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New Additions

How to add new assets/addition on the system

Click on Functions button on the system.
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Click on add addition and the addition wizard will appear.
The wizard can be used to capture new asset(s) (Invoice) into the asset register.
Keep following the wizard and fill in all the required fields.
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EIDP !Prolect Emmeg-ster
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New Addition = Stagng = Calculate ~ Create Month-End  Open New
DR Journal Period

Addition Wizard

Cl

Welcome to the wizard

A MainDebug 125 Period §F Settings &Y Changelog % Lookups

Click next and the description window will appear.
For best accuracy and completeness, the user should complete as many fields as possible

The system will automatically calculate the useful life of the particular added asset
depending on the categories chosen.
Click next button to continue.

N.B When you click next and the Red Cross appear, it means that those particular

categories are compulsory fields, however, the system will notify you of the incomplete fields
and will also allow you to continue.
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% m
@ Addition Wizard @ Addition Wizard

Description Info Description Info

W (%] W €MD 0037

W (%] v W € |Property, plant and equipment | ~
Computer equipment -

Computer hardware induding oper... |~

Not all fields are completed correctly, do you want to
! continue?

Yes No W € |Lenovo laptop

After populating description info fields, the following the following screen is Location info.

@ Addition Wizard

Location Info

W MD
W PTA
2
W Block 12
Eros street
Faerie Glen

The screen after location info is Finance info.

The user has access to choose the condition of the asset on the dropdown arrow.
Fill in the required fields and click next to continue.

@ Addition Wizard

Finance Info

W 2019-05-07

W 10000 |5

12/0024/2019

oS
% -
..[Desaripon[Es... [... [Mu...]..[.
.. New, sound ... 5 .
. Performance... - M
. Clearly evide. v 450, .
... Significantd... e 2
. Unsound, do.. 10
. Broken w. 0.00 ..
.. New 9
x
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Click next and other info screen will pop up.

Asset Management System User Manual
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The user can select the Custodian on the drop down arrow.
Tick if the asset you are adding is a movable asset and insured as well.
Populate all the required fields and click next to continue.

P

.
@ Addition Wizard

Other Info

B Mabena
V!

b
b
RS1T3DBQ MTM:y226p898

X

After populating other info field(s) information, and clicked next, mSCOA configurations
screen will appear. Click on Asset item to start with configurations.

-\
B

.
@ Addition Wizard

mSCOA Configuration

Item Asset
Item Expenditure
Region
Fund
Function
Gains & Losses

Project

[m] X
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%% mSCOA Config - a X
@ Addition Wizard
mSCOA Configuration
K Current Segment: Item Asset
9P Selected asset(s): 0
Item Asset
. o A | [ shortDesaription
Opening Balance 4| Assets Item Expenditure
4 Current Assets
4 Cash and Cash Equivalents
Region
4 CashatBank
4 Bank Account
4 Specify (replace with account description) Fund
Opening Balance
Deposits Function
Withdrawals
Opening Balance Interest Earned Gains & Losses
» Charges
Impairment » | Specify (replace with account description) Project
pairment » | Specify (replace with account descripton)
Disposals/Transfers Out » | Specify (replace with account descripton)
It g » | Specify (replace with account description)
Changes not spedifically listed » | Specify (replace with account description)
- + [ narif frartaca with acraint dacrrinfinn
v <
Select ) Next > Cancel
4 mSCOA Config - (m]
@ Addition Wizard
mSCOA Configuration
W Current Segment: Item Expenditure
Op Selected asset(s): 0
Item Asset
Short Description
Computer Equipment ]| Deprection and Aénortsation| Item Expenditure
» | Amortisation
4 Depreciation
Siological Assets Region
» Computer Equipment
Furniture and Office Equipment Fund
» | Electrical Infrastructure
» Rails Infrastructure. Function
»  Solid Waste Infrastructure
»  Water Supply Infrastructure ETriia
» Sanitation Infrastructure
» Investment Property
] Project
Machinery and Equipment
Transport Assets
200, Marine and Non-biological Animals
+ Dnadc tnfractmichiea
<
Select
e Next > Cancel
4 mSCOA Config X e -
o @ Addition Wizard
mSCOA Configuration
W Current Segment: Region
9P Selected asset(s): 0
Ttem Asset
Short Desaription
i ~
Whole of the Metro ] | oSl Finciioes Item Expenditure
4 Local Government by Province
» | Eastem Cape
) reese
4 Gauteng
4 | Metro's Fund
» | EKU Ekerhuleni
» | 4B City of Johannesburg o
4 TSH City of Tshwane
Administrative or Head Office
Gains & Losses
» Regions
» Inole of the Metro
» | District Regions Project
» | KwazuuNatal
» Limpopo
»  Mpumalanga
A Northarn Cana -
< >
Select ( )
Next > Cancel
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Click next and Fund mSCOA configuration window will appear.

£ mSCOA Config - [u]

W Current Segment: Fund

O Selected asset(s): 0

mSCOA config 6.2

W Current Segment: Fund

Op Selected asset(s): 0

Short Desaription
4| Fund
» | Operatonal
4 Capital

Transfer from Operational Revenue

» Transfer from Operational Revenue

» Transfers and Subsidies
» Borrowing

Non-funding Transactions.

Select )

Short Description

Transfer from Operational Revenue 4|pund
» Operational
4 Capital
, Transfer from Operatonal Revenue
» Transfers and Subsidies
» | Borroning
Non-funding Transactions

Select (

Click next and function mSCOA configuration window will appear.

mSCOA Config -

# Current Segment: Function

9P Selected asset(s): 0

<
° © addion iz

mSCOA Configuration

Short Description

Community Hals and Fadities 4|Function
4 Community and Sodial Services
4| Core Functon
Aged Care
Animal Care and Diseases
Cemeteries, Funeral Parlours and Crematoriums
Chid Care Faciities

Item Asset

Ttem Expenditure

Region

Fund

» Community Halls and Fadilties

Libraries and Archives
Literacy Programmes
Museums and Art Galleries
Theatres
Zoo's
» | Non-core Function
» | Energy Sources
» | Environmental Protection

N oy or]

Gains &Losses

Project

Select ( )
= Next > Cancel
- o x Vexs > Ccauce)
W Current Segment: Gains Losses T
O Selected asset(s): 0
» | Foreign Exchange 120040001
4 Impairment Loss 12005000( Lnucgou
Biological Assets 12005001(
= Heritage Assets 12005002 it
Impatrme: Intangble Assets 12005003
e Investment Property 12005004
4 Property, Plant and Equipment 12005005 e
Buidings 12005005
> Computer Equipment 12005005( 156w EXbeugunLe
Furniture and Office Equipment 12005005
Infrastructure Airports 12005005( Frpp—
Infrastructure Electricity 12005005
Infrastructure Gas Suppiies 12005005(
Infrastructure Railways 12005005(
Infrastructure Roads, Pavements, Bridges and Storm Water 12005005
Infrastructure Transportation 12005005( W2COV Coupdnisgiou
Tnfractnichira Wasta Mananament Tannsnner
< >
~ @ vqaimou pssiq
Select (
- <% - o X
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Click next and mSCOA project window will appear.

D)
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£ mSCOA Config

amm | mMSCOA config 6.2

) (©) addition Wizard

mSCOA Configuration

Item Asset

Furniture and Office Equipment

Item Expenditure

Region

Fund

Function

Gains &Losses

/00's, Marine and Non-biological Animals

Project

Next >

Cancel

If all fields are not completed, the following message will appear (See below picture).

| = Notallfields are completed correctly, do you want to continue?

If all 7 segments are configured will have a green tick. (See below picture).

l. .
@ Addition Wizard

mSCOA Configuration

Item Asset
Item Expenditure
Region
Fund

Function

Gains & Losses

Next >

m} X

Cancel

Click next and the validation window will appear. Click validate in order to compete the

wizard, the user can click save and finish if the validation passes.
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The system will list all the invalid information under issue if your validation did not pass, it
will block you from saving your addition. Go back and correct the invalid fields in order to
continue.

AN - o X
@ Addition Wizard

Completing the wizard

In order to
Validate,

complete the addition wizard dick
e validation passes you can

Validate ‘

Issue I

Please provide a valid acquisition date that is in the current ‘active' period.

Save &Finish

Click validate in order to compete the wizard, the system will allow you to save the new
addition.

L - 0 X
@ Addition Wizard

Completing the wizard

In order to complete the
V. , if the validation pas
'Save & finish'

Make sure all required fields have been completed.

npleteness complete as many other fields

Validate

Validation passed, please dick save to save & finish.

l Save &Finish || Cancel |

The following message will pop up, click yes to continue.
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o You are about to add this asset into the asset register, are you sure?

The system will confirm if the asset has been successfully saved.
(See below picture), click ok.

X

0 Asset successfully saved
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Staging Assets

How to access staging assets

During verification period, all new found assets will also be displayed in the staging module
with the type “android handheld” the user should click on function button on the system.

Starting Page - MD Assets - Demo Municipality | Active Period: 181905 (2018-11-01 - 2018-11-30) | View Period: 181905 (2018-11-01 - 2018-11-30)

B 7

Attachments E] Reports &Exports (/) mSCOA ® ' ciemaiso

rE DP ! Project E Asset Register ’5'.!:‘ Maintenance g Insurance m Meters
+ Q ©

New Additon |~ Staging = Calculate  Create Month-End Open New
DRC

Journal Period

Click on staging and the following window will appear.

The system will automatically warn you of the staging asset waiting for action. Or to be
cleared.

Close the warning window.

A [ ]
sset Staging Area
Bl + @& wadacwe B} Boort(dm)
758 cont M Welcome to Asset Staging
1007 ORC H”’ e g
T e @ 7o of 54
e
e o © i
1020 Cost Projects i n
. :
N.B The greyed out Columns are non-editable.
The user can start making changes on category 1.
All the fields marked with blue stars are compulsory.
The user can change asset info per category.
Y Asset Staging - X
Asset Staging °
@ ops 1 B} Export(:xisx)
Find Clear
PK Staging AssetID | Staging Type | Asset Source o CategoryL o Category2 Category3 Category4 CategoryS | Categoryé | Category7 | Y Descrip|
’ 2 RC [Moq2015TfaDRC_2015_01_25| Property Plent and Equipment _ Infrastructure Roads (Roads, Pavements, Bridges & Storm water) | Roads Streetlghting U A
4 DRC Moq2015IfraDRC_2015_01_25 Property Plant and Equipment | Infrastructure Roads (Roads, Pavements, Bridges & Storm water) Roads Street lighting StreetLi
8 DRC Moq2015IfraDRC_2015_01_25 Property Plant and Equipment | Infrastructure Roads (Roads, Pavements, Bridges & Storm water) Roads Street lighting StreetLi
80 Cost ‘Android Handheld Property, plant and equipment | Infrastructure assets Roads (roads, pavements, bridges & storm water) Roads Traffic islands Streetiig
96 Cost FMS Property, plant and equipment | Computer equipment Computer hardware induding operating systems cececeee
97 Cost FMS Property, plant and equipment | Computer equipment Computer hardware induding operating systems ceeceeee
98 Cost FMS Property, plant and equipment | Computer equipment Computer hardware induding operating systems ceccceee
99 Cost FMS Property, plant and equipment Computer equipment Computer hardware induding operating systems cecceeee
100 Cost FMS Property, plant and equipment | Computer equipment Computer hardware induding operating systems ceeceeee
101 Cost FMS Property, plant and equipment | Computer equipment Computer hardware induding operating systems ceecceee
102 Cost FMS Property, plant and equipment | Furniture and office equipment ' Air conditioners ( individual fixed & portable) ceeceeee
103 Cost FMS Property, plant and equipment | Furniture and office equipment ' Air conditioners ( individual fixed & portable) cceceece.
110 Cost Property, ple d Furnitu d equ Office furnitures Aim Fan
111 Cost ‘Android Handheld Property, plant and equipment Furniture and office equipment Domestic and hostel furniture Dustbin
112 Cost Property, ple d Furnitu d g Fire Exti
113 _Cost Pronecty_plant aod eauinmentFurnity fﬁr?ﬁ(m\hw?# office .V
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The user has access to filter assets by name.
E.g. click on top row of the register and the filter will appear.
Click on it and the system will give you access to filter by names, tick the relevant asset box.

If you tick intangible assets, all intangibles will be loaded. (See below pictures).

£ Asset Staging

PK Staging AssetID | Staging Type | Asset Source

Asset Staging Area

M

1007 DRC Android Handheld
1002 Cost

758 Cost

1012 Cost

1014 Cost

1015 Cost

1026 Cost Projects

1027 Cost Projects

1028 Cost Projects

1029 Cost Projects

1030 Cost Projects

1009 DRC Android Handheld Agr

4+ @& Load Archive

B} Export(.xisx)

D)

DEMAND

Highlight anywhere in the asset register and right click e.g., condition, the selected assets
will be highlighted in pink. Select update condition, category, or Description(S) you can
highlight as many assets as you want if you want to add, change or clean up data before
committing them to live assets. (See window below picture).

4" Asset Staging

Asset Staging Area

@
Find a
) Source o Usefullife | Age | i Condition | CRC DRC
500 0.00 Fair 500000  2815.00
40.00 0.0 Very Good 0.00 0.00
700 0.00 Far | () copy
0.00 0.00

[ Copy with Headers

0.00 0.0
0.00 0.00
30.00  0.00 Very Goo

000 000
oo 3 Commit (6) asset(s)
000 0.00
000 000 v mSCOA Config ,
0.00  0.00 Very Ge

= =799 X Delete (6) asset(s)
30.00 0.00 Good

Change Archive

Opening Acc Depredation

Deprecation 1718 | Deprecition 1
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

819
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

+ & Load Archive

Maintenance History

B} Bxport(.xisx)

Operational History | Fair Val

Click on update description and the following window will appear, Fill in the description and
click update. Select the new condition on the drop down menu and click update. The system
will change the condition according to the selected once, the assets conditions will change.

.\

| Good
Fair
Poor

Broken
X

4." Update Asset Staging

Very Good

Very Poor

V.7.5.6

(m)

_Page 10 of 26



Asset Management System User Manual

The system will confirm if the data has been updated successfully.
Click ok to proceed.

l"
.
Good M :
Update X Cancel
= F
0.00
0.00 0 Updated successfully
0.00
0.00
0.00 OK
[alalal [EEETR] [SENETR]

If the user add the asset number that exists already in the asset category, the system will
search to see if that particular asset number exist in order to avoid duplicates.

Mscoa

The staging assets should be SCOAFIED before sent to the register, the system won’t allow
you to commit assets that has not been configured.

Click anywhere in the staging assets and select mSCOA configurations.

4 Asset Staging - ] X
Asset Staging Area
v )p Selected Assets : 1 + | & LoadArchive | B} Export(.xisx)
v Find Clear
Current Residual Value Appendix BCategory Summary Category m SCOA_Region Account m SCOA_Function Account m SCOA_Fund Account
»D i & : N
o]
b Py
b E]‘] Copy with Headers
D gy Calculate DRC for (1) asset(s)
P L&) Commit (1) asset(s)
D
D 0.00 ¢ Delete (1) asset(s) Region segment
p 0.00 5L Unbundle Project segment
] 0.00 - ;
b 0.00 Change Archive Expenditure segment
b 0.00 Fund segment .
Function segment
. Gains Losses 5
Net Assets
e
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Start your configuration with item segments, make sure that you configure all 8 segments in
order to be able to commit the asset(s) to the register, the system will block you from
committing the assets if all segments are not configured. Select the relevant account (right)
from the available accounts (right) drag and drop them in the correct slots (right).

eamm ] mMSCOA config 6.2 o
o =
~{+/
W Current Segment: Item Asset
9P Selected asset(s): 1
A Short Desaription
Opening Balance 4 |Assets .
- 4 Current Assets
4| Cash and Cash Equivalents
4| Cash atBank
4 Bank Account

4 Specify (replace with account description)
ftem Asse Opening Balance
Transfers Deposits

A P Withdrawals
Opening Balance Interest Earned
Item Asset: I » Charges
Impairment »  Specify (replace with account description)
Item Asset: Impairment Dispos » | Specify (replace with account description)
Disposals/Transfers Out » | Specify (replace with account description)
Ttem Assets Inpaivment Closing » | Specify (replace with account description)
Changes not specifically listed » | Specify (replace with account description)
1 et Cnen L | Cnarifis franlara with arrmint dacrrintinn) v
v |« >
Save(Staging)

Confirmation message will pop up, click yes if you are sure of your configurations.

mSCOA config 6.2 o
W Current Segment: Item Asset
P Selected asset(s): 1
A | [short Description
1 You are about to save 17 new account(s) to 1 asset(s), are you
em Asset: Deprec | sure?
Disposals
Transfers Yes No
A ™ Withdrawals
Interest Eamed
> Charges
» | Specify (replace with account description)
tem Asset: Impairment D » | Specify (replace with account description)
Disposals/Transfers Out » with account description)
Item Asset: Impairment Closing » ith account description)
Changes not specifically listed 4 ith account description)
A P 0 . ith 3rraint Aacrrintinn) /
v i< >
Save(Staging)

The system will confirm if the changes made are successful. Click ok to continue with other
configurations.

0 Changes saved successfully.

oK
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Region segment, project segment, expenditure, fund segment, function segment,
Gains and losses and Net Assets must be configured as well following the above

configuration procedure.

Copy
Copy with Headers
gy Calculate DRC for (1) asset(s)

%) Commit (1) asset(s)

X Delete (1) asset(s)
=, Unbundle

Change Archive

mSCOA Config 4

[tem segment
Project segment
Expenditure segment
Fund segment
Function segment
Gains Losses

Net Assets
—

Duplicates

All the duplicates that already exists in the staging area are highlighted in red, and we

recommend users to start cleaning the staging area with duplicates, we also recommend
that it should be done on a daily basis right after verification to avoid piling up of assets in

staging area.

Asset Staging Area

©
4

Find

Wiy Desaription
» Table

Btegory?

transformer 20kva
Asus

Fyyr

MD OFFICE

MD OFFICE

MD OFFICE
Pumps

Clorinat tor
Substaion Buiding
Transformer
Switch Gear
Wires

Panels
SUBSTATION
WIRES
TRANSFORMERS

Pump

Clear

Extended Description
90903
90007

Testextdesc, Make: Testmake, Year Manufactured: Testman 526272837

Ryhg 76566t

500w Asset1

i Asset Number

+

o Location
sdfdgdf

Bredasdorp
Bredasdorp

Bredasdorp

@ Load Archive

GPSX | GPSY
0 0
0 0

B} Export(.xisx)

Project No

WWWIP19 Upgrade of
WWWIP19 Upgrade of
Elec1001 Electricity Fae
Elec1001 Electricity Fae
Elec1001 Electricity Fae
Elec1001 Electricity Fae
Elec1001 Electrity Fae
No1water reticulation
Not water reticulation
No1 water reticulation
PRO101 Water upgrade ¥

Committing assets

Committing assets simply means that the user is sending the staging assets to live register.

The user can right click on the staging register after filling all the required fields.
Select commit assets (see below picture).

V 7.5.6 (m)
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Copy
Copy with Headers
L'E% Calculate DRC for (1) asset(s)

¥ Commit (1) asset(s)

mSCOA Config 4

> Delete (1) asset(s)
=, Unbundle

Change Archive

The system will automatically calculate the total number of asset, DRC and cost the user is
about to commit.

1 - u} X
Wizard Title
}

Welcome to the wizard

Commit to live (additions)

You have currently selected the folowing asset(s) to commit to

the 'Live' Asset register :

@ Total: 1

@ DRC : 0

@ Cost : 1

Follow the wizard by clicking yes to continue.
The system will show you the total number of fields to be updated and issues found.
Click next.

L& - ] X
@ Wizard Title

Wizard Page Title

Q Validate Asset Data

Validate 1 of 1 asset(s)

@ Issues found: 0
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The system will confirm if the validation passed, click save to finish and save your changes.

IS - o x
© wizraTite
Completing the wizard
M Save changes
Save

New staging asset

The user has access to create new staging asset right at asset staging area.
Click on + add new asset to staging and the following wizard will appear.

Asset Staging Area

[
F] Selected Assets : 1 + | |@ Loadacive | |B} Bxport(xis)

Pe—

Find Clear

ID |StagngType |AssetSource |fif Categoryl |y Category2 |Category3 |Category4 |Category5 |Category6 |Category? |y Description
»| 17 Cost
19 Cost
26 Cost
28 Cost
51 Cost
2 Cost
20 Cost
27 Cost
34 Cost
45 Cost
1 Cost
35 Cost

Complete the form by adding description and categories the click save.
Make sure Auto clear after save box is ticked.

% New Staging Asset o
PPP
Category 1 MMM
Category 2: |PPP
Category 3: |PPPP
7 115
Save

_Page 15 of 26
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The system will confirm if the new asset has been successfully added, click yes if you want
to add another asset, or no if you don’t want to add another asset

Successfully added a new asset, would you like to add
another?

Yes No

Confirmation window of added asset to staging will apear, click yes to refresh your staging

asset to be able to view it.

1 New asset(s) added to staging, would you like to refresh
your staging view to show these assets?

Yes No

The user has access to load archives, click on load archive.

Asset Staging Area

Find Clear

+ @& Load Archive

Select archive name ...

PKStaging AssetID | Staging Type | AssetSource | i Categoryl #r Category2 Category3 e | Description

g 758 Cost Property, plant and equipment Furniture dle A
1002 Cost Prope nt and Equipment | Electricity Transformer transformer 20kva
1007 DRC Android Handheld Property, plant and equipment Computer equipment re including operating systems Asus
1009 DRC Android Handheld  Agriculture Other ma ry and equipment  Far quipment
1012 Cost PPE FLRNITURE OFFICE FLRNITURE
1014 Cost PPE FLRNITURE OFFICE FLRNITURE
1015 Cost PPE FURNITURE OFFICE FLRNITURE
1016 Cost Projects Pumps
1017 Cost Projects. Clorinator
1018 Cost Projects. ‘Substaion Buiding
1019 Cost Projects. Transformer
1020 Cost Projects. Switch Gear
1021 Cost Projects Wires
1022 Cost Projects Panels
1023 Cost Projects SUBSTATION
1024 Cost Projects WIRES
1025 Cost Projects TRANSFORMERS
1026 Cost Projects. Property, plant and equipment _ Infrastructure assets Water Pump stations  Mechanical Pump v
— —

B, Export(.xisx)

Select the archive name on the dropdown list.

Select archive name ...

Archive Name

Depreciation

Deprediation

select

Matched Asset

sy
Intangibles
Committed

X

V 7.5.6 (m)
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Click select so that the sytem can load the selected archives.

K Staging Asset ID
17 Cost
19 Cost
26 Cost
28 Cost
51 Cost
30 Cost
32 Cost
47 Cost
49 Cost
64 Cost
23 Cost
24 Cost
38 Cost
41 Cost
55 Cost
21 Cost
22 Cost
25 Cost

Staging Type

Asset Source

Asset Staging Area

i Category1

Find

i Category2

Clear

Category3 | Category4 |CategoryS | Categoryé

Category?

+ || & Load Archive

B} Export(xisx)

W Description
on-current Assets:Property, Plant and Equipment:Cost Model:Electrical Infrastructure:Future Us A

Assets:

Assets:Non-current Assets:Property, Plant and Equipment:Cost Model:Electrical Infrastructure:In-use:Cz

Assets:Non-current , Plant and ther Assets: Accumuiated Depre
Assets:Non-current , Plant and Infrastructure:Accumulated
Assets:Non-current perty, Plant and Supply Infrastructure:Spai
Assets:Non-current perty, Plant and Infrastructure:Leased b

Assets:Non-current Assets:Property, Plant and Equipment:Leased Assets:Computer Equipment:Leased

perty, Plant and Infrastru

: perty, Plant and E t:Leased Assets:Electrical easec
Assets:Non-current Assets:Property, Plant and Equipment:Cost Model:Storm water Infrastructure: Accur

DEMAND

perty, Plant and

Assets:Non-current Assets:Property, Plant and Equipment:Cost Model:Furniture and Office Equipment:F
Assets:Non-current , Plant and Marine and gical Ar
Assets:Non-current , Plant and E
Assets:Non-current ts: for Wool or Mk (Goats
Assets:Non-current ts: airy Cattle Accumulated Deprediz
Assets:Non-current ssets:Cost Animals (Eggs and Feat
Assets:Non-current perty, Plant and ommunity

(v

The user has acces to export the assert register into excel spread sheet.

O

PK Staging Asset ID

V 7.5.6 (m)

Asset Staging Area

Staging Type | A1

Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost

1
2

s w

o wn

~

READY

INSERT  PAGELAYOUT ~ FORMULAS  DATA
Calibri 1 - A A = L2 v
B I U- - O-A- == B
o nment
v PK Staging Asset ID
A B C D

PK Staging Asset | ~

17
19
26
28
51
30
32
47
49
64
23
24
38
41
55
21
22

Sheet

Staging Typ ~ | Asset Sourc ~ Categoryl
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost

T

REVIEW

General
.9

E

~  Category2

VIEW Cindy C. Munyai ~
- [ conditional Formatting ~  &=Insert ~ X - v~
% » [P Format as Table - X Delete ~ (3]~ #h~
[Z2 Cell Styles - w1 Format ~ -
tyle ell diting ~

F G H | )
~ Category ~ |Category ~ Category ~ Category ~ Catego:

« »

o ————§F—+ 100%

=+ | | & LoadArchive | |[E} Export(.xisx)

Equipment:Cost Model:Electrical Infrastructure:Future Us A

Equipment:Cost Model:Electrical Infrastructure:In-use:Cz
[Equipment:Revaluation:Other Assets:Accumulated Depre
[Equipment:Revaluation:Rails Infrastructure:Accumulated

Jater Supply Infrastructure:Spat

Equipment:Revaluatior

lectrical Infrastructure:Leased t

[Equipment:Revaluation:
Equipment:Leased Assets:Computer Equipment:Leased tc
[Equipment:Revaluation:Electrical Infrastructure:In-use:M
[Equipment:Leased Assets:Electrical Infrastructure:Lease
[Equipment:Cost Model:Storm water Infrastructure: Accur
Equipment:Revaluation:Sanitation Infrastructure:Accumu
[Equipment:Cost Model:Furniture and Office Equipment:Fi
[Equipment:Revaluation:Zoo, Marine and Non-biological Ar
[Equipment:Revaluation:Electrical Infrastructure:In-use:Pr
kt:Consumable:Immature: Animals for Wool or Mik (Goats
St:Consumable:Mature:Dairy Cattle Accumulated Depreciz
kt:Consumable:Mature:Feathered Animals (Egas and Feat

[Equipment:Revaluation:Community Assets: Accumulated [ ¥
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Verification matching

How to match assets

“New found” verified assets, should be matched first (if applicable) to an existing asset (“not
found”) asset before committed as a new assets.
Click on verification function on the system.

Starting Page - MD Assets - Demo Municipality | Active Period: 181905 (2018-11-01 - 2018-11-30) | View Period: 181905 (2018-11-01 - 2018-11-30)

A _— - n . - P
ﬁ Home E DP ! Project n AssetRegster 3T Mantenance QY tnsurance B2 veters Ul o7 verification Attachments H Reports &Exports () MSCOA " External S0

mow w [ E & B

Handheld Handheld Manage Verification NotFound NotFound Matches Verification
Device  Additions Verification Jobs  Progress Matches Confirmation Reports

Click not found Matches and the following window will appear.

B E
, Manual Verification Matching °
= = UnVerified Assets
(‘L// Match Gy Refresh AlData

20000101

Verfication Period Al ¥
ter Controls:

u e [ 20250101

Unverified Assets E Staging Assets

Click refresh all data functions so that the system can load data from both sides. unverified
assets and staging assets will load.

4 Verification Matching - m] X
/ Manual Verification Matching
> \ UnVerified Assets:
(2] Match AQy Refiesh AlData I Date Fro
2000-01-01 v
Filter Controls: Verification Period Al ¥ Date To

Unverified Assets - Staging Assets
Find Clear fnter text to seard || Fnd Clear
PKAssetlD |Categoryl |Category2 |Category3 |Category4 |CategoryS |Category6 | Category? |Description | Extended Desarif | PK Staging AssetID | Categoryl Category2
{758, Property, plant and equipment Furniture ~

1002  Property, Plant and Equipment | Electridity
1007 Property, plant and equipment Computer equipme

1009 | Agriculture Other machinery a
1012 PPE FURNITURE
1014 | PPE FURNITURE
1015 PPE FURNITURE
1016
1017 v
< >| < >
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Select the (dates from) where you starded verification to and (date to) where you

progressed with verification,

and click refresh button.See below pictures.

Verification Matching ) X
Manual Verification Matching
o Unverified Assets
& Match AQy RefreshalData o Date
B 2015-01-02 v
Verification Period All hd Date T
Filter Controls:
. 0509 -
Col Al 2
Thursday, 09 May 2019
Unverified Assets s
4 May 2019 O
SU MO TU WE TH FR SA
v Find Clear Find Clear
1 2 3 4
s 6 7 8 8 1 u
~ 12 13 14 15 16 17 18
PKAssetID | Categoryl Category2 Category3 Category4 Category5 Category6 Category7 Description Extended Descrig | PK S Category2
19 20 21 2 23 24 25
¢ Fumitre
% 27 28 29 30 31 Jt Bectiaty
}t | Computer equipme
Clear Other machinery a
J  FURNITURE
1014 PPE FURNITURE
1015 PPE FURNITURE
1018
1017
< > [«
| ificati hi o
Manual Verification Matching
- UnVerifed Assets:
[~ Match Gy RefeshalData I Date i
ET I
Verfcatonperod Al ¥
Fitte Controls o
Unverified Assets Staging Assets
| e [ e [ e [ cex
PR AssetD | Categary1 Gotegory2 Categary3 Categarys P Staging Asset D Category Categary2 Gategoys
12 Property, Fu quipr Furniture and Fittings Cabinets & cupboarc 758 Property, plant and equipment Furniture ~
13 property,pant and equpment. Furture and offce ecipment | Offce fumiures Catinetsand cupbos 1002 property, lant and Equpment | Bt Transformer
14 roperty,pant and equpment. Fumiure and offce uipment d ings Other funure and 1007 Property, plnt and equment Computerecuipr Computer hardware nd
15 Froperty,pant and equpment. Fumiure and offce cuipment nd itngs Chaes and couches 1009 Agrcdure Other machinery and ecupment. Farm/agrcture cui
15 roperty,pant and equpment. Fumiure and offce eipment nd iings Shebng and bockea 1012 pre RRNTTURE OFFICE FURNITURE
521 property, plantand ecapment Passenger vehies 1014 pre FURNTRE o
522 property, plant and equpm sssenger e 1015 pre FURNTRE oerice
523 property, plantand ecpment Passenger vendes 1016
524 proper Votar vehdes ased veces 107
525 property, plant and e Votar vehdes ncy vehics 1018
531 property, plantand equpment y and equpment | Audoviua equpment Audoviual equpmer 1019
2 propery, plant and e y and upment | Audoviusl b Audoviusl equpmer 100
3 Praperty, pant and ecipment | Other madinery and ecupment Audovisusl e Audovissl eqpre 1021 .
< 5] e >

The user should firs check asset number on staging, if it's highlighted in red, it means it's a

duplicate to FAR.

Manual Verification Matching

[ a {8y Refiesh AIDa
(2] Match &) RefeshAIData
Filter Controls:

Al -

Unverified Assets
][ Fnd ][ cer

P AssetDD | Categoryl Category2

16 Property, pant and equpment | Furniture and office equpment

Property, plant and equipment

Transport ass:
Property, plant and equipment
plant and equipment
Property, plant and equipment

Transport

Property, Transport assets

Property, plant and equipment
Property, plant and equipment
Property, plant and equipment

Other machinery and equpment | Audiovisual equipment

Other machinery and equipment | Audiovisual equipment
Property, plant and equipment | Other machinery and equpm:
Othe

Other machinery and equpment

udovisual equpment

Property, plant and equipment
Property, plant and equipment

machinery and equpm

Property, plant and equipment

Property, plant and equipmes

UnVerified Assets:

VerficationPeriod Al )

Fire fighting equipme
Fire fighting equipme

2150102 -

20150509 -

esaption

Asset Number

Staging Assets

<|[ Fnd Cear

IsParent | Parent D

Location
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Find /search asset number highlighted in red on staging assets, highlight found assets on left

and right hand sides.
Compare staging assets with unverified assets between selected dates.

Manual Verification Matching

27 Match \Qy RefreshAlData

2150102
tter Controls Verfication 2018
A

2190516

sset Nur
MUSIC BOOK STANDS 59133

N.B. Compare the staging assets with unverified between selected dates, check description

as well, double click both sides to see the pictures of the asset. See below pictures. Scroll
through the raw to check related information, comparing it with the unverified asset.

Manual Verification Matching

U rified Asset

- N 2018-03-01

Select Name: ¥ Date To

2019-05-08
) Staging Assets
0029976 Find Clear 0029976 Find Cl
™ ) Rates 1t floor
NO IMAGE
AVAILABLE

Once done click match function, the system will confirm if the asset is matched successfully.

Click ok to continue.

Manual Verification Matching

UnVerified Assets:
[~] at graY rest at
[~ vatch &) refeshaiDeta

© e 2180301
Fiter Controls: =

20190508

V 7.5.6 (m)
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N.B. Acquisition amount and acquisition dates should not be changed. Close verification
matching window.

Open not found matches confirmation fiction. Tick the box on PK asset ID column.

Attachments E' Repc

@ <
L I 4 M & 0
Handheld Handheld  Manage  Verificaon NotFound NotFound Matches Verification
Device  Addiions _ Verification Jobs _ Progress  Matches  C Reports
¥ frmVerificationMatchingConfimation - [m] X
Manual Verification Matching Confirmation
Welcome to verification matching confirmation
Here you can manually confirm verify mached assets.
Select the asset and cick 'Confirm Match' to update the asset,
1 else you can dick on ‘Not a Match' to asset that it is not a match o
@ TR o
[x]|en o search ~|| Find [ Clear
PKAssetID [P Staging AssetID | Category1 Category2 [ categorys Category4 |CategoryS |Categorys | Category? | Vin Number | Description
4lv] 99661 HP DESKTQ
v 330 Property, plant and equipment  Computer equipment  Computer hardware induding operating systems HP
< >
—

Click confirm function to confirm verified matched assets. Confirmation window will appear.
Click yes if you are sure and the system will confirm if verification was updated successfully
and that means the verified asset has been added to the FAR.
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Month end procedure / Depreciation

Depreciation calculations should be done monthly. MD has developed a menu driven month
end procedure.

How to access month end procedure

Under function module click Create Month-end journal and month end wizard will open. The
wizard will show the current period which will close and the new being opened. Click next to
proceed. After closing the current period, the user won’t be able to make any changes to it.

Month end for: 181905 -> 181906

Welcome to the month end depreciation

This wizard will guide you through the process
Of creating a new month end depreciation joumal

Next > Cancel

Rebuild summaries, click on rebuild summaries if you want make sure that all summaries are
up to date. The user has access to update summaries for current month and current yearly.
Click next to continue.

3 s
@ Month end for : 131905 -> 131906 @ Month end for : 181905 -> 181906
Update Summaries Update Summaries
Please make sure all summaries are up to date Please make sure all summaries are up to date
Rebuid Summaries
Cancel Next > Cancel

The following window will validate mSCOA configurations, select the relevant mSCOA
configuration version. Once the selection has been made you will be notified if there are any
errors (not configured assets). If no error appear, you will be able to continue, click next.

_Page 23 of 26

V 7.5.6 (m)



D)

Asset Management System User Manual DEMAND

4. Month End Wizard - m] X %" Month End Wizard - m] X
@ Month end for: 181905 -> 181906 @ Month end for: 181905 -> 181906
mSCOA Version mSCOA Version
mSCOA Validation mSCOA Validation
Select the mSCOA version for the new period Select the mSCOA version for the new period
Please select version... |¥ 6.2 M

Chart Version
Result : Total: 0 missing accounts on mSCOA version: 6.2

?; Please configure these accounts before opening new period
0.

6.1 Breakdown:

6.2

6.3

== Cancel

The next window will provide you with the depreciation details for the current period, you will
see the total depreciation amount and the amount of assets affected. The user will be able to
click on two links.

Affected detail (It will show depreciation calculation or detail per asset)

Ignored assets (It will show assets that will not depreciate, e.g. land or assets with no
RUL/closing value). Click next to continue.

4 Month End Wizard - o X L& - o x

@ Month end for : 181905 -> 181906 @ Export

Depreciation

PKAssetID |IsDepredating | CurrentResidual Value |CarryValue |ResidualCay |RULDate |CurrentDate |CurRul DaysInServ | NewRul Daiy Depre
i 07! ] 35.20 190,39 155.19 2018-06-30 2018-11-30 3652.25 153.00 34%9.25 A
908 % 30000 1622.65 132265 2018-06-30 2018-11-30 3652.25 153.00 340925
\; Run Depreciation for: %09 % 300.00 1622.65 132265 2018-06-30 2018-11-30 3652.25 153.00 3499.25
Period: 181905 2855 ¥ 952.31 0.00 0.00 2018-06-30 2018-11-30 0.00 0.00 0.00
2857 % 952.31 0.00 0.00 2018-06-30 | 2018-11-30 0.00 0.00 0.00
2858 % 952.31 0.00 0.00 20180630 | 2018-11-30 0.00 0.00 0.00
2859 I 952.31 0.00 0.00 2 2018-11-30 0.00 0.00 0.00
Total Depreciation Amount: 114 287.26 2971 ] 0.00 222720 222720 20184 2018-11-30 1132250 153.00 11169.50
2972 ] 0.00 682.50 682.50 2018-06-30 2018-11-30 3652.25 153.00 34%9.25 v
Assets affected : 65 < S

v Affected Detail

v Affected Detail

-,

X Ingnoredassets ~

x Ingnored assets
Missing RUL

Next > Cancel

Missing Carry Values

After clicking next a review changes window will open. This window will recap all the
changes which will take place when month end is conducted. Once you agree with the
summery provided, click on accept changes and next to continue.

See below picture.
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Unapproved journal

Unapproved journals in the system will block depreciation process, first approve the journal
or delete them, then proceed with the depreciation.

The review window appears with the depreciation values, closing previous period opening a

new one.
The user should accept the changes by ticking in the tick box provided, the changes saved

cannot not be changed.

4% Month End Wizard - ] X
@ Month end for: 181905 -> 181906 @ Month end for : 121905 -> 181906
Review Review
—t h
R 1ange R g

L

Accept Changes.

Cancel Conc

Click finish button to confirm month end completion. The changes saved cannot not be
changed. Click finish button to proceed.

4. Month End Wizard - m] X

Month end for: 181906 -> 181907

Completing the wizard

Month end journal completed

It's very important for all system users to log out and log in again after month end procedure
has been completed. This will help the system with its transformation with the period and
financial changes in all the affected tables. You can then load the register, double click on
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any assets, open the asset life tab to confirm if the asset life has been depreciated. Open the
financial history tab and confirm if the financials has been depreciated.

Open new period

Once all financial movement for current active period has been completed on the AR,
municipality may open a new period and

How to open a new period.

Click on open new period function in the system

- O X

o Month-end

Current Period: 181905
7> New Period: 181906

‘ Do month-end ‘

i |

Click do month end, confirmation window will appear, click yes if you want to close the
current period and open a new period.

O Month-end

Confirmation

You are about to close the current system period:181905 and

rt
I then open a new system period: 181906, are you sure 7

rates o repe oo

k a report of ’ 4 Do month-end ‘

T ——————————————S S P

NB. Once a period is closed you can no longer adjust or delete any journals in the closed
period. Click yes to continue. The system will confirm if the process was completed
successfully. Click ok to continue.

Completion X

Month end proccess completed successfully. You will have to
re-log into the system.

System will close, the user will have to re login, and the period will change.

_Page 26 of 26

V 7.5.6 (m)



