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Procedures
1. Do NOT post assets purchased or retired after June 30th until the prior fiscal year end process and audit has been completed.  New assets purchased after June 30th can be entered but NOT posted. Once the audit is completed you may then proceed to posting (Output/Post) the new assets for the new fiscal year.
2. Enter and post all new assets and identify donated assets received for the year.
3. Retire assets removed or junked during the year using an appropriate effective dates of 7/1/xx to 6/30/xy.  (xx equals the beginning of last fiscal year and xy the end of last fiscal year)
NOTE:  MUNIS calculates the final depreciation through the retirement date.  Use 6/30/20XX (prior fiscal year), for removing assets posted in error or assets that should have been retired prior to the current fiscal year (for example if this is FY 2016, use 6/30/2015).  Otherwise use the actual retirement date of the asset to calculate depreciation during the active life of the asset.
4. Verify that all pending transactions have been deleted or posted.
Select:
Financials > Fixed Assets > Fixed Assets Processing > Fixed Asset Transaction Entry Post
a. Select each transaction type for possible pending transactions. 
b. Output & Post or Delete each transaction.
5. Run the Fixed Asset Discrepancy Report and make necessary corrections. Directions can be found in a separate document titled “Fixed Asset Discrepancy Report”. Districts should run this report on a quarterly basis so any errors can be fixed in a timely manner. This report can be extremely helpful in identifying discrepancies with fixed asset postings. It is possible that some discrepancies are rather old or not material. It is up to the individual districts to determine if the discrepancy should be fixed.
6. Process depreciation through period 12. (See the separate document titled “Depreciating Fixed Assets”.) 
7. Reconcile fixed assets ending balances to the general ledger balances.  The Fixed Assets master totals should equal the General Ledger totals.
Select:  
Financials > Fixed Assets > Inquiries and Reports > Asset History by GL Account
a. Select Seg-find and Enter 62* in Object code field and select Accept. 
i. Select Define
1. Enter 2002/01 - 20xx/13 in Yr/Period field. (xx equals last fiscal year that just ended)
2. Enter 07/01/2001 to current date in Effective Date field
ii. Check the boxes 
1. Totals by Account
2. Totals Only
3. Select Accept
4. Select Process
5. Select Excel Output icon
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b. Calculate (in column H) the total Debit/Credit per org/object on the report.
c. Go to the GL Account Inquiry to find the GL balances as follows.
Select:
Financials > General Ledger Menu > Inquiries and Reports > Account Inquiry
i. Find on org=8* and object=62*
ii. Select Accept
iii. Key in or copy the GL Account Inquiry (memo field) balances per org/object into column I of the Excel spreadsheet produced in the previous step above. 
d. Calculate difference between column H and I in column J.  Any differences should be investigated.
8. If you have a variance, run a Fixed Asset Activity Report and compare General Ledger totals per Journal Source type by Org/Object to the Fixed Asset Activity Report. This method can help identify discrepancies if you find a variance between the Fixed Asset Master and the General Ledger amounts. Instructions are included in Appendix A.
9. A Capital Asset Disclosure Report is needed to complete the MD&A.  There is a report available from the Fixed Asset Inquiries and Reports section that pulls from the Fixed Asset module.  The report below can be produced in an EXCEL format and modified to include General Ledger adjustments. 
To run the Fixed Asset Capital Asset Disclosure Report:
Select:
 Financials >Fixed Assets >Inquiries and Reports Menu > Asset Disclosure Report from GL
a. Click Set Funds and verify funds are set properly for the report.  Select Update to update the records if needed and select Accept.
Note:  Make sure all of your Asset Funds are set in this screen.  This screen is an example only and does not include 84-Adult Education Assets or other asset funds. 
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b. Select Define and enter report year.
c. Select Accept.  No other settings need to be made as they have already been set in the system.
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d. Select Process. Users will receive Exceptions on the following objects: 8710, 8711, and 1930. These can be ignored.
e. Select a print option or EXCEL.
f. The following report will appear (This report includes retirements so no adjustments are required.)

10.  Generate a listing of assets added, retired and depreciated for the year for the Auditor as follows:
Select:
Financials > Fixed Assets > Inquiries and Reports > 	Asset History by GL Account
a. Select Seg-find 
i. Enter 62* in Object code  field 
ii. Select Accept.
b. Select Define
i. Enter 20xx/01-20xy/13 in Yr/Period field. (xx equals the beginning of last fiscal year and xy the end of last fiscal year)
ii. Enter 07/01/20xx to current date in Effective Date field. (xx equals the beginning of last fiscal year)
iii. Select FAR in the Journal Source field for retirements
iv. Check the boxes 
1. Totals by Account
2. Include subtotals by asset
3. Totals Only
v. Select [image: ]
c. Select Process
d. Select Excel or the desired print option.
e. Label the report as Total Retirements for FY20xx.
f. Repeat the steps above but in step iii, select FAA for assets added for the year.
g. Repeat the steps above but in step iii, select FAD for a list of depreciated assets for the year.

11.  Produce the following Fixed Asset report that identifies the totals of Fixed Asset Activity by Journal Entry source for the report year. Districts may use the Fixed Asset Activity Report demonstrated in Appendix A.  The auditors may also request the report option in detail. The report provides totals by org/object for each Fixed Asset transactions produced for the year which will include the following:
a. Total Fixed Asset Additions
b. Total Fixed Asset Retirement
c. Total Fixed Asset Adjustments
d. Total Fixed Asset Depreciation
e. Total Fixed Asset Transfer
f. Total Fixed Asset General Journal 
[bookmark: _Appendix_A]Appendix A
Run a Fixed Asset Activity Report and compare GL totals per JE type by Org/Object to the Fixed Asset Activity Report.  This method can help identify discrepancies if you find a variance between the Fixed Asset Master and the General Ledger amounts.
Select:
Financials > Fixed Assets >Inquiry and Reports Menu > Fixed Assets Activity Report
[image: ]
1. Select Define and enter the requested year.
2. For the purpose of this particular reconciling activity, leave the Journal Source field blank to generate a report showing all activity.  If needed, users may choose to run the report by journal source by selecting the drop down box and choosing the journal source.
3. [bookmark: _GoBack]Select Accept.

This report can be run in detail per transaction type for your auditor. Select Journal Source type and mark “Print detail by asset”.
4. Select Process. Once complete select a print option or Excel. In this example the Excel output will be used. Save the Excel file for later to balance between the FA Master and the GL.
5. Select Account Inquiry and enter an account number. (Example: 80-6231)
6. Calculate totals posted by JE type per org/object to the Fixed Asset Activity Report by clicking in the yellow folder as shown. This will display a detailed listing of transactions amounts by journal source type.
[image: ]
7. Click on Excel and select Summary.
[image: ] 
8. Chose the Select All button to select the entire Excel worksheet.
[image: Select All]
9. Under the Data Tab, select Sort and sort worksheet by SRC (source).
[image: ]
10. Select the Subtotal button on the far right side of the Data tab. Make subtotal selections as shown in the screen shot below.Subtotal Button

[image: ]Click on green plus sign or red negative sign to expand or hide grouped details.





11. Subtotal Selections:
[image: ]
12. Compare the GL Account Inquiry for totals posted by JE type (FAA, FAR, etc) per org/object to the Fixed Asset Activity Report.
[image: ]
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