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Fixed Assets – In a nutshell.

· Make sure you set up the current fiscal year in Company Setup. 
· The first time you try to set up Fixed Assets you will be asked to choose the initial fiscal year to record assets. 
· Set up the Fixed Assets setup windows by creating: 
· Clearing Account for FA and default Class (Equipment for instance). You must set up the account in G/L first or do it on the fly. 
· Set up the Classes of assets 
· Set up a Corporate book for each class; thus defining the depreciation options. 
· Receive an asset using the Purchasing/Receiving module. You don’t necessarily need to make a purchase order, you can receive a line item without a PO, using “Combined Shipment/Invoice Receipts” from the Vendors icon. 
· Receive a “Non-Inventory” item. Just write it in free-hand and decline the option to add it to inventory. 
· Enter the usual information such as quantity and value. 

· Expand the chevrons down to add an additional line of description. 
· Expand the blue expansion arrow to check off “Capital Item” in the “Receipt Item Detail” window. 
· Make sure the “Purchases Account” is CHANGED to the FA Clearing account. You’d think that it would automatically change when you check the Capital Item box. It doesn’t. This is very important to change this account here in this window. Otherwise you will debit the default purchases account rather than the FA Clearing account. You need that debit in FA Clearing, because you will receive a complementary credit in the FA Clearing when you post the asset later on. If you don’t have a debit in that account you won’t zero it out and the asset will end up posted to the purchases (inventory) account as well as the particular asset cost account you have assigned. 
· The Receipt Item Detail window will now ask you if you want to update the distribution. You will say YES. 
· Click on the blue expansion arrow next to the Capital Item box. Assign it an Asset ID (you make it up) and choose a Class for it. 
· Enter a vendor invoice # and post. You will see that it debited the FA Clearing and Credited AP. 
· Go to the Assets menu: 
· Accounting/Fixed Assets/Assets 
· Scroll the dropdown in the upper right corner, “Purchase”. This dropdown will only appear if there are Capital Items waiting to be absorbed into inventory. Choose the particular asset you are bringing in and the Asset window will fill with the values you defined in Receiving/Purchasing. 
· Choose the Books button to select a book and class for this asset. 
· Choose the Accounts button to see the G/L accounts assigned to this asset by virtue of the Book/Class combination. 
· Save the record after adding miscellaneous information. 
· Post the Asset from the Assets menu: Accounting/Fixed Assets/Utilities/General Ledger Posting 
· Put in the period from and to dates (2004-001 to 2004-003) and today’s date. 
· Press the “Continue” button. SBM will create an FA batch to be posted into G/L. It will Credit the FA Clearing account and Debit the Asset Cost account assigned to that class (Equipment for instance). 

· Post the FA batch from the Accounting/Post Batches screen and the cycle will be complete. Whew! 
· Once they are in there you can manage the assets with the various procedures listed off the Fixed Assets menu: 
· Depreciate Many Assets 
· Inquiries 
· Utilities 
· Reports. 
· The FA Help screens are not on the ordinary SBM menus. You need to get into any FA screen and then press the yellow question mark for the full help. There is also a manual in PDF form which is available from the Help/Online Manuals window. 
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