Assets

Assets view allows user to record and manage the
company’s assets. User can also dispose asset
(record) here. Creation of new assets are mainly

done when it is purchased (see “Accounts —
(Transactions) Non Trade Invoice” for more details),
but user can create assets records from this view as
well, e.g. for carry-over asset or receive asset from
another company.

Below actions are available under “Assets”:

&= Create new, copy and import existing or
carry-over asset;

=) Update and move, delete, dispose, sell,
view and search for asset

=l Assets %
H Asset Group: [ < Select All » | Asset Location: | < Select All > v ( searcn )
Year: [ vl | supplier [ < Select Al > v ( create |~
Asset Co.. & Asset Name | Depr. Meth.. Lifespan In Mo._. Acquisition D... AssetLocat.. AssetGroup  Branch  Original C.. Net Book Va.. Document 5"‘"@
ASTOOD1 | Office Furniture - Tables & Chairs | straignt Line 36/Nov 14, 2012_|HQ Furniture & Fiti.._|Head Off.. 5§15,000.00 Sold ]
ASTO002 | Computer Desktop and Laptop [straight Line 36/0ct 23,2012 |HQ Computer Hard... | Head Off.. |5$28,000.00 55100|Fully Deprecia..
ASTO0D3 | HP Printer Straight Line 60| Jan 20, 2015 _|HQ Office Equipment | Head Off..| 5$1,20000 _551,020.18| Confirmed
ASTO004 | Office Pantry renovation Straight Line 60[Feb 25,2015 |HQ Renovation Head Off..| 538, 557,756.80| Confirmed
ASTO0DS |1 units of HP Laptops for Amanda [straight Line 36Jun 16,2015 |HQ Computer Hard.. | Head Off..| S$1900.00 _ S$1689.00| Confirmed
ASTO0D6 |1 unit of HP Laptop for Jessical unit of HP Lapto... | Straight Line| 36/un 16,2015 |HQ Computer Hard... |Head Off..| S$1900.00]  SS1689.00 Confirmed
o
v
F:) 1[ < Al Assets > v Total Original Cost | 5§5695000 Total Net Book Value | 551215598 | 6

Assets List | Assets Details
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Title | Flesze | ByUsr | OnbDate [R! Title | ( CreateNew )
A 1) - N
Description \ Save )
Revert
Delete
File Name | l+« @8 &3
Size: bytes (1}
v
Asset | Depr Streams | Disposal Postings | Notes / Attachments
[ssets uist | assets Detais ]
. L Mandatory
Field Name Description .
Information
Asset Code Custom code for the asset Y
Asset Name Name of the asset Y
Asset Group Select the asset group Y
Description Description N
Asset Location Select the asset location Y
The date on which a purchase commits to
Acquisition
buying an asset and effectively takes Y
Date
control of the asset from the seller.
Usage Date Date when asset is first used Y
Supplier Select the vendor / supplier Y
An actual amount paid or incurred, as
Actual Cost N
opposed to estimated cost or standard cost.
Exchange Rate N
The total costs associated with the
purchase of an asset. The original cost of
Original Cost an asset takes into consideration all of N
the costs that can be attributed to its
purchase and to putting the asset to use.
The value at which a company carries an
asset on its balance sheet. It is equal to
Net Book Value N
the cost of the asset minus accumulated
depreciation.
Residual Cost Asset’s worth at the end of its lease. N
Tax Rate Tax rate associated with this asset N
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Depr. Method
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Account

Disposal

Amount of tax associated with this asset

Select the company’s branch.

Entity type (see Analytical Groups)

Account for the asset

Account for asset’s accumulated

depreciation

Method of depreciation for the asset

Account for asset’s depreciation expense

Account for asset’s disposal

Account

Gain On Sale of

Account for gain on sale of asset

Assets

Loss On Sale of

Account for loss on sale of asset

Assets

Create New, Copy and Import
Existing / Carry-Over Asset

*Note: for newly purchase asset within the current
fiscal calendar period, use “Accounts —

(Transactions) Non Trade Invoice” to create the asset

1. Click “Create” button at the top right side of
“Assets List” tab, it will open “Assets Details” tab

with new form

[Er=pl

Asset Group: | < Select All > | AssetLocation: | < Select Al > v ( searcn )
Year: [ | supplier: [« Select Al > v [ create
AssetCo.. b Asset Name Depr. Meth... Lifespan In Mo... Acquisition D.. Asset Locat..| AssetGroup  Branch  Original C.. Net Book Va.. Document Sta..[®
ASTO001 | Office Fumiture - Tables & Chairs Straight Line 36/Nov 14,2012 |HQ Fumiture & Fitti... | Head Off.. | $15,00000 Sold A
AST0002 ‘Computer Desktop and Laptop Straight Line. 36/0ct 23,2012 |HQ Computer Hard..  Head Off.. 5$28,000.00 $§1.00|Fully Deprecia..

ASTO003 | HP Printer |Straight Line 80/Jan 20,2015 |HQ Office Equipment | Head Off...| $§1,20000 $§1,020.1| Confirmed
ASTO004 | Office Pantry renovation |Straight Line 60/Feb 25,2015 |HQ ] Head Off..| $$895000] $§7,756.80|Confirmed
ASTO005 1 units of HP Laptops for Amanda Straight Line| 36/Jun 16,2015 |HQ Computer Hard.. |Head Off.. | $$1,900.00! 551,689.00 Confirmed
ASTO006 1 unit of HP Laptop for Jessical unit of HP Lapto... |Straight Line 36 Jun 16, 2015 HQ Computer Hard.. |Head Off.. $$1,900.00 5$1,689.00 Confirmed

2. Fill up asset’s information

3. Click “Save” button at the bottom right side of

screen when done

4. Click “Confirm Asset(s)” button at the bottom
right side of screen and click “Yes” button to
confirm



5. Asset depreciation stream entries will be

automatically created on “Depr Streams” tab, based on
the asset’s “Actual Cost” value divided by “Lifespan
In Months” value

H Assets *

Fiscal Period & Monthly Depr Amount Yearly Depr Amount | Document Status m
Jan-2015 5§19.98 5$239.76 Posted n
Feb-2015 5§19.98) 5§239.76 | Posted
Mar-2015 5§19.98 $$239.76 | Posted
Apr-2015 5§19.98) 5§239.76| Posted
May-2015 5$19.98) 5$239.76| Posted
Jun-2015 5§19.98| 5$239.76| Posted
Jul-2015 5$19.98 5$239.76| Posted
Aug-2015 551998 5$239.76 | Posted
Sep-2015 5$19.98 $$239.76 Posted
Oct-2015 5§19.98 SWE?.TEI Drafted
Nov-2015 $$19.08 $$239.76| Drafted
Dec-2015 5§19.98 5§239.76  Drafted
Jan-2016 5§19.98 5§239.76| Drafted
Feb-2016 5§19.98 5$239.76| Drafted
Mar-2016 5§19.98 5$239.76| Drafted
Apr-2016 5§19.98 $$239.76 | Drafted
May-2016 5§19.98 5§239.76  Drafted
Jun-2016 5§19.98 5$239.76| Drafted
Jul-2016 5$19.98 5$239.76| Drafted
Aug-2016 5§19.98 5§239.76| Drafted
Sep-2016 5§19.98 5$$239.76 | Drafted
Oct-2016 $§19.98 SSZB‘).TE[Dtaﬂed
Now-2016 5$19.98) 5$$239.76| Drafted
Dec-2016 5§19.98| 5§239.76| Drafted
Jan-2017 5§19.98 5$239.76| Drafted
Feb-2017 5$19.98 5$239.76| Drafted
Mar-2017 $$19.98 $$239.76 | Drafted
Apr-2017 5§19.98 5§239.76| Drafted
May-2017 $$19.08 SS?B‘J.TErDlafl@d 3

Asset | Depr Streams J_ Disposal Postings | Notes / Attachments |

Assets List [ Assets Details

6. To create a (new) copy of the asset record click
the arrow on “Dispose Asset” button at the bottom
right side of screen and select “Copy Asset”. Then
click “Yes” button, it will create a duplicate of the
asset record. Make change(s) where applicable

[Hese =
R
hssesinfo _  TTT——
Asset Code Asset Name Asset Group i
(AsT0003 | [HP Printer 1 (0501 - Office Equipment w| [Courts Singapore - 1 unit of HP Printer
Asset Location Acquisition Date e Date
[AL-01-HQ ~| [20/0172015 | (2070172015 !
Supplier Actual Cost Exchange R Original Cost
(6004/CO001 - Courts Singapore (SGD) ol [ s$1,20000] [ 1) [ 551,200.00|
Net Book Value Residual Cost Tax Rate Tax Amount
551,020.18 ) 551.00] ! ]
Branch ity Type
HQ - Head Office | [ET01 - Commercial v
Depr. Info.
Asset Account Accumulated Depr. Account Depr. Method Lifespan In Months
[5120.30 - Office Equipment w!| 131~ Accum. Depreciation - Office Equipment w| ' Straight Line v [60 ]
Depr. Expense Account Disposal Account Gain On Sale Of Assets Loss On Sale Of Assets
(3074.04 - Depreciation - Office Equipment w! [3440.01 - Ascets Written OFf w! [3353.02 - Gain on Sales of Assets w! [3353.01 - Loss on sales of Assete. !

Asset | Depr Streams | Disposal Postings | Notes / Attachments |

Assets List |_Assets Details

7. On “Assets List” tab click the arrow on “Create”
button at the top right side of screen and select

“Import Assets”.

records to a CSV file

User can import multiple new asset
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H Assets *

Asset Group: | < Select All > | Asset Location: [ < Select All > v ( search )
Year: [ vl [ | supplier: [ < Selectan > v! ’-'_

Asset Co... Asset Name "Depr. Meth. Lifespan In Mo.. Acquisition 0..| Asset Locat..| AssetGroup | Branch | Original C..| Net Book Va.. Dipceore
ASTODO1  Office Fumiture - Tables & Chairs Straight Line 36 Nov14,2012_|HQ | Furniture & Fitti.. |Head Of.. §$15,000.00.

ASTO002 | Computer Deskiop and Lapiop Siraigh Line 36/0c123,2012_|HQ | Computer Hard... | Head Oft.. |$528,000.00 55100 Fully Deprecia...
ASTO003 | HP Printer straight Line| 60]Jan 20,2015 [HQ Office Equipment | Head Off.. | $$1.20000]  $§1.020.18 Confirmed
ASTO004 | Office Pantry renovation Straight Line| 60|Feb 25,2015 _|HQ Renovation Head Off..| $$895000] $$7,756.80|Confirmed
AST0005 1 units of HP Laptops for Amanda Straight Line 36 Jun 16, 2015 HQ Computer Hard... | Head Off.. | $$1,900.00, $$1,689.00 Confirmed
ASTOD06 |1 unit of HP Laptop for Jessical unit of HP Lapto... |Straight Line 36|1un 16,2015 |HQ |Computer Hard.. |Head Oft..| 55190000 551,689.00|Confirmed

Update and Move Asset

1. Double click on asset to be updated, it will bring
up the selected asset details on the “Assets Details”
tab.

2. Click “Save” button at the bottom right side of
the screen when done with the updates

3. To move the asset’s location, right click on an
asset on “Asset List” tab and select “Move Asset(s)”

4. Select the new asset location and branch on the
pop-up window, then click “OK” button to complete the
move

Delete Asset

1. Double click on asset to be deleted, it will
bring up the selected asset on the “Assets
Details” tab

2. Click on “Delete” button at the bottom right
side of screen

3. Click on “Yes” button on the pop-up window
to confirm asset deletion

Dispose Asset

1. Double click on asset to be dispose, it will
bring up the selected asset on the “Assets
Details” tab



2. Click on “Dispose Asset” button at the
bottom right side of screen then click “Yes”
button on the pop-up window to confirm asset
disposal

3. Fill up disposal information on the pop-up
window then click “OK” button when done

|3 Assets x

CIER R Al

Asset Code Asset Name Asset Group Description

[asToo03 1 (1P printer | [05-01 - Office Equipment | [Courts Singapore - 1 unit of HP Printer

As
90 Application Dialo x

[ 4w g S EEEEEE——
Dispose an Asset

sd Rate Original Cost
i Di Asset

id ispose an 1) [ 551,200.00

N Tax Amount

[ Aset Disposal Date 3] )
[AST0003 - HP Printer | (2570172017 v

B

[ Doc? Ref

| [<-AUTO-GENERATED-> | [employee sale to Neo

| 08 | I ]

{a BusnessPatner B B s

BiE| A line IC)

pg [oxRate . Ble OF Assets Loss On Sale OF Assets

E At (Gain on Sales of Assets | [3353.01 - Loss on sales of Assets vl
(] Price Tax Inclusive Dispose Asset | v) (_ Create New Save Revert
Memo
Fm:.\dnm

Asset | Depr Streams | Disposal Postings | Notes / Attachments |

T Assets List | Assets Details

4. Asset disposal record posted will be created
in the “Disposal Postings” tab under “Assets
Details” tab

1 Assets *
Joumat: General Jounal | Date! 30/10/2015 Document #/ DSP15-100002 | Reference &

Accounts | Account Name Entity Type: Memo Due Date Debit | Credt | BaseAmount |&
335302 Gain on Sales of Assets Commercial ransie $§11,08240 5$11,08240 1| A
4110011/54001 _|Sasa - HQ Commercial Dec 31,2015 581150000 5$11,500.00 Dr|
512010 Fumiture & Fittings |Commercial | Asset Transfer test | ss15.00000 5915,000.00 €1
|512011 Accum. Depreciation - Furniture & Fittings Commercial 1 Asset Transfer test 551458240 551458240 Dr|

I

[ sset | Depr treams | Disposal Postings | Notes / Attachments |

Sell Asset

1. Double click on asset to sell, it will bring
up the selected asset on the “Assets
Details” tab

2. Click on “Dispose Asset” button at the
bottom right side of screen then click “Yes”
button on the pop-up window to confirm asset
disposal

3. Fill up disposal information on the pop-up
window then click “OK” button when done
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CERTN
Asset Code Asset Name Asset Group Description
(ASTOD03. ] (P Printer | [05.01 - Office Equipment | [Courts Singapore - 1 unit of HP Printer
A
00 Application Diak x
4 o Aepicstion Dileg —
Dispose an Asset L
sd - et Rate Original Cost
7| isposean 1) [ 551,20000]
e Tax Amount
] Asset Disposal Date =l )
- ninter hd v
[AST0003 - HP Pri | (250172017 N
&
[ Doc? Ref#
N ATo-ceneRaTD | TS )
| 08 | B ]
{ag BusinessParner Il ot s
line: - — )
HIE ~ 3 =
pg [uRute HT“ ) Ble Of Assets Loss On Sale OF Assets
3 v (Gain o Sales of Assets | (335301 - Loss on sales of Assets vl
0 preTaae ot = e ) (e
fsale of old asset

Asset | Depr Streams | Disposal Postings | Notes / Attachments |

Assets List | Assets Details

Asset disposal record posted will be created
in the “Disposal Postings” tab under “Assets
Details” tab

In the “Disposal Postings” tab, right-click
on the journal entry for the disposed /
written off asset, and select “Open Account
Register”

HRssets x|
Journat:General Journal | Date 2570172017 Document 2 DSP17-010006 | Reference #employee sale to Neo ]
Accounts Account Name EntityType | Memo " DueDate Debit Credit  BaseAmount [5]
| Assets Written Off Iz, ial ‘Sale of old asset 1 §§720.48 | 5872048 Dr[ A |
512030 |Office Equipment. L£i Open Journal Entey JSale of old asset | 561,200.00] S§1,200.00 Cr
512031 Accum. Depreciation - Office Equipment Open jter Sale of old asset $5478.52 5347852 D1
'E Thow Analytica Entries

Asset | Depr streams | Disposal Postings J Notes / Attachments
[ Rt Uit | sssets Detais

in the “Account Register”, right-click on
the journal entry for the disposed / written
off asset, and select “Move to Another

Account”
(Tl Recoom fegter 7| doses |

Account: (344001 - Assets Written Off

| gy [Accounts Currency | Group Currency |
) Debit Credit Balance
Fiseak: [Vear 2017 V) From <) T ] ok ss72048) [ f S572048 Dr |

Joumak [< Select Al > ) Show] AllRecords ] Selectec: s8] [ ) SST2048 0|
Journal Date & Document 2 | Reference £ I Entity Type | Mema | Debit T Credit ™|
General Jan25, 2017 DSP17-010006 ET01 - Commercial |Sale of old asset | 5872048 ~
Qpen Journal Entry
(3 Show Analytical Entries
] Show Asset De
] Show History
[} Open Audit Trail Register
Move To Another Account
Select All Lettraged

Select account for sold asset (i.e. “Gain /
Loss on Sale of Fixed Assets” account)
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@0 Move To Another Account *

Mowe To Another Account

i Change the account for all the selected journal entry lines to
another account of the same currency.

@ Please choose an account to which selected journal entry lines will be posted to.

Account: vl

@D (o)

8. To create invoice for the sale of the fixed
asset, use Non Trade Invoice (Accounts —
Transactions).

Open Non Trade Invoice (Accounts —
Transactions) and create new document

9. Enter the header information: i.e. Customer
for the “Partner Account”, “Payment Term”,
and “Description”

10. Enter Account Entries line (i.e. “Gain /
Loss on Sale of Fixed Assets” account) for
the asset’s sales amount and tax rate (if
any)

(IS Non Trade Inveice x| =] Account Register | [] Assets |

Bze® Q8 0|d-H- Drafted

Decument Date Branch

(2570172017 ~| [sB1701/066 ] [emp sale to Neo | [HQ - Head Office ~/
Partner Account Currency Payment Term

[4110.011/CAD01 - Cash Sales v sGD [cop.-con. | [EMo0S - Eny Ee ~]
Partner Location Partner Contact Description

(HQ ol [ vl ale of ASTO003 HP Printer

Invoice Date

i | Assets | Postings | Notes / Attachments |

[ show Cost CenterEntries 4

711[3353 - Gain (Loss) on Sele of Faxed Ass_|[ET01 - Commercial | Sale of ASTOOD3 HP Printer I 5550000 (Sales Tax Account 7% SR
* Account Entity Type | Description [ Amount | Tex Rote.
1/3353 - Gain (Loss) on Sale of Fixed Assets | C: el |Sate of ASTOD03 HP Printer /58500.00) Sales Tax Account 7% SR
Total [Amount: $8500.00 + Tax: $$35.00] = Grand Total 56535.00]
(" Generate Documents | =) (_Confirm Nan Trade invoice(s) | =) ( CreateNew Sove Bevert Delete

[ Nen Trade Invoice List | Non Trade Invoice.

11. Confirm and post the Non Trade Invoice
[T Nen Trade Invoice x| [ 2] Account Register | [ Assets |

Bz e 0O/ O/d-H- Posted

Decument Number Branch
1 i

(250172007 | (sa1701/086 ] [emp saleto Neo HQ - Head Office v
Partner Account Currency Payment Term Representative
[4110.011/CA001 - Cash Sales v~ SGD [cop.-cop. | [EMO5 - Ehvy Ee. v

Partner Location Partner Contact
) [

Description
(ha v ] e of ASTO003 HP Printer
Invoice Date
v

[ Account Entries | Asscts [ Postings | Motes / Attochments |

—
Journal{Sales Journal - SGD Date:(25/01/2017 Document 2 SB1701/066 | Reference =(emp sale to Neo

ccount® Aecount Norme T iy e Viemo Due Dote e | Gt Sase Aot

3353 Gain (Loss) on Sale of Fixed Assets Commercial Sale of ASTO003 HP Printer 5850000 sss0000rl Al
|4110011/CA001 |Cash Soles [Commercial Sele of ASTO003 HP Printer Jan 25, 2017 5553500 55535001
612001 GST Output Tax Commerciai ] Sale of ASTO003 HP Printer | 535,00 53500 Cr

12. Print the Non Trade Invoice
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View and search for asset details

1. Enter search parameter to filter the result,
i.e. type in the asset name in the search
textfield box at the bottom left of the
assets’ table

2. Double click on asset to view, it will bring
up the selected asset details on the “Assets

Details” tab



