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OVERVIEW

The Fixed Asset Master Maintenance Form is typically the starting point for creating fixed asset records.  It is also used to convert origination tags to permanent tags, or to update existing asset records. This form consists of a main window and six additional windows for entry of asset details and user-defined attributes. Use the main window of this form to enter the tag number and select the action to be taken.

OPERATING PRINCIPLES
1. Please refer to the attached Appendix A – The University of Montana Capital Asset Policy for a summary of all policy statements applicable to the use of this form.

2. The asset types and chart of account codes used on the FFAMAST form must comply with the attached Appendix B – Fixed Asset Account Code Relationships.  

3. Please refer to the attached Appendix C – Classification of Property by Type to make sure the asset type is properly assigned.  

4. In general, improvements or additions to existing buildings are considered components and will depreciate on their own schedule rather than that of the existing building.  Improvements or additions to existing equipment are considered attachments and will depreciate on the schedule of the original/primary equipment record.  However, when the amount of an improvement or addition to either a building or a piece of equipment is material, please contact Business Services Property Management or Accounting Services for assistance with entering the asset record.

PROCEDURES & CODING INSTRUCTIONS

The following are field description and coding instructions specific to The University of Montana (UM) campuses.  Refer to the Banner Finance Fixed Asset User Manual for additional system information.

Click here for this procedure (Fixed Asset Master Maintenance Form Instructions) which includes the banner screen information.
	CODING INSTRUCTIONS

	Field:
	Description/Instructions:

(*All fields are required unless otherwise noted)

	Header Information:
	

	Document Number and Action Screen
	· Asset Tag: 
· If the asset was acquired via a purchase order/invoice or Direct Pay invoice, enter the Origination tag number (O-tag). 

· If the asset was acquired via a Pro Card purchase or donated, enter ‘NEXT’ to have the system generate the next available sequential document number.

· If using this screen to update an existing Permanent tag, enter the desired P-tag number.

· If using this screen to update an existing Origination tag, enter the desired O-tag number.  This is typically done only when adding a component or attachment to an existing asset.

· Action: Click on down arrow and select from the following choices: 

1. Convert to permanent tag: Select this option when the asset was acquired via a purchase order/invoice or Direct Pay invoice.  Converts an existing origination tag number to a permanent tag number. You may enter asset details while converting.

2. Permanent Tag – Update Asset – Used when you wish to update a permanent tag with asset details at a later date. The tag number entered may only be a permanent tag.

3. Origination Tag – Update Asset - Used when you wish to update an origination tag with asset details at a later date. This should only be used when updating an O-tag as an attachment.  The tag number entered should be an origination tag.  This function is also used to attach an origination tag record to a permanent tag record.

4. Gifts/Donations: Enters a new asset master record. Used when you wish to record a gift or donation as a fixed asset.

5. New Tag, Non-Procurement: Item purchased without a Banner invoice.  Example: Procard Purchase

6. Disposal of Uncapitalized Tag:  DO NOT USE.  Please contact the Business Services Property Management area for additional information and assistance with this action.

· Press Control-Page-Down or click on Next Block


	Master Information Screen
	· Permanent Tag Number:  

1. M = Missoula

2. D = Dillon

3. B = Butte

4. H = Helena

Campus Specific Coding Schemes:

Missoula:
· If the asset is a component of an existing P-tag asset record, the 2nd & 3rd characters need to be the building abbreviation.  For example, the football scoreboard is a component of the Washington-Griz Stadium (WG) so it’s P-tag number should be MWG0203.  The 4th & 5th characters should be the sequence number of the component and the 6th & 7th characters should be the fiscal year the component was added.

· If an asset was a gift, the 2nd character must be a ‘9’.

· If an asset was purchased by a federal grant, the 2nd character must be a ‘8’.  

· If an asset was purchased by a local or state grant, the 2nd character must be a ‘7’.

· Assets other than those described above will use a sequential numbering scheme starting with a ‘1’ in the 2nd character.

· Primary Tag # and Subordinate Type:  These fields only apply when entering information about a component or attachment to an existing P-tag asset record.  Please refer to policy item #4 on page 1 of this document for further information.

· Permanent Tag Date:  Defaults to the system date.  DO NOT BACKDATE asset records as this causes accounting issues and problems with subsequent depreciation runs. 

· Asset Description:  Try to use a consistent method of describing the equipment.  DO NOT use vendor names or purchase order (PO) numbers in the description field.  A suggested format is: “type of equipment/make & model/serial number”.  Examples:

CMPTR/MAC LCII/#SG320DPPVA3

PRNTR/HP LASRJET 4/#JPB020545

COPIER/HARRIS 3M 6022/#BL05269

CNTRFGE/BECKMAN ULTRA/#5945173

· Commodity & U/M:  These fields will default from the purchase order or invoice.  Leave blank if entering a non-procurement asset record.

· Asset Type: Please refer to the attached Appendix C – Classification of Property by Type to make sure the asset type is properly assigned.  In addition, the chart of account codes used on the Funding Source and Capitalization Information screens must be those associated with the asset type.  Refer to the attached Appendix B – Fixed Asset Account Code Relationship. 
· User Status Code: Example: D (Dillon)

· Leave the next eight value and cost fields on the bottom of the screen blank as this information will default from the Funding Source and Capitalization screens.

· Control-Page-Down or click on Acquisition Information in the left Options column.

	To add a Component
	· Use the FFAMAST – Convert to Permanent Tag action to add the component to the fixed asset system.  The permanent tag # for the component will follow the scheme described in the 1st bullet under Campus Specific Coding Schemes section.

· Enter the Ptag number of the primary asset in the Primary Tag# field.

· Select Subordinate Type = ‘Component of’

	To add an Attachment
	· The attachment will remain an Otag number.  It should not be converted to a permanent tag number.

· If the asset was acquired via a Pro Card purchase or donated, you must capitalize it before attaching it to the primary tag.  Use the FFAADJF form with the Otag Capitalization function.
· If the attachment was acquired via a purchase order/invoice or Direct Pay invoice and has been automatically capitalized, proceed to the FFAMAST form and use the Otag – Update Asset to add the following information.

· Leave the Permanent Tag# field blank.

· Enter the Ptag number of the primary asset in the Primary Tag# field.

· Select Subordinate Type = “Attached To”.

	Acquisition Information Screen
	· In Service Date: Use the O-tag transaction date or the Pro Card posting date.  Use the date of notification for gifts or donated assets.

· Last Inventory Date:  Keeping this field updated facilitates the reporting necessary for inventorying assets.  Please refer to the instructions for using the Fixed Asset Audit & Update job to do a mass update of this field.

· Click the ‘Condition’ and ‘Title’ buttons to select one as appropriate.

· Press Control-Page-Down or click on Procurement Information in the left Options column.

	Procurement Information Screen
	· The vendor, purchase order, invoice and receiving information will default from the associated purchase order or invoice when applicable.  Leave these fields blank when entering a non-procurement asset record.

· COA: C

· Orgn: The responsible org code will default from the associated purchase order when applicable.  Otherwise, enter the org code associated with the department/area that is responsible for the physical control of the asset (vs. the org paying for the item).  Example: 521211 Business Office.

· Location: The 1st character of the location code designates the campus.  The 2nd & 3rd characters designate the building.  If you cannot find the appropriate location code in the list of values, contact the Accounting Services area on your campus to have the value added via the Location Code Maintenance (FTMLOCN) form.

1. Missoula = 3

2. Helena = 4

3. Butte = 5

4. Dillon = 8

· Control-Page-Down or click on Funding Source in the left column.

	Funding Source
	· If the asset was acquired via a purchase order/invoice or Direct Pay invoice the information on this screen will default from the invoice.  In this case, DO NOT change the funding source information.

· If the asset was acquired via a Pro Card purchase or donated, enter the appropriate accounting information in each of the FOAPAL fields and the cost information.  MAKE SURE the account code corresponds with the asset type entered on the Master Information Screen.  Refer to Appendix B – Fixed Asset Account Code Relationship.  Multiple records can be entered to distribute the cost over many funding sources.  The percentages must total 100%.  The system will calculate the percentages.  DO NOT override the system values.

· Control-Page-Down or click on Capitalization Information Option in the left column.

	Capitalization Information Screen
	The system will automatically capitalize an asset if it meets the threshold requirements (see Appendix A – The University of Montana Capital Asset Policy.  Thresholds are also defined on the System Control Maintenance Form - FOASYSC).  The only time this screen requires entry is if it is a donated asset or from a Pro Card purchase.

**NOTE**  All enterable fields must be present on this form in order to proceed with capitalization.  If fields are missing and you do want to capitalize the asset, you must do a new sequence [image: image1.bmp]  with a Ptag – Update Asset function to the master record to add these fields.  This condition should only happen if the asset being added is under the threshold.

· Sequence:  This field should ONLY be used when recording split funding on a donated asset or Pro Card purchase, or on a purchase order asset that was not split at the time the PO was entered.  If you need to make a sequence change on an existing asset, use the FFAADJF form so that the resulting transactions can provide the appropriate audit trail.

· Chart of Accounts: C

· Capitalization Fund: Example: 374100 (NIIP)

· Equity Account: Example: 2808 (NIIP)

· Asset Account: Example: 1703 (Other Improvements)

· Cost: Cost of asset

· Control-Page-Down or click on User Fields in the left column.

	User Attributes
	· There are two optional User Attributes:  ‘CAMPUS’ (used to define the campus location of the asset) and ‘CATEGORY’ (used to identify if the asset was purchased with federal vs. non-federal funds).  These fields are used to facilitate fixed asset reporting.  

· Type ‘CAMPUS’ in the User Attributes field, then enter the campus code.

· Type ‘CATEGORY’ in the User Attributes field, then enter either ‘F’ for federal or ‘N’ for non-federal.

· Optional: Click on ‘Navigate To’ or ‘Document Text’ from the Master Info Window to enter additional asset information.

· Press the save button or F10, red door out (Exit) of the document.

· After creating the P-tag record, if the asset was not automatically capitalized by the system (i.e. asset amount >= $5,000.00 and capital asset account code), proceed to the Fixed Asset Adjustment Form (FFAADJF) to enter the P-tag capitalization information (SCAP adjustment function).
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