ACQUISITONS W/AUTOMATIC OFFSETTING ENTRY

PURPOSE: Use this procedure to record a manual acquisition of a capital or non capital asset.

Perform this procedure when an asset has been acquired by DOI outside of the normal acquisition
process and needs to be recorded and posted in the FBMS system.

e This process will be used to enter assets into FBMS that are acquired outside of the normal
requisitioning and CIP Process. This transaction allows you to enter the asset and post value
to it in the same transaction. Manual acquisitions include assets acquired via

Credit Cards with an acquisition cost less than $3,000.00
Donation or gift

Contractor acquired property

Found on inventory

Grant or Cooperative Agreement

Transfer in from another Bureau

Transfer in from another Federal Agency

1. Start the transaction using the portal path: Select PROPERTY tab = ASSET tab = Master
Data folder = Acquis. w/Autom. Offsetting Entry to go to the Enter Asset Transaction:
Acquis. w/Autom. Offsetting Entry screen



Enter Asset Transaction: Acquis. w/Autom. Offsetting Entry Screen
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Enter Asset Transaction: Acquis. w/Autom. Offsetting Entry

DATA MANAGEMENT

Welcome Douglas Bidle
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FINANCIAL ASSISTANCE

TRAVEL PROPERTY
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(® Existing asset
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2. Select  Mewasset the New asset radio button to create a new asset.

Description — defaults from the UPC code.
Asset Class — verify the asset class by checking the UPC Asset Class List.

c. Cost Center —a drop-down box will appear when selected. You can then enter cost center
by LL and the first two digits of your state with an *. (i.e. LLMT¥)

Click | [B] MasterData | the Master Data button to access additional data fields.




Create Asset Pop-up

I@Create Asset
Asset(s) to be created
Asset Class 10NCT700
Company code / asset 1400

[] subnumber

Reference
(=) Mone
() Refer. asset

Master data
Description COMPUTER LAPTOF

Inventory number

Business Area

Cost Center S500000000
Plant

Location

Additional data

wIglx|

3. Reference Section: Ensure ) MON& the None radio button is selected.
Master Data Section:
Enter additional description on the 2" line of description.

Inventory Number — Property number. (this number will begin with L which includes license
plates. The L identifies it as BLM property)

Business Area — LO00

Plant — LOOO

Click | Addiional data  the Additional data button to access additional data fields.



Create Asset: Master Data Screen
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4. General Data Section — Serial Number/VIN Number

This should default, but, ensure that the Include assetin inventory list |, |, de asset in inventory list

checkbox is selected.

Click (L TIME-AEPENTENt 1o Time-dependent tab to access additional data fields.



Welcome Douglas Bidle

FBMS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCIALS
ASSET | FLEET | PROPERTY ORG | DISPLAY

DATA MANAGEMENT TRAVEL PROPERTY

Home > Asset Home > Acquis. wiAutom. Offsetting Entry.

| History, Back Forward [S
el Create Asser: Master data
+ hssct Home. 3 [system] | [Previous tab page | [Nexttab page | | #ssetvalues |
":'"t:‘e’”i‘\“  estor oo 1 COMPUTER LAPTOP
+ Change Asset Master Recor
© Crete Aseet Master Resord Class NonCap ADP & Periphl Company Code
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CFPO No.Name =
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APO No.Name =3 |

APO Org ]

CE No Name | L
CE Org ]

5. Input:

Responsible Cost Center — Cost Center where asset is located.
Location — Use drop-down box (this is an optional field)
License Plate Number — if applicable

Fund — BLM does not enter, defaults from Functional Area.
Functional Area — L04000000.000000

CPO No. Name - Specific Name (i.e. *Johnson)

APO No. Name - defaults from the CPO if the CPO is selected from the drop down menu. (It
won't default if the CPO is just typed in).

Cognizant Employee — the end users name. Be sure the employee is under your organization
code.

Click IM the Allocations tab to access additional data fields



Create Asset: Master Data Screen

Welcome Douglas Bidle

HOME ACQUISITION CORE FINANCIALS ATA MAN FINANCIA AN TRAVEL EMIS PROPERTY
ASSET | FLEET | PROPERTY ORG | DISPLAY

Home > Asset Home > Acquis. wiAutom. Offsetting Entry
e Create Asset: Master data
Aszet Home |2 System | | [ Previous tab page | | Nexttab page | | Assetvalues

Change Asset Master Record
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.+ Create fsact Hoster Record Class NonCap ADP & Periphl Company Code
- Creats Asset Subnumber
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) No. [ Create | Entry 0Fm 0
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6. Input:

Ownership Status — 0

User Status -0

UPC - Click the drop-down button on the UPC Field.

Within the pop-up box Click on the UPC code field and input *.

Click on the Search box.
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Review the list of UPC codes, double click on the CPO you selected. It will then default in the
UPC field.

Click (L9MGIN 4o Origin tab to access additional data fields

Create Asset: Master Data Screen
‘4'1"2‘* - Welcome Douglas Bidle

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL
ASSET | FLEET | PROPERTY ORG | DISPLAY

TRAVEL PROPERTY

Home > Asset Home > Acquis. w/Autom. Offsetting Entry
fel Create Asser: Master data
(¥ [B [System ] | [Previous tab page | [Nexttab page | | ~ssetvalues |

» Change Asset Master Record
. Creats Asset Master Record Class 110NC700 MNonCap ADP & Periphl Company Code 1400

+ Create Asset Subnumber

* Asset Home

+ Acquis. wiAutom. Offsetting Entry __lGeneral | Ti i T Deprec Areas )
+ Display Asset Master Record A
+ Asset Explorer Origin 1
+ Display Asset Document T i =]

+ Change Asset Document

[ Asset purch. new
» Block Asset Master Record
+ Mass Change of Assets L1 Purchased used

+ ReverseLine fiems Trading Partner
¥ [0 Transfer
* 3 Disposal Original asset 1] Acgon I

¥ I3 Reporting Orig. Acquis. Year

L3
[3 Asset Project Original value —‘ usp

¥ [ Period End Close

¥ [3 Receiving
» [3 Purchasing Origin Detail Information

* Help POlAcg.Doc/Ref No I

Physical Receipt Date

Wanufacturer = ] ]
Manufacture Year :l

Wodel |

Model Year

Warranty Start Date *‘

Warranty End Date
‘Warranty Information ‘
Grant Contract No. ‘

Maximo ID No | -
< _ I;I_‘

7. Input:

Original Acquisition Year

Original Value

PO/Acquisition Document/Reference Number
Manufacturer

Manufacturer Year

Model

Model Year



Warranty Start Date — this is required only when you want to track warranty (i.e. vehicles)
Warranty End Date - this is required only when you want to track warranty (i.e. vehicles)
Warranty Information —

Click the Back button after completing your entries

Create Asset Pop-up

IEU Create Asset:
Asset(s) to be created
Asset Class 10NCT700
Company code / asset 1400 INTERN-00001 0
Reference

Master data

Description LAPTOP /| NOTEBOOK COMPUTER
Inventory number S100032802
Business Area 5000
Cost Center 5500000000
Plant 5000
Location
Additional data
S|

8. Click the Continue button to process your entries.



Enter Asset Transaction: Acquis. w/Autom. Offsetting Entry Screen
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9. Input:

Document Date - the begin date for this asset record

Posting Date — posting date of the asset master record. Defaults to today’s date.
Asset value date — the date you are applying value to this asset record.

Amount posted — the value amount that will be posted to this asset record.

Text — short description that explains the type of acquisition. (i.e. purchase card non-cap)

Click [ Additional details the Additional details tab to access additional data fields.




Enter Asset Transaction: Acquis. w/Autom. Offsetting Entry Screen
. e

FBMS
HOME ACQUISITION CORE FINANCIALS
ASSET | FLEET | PROPERTY ORG | DISPLAY

Welcome Douglas Bidle

FBMS Help | Personalize | Log Off

TRAVEL PROPERTY

EMIS

FINANCIAL

DATA MANAGEMENT

Home > Aszet Home > Acquis. w/Autom. Offsetting Entry | History, Back Forward [
L Enter Asset Transaction: Acquis. w/Autom. Offsetting Entry
+ Assel Home | [System ) | [Simulate | [ Line items | [ Change company code | [ Multiple assets | [ Previous tab page | [ Next tab page |

5 Master Data Company Code Dept of the Interior
+ Change Asset Master Record

Create Asset Master Record () Erermpeme
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10. Input:

Posting Period — should default from document date.

Transaction Type — Click the drop-down Button on the Transaction Type. Within the pop-up box
click on the transaction type and type z*. This will identify all BLMs transaction types. Click on

the Select or green check mark. Double click on the appropriate transaction type. This will
default in the transaction type field.

Reference —is the document that asset was purchased on.

Click the Simulate button to verify/test your data.

10



Enter Asset Transaction: Acquis. w/Autom. Offsetting Entry Screen
‘*'"‘“Ab Welcome Douglas Bidle
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@ Mo Fldocumentwas generated for the asset transaction
A =

11. Click the Post button to complete this process and to save the new asset record

Document lines: Display messages Pop-up

Il:D’Doc:umemIines:Display messages
Tvp|Ite |Message text LTxt
@ (001|Asset transacticn was posted with AR document number 0000001348 @

@ |002(Asset 000000001873-0000 created in company code 1400

@ s W[ |MIFEF| & (S0 [@ oo oo 2 HX]
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12. Click the Continue button to acknowledge the messages.

NOTE: the new asset number is displayed in the asset number field. Please annotate this number on
your acquisition control register in the remarks sections for that property humber.

13. Click E the Back button to exit the transaction. You have completed this transaction.
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