYSICAL LOCATION

Satw 05 - GOUERNMENT CEMTER

Bauidimg 0301 - CITV HALL/PLBLIC SaFETy

B T - THROUGHDIT BUILCING STRUCTURE

FLD ADASTRIENT

Transaction =T . Ll I

AT Ao EAizwa [ = fofersnce | Cummment

| FEMERAL FESEDs AS5ET ACCOLNT GROUP ¢ 001 - GEr =] IW
| ol
[ B F
[ =
[ = F

Continng Besel

Basic Asset Information and Physical Location information are displayed on the
screen. No fields can be edited in these sections.
Fund Adjustment information is displayed at the bottom of the screen. Fields
shown are:
Trans Date: The system defaultsto today’ s date. Enter adifferent transaction
date if desired.
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Reference No.: (Not required.) If you wish to track thisrepair with a
reference number, enter that number here.
Comment: If you wish to enter acomment you may enter it here.
9. The Current Fund information is displayed at the left. Enter the New Fund
information in the fields to the right. The Fund % column must total 100%.
10. Click on Continue at the bottom of the screen.
11. A confirmation box will appear — click on OK to continue, or Cancel to cancel.
12. The screen will display confirmation that the funding has been adjusted. Click on
the underlined link to adjust the funding of another asset.

E. MassFund Adjustments

To transfer a group of assets from one fund to another:

1. Select the Asset tab under the blue banner.

2. Under the heading “Financial Adjustments,” select Mass Fund Adjustments.

3. TheBasic Search screen will be displayed. Enter the criteriato choose the assets
you would like transferred.

4. The Mass Fund Adjustment screen will appear. The number of assets meeting

your criteriawill belisted. You will have the opportunity to view and select from

that list in the next screen.

Change the transfer date, if you desire a previous transfer date.

Enter Reference No. and Comment, if desired.

Enter the new fund information.

Click on Submit.

O N O

Maxss Fund Ajusiment

Fouw havwe selecied in adjusk the fending of 4 asseidsh,
Enter the infarmation helow and click Submst to canfiem this Fand sdjistment,

GENERAL TRARNSACTION IHFORMATICN
peangmn [mome 0B efeeeet T comment |

MEWY FLIDIRG S ORBATION

fid e Lo e

Sl o

9. Thelist of assets meeting your criteriawill be displayed.
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Aswet Fund Adjusimeni Livi
r s o5 osm T3 MARCHIME FACSIMILE
C s 05 oEm T SYETEM COMPUTER YL/ OMITOA,
DS os (=0 T SVETEM COMPUTER W/MWONITOA
- yoht 10 18 FITa Dok 72 % 36 natural osk mith a right retuen
Select All Submit Hesel

10. Select the assets to be transferred by clicking in the box to the left. Choose Select
All to transfer all the listed assets.

11. Click on Submit.

12. Confirm by clicking OK in the message box.

| Legout | Adnin | Assat | Onta Fasds | Physical Invantn

Thee fusnding for 4 assetb|s) was successhelly adjusted, Click bere o adpust the funding of additbenal assets,

13. A screen confirming the transfer and the number of assets transferred will be
displayed. Click on the underlined link to perform another mass transfer.
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IX. DATA FEEDS

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports |GGG

Data Feeds

IMPORT EXPORT

* Cornma Delimited Text (txt) * Cornrna Delimited Text (txt
® Excel (Lcsw ® Excel [csv

* Building: Comma Delimited Text (txt)

A. Importing Data

Assetmaxx will allow the import of inventory data from another application, if itisina
standard comma-delimited format. Refer to Appendix D for specific restrictions
regarding each import field.

To import afileinto Assetmaxx :

1.

o 0 hw

~

The imported inventory file MUST contain these four fields: Class Code, Asset
Number, Acquisition Date, and Total Cost.

Save the file as a comma-delimited text file or comma-delimited .csv file. If you
choose the .csv file type, you must have a header row in your file and keep thefile
open so you don'’t lose the formatting.

L oad the file onto your computer, noting the path and filename.

In Assetmaxx, select the Data Feeds tab under the blue banner.

Under the heading “Import” select the appropriate file type: .txt or .csv.

Type in the name of the path and filename of thefile, or click on the Browse
button and locate the file in the window. Select Open in the browse window.
The file path and name will appear in the box on the screen. Click on Upload at
the bottom of the screen.

The Mapping Data Feeds screen will appear.

Y =mee-

R=i4)
=
El Sl

Plesce salact o fils to upload

HWI

Upload
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Muapping Data Feeds

Create rapnrsg relahonships | ealeok 8 file elermenk and & debabase slement, press e
Dﬂ rebrieve 8 mapping raletarahipe Ala by prasnrg Sad foe . Prass Acoese on eomplation.
| FileElomasts | | Dabsbase Elememts ]
MM 1:1 o ) '..'I Arcurmdstur [epsszbon| P |
T 20 = arvirelsed Depescibon = |
le 3.0 A oo [
Tharn 4 :Fed CLIN Mag i Mokrod Cock
Ters 506 sl Dy sk
I £:0 st 8 |
lirn 7:00 i | B Cada =1

Accepl  Delele Reset

Save File Gel File Delele Fule

9. Select thefirst file element in the import file (Ieftmost box) by clicking on the
item to highlight it.

10. Select the database element in the rightmost box that matches the file el ement.
Thisisthe datafield in Assetmaxx where that element will be imported.
Example: Asset Tag # in your imported file highlighted on the left box; and Asset
# highlighted on the right box.

11. Click on Map. Thetwo elements will appear mapped together in the lower box
under Mapping Relationships.

12. Repeat for all elementsin the import file. If you make an error in mapping,
highlight the error in the Mapping Relationship box and click on Delete. Only
that relationship will be deleted. To clear al Mapping Relationships click Reset.

Save File alows you to save this mapping relationship. The saved fileis assigned a

Map#. Y ou may then access that mapping relationship by selecting Get File and
selecting that Map#.

13. When al elements have been mapped to the database, click on Accept at the
bottom of the screen.

14. If the import was successful (all required fields were found, e.g.), the screen will
display a message confirming that the import was successful. If there were errors
in thefile (e.g., duplicate asset numbers), the assets that were rejected will be
listed.

15. If your import file contains a class code that does not exist in the class code table,
the asset assigned to that class code will not be imported. Y ou must correct the
entry, or enter the class code to the tables and reimport that asset.

16. If your import file contains a Site, Building, Room, Fund, or Department Code(s)
that does not exist on the current tables, a resolution screen will be displayed:
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a.

Edit

Submit

17. To edit a code to match an existing table entry, highlight that code and click on

Edit. Usethe pull-down list to correct the entry.

If you used Excel to edit the original import file, be aware that Excel will often remove
the leading zeroes from entries, so a Site Code of 001 could be changed to Site Code 1.
That could create an unwanted duplicate entry in Assetmaxx — be sure to doublecheck
your list and edit those codes to match existing table entries.

18. Click Submit to accept your entries. A confirmation screen will display any new

codes added to the tables.

19. The imported assets are added to the pending area, for review and posting.

B. Exporting Data: Fixed Asset File

Assetmaxx will allow the export of data from your database to a standard file format. To
export afile of fixed assets (non-buildings) from Assetmaxx:

1.
2.

3.

Select the Data Feeds tab under the blue banner.

Under the heading “Export” select the appropriate file type from the list: either
xt or .csv. Select one of the first two options, not the Building options.

The Field Selector screen will appear. To export al fieldsin the database, click
on the Select All link.

To export a specific set of fields, select the first field to be included in the export
file from the Available Fields box on the left,

Click on the right arrow to move the highlighted field to the Selected Fields box
on theright.
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6. Repeat steps4 and 5 for al fieldsto beincluded in the export file. The order
salected is the order shown in the Selected Fields box, and will be the order of the
fieldsin the export file.

Legout | Admin | Asset | Deta Feeds | Physical Invenl Beports

Fleld Selector

Ao Dapr. Boak 1 =

{acoum Dapr. Boak £

Ao D —>
\actjuksition heth o -

Al Code

Aty Descrglian

Aciud Cosh Walue

AsE Tagoed Doe

Euilding Code —
{Building Descption

e Cote

Cless Descniption =|

Select All

I thesw sslections are bsing ured for & sport or an sx<port,
tha order spacihad imkhe BELECTED FIELDE box debermiras the wolumn ordar,

Submit

7. Click on Submit at the bottom of the screen.

8. The Asset Selector (Basic Search) screen will appear. Enter criteriato find the
asset(s) for exporting. (See Appendix B for help on using the search screens.)

9. Click on Submit at the bottom of the screen.

10. Enter aname for the export file.

11. Click on Export at the bottom of the screen.

Expori File

Plese enter a fkname Bor export
(o =xtension necessarsy)

[rsserraseipon

Export

12. The screen will confirm that the export was successful. Click on the underlined
link to download the export file to your computer.

13. A box will display asking if you would like to open the file or save it to your
computer. Choose Save and enter the location where you would like the file
saved. Click Save.

14. Thefile will be downloaded to the location you specified, in a zipped
(compressed) format.
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C. Exporting Data: Buildings File

Assetmaxx will allow the export of your building assets data from your database to a
standard file format, .txt or .csv. To export afile of building assets from Assetmaxx:

1. Select the Data Feeds tab under the blue banner.

2. Under the heading “ Export” select the appropriate file type from the list: either
Building: Comma-delimited text (.txt) or Building: Excel (.csv).

3. TheField Selector screen will appear. To export al fields in the database, click
on the Select All link.

4. To export aspecific set of fields, highlight the first field to be included in the

export file from the Available Fields box on the left,

Click on the right arrow to move the highlighted field to the Selected Fields box.

Repeat steps 4 and 5 for al fields to be included in the export file. The order

selected will be the order of the fields in the export file.

SPL

Logout | Admin | Asset | Data Feeds | Physical Inven | Reports

Buidlding Field Select

Acmymrelsbed Deprecisbon Book 1 -
{Acoumuleted Deprecision Book2

yAcquiztian Dee —3
izquisitian Method

Actuel Cash Welue

{Alerm Codes [4]

#lerm Descriptions (4)

{#s3e1 De scnphion

Assat Setus —
fzsed Tag bumber

Emsaman Equera Fontege

{Emsamant? |

Selact All

Tha ordar spacifisd m the SELECTED FIELDE bax dakermirms tha zalumn ardar

Coalinue

7. Click on Continue.
8. The Building Search screen will appear. Enter criteriato filter the assets for
exporting. If you would like to export all building assets, |eave these fields empty.
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Submit

9. Click on Submit at the bottom of the screen.

10. Enter aname for the export file.

11. Click on Export at the bottom of the screen.

12. The screen will confirm that the export was successful. Click on the underlined
link to download the export file to your computer.

13. A box will display asking if you would like to open the file or save it to your
computer. To savethefileto your computer, click Save and enter the location
where you would like the file saved. Click Save.

14. Thefile will be downloaded to the location you specified, in a zipped
(compressed) format.
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X. PHYSICAL INVENTORY (BARCODE SCANNER)

AssetWORKS offers a Dolphin handheld scanner equipped with customized software for
interfacing with Assetmaxx. With this option, you can download your Assetmaxx
inventory into the handheld scanner, conduct a physical inventory of your assetsin the
field, and upload the results back to Assetmaxx.

This manual/section covers downloading the data file and uploading and reconciling the
reinventory file. The operations of the handheld scanner for afield reinventory are
covered in a separate manual, which isincluded with the scanner purchase.

Logout | Admin | Asset | Data Feeds | Physical Inventory Repnrts_

Physical fnventory

e Physical Inventory Import {.zip}
* Physical Inventory Export (.zip)
# Physical Inventory Match - Additions
# Physical Inventory Match - Transfers

A. Physical |nventory Export

To create afile of your fixed asset inventory (non-buildings) to be loaded onto the
Dolphin handheld scanner:

1. Select the Physical Inventory tab under the blue banner.

2. Select Physical Inventory Export (.zip) from the list.

3. The Asset Selector (Basic Search) screen will appear. For apartial reinventory,
enter criteriato filter the assets to be exported. (See Appendix B for help on
using the search screens.) If you are conducting afull reinventory, leave this
screen blank.

4. Click on Submit at the bottom of the screen.

Physicai Inventory Export

Export Successil,

Click beara o domnload OS0X2003182242 . 0p

Click here to return ta the Data Feeds menu.

5. Assetmaxx will create a zipped file of the assets for reinventory. Click on the
blue link to download the file.
6. Inthe Download File box, select Save to save thefile.
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FPilypsical fnveniory Export

Expart Successful,

Hle pame ko] ne peETeerhany BRpaK,

Ll Lo

Serve o hpe :‘a‘-i."u Fiz

The Save As box will appear. Select afolder on your computer where you would
like the file saved; you may rename thefileif desired. Click on Save.

When the download is complete, click on Close in the Download Complete box.
Use this saved file to load your inventory into the handheld scanner. Refer to the
Scanner Reinventory Manual for instructions on loading this file and conducting
your reinventory.

B. Physical Inventory Import

To upload the results from your physical inventory back to your Assetmaxx database:

1. Select the Physical Inventory tab under the blue banner.
2.
3

Select Physical Inventory Import (.zip) from the list.

Enter the path and name of the reinventory file for import or click on Browse to
select the file from your computer. (See Scanner Reinventory Manual for
instructions on creating and saving the reinventory file to your computer.)

Click on Upload.

The file will be uploaded to your Assetmaxx database — depending on the extent
of the reinventory, this may take afew minutes.

When the fileis uploaded the following screen will be displayed:
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Logout | Admin | Asset | Deta Feeds 'P‘h""sicul !nvnnm_
Physical Inventory

All assets were imparied Carvectly

Fress ey Qoads bo nay o edit Rairertory Dets

View Ihata

The physical inventory file has now been imported for further review. The changes have
not yet been applied to your Assetmaxx database. Y ou will conduct afinal review and
acceptance of the datain three steps:

1. Additions—review and accept new assets and any new locations or departments
added in the field;

2. Transfers—review and accept transferred assets — assets inventoried in a different
location or adifferent department;

3. Disposals —any assets not found during the reinventory will be displayed for
possible disposal.

C. Physical Inventory Match - Additions

To review and accept new asset records in the inventory file:
1. Select the Physical Inventory, Physical Inventory Match - Additions.

2. If any new location or department codes were added during the reinventory, those
codes will be displayed for review, edit and acceptance.

Logout | Admin | Asset | Data Feeds | Phiysical Ineentong .I Kepors _

Physicel Inventory - Tvalid Locaifon Revolufion

Edit

wyalid e parien ent Locatinee

Submil
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3.
4.

5.

Review and edit the new location or department codes, as necessary.
Click on Submit to add the new codes to the appropriate tables (any new sites
codes and descriptions will be added to the Site table in your database, etc.).

Logout
FPhysical Tnventory - Additions

hdd | Essed Tag
| laronpess

All Continne

If any new assets were added during the reinventory, those assets will be
displayed. Click on an individual box to accept an asset, or click on All to accept
all assets listed.

Click on Continue. The assets will be imported to the Pending Assetsfile.
Further review and editing may be done there before posting the new assets to
your inventory — see the Editing Pending Assets section for details.

D. Physical Inventory Match - Transfers

To review and accept transferred asset records in the inventory file:

1.
2.
3

5.

Select the Physical Inventory tab under the blue banner.

Select Physical Inventory Match - Transfers from the list.

If any new location or department codes were added during the reinventory, those
codes will be displayed for review, edit and acceptance. (These codes will not be
displayed if they have already been approved in the Physical Inventory Match —
Additions step.) Review and edit and accept the new location or department
codes, as necessary. (See Physical Inventory Match — Additions for details.)
Thelist of assetsto be transferred will be displayed.

Logout | Admen | assat | Data Feeds | Flysical Invantiony | Bepoms _

Physical Inventory - Transfer Livt

To rdivicdaslly transfer ar sssat click the tag numbar bnk.
To Wass Trareter, selactthe =ssets to beanster by dicking the aheckboces, then dlick Continue

Oid Location e Lecatisn

Cite Budldmg Foom  Departeent Cie Baildien Posm  Department
T cppoigp  HOGH SCH3GOL oL pddd opppoD 151 0l a2ai QO] FEIE
[ cupmggy  SCHODL o0F  bER 00OGOD 9980 02 di0i oOo0d
T crenzgz STORAGE BUILDING (e o s onpoon - 9RRE oz oLz oo ¥F3
C SMNEQIgL STHOOL e ] o onooon 9988 na 7401 o0 w3
T gaetdp  MIDOLE SCHOOL HE [ S ooooD 9959 04 d301 D00 FEE

Sebect All Conbinne

To individually edit an asset before transfer, click on the tag number for that asset.
Edit the asset as desired.
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6. Click on the box for each asset to be transferred, or click on Select All to accept
all assetsfor transfer.
7. Click on Continueto transfer all selected assets.

E. Physical Inventory Match - Disposals

To review thelist of assets that were not found during the reinventory, and approve those
assets for disposal:

1. Select the Physical Inventory tab, then Physical Inventory Match - Disposals.

2. The Asset Selector screen will appear. If thiswas a partia reinventory -- an
inventory of only one site or only one class code, for example -- select the
appropriate site(s) and/or class code(s) from the list. Y ou may aso use this screen
to further limit your disposal review; e.g. you can choose to review only the assets
in a specific group now, and review others | ater.

PLEASE NOTE that all assets not found in the reinventory file will be marked for
disposal review. Therefore, if you conducted areinventory of one building only, ALL
assetsin all other buildings will be listed for disposal. It isvery important to limit your
Disposa Match review to be consistent with the reinventory that was performed.

Logout | Admin | Assat | Deta Feaeds | Physical Inventony | Eeports _

Aswel Selecior

FTEr=, =

BA S SEARCH | Adeanced Bearch

Assed Tag Wurber [ Gelect Opevalar =l
fsset Desorption [ Selsct Operatar = |
Assel fogount [ -Bebscl Oparsiar =] [Seecteconmn: -
Asget Clems [ Gelect Opersiar EREr =l
Site I =1
Ascst Locstion | Selsct Opsrsior =] Bsl&ng [ =]
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3. Select whether the inventory covered All Assets or Capitalized Only.

4. Click on Submit at the bottom of the screen.

5. Thelist of assetsto be disposed will be displayed —thislist reflects all assets
fitting the criteria on the search screen (all assetsin Site 05, in this example) that
were NOT found in the reinventory.
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Logout | Admin | Asset | Data Feeds | Physical Inventorny | Reports _
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For each asset, select the operation to be performed. To select an operation for all
assets on the screen, click on that operation's button in the blue header.

By selecting Leave Pending, no changes will be made to the asset in inventory,
and the asset will remain in this area— allowing you time to research that asset.
By selecting Dispose, the asset will be disposed, with a default Disposal Method
of "Other" and adefault Comment of "Not Found in Physical Inventory".

To remove the asset from this area, and leave the asset in active inventory, select

Leave Active.

10. When finished selecting the operation for each asset in thislist, click on Submit at

the bottom of the screen.

11. At the prompts, confirm that you understand the assets marked for disposal will

be disposed, and that this operation cannot be undone.

IMPORTANT NOTE: Once an asset has been disposed, it cannot be reactivated. Y ou
should verify each asset marked for disposal before continuing with this operation.

12. The screen will display the operations performed:

Logout | Admin | Asset | Data Feeds | Physical Inventory Repnrts_

Tha ctatiie of accat tan FPNEFRNNDE hae o0
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Physical fnventory - Asset Disposal Status

The status of asset tag 011101 has successfully been changed. Click here to dispose another asset,
2206280076 has been added to the inventary.
2206280077 has been added to the inventory.
2206280078 has been added to the inventory,
Z206280079 has been added to the inventory.
2206280080 has been added to the inventory,
2206280081 has been added to the inventory.
2206280082 has been added to the inventory,
2206280053 has been added to the inventory,

The status of asset tag 2206280084 has successfully been changed. Click here to dispose another asset.
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Xl. REPORTS

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _

Reports
* Tables [16 * Create Tour Own [Ad Hoc

* Accounting [19
* Insurance [

* Transactions [5
* Miscellangous [3
* Systern [3

* Building [21

% Printing Instructions

Assetmaxx provides numerous pre-designed reports as well as the ability to create your
own reports, based on specific needs.

A. Table Reports

The codes assigned to assets in your database are stored in tables. There are sixteen pre-
designed reports covering the following tables:

Logout | Admin | Assat | Deta Fasds | Physical Inventony |I!n|::|rl.'| _
Tables
LOCATIONAL FURDE
1 Sitas f Fund Typak
* Buildings * Funds
Booms
OR GAMIZATIONAL OTHER
* Acoounty © Acquisition Nethods
* Clansan " Sorditions
* Clesoes 0bbreyisted " Daspoeak
150 Classficstions
* Bctiviies " Sccupancy Types
4 Dmparmanis ¥ Swlup Tamrplates
" Soiup Tamplates bbrevisted

To generate any of the above reports, ssmply click on the link for the desired table report.
A separate window will open with your report, which can be viewed, saved to the
computer, or printed.
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B. Accounting Reports

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _

Accouniing Reporis
COST REPORTS DEPRECIATION REPORTS
* Accounting Surnmary - By Account * accurnulated Depreciation Roll Forward Summary - By Fund
* Accounting Surnmary - By Fund * Accurnulated Depreciation Roll Forward Summary - By Activity
* Property Accounting Ledger * Accumulated Depreciation Roll Forward Summary - By Account
* Property Accounting Ledger {with Location) * Accurnulated Depreciation Roll Forward Detail

* Asset Detail

* Tear-to-Date Depreciation Surmmary - Entity

* Met Changes Summary - By Fund * vear-to-Date Depreciation Summary

* Net Changes Summary - By Activib * Year-to-Date Deprecistion Detail
* Met Changes Detail

* Monthly Depreciation Surnmmary - By Departrnent

* Monthly Depreciation Summary - By Class

* Monthly Depreciation Detail - By Class

OTHER
* Prior vear Change Detail

There are nineteen pre-designed Accounting Reports. To generate one of these reports:

1
2.
3

Select the Reports tab, then Accounting.

Click onthelink for the desired accounting report.

The Asset Selector (Search) screen will appear. Enter criteriato filter the asset(s)
to be displayed on the report, if desired. (See Appendix B for help on using the
search screens.)

Accounting reports will default to All Capitalized Assets at the top of the Search
Screen, in order to exclude assets below your capitalization threshold.

Select the fiscal year for your report from the bottom of the Search Screen.
Click on Submit at the bottom of the screen.

The selected report will display in a separate window. This may take afew
seconds, depending on the size of the report, the size of the database, and the
speed of your internet connection.

The report can be printed directly from that window. For the clearest display,
most accounting reports will require changing your printer setting to Landscape.
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C. Insurance Reports

Logout | Admin | Asset | Dota Fesds | Plysical Invenlory | Reports _

Insurance Reporty

STOARY REPORTS

* Inasanos Gymmasy - Enkity Wide
® ALY Symimory

DETAR REPORTS
* loauranes Dofgil - Oy Locgtion
® Insuranos Datail - By Deparmimsnd

® Inpuranee Detail - By Cotegory snd Clags
* Inzggnoe Detyil - By Category and Departrrert

There are eight pre-designed Insurance Reports, as shown above. To generate one of

these reports:
1. Select the Reports, then Insurance.
2. Click onthelink for the desired insurance report.
3. The Asset Selector (Search) screen will appear. Enter criteriato filter the asset(s)

to be displayed on the report, if desired. (See Appendix B for help on using the
search screens.)

Click on Submit at the bottom of the screen.

The selected report will display in a separate window. This may take afew
seconds, depending on the size of the report, the size of the database, and the
speed of your internet connection.

D. Transaction Reports

Transaction Reporis

* Asset Transfer History

* Asset Disposal by Location and Fund
* Asset Disposal History

* Asset Maintenance/Repair Histar

* Status History

There are five pre-designed Transaction Reports. To generate one of these reports:

1.
2.
3. The Asset Selector (Search) screen will appear. Enter criteriafor your report.

Select the Reports tab, then Transactions
Click on thelink for the desired report.

(See Appendix B for help on using the search screens.) Click on Submit at the
bottom of the screen.
The selected report will display in a separate window.
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E. Miscellaneous Reports

Logout | Admin | Asset | Data Feeds | Physical Inventory Repnrts_

Miscellaneous Reporis

* Asset Number

* Physical Lacation
* Attached Asset

There are three pre-designed Miscellaneous Reports. To generate one of these reports:

1. Select the Reports tab, then Miscellaneous

2. Click onthelink for the desired report.

3. The Asset Selector (Search) screen will appear. Enter criteriafor your report.
(See Appendix B for help on using the search screens.) Click on Submit at the
bottom of the screen.

4. The selected report will display in a separate window. This may take afew
seconds, depending on the size of the report, the size of the database, and the
speed of your internet connection.

F. System Reports

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports _

System Reports

* Asset Transfer History
* Log Tracking
* Most Recent Login

There are three pre-designed System Reports. To generate one of these reports:

1. Select the Reports tab, then System.

2. Click onthelink for the desired report.

3. The Asset Selector (Search) screen will appear. The log reports display adlightly
different search screen. Enter criteriafor your report. (See Appendix B for help
on using the search screens.) Click on Submit at the bottom of the screen.

4. The selected report will display in a separate window. This may take afew
seconds, depending on the size of the report, the size of the database, and the
speed of your internet connection.
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G. Building Reports

Logout | Admin | Asset | Data Feeds | Physical Inventory | Reports |GGG
Budiding Reports

+ Table [12

* Building Surnrnaries [3
+ Building Details [3

* Detail Edit Report

*+ Plot Plan Report
* Insurance Walug

There are twenty-one pre-designed Building Reports. To generate one of these reports:

1. Select the Reports tab, then Building.

2. Click onthelink for the desired report.

3. TheBuilding Search screen will appear. Select options to filter the buildings to be
included on the report, if desired. Click on Submit at the bottom of the screen.

4. The selected report will display in a separate window.

Building Detail Reports are further broken down, as shown below:

= ] :
Logout | Admen | Axcol | Desta Foods | Physical Inventory | Ropors |

Building Detaily Reports

4 Baildi Cwtale - Conants Ualus

ng Dwtails - Canbents 'Yalus - Mo Paging
* Dusldng Dtz - Proparty in bhe Gpen
* Qudding Detajks - Property in the Cpan - No Paging

The "paged” reports alow you to view the Building Details on screen, paging through the
reports one building at atime. The advantage to thisis faster screen-drawing over the
internet. The No Paging options allow you to send the entire report to a printer, at once.

H. Creating Your Own (Ad Hoc) Reports

Logout | Admin | Asset | Data Feeds | Physical Inven Beports

Ad Hoc Reporting

Create New Report

|-59Ie-:|F=e1:-:-l:- 3

Generate Selected Report

Assetmaxx allows tremendous flexibility in designing your own reports, to suit your own
needs. To create your own report:

1. Select the Reportstab, then Create Y our Own [Ad Hoc].
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2. Click on Create New Report.

No

Logout | Admin | Asset | Deta Feeds | Physical Invenbory | Reporis _
Field Selector

Ao Dapr. Boak 1

{Acoum Dape Book £

LAcnuisition ek £

AcrjuiEtion kethod

|Acius Cesh Welue

fAagen Tagaed Dehs

| Conditon

Cast Matai
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{Doouren Refieren o

Exchizionamoum

\Laed Modifad By =l

Select All
W bheb i adlaictions srw bsng ueed for & wpet o an sdpait,
the arder spactfisd in the SELECTED FIELDS box debsrmires the column ordar.

The Field Selector screen will be displayed. In the Available Fields box on the
left, select thefirst field to be included in the report.

Click on the right arrow to copy the highlighted field to the Selected Fields box
on theright.

Repeat steps 4 and 5 for all fields to be included in the report. The order selected
is the order shown in the Selected Fields box, and will be the order of the fieldsin
the report.

Click on Generate Selected Report at the bottom of the screen.

The Asset Selector (Basic Search) screen will appear. Enter criteriato filter the
asset(s) to beincluded in the report. (See Appendix B for help on using the
search screens.)

Click on Submit at the bottom of the screen.

Legout | Admin | Asset | Data Feeds | Physical Invenl Reports

Assef Grder
T LOCATIONA SORT T DRGANEATHSAL SORT
F MELD SORT
[ 3 Gocum, Cepe, Bagk 1 0 =] dcourm, Depr, Bools 2 {0 =) Gopsabanp Cuske
o _'] Aogisition Mathod 0 =zl Actual Cash valus 10 =8 Azt Taggad Cate
0 _-l Conditan |III :I Coet Mathad {0 =) Documant Refarance
D Bl Ewclusion At O =] LetMadified Dot 0 =] Quantiy
] '] Racmpt Cetn 0 =] Replacamerd Cost {0 = SarialMumbar
[1] -| Shatis 0 =] Tag Mumber 0 =l Total Cost

Submit

9. The Asset Order screen will be displayed. If you would like the report sorted by

location (site/building/room) click on the Locational Sort button.
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10. If you would like your report sorted by financial classification (Activity/Dept),

click on the Organizational Sort button.

11. If you would like your report sorted by other field(s), click on Field Sort. Then

enter a“1” in the box next to your primary sort field, a"2" in the box next to the
secondary sort field, etc.

12. Click on Submit at the bottom of the screen.

Ad Hee Complete

Raport Hama:
Report Tite
Raport Subtite:

Save & Display Display Only

13. The Ad Hoc Complete screen will appear. Y ou must enter a name and title for

your report.

14. Click on Save & Display if you would like to save a copy of this report format.

Click on Display Only if you do not want to save the report format for future use.

15. The report will be displayed in a separate window.

. Generating a Saved Ad Hoc Report

Ad Hee Reporting

Create MNew Repork

[FEdie=t Fapar- =

Generate Selecied Repord

Delete Selected Report

Once you have saved an Ad Hoc report, you are able to run the report with updated
information whenever necessary. To generate a saved ad hoc report:

agrwbdPE

Select the Reports tab under the blue banner.
Click on Create Y our Own [Ad Hoc]

Select the saved report from the pull-down list.
Click on Generate Selected Report at the bottom of the screen.
The report will be displayed in a separate window.

If you no longer need a saved Ad Hoc Report, you may delete it from the list by selecting
the report, then clicking on Delete Selected Report.
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XIl. APPENDIX A: PERMISSION LEVEL DETAIL

Screens Supv'y| Entry P;fﬁ' Xllf(ier:s Post | View
Logout X X X X X X
Admin

User Info X

Entity Info X

User Defined Fields X

Setup Codes X X X X
Asset

[Asset Entry & Posting] X

New Asset X

New Asset from Template X

Edit Pending Asset X

Post Pending Assets X

[Maintenance & Transfers] X

Edit Posted Asset X

Change Asset Tag Number X

Transfer Single Asset X

Mass Asset Transfer X

|
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Manage Asset Repair Records X

[Supervisory Functions] X

x

Update Replacement Costs

Purge Pending Assets X

[Posted Assets] X

Asset Details X

Asset Logs X

Asset Depreciation Schedules X

Request Asset Action X

[Financial Adjustments]

Dispose Asset

Mass Disposal

Entry Error Adjustment

Single Asset Fund Adjustments

XX X [X XX

Mass Fund Adjustments

Phys. | Fin

Xfer | Xfers Post | View

Screens Supv'y| Entry

Data Feeds

[Import] X X

Comma Delimited Text (.txt) X X
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Excel (.csv) X X
[Export] X X X
Comma Delimited Text (.txt) X X X
Excel (.csv) X X X
Building: Comma Delimited Text X X X
Building Excel (.csv) X X X
Physical Inventory
Phys Inv. Import X X
Phys Inv. Export X X
Phys Inv. Match - Additions X X X
Phys Inv. Match - Transfers X X
Phys Inv. Match - Disposals X X
Reports
Tables (16) X
Accounting (10) X
| |
Insurance (4) X
|
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Transactions (4) ‘ X
Miscellaneous (2) X
System (5) X
Building (21) X
Create Your Own [Ad Hoc] X
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XII1. APPENDIX B: SEARCH SCREENS
Logout | admin | &ssat | Dota Feads | Physical Inventory | epors _

Asxer Selecior

TERTTT =

EASIC BEARCH | schvanced Ssarnch

Assed Tog Mok [-Gedecl Opalar -]
Azt Dasorphion | -Gelscl Operatar ___|
=l
=

Asgat cpaunt | -Select Opsraiar S et =1
Aseak Cless | -Gebact Oparaiar GudagtClegs- =
aite I E|
Asset Lovation [ -Gelec Dlparalat T
Eenm r]
Asset Department | -Select Dparaki =] [ SesectDepamen: -
Buwant Dac. faf. # [ Ealaci Oparalar =
Asmmt Stwtus F active T Dvposed il
Submit

Basic Search I nstructions

1. Inthetop box, you can select from All Assets, Only Capitalized Assets or Only
Non-capitalized Assets.

2. Determinethefirst field for your search. Use the pull-down menu for that field to
select the operator (equals, less than, greater than, etc.).

3. Inthetext box to theright of the operator, enter your criterion (date, etc.).

4. Determine any other criteriafor your search. If more than one criterionis listed,
the system will only display assets that meet ALL thelisted criteria. (For more
flexibility see the Advanced Search instructionsin Appendix B.) If no criteria
are entered, all assetswill display, in order by tag number, 50 assets per page.

5. Click on Submit at the bottom of the screen.

6. The asset(s) that meet your search criteriawill be displayed, in order by tag
number, 50 assets per page.
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Advanced Search Instructions

To perform amore detailed search:

Lowgout | Aden [ issel | Doto Feads | Physicol inventory | Reports T
Asser Selector
T =
He=ic Search | ADVANCED SEARCH
Crterion 10 Laro ion Date =] [1s Gt Tron i Equal To 2] [rA012000 ES [ao 5]
Criterken 21 Lo e =] [Fieshenm bt = | HE =5
S [ oot b B
Crit d: S
bl 2urnp a1 [Sepanke =] [Fo03 ﬂl
Gritaron 5
Critarion &: 5 M T W T F 5
i E 3 4 5 [
Critaricn 7: e | % |48 01 [0z 13
) . 14 |05 [ 06 | 47 | 0@ | 08 | @ |
Criterion 5: 21 | 22 | #a | @4 | 25 | #6 | 7
e n 21 #latla
Criterion 40
Submit

7. Click on Advanced Search from the Asset Selector screen

8. Inthetop box, you can select from All Assets, Only Capitalized Assets or Only
Non-capitalized Assets.

9. Determinethefirst field for your search. Use the pull-down menu next to

Condition 1 to select that field.

10. Three more text boxes will appear. In the next box, select the operator to be used

(equals, less than, greater than, etc.).
11. In the next box enter your criterion (date, tag number, etc.).
12. Inthe last box enter the joiner: “and” or “or”.
13. Repeat for as many criteria as you need, up to 10.
14. Click on Submit at the bottom of the screen.
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XI1V. APPENDIX C: STANDARD CLASS CODES

CLASS

SALV EXCL ACCT

CODE CLASS DESCRIPTION LIFE % % CODE ACCOUNT DESCRIPTION

1000 LAND, EASEMENTS AND RIGHT OF WAYS 0.0 0.0 100.0 100 LAND

1100 OUTDOOR EQUIPMENT 200 0.0 0.0 500 MACHINERY & EQUIPMENT

1200 POLICE & FIRE EQUIPMENT 10,0 0.0 0.0 500 MACHINERY & EQUIPMENT

1300 MACHINERY & TOOLS 150 0.0 0.0 500 MACHINERY & EQUIPMENT

1400 KITCHEN/APPLIANCE/CUSTODIAL EQUIP 150 0.0 0.0 500 MACHINERY & EQUIPMENT

1500 SCIENCE & ENGINEERING EQUIPMENT 10.0 0.0 0.0 500 MACHINERY & EQUIPMENT

1575 HOSPITAL EQUIPMENT 10,0 0.0 0.0 500 MACHINERY & EQUIPMENT

1600 FURNITURE & ACCESSORIES 200 0.0 0.0 500 MACHINERY & EQUIPMENT

1675 FURNITURE & ACCESSORIES- HOSPITAL 200 0.0 0.0 500 MACHINERY & EQUIPMENT

1700 BUSINESS MACHINES 10.0 0.0 0.0 500 MACHINERY & EQUIPMENT

1800 COMMUNICATIONS EQUIPMENT 10,0 0.0 0.0 500 MACHINERY & EQUIPMENT

1900 COMPUTER EQUIPMENT 5.0 0.0 0.0 500 MACHINERY & EQUIPMENT

2000 COMPUTER SOFTWARE 5.0 0.0 0.0 500 MACHINERY & EQUIPMENT

2100 AUDIOVISUAL EQUIPMENT 10.0 0.0 0.0 500 MACHINERY & EQUIPMENT

2200 BOOKS & MULTI-MEDIA MATERIALS 5.0 0.0 0.0 500 MACHINERY & EQUIPMENT

2300 ATHLETIC EQUIPMENT 10,0 0.0 0.0 500 MACHINERY & EQUIPMENT

2400 UNIFORMS 5.0 0.0 0.0 500 MACHINERY & EQUIPMENT

2500 MUSICAL INSTRUMENTS 10.0 0.0 0.0 500 MACHINERY & EQUIPMENT

2600 LICENSED VEHICLES 8.0 0.0 100.0 600 LICENSED VEHICLES

2700 CONTRACTOR'S EQUIPMENT 10,0 0.0 0.0 500 MACHINERY & EQUIPMENT

2800 GROUNDS & MAINTENANCE EQUIPMENT 150 0.0 0.0 500 MACHINERY & EQUIPMENT

2900 LAND IMPROVEMENTS 20.0 0.0 various 200 LAND IMPROVEMENTS

3000 CONSTRUCTION 50.0 0.0 various 300 CONSTRUCTION

3001 CONSTRUCTION IN PROGRESS 0.0 0.0 various 301 CONSTRUCTION IN PROGRESS

3010 PORTABLE STRUCTURES 250 0.0 0.0 300 CONSTRUCTION

3020 SWIMMING POOLS 50.0 0.0 80.0 300 CONSTRUCTION

3100 UTILITIES/WATER/SEWER/ELEC EQUIP 300 0.0 0.0 500 MACHINERY & EQUIPMENT

3200 INFRASTRUCTURE 65.0 0.0 100.0 400 INFRASTRUCTURE

4100 BRIDGES 50.0 0.0 5.0 400 INFRASTRUCTURE

4150 TUNNELS 60.0 0.0 100.0 400 INFRASTRUCTURE

4200 STREETS/ALLEYS (SUBSURFACE) 0.0 0.0 100.0 400 INFRASTRUCTURE

4225 STREETS/ALLEYS (CONCRETE PAVEMENT) 30.0 0.0 100.0 400 INFRASTRUCTURE

4250 STREETS/ALLEYS (ASPHALT PAVEMENT) 20.0 0.0 100.0 400 INFRASTRUCTURE

4300 TRAFFIC SIGNALS 10.0 0.0 0.0 400 INFRASTRUCTURE

4400 SIDEWALKS & CURBS 20.0 0.0 100.0 400 INFRASTRUCTURE

4500 SEAWALLS 30.0 0.0 100.0 400 INFRASTRUCTURE

4550 DAMS, BASINS & LEVEES 60.0 0.0 100.0 400 INFRASTRUCTURE

4600 MARINAS/SLIPS/DOCKS/PIERS/BOARDWALKS 10.0 0.0 0.0 400 INFRASTRUCTURE

4700 RAIL SYSTEMS/MONORAILS/SUBWAYS 10.0 0.0 100.0 400 INFRASTRUCTURE

4800 STREET LIGHTING 150 0.0 0.0 400 INFRASTRUCTURE

4900 COLLECT & DISTRIBUTE (WATER/SEWER) 65.0 0.0 100.0 400 INFRASTRUCTURE

4950 DISTRIBUTION LINES (GAS/ELECTRIC) 25.0 0.0 100.0 400 INFRASTRUCTURE

5000 ART & HISTORICAL COLLECTIONS 0.0 0.0 100.0 500 MACHINERY & EQUIPMENT
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XV. APPENDIX D: IMPORT FIELDS

Assetmaxx Import Fields

Max

Import Fields Format Characters Comments
Accum_lll ated Must be in format #.## and cannot be greater
Depreciationl HH 14 than 99999999999.99
Accum_lll ated Must be in format #.## and cannot be greater
Depreciation2 HAHH 14 than 99999999999.99
Acquisition Date MM/DD/YYYY 10
Acquisition Method Code X 1 Letters, numbers, colons (:) and periods (.)

Must be in format #.## and cannot be greater
Actual Cash Value # 14 than 99999999999.99
Asset # X 15 Each asset must have a UNIQUE number

o L etters, numbers, spaces, hyphens, slashes,

Building Code X 10 colons and periods

L etters, numbers, spaces, hyphens, slashes,
Class Code X 15 colons and periods

o L etters, numbers, spaces, hyphens, slashes,
Condition Code X 15 colons and periods
Cost Method X 8 Estimate or Actual

L etters, numbers, spaces, hyphens, slashes,
Department Code X 15 colons and periods
Depreciation Datel MM/DD/YYYY 10
Depreciation Date2 MM/DD/YYYY 10
L etters, numbers, spaces, hyphens, slashes,
Document Ref # X 15 colons and periods
. Must be in format #.## and cannot be greater
Exclusion Amount #HH 14 than 99999999999.99
Fund Code X 4 L etters, numbers, colons (;) and periods (.)
L etters, numbers, spaces, hyphens, slashes,
Manufacturer X 35 colons, periods, also\ & # @ and »
L etters, numbers, spaces, hyphens, slashes,
Model X 25 colons, periods, also\ & # @ and »

) o L etters, numbers, spaces, hyphens, slashes,
Physical Description X 120 colons, periods, also\ & # @ and »
Quantity # 5 Numeric value 1-99999 (whole numbers only)

Must be in format #.## and cannot be greater
Replacement Cost HAHH 14 than 99999999999.99

L etters, numbers, spaces, hyphens, slashes,
Room Code X 15 colons and periods

_ L etters, numbers, spaces, hyphens, dashes,
Seria # X 50 colons and periods, also\ & # @ and »
] L etters, numbers, spaces, hyphens, slashes,

Site Code X 10 colons and periods

Must be in format #.## and cannot
Total Cost #iH 14 be greater than 99999999999.99
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Assetmaxx I mport Fields (conta)

Import Fields
UDF1:UDF Name 1
UDF10:UDF Name 10
UDF2:UDF Name 2
UDF3:UDF Name 3
UDF4:UDF Name 4
UDF5:UDF Name 5
UDF6:UDF Name 6
UDF7:UDF Name 7
UDF8:UDF Name 8
UDF8:UDF Name 8

Vendor

Required fields are highlighted
Bold field are highly recommended for a complete import

NOTES:

Format

X

Characters Comments

35

35

35

35

35

35

35

35

35

35

35

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dso '\ & # @ and *

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dlso '\ & # @ and »

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dlso '\ & # @ and »

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dlso '\ & # @ and »

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dso '\ & # @ and *

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dso '\ & # @ and *

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dlso '\ & # @ and *

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dlso '\ & # @ and »

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dlso '\ & # @ and »

L etters, numbers, spaces, hyphens, slashes,
colons, periods, dlso '\ & # @ and »

L etters, numbers, spaces, hyphens, slashes,
colons and periods, also '\ & # @ and "

Import file should be saved in acomma-delimited .txt or .csv format and left open

to retain your formatting.

If using .csv format, you must have a header row with text in it (not blank) —
Assetmaxx automatically omits the first row of datain a.csv file.
Fields in your import file can be in any order — the Assetmaxx import function

allows mapping to the appropriate field.

Commas are not allowed in the dollar amount fields and will cause an asset to be
skipped on import. Check your inventory file before saving -- e.g., in Excel, you could

format the row, excluding the thousands separator.

Assetmaxx will not create new Class Codes or Condition Codes during an import.
Verify that all Class Codes and Condition Codes used in the import file have been created
in Assetmaxx using the Setup Codes and Table Maintenance function BEFORE

performing the import.
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XVI. APPENDIX E: CONTACT US

Technical Support

Unlimited technical support is available to Assetmaxx users. The fee for support is
included in the fixed annual subscription fee. Help Desk support is available to all
authorized users and is open from 8:00 a.m. through 5:00 p.m. CST, Monday through
Friday, excluding state government holidays. The Help Desk is accessible by both
telephone and e-mail. Any telephone calls received after posted business hours will be
answered by an answering system with our Help Desk responding the next business day.

Toll-free Technical Support — 1-800-876-0350
Available M-F 8am — 5pm CST

Email: crystell.palmer@assetworks.com

Page 77
Last Revised: 2/27/2009



