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Capital Asset Register - Set Up

» The CAR function provides the following basic setup for preparation of
asset management. It consists of:

- Maintain Category

- Maintain Asset Master

- Maintain Analysis Code 1
- Maintain Analysis Code 2

e Once all setup functions have been done, user can proceed to create
vouchers, maintain Asset Registration, Write-Off and Transfer of assets.

ePlease note that no year end closing concept applies to this module.
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Capital Asset Register -

Example
Category Asset Code Analysis Code 1 Analysis Code 2
4 )
> Computer
4 N\ Study
;/ ) j Form 6 ] \ <
1 4 p
Computer Science
e \S J
.IT S D Form 2 ]
Equipment \
L )
. f General
- J Printer 1 Office
\ %
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Capital Asset Register - Category

e An asset category is used to bundle a group of asset master records with similar
nature. It facilitate asset registrations, report printing, enquiry and recording

depreciation.
«Add Category

- By default, effective status of all newly created categories will be set to

“Active”.
- No duplicated category record is allowed.

«Update Category

- User may change the description and effective status of the category.

eDelete Category

User is not allowed to delete category, if any asset master record has

registered under this category.
Instead of deleting a category, user may consider setting the effective status

of the category to “Inactive” if the category is no longer in use.



User: testedl]l Last Login: 24/015/2003 12:35 Logout | Help | Pachdc
Add Category Current School Year: 2002 26 May 2003 12:41

[S-FCAD-01] FMP > CAR > Setup > Category

‘ Lategory. ' Eset Master Analysis Code 1 Analysis Code 2

Category Code ALL -

English Description |

Chinese Description |
W

t.) o

* FMP
Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 1. Click [CAR] - [Setup] from the left
menu

By default, it displays the page of Category

Step 2. Click [Add] button




User: testedl]l Last Login: 24/15/2003 12:35 Logout | Help | Pachdc
Add Category Current School Year: 2002 26 May 2003 12:42

¥ FMP

» Common Setup [l
Budgeting
Bookkeeping

Staff Cost
= CAR

[S-FCAD1-03] FMP > CAR > Setup > Category

Ezyrarncs | Asset Master  Analysis Code 1 Analysis Code 2
Add Category Entries

[sUD10 [ £udio Equipment [EEEatt
| |

’ ‘2:] Back

Step 3. Fill in the fields

Step 4. Click [Save] button




User: testedl]l Last Login: 24/015/2003 12:35 Logout | Help | Pachdc
Update Category Current School Year: 2002 26 May 2003 12:42

[S-FCAD-01] FMP > CAR > Setup > Category

Analysis Code 2

hsset Master  Analysis Code 1

English Description

Chinese Description

* FMP
Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 1. Click [CAR] = [Setup] from the left
menu

Step 2. Enter the search criteria

Step 3. Click [Search] button




Update Category

User: testesll LastLogin: 24/015/2003 12:35 Logout | Help | Pachdc

Current School Year: 2002 26 May 2003 12:42

¥ FMP
Common Setup

Budgeting

Bookkeeping
Staff Cost
w CAR

[S-FCAD1-02] FMP > CAR > Setup > Category

E:jrorney | Accet Master

Analysis Code 1 Analysis Code 2

Category Code
English Description

Chinese Description

IAUDIO "I
|
|

(R sem) (B eeet)

Cateqgory Code .

English Description Chinese Description Brizi=l
Status

|Audlo Equipmment |:=9§%§ﬁr»a‘

([ add ) (X pelete |

Step 4. Click [Category Code] hyperlink




User: testedl]l Last Login: 24/015/2003 12:35 Logout | Help | Pachdc
Update Category Current School Year: 2002 26 May 2003 12:42

¥ FMP
= Common Setup

Budgeting

Bookkeeping
Staff Cost
w CAR

[S-FCAD1-04] FMP > CAR > Setup > Category

Ezjrarncys | Asset Master  Analysis Code 1 Analysis Code 2
AT

glish Description | Audio Equipment
Chinese Description [FE g

ish

En

Haskidg Status Iﬂu:tive "I
L sove ) [ JdBack)

Step 5. Update the fields

Step 6. Click [Save] button




User: testedl]l Last Login: 24/015/2003 12:35 Logout | Help | Pachdc
Delete Category Current School Year: 2002 26 May 2003 12:42

[S-FCAD-01] FMP > CAR > Setup > Category

‘ Lategorny, ’Asset Master Analysis Code 1 Analysis Code 2

Category Code

English Description

Chinese Description

* FMP
Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 1. Click [CAR] = [Setup] from the left
menu

Step 2. Enter the search criteria

Step 3. Click [Search] button




User: testesll LastLogin: 24/015/2003 12:35 Logout | Help | Pachdc
DeIEte Category Current School Year: 2002

* FMP

Common Setup

Budgeting
Bookkeeping
Staff Cost

= CAR

26 May 2003 12:42
[S-FCAD-01] FMP > CAR > Setup > Category

Ezjrarncys | Asset Master  Analysis Code 1 Analysis Code 2

Category Code I ALDID - I

English Description |

Chinese Description |

? Search [_ Rnset

Effective
v Cateqory Code . English Description Chinese Description
v ‘L I 0 |ﬂuﬂ10Eqm;mmt |‘“5§§§ﬁ

|D

Step 4. Select checkbox(es) next to [Category
Code]

Step 5. Click [Delete] button




Capital Asset Register - Asset Master

e An asset code is an asset number which will be categorized under an asset
category for asset management.

- i.e. Asset master = Category Code + Asset Code
» For Asset registration, Asset code must be filled in.

e Add Asset Master

- User should create asset category before creating asset master records.
- No duplicated asset code is allowed.

» Update Asset Master
- User may change asset code information and effective status of the asset code.

e Delete Asset Master

- Deletion of the asset code is not allowed if any Asset Registration with this
asset code exists.



Capital Asset Register -

Example
Asset Maitfr
L i
i Category Asset Code i Analysis Code 1 Analysis Code 2
| | r 2
| | > Computer
| | Study
| ( \—>[ ) J Form 6 ] \- J
i i L e A
| Computer | | » Science
| |
i i ( ] q .
| IT . *» Form 2
i Equipment - / i L
| |
| |
i )
| | ( ,
i \_ W, Printer i \ Office ]
| |
| |
| |
| |
| |




Add Asset Master

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

[5-FCADZ-01] FMP > CAR > Setup > Asset Master

Catego ‘ AEsE LM EE LT ’ nalysis Code 1  Analysis Code 2

User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Current School Year: 2002 13 March 2003 15:07

Asset Code ALL -

English Description |

Chinese Description I

Category Code | ALL j

Step 1. Click [CAR] - [Setup] from the left

menu

Step 2. Click [Asset Master] tab

Step 3. Click [Add] button




User: panleung Last Login: 13/03/2003 1446 Logout | _

Add Asset Master Current School Year: 2002 13 March 2003 15:11
[S-FCAD2-03] FMP = CAR > Setup > Asset Master
Category | ;sszciklazizr | Analysis Code 1 Analysis Code 2
Acdd Asset Master Entriac
Asset Code IRadiu
Category Code |AUDIO-AudiD Eguipment j

English Description IRadiu

Chinese Description |l¢t§.=t§;,

* FMP
Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 4. Enter the fields

Step 5. Click [Save] button




User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Update Asset Master

Current School Year: 2002 13 March 2003 15:11

[5-FCADZ-01] FMP > CAR > Setup > Asset Master

1 Record saved successfully.

Category ( i53zcklzzi=r ) Analysis Code 1
Asset Code

Analysis Code 2

English Description

Chinese Description

Catagans Code

v FMP

Common Setup

Budgeting

Bookkeeping Step 1. Click [CAR] = [Setup] from the left

Staff Cost
w CAR

menu

Step 2. Click [Asset Master] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




User: parileung Last Login: 13/03/2003 1446 Logout | Help | ok

Update Asset Master

Current School Year: 2002 13 March 2003 15:11

[5-FCADZ-02] FMP = CAR > Setup > Asset Master

Category ﬂESEt pzisize | Analysis Code 1 Analysis Code 2
Asset Code I RADIO vI

English Description |

Chinese Description I

Category Code | ALL j

? Learch @ Reset
English Description Chinese Description Category Code Effective
Status

|Rad|c: P«umo

ﬁ Add 7 Delete

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 5. Click [Asset Code] hyperlink




User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Update Asset Master

Current School Year: 2002 13 March 2003 13:11
[S-FCAD2-04] FMP > CAR > Setup > Asset Master
Category | s53=fplizise  Analysis Code 1 Analysis Code 2
Asset Code RADIO
Category Code |AUDIO-AudiD Equipment j
English Description |Radin
Chinese Description |l¢t§,={,§
Effective Status I.'u'.l:ti"."E vI
(@5 ) Doer)

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 6. Update the fields

Step 7. Click [Save] button




Delete Asset Master

1 Record saved successfully.

Category | ioszreklgeare
Asset Code

English Description
Chinese Description

Catagans Code

* FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
w CAR

User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Current School Year: 2002 13 March 2003 15:11

[5-FCADZ-01] FMP > CAR > Setup > Asset Master

Analysis Code 1 Analysis Code 2

Step 1. Click [CAR] = [Setup] from the left
menu

Step 2. Click [Asset Master] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




User: testesll LastLogin: 24/015/2003 12:35 Logout | Help | Pachdc
Delete Asset MaSter Current School Year: 2002 26 May 2003 14:28

* FMP

Common Setup

Budgeting
Bookkeeping
Staff Cost

= CAR

[S-FCAD2-02] FMP > CAR > Setup > Asset Master

Analysis Code 1 Analysis Code 2
Asset Code I RADIO vI

English Description |

Chinese Description |

Category Code ALL -
? Search @ Reset
Asset Code . English Description Chinese Description Category Code B
Status
: AN

|Radlo |LB£$=% |ﬁUDIO

Step 5. Select checkbox(es) next to
[Asset Code]

Step 6. Click [Delete] button

Note:

Deleting asset code is not allowed, if
any Asset Registration with this asset
code exists.




Capital Asset - Analysis Code 1

» Analysis code 1 is used to further characterize asset master records and facilitate
user to narrow the searching criteria in all online enquiry and reports. It is an

optional asset information.

«Add

- By default, effective status of all newly created analysis codes 1 will be set to
“Active”.

- No duplicated analysis code 1 record is allowed.
eUpdate

- User may change the description and effective status of the analysis code 1.

eDelete

- User is not allowed to delete analysis code 1, if any asset master record with

this analysis code 1 exists in Asset Registration.
- Instead of deleting an analysis code 1, user may consider setting the effective

status of the analysis code 1 to “Inactive” if the code is no longer in use.



User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Add Analysis Code 1

[S-FCAD-05] FMP = CAR = Setup > Analysis Code 1

Category | Asset MasterQanzlcis nal ’ Analysis Code 2
Analysis Code 1 ALL™

English Description I

Current School Year: 2002 13 March 2003 15:12

Chinese Descripting I

__% Search @l ) Reset

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

- Step 1. Click [CAR] - [Setup] from the left
menu

Step 2. Click [Analysis Code 1] tab

Step 3. Click [Add] button




User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Add Analysis Code 1

[S-FCAD-07] FMP > CAR = Setup > Analysis Code 1

Category Asset Master | :tiiziligiz tocdl= 1 Analysis Code 2

Add Analysis Code 1 Entries

———dlusisCode ] FulishDesrridion (liese e
[P1 |Primary one [—
| | !
| | !
| | !

Current School Year: 2002 13 March 2003 15:13

E Save <] Back

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 4. Fill in the fields

Step 5. Click [Save] button




Update Analysis Code 1

User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Current School Year: 2002 13 March 2003 15:13

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

[S-FCAD-05] FMP = CAR = Setup > Analysis Code 1

1 Record saved successfully.
‘ el ysisiod ey

Category Asset Master
Analysis Code 1
English Description

Analysis Code 2

Chinese Description

Step 1. Click [CAR] = [Setup] from the left
menu

Step 2. Click [Analysis Code 1] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




Update Analysis Code 1

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Category Asset Master

Analysis Code 1
English Description

Chinese Description

Brraly s bod el

P1

[S-FCADM-06] FMP = CAR = Setup > Analysis Code 1

Analysis Code 2

Current School Year: 2002 13 March 2003 15:14

@ Search ] [_@ Reset ]

Analysis Code 1 -

English Description Chinese Description Helle
Status
J\-

|F'r|marg.f One

Step 5. Click [Analysis Code 1] hyperlink




Update Analysis Code 1

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

[S-FCAD-08] FMP > CAR = Setup > Analysis Code 1

Category Asset Master Anal!_.rsis Codell Anal:sis Code 2

Analysis Code 1
English Description

Chinese Description

F1

User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Current School Year: 2002 13 March 2003 15:14

|Primary one

IfJ —

| Active ™ I

Step 6. Update the fields

Step 7. Click [Save] button




User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Delete Analysis Code 1

Current School Year: 2002 13 March 2003 15:13

[S-FCAD-05] FMP = CAR = Setup > Analysis Code 1

1 Record saved successfully.

Bl yeis Lo e

Category Asset Master
Analysis Code 1
English Description

Analysis Code 2

Chinese Description

v FMP

Common Setup

Budgeting

Step 1. Click [CAR] = [Setup] from the left
menu

Bookkeeping
Staff Cost
W CAR

- Step 2. Click [Analysis Code 1] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




; User: testedl]l Last Login: 26/05/2003 10:54 Logout | Help | Pachdc
Delete AnaIySIS COde 1 Current School Year: 2002 26 May 2003 18:24

[S-FCAD1-06] FMP > CAR > Setup > Analysis Code 1

Category Asset Master | :tiiziligiz tocdl= 1 Analysis Code 2

Analysis Code 1 F1 -

English Description

|
Chinese Description |

(R sem) (B eeet)

Analysis Code 1 . English Description Chinese Description B
Status

|P1-1m315r Cine fJ\—

* FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
w CAR

Step 5. Select checkbox(es) next to [Analysis
Code 1]

Step 6. Click [Delete] button




Capital Asset - Analysis Code 2

» Analysis code 2 is used to further characterize asset master records and facilitate
user to narrow the searching criteria in all online enquiry and reports. It is an

optional asset information.

«Add

- By default, effective status of all newly created analysis codes 2 will be set to
“Active”.

- No duplicated analysis code 2 record is allowed.
eUpdate

- User may change the description and effective status of the analysis code 2.

eDelete

- User is not allowed to delete analysis code 2, if any asset master record with
this analysis code 2 exists in Asset Registration.
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User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa

Add Analysis Code 2

[S-FCAD1-09] FMP > CAR = Setup > Analysis Code 2

Category Asset Master Analysis Code (Crnalysicicode Z0)
Analysis Code 2 | ALL j
English Description I

Chinese Description I
@ Searc " @ Reset

Current School Year: 2002 13 March 2003 15:15

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

- Step 1. Click [CAR] - [Setup] from the left
menu

Step 2. Click [Analysis Code 2] tab

Step 3. Click [Add] button




Add Analysis Code 2

User: panleung Last Login: 13/03/2003 14:46 Logout | Help | harhEa
Current School Year: 2002 13 March 2003 15:18

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

[S-FCADNM-11] FMP > CAR = Setup > Analysis Code 2

Category Asset Master Analysis Code 1 [ Gircilysis ol e

Add Analysis Code 2 Entries

Step 4. Fill in the fields

Step 5. Click [Save] button




User: panleung Last Login: 13/03/2003 1446 Logout | @_

Current School Year: 2002 13 March 2003 15:18

Update Analysis Code 2

[S-FCAD1-09] FMP > CAR = Setup > Analysis Code 2

1 Record saved successfully.

Category Asset Master Analysis Code 1 ircilsis Bl e ’

Analysis Code 2 | ALL j —
English Description I

Chinese Description I

Add ] @ Reset

v FMP

Common Setup

Budgeting

Step 1. Click [CAR] = [Setup] from the left
menu

Bookkeeping
Staff Cost
W CAR

- Step 2. Click [Analysis Code 2] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




User: panileung Last Login: 13/03/2003 1446 Logout | Help | harhi#

Update Analysis Code 2 : ol e

Current School Year: 2002 13 March 2003 15:19

[S-FCAD-10] FMP > CAR = Setup > Analysis Code 2

Category Asset Master Analysis Code 1 [ Gircilysis ol e

Analysis Code 2 I MUSIC j
English Description I
Chinese Description I

@ Search ] [_@ Reset ]

Anahysis Code 2 . English Description Chinese Description Helle
Status

|ru1u3||:

v FMP

Common Setup

Budgeting
Bookkeeping
Staff Cost

ww CAR

Step 5. Click [Analysis Code 2] hyperlink




User: panleung Last Login: 13/03/2003 1446 Logout | @_

Current School Year: 2002 13 March 2003 15:19

Update Analysis Code 2

[S-FCADM-12] FMP > CAR = Setup > Analysis Code 2

Category Asset Master Analysis Code 1 [ Gircilysis ol e

Analysis Code 2 [Wi=1Te
English Description Ihﬂusic
Chinese Description Ixazgg,g

| Active ™ I

v FMP

Common Setup

Budgeting

Bookkeeping
Staff Cost
W CAR

Step 6. Update the fields

Step 7. Click [Save] button




User: panleung Last Login: 13/03/2003 1446 Logout | @_

Current School Year: 2002 13 March 2003 15:18

Delete Analysis Code 2

[S-FCAD1-09] FMP > CAR = Setup > Analysis Code 2

1 Record saved successfully.

Category Asset Master Analysis Code ‘ Arral Y se o e 2

Analysis Code 2 ALL j —
English Description I

Chinese Description I

v FMP

Common Setup

Budgeting

Step 1. Click [CAR] = [Setup] from the left
menu

Bookkeeping
Staff Cost
W CAR

- Step 2. Click [Analysis Code 2] tab

Step 3. Enter the search criteria

Step 4. Click [Search] button




User: testedl]l Last Login: 26/05/2003 10:54 Logout | Help | Pachdc

DE| ete An aIyS | S CO d e 2 Current School Year: 2002 26 May 2003 18:30

[S-FCAD1-10] FMP > CAR > Setup > Analysis Code 2

Category Asset Master Analysis Code 1 [ Gircilysis ol e
Analysis Code 2 I MUS|C vI

English Description |

Chinese Description |

(R sem) (B eeet)

. Effective
Analysis Code 2 .
v Analysis Code 2 English Description Chinese Description

* FMP , |Mu31c
Common Setup

Budgeting

Bookkeeping
Staff Cost

= CAR

= Step 5. Select checkbox(es) next to [Analysis
| Code 2]

Step 6. Click [Delete] button

Press
ESCAPE
to return




