. BLM Personal Property
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I National Operations Center




Training Objectives

Property Overview

Acquisition of personal property

How does BLM acquire personal property
Asset Shell

What goes into FBMS?

Inventory Report Certification (Appendix |)



What is Personal Property




Personal Property Overview

Personal Property — any property e.g. computers, vehicles,
boats, radios - except real property and records

Official business only
Must be adequately safe-guarded and inventoried




Personal Property Overview

System-Controlled Property:

Original acquisition cost over $5000
Property with license plate (I tag or M tag)
Items leased over 60 days

Bureau Sensitive (firearms, GPS > $500, computers,
tablets, Ipods)



Personal Property Overview

Locally-Managed Property:

Original acquisition cost less than $5000
Managed in accordance with bureau/office policy
Easily converted to personal use (camera, GPS)

Poses a security threat if lost (privacy/proprietary)



Personal Property

cost threshold
» Personal: over $15000 per item
» Vehicle: over $15000 vehicle (I-Tag vehicles)
— pilferable & small items
Designated by Bureau
Computers, GPS > $500, radios, firearms
M-tag vehicles ‘




Acquisition Types

Available property within the BLM or DI-104 or
electronic transfer in FBMS

Excess from other government agencies (SF-122)
Donation — (DI-102)

Acquisitions from NIFC (1520-31)

Purchase Request in FBMS

Credit Card Purchase

Found on Inventory ( DI-102)



Personal Property — Reuse
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Property Receiving

Control Registers S
~

Required to record all FY acquisitions
- Acquisition Control Register (1520-7A)

- Disposal Control Register (1520-7B) ﬂ
0 Receiving Officer
Designated in writing to sign for & receive goods or services

0 Receiving in FBMS

Goods Receipt or SES (service entry sheet)




Receiving Officer Appointment Letter

Allona
Denver Fede

Memorandum

To: Vincent Pro
Robert L. S

Ruth Welch
Director, National Operatio

Appointment of National Operations Center (NOC) Receiving O
Personal Property

0 Personal Property Man 1ent Manual (Internal), the following
* Rece Officers:

Phone

rhity
arc familiarize yourself with all duties and requirements of R
1520-1.




Control Register
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Custodial Property Officer

Usually the immediate supervisor
Overall responsible for property

Required to conduct annual inventory

Responsible to train cognizant employee regarding
property use and security

Cognizant Employee — responsible for day-to-day use and
proper operation and security



FBMS Asset Shell

Created by Purchase Order

Starts asset in FBMS & used for life of asset
Data entered here .

Incorrect UPC will create a shell that must be deleted

Asset Shell corresponds to Responsible Cost Center



Create an Asset Shell
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>

Purchasing
- Asset FAQs
- Asset Help



Create an Asset Shell

In FBMS — Under Master Data
Use: Acquisition w/ Autom.Offsetting Entry
(use this transaction when FBMS does not create an asset shell -
examples — credit card, found on inventory, donation)

OC-653 creates Asset Shells for Capitalized assets (over
$15,000)

Call OC-653 for further assistance



Personal Property — FBMS Help
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Personal Property — FBMS Help
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1224 4:20:51 PM

224 431

Acguisitio TIZB15 8:07:1°
ulsrh-msIil 1428/15 8:07:11

instru 12/5/14 735645 4

1WZT/14 6:15:33

243515 8:1 2

1WZ3I14 1:55:55

123514 2

AWZ3/14 200

1041512

A2 1:1

3/8/15 6:51:

TWET/14 6.2

243515 9:(C

12314 2:56:33

1023514 31

12314 3

1023514 3:24:35

HN1W15 10:04:13

123514 3 .

1WZ3I14 3:34:09 PM

/14 3:38:09 P

2315 81705 AM

/14 3:40:11 P

1WZ3/14 4:15:28 PM




ersonal Property — FBMS Help
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FBMS Help Tip!!




Incomplete Asset Report

FBMS asset report that “lingers” in the system
Needs to be reconciled

Instructions on NOC Property Operations website
Run weekly report

OC-653 can assist — Kathy or Lois
» (303) 236 — 9460 (Kathy) or 9461 (Lois)



Incomplete Asset Report
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Running the Incomplete Asset Report

ACCHASITIONFIMANCIAL ASSISTANCE CORE FINANCIALS DATA MANAGEMENT
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Incomplete Asset Report

Open Data Sourcs

+ Find Folders

Roles
1 Master Data [YBEX_WW_MD_QUERIES]
™y Project System [YBBEX_WW_PS_QUERIES]
7 Property [YEBEX_WW_PR_QUERIES] \
= Ly Assers [0000000415]
Asset Acquisitions and Disposals Report [WFLA_IOL1_SP_O)
Asget Chandg Report [WFLA_MO1_SP_Q001]
Asset Sales & Exchange Report [WFIA_MDS2_SP_0Q012])
ASLELs % Report [WFLA
Capital Assets [WFLA_MD
(_p001]

Duplica al Repart [WOASSET

General Asset Query [WFIA_MDS2_SP_003]

HR Mini Master Report [WHRMO1_Ra_ 001 ]

Incomplete As: Record Report [WOASSET_SP_Qo02] <——
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Incomplete Asset Report
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Incomplete Asset Report




ncomplete Asset Report
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Incomplete Asset Report

| — Drag Key figures from left column into rows column that you want

2 — Click Down Arrow left of printer icon (choose Excel 2007 or later)

3 —You can save as favorite at this point




Incomplete Asset Report

Click on Repeat Outer Header Members

i Export o X1LSX (Excel 2007 and later)

Export

- ] Sheet 1
[+ @™ Analysis 1




Incomplete Asset Report

Open and Save (or Save as)

Windows Internet Explorer E

What do you want to do with New Analysis
Workspace_2015-01-06_12-55-11.xlsx?

Type: Microsoft Excel 12
From: v, foms.dol.net

= Open
The fie won't be saved automaticaly.

-+ Save
-+ Save as

Cancel



Verity Account Assignment

Click Acquisition/Financial Assistance

Click Display Purchase Order
Input Purchase Order Number — ENTER
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Verity Account Assignment

To find accounting information, click on line number
Click on Account Assignment Tab for commitment item

lf “A” or “L”, then an Asset Shell has been created; “K” indicates no shell
(this is where “Acquigition w/ Off Setting Entry” is used)
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FBMS Reminders — Call OC-653

Do not create an Asset Shell for I-Tag or M-tag items
purchased with a Credit Card or Found on Inventory -

Call OC-653

If a Capitalized Asset does not appear on the Incomplete
Asset Report — Call OC-653

If a Asset requiring license plate is received and does not
have an Asset Shell — Call OC-653

Kathy -(303) 236-9460 or Lois - (303) 236-946 |



Transfer an Asset

1-TO TRANSFER AN ASSET TO ANOTHER ACCOUNTABLE OFFICE USE THE CHANGE ASSET MASTER RECORL
TRANSACTION.

= Asset Home

~ Master Data

Assel Explorer
Mass Change of A

Change Asset Mas.___

Create Asset Mast

Create Asset Subn._..

Acgus. wiAutom.

Display Asset Mas___
Display Asset Doc___

Change Asset Doc

Asset Inventory Upl. ..

Reverse Line tems

Block Assel Maste. .

PROPERTY = £ = Master Data = Change Asset Ma

Asset Edit Goto Extras Environment Sett

& oA H eS¢

Change Asset: Initial screen

Master data I Depreciation areas Assat values I

AssetT A4TS506
Subnumber |

Company Code 1400 |




Transfer an Asset

2 - INPUT THE ORGANIZATION CODE IN THE RESP. COST CENTER FIELD FOR THE OFFICE RECEIVING THE
EQUIPMENT,

@ = Change Asset: Master data

TRAILER - BOAT

HonCap Trailers Company Code

Business Arez ] Burezu of Land Management
Cost Center D UKIAH FO
0 VDO FA MGMT

Plant a00 BLM

Location

Room

License plate number

Fund [xx0e111 0087 ] L1245 MLR-NO YR




Transfer an Asset

3 - CHAMNGE THE CPO ACCEPTANCE TO A 'P'— DO A DROP DOWN ON THE CPO NO. NAME TO INPUT THE NEW CPO
(THIS WILL DEFAULT THE APO FOR THE OFFICE) — INPUT CE NO. NAME IF AVAILABLE

THIS INFORMATION WOULD BE GIVEN BY THE RECEIVING OFFICE'S PROPERTY MANAGER

¥ Cha Asset: Master data
] e v

Assat | TRAILER - BOAT
Class |20KC230 HonCap Traiers C Code 1400

GELEE T Time-dependent Allocations

Organization Information -~

CPO Acceptance Ing: 3

CPO No.Mame 4DEU3SZ5E::DEEHT HARLIS

CPO Org. WVALE DIV OF FIRE & AVIATION MGMT
APD No.MName 1 185| DOMALD M GONZALEZ
APO Org. VALE DISTRICT OFFICE

CE No.Hame 4L 59| TRACY D SKERJAHEC

CE Org. WALE DIV OF FIRE & AVIATION MGMT




DI-105 Hand Receipt for Property
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Appendix 1

Inventory Report Certification



Inventory Report Certification
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Inventory Report Certification

Details

CALIFORNIA
CAPITALIZED
CHECK CE OR:
LORADO
CONTROL REGISTER
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Inventory Report Certification




Inventory Report Certification

Home | Documents | IT REPORTS '

View = MNew - Organize v Se More Adions Details

My Documents Title »
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| | Query Specifications \
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Inventory Report Certification

Home | Documents | IT REPORTS
View = | Organize - end More Action=

; Documents
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Inventory Report Certification




Inventory Report Certification

Organize ~ 5en More Actions - Details

View ~ New

My Documents Title ~
F"HE'S #* | Depredation Check Report

= |—| Public Folders e E Inventory Repart - Certfication
Inventory Report - Certification

21 aceounts Payable
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Inventory Report Certification

1 - Click on Refresh Value ICON
Slide bar to bottom
2 - Select most recent date
3 - Click on arrow pointing right (date will default)

Inventory Report

sset Number - Key Asset - Key Asset Cap Date Last invento

sset Number - Long Text

Prompts

ess Area by Authorization Bureau of Land Management <h Valu
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oo
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]
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Cancel




Inventory Report Certification
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Inventory Report Certification

Inventory Report

ot Cap Date entory dato

Model
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n Bureau of Land Management
¥EAr 003/ 2015
CPO Name AFQ Hame BRUCE E DAWSON;[EMPTY_VALUE]
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Start value

ICE E D,
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cursts aczounting of the proparty for
i destroyey
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Cancel




Inventory Report Certification

1 - Click on Filter Bar
2 - Click on ICON to add simple report filters

& Outline




Inventory Report Certification

1 - Click Others - will receive a dropdown with field choices
2 - Click on your choice (i.e. CPO Name)




Inventory Report Certification

Click the down arrow and it will show all CPOs for the APO selected.

You need not do a refresh to pull a new report for a different CPO.

You can then print each report. Click the print ICON, OPEN, PRINT.

CPO Name (All values) 8




Thank You

Questions!
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