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1. Obijective

This module defines the procedures for managing fixed assets in the Bisan system. The
Bisan system is used centrally to Receive Fixed assets, move assets between ministry
locations, count the assets in the locations and retire the asset when need to remove the
asset quantity and asset amount.

As with all other modules in this policy and procedures manual, it starts with a schematic

overview of the process then discusses each step in detail, highlighting the screens and
approvals required at each step

2. Scope

This procedure is of interest to:

- Procurement Department
- Accounting Department
- Line Ministries
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3. Workflow/Process Flowchart

Workflow Summary Responsibility
Fixed Asset Family Mapping to Economic Account Accounting Department
Asset Item Definition Procurement Department

l

Purchase the Asset through P2P cycle and Print
Asset Tag When Asset Received in the Procurement Department
Warehouse

l

. . . Procurement Department
Asset Locations defined in the System P

l

Move Asset between locations /Ministry Procurement Department
Locations

l

Procurement Department
Asset Count P

l

Procurement Department
Sell/Retire Assets

Accounting Department
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4. Detailed Process Procedures
4.1 Background

The Fixed Assets module is fully integrated with the procure-to-pay (P2P) process workflow,
along with synchronizing the process to meet GASB recording and reporting standards
(recording on a modified and full-accrual basis at the same time). This will therefore present
new decision points for the end users interacting with the FMIS.

The configuration of the Assets Module is to establish the asset items and to allow recording
of capitalized or non-capitalized assets. Early in the process a decision is made as to when
an asset will be classified as capital and depreciable or fully expensed, but maintained in the
asset register for inventory purposes. This decision point happens at the PR document stage
when the asset item is selected. Alternatively, if a Budget Request Voucher (BRV) voucher is
used to start the purchase of a fixed asset(s), it would be referenced to the asset item per
line in BRV. When a fixed asset GL account is selected on BRY, it will require a fixed asset
item (same idea as A/R A/P). Example: if BRV is used and we have 10 printers as an example,
we have to enter 10 GL lines on the BRV (a separate line per printer).

The GRMI has multiple fixed asset account groups defined in the economic codes of the BCS,
therefore each asset item must be mapped to an asset group to reflect the financial effect
on the general ledger.

The following sections describe the process in Bisan to procure, account for, and manage
fixed assets.

4.2 Detailed Fixed Asset Management Process

4.2.1 Asset Family
Step 1: Asset Family Definition and mapping to the chart of account

Asset Management HR

The Asset Family table contains a list of all Asset Families (Groupings). Once selected, all
defined asset families are displayed. You can show the fields of asset families to review the
accounts or you can open the asset family to review the accounts. The following image is an
example of an asset family:
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Asset Family : 0000000008 - Furniture and Fodure

& B

Code

D X

(T ] v e

[ Furniture and Fodure

[ Furniture and Fodurs

Az=et Acocount
Accum. Depr. Account
Sales of Asset Account

Cost of Assst Sold Account

Assst Prefic |

Deprecation Rate

Ficed Asset - Furniture & Fictures
[ Jatamonse
Cost OF Assets Sokd - Internal Use

Depredation Expense Account | 804911 Depredation Expense
Asset Revenus
Capital Outlzy Bxpensa | 803133 |Furni1:|.lE & Foduras

Date

Depredation Rate

Understanding the asset family fields and defining new asset family.

Header/General Tab

Field Name

Capitalized Asset

Non-Capitalized Asset

Comments

Code Unique Code Unique Code Fixed Asset Family code is a
unique code to identify the
asset family. Users can enter a
code or leave the code field
empty and Bisan will create a
sequential code for the asset
family.
Asset Asset Type: Fixed Assets Asset Type: Capital If the asset account selected is
Account Classiication | Assets | | Expense of type fixed asset, then the
Referm:z: ::’::;m Biewem— . asset value will be capitalized. If
Type | Capital Expense the asset account selected is of
Reference Type | Asset type capital expense, then the
RefeenceRequr=d | total asset value is classified
under expenditure immediately
upon purchase, with the option
of tracking the asset count by
location and custody.
Accumulate | Account type: Not Required
d Accumulated
Depreciation | Depreciation
Account Classification | Assets
Type | Accumulated Depreciation
Reference Type |Asset—
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Field Name

Capitalized Asset

Non-Capitalized Asset

Comments

Sales of Account type: Other Not Required Classification | Revenue
Asset Revenue and the Type [ Other Revenue
Account reference type should be _
Reference Type | Asset

Asset.

If an asset is sold, it is

used to record the sales

value of the asset.
Cost of Asset | Account type: Cost of Not Required Classification | Expense
Sold Asset Sold. Type | Cost of Asset Sold
Account If an asset is sold, it is

used to record the cost of
asset sold (book value).

Reference Type |

Depreciation

Account type: Operation

Not Required

Classification | Expense

Expense or Admin Expense Type | Admin Expense
Account Reference Type |
Capital Account type: Expense. Account type: Expense. | This account is used to record
Outlay The same account the Asset value as a Capital
Expense selected under asset Expenditure under GASB.
account above. Note: This account is used in
the budget line item for
appropriation control.
Classification | Expense
Type | Capital Expense
Reference Type | Asset
Reference Required
Asset Not Required Account type other
Revenue revenues with reference

asset

Classification | Revenue

Type | Other Revenue

Reference Type | Asset

Asset Prefix

The value of this field will
be used in numbering the
assets code tag

Depreciation
Detail

Depreciation rate and
start date for the
percentage

Example on encoding
percentage, if the Depreciation
Rate is 25%, then the rate in the
system will be 25 (4 years,
straight line depreciation rate).

4.2.2 Asset ltem
Step 2: Asset Item Definition

File — Item - Item
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Fle

Edit Sales Stock Purchases
Funder/Client

Currency

Account

Warehouse

Ttem

. =+ . .
Click C to insert a new asset item:

To define a fixed asset, the first step is to define an Asset Item. Please reference Module 2.2
Procurement section 5.3.1.1 for adding a new inventory type with additional information

required as follows, it is the same process to follow:

- Item Act. Family: field is not required field. Asset family will be defined under the tab

Asset
- Type: Must be Inventory

Vouche

New Item : - Computers

=

v

M

Nelle | Computers

| English

| espariol

Belongs to ‘ 20001

Group ‘

Item Category |
Brand ‘

Classification ‘

Warranty ‘

Vendor ‘ ‘

Taxable

item Act. Family [ |

| Asset 1tem

Item Unit  Ttem Price  Ttem Cost Detail ~ STD. Cost  Bins  Specifications | Asset | Notes 1

— N
Type ‘_Invemory - |
Commission %o

Refund % | 100.00 |

Discount %

Item Unit: Must be Quantity with smallest unit selected under units.

¥ g Item : 100001 - Printer Cartridge

General

& &

Item Unit Item Price

O X E

Item Cost Detail

-~

STD. Cost

Smallest Unit | PCS Piece

Unit Part Number Package Weight Package Volume
1|PC5
kS
Default Unit | PCS | Piece
Report Unit [ PCS | Piece Piece
Unit Content | |
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Asset tab

Under the asset tab the following information should be completed

Field to be Completed

Discussion on How to Complete

Asset Family

This is a mandatory field that links the fixed asset item
to a default economic account number in the GL. By
clicking in the field and pressing F2, you will be shown
a list of pre-defined asset account family codes/names
for you to choose from, depending on the nature of
the asset item being purchased. This is used for
showing a particular economic account number in the
PR that is used to reserve the budget line item as a
capital Outlay expense.

Please see previous step for discussion on how to
complete this table should the pre-defined families be
changed or new families added.

Asset Group

A list (table) of asset groups could be defined with a
Code and Name, with the purpose of Grouping the
same type of assets for reporting purposes.

Asset Batch

This should be checked Ml if the asset item is
not managed with a unique serial number. An
example is purchase of chairs, where there is no need
to enter a serial number for each chair as this would
be exhausting and time consuming given all chairs
have the same characteristics and are of relatively low
value. If the chairs are checked as Batch then the
system will treat the chairs and tag them as batch
containing a number of chairs (example if 100 chairs
were bought, the batch will be 100 and each chair will
be tagged as 1/100,2/100 and so on)

Asset Prefix

A prefix for asset tags for all items belongs to this item.
For example, if the letter “C” was entered in this field
all tags generated for the items bought will start with a
C and then the tag generated serial number.

Custody

If this field has a check 2 Custody , this means the asset
should be assigned to a custodian and this will be used
in the fixed assets management module to track assets
and custodians.

Depreciation Rate

System uses straight line depreciation method, this is
the rate used to calculate the yearly depreciation
expense. Please note this overrides the rate defined in
the asset family.

Fixed Assets Management
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Field to be Completed Discussion on How to Complete

Depreciation Rate :]

Date Depreciation Rate
3 1 09/10/2022 4.00

If for any reason the rate changes, this could be tracked by
multiple lines by entering the date and the new rate.

4.2.3 Asset Procurement workflow
Step 3: Use Asset Item in Procurement

For a review of the Vouchers in the procurement workflow, please refer to Module 2.2
Procurement for more details.

1- Purchase Request - When an asset item is selected in the purchase request, the
capital outlay expense will be shown in account field automatically and then requires the

user to input the quantity requested and the expected price of the fixed asset: see the
screenshot below:

@ l%'] | @ Bpsrave Rect v @ @
Currency U.E.DuHar pate |22z |

Format | Add Tax - |

Type | Tender

Currency Rate
Purchase Order Date | M

Hide &

General Others  Tracking  Tender Suppliers Detail  Dates
‘ ‘ Ttem Diescription Account | Sub Account | Unit | Price | Quantity | Warehouse D\;munl".’n‘ Total Tender Quatation

> 1 008000001 Conference Table And Accessories 803133 PCS 100.00/ 1.000/ 100.00
+

Tem | | Conference Table And Accessories

Unit | pcs ‘PIEGE

Account | 203133

| Fumniture & Fixtures Warshouse | |

Total [ 100,00 Discount % Discount 0.00 T { 500, Nt Total [ 100,00

The purchase request will go through the approval process till posting and then on posting level an
original document will be printed with sequential code , see the following print out of the PR:
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Government of the Republic of the Marshall Islands
P.O. Box D, Majuro, Marshall Islands MH 96960

—r

Copy
Purchase Request 22/00000003 10/22/2022
Item Description Unit Price Quantity Total (USD)
008000001 Conference Table And Accessories PCS 100 1 100.00
Fund 10101 General Fund Total 100.00
Ministry/Agency 010000 Office of the President Tax 0.00
Program 000000 Default Program Met Total 100.00
Location 1000 RMI
SPG/Project 00000000 non project
User Date Reject Action To Comment Documents
ADMIN 102212022 05:55:52  |No Posted DOME Nao
ADMIN 10/22/2022 05:55:48 |No APPROVAL4 PRPOSTED Ne
ADMIN 102212022 05:55:46  |No APPROVALZ PRREVIEW4 Nao
ADMIN 10/22/2022 05:55:44  |No APPROVAL1 PRREVIEW2 Nao
ADMIN 102212022 05:55:36 |No Send To Group PRREVIEW1 Done Data Entry Nao
ADMIN 10/22/2022 05:39:14  [No Entry PRCREATION Enterad. Na

The purchase request will be classified under the pending group after posting, see screenshot below:

- E] Frice Quotation (Pend...

Price Quotation {Pending)

cREBR DvBEBAEE <
Search [Seardncemurd - ] [ contain - ]E

Funder/Client
Sarial # Date Status Funder,/Client Currency Net Total Commeant
Name

22/00000001 [§ 10222022 Posted 0000000 Supplier 01 30,00

2- Price Quotation: The purchase request is sent to Price Quotation to complete the
procurement process. The Purchase request should be open and click on Send to Price Quotation,
see screenshot below:

- [EJ Purchase Request (Pendi... |3 Purchase Request : 22/00000...

Purchase Request : 22/00000003

R D K (E e e

Currency us. Dollar Dst= | 10/22/2022
. —

Currency Rate

H|||

Purchase Ordsr Date

Hide a

_m Item(s) Others  Tracking  Tender Suppliers Detail  Dates
fnd (01 )l
MinistryfAgency cmmum.e President

SPG/Project | 00000000 non project

A New Price Quotation will be opened and Actual price should be entered in the item details tab (The
actual price should be less than or equal the expected price. If the line item price on the Price
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Quotation is greater than the Purchase Request price the price on the Purchase Request should be
adjusted before sending to the Price Quotation ), see screenshot below:

E & DL (] [eewee ezt v &3

Funder/Cliant @appﬁer Date (1022202 |
Curency [01___Juis, pollr oo :]
Tendercode
L]

Start Date

Hide &

General Others  Tracking
| ‘ Ttem Description Unit | Quantity | Standard Price | Price (NDiscount % ‘ Total Cump\y| Dacision Number

> 1oosoooo01 Confarence Table And Accessories pCs 1.000 100.00) 50.00 90,00 7
=

The price quotation should be posted and will be under the group pending until it is sent to the next
voucher (Purchase Order). See screenshot below:

Government of the Republic of the Marshall Islands
P.O. Box D, Majuro, Marshall Islands MH 96960

Price Quotation 22/00000001 Original

rice Wuo on
10/22/2022

Supplier 0000000
Supplier
Source Item Description Unit | Price | Quantity | Total (USD)

22/00000003 PR |008000001 |Conference Table And Accessories PCS a0 1 90.00
Fund 10101 General Fund Total 90.00
Ministry/Agency 010000 Office of the President Tax 0% 0.00
Program 000000 Default Program MNet Total 90.00

Location 1000 RMI
SPG/Project 00000000 non project

The price quotation will be classified under the pending group as shown below:

- E Price Quotation (Pend...
Price Quotation (Pending)

cBE & @ B O viEd @ EE Q|Fue -

Search [Search Keyword - ] [C,untain - ] [ ] |Q
Funder/Client
Serial Date Status Funder/Client Currency Net Total Commeant
Name
22/00000001 ] 10/22/2022 Postad 0000000 Supplier 01 90.00

3- Purchase Order: The price quotation is sent to Purchase Order. Open PQ and send to Purchase
Order, as shown below:
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. £ pricc Quotation (Pendin.. 3 Price Quotation : 22/00000001
Price Quotation : 22/00000001

& B PO RN E Reject v (& @ = =
Funder/Ciert. (0000000 ] Suppher I P\ldﬂszﬂdy!
Curency (01 ] US. Dollar

-
T
Foret
i o [
Type
e
S —

Hide &
_m Item(s) Others Tracking
Fund | 10101 General Fund
Winistry/Agency | 010000 Offica of the Prasident
Program | 000000 Default Program
ton w
SPGfProject | 00000000 nan project

A New Purchase order will be opened and Warehouse should be selected in the item details tab, see
screenshot below:

£ Price Quotation (Pendin.. B3 Wew Purchase Order :

New Purchase Order :

m £ = .
= 18 e Reit v &3
Funder/cliet (0000000 | sumpher Date | 10/22/2022 i
Curency (01 | US. Dollar Funder Balance :]
-
e ]

Hide &
General Expected Expense(s) Others  Tracking
‘ ‘ Item Description ‘ Account | SubAccount | Unit | Price | Quantity || Warehouse (fDiscount % | Total |
EY 1 008000001 Conference Table And Accessories 803133 PCs 50.00 1.000§0001 [ 90.00
=

Ttem 009000001 || Conference Table And Accesscries et [pes |Pince
Account | £03133 Furniture & Fixtures Warehouse Warshouse
N

The purchase order will go through the approval process until posted, see the printout of purchase
order below:
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Ceovernment of the Republic of the Marshall Islands
PO, Box D, Majuro, Marshall lslands MH 96960

Criginal
Purchase Crder Z2/00000001
122
Supplier DIOHE
i i
Please Supply this Fallowing:
Soearce [ hesn ] [ Unit| Wasrahouse | Price Tandar
LMoo 1 QOB D00 |Conferencs Tabla And Accesaoies |PCS | Wanshouss ] 1 90.00
Fusd 1010 Ganaesl Furd Tocal D0.0D
MiniwirpAgancy OO0 Dfics of tha Preacast Tam(&]  0.00]
Program (KR (Defaai Program HNTEH

Liocstien 00 FLE
SPOProject OOONIOOD non progd
i Toinl RENETY LS Dol Onip
Disforw delvery, phmas coniact

ILLING AMD SHIFPING INSTRUCTIONE

. Purchase Chrder Mumber nvest be known on all invoices and packeges relaied io this cader.

. Al Packnges nvast be marked exactly os indicated in the SHIP TO box

~. Packing List sesi sccompany shipment

. Prepay all shipping charges and add on as a separate fdlem o your invoice

. AIRMAIL o copy of packing list, copy of evidence of shipmen, and o copy of this Purchase Order 1o

“HIEF, PROCUREMENT AKD SUPPLY DIVISHON

POV ERMNMENT OF THE MARSHALL 1SLANDS

LAIURD, MARSHALL ISLANDS MH G606

. For premnpt payment : Aimeail Original Inveice, Packing List, Ongimal of Evidence of Shipment, and o copy of the
hase Oirdier 80

FOVERNMENT OF THE MARSHALL 1SLANDS

AANURD, MARSHALL ISLANDS MH o6l

i. The GRMI prefers paying through elecwonic fand transfer. Plesse indicare your bank detsils on your imvaice. The
aceount same should be the same as the Supplier’s name that appears on this Parchese Order.

Cheef of Procurement

ﬁ'hl.l. PO ks valid for 90 days anldy.

ADAEH B B | 5T i im0 XY TNRATREYY Page 11

The purchase order will be classified under the pending group, see screenshot below:

- E] Purchase Order (Pen

Purchase Order {Pending)

cE & & B O vie®@E B < (g -]

Search [Sean:h Keyword - ] [Cuniain - l [ l |q|
Funder/Client
Serial # Dats Status Funder/Client Currency Net Total Comment
Mame
22/00000001 10/22/2022 Posted 0000000 Supplier o1 50.00

4- Store Receipt: The Purchase order is sent to Store Receipt, as shown below:
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I 0 Purchase Order (Pendi.. 3

Purchase Order : 22/000000

Purchase Order : 22{00000001

B E = - ]
2 B D [E] (hwoe et v @z = =
Currey [a__]1is. ool s et | ——
Hide &
_mltsn'{! Expected Expense(s)  Others  Tracking
Fund | 10101 General Fund

Ministry/Agency Ofﬁce of the President

Program | gooono Defauit Program
SPG/Project | 00000000 I IR

A new Store receipt will be opened to receive the fixed asset in the warehouse and an Asset
Window on the line item will be opened in the store receipt. The new window contains detailed
asset information as follows:

- E Purchase Order (Pendi.. 3 new store Receipt : - CONT.
New Store Receipt : - CONTACT
=2 & Mg = == v @

Funder/Client | 0000000 Supplier

Date | 10/22/2022 I

s [cont__|Jarehase ool ]
Location | 0001 0001:0001:0001 Location Level 1 - Location Level 2 - Location Level 3 ...
Truck [ ooz |Tmck
Hide &
General Others  Tracking
| ‘ Item Description Unit Quam:itv‘ Source Asset | Quantity | Manufacturer Serial | Salvage Value | Custodian
_______ EERR conference Table And AccessorieJNE N IR EOF R S TEE N L Lo
*
Field Name Purpose Comments

assigned to it.

Asset The asset code is a serial code | The asset code may be sequential
generated from the system after | code generated from Bisan or a
saving/printing the document serial asset code starting with a
prefix if a prefix was selected in the
item.
Manufacturer The manufacturer serial of the | For example: The car Vin Number
Serial fixed asset is the serial number on | Or Computer Serial Number
the asset coming from the
manufacturer.
Salvage Value Salvage value of the fixed asset The asset price after its fully
depreciated
Custodian The custodian of the fixed asset | The custodian list will show all
while it’s in the warehouse location | employee lists defined in the
Each warehouse has a Custodian | system

5- Store Receipt: The store receipt can be Saved/Posted then the asset code will be
generated as shown below (Stock — Store Receipt):

Fixed Assets Management
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Stock  Purchases Vouchers

| Warehwuse Internal Order

Siore Issue

Store Receipt
Material Request
Stock Adjustment

l

Stock Count

I 3 store Receipt (Saved) 3 Store Receipt : -0000000001 - CON

Store Receipt : -0000000001 - CONTACT
B B E DX G W= - v@A L
Funder/Cient 0000000 | Suppler Date | 10/22/202 R

Tender Code

Location Level 1 - Location Leval 2 - Location Level 3 ..

Hide a

General Qthers  Tracking
‘ | Item Description Unit Quanﬁty| Source ‘Assel Quantity | Manufacturer Serizl | Salvage Value | Custodian

@ 1[o0s000001 Conferance Table and Accessories s | 1,009/22/09000501 PORDER | 1 00000t LojBC13455 200000051561

The store receipt can be printed and the send to Purchase Invoice as shown below:

Government of the Republic of the Marshall Islands
P.O. Box D, Majuro, Marshall Islands MH 96960

Store Receipt 22/00000001 Original
re nece

P 10/22/2022

Supplier 0000000

Supplier

Source Item Description Unit Quantity
22/00000001 PORDER 008000001 Conference Table And Accessories PCS 1
Asset: Cuantity: Manufacturer Serial: Salvage Value: Custodian:
000001 1 ABC123456 200.00 0091981 - TERELL ELAMZO

Fund 10101 General Fund
MinistryfAgency 010000 Office of the President
Program 000000 Default Program
Location 1000 RMI
SPG/Project 00000000 non project
Warehouse 0001 Warshouse
Truck 0002 Truck
Usar Date Reject Action To Comment Documents

ADMIN 10/22/2022 08:08:38  |No Posted DOME No
ADMIM 102272022 07:50:-40 Mo Send To Group SENDPOTOSR Dwone Data Entry Mo
ADMIM 102272022 07 -35:06 Mo Entry SENDPOTOSR Entered. Mo

6- Purchase Invoice: After printing the store receipt, the voucher will be under the pending
group and it can be sent to purchase invoice as shown below:
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. E store

Store Receipt (Pending)

cBEEER . DvEAGEWMAEL

Search | Search Keyword - ] [C.untain - ] [ ] E\I

Receipt (Pendi...

Funder/Client

Serial # | Date Status Receipt Type | Warehouse Location Funder/Client From Warehousa | Truck Comment
Name

CONTACT 0001 0001:0001:0001:0001:0001 0000000 Supplier 0002

- [2] store Receipt (Pendin... B store Receipt : 22/00000001 - CON
Store Receipt : 22/00000001 - CONTACT

& B D X (G e Refct
FunderClient Supplier

Warehouse | 0001 ‘Warshouss
Location [ 0001:0001:0001:0001:0001 Location Level 1 - Location Level 2 - Location Lewel 3 ...

Truck | DDOZ Truck

_m Item(s) Others Tracking
Fed JS—
Viosty/ngency (10000 ] Offca oftha Pracknt

Program | 000000 Default Program

Location RMI

SPG{Project | 0000D00D non project

A new Purchase Invoice will be opened as shown below:

ore CEl| nain... ew Purchase Invoice
Store Receipt (Pendi New Purchase T

New Purchase Invoice :
= B [E (A= = v @3

Funder/Client | 0000000 Supplier Date | 10/22/2022 &

Format
Hide &
General Others Payment  Tracking
‘ ‘ Ttem Description ‘ Unit | Frica |Quarvh'tv | Discount % | Total ‘ Source ‘ Asset |Quar|ﬁtv | Manufscturer Serisl | Salvage Vslue | Custodian
1 008000001 Confersnce Table And Accessories PCs 90.00 1.000 90.00 |22/00000001 SRECEIPT 1 |oooo01 1.0/ABC123456 200.00 0091381

*

The purchase invoice should be approved and posted (Printed). The printed purchase invoice
as shown below:
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Government of the Republic of the Marshall Islands
P.O. Box D, Majuro, Marshall Islands MH 96960

Purch Invoice 22/00000001 Original
urchase invoice
10/22/2022
Supplier 0000000
Supplier
Source [ item | Descripti [ Unit [ Price | Quantity | Total (USD) |
2200000001 SRECEIPT [008000001 |Conference Table And Accessories [pcs | 90| 1] 90.00|
(Assel: Quantity Manufacturer Serial: Salvage Value: Custodian
000001 1 ABC123456 200.00 0091981 - TERELL ELANZO
Fund 10101 General Fund Total 90.00
Ministry/Agency 010000 Office of the President Tax 0% 0.00
Program 000000 Default Program Net Total 90.00
Location 1000 RMI
SPG/Project 00000000 non project
User Date Reject Action To Comment Documents
(ADMIN 10/22/2022 08:18:11 No Posted DONE Ne
(ADMIN 10/22/2022 08:14:04  |No Entry SENDSRTOPI Entered. No

4.2.4 Fixed Assets Accounting Entry
Step 7: Accounting Entry after Posting the Purchase Invoice

The accounting entry can be reviewed in Journal Listing Report as shown below:

c B <
Account Fund
Da Voucher Aceount - ‘ Currency | SubAccoune | Fund Mo Ministry/Agency | Program | Locsfion | SPGIProject | Refersnce ‘ Reference Name Db. Amourt € Amount

10/22/2022 22/00000001 PTWOICE Fumiture 8 Fotures UsD. 10101 Genersl Fund 010000 000001 Conference Table And Accessories 50.00
Fined Ass=t - Fumiture & Fixures LSO 8 Fored Assets Group. 010000 000001 |Confersnce Table And Accessories 50.00

Fund Equity usD 8 Fixed Assets Group. 50.00

50010 AP Suppliers usD 10101 |Genersl Fund 010000 000000 | 1400 00030000 0000000 |Supplier 50.00

180.00 180.00

11 180.00 180.00

The fixed asset account will be posted on the asset group fund against the fund equity and
the capital layout expense will be posted on the general fund against the Account payable
for supplier.

4.2.,5 Generate Asset Tag Barcodes
Step 8: Print the Asset Barcode:

The Asset barcode can be printed at the stage of store receipt by clicking on barcode
printing as shown below:
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. 1 store Receipt (Poste... [ Store Receipt : 22/00000001 - CON... oee

Store Receipt : 22/00000001 - CONTACT

B R D X [ e v & @ [
Funder/Client [ 0000000 Supplier Date
Warehouse 0001 | Warehouse Tender Code

Location | 000: 01:0001:0001:0001 Location Level 1 - Location Level 2 - Location Level 3 .

Truck | 0o02 Truck

_m Item(s) Others  Tracking
Fund [ 10101 General Fund
Ministry/Agency | 010000 Office of the President
Program Default Program

SPG/Project | 00000000 non project

Hide &

The print barcode dialog will be shown as below:

¥ P Print Barcodes

Print Title
Print Prices
Price List
Start at row

Start at the Column

==
Ak 4r

Code ‘ Description Taxed Price ‘ Count |
1 000001 Conference Table And Accessories 1.0
E ]
Field Name Purpose Comments
Form Link to the label dimensions The label width, height, vertical and

horizontal margins for the label and
left and right margins for the label

Print Title Option to print The Title of | The title will be printed is the same
GRMIFMIS on the barcode label Bisan FMIS system

Print Price Option to print Item Price on the | The ltem price saved in the item
barcode label profile will be printed

Code Asset Code will be printed as | Asset code may contain character
barcode and as a code same case as a character prefix

defined in the asset item profile

Description Asset Name will be printed on the
barcode label

Quantity Option to print multiple labels for

the same asset

The label paper form is located under Tools[PrintersliLabel Paper Form and it can be

defined as follows:
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® B @ O X E
Code D ~" Enabled

Hame [ Label Paper Form ]English
[ Label Paper Form ]espaﬁol
Rows/Page 1 = Columns/Page -

Label Width m Label Height

Horizontal Spading 0.01 Vertical Spacing 0.01

II‘_‘.

Paper Top Margin 0.01 Paper Left Margin 0.01

The printed barcode will be as shown below:

000001

Conference Table And Accessories

4.2.6 Asset locations
Step 9: Define the Fixed Asset Locations:

The assets’ location should be defined in the system before transferring/moving assets. The

asset locations can be defined under Asset Management [Locations, the asset locations
contain 5 levels:

- E3 Location (Enabled)

Location (Enabled)

o 2 g
cCBE & @ B O W [E] < [enaed HH
Search [ Search Keyword - ] l Contain - l [ l @
‘ Code | LOC_LEVEL1 ‘ LOC_LEVELZ | LOC_LEVEL3 | LOC_LEVEL4 | LOC_LEVELS ‘ Full Name
0001 0001 Location Level 1
0001:0001 0001 0001 Location Level 1 - Location Level 2
0001:0001:0001 0001 0001 0001 Location Level 1 - Location Level 2 - Location Level 3
0001:0001:0001;0001 0001 0001 0001 0001 Location Level 1 - Location Level 2 - Location Level 3 - Location Level 4
0001:0001:0001:0001:0001R(ILAN 0001 0001 0001 0001 Location Level 1 - Location Level 2 - Location Level 3 - Location Level 4 - Warehouse Location

The lowest level (Level 5) will be used for locating fixed assets. When a new location is
added to the system then the location level should be selected and then the header location
can be selected in the location profile, as shown below:
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Mew Location : 0001:0001:0001:0001:0003 - Room # 3

= =

=

Code [ 0001:0001:0001:0001:0003

] ~" Enabled

LOC_LEVELL
LOC_LEVELZ
LOC_LEVELS

LOC_LEVEL4
LOC_LEVELS

Location Level 1
Location Level 2
Location Level 3
Location Level 4
Room # 3

Name

[Rmm#S

] English

[

] espafiol

Full Name

[ Location Level 1 - Location Level 2 - ]

Header

4.2.7 Asset Vouchers

4.2.7.1 Asset Movement Voucher:

Asset Management HR

Asset
Asset Family
Asset Group

Location

Asset Movement Voucher

The asset movement voucher can be used to transfer asset to a hew custodian and a new

location as follows:

New Asset Movement Voucher :

B 8 50 (6] s
To Warehouse [:] Date | 10/22/2022 0
ToCustotian [
Comment  Tracking
Item ‘ Name | Asset ‘ From Warehouse From Location From Custodian | Quantity ‘
Field Name Purpose Comments

To Warehouse

Option to move the asset to the
warehouse

Option to move the asset to
another warehouse defined in the

system
To Location Required to select the new location | If To Warehouse was selected then
of the asset the location will be selected
automatically  which is the

Warehouse Location

To Custodian

New Custodian of the fixed asset

There is an option to move the
asset to a new location for same
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Field Name

Purpose

Comments

custodian, so the old custodian of
the fixed asset can be selected in
the To Custodian

in the warehouse

Date Date of moving asset to the new
location or the new custodian
Item Asset Item code which is defined in | The system will fill the item code
the fixed asset automatically if the barcode
scanned by barcode scanner. If a
scanner is not used, this can be
entered manually.
Asset The fixed asset code which was | The system will fill the asset code
printed on the barcode label automatically if the barcode
scanned by barcode scanner. If a
scanner is not used, this can be
entered manually.
From The From warehouse will be filled | The system will fill the From
Warehouse automatically after selecting the | Warehouse/Location code
fixed asset code if the asset located | automatically if the barcode

scanned by barcode scanner

From Location

The From Location will be filled
automatically after selecting the
fixed asset and it may be the
warehouse location

The system will fill the From
Warehouse/Location code
automatically if the barcode

scanned by barcode scanner

From Custodian

The From Custodian will be filled
automatically after selecting the
fixed asset code and this is the old
custodian

The system will fill the From
Custodian code automatically if the
barcode scanned by barcode
scanner

Quantity Asset Quantity will be moved in | The system will fill the quantity
the asset movement voucher automatically if the barcode
scanned by barcode scanner
Custody Clicking on the custody clearance | It can be used instead of reading
Clearance will load all the fixed assets with | the fixed assets one by one
specific custodian on the asset
movement voucher
Location Clicking on the Location clearance | It can be used instead of reading
Clearance will load all the fixed assets in | the fixed assets one by one
specific Locations on the asset
movement voucher
New Asset Movement Voucher :
B @ 59 [ e

To Location | 0001:0001:0001:0001:0003

To Custodian | 00:

Comment

SAMNDY ALFRED

Tracking

Location Level 1 - Location Level 2 - Location Level 3 ...

Name ‘ Asset ‘ Fram Warehouse From Location

From Custodian | Quantity |

Ttem ‘
00

> [

1:0001:0001:0001

0091981 1.000
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4.2.7.2 Counting Assets

A- Asset Count Setup

The asset count setup should be created to determine the count process for a specific
location, family, group or specific location level as shown below:

New Asset Count Setup :

Location
Location Level
Aszet Family

Asset Group

Item Category

Classification

D & = B

" Enabled

lEninsh

]espaﬁnl

L

1ill}

Field Name Purpose

Code Option to input the asset count setup code or it can be generated
sequentially by the system

Name Input asset count setup name

Location It can be specified if the count will be for a specific location only

Location Level It must be specified in order to create asset count voucher

Asset Family It can be selected if the count will be for assets related to a specific
family

Asset Group It can be selected if the count will be for a specific asset group

Group It can be selected if the count will be for a specific asset items group

Item Category

It can be selected if the count will be for a specific asset items
category

Brand

It can be selected if the count will be for a specific asset items brand

Classification

It can be selected if the count will be for a specific asset items
classification

Specify Custodians

It can be selected if the count will be based on custodians

Prepare Voucher

After specifying the criteria of asset count then Bisan will create the
asset count vouchers, for example: If level 5 is selected in the location
level then Bisan will create Asset count voucher for all locations on
the 5 level.

B- Asset Count Voucher

The Asset count voucher will be generated after clicking on Prepare Voucher in asset count
setup and then it can be used for counting either by reading the barcode label in the asset
count voucher or input the items and fixed assets manually, as shown below:
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B 5 R DX [ e E v

Asset Count Setup Asset Count Setup

Location [ 0001:0001:0001:0001:0003 l Location Level 1 - Location Level 2 - Location Level 3

Committee  Others  Tracking

Ttem MName Quantity

EY 1 002000001 Conference Table And Accessories 1.000

=

Asset | Quantity | Manufacturer Serial

> 1000001 L.OABC123456

Under the Committee tab, you can list the committee member names responsible for
carrying out the physical count process.

The Expected/Counted Assets Report can be reviewed after posting the asset count voucher
to review the result of expected and counted assets as shown below:

C- Report [Fixed Assets [J Expected/Counted Assets

Asset Count setup should be selected and Show asset tag can be checked to view the result
below:

Expected/Counted Assets
e i=|
c B <
Location

Location Item Nams Expected Counted Difference
Name

0001:0001:0001:0001:0003 Room # 3 008000001 Conference Table And Accessories 1 1

4.2.7.3  Asset Depreciation

Asset Management [Depreciation Journal

The depreciation journal will be created automatically based on the information related to
each asset (Asset Amount, Depreciation Rate and Depreciation Period). The journal voucher
created will be disabled so the users cannot make changes to the voucher details, which
means that it can be posted only based on system calculation.
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To control the depreciation period intervals, the system administrator can setup as follows:

Tools Setup wizard Fixed Assets
® Depreciation Voucher Period: Monthly, Quarterly and Annually

e Option to Subtract Salvage Value when calculating the depreciation
4.2.7.4  Recording Assets from Contacts / Projects

For Capital Contracts and Projects with multiple payments and spans over multiple periods
to be completed, the payments should be capitalized without calculating depreciation until
the project is completed and then depreciation calculations will commence. Since multiple
payments should be accumulated on the same asset tag as follows

The asset value can be increased using the budget request voucher. The capital layout
expense should be selected in the budget request voucher and the reference (Fixed Asset
Tag) should be selected in the voucher, as shown below:

@ e K [ e v (3§
Fund Genera\ Fund Supplier Reference
urency [ JU. Doler |
Hide &

Account Sub Account [f| Reference Fund Ministry/Agency ‘ Program | Location ‘ SPG/Project ‘ Amount Used Amount Invoice | Delete | Comment |
803133 000001 0101  |010000 000000 1000 00000000 200.00
I Account | 803133 Furniture & Firtures I Minisiy/Agency [ 010000 || Offce of the President
Sub Account | Program (000000 | Default Pragram
I Reference ]Conference Table And Accessories I Location | 1
Fund | 10101 General Fund SPG/Project | Qi

The Budget request voucher should be approved and sent to payment request then to
payment voucher, the posting result will be as GASB Asset Entry as shown below:

Joumnal Listing - USD { 10/22/2022 - 10/31/2022 )

M~ [E
c B <
Account Fund
Dat= oucher Azcoun: . Curency | Sub Accowss | Fund " Miristry/Agency | Program | Locstion | SPG/Project | Refersnce Refarance Name Db, Amourt . Armcurt
ame =
10/22/2022 22100000005 PV Fumiture & Fixtures usD 10101 General Fund onference Table And Accessones 200,00
Fosed Asset - Fumiture B Fixtures  |USD 8 Foied Assats Group. Gonferance Tablz And Accessonies 20000
Fund Equity usD 8 Foied Assars Groop. 200.00
Ganeral Fund Trsry - Bog usD 17 10101 |General Fund 0300181 200.00
400.00 400.00
11 400.00 400.00

The Fixed asset and fund equity balance will be posted over the asset group fund and the
capital layout expense and payment will be posted over the general fund.

4.2.7.5 Increase/Decrease the Fixed asset value

In cases where the asset value is increased/decreased due to asset revaluation without any
monetary transactions where no cash being paid or received, the transaction should be
recorded by a journal voucher on the Asset Group Fund only, with the following entries

Fixed assets value increased
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New Journal : Direct Posting

= DX (6] [s o v

B ose (1zp0n

Unified Reference

-
T |

Hide &
General Checks  Comment _Tracking
Account Name Currency [sub Acc... | Fund Name Ministry/Agency ‘ Program ‘ Location ‘

SPG/PmJenI Referencel Db. Value ‘ Db. Amount | Cr Value ‘
1[21030 [Fixed Asset - Office Equipment |1 3 0

5 2poooos  |Fund Equity

Fixed Assets Group.

1,000.00,
3 Fixed Assets Group.

Account (500002 || Fund Equity
curency (01 Jus. polar
swacomt (] spG/project (o non project
Fund (5 ||Fined Assets Group. Reference |
winistry/Agency [ 010000 || Offce ofthe President

ob. Total 100000 ] oi. Joumalob.vabe (]

Please note the transaction details, the Fixed Asset account has an Asset Tag as a Reference and the
transaction value is in the Db, and the transaction is on the Asset Group Fund.

Fixed assets value decreased

New Journal : Direct Posting

=) B (@ M e v
Funder Clent ) oute (1722027
Reference Doc Unified Reference
Replenishment
unified e pate ]
Hide &
General [[ESTAN Checks  Comment _Tracking
= e ] | | e | | s | e[ eams [
1fpooos|Fund Equity o1 Fixed Assets Group. 10000 00 1 000000 1,000.00
231030 |Fixed Asset - Office Equipment o1 Fixed Assets Group. 10000 000000 [1000 000000__fooooor 1,000.00)
5
< >
acomt () program
Currency. Location
Sub Account SPG/Project
Fond Refrence |
Ministry/Agency
ob. Total 100000 | i [ ) 30umal bb. value

Please note the transaction details, the Fixed Asset account has an Asset Tag as a Reference and the
transaction value is in the Cr. side, and the transaction is on the Asset Group Fund.

4.2.7.6 Asset Retirement

The asset retirement voucher can be used to remove the asset quantity from locations and
asset amount from the Balance sheet.

Asset Management [J Asset Retirement

Newr Asset Retirement :
B & X [ e v
Type | Disposed -]

Dste | 10/22/2022 R
Expense Account | 802450 | Other Supplues/Msterisls

Fundercient [ ]

General Comment  Tracking
| ‘ Ttem Name Location ‘ Asset | Manufacturer Serial | Start Depr. Date | Scheduled Disposal | Custodian | Warshouse | Quantity | Comment
& 1002000001 Canfersnce Table And Accessaries 0001:0001:0001:0001:0003 000001 [ABC123856 10/22f2022 0034695 1.000

=

Field Name Purpose

Type Retirement type should be
selected: Disposed, Lost, Donated
or Spare Parts

Expense The expense account should be
Account selected and it will be used to close

Comments
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the remaining amount/Book value
of the fixed assets

Depreciation
Date

information saved in the fixed

asset profile

ltem The asset items that defined in the | The system will fill the item code
fixed asset automatically if the barcode
scanned by barcode scanner
Location The Location of the fixed assets The system will fill the location
code automatically if the barcode
scanned by barcode scanner
Asset The fixed asset code (tag) that | The system will fill the asset code
needs to be retired automatically if the barcode
scanned by barcode scanner
Custodian The custodian of the fixed asset | The system will fill the custodian
that needs to be retired code automatically if the barcode
scanned by barcode scanner
Manufacturer Non-entry field, it will reflect the
Serial information saved in the fixed
asset profile
Start Non-entry field, it will reflect the

retirement from last depreciation
journal date to the retirement
date

Schedule Non-entry field, it will reflect the
Disposal information saved in the fixed
asset profile
Depreciate It will be used to create a | This Step should be performed and
Retired Asset depreciation journal for the | the depreciation Journal voucher
selected asset in the asset | posted before the Asset

Retirement voucher is posted.

Create
Receipt
Voucher

It can be used to sell the asset that
linked with asset family contains
asset account of type capital
expenditure

The result is to create a receipt
voucher against revenue
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