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Copyright

All rights reserved. No part of this documentation may be copied, photocopied,
reproduced, translated, microfiimed, or otherwise duplicated on any medium
without prior written consent of UBS Corporation Sdn. Bhd.

No patent liability is assumed with respect to the use of the information

contained herein. Every precaution has been made to supply complete and
accurate information. However, UBS Corporation Sdn. Bid. resumes no
responsibility for its use, or for any infringement of patents or others right of

third parties which would result.

Disclaimer

No person should rely on the contents of this publication without first obtaining
advice from a qualified professional person. This documentation is provided on
the terms and understanding that (1) the author and editor and copyright owner
are not responsible for the results of any actions taken on the basis of
information in this documentation, nor for any error i n or omission from this
documentation; and (2) the author and editor and copyright owner are not
engaged in rendering legal, accounting, professional or other advice services. The
author and editor and copyright owner expressly disclaim all and any liability and
responsibility to any person, whether a purchaser of related software or reader of
this documentation or not, in respect of anything, and of the consequences of
anything, done or omitted to be done by any such person in reliance, whether
wholly or partially, upon the whole or any part of the contents of this
documentation.

UBS CORPORATION SDN BHD (441389 -K)
Suite 1B-6, Level 6, Block 1B, Plaza Sentral,
Jalan Stesen Sentral 5, Kuala Lumpur Sentral, 50470 Kuala Lumpur, Malaysia.
Website: http://www.ubs -software.com
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Introduction:
This section enables user to create new fixed asset accounts, asset group account, historical asset
account, employee records, and supplier records. Bedde that, you can also maintain different
records such as department description, division department and others.
1.1 Fixed Asset Maintenance

This option enables user to create and maintain fixed asset accounts.

1.1.1 Fixed Asset File Maintenance

This option enables user to create fixed asset records.
Go to Maintenance- Fixed Asset Maintenance- Fixed Asset File Maintenance (Fig 1.1.1a).

This menu comprises six pages.

General Setting

& Fixed Asset File ]

iGeneral; | Details || Depreciation || User Define || Other Charges || Photo
Asset Information
Asset Code. E]
Description
Group Code
Alternative Code
Purchase Information
Currency Code Serial No.
Currency Rate Warranty Dats ;7
Buying Price Supplier ID
Purchase Price 0.00 Reference Mo,
Purchase Date P Remarkl
Other Charges Remark?
Tokal Cost Remark3
= G0 (o o e o o

1. Selectfi A d dutton and specify the following informatio n:

Asset Code . Auto generates by system.
(Remark: You must pre-activate this function at Housekeeping -
Run Setup- General Setup (Running No.)

Description . Enter the fixed asset item description.
E.g. PROTON WIRAL.5, Computer Pentium 1V, etc.

Group Code. . Enter asset group number.
E.g. M/V001
(Remark: You can predefine group number at Maintenance-
Group)

Alternative Code  : Enter asset alternative code.
Currency Code
Currency Rate . Foreigncount ryés currency code and

(Remark: You MUST predefine the currency records at
Maintenance - Miscellaneous Fileg) Currency)
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Buying Price . Enter foreign price.
Purchase Price . Enter purchase price.
Purchase Date : Enter purchase date
Other Charges . Capture from other charges tab.
Total Cost : Total of purchase price and other charges.
Serial No. : A number used in a series, indicating as a mean of identification.
Warranty Date . User can enter the date manually or double click on the box to

show todayds date.

Supplier ID : Enter Supplier ID
Reference No. : Reference number that used for posting purpose
Remark 1,2,3 : For additional information used.

Details

“ Fixed Asset File

es | Phato

vehicle Information

Road Tax Expire Date Fa

Road Tax Fee 0.00

Location

SN S S

Employee E01
Reference Information

Leasing Mo,

Leasing Expiry Date s
Purchase Crder No,

Purchase Order Date Fas
Invaice Mo,

Invoice Date £

Fig 1.1.1b
Department :Or g ani zfanttional midisson.
E.g. MARKETING DEPARTMENT
Division . A portion of different department.
Location : A place in a country.
Project : A plan undertaken by the company.
Job . A small miscellaneous piece of work undertaken at a stated rate.
Employee : Employee ID
Leasing No. . Leasing account number.

Leasing Expiry Date: Leasing ending date.

P.O Reference :Purchase Orderds reference number.
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Invoice Date

Road Tax
Expired Date

Road Tax Fee
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. Date of issuing purchase order.
. Invoice reference number.

. Date of issuing invoice.

: Expired date of road tax.

: Road tax amount.

© Fixed Asset File [E3]
General | || Details | Depreciation t| User Define || Other Charges || Photo

Depreciation

Depreciation Methad Ho Depreciation ~

Rate

Life

Honth

Retire Date s

Existing Asset Information

Last et Baok Yalus

Accumulated Depn. CIF

Last Depreciation Date £

Monthly Depreciation Yalue

Saye Cancel

Fig 1.1.1c

Depreciation Method

Rate

Life

Month

Retire Date

Page 7 of 53

: Auto capture from group of method assigned at general setting

: Rate of depreciation (Only applicable for Straight Line Year and

Reducing Balance method)

: Years of depreciation

: Months of depreciation (Only applicable for Straight Line Month

method)

End date of depreciation. Mark for take up of existing assets

Last Net Book Value

Accumulated Depn. C/F

Last Depreciation Date

(Only applicable for Straight Line Year/month method)

: Result after deduction of fixed asset amount with
depreciation amount or i

: Total brought forward amount of depreciation value.

: End date of depreciation brought forward.

Monthly Depreciation Value : Monthly depreciation value.
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User Defined

< Fixed Asset File

Remark #1
Remark #2
Remark #3
Remark #4
Remark #5
Remark #6
Remark #7
Remark #6
Remark #3
Remark #10
Remark #11
Remark #12
Remark #13
Remark #14
Remark #15

Remark #16

General U Dietails H Depreciation ‘

Cther Charges ” Phato |

Remark #17
Remark #18
Remark #19

Remark #20

Duplicate...

LRI (e

Fig 1.1.1d

Remark#1 i Remark#20

” Edit ” Delete ” Print. ” Exit ]

: For additional information used.
(Change label remarks at Housekeeping -> Setup ->More
Remarks.

Other Chari es
& Fixed Asset File X

Charges Details

Charges Cods

Description

Mote

Mote 2

Charges List

General H Details H Depreciation H User Define | i

herges | photo |

Charges Code Description

Currency Rate
Buying Price
Cost

Currency

v

Duplicate....

L0 0] Co e J o JLom [ ]

Fig1.1.1e

Charge Code

Description

Note

& Notel

Currency Code
Currency Rate

Buying Price

Cost

: Charge Code

Page 8 of 53

Charge Codeds description

: For additional information used.

cFor ei

gn countryés

: Price in foreign currency.

currency

: Amount cost from buying price multiplied by currency

rate
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Photo
General || Details || Depreciation || Uiser Define || Cther Charges FPhota |
Fig 1.1.1e
Load Phao . Insert picture.
Clear Photo : Remove picture.

1.2 Asset Group Maintenance

This option enables user to classify asset into different groups.

1.2.1 Asset Group File Maintenance

This option enabl es user t o def i mefurniturefandk r e nt

fittings, motor vehicle and etc.

Go to Maintenance- Group (Fig 1.2.1).

<% Asset Group [‘57

Group Information

Group Code

Description

Depreciation Method

Life { ¥ear )
Month

Rats (%)

LT |

Residual Rate (50}

GL Account Code

Fixed Asset AJC Code |

Accumulated A/C Code |

Depreciation AJC Code

Disposal AfC Code

RN | |

Profi & Loss A/C Cods |

EEEE | Add || Edit ][ Delete ” Print ][ Exit ]
Fig 1.2.1

1. Select AAddboutt on and enter the assetos Group

Method, Life, Month, Rate(%) and Residual Rate (%).

COPYRIGHT © UBS CORPORATION SDN BHD



EEUBS

User Businezs ystam Assets Register User Manual Page 10 of 53
2. You need to link current system with i UBS Account i n(blousBkeepinge mo
Setup- General Setup (Data Sharing) to setup the linkage on both systems) in order to
extract all account code records.
Then, click on the arrow down button to specify each of the account nu mbers.
3. Selecti S a vhautéon once you have completed specifying all the relevant information.
4. Selectii Ca n chattodto create more asset groups or to omit current process.

5. Selectii De | ebutmto delete those unwanted records.

6. Selectfi E x ibuttén to log off.

1.3 Historical Asset Maintenance

This option is only used to maintain the disposed assets.
1.3.1 Historical Asset File Maintenance

This option enables user to keep track of past disposal asset records. Go to Maintenance-
Historical Asset Mainenance - Historical Asset File Maintenance (Fig 1.3.1).

% Historical Asset File ]

General | | Details || Depreciation & Disposal || Gther Charges || Phata

Group Code | I |

Purchase Information

Currency Rate l:| Warranty Date
Purchass Price 0.00 Reference No.

Purchase Date ;o Remarkl

Gther Charges Remarkz

EIENESER [Car | e || come J[ eve || e ]
Fig 1.3.1

1. Selectfi A d duiton and specify the information.
Historical Code . Auto generate by system or key in manually. But the Historical
code not for posting purpose.
(Remark: User must pre-activate this function at
Housekeeping - Setup - General Setup (Running
No.)
User can click on the arrow down button to search for a particular
historical code record.
Description :Enter the disposed assetds item.
Group No. . Asset group number.

Alternative Code : Enter asset alternative code.

Currency Code
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Currency Rate :Foreign countryb6s currency code and
(Remark: You MUST predefine the currency records at
Maintenance - Miscellaneols Files -> Currency

Buying Price . Enter foreign price.

Purchase Price : Enter purchase price.

Purchase Date : Enter purchase date

Other Charges . Capture from other charges tab.

Total Cost : Total of purchase price and other charges.

Serial No. : A number used in a series, indicating as a mean of identification.
Warranty Date : User can enter the date manually or double click on the box to

show todaybds date.

Supplier ID : Enter Supplier ID
Reference No. : Reference number that used for posting purpose
Remark 1,2,3 : For additional information used.

1.4 Supplier Maintenance

This option enables user to create and maintain supplier records.
Go to Maintenance - Supplier (Fig 1.4).

< Creditor File [ Data from : C:\WBSACCI0\WS ]

Creditor Code 7/ B Date YA

Mame

Address

Regional

Area

Contact Mame
Phaone Mo,
Phane No (2)
Fax Na,

Email Address

#Agent Mame

EEE}E [ add | Ede ” Delete ” Print ” Exit I
(Fig 1.4).
1. Selecti A d duatton, follow by entering the supp lier number (e.g. 4000/S01), date, supplier
name, addr ess, postcode, phone number, fax nu

title, email address, agent name and area.
2. Selectfi S a vbatlon once you have completed specifying the relevant information.
3. Selectfi C a n chaittodto create other new supplier records or to omit current process.
4. Selectii D e | ebutmto delete those unwanted records.

5. Selectfi E x ibuttén to log off.
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1.5 Employee Maintenance

This option enables user to create and maintain employee records.
Go to Maintenance- Employee (Fig 1.5).

< Employee File X
Employee Cods D
Mame
address
Postcode Country
Phone Mo, State
Maobile Tel Mo, Towwr
Email Address
Marital Status Passport
Mationality Date of Birth L
/C No (Old) Gender
IC Mo Mews ) Ethnic
Jaob Title
Department
Date Joir r r Date Resign s s
E] E] E] E] $add il Edi ][ Delete ][ Print ][ Exit
Fig 1.5

1. Selecti A d dtton, follow by entering the employee reference number (e.g. J001), name,
date of joining the company, address, postcode, town, home telephone number, mobile
phone number (optional), email address, job title, identity card number, passport and date
of birth.

2. Selecti S a vhautlon once you have completed specifying the relevant information.

3. Selecti C a n chaittodto create other new employees records or to omit current process.

4. Selectfi De | ebutmmto delete those unwanted records.

5. Selecti E x ibuttén to log off.

1.6 Miscellaneous Files

This option enables user to maintain other useful information such as department, location,
project, job, division, curr ency and multi payment records.

1.6.1 Department Maintenance

This option enables user to create and maintain the department code in an organisation.
Go to Maintenance- Miscellaneous Files- Department Maintenance (Fig 1.6.1).
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Department Code Description L5
_Tutal Records : 0
Department Code
Descri ption
Add ][ Edit || Delete |[ Erint ][ Exit
Fig 1.6.1
1. Selectii A d duiton follow by entering the department description.

1.6.2

E.g. FINANCE DEPT, MARKETING DEPT and etc.

Page 13 of 53

Selecti S a vhwtfon once you have completed specifying the relevant information.

Selecti C a n chaittodto create other departments or to omit current proces s.

Selectin D e | ebut®mto delete those unwanted records.

Selectfi E x ibuttén to log off.

Currency Maintenance

This option enables user to create or maintain different country currency code.

Go to Maintenance -

<F Currency File §|
Currency Code  Symbol Currency Word Currency Rate{%o) ™

L ~

Total Records @ O

Currency Code

Symbol

Currency Word

Currency Rate(%s)

[ Add ][ Edit ” Delete |[ Prink ][ Exit

Miscellaneous Files- Currency (Fig 1.6.2).

Select fi A d dbatton, then click on the arrow down button to specify the particular

currency code, symbol and currency word. Next, enter the currency rate.

Selectfi S a vhatlon once you have completed specifying the relevant information.

Selecti C a n chaittodto create other departments or to omit current process.
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4. Selectii De | ebutmto delete those unwanted records.

5. Selectfi E x ibutton to log off.

1.6.3 Country Code

This option enables the user to define country codes and its description. The code is used in
the maintenance of asset and employee profile.

Go to Maintenance - Miscellaneous Files- Country Code.
(Fig 1.6.3).

< Country File E|

Country Code Description o

Total Records ¢ 0

Country Code

Description

L add | Edit ][ Delete ” print ][ Exit l

Figl.6.3

1) Selectthefi A d dutton, enter the abbrevi ation for the country followed by the
description for the abbreviation in the description field.

2) Selectthe S a vte @nfirm and save entry.
3) Select any unwanted entry in the column and select A D e | etd deléte the entry.
4) Selectii Ca n cteihtérrupt current processes.

5) Selecti E x itotexit this menu.

Payment Code Maintenance
This option enables user to predefine and maintain multiple payment modes for a particular
asset.
Go to Maintenance- Miscellaneous Filess Payment Code Maintenance (Fig 16.4).

Note: User must link Fixed Asset Management System to UBS Accounting
System in order to extract and capture the account records.
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<" Payment Code File 7|

Payment Code Description A/C Code

Total Records : 0

Payment Code
AIC Code 7

Description

I ad “ Edt || Ddete H rink " Exlt

|

Fig 1.6.4

Select i A d dbatton, follows by entering the pay

code and click on the arrow down

button to specify the respective account code (extracted from UBS Accounting System).

Selecti S a vhatbon once you have completed specifying the relevant information.
(Remark: In order to save more than two account codes, you should select i Ad d o
button before ¢ hoosing the appropriate account code.)

Selectii D e | ebut®mto delete those unwanted re

cords.

Selecti C a n chaittod to create new records or omit current process.

Selectfi E x ibuttan to log off.

Disposal Category

This option enables the user to distinguish the type/re

ason for disposal of assets. The

description maintained here is for use in asset maintenance process.

Go to Click Maintenance- Miscellaneous File-

(Fig 1.6.5)

<" Disposal Category File ﬁ

Disposal Category Code 28

Total Records @ O

Disposal Category Code

Description

E add || e ” Deleke ][ Print ][ Exjt I

Disposal Category

Figure 1.6.5
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1. Selectthefi A d duiton, enter the abbreviation for the usage code followed by the
description for the abbreviation in the description field.

2. Selectthe i S a vte @aonfirm and save entry.

3. Select any unwanted entry in the column and select i D e | eto deléte the entry.

4. Selectii C acre ltodnterrupt current processes.

5. Selectii E x itotexit this menu.
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CHAPTER 2: CALCULATION

Introduction:

This section enables user to calculate the asset depreciation and asset disposal values.

21

Depreciation

This option enables user to calculate the depreciation rate of an asset.
Go to Calculation- Depreciation (Fig 2.1).

< Depreciation E‘

fisset Code,

Details
Group Code Depreciation
Fethod|Total Months Method

Purchase Dats ;s Rate (%)

Purchase Amount Life

Other Charges Gizstén
Total Cost 0.00
Residual Rate (%)
Last Depreciation Date ;o
Last Net Book Value ot ot 500
Accurulated Value
Start Date s
Mo of manths depraciated 0
End Date P
User Define Start Date ;o

Monthly Value

L0 o
Fig 2.1

1. Click on the arrow down button and specify the respective fixed asset code and its

description.

2. Auto assigns depreciation method, which preset at the group code of asset file

maintenance.

a) Straight Line Year
¢ The number of useful life (years) is estimated.

¢ The cost will be divided by the number of years in order to give the depreciation
charges each year.

Formula:
Costi Estimated disposalalue
Number of expected years of use

*Estimated Disposal Value = Residual valug

b) Straight Line Month

¢ This method is quite similar with Straight Line Year, the only different is the cost
will be divided by month.
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Formula:
Costi Estimated disposal value
Number of expected month of use

Example:

Depreciation Date = 10/03/2000

Expected year of use =4

Total Month = (12-03+1) + (3 year * 12 Month)
=10+ 36
=46

RM22,0007 RM2,000= RM20,000
46 46

= RM434.78 (depreciation each  month)
Start End Balance Current | Accumulate | Net Book
Date Date B/F Depre. | d Depre. Value
10/03/ | 31/12/ |0 4,347.8 | 4,347.83 17,625.1
02 03 3 7
01/01/ | 31/12/ | 4,347.83 | 5,217.3 | 9,565.22 12,434.7
03 03 9 8
01/01/ | 31/12/ | 9,565.22 | 5,217.3 | 14,478.61
04 04 9 7,217.39
01/01/ | 31/12/ | 14,782.6 | 5,217.3 | 20,000.00
05 05 1 9 2,000

¢) Reducing Balance
¢ Fixed percentage of depreciation is deducted from the first year, and for the
following year (2™ year) same percentage will be applied.

d) No depreciation
¢ Only applicable for those revaluation assets.

3. You can either click on user define to specify the date or key in manually, where this will be
the depreciation start off date (if not, system will always treat it same as Purchase date).
4. Clickfi p r o c duten®@nce you have completed specifying the relevant information.

5. Then, click on View Schedule ¢ Vi e w Y dcview thé yearly depreciation rate of the
asset.

6. Or, click on View Schedule 6 Vi e w Mo riotview gaéh)month depreciation rate of the
asset.

7. SelectA S a vhutlon once you have completed specifying the relevant information.
8. Selectii De | ebut®rto delete those unwanted records.

9. Selecti C| o buétan to log off.
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2.2 Multi Depreciation

This option enables the user to select multiple assets that uses the same depreciation method to
have its depreciation value calculated.

Go to Calculation -

Multi Depreciation (Fig 2.2)

<% Multi Depreciation E‘
Group Cade From D
p (%) Depreciation (New)

e G D © Re-Depreciation
T R
e —

Asset Code Description M  Rate Life Month Type Status *
L v
[ 5elect Al Residual ¥alue 1.00

1. Sel ect

Depr eciRitn do nNootiddeovist all assdtsinat &epréciated yet.

2. You can select certain assets by filtering Group Code and Asset Code.

3.Tick the check box i S e | e c to mak all emall check box in the listing.

4.Clickthen Ge n e r huttom to execute the calculation.

5.Clickii Can

cte dxibthis menu.

2.3 Disposal Asset

This option enables user to calculate the disposed item and its value.

Go to Calculation -

Disposal Asset (Fig 2.3).

< Disposal E|
T e =
Disposal Details
Details
oo Cao I
Disposed Dats
Purchase Date categery
Last Depreciation Date ;o More Remarks
Last Net Baok Value [ o]
Accumulated Yalue [ o Disposed Start Date ;o
Mo. of months depreciated l:| Total Cost 0.00
Accumulated Value 0.00
Depreciation Nt Biook Value 0.00
Method l:l Start Walue Disposal Value
Rate (%) 0 Residual\ia\ue‘ 0_00| Profit / (Loss ) 0.00
Life 0| sStart Date ;o
Manth 0| EndDate ‘ ;o ‘
Disposal
Fig 2.3
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1. Click on the arrow down button and specify the respective asset to be disposed.
2. Select the appropriate disposal type (i.e. Sell Off or Write Off).
3. Enter the disposal value,) date of disposal, reference number (for posting and remarks
(optional field, which is reserved for additional note or information) at i Mor e Re.mar ko0

Next, selecti Di s p obsiteon td calculate the disposal value.

4. Click on the i Vi eSxc h e d ubutom to view the assets depreciation value yearly or
monthly

2.4 Payment Mode

This option enables the user to define the means of payment of an asset and also determine how
the transaction affects your accounts. The figure here will be exporte d to UBS Accounting for
accounts processing.

Go to Calculation- Payment Transaction (Fig 2.3)

< Payment -[ ] EI
asset Code. B Purchase Date i
Total Cost:
PaymentTo  ()Purchase () Disposal Disposed Date ;o
Payment Date I Disposed Amount
Payment Code
Dehit mount
Desiription
Creadic Amount
Cheque No.
Reference Ko,
Pay For
G5T Code
Pay To
Date Type Payment Code. Description Debit Amt. Credit Amt,
v
Total Amount 0.00 0.00
I Add “ Edit “ Delete H Brint ” Exlt I
Figure 2.3

1. ClickfA A d docselect appropriate assetthenclickil nser t o

2. Sel eRay mdint catégnry | Purchase or Disposal.

3. Enter date of payment followed by the payment code for that particular transaction.
4. Enter the appropriate amount to the credit or debit field.

5. Clickii I n s eaatdddin the account information into the columnar table.

6. Clickii R e mo voerédmove items from the columnar table.

7. Clickfi S a vte save the all the entry.

8. Clickii D e | etd cenii entire asset group together with its transaction.
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CHAPTER 3: REPORTS
Introduction:
This section enables user to view and print the various reports such as fixed asset report, asset

depreciation report, fixed asset movement depreciation, fixed asset disposal report, fixed asset
transfer report, historical list, supplier list and employee list in details.

3.1 Fixed Asset Details Report
This option enables user to view or print the fixed asset records in details.
3.1.1 By Group No.

This option enables user to view or print the f ixed asset records according to group number.
Go to Reports- Asset Details- By Group No. (Fig 3.1.1).

“ Asseits Report By Group Mo. E|
Date Fram 01 01,1220 (=]
Date To IlS1l=z/20z0 E]
Group Code From E]
Group Code To E]
asset Code From E]
Asset Code To E]
Location From E]
Location To E]
Types ALL et
Wiem Details 5
[l rReport Dake
[ more Filker

[ ok ] [ LCancel ]

Fig 3.1.1

1. Click on the arrow down button to specify the range of asset code, group number,
location and date (user can click on the button to define the respective date).

2. Select i OK button and you will be prompted to the report screen. Select A Pr i nt o
button to print a hard copy of the report, select fi Pr e v ibatwrdto view the actual
report on screen. Select A Cu s t o miuttoa &0 customize standard report, select
fi P r i nhuton t choose the name of printer used, or else select fi Ca n clmtton to
return to previous screen.

4. SelectAi Ca n chattoto log off.

By Department
This option enables user to view and print the fixed asset record s according to department

code.
Go to Reports- Asset Details- By Department (Fig 3.1.2).
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“* Asseis Report By Department ﬁl
D ate From oL 01,1220 E]
Drate To FlSl272020 E]
Group Code From E]
Group Code To E]
asset Code From E]
Asset Code To E]
Deparkrment Fram E]
Department To E]
Types ALL et
i Details e
[ rReport Dake
[ rore Filker
oK ][ LCancel

Fig 3.1.2

1. Click on the arrow down button to specify the range of asset code, group nhumber and
department code and enter the date (or user can click on t he button to define the
respective date).

2. Select i OK button and you will be prompted to the report screen. Select A Pr i nt o
button to print a hard copy of the report, select i P r e v ibatwrdto view the actual
report on screen. Select i Cu st o miuttoa do customize standard report, select
fi P r i nhuton t choose the name of printer used, or else select fi C a n c latton to
return to previous screen.

3. Selecti Ca n chattodto log off.

3.2 Asset Depreciation Reports
This option enables user to view and print the asset depreciation records in details.
3.2.1 Depreciation Asset By Year

This option enables user to view or print the asset depreciation that calculated by year.
Go to Reports- Asset Movement- Depreciation Asset By Year (Fig 3.2.3).
|E a6aY yH z2listad noitsiosnqad

15a lsiarenid g3 [

mord st

mod abol quoe
oT abolr guoie

mo sbal dazzh

IR

oT sbo2 dazzp

R LI& wait!

A4 A Fsmiad fermao v ol gqurozd yd hoz

borfam noifsiosgeb s word2 [
roifsiosigeb babulori on 101 Ja2z6 bezogeib wor2 [
briwol 2 lszogeib 3 0 of swlsY Aood fak 152 [

Fig 3.2.3

1. Click on the arrow down button to specify the range of asset code, group number.
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2. Select i OKldutton and you will be prompted to sub -screen. Selectfi P r i lbuttod to
print a hard copy of the report, select i P r e v ibatwrdto view the actu al report on
screen. select i Cu st o mbutzoa o customize standard report, select A Pr i nt er o
button to choose the name of printer used, or else select i C a n ¢ lmttod to return to
previous screen.

3. Selecti Ca n chattodto log off.

3.3 Fixed Ass et Movement Report

This option enables user to view and print the fixed asset movement trend.

3.3.1 Movement by Year

This option enables user to view or print the opening balance amount, additional cost,
disposal cost of fixed asset in details.
Go to Reports- Asset Movement- Movement By Year (Fig 3.3.1).

" Movement By Year EI

[] By Financial Year

rear

Group Code From
Group Code To
Asset Code From

Asset Code To

< BEIEE]

(®) Department
() Location

Feport Types Summary il

[1 Show all depreciation method

[ Showe disposed azzet for no included depreciation

[ ok [ coneel |

Fig 3.3.1
1. Click on the arrow down button to specify the range of asset code, group number,
location, department, and year.
2. Select i OKldutton and you will be prompted to sub -screen. Select i P r i buttod to
print a hard copy of the report, select i P r e v ibatwrdto view the actual report on
screen. Select i Cu s t o miuttoa éo customize standard report, select A Pr i nt er 0
button to choose the name of printer used, or else select fi E x ibttton to return to

previous screen.

3. Selectfi E x ibuttan to log off.

3.4 Fixed Asset Disposal Report
3.4.1 Disposal Sell Off
This report enables the user to view and obtain information on assets that were disposed.

Go to Reports- Disposal (Disposal Type = Sell Off)(Fig 3.4.1)
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< Disposal §|

N VT
sz |5

Group Code Fram

Group Code To

Assek Code From

Assek Code To

L

Dizpozal Type | Eath w |
Wiews | ALL ~ |
Repart Type | Summary ~ |
[ Ok ” Cancel ]
Fig 3.4.1

1.Click the drop arrow in the drop box to specify the range of the asset code, group number and
date for a particular group of assets.

2.Click ok to prompt out the print option screen. Select i P r i lputtod to print a hard copy of

the report, select i P r e v ibaterdto view the actual report on screen. Select i Cust omi ze 0o
button to customize standard report, select i Pr i n buéan d choose the name of printer

used, or else selectfi C a n chaittoidto return to previo us screen.

3.5 Fixed Asset Transfer Report

This option enables user to view and print the transferred asset records in details.
Go to Reports- Fixed Asset Transfer (Fig 3.5).

< Asset Transfer Report [‘$_<|

Tranzfer Category

(®) Location () Project
() Department ) Employee

Group Code From

Group Code To

Asset Code From |

10000

Asset Code To |

Location From

Location Ta

I oK " Cancel

Fig 3.5

1. Click on the arrow down button to specify the range of asset code, group numbers and
locations.

2. Besides that, user can select the following additional options:

1 By Location . List the transfer by location records.
1 By Department : List the transfer by department records.
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1 By Project . List the transfer by pro ject records.
1 ByEmployee : Listthe transfer by employee records.

3. Select O Klutton and you will be prompted to sub -screen. Selectfi P r i luttod to print
a hard copy of the report, select A Pr e v ibeatieroto view the actual report on screen.
Select ACu s t o mibattendto customize standard report, select i Pr i n butonoto
choose the name of printer used, or else select i C a n c leuttod to return to previous
screen.

4. Selecti Ca n chattomto log off.

3.6 Asset Addition Report

This option enables user to view or print the asset addition records.
Go to Reports- Asset Addition (Fig 3.6).

< Addition Asset x]

Date: From lo1s01s1990 B
Date To 31412742010 E]
Group Code From

Group Code To

Asset Code From

fzset Code To

Supplier Cade From

Supplier Cade Tao

30 G| G [ o 0 [

Report Type 411 i

[ ox [ coen |

Fig 3.6

1. Click on the arrow down button to specify the range of asset code, group number, number,
supplier number and date.

2. Selecti O Klutton and you will be prompted to sub -screen. Selectfi P r i luttod to print
a hard copy of the report, select fi Pr e v ibatwrdoto view the actual report on screen.
Select A Cu s t o mbutom dto customise standard report, select fi Pr i n butanoto
choose the name of printer used, or else select i Ca n c leuttod to return to previous

screen.

3. Selectii Ca n chattoto log off.

3.7 Revaluation Report

This option enables user to view or print the revaluation report in details.
Go to Reports- Revaluation (Fig 3.7).
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" Revaluation Report
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Group Code To

fisset Code From

fsset Code To

Fig 3.7

1. Click on the arrow down button to specify the range of asset code and group number.

2. Selectfi O Klautton and you will be prompted to sub -screen. Selectii P r i louttod to print
a hard copy of the report, select i P r e v ibatwroto view the actual report on screen.
Select A Cu s t o mbuttoa do customize standard report, select i Pr i n butonoto
choose the name of printer used, or else select i Ca n c leuttod to return to previous
screen.

3. Selecti Ca n chattomto log off.

3.8 Historical
Historical Summary Report

This function allows the user to obtain and view information of assets that was disposed
after the closing of accounts for a particular year.

Go to Reports - Historical (Fig 3.8.1)

7 Historical Listing

Date From [o1s0171990

Date To 3171272010

KIEY

Group Code Frai

Group Code To

Asset Code From

Asset Code To

Supplier Code From |

[ [ | G G

Supplier Code To |

L]

Report Type | A1l

Fig. 3.8.1

1. Click on the arrow down to specify the range of asset code, group no, supplier no and date.
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2. Click ok to prompt out the print option screen. Select i P r i luttoa to print a hard copy of
the report, select fi Pr e v i leuttod to view the actual report on screen. Select

i Cus t o nbutomtd customize standard report, select i Pr i n button & choose the
name of printer used, or else select i C a n chaittodto return to previous screen .

Expiry Report

This option enables the user to view the expiry date of warranty, insurance expiry, road tax
and leasing expiry of assets.

Go to Report- Expiry Report (Fig 3.9)

<" Expired Report g|
Expired Type
@W’ e () Leasing Expired Date
() Insurance Renewal Date () Road Tax Expired Date
Group Code From D
Group Code To D
Asset Code From [:]
Asset Code To [:]

l ak ” LCancel ]
Fig 3.9
1. Click the drop down menu to select the range of asset code and group of assets

maintained in the systems.
2. Select form the list box the type of expiry report to view.

3. Clickfi O Kt prompt out the print option screen. Select i P r i uttoa to print a hard
copy of the report, select i Pr e v i baetted to view the actual report on screen.
Selectfi Cu s t o ntutioe td customize standard report, select i P r i n lbugon t®
choose the name of printer used, or else select fi C a n c latton to return to previous

screen.
4, Click @ C a n ctelbgdout from this screen.
Report Wizard

This function enables the user to customize their reports based on the data maintained in
Asset Pro. This function is created to give the user more flexibility customizing report by
inserting precise and desired information.

Go to Report - Report Wizard (Fig 3.10)
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Fig 3.10

Note: - Click on any existing reports in the existing report section and click i Pr e v ite wo
view the report. Click i D e | etd de=léte unwanted report.

1. To create new report click on i N e x tio 8pecify the name and default directory for
the report.
Fig 3.10b

2. Then select type of report followed by the selection of fields for that report.
( Fig 3.10b.)
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