Asset Management System User Manual

Mark/hold assets for disposal

How to hold assets for disposal

The user should click on Asset register function on the system.
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Click search button for system to load the asset register.
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12 Double doo... | A03599 sss Workshop ... | TechnicalS.. M InUse Found 20180425 Makhosii Mad...
13 Cabinet | A0751 Delmas Main Office | Community B Mebena | VKM InUse Found 2180509 Makhosini Mad... | Matching Verification
14 Rack Distrb.... AD4003 Delmas DeimasFC ... | Technicals... am Intse Found 20180417 Mbali Mnchunu
15 vistor chair | A04004 Delmas DeimasFC ... | Technicals... M Inuse Found 20180418 Mbal Mnchunu
16 Rack Wood | A04005 Delmas DELMAS L. Community ... M InUse Found 20180508 Mpho Kanyane
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825 Freengne | FRZ46IP  AHHGTLIGX... Deimes Workshop | TechniclS... M Found 2180516 Makhosii Mad...
831 Mcrophone... | AD0435 Delmas Deimas Mai... | Office of th... M Notiuse  Found 20180516 Makhosii Mad...
832 Mcrophone... | A00436 Delmas Deimas Mai... | Office of th... M Notiuse  Found 2180516 Makhosini Mad...
833 Marophone. . A00437 Delmas Deimes Mai... | Office of th... M Notiuse  NotFound 20180509 Dylan Marshall  test
834 Marophone... | AD0438 Delmas Deimes Mai... | Office of th... vam Notiuse  Found 20180516 Makhosii Mad...

Highlight the assets you want to dispose, selected assets will be heighted in green, right
click, select other, then select mark for disposal. See below picture.
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Assets marked for disposal can be disposed at a later stage.
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The system automatically calculate the total number of assets highlighted (see below

picture).

The user should fill in all the required fields and click Save.

Selected Assets

Date to mark
Critical to Service Deliv
Coundl Resolution

Method of disposal

Reason for disposal

v
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Hold for Disposal o

Welcome to Hold for Disposal.
Here assets can be marked for disposal.
These assets can then later be disposed.

Complete the fields on screen and dick save to mark the asset
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Confirm the marked for disposal assets by clicking yes button if you are sure.
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Selected Assets

Welcome to Hold for Disposal.
These assets can then later be disposed.

Complete the fields on screen and dick save to mark the asset
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e assets can be marked for disposal.
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Confirmation

o You are about to mark 6 asset(s) for disposal, are you sure?
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The system will confirm the total number of assets that has been marked for disposal.
Click ok to continue.

Confirmation X

0 6 Asset(s) has been marked for disposal.

How to view assets that has been marked for disposal

The user should go back to the asset register, scroll to the right and select useful life column.
Click on the filter to filter marked for Disposal asset(s).
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The system will load all the assets that has been Marked for Disposal on the life cycle
column.
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How to dispose assets

Load a reqister

The user should click on Asset register function on the system.
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Click search button for system to load the asset register.
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12 Double doo... A03593 sss Workshp ... TechnicalS... M Inuse Found 2180425 Makhosi Mad..
13 Cabinet A03751 Demss  ManOffice | Community B Mabens VKM Inuse Found 20180509 MakhosiiMad...  Matching Verificaton
14 Rack Distrb... AD4003 Demas | DelmasFC...  TecicalS.. vam Inuse Found 0180417 Mosk Mchunu
15 vistor char | A04004 Demas | DelmasFC...  Tecmicals.. vam Inuse Found 150418 Mosk Mnchunu
16 RackWood  A04005 Deimas  DELMASLb...| Community M Inuse Found 20150508 Mpho Kanyane
, 821 Bakie FNFSGOVP  ADNALGDRZ.. [Deimas | Workshop  Technca.. M Inuse Found 20180420 Zamie Ndows
822 Baldie PSSP ADNALGDZZ.. Demas  Workshop  TechnicalS... vam Inuse Found 20150509 Makhosi Mad.
823 Baldie FAFSGMP  ADNALGDZZ.. Delmas | Worishop | TechnicalS... M Inuse Found 2180504 Makhosi Mad...
824 RefuseTru... FPNIOMP | ADMFVZIRS... Delnas | Workshop | TechnicalS... M Inuse Found 20180516 Makhosi Mad...
025 Freengne | FRZ46MP  AHHGTLIGK.. Delmas  Workshop  TechnicalS.. am Found 0150516 Makhosi Mad..
831 Mcrophone... A00435 Demas | DelmasMai... Offceof th... vam Notmuse  Found 0180516 Makhosi Mad..
832 Mcrophone... | A00436 Demss | Delmas Mai.. Offceof th.. M Notinuse  Found 2150516 Makhosi Mad...
833 Mcrophone... | A00437 Deimss | DelmasMai... Offceof th... vam Notinuse  NotFound 20130509 OylanMarshal | test
834 Mcrophone... AQD43S Demss  Delmss Mai.. Offceof th.. M Notinuse  Found 0150516 Makhosi Mad..

Highlight the assets you want to dispose, selected assets will be heighted in green, right
click, select finance changes then click Disposal function. The user can alternatively search

for assets that has been marked for disposal in the register. See below picture.
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AssetD

2180529
0150523

Disposal wizard will appear, the system will automatically calculate the total number of
selected assets to be disposed. Click next and follow the instructions to proceed.

Disposal Wizard

Welcome to the disposal wizard

Next > " Cancel

Fill in the required disposal information. The system will block the user from selecting a date
that is beyond the current active period, and it will automatically select the current active
period. Click next to continue.

@ Disposal Wizard

| You cannot select a date beyond your current active period.

ethod Auction v

e: |2018-11-30 v

Reason Broken

Next > Cancel

V.7.5.6 ———Page 5 of 10



Asset Management System User Manual D

DEMAND

Click on a blue star and the system will give you a preview of transactions, you can select
Global amount of individual amount.

Global amount

The amount function will be greyed, select global amount and the system will give you
access to type disposal amount.

@ Disposal Wizard

Disposal Inputs

Auction v

ate: |2018-11-30 v

Broken

- X

i Global Amount Individual Amounts

Next > Cancel

Individual Amounts

Click on individual amount and the system will give you access to add mount per individual
asset. The system will automatically list the asset ID number. The amount will be calculated

automatically on the amount button, Close the individual Amount window and click next to
continue.

etho Auction v - o X
@ Disposal Wizard - a X Disposal D

te: |2018-11-30 v

Asset ID Amount
Broken » §3032 1 32
Disposal Inputs 3033

AssetID Amount . & e
3032 32 A
3035
3036
3034

3035
Auction v

1 3036 32
Date: |2018-11-30 v

Broken

Wait for the system to load / process the asset finance. See below picture.
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@ Disposal Wizard

Preview Disposals

Please Wait
Loading

Next > ] Cancel

Finance preview

The system will automatically give you the preview of transactions
Click on finance preview to view finance.

@ Disposal Wizard

Preview Disposals

[8] Preview Finance |2 Preview Life

Transaction Reason
» New depreciation on disposal date.
New depreciation on disposal date.

Proceeds

Asset Amount | Counter Amount | Transaction Date

-12.25
0.00

32.00

v Find Clear

0.00 2018-11-30 A
12.25 2018-11-30
0.00 2018-11-30
>
Next > Cancel

Life preview

Click on Life preview to view life changes on useful life. Click next to continue.

@ Disposal Wizard

Preview Disposals

[8] Preview Finance | Preview Life

Usefull Life Reason

» | -0.0821355236139630390143737166
-40.1652977412 6!

New Deprediation to bring asset up to date  2018-11-30 0C A
83 Disposal of depreciation 2018-11-30 0C

-0.0821355236139630390143737166 New Depredciation to bring asset up to date 2018-11-30 OC v

v Find Clear

Date

Next > Cancel

\
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The system will load a summary of total cost on disposal, total cost of accumulated
depreciation and accumulated impairment, to save changes, you can proceed by clicking
save button if you agree to changes.

@ Disposal Wizard

Completing the wizard

Cancel

The system will complete the saving process and confirm, click ok to proceed.

@ Disposal Wizard

Completing the wizard

ent: 0 Completed

Finish Cancel

Journal

N.B. A new journal be created if the user click save to continue with the disposal process,
please make sure that you approve the journal.

\
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The user should click on journal function and assets journal will open, select the journal you

want to approve, see below picture.

% Asset Journals
Period: (181905 v =+ | |@ verify Budget | (@ mers
v Find Clear
Records | RecordsRolledUp | Affect Journal Type | Correction Indicator | Short Name Approved
- of Assets 4 908.10 | Impairment 0 Impairment - ConditionBased v
» Assets 38 -56 479.22 Disposal 0 Disposal - Auction
<

LG DB

Approved By

€

Double click on the journal detail will appear.

% Asset Journals (Detail)

2445

e Disposal

Disposal of Assets

Transactions | | ¥Life Changes | (%) Condition Changes Category Changes Cost Changes

TransactionID  AssetID | Transaction Type Asset Amount | Counter Amount | Affect Amount | m SCOA Version
470 182 3032 Deprediation -12.25 0.00 -12.25 6.
470 183 3032 Deprediation 0.00 12.25 12.25 6.
470 184 3032 Disposal 32.00 0.00 32,00 6.
470 185 3032 Disposal 0.00 -32.00 -32.00
470 186 3032 Disposal Of Cost -18 577.65 0.00 -18 577.65 6.
470 187 3032 Disposal Of Cost 0.00 18 577.65 18 577.65 6..
470 188 3032 Disposal Of Depreciation 12 586.59 0.00 12 586.59 6.
470 189 3032 Disposal Of Depreciation 0.00 -12586.59 -12586.59 6.

Residual Changes

o

Approve Journal

[ CostCentre Changes

Transaction Period | Transaction Date

20 181905 2018-11-30
20 181905 2018-11-30
20 181905 2018-11-30
20 181905 2018-11-30
20 181905 2018-11-30
20 181905 2018-11-30
20 181905 2018-11-30
20 181905 2018-11-30

i Export |

Capture Date 1
2019-06-21 A
2019-06-21
2019-06-21
2019-06-21
2019-06-21
2019-06-21
2019-06-21
2019-06-21

Click on approve journal, the system will warn you of the changes that will apply to the

register, click yes to continue.

o
Asset Journals (Detail)
2445
Disposal —
Disposal of Assets Approve Journal | [} Export
Transactions | | ¥Life Changes | (%) Conditior anges | [ CostCentre Changes
tion Type Asset Amount | Counter Amount Capture Date Time | Adjustment Period | Project
ation -12.25 0.00 | You are about to apporve this journal. This will apply all 2019-06-21 181905 0-De A
stion 0.00 12.25 changes to the register, are you sure. 2019-06-21 181905 0 -De
32.00 0.00 2019-06-21 181905 0 -De
0.00 -32.00 2019-06-21 181905 0 -De
Of Cost -18 577.65 0.00 Yes No 2019-06-21 181905 0 -De
Of Cost 0.00 18 577.65 TOI77OT o TOTIUT TO-TTOU 2019-06-21 181905 0-De
Of Deprediation 12 586.59 0.00 12 586.59 20 181905 2018-11-30 2019-06-21 181905 0 -De
Of Deprediation 0.00 -12586.59 -12586.59 6.20 181905 2018-11-30 2019-06-21 181905 0-De v
< 0

\
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The system will confirm if the journal has been approved. Click ok to continue.

a:' [u]
Asset Journals (Detail)
Welcome to the journal detail
2445
al Type: Disposal -
tion: Disposal of Assets % Approve =1 Export
©Transactions | | ¥Life Changes | () Condition Changes cq ©Residual Changes | (] CostCentre Changes
tion Type Asset Amount | Counter Amount | Affect Amount | m Transaction Date | Capture Date Tme | Adjustment Period | Project
stion 12,25 0.00 12,25 n Journal approved. 2018-11-30 2019-06-21 181905 0-De A
stion 0.00 12.25 12.25 2018-11-30 2019-06-21 181905 0-De
32.00 0.00 32.00 2018-11-30 2019-06-21 181905 0 -De
0.00 -32.00 -32.00 2018-11-30 2019-06-21 181905 0-De
Of Cost -18 577.65 0.00 -18 577.65 2018-11-30 2019-06-21 181905 0 -De
Of Cost 0.00 18 577.65 18 577.65 6.20 181905 2018-11-30 2019-06-21 181905 0 -De
Of Depreciation 12 586.59 0.00 12 586.59 6.20 181905 2018-11-30 2019-06-21 181905 0 -De
Of Depreciation 0.00 -12 586.59 -12 586.59 6.20 181905 2018-11-30 2019-06-21 181905 0-De o
< >

How to view as

sets that has been disposed

The user should go back to the asset register, scroll to the right and select useful life column.
Click on the filter to filter assets that has been Disposed.
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Enter te ~|[ Find Clear
bpendix BCategory | Serial Number | Town Location Suburb Room Room Barcode | GPSX GPSY Custodian | Life Cydle RUL Previous RUL
liidings Sarel Cilier... | Delmas Pro... 2868410200  -26.15104500 Marked for [E=-coo 30.75 30.75 A
liidings StandardB... | Delmas Pro. 28.68422400  -26.15098500 In Use 7 Disposed ¥ 9.75 9.75
liicings StandardB...  Delmas Pro.. 28.68439500  -26.15107500 InUse 9.75 975
Lildings Standard B... | Delmas Pro... 28.68422400 | -26. 15098500 InUse Marked for disposal M 9.75 9.75
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Jtangible Assets Delmas Delmas AssistantM... R00440 0 0 InUse oK Cancel 0.00 0.00
bads SIYABONGA 28.69150000  -26.09870000 Disposed | Found Makhosini Mad... 0.00 40.25

The system will lo

ad all the assets that has been dispose on the life cycle column.

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

A tore A ! Project E Asset Register  Maintenance g Inswance  [B) Meters h Functions g Verification Attachments EI Reports aBxports () msCoA B 1 extemnal 5o
m = P L (B B f %
H - 0!
[TTY = ] B -ty
Summary View SummaryView TreeSearch Search  Search | Joumals | Asset | Deprecation = VestaSegment Custodans
(Monthly) (Yearly) (Generic)  (Filterist) Reports Budgets Verification Register
Entry points & 5
» = =
' 0 123 { Hide All Columns anB an By
ResetGrid Refresh Periods (& SPOWAICOUMNS | ¢/t ¢ rrentView  Export Audit Register
Grid Tooks Exporting [
][ Fna Clear
Appendix BCategory | Serial Number | Tonn Locaton | suburb Room Room Barcode | GPSX GPsY Custodan |LifeCyde ¥ |IsVerifed |Last VerifiedBy | Current Condition | RUL Previous RUL
» | Roads SIYABONGA 25.69150000 -26.09870000 Found Makhosini Madi... Fair 0.00 .25
Roads SIYABONGA 2869150000 | 26.03870000 Disposed  Found Makhosii Madi... | Fair 0.00 0.25
Roads SIYATHAN, 2868500000 | -26. 10200000 Disposed  Found Makhosini Madi... | Fair 0.00 30.25
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