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Objectives
Upon completion of this section, you will:

have an overview of navigating in BEN Financial® appl i cati ons
learn how to logon to BEN Financials

know how to navigate in BEN Financials

learn how to perform inqui res on assets

demonstrate how to update asset information

learn how to retire an asset

understand how to reinstate an asset

learn how to run reports from BEN Assets

S | & Financial Training Department
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Overview of BEN

Business Enterprise Network (BEN)
Pennds busi ness an dtsystenmsaimoh incdubes wed-enalded applications & support
Desktop Configuration

Consistent with current University standards

http://www.finance.upenn.edu/ben/benfin/desktop _req/

Loca | Support Providers (LSPé6s)

http://www.upenn.edu/computing/view/support/staff.html

e List of primary computer support assigned by Center and by Department
Access/Security
Penn eForms

http://www.upenn.edu/computing/da/eforms/

Important Web Addresses
U@Penn Portal

http://medley.isc -seo.upenn.edu/penn_portal/ u@penn.php

e Accessto a wide variety of University web sites and information including those listed below
BEN FinancialsHomepage

http://benapps.isc -seo.upenn.edu

e Access to BEN FinancialsBEN Deposits, and BEN Reports
Business Enterprise Network

http://www.finance.upenn.edu/ben

e News, Calendar, BEN RepsBEN Knows,Frequently Asked Questions, Support Information, etc.
Property Management Group

http://www.finance.upenn.edu/comptroller/accounting/property/

e Business Processes and Procedures, Category Codes, Forms, etc.
Financial Training Department Web Page

http://www.finance.upenn.edu/ftd/

¢ Information regarding courses offered, register for training, the Bottom Line Newsletter, etc.
Audit and Compliance Web Page

http://www.upenn.edu/a udit/

e Information on controls, compliance mechanisms, and technologies to manage risk as well as
providing guidance on the stewardship of University resources
Responsibility Center Management (RCM)

http://www.finance.upenn.edu/comptroller/rcm/index.shtml

e Information about BEN Financials Reports, Fund Aggregations & Object Code Aggregations, etc.

—— | & Fnancial Training Department 5
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Overview of BEN (continued)

Need Help?
Dial 6-HELP (64357 or 215/746-4357)
e Enter your two-digit School or Center code
e BEN Helps is available 9:00 a.m. to 5 p.m. Monday through Friday
BEN Knows

http://www.finance.upenn.edu/benknows/

e Browse and search for possible solutions to your BENFinancials and BEN Reports questions

Penn eForms
Penn eForms are required for entry to most University financial systems. These eForms should be
processed promptly to ensure system access bllowing training. If a n eForm has not been processed
within two m onths or more of attending a training course , you will be required to repeat the
course to obtain access.

F  /fyou need your BEN Financials password reset call 81099.

—— | & Fnancial Training Department 6
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Glossary of Terms

Before using BEN Financials, you should familiarize yourself withthe specifics of the GUI (Graphical User
Interface) or web environment and how to perform basic tasks, such as using a menu or selecting an item.
In doing so, you should come across and become familiar with the following generic terms:

Block
Each window consists of one or more blocks. All required fields in a block must be completed before
you can move to the next block.

Click
Quickly press and release a mouse button while the mouse pointer is on a particular item.

Desktop
The part of the compute r monitor that displays where your work takes place, a.k.a. your screen.

Double -click
Rapidly click a mouse button twice while the mouse pointer is on a particular item.

Folders
Refers to the custom preferences which allow you to determine what colum ns (fields) appear in your
view of the data.

Homepage
The BEN Financials Homepage provides a point of entry into EEN Financials.

LOV
The list of values in a particular field denoted by the ellipsis to the right of the field.

Menu
A list that appears in a bar across the top of a window that consists of commands or actions you
can perform.

Plug -Ins
Plug-ins are software programs that extend the capabilities of the Netscape Browser in a specific way.
J-Initiator and MarkView are software plug-ins that work with the web browser to run graphical BEN
applications on a Windows PC or a Macintosh running Virtual PC. Jinitiator must be installed before the
MarkView plug-in is installed.

Record
A record is one occurrence of data stored in all the fields of a block. Also referred to as a row.

Region
A collection of related fields set apart from other fields within a block. Regions help to organize a
block so that it is easier to understand.

Scroll Bar
A vertical or horizontal bar that app ears on a window whose contents are not entirely visible. Click on
the arrows, or drag on the box of a scroll bar to scroll through the hidden contents, or click in the bar
itself to move to either the previous or next page.

Toolbar
The toolbar is a collection of function buttons. Each toolbar button replicates a commonly -used
menu item. Depending on the context of the current field or window, a toolbar button will be either
enabled or disabled.

Window/Form
Repl aces the wor d efchaogeably througtout BENFisandals.i n t

E— : | & Financial Training Department
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BEN Assets Glossary

Accumulated Depreciation
The total depreciation taken for an asset since it was placed in service. Also known as life-to-date
depreciation and depreciation reserve.

Asset Account
A general ledger account to which you charge the cost of an asset when you purchase it.

Capitalized Asset
Capitalized assets are assets that you depreciate (spread the cost expense over time). The Asset Type
for these assets is "Capitalized".

Clearing Accoun t
An account used to ensure that both sides of an accounting transaction are recorded. For example,
when you purchase an asset, your payables group creates a journal entry to the asset clearing account.
When the Property Management Group records the asset, they create another journal entry to the asset
clearing account to balance the entry from Accounts Payables

Equipment in Process (EIP)
Refers to costs incurred for fabricating non -expendable, tangible personal property that is not available
elsewhere, by physically combining or assembling modular components and/or materials into one
identifiable unit are considered EIP until the equipment is completed and placed in service. When you
finish the assets and place them in service (capitalize them), Oracle Assets begins depreciating them.
In the BEN Assets Application  this term is referred to as Construction in Process (CIP)

Date Placed in Service
The calendar date on which you start using an asset. At Penn, this will default from the invoice date,
unless PMG is informed otherwise

Depreciate
To depreciate an asset is to spread its cost over the time you use it. You charge depreciation expense
for the asset each period. The total depreciation taken for an asset is stored in the accumulated
depreciation account.

Expensed Asset
An asset that you do not capitalize but charge the entire cost to expense in a single period.

Fixed Asset
An item owned by your business and used for operations. Fixed assets generally have a life of more
than one year, are acquired for use in the operation of the business, and are not intended for resale to
customers. Assets differ from inventory items since you use them rather than sell them.

Gain/Loss
The profit or loss resulting from the retirement of an asset.

Intangible Asset
A long term asset with no physical substance, such as a patent, copyright, trademark, leasehold, and
formula. Penn does not currently maintain intangible assets in BENAssets

Location
A key flexfield combination specifying a particular place. You assign each asset to a location.In BEN
Assets, Location = Assignment . Pennds | ocation flexfield 6 ncl

Transaction Type
The kind of action performed on an asset. Transaction types include Addition, Adjustment, Transfer, and
Retirement.

Year-To-Date Depreciation
The depreciation taken for an asset so far this fiscal year.

E— : | & Fnancial Training Department 2
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Logging on to BEN Financials

From the U@Penn Portal Business Takl{http://medley.isc -seo.upenn.edu/penn_portal/u@penn.php)

Click on BEN Financials>BEN Financials Homepage or typehttp://benapps.isc -seo.upenn.edu/

These are websitesyouma y want t o o&kmaatke a riifodrweb browsér e 0

EAQS

Access & Forms
BEN Helps systems 15 lmmited to authorized University staff and faculty.
Desktop Requirements

Documentation

Training

T DB "‘ 55! EN';%;ISE NETWORK

- ‘About BEN Contacts News Related Links

‘ ‘ elcome to the Business Enterpnise MNetweork (BEIT) site, your gateway to Penn's web-based fnancial systems and related mformation and services. Access te the

BEN Financials : Cors financial system providing purchasing (BEN Buys), payables (BEN Pays), and general ledger (BEN Balances) functions. Before you log on, check for late-brealans
advisories and useful suggestions for using BEN Financials (Last Updated: 02/28/2002)

BEN Reports * System for retrieving financial and sponsored projest information ¢ Data Warehause in predefined formats; inchudes links to other applications sush as GRAM and Position

Inventory.

Check here for
important
system
availability

Send Comments & Inquiries about this site to
Copyright © 2002 University of Pennsylvania 41 Rights Reserved
File Last Updated : Thursday Febmary 28, 2002

Included on this page is the following information:

Across the Top

Contacts 1 takes you to information regarding BEN Helps and links to the Local Support Providers,
Frequently Asked Questions, and the FinancialTraining Department

News 1 takes you to all the published communications regarding BEN

Related Links i takes you to the links for BEN Helps, Desktop Requirements and Setup, Hardware and
Software Requirements, BEN Applications, Documentation, Training Irformation, Purchasing Services,
Information Systems and Computing, Office of the Comptroller, and Office of the Vice President for
Finance

Along the Side

Access and Forms 1 takes you to the Document Forms Library which includes forms for BEN Reports,
BENFinancials Printers, and Logon Request Forms

BEN Helps 1 takes you to the procedures for BEN Helps and includes a list of the 2 digit code for each
School and Center

Desktop Requirements 1 takes you to the Hardware and Software requirements, installation of the J-
Initiator plug -ins for Internet Explorer and installation of MarkView Web Client

Documentation i takes you to the documentation for BEN Balances, BEN Buys and BEN Reports

FAQit akes you to the O6Frequentl y AisskneladdingBEN Belps, BENs 6

Teaches, and General Usage
Training 1 takes you to the Financial Training Department homepage

Click on the BEN Financials link to login to BEN Financials

1 ﬁ Financial Training Department 9
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BEN Financials Login Window

b@h financials

User Mame |

Pazswoard |

Connect

Enter your application User Name and Password

Click on[Connect] or press [Enter]

F  vou will see the message below if you enter an incorrect password or if you attempt to login when

the system is unavailable (e.g. after 8:00 p.m. EST on weekdays).

>

Oracle E-Business Suite

—

\Welcome to Oracle E-Business Suite

Error

Either the systerm is unavailable or you have entered an incorrect paswaord. Please check system availability and then try again. if you have forgotten your
password, you will need to bring your PennCard to Costomer Sendce at 3401 Walnut Street, Suite 2656 to hawve your password reset. If you have any other
guestions, please contact your BEN Access Administrator or BEM Helps at B-HELP

Enter wour username and password to login
*ndicates Required Field

* Usemname I

* Paggword |

{ 'Logln X ‘Cancel )

If you forget your password, go to:

Customer Seavice
3401 Walnut Street, Suite 265B
215-898-1099

F Requires Penn ID

1 % Financial Training Department
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BEN Financials Homepage

ORACLE Logout  Pret Hel
. _— _ Logout Prefersnces Help
=F Business Suite Home
(1 Asset Administrator Please click on a respansibilty link to display the list of avaiable applications
(27 Budget Entry (Secured
(1 Ereeze Grant (Secured
(1 Ereeze/Unfreeze Grant (Secured)
27 GL Inquiry {Secured
(1 GL Reporting iSecured
(7 Jowrnal Entry - General
3 PO Manager
(C1 Requisitioner
(0 Senior Asset Administrator
(7 User Preferences
Logout | Preferences | Help
Copryright 2000-2004 Oracle Corporation. Al rights reserved Privacy Statement
e When you click any one of the Responsibilities the system displays the navigation paths in the right
panel for the selected responsibility.
F Click on any of the responsibilities listed in the left panel and the navigation path for the responsibility
automatically changes in the right panel.
| E.Er&?ﬁlﬂﬁ‘% Smtﬁ_;éi)ﬁﬁ Logout Prefersnces Help
e ey Wocurea Bl nticaions
(O3 GL Reporting (Secured Wiew User
8 Jpngr:ﬂa\ Entry - General Inquiry
cu Manager CCOUN
g %%:es f;unds »&val\ab\e
. (&) Journals
RewExp Inguiry
Acct Mapping
Legacy GL to BEN
Legacy SL to BEN
Legacy Subcode to BEN Object
Legacy Acct Descr
Legacy Subcode Descr
COA Inquiry
COA Segment ‘Yalues
(&) View Grant Aftributes
Other
(&) Profile
Logout | Preferences | Help
pyright 2000-2004 Oracle Congoration, Al richts reserverd Privacy Statement
F 7re Navigator window appears on Functions | Documents
the screen. To change a navigation Notifications
path within a responsibility, invoke Top Ten List
+ Inquiry 1. Account Ingquiry
the Navigator by + Acct Mapping 2. Revenue/Expense Inquiry
+ COA Inquiry ﬂ 3. View User
®  (Closing all forms or + Other
View User -
e C/J/icking on the how Navigat
fcon on the toolbar
N | & Financial Training Department 11
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BEN Financials Responsibilities & Navigation Paths
The BEN Financials Homepage lists the BEN Responsibilities for which you have access.isted below each

responsibility are the corresponding navigation paths.

BEN Assets

Senior Asset
Administrator &
Asset Administrator

Inquiry
Financial Transaction
Transaction History
Asset
Asset Workbench
Mass Changes
Other
Requests
Run
Invoice Inquiry

BEN B alances

Budget Entry (Secured)
Budget Journal

Freeze Grant (Secured)
Freeze Grant
View Grant Attributes
View User

Freeze/Unfreeze Grant
(Secured)
Freeze Grant
View Grant Attributes
View User

GL Inquiry (Secured)
Notifications
Inquiry
Account
Funds Available
Journal
Rev/Exp Inquiry
Acct Mapping
Legacy GL to BEN
Legacy SL to BEN
Legacy Subcode to
BEN Object
Legacy Account Desc
Legacy Subcode Desc
COA Inquiry
COA Segment Values
View Grant
Attributes
Other
Profile
View User

GL Reporting (Secured)
Reporting
Run Report
Create Report Set
Other
Profile

Journal Entry 1 General
Notifications
Journals
Enter
Encumbrance
COA Inquiry
COA Segment Values
View Grant Attributes
Other
Profile
View User

BEN Buys

PO Manager

Notifications
Purchase Orders
View/Control PO
Enter Receipts
Inquiry
Invoices
Locations
Receipts
Requisitions
Shipping Info
Suppliers
COA Inquiry

COA Segment Values

View Grant Attributes
Reporting

Run Report

Create Report Set
Other

Profile
View User

Requisitioner
Requisitions Homepage
Suppliers
PO Action History
Shipment Information

User Preferences
General Preferences

1 ﬁ Financial Training Department
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BEN Navigation 1 Typical Application Window

Top of Window
BEN Financials Appliation Window Bar
Window/Form Name
Menu Bar
Toolbar

‘,E:_."g Oracle Appli

File Edit ; ) ORACLE

Conversion Status

ucoer RS CIR oo
Rate - [

Reverse
Date _ i Switch Dr/Cr -

Line Account

Check Funds Change Period. .. Change Currency...

Record: 1/1

Bottom of Window
Message Bloc
Record # Block

Available Features Block

Other Window Features
e Yellow - shaded fields indicate required data field(s)
e Gray - shaded fields indicate currently unavailable data field(s)
e White T updatable but not required data field(s)
e Bluei shaded fields indicate query mode

S | & “inancial Training Department 13
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Switching Responsibilities
To switch Responsibilities
e Close the current form by either
e Clicking on the Oandcornenofthénfemarpper ri ght h
e Clicking on File>Close Form on the menu path or
¢ Clicking on the 6Close Formdéb icon on the Tool bar
e Once the forms are closed
e Click on File>Switch Responsibility or
e Click on the 6Top Hatd icon on the tool bar

e This pop-up box will appear

Budget Entry {Secured)

Freeze Grant (Secured)
Freeze/lUnfreeze Grant (Secured)
GL Inguiry (Secured)

GL Repoting (Secured)

Journal Entry - General

PO Manager
Reguisitioner

Seniar Azzet Administratar
User Preferences

Taskbar

e You canalso go back and forth between Responsibilities by usingt he 6 Task Bar 6 on you

@ L@Penn - Micr... | @ Qracle Applicat... | @ https : /ftitan.isc. .. | @ Qracle Applicat... |

1 Y y '

U@Penn Portal BEN Financials Homepage Splash Screen Application

e ; & =inancial Training Department 14
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Using the Applications Na vigator Functions Region

The forms that you can
navigate to are displayed in a
navigation list on th e left-hand
side of the Navigator window. Inguiny:
The navigation list is organized
much like the hierarchy of a

Functions Docurnemnts

file system, where you can Notifications Uigg Jer Ut
expand items that begin with a

plus sign (+) to further sub - + AcctMapping | - o0 0 e

levels until you find your form + COA Inquiry options

of interest. Sub-levels appear + Other available from

indented below the items from View User within the GL
which they are expanded. Inquiry
Items that are expanded are responsibility
preceded by a minus sign (-).
You can expand no further
when an item displays neither
a plus or minus sign.

Above the navigation list, you
should see two fields that span
the width of the window.

These two fields help you
identify your selection. The top
field displays the name of the item currently selected, while the bottom field displays the choice
highlighted.

To expand or collapse the navigation list:

e Choose one of the following methods to expand an expandable item to its next sub -level:
e Double-click on the item
e Select the item and choose Open
e Select the item and choose the Expand [+] button

e Choose one of the following methods to collapse an expanded item:
e Double-click on the item
o Select the item and choose the Collapse [ - ] button

e To expand or collapse several items at once, choose one of the following buttons:
e Expand All Children-expand all the sub-levels of the currently selected item
e Expand All-expand all the sub-levels of all expandable items in the navigation list
« Collapse All-collapses all currently expanded items in the navigation list

e To open a form from the navigation list:
e Select your form of interest
e« Choose Open

e Alternatively, you can double-click directly on the form of interest to open it.

F Do not double -click on the Open button. All buttons require only a single click to activate.
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Using the Top Ten List (Optional)

If there are forms that you use frequently, you can copy them over to a navigation top ten list located on
the right-hand side of the Application Functions Navigator. The top ten list displays your forms
numerically so you can choose them instantly without having to drill down for them in the navigation list.
You can add a maximum of ten forms to the top ten list and you can create a different top ten list for

each responsibility you have access to.

Functions | Documents

View User

Notifications Top Ten List
- Inquiry 1. Account Inguiry
Account 2. Revenue/Expense Inquiry

Funds Available 3. View User
Journals
Rev/Exp Inguiry

+ Acct Mapping

+ COA Inguiry

+ Other

B
bl
K
Ll
=

To create a navigational top ten list:

e Highlight a frequently used form from the navigation list

e Click on the arrow going right

e The form name now appears in the navigation top ten list preceded by a top ten list number

F If you wish to remove a form name from the top ten list, highlight t  he form name in the top ten
list and click on the arrow going left

To open a form from the navigation top ten list:
e Type the top ten list number that precedes the form name you want to open

e You can also highlight the form name you want and click on [Open ], or double -click on the form
name

F The name and description of the form selected also appear in the current selection fields above
the navigation /ist.
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User Preferences (Optional)

From the BEN Financials Homepage, tick on User Preferencesto change your password

General Preferences [ ?

ORACLE"

Applications

[General Preferences

odify your preferences and then click on the Apply button

Enown As |
Cld Password |

Password |

Eepeat Password |

F  users wi be prompted to change their password every 30 days. User Preference is use to
change when you desire.

Click on [Apply]

Click on the|?

to return to the BEN Financials Homepage
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Menu Paths

Right Mouse Button Menus
Depending on your desktop settings, using the right (or left) mouse button ’

may allow you to access the following menu items: ﬁ
Cut

Copy

Paste
Folder Menu
Help

Pull Down Menus

File Edit “iew Folder Tools Window Help

Use the Pull Down menu bar to navigate through a form, to edit or retrieve data, or to perform various
other actions.

F Avail able functions show i n bl ack, whil e wunavail

File Menu

The File menu lets you perform several actions in BEN Financials:

New Opens a new record in the active form.

Open Opens the detail screen for the current selection.

Save Saves any pending changes in the active form.

Save and Proceed Saves any pending changes in the active form and
advances to the next record.

Next Step Updates the Process workflow in the Navigator by
advancing to the next step in the process.

Export Exports data retrieved.

Place on Navigator Creates an Icon in the Documents tab of the Navigator

which can be used to recall the active form and its
current record.

Log on as a Different User Exits the application and displays the BEN Financials
Logon window.

Switch Responsibility Displays the Applications Responsibility window.

Print Prints your current window. An application may override

this action to instead allow printing of one or more
specific reports.

Close Form Closes all windows of the current form.

Exit Oracle Applications Quits BEN Financials Applications.

e ; & =inancial Training Department 18
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Menu Paths (continued)

Pull Down Menus  (continued)

File Edit Yiew Folder Tools Window Help

F Available functions showi n b/l ac k, whil e wunavailable functions
Edit Menu
Use the Edit menu to edit your data in BEN Finandals:
Undo Typing Undo any typing done in a field before the field is exited
and returns the field to the most recent value.
Cut Cut the current selection to the clipboard.
Copy Copy the current selection to the clipboard.

Paste Paste the contents of the clipboard into the current field.
Duplicate Record Above Copies all values from the prior record to the current
record.

Duplicate Field Above Copies the value of the current field from the prior row.

Clear Record Erases the current record from the window.

Clear Field Clears the data from the current field.

Clear Block Erases all records from the current block.

Clear Form Erases any pending changes from the current form.

Delete Deletes the current record from the database.

Select All Selects all records (for blocks with multi-select).

Deselect All Deselects all selected records except for the current
record (for blocks with multi -select).

Edit Field Displays the Editor window for the current field.

Preferences Change Password Displays the Change Password dialog box.

Preferences Profiles Displays the Profiles window.

View Menu
The View menu provides you with the following options:

Show Navigator Displays the Navigator window.

Zoom Invokes custom defined zooms.

Find Displays the Find window to retrieve records.

Find All Retrieves all records.

Query by Example Enter Invokes 'Enter Query' mode to enter search criteria for a
guery-by-example.

Query by Example Run Executes the query-by-example.

Query by Example Cancel Cancels the query-by-example by exiting from 'Enter
Query' mode.

Query by Example Show Last Criteria Recovers the search criteria used in the previous query-
by-example.

Query by Example Count Matching Records Counts the number of records that would be retrieved if
you ran the current query -by-example.

Record First Moves the cursor to the first record.

Record Last Moves the cursor to the last record.

Translations Displays the Translations window.

Attachments Displays the Attachments window.

Summary/Detail Switch between the summary and detail views of a
combination block.

Requests Displays the Request window. Requests are your
reports.
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Menu Paths (continued)

Pull Down Menus (continued)

File Edit “iew Folder Toals Window Help

F Available functions show i n bl ack, whil e uvunavail
Folder Menu
The Folder menu lets you customize the presentation of data in a folder:
New Creates a new folder definition.
Open Opens an existing folder definition.
Save (Do Not Usei Saves Query) Saves changes to the current folder definition.
Save As(Usei Doesndt Save Sauesauyehntfolder definition to a new name.
Delete Deletes an existing folder definition.
Show Field Displays a field that is currently hidden.
Hide Field Hides the current field.
Move Right Moves the current field to the right.
Move Left Moves the current field to the left.
Move Up Moves the current field up.
Move Down Moves the current field down.
Widen Field Increases the width of the current field.
Shrink Field Decreases the width of the current field.
Change Prompt Changes the prompt for the current field.
Autosize All Adjusts all field widths to completely show their data.
Sort Data Specifies sort order for the first three fields by
ascending, descending and no ordering.
View Query Displays the query criteria for the current fold er
definition.
Reset Query Erase the current query criteria.
Folder Tools Display the folder tool palette.
Tools Menu

The functions in the Tools menu differ based on the area of Responsibility in which you are currently

working. Available functons show in black, while unavailable

Window Menu
The Window menu displays the names of all open application windows and window placement options.

Cascade Displays any open windows in a "cascaded" or stair-
stepped fashion.

Tile Horizontally Displays any open windows in a horizontally "tiled"
(non-overlapping) fashion.

Tile Vertically Displays any open windows in a vertically "tiled"

(non-overlapping) fashion.

Open Window List Displays a list of open window titles in the order in which

they are stacked.

1 ﬁ Sinancial Training Department
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Menu Paths (continued)

Pull Down Menus (continued)

File Edit “Wiew Folder Toaols Window Help

F Avail able functions show in bl ack, whil e wunavailabl
Help Menu
Use the Help menu to get additional information about BEN Financials:
Window Help Displays help for the current window.
Oracle Applications Library Displays a window that lists all available Oracle
Applications help text.
Keyboard Help Displays the current key mappings of specific functions
and menu options.
Diagnostics Used for technical diagnostics.
Record History Displays information about the current record.
About Oracle Applications Displays information about the current window and

application, including version information.
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Toolbar

AYO IO BeP 8 N ER LIP3 12

Collection of iconic buttons replicating commonly-used menu selections. Depending on the context of the
current field or window, a toolbar button will be either enabled or disabled. You can display the label for
an enabled toolbar button by holding your mouse ov er the button. The toolbar buttons and the actions

they perform are as follows:

New - Opens a new record in the active form.

£l

Find - Displays the Find window to retrieve records.

Show Navigator i Displays the Navigator window.

Save - Saves any pendirg changes in the active form.

TG

Next Step - Disabled in BEN Financials.

+
i+
4

Top Hat i Enables switching Responsibilities.
Print-Prints the current screen that the cursor i

Close Form- Closes all windows d the current form.

Cut - Cut the current selection to the clipboard.

L =le]e

Copy - Copies current selection to the clipboard.

8

Paste - Pastes from the clipboard into the current field.

!

Clear Record- Erases the current record from the window.
Delete T Deletes the current record from the database.

Edit Field - Displays the Editor window for the current field.

Zoomi Get Next Invoice Image (typically used by Accounts Payable)
Translations - Invokes the Translations window.
Attachments - Invokes the Attachments window. If one or more attachments already

exist, the icon changes to a paper clip on a piece of paper.

Folder Tools - Displays the folder tool palette.

Window Help - Displays help for the current window.
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Although these functions can be accessed either by the toolbar or pull down menus, Keyboard Shortcuts
are yet another option for navigating through BEN.

Block menu
Clear Block
Clear Field
Clear Form
Clear Recod
Commit

Count Query
Delete Record
Display Error
Duplicate Field
Duplicate Record
Edit

Enter Query
Execute Query
Exit

Help

Insert Record
List of Values
List Tab Pages
Next Block

Next Field

Next Primary Key
Next Record
Next Set of Records
Previous Block
Previous Field
Previous Record
Print

Return

Scroll Down
Scroll Up

Show Keys
Update Record

[Ctrl] [B]

[F7]

[F5]

[F8]

[F6]

[Ctrl] [S]

[F12]

[Ctrl] Up Arrow
[Shift] [Ctrl] [E]
[Shift] [F5]
[Shift] [F6]
[Ctr] [E]

[F11]

[Ctrl] [F11]
[F4]

[Ctrl] [H]

[Ctrl]] Down Arrow
[Ctrl] [L]

[F2]

[Shift] [Page Down]
[Tab]

[Shift] [F7]
Down Arrow
[Shift] [F8]
[Shift] [Page Up]
[Shift] [Tab]
Up Arrow

[Ctr] [P]
[Enter]

[Page Down]
[Page Up]
[Ctr] [K]

[Ctrl] [U]

1 g Sinancial Training Department
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Navigation Tips

Item
Navigating
Quickpick

Cancel Runaway Query

Change Responsibility
Move From Fields and Zones

Finding Patterns With Wildcards

Case Sensitive?

Message and Status Lines
Available Options

Record History

Name in Action History
Enter Query

Execute Query

Cancel Query

Copy Field

Copy Record

Paste

Error Message

Report

Additional Record Information
Insert Row

Field Edit

Exiting

BEN Financials
Pull Down Menu Paths; Toolbar icons; Keyboard shortcuts
List of Value icon [---] within field or [Ctrl] L

Pop-up box appears after first 100 records. Click [Continue], [Stop]
or [Continue to End] or Click [C

File>Switch Responsibility
[Tab] or Move Cursor With Mouse

You can use the percent '%' wildcard within a field to represent any
number of characters (including no characters).

Example: To retrieve all records that contain the word "Central" in a
specific field, you would enter %Central% in that field. Click [Find] .

Yes

Bottom of Window

Toolbars & Menu Items

Help>Record History

View User gption listed under various Responsibilities
View>Query By Example>Enter or [F11] or Flashlight Icon
View>Query By Example>Run or [Ctrl] F11 or click [Find]
View>Query By Example>Cancelof [F4]
Edit>Duplicate>Field Above or [Shift] [F5]
Edit>Duplicate>Record Above or [Shift] [F6]

Edit>Paste

Pop-up Box

Requests

Pop-up List or [*]

[Ctr]] Down Arrow or NEW record icon

Edit>Edit Field

File>Exit Oracle Applications
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Additional Tips
Canceling a Long Running Query

When a query may take longer than a few seconds to retrieve the selected records, this pop -up message
may appear. Ignore this message if you wish to wait for the query to finish. Or click on [Cancel] to end
the query and either enter data to narrow the search or re -enter any mistyped information.

Fress Cancel to end this database operation.

Canceling a Query with Many Records

If you enter a query and the records exceed 100, you will see this message appear. Select from the
following options:

e [Continue] - will continue to the next 100 records

e [Stop] - will stop the query

e [Continue to End] - will continue to the end of the entire query

==Decision

9 100 more recards have been
retrieved, and an unknown number of
additional recards remain.

Continue to End

Continue

Server Not Available

The pop-up box below will appear when a server connection is unavailable, e.g. due to hardware or

network problems. Click [OK] to remove message.

There was no response, The server could be down
ar is nok responding.

If wou are unable bo connect again later, contack
the server's administrakor,

Ok |
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Exporting BEN Financials Data to a Microsoft Excel Spreadsheet

Procedure

e From the menu, click on File>Export

e If your desktop is configured properly, you should either see the spreadsheet or the following box,
which should say Opening: filename using EXCEL.EXE If it does not say EXCEL.EXE, your desktop

is not configured properly (see below).

Warning: There is a possible security hazard here.

O pening:
* frd_gfm. download using EXCEL.EXE.

When pou download a file fram the netwark, you should be
aware of secunty considerations.

A file that containg malicious programming instructions
could damage or atherwize compronise the contents of
WavUr computer.

You gshould only uze files obtained fraom sites that pou trust.

YWWhat da you want ta do with this file?
* Open it
™ Save it to disk

W &lways azk before opening this tppe of file

k. | Cancel

e SelectOpen It and click [OK]

Desktop Configuration
e Should be handled by your Local Support Provider (LSP)

e Do-it-yourself instructions can be found here:

http://www.finance.upenn.edu/ben/benfin/desktop_reg/config -excel.shtml

F If your desktop is not configured properly, you will receive the following box. You can either
selectPi c k Agmgbéowse to the EXCEL.EXE file on your hard drive, or selectSave F i &and é
open the file from within Excel later.

Unknown File Type x|

F f'ou have started to download a file of bype
tewt/tab-zeparated-values

Click "Mare Info" toleam how to extend M avigator's
capahilities.

kare Info I Pick App... Sawe File... | Caricel
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Using the Navigator's Documents Region

If you have a document, such as a particular purchase order, invoice, or report that you want to access
later, you can create a link to the document using t he Navigator's Document feature. The Navigator's
Document feature allows you to create as many links as you want and save them in the Documents
region of the Navigator window. The links can be represented as icons in the window or may be viewed
as a list. When you use a link to open a document, BEN Financials opens the document in the appropriate
form window. You can access the Document region
Adding New Documents to the Navigator
e Forms that support adding documents to the Navigator enable the Place on Navigator menu item
in the File menu. Use this menu item to add your document to the Navigator.

Opening the Navigator's Document Region

e Click on the Documents tab in the Navigator window

To Open a Form from the Document Reg ion F Once you create a link
to a document, the
e Select the document link you want to open Document region will open

by default when you log on.

Information here is
Renaming Documents in the Navigator static, i.e. not updated.

e Click on[Open] or double-click on it

e Highlight the document link you want to rename.
e Click on[Rename] or double-click on the label
e Enter the new name, then

click [OK]

r-ﬁ' Mavigator - GL Reporting (Secured)

Documents
F " . L. ® |con view  Ligt view
ere is a limit of 80
characters for document E
names

Request 1D 47922
Removing Documents from

the Navigator

e Highlight the document link
to be discarded

e Click on[Remove]

F Documents placed on
the Navigator will stay
there until you remove Renarne...
them.

Removing the document

link fr om the Navigator has
no effect on the actual document. However, if a record such as a report request is deleted,

the link in your Navigator displays a message letting you know that your link is now invalid.
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Logging Off of BEN Financials

When you are ready to logoff of BEN Financials

e Close all the open windowsxband fbhbemeppgrctigktnban
e Click on File>Exit Oracle Applications
e Click[OK]

= Caution

ﬁ Exit Oracle Applications?
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BEN Assets
I n Pennés decentralized envi r on ibk fotprope8ynamagement. and Cen
BEN Assetsenhances existing asset management tools and processes to support the Schools and Centers
in improving their operational efficiency and safeguarding University assets.
The new BEN Assets applicationand processespromotes:
A Improved oversight and control over moveable equipment assets to avoid loss and/or unauthorized
disposal
A Tr us tcenfidenBeregardngmanagement 6s abil ity to appropriatel

A Improved processing through better integrat ion with other systems, reduction in manual processing,
and greater transparency of equipment information for C ustodians
A Creater indirect cost recovery from research by more accurately linking research equipment with

specific rooms

What is an Asset?

An asset is any item for which all three of these criteria apply:

A Item has a value of $5,000 or higher

>

Item has a useful life of more than one year

A The University retains title of the item

BEN Assets 1 Policy Overview

e Custodians must safeguard University assets

e The University must maintain accurate records of tangible property whose value and useful life meet
the criteria of a capital or property asset

e Schools & Centers have the responsibility for managing their assets within all applicable regulations
and policies

o Property assets are required to be tagged, maintained and periodically inventoried
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BEN Assets Roles

Property Management Group (PMG)

This central University group has oversight responsibility for ensuring that policies and procedures related
to the stewardship and maintenance of records for University assets are followed. This includes
developing and promulgating fixed asset policies and procedures. PMG is also responsible for reviewing
and adding assets acquired into the BEN Assets system reconciliation of BEN Assets to the general
ledger, and planning and coordinating inventory activities.

Senior Asset Administrator (SAA)

The SAA has responsibility at the School/Center level for ensuring that policies and procedures related to
the stewardship of the assets and the maintenance of fixed asset records are followed. The SAA is
responsible for the following:

Ensuring all their assets are appropriately capitalized and entered into BEN Assets

Verifying that all their assets are tagged or i dentified as untaggable

Coordinating with PMG the inventory of his/her School/Center

Following up on any items that could not be located during the inventory process

Recording their authorized disposals in BEN Assets

The SAA is also responsible for assiging personnel to the appropriate roles within the School/Center,

such as Asset Administrator, Tagging Contact, Custodian, to assist him/her with these stewardship and
record maintenance responsibilities and for ensuring that said Asset Administrators, Tagging Contacts and
Custodians carry out their duties appropriately. The SAA is generally the Senior Business Administrator or
his/her designee.

Asset Administrator (AA)

The Asset Administrator has responsibility for the overall management of informatio n into the BEN Assets
system for existing assets, including updates for descriptive information, as well as changes in location,
responsible ORGs, Custodians, Tagging Contacts, and other changes of which he/she is notified by the
Tagging Contact, Custodian or other responsible persons. In addition the Asset Administrator is
responsible for running the necessary reports in BEN Assets, BEN Reports or against the Data Warehouse
as required.

Tagging Contact (TC)

The Tagging Contact is responsible for affixing the actual property tags on moveable equipment under
his/her purview or for determining that equipment is not taggable as well as for notifying the AA of the
tag number assigned to the asset or that the asset should be identified as untaggable. The T C is also
responsible for verifying from a printed report the information in BEN Assets is correct with regard to the
asset at the time of tagging and for notifying the AA of any changes. The TC is also responsible for
assisting with asset location during inventories.
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BEN Asset Roles (continued)
Custodian

The Custodian has primary responsibility for the stewardship and safeguarding of assets to which he/she
is assigned. The Custodian is responsible for reporting any relocation or transfer of assets under his/her
care to the AA for updating this information in BEN Assets. The Custodian is responsible for initiating the
retirement process for any assets retired (including theft or casualty loss). The Custodian is also
responsible for assisting with asset location during inventories. Each Custodian is responsible for
maintaining a list of assets in his/her care.

Buyer

When purchasing equipment, the Buyer is the PO Manager whofirst approves the requisition from which
the purchase order is generated. The Buyer is also responsible for selecting the appropriate asset object
code (see below) to charge for the asset purchased and for determining and entering the required
property information into the property management form (pop -up box) when creating a requisition in
Internet Procurement (IP). The buyer is also responsible for acquiring an Asset Number for purchases
that are a component of an Equipment In Process.

PO Manager - Approver

The PO Manager (can also be the Buyer) is responsible for veifying that the object code is correct and
that all required property information has been entered correctly prior to approving the requisition.

Note: The responsibilities identified here relate only to that information required for fixed asset
acquisit ons whi ch meet the Universitydés capitalizati
a whole.
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The Life of an Asset

An asset in the majority of cases becomes an asset via of the creation of a requisition, whereby the
following asset object codes are selected:

1870 Furniture and Fixtures (previously 1830)

1871 Computer Equipment (previously 1831)

1872 Other Capitalized Equipment (previously 1832)

1877 Equipment in Process (previously 1834)

1874 Rare Books, Artwork and Collectibles (previously 18531852, and 1859)

Upon selection of one these object codes the Property Management form in the requisition is triggered

which requires the 6Buyerd to enter additional infor
When the invoice for the asset is processed by Accounts Payable t hi's begins the 6Life
illustrated below:
Automated Addition Manual Addition by PMG
Inquiry/
AP l Updates
Invoice
over = /
$5,000 =

ey
’L\ — =

.

l Location Changes
Cost Adjustment @

Reports
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BEN Assets Business Processes & Procedures
Acquisitions - Assets Purchased via BEN Buys

Overview

This procedure describes the types of assets (property) and the associated property information
required to be entered by the Buyer at the time a requisition is created for equipment assets purchased
at the University of Pennsylvania. When the invoice for the respective Purchase Order (P.O.) is processed
by Accounts Payable (A/P)this property information is automatically transferred into the BEN Assets
system.

This information is necessary for the proper identification, tracking, maintenance and inventory of the
asset once it is acquired.

Responsibilities:

Schools/Centeis

PO Manager/Buyeri When purchasing equipment, the Buyer is responsible for selecting the appropriate
asset object code (see below) to charge for the asset purchased and for determining and entering the
required property information into the property man agement form (pop -up box) when creating a
requisition in Internet Procurement (IP) also known as BEN Buys.

PO Manager/Approveri The PO Manager (can also be the Buyer) is responsible for verifying that the
object code is correct and that all required prop erty information has been entered correctly prior to

approving the requisition.

Note: The responsibilities identified here relate only to that information required for fixed asset

acquisitjions which meet t he Uni vtberequisttion@ocessasp i t al

a whole.

Property Management Group (PMG)

PMG is responsible for reviewing the invoice transactions from Accounts Payable (A/P) for the purchase of
assets and adding these assets to the BEN Assets System. PMG is also responsiblfor reconciling
additions between BEN Assets and the General Ledger (G/L), for reconciling assets pending in the Mass
Additions Workbench to the clearing account in the G/L and for monitoring and aging assets that are
pending in the Mass Additions Workbench.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions - Assets Purchased via BEN Buys (continued)

Definitions

1.

Equipment to be capitalized refers to an item of non -expendable tangible personal property with a
useful life of more than one year, a cost in excess of $5,000 per item, excluding freight charges and
taxes, and for which the University has title. Equipment may be moveable or fixed. Below are the
various types of equipment that may be purchased at the University of Pennsylvania:

Moveable Equipment  refers to equipment which can be easily moved from one area to another
and includes items such as furniture, lab equipment, computers, software (other than major
systems), etc.

Moveable Equipment should be purchased using the appropriate Moveable Equipment object code:

1870 Furniture and Fixtures
1871 Computer Equipment
1872 Other Capitalized Equipment

Equipment in Process (EIP)  refers to costs incurred for fabricating non -expendable, tangible
personal property that is not available elsewhere, by physically combining or assembling modular
components and/or materials into one identifiable unit . This equipment is considered EIP until the
equipment is completed and placed in service. The following do not qualify as EIP:

e Costsincurred for standard items that are altered or customized to make them usable on a
project.

e |tems that are added to replace existing components or upgrade the asset are not components
and should be expensed rather than added to cost of the existing asset.

Before ordering components to be used in fabricating a piece of equipment, the Buyer should contact
PMG to have an asset number assigned to the fabricated equipment to which all component costs
will be accumulated as the acquisition cost of the asset. To assign the asset number, PMG will need
to create an in-process asset within BEN Assets and as such will need to input the required property
information related to the equipment being fabricated.

EIP components should be purchased using the1877 Equipment in Process object code.

Collectibles - Rare books, museum collectibles and artwork acquisitions are capitalized at cost plus
associated expenses. Rare books and other collectibles are not depreciated.

Collectibles should be purchased using the1874 Rare Books, Artwork and Collectiblesobject code.

S | & sinancial Training Department 34




b/Zn teaches m———— |

BEN Assets Business Processes & Procedures (continued)

Acquisitions - Assets Purchased via BEN Buys (continued)
Business Procedure

Requisition of Equipment

1. For the purchase of equipmentandcollect i bl es via the Universityos I ntgr
certain object codes must be used to activate the property management form to allow the Buyer to
add the additional information required for recording , tracking and depreciating such assets in the
Uni ver sityoés f i->BENIAssets.sTaese objgciscodesmare:

1870 Furniture and Fixtures (previously 1830)

1871 Computer Equipment (previously 1831)

1872 Other Capitalized Equipment (previously 1832)

1877 Equipment in Process (previously 1834)

1874 Rare Books, Artwork and Collectibles (previously 18531852, and 1859)

2. The Buyer, when preparing a requisition that uses any of the above listed object codes will be
required to input the following information in the property management form (pop -up box:

a. Description - Defaults from the Penn Marketplace. For equipment items ordered on a Non-
catalog requisition, the Description must include an English language description of the item
including the Manufacturer6 s name and Model # i f avail abl e

b. BLDG-FLR-RM i This is the building, floor and room where the asset will be located upon
installation. This information can be selected from a List of Values (LOV) and will be
validated against existing building/floor/room combinations in the Facilities Center databa se.
This is a required field.

c. Category Code 1 This is the code that best describes the equipment purchased (e.g., Office
& Lab Furniture, Scientific Equipment, Computer Equipment, etc.). The Category Code is
used to determine the useful life of the asset over which it will be depreciated. Although the
default is set to a null value, an actual category must be selected from the LOV. Thisis a
required field

d. Responsible Organization T This represents the 4-digit ORG that owns or is responsible
for safeguarding of the asset. This information defaults from the first line of the Purchase
Order (PO) but can be modified by the Buyer from the LOV. This is a required field.

e. Govt.RetainTitle?Y/IN TAYO should be selected i f dwhwner shi|p
the government agency that funds the acquisitiaon
selected. This is a required field.

Please note : If the government retains title (Y), the acquisition cost of the
asset should not be capitalized using the 187x o bject code, but instead
should be expensed to the appropriate 5xxx object code.

f. Custodian of Item T This is the person within the organization who primarily uses or has
primary responsibility for safeguarding the asset. The Buyer should select the Custodian
from the LOV which shows the full name and Penn ID of University employees. Thisis a
required field.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions - Assets Purchased via BEN Buys (continued)

g. Custodian Phone i This is the telephone number of the Custodian identified above. This is
a free-form field which requires the Buyer to enter in the telephone number. The phone

number should be at | east 1d206chamndcslkeos! dolbg, f dgnm

follows: ### -### -####  x##, including area code and extension, if applicable. Thisis a
required field.

h. Tagging Contact 1 This is the person responsible for physically tagging the asset (or,
alternatively determining that the item is untaggable) and responsible for verifying the
information in BEN Assets once the asset has been entered into the system. The Buyer
should select the Tagging Contact from the LOV which shows the full name and Penn ID of
University employees. This is a required field.

i. Tagging Contact Phone - This is the telephone number of the Tagging Contact identified
above. This is a free-form field which requires the Buyer to enter in the telephone number.

The phone number should be at Iliéadf d2dcéhoakdd

formatted as follows: ### -### -#### x##, including area code and extension, if
applicable This is a required field.

j-  Component of Existing Asset? Y/N T Where the item purchased is to be added as a

component to an existing asset, t hBayer&hoyler shoul
sel ect ANO. This is most often used in instang(

(Equipment in Process) and the components of the main asset are purchased separately.
This is a required field.

Please note: Where the Buyer is purchasing components, an asset must already be set
up in BEN Assets to accumulate the costs of the various components into one asset. This
will require the Buyer to contact the PMG in advance when a new piece of fabricated
equipment is going to be constructed to set up the asset in the BEN Asset system and
have an asset number assigned. See section on EIP below for how to have an asset
number assigned.

k. Primary AssetNumber T When the answer to AComponent of
the Buyer must enter the asset number in this field of which the item being purchased is a
component. The Asset Number will be validated against existing assets in BEN Assets. This

E

is a required field if the answer to the Componen

Equipment in Process (EIP)

1. EIP assets are equipment that is fabricated by the University. While the equipment fabrication is still
in process, the costs of components or materi al s
in BEN Assets i ntusandwil nohbe peprecatedustibthesasset is completed and
placed in service.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions - Assets Purchased via BEN Buys (continued)

2. The School/Center must request PMG to set up the EIP assé¢in BEN Assets prior to purchasing
components for the asset. To do this, the School/Center must contact PMG and using the
AEqui pment I nformation Formd available on the PMG |wel

e Description (standard English language description that will be used to identify the asset to

the School/Center responsible for the asset)

Installation Location i Building/Floor/Room (must be a valid location in SPACE)

Category Code of the finished asset

Responsible ORG (the 4digit ORG that owns or is responsible for safeguarding of the asset)

Does the G o vRetain Title? Y/NT if the government does retain title, costs of the fabricated

asset should be expensed

Custodian

e Custodian Phone number, formatted as follows: ### -### -#### x##, includ ing area code
and extension, if applicable

e Tagging Contact

e Tagging Contact Phone number, formatted as follows: ### -### -#### x##, including area
code and extension, if applicable

e Expected in-service date (this is an estimate and will be entered into BEN Assets for
informational purposes only; assets will not be depreciated until PMG is notified that the

asset has been placed in service and -PpPM&cebaanges
to ficapital i zed 0 ;serdce date will leelupdatad toeeflecthhe true im -service
date)

3. Once the School/Center has provided the information above to PMG, PMG will create the irprocess
asset in BEN Assets, which will then assign the asset an Asset Number. PMG will forward the Asset
Number to the requestor (usually the Buyer) in the School/Center. This Asset Number should be

entered into the property managementform(pop-up box) by t he Buyer in the [fi
Number &6 for any and all components purchaheed for tihe
APri mary Asset Numbero field only becomes active wher
has a AYO0 response.

4. I't is the School/ Centerés responsibility to ensuref| tt

for each item of fabricated equipment. On a monthly basis the Schools and Centers with EIP must
review their in-process equipment assets to ensure that all costs have been captured in the
acquisition cost for the assets. This review should also identify any assets that have been or will be
placed in service or to identify in-process assets that were retired before being placed in service.

5. Once the asset has been placed in service, the School/Center must notify PMG of the change in
status and the in-service date. Upon such notification, PMG will change the status of the asset from
Ai-por ocesso to Acapitalizedo and update the date inj|se
of the asset. If the asset is disposed of without having been placed in service, the School/Center
should notify PMG of such disposal. The School/Center should expense the acquisition cost of the
asset by debiting expense (5225 or 5224) and crediting the 1877 Equipment in Process object code.
PMG will then record the adjustment to the cost in BEN Assets and retire the asset.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions - Assets Purchased via BEN Buys (continued)

Addition of Equipment to BEN Assets

1. Once the equipment has been received and the invoice from the vendor has been processed by A/P,
the equipment charge will be posted to the G/L by A/P. For any transactions posted by A/P to the
asset clearing accounts (object codes 187X), A/P will transfer the P.O. and invoice information,
including the information from the property form in the original requisition, to BEN Assets. Once this
information transfer is made, the equipment information is available to be viewed by PMG in BEN
Assets in the Mass Additions Workbench.

2. On a daily basis PMG will review the items in the Mass Adlitions Workbench of BEN Assets.

a. PMG wi I | r evAuerw htahsee AiGrAder s Existing in BEN Ass|et :
query to identify invoices that need to be added to existing assets. PMG will then add these
costs to existing assets usingthei Add t o Asset o button.

b. PMG will review of the purchase order/invoice to determine if the asset needs to be merged
with another invoice; to determine if the invoice is for multiple units that need to be split into
multiple assets; and/or to determine if th ere are costs that do not qualify for capitalization.

3. PMG wi || al so review the amount of funding for any
Amounto field is automatica
invoice line amount for any invoice line with an

invoice distribution to a 5xxxxx fund. If the

invoice line represents a cost adjustment, or

component that is to be added to an existing

asset, then PMG will notate the amount of grant

funding and then add this amount to the amount

in the fAReséadebcAmptuntve fllex
the primary asset.

- Q
. on

Please note:For any assets that are merged or sf{l8ee
Appendix B Asset with Single PO/Invoice and Multiple
Distributions (Clearing Accounts) and Asset with Single PO/Invoice and Multiple AB8&®&)rust determine
the amount of grant funding to be combined from the merged assets or to be distributed among the split asset(s)
and add this amount to the appropriate asset(s) afj|te

process.
a. PMG will review any items that have been identified as a component of an existing asset and

wi || add that component to the asset number ident

descriptive flex field using the AAdd to Asset b

b. PMG will review any items thathavet he descri pti v@o yReadxaifni ellid | felPde s
mar ked as AYO0 and follow up with the School/ Cente
if the University does not retain title to the equipment, the costs are expensed. It is the
Sc hool / Cesporsibilitydosecardethe entry to expense the costs and clear the clearing
account.

c. PMG will verify that the following information has been completed for each asset:
Category Code e Custodian Phone #

e Location e Tagging Contact
e Description e Tagging Contact Phone #
e Custodian e Responsible ORG
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BEN Assets Business Processes & Procedures (continued)

Acquisitions - Assets Purchased via BEN Buys (continued)

d. If any information is missing or has become invalid since the requisition was created, PMG
must contact the TC or Custodian at the School/Center to obtain the missing information.

4. Once PMG has completed its review of the asset in the Mass Additions Workbench and the item is
ready to be made an asset, PMG will change the

5. Periodically, but at least once a day, PMG will then run the Create Mass Additions process
to post the assets. Once the asset has been created, it can be viewed and updated in
BEN Assets by the Schools/Centers. Because the Data Warehouse is updated nigh tly, the
asset will not be available for reporting in the Data Warehouse until the day after it has
been created in BEN Assets.

6. BEN Assets will create journals to transfer the acquisition cost for assets created from the Clearing
Account (187X) to the Cost Account (182X). These entries will be posted to the G/L at the end of
each month when depreciation is run and the current period in BEN Assets is closed.

Returns of Assets for Credit

1. When an asset is returned to the vendor a credit memo may be issued by the vendor for the return.
This credit is processed by Accounts Payable (A/P) against the asset clearing account (1870, 1871 or
1872) which incurred the original charge.

2. Once the credit from the vendor has been processed by A/P, the credit will be po sted to the G/L by
A/P. For any transactions posted by A/P to the asset clearing accounts (object codes 187x), A/P will
also transfer the P.O. and invoice information, including the information from the property form in
the original requisition, to BEN Assets. Once this information transfer is made, the equipment
acquisition information is available to be viewed by PMG in BEN Assets in the Mass Additions
Workbench.

3. On adaily basis PMG will review the items in the Mass Additions Workbench of BEN Assets.

a PMG wil |l revRPerwc h dhee ANGrAder s Exi sting in BEN Ass

Business Objects to identify credits that need to be applied to existing assets. PMG will then
add these credits to existing assets using

b. PMGwill review of the purchase order/invoice to determine if the credit needs to be merged
with another invoice; to determine if the credit needs to be split among multiple assets;
and/or to determine if the credit relates to costs that did not qualify for ca pitalization.

c. PMG will also review the amount of funding for any asset purchased with grant funds. The

i Qu

t

he

e U €

et

AfResearch Amountd field is automatically popul ate

distribution to a 5xxxxx fund with the credit invoice li ne amount. If the invoice line
represents a cost adjustment or credit, then PMG will notate the amount of grant funding
and then reduce the amount the amount in t
the primary asset by this amount.

Please nae. For any credits that are merged or split, PMG must determine the amount
of grant funding to be combined from the merged credits or to be distributed among the
split assel(s) and apply this credit amount to the appropriate assel(s) after they have

beencreated by the FAPost Mass Additionso proce
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BEN Assets Business Processes & Procedures (continued)

Acquisitions - Assets Purchased via BEN Buys (continued)

d. PMG will review any credits for items that have been identified as a component of an existing

asset and will apply that credit to the asset
descriptive flex field using the AAdd to Asset

5 b

e. PMG will review any items that GoaMet &@ihre Tietslca 2@t i

mar k e d aadfolldwvup with the School/Center purchasing the equipment to ensure that
if the University does not retain title to the equipment, the costs are expensed. It is the

School/ Centerds responsibility to recoleadthet he

clearing account.

4. Once PMG has completed its review of the asset in the Mass Additions Workbench and the item is

ready to be made an asset, PMG will change the

5. Periodically, but at least once a day, PMG wil then run the Create Mass Additions process to post the
assets. Once the asset has been adjusted, the adjustment can be viewed in BEN Assets by the
Schools/Centers. Because the Data Warehouse is updated nightly, the adjustment will not be
available for reporting in the Data Warehouse until the day after it has been created in BEN Assets.

6. BEN Assets will create journals to transfer the credit for any asset whose cost is adjusted from the
Clearing Account (187x) to the Cost Account (1821), reducing the asset cost. These entries will be
posted to the G/L at the end of each month when depreciation is run and the current period in BEN
Assets is closed.

7. On occasion, the refund may be less than the acquisition cost of the asset. In these instances, the
Schod/Center that owned the asset should prepare a manual journal entry to charge (debit) expense
(5224 Non-Capitalized Computer Equipment & Peripherals or 5225 Other NonCapitalized
Furniture/Removable Fixtures/Equipment) and reduce (credit) the asset clearing account (1871
Moveable Equipmentobject code) for the difference between the acquisition cost of the asset and the
amount of the refund. PMG will then make an additional cost adjustment to reduce the acquisition
cost of the asset to zero since the University no longer owns the asset. PMG will also maintain
documentation of the cost adjustment, including authorization for the cost adjustment. See PP&E
Procedure AAcquisitions: Manual Jour nal Entri
Returns of Assets and Trade-i n ®rdmore details.
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BEN Assets Business Processes & Procedures (continued)
Acquisitions 1 Capital Projects Closeout

Overview

To describe the procedure for capitalizing construction projects once they are substantially completed or
closed out.

Responsibilities:
Schools/Centers

Senior Asset Administrator (SAA)

The SAAis responsible for obtaining all necessary information required (Description, Location (Building,
Floor, and Room), Responsible ORG, Custodian, Tagging Contet, etc.) to add any moveable equipment
acquired and capitalized through construction projects. The SAA is responsible for distributing the tags to
Tagging Contact and ensuring that all equipment is tagged. The SAA is also responsible for verifying that

all the School/ Centerd6s equipment is tagged or identi

updated in the assets in BEN Assets after the equipment is tagged.

Asset Administrator (AA)

The AA is responsible for updaTtaigngg ntgadg gtion gi Tsatgagteudso

and entering the tag number into BEN Assets for any tagged equipment upon notification of tagging
status and tag number by the Tagging Contact (TC). The AA may also enter any changes to location,
Tagging Contact, Cudodian, descriptive information, etc. identified by the TC when the asset has been
verified and tagged.

Tagging Contact (TC)

The TC is responsible for physically affixing property tags on moveable equipment capitalized through the
CIP process or, alternatively, for determining that the equipment is not taggable. The TC is then
responsible for notifying the AA of the tag number assigned to the asset or that the asset should be

for

identified as fiuUntaggabl eo. The T&lrepats, thd ifoomatioria pon s i

BEN Assets (i.e., location, Tagging Contact, Custodian, descriptive information, etc.) is correct with
regard to the asset at the time of tagging and for notifying the AA of any changes.

Facilities and Real Estate Managemet (FRES)

The Construction Accounting Group in FRES is responsible for reviewing the constructiorin-progress
(CIP) projects on a monthly basis and notifying PMG that the facility is now occupied. FRES is also
responsible for assigning the capitalizable asts of non-research related construction to its various
components and for providing this information to PMG to create the assets in BEN Assets. FRES is also
responsible for providing documentation to external consultants for componentization of buildings with
research related activities. Additionally, FRES is responsible for reviewing equipment expenditures on a
monthly basis and identifying any assets requiring to be capitalized and informing PMG what costs should
be capitalized and what costs should be expensed.

Property Management Group (PMG)

PMG is responsible for creating journal entries to close out the project and for adding the building, fixed
and moveable equipment assets manually to BEN Assets. Upon receipt of information from FRES, PMG
should coordinate the componentization with external consultants for buildings with research related
activity. PMG should also capture the grant funding information at the time of entry into BEN Assets.

E— ' | & sinancial Training Department 41

bl



b/ZnN teaches m————

BEN Assets Business Processes & Procedures (continued)

Acquisitions i1 Capital Projects Closeout  (continued)
Business Procedure

1. Capital projects include new building construction, or building addition, expansion, enlargement or
extension and replacement that increase the useful life of an asset. Only those projects with a project
cost over $100,000 will be capitalized. These assets may be created for a substantially completed
project and/or for a project which has been completed and for which a Final Certification has been
issued by Office of the Treasurer.

2. Expensing of project costs i Certain costs incurred during the construction of an asset are not
capitalizable and should be expensed as incurred. These costs are recorded as part of the capital
project in certain 19xx object codes that are then automaticall y closed out to expense at the end of
each month.

3. AClose outo refers to moving costs that have
codes in the 000010 fund) to either a capitalized asset (1879 Building and Fixed Equipment object
code or one of the 1870-1872 moveable equipment object codes) when the asset is substantially
complete or to expense (5225 Other Non-Capitalized Furniture/Removable Fixtures/Equipment or
5408 Non-Capital CIP CloseOut) as incurred.

4. Creation of Building and Fixed Equipment Assets

a. On a monthly basis, FRES will review open construction projects and identify which projects
are substantially complete and should be capitalized. Projects that are substantially
complete are those which are ready for occupancy.

Pleas note: Projects may be capitalized even though final payment has not been made
on the project.

b. FRES notifies PMG that the project is ready to be closed out so that PMG can record the
project close out in the General Ledger (G\L) and can add the asset in BEN Assets.

i. Non-Research Facilities - For projects with non-research related activity ready to
be capitalized, FRES will review for Payment of Applications and other invoices
related to the project from contractors and assign the costs of the projec t to the
various components of the facility or renovation project, such as roof, HVAC, interior
construction, etc. FRES will forward this information to PMG along with the
supporting documents.

ii. Research Facilities - For projects with research related activity ready to be
capitalized, FRES will provide all supporting documents related to the project to the

been

Uni versityds external consultant who wil

the facilitybés various components.

c. Once the Final Certification is prepared and final payment on the project has been made,
FRES will review invoices that have been received since the project was initially capitalized
to the time of final payment.

i. Non-research projects - As above, FRES will review nonresearch projects and
forward the costs by component to PMG to add to the existing assets in BEN Assets.

ii. Research projects - For research projects, FRES will provide the invoices to the
external consultant who will then componentize the project costs and forward th e
information to PMG to add to the existing assets in BEN Assets.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions i1 Capital Projects Closeout  (continued)

5. For all projects, both research and non-research, upon notification that the pr oject is ready to be
closed:

a. PMG creates a manual journal to close out the construction project as specified in the
information from FRES to the appropriate clearing account (1879 Building and Fixed
Equipment object code ).

b. From the component information sent by FRES (nonr research related activity) and External
Consultants (research related activity) PMG creates the assets in BEN Assets.

Please note: Because the external consultant reviews the research projects on a quarterly
basis, there will be a delay in some instances between the time the project is closed out
and added to the clearing account in the G/L and the time the asset is created in BEN
Assets and the clearing account is cleared in the G/L.

c. Inorderto create the asset in BEN Assets, PMG dso needs the following information from
FRES (Coordinated with SAA in the S/C):

e Descriptioni a standard English language description that will be used to identify
the asset to the School/Center responsible for the asset

e Installation Location (Building/Floor/Room) - must be a valid location in SPACE
Category Code of the asset
Responsible Org- the 4-digit ORG that owns or is responsible for safeguarding of
the asset

e Does the Govt. Retain Title? Y/NT if the government does retain title, costs of the
asset should be expensed

e Tagging Contacti the person in the School/Center responsible for tagging the
equipment and verifying the BEN Assets information related to the asset

e Tagging Contact Phone number, formatted as follows: ### -### -#HH x#H#,
including area code and extension, if applicable

e In-service datei date asset is placed in service

d. PMG will then create the asset in BEN Assets based on the information provided by FRES
above. In addition to the information provided by FRES, PMG must complete the following
fields in the asset record:

e Taggedi PMG wi | | change the Tagged status
AuUnt aggedo for all Building and Fixed

e Tagging Date i PMG will enter the current date as the Tagging Date after changing
the Tagged status.

e Research Amounti for capital projects funded by grant funds, PMG, in conjunction
with ORS, will allocate the grant funding among the appropriate building and fixed
components in accordance with the grant requirements.

e Capital Program Numberi PMG will enter the G/L capital program number in the
appropriate field in the Asset Key.

E— ' | & sinancial Training Department 43

from 0

Equi

p me



b/Zn teaches m———— |

BEN Assets Business Processes & Procedures (continued)

Acquisitions i1 Capital Projects Closeout  (continued)

e. BEN Assets will create journals to transfer the acquisition cost for assets created from the
Clearing Account (1879) to the Cost Account (1820). These entries will be posted to the
GI/L at the end of each month when depreciation is run and the current period in BEN
Assets is closed.

6. Eguipment Purchases as Part of a CapitalProject

a. All moveable equipment purchased using CIP object codes for capitalizable equipment
(29xx) will be reviewed by FRES to identify those items that qualify as a capitalizable
asset. Those equipment costs whi atibnpdioyaneot me €
recorded using CIP object codes for expensible equipment (19xx) and are closed-out to an
expense object code on a monthly basis. For capitalizable equipment, FRES will provide
the invoices and property management information (in conjuncti on with the appropriate
School/Center) to PMG so that PMG can create the asset in BEN Assets. The property
management information required to create the asset is as follows:

e Descriptioni a standard English language description that will be used to identify
the asset to the School/Center responsible for the asset

e Installation Location (Building/Floor/Room) - must be a valid location in SPACE
Category Code of the asset
Responsible Org- the 4-digit ORG that owns or is responsible for safeguarding of
the asset

e Does the Govt. Retain Title? Y/NT if the government does retain title, costs of the
asset should be expensed

e Custodian - this will also be the primary contact for PMG with any questions
regarding the asset

e Custodian Phone number, formatted as follows: ### -### -#### x##, including
area code and extension, if applicable

e Tagging Contacti the person in the School/Center responsible for tagging the
equipment and verifying the BEN Assets information related to the asset

e Tagging Contact Phone number, formatted as follows: ### -### -#HHH x#H#,
including area code and extension, if applicable

e In-service datei date asset is placed in service

If the item does not qualify as a capitalizable asset, FRES will then notify PMG of cost to
be expensed. PMG will preparean entry to expense the cost.

b. Upon notification by FRES, PMG creates a manual journal to close out the equipment
purchased as part of the construction project to the appropriate object code:

1870 Furniture and Fixtures
1871 Computer Equipment
1872 Other Capitalized Equipment

c. PMG will then create the equipment asset in BEN Assets based on the information provided
by FRES above.

d. BEN Assets will create journals to transfer the acquisition cost for assets created from the
Clearing Account (187x) to the Cost Account (1821). These entries will be posted to the
G/L at the end of each month when depreciation is run and the current period in BEN
Assets is closed.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions - Manual Journal Entries  to Clearing Accounts, Returns, Cash
Refunds

Overview

This procedure describes the process for review of manual journal entries and BEN Deposit entries made
into the clearing accounts in the General Ledger and creation or adjustment of assets resulting from
these journals.

Responsibilities:
Schools/Centers

Business Administrator (BA)

The BA who creates the journal is responsible for informing PMG when the journal is created and for
providing PMG with the information necessary to create the asset, including descriptions, location
(building, floor and room), responsible ORG, category code, Tagging Contact, Custodian, in-service date,
PO and invoice information, etc. If the entry adjusts the cost of an existing asset, the BA should provide
the number of t he asset to be adjusted as well as the PO and invoice information.

Property Management Group

The Property Management Group (PMG) is responsible for reviewing the clearing accounts on an on
going basis for any manual journal entries or BEN Deposits journal entries to determine whether an asset
needs to be created or adjusted and for creating or adjusting the asset in BEN Assets.

Business Procedure

Manual Journal Entries 1 _Assets Originally Recorded as Expense

1. On occasion the School/Centers may create amanual journal to transfer costs from an expense
object code to the asset object code. This will occur in instances when an asset which should have
been capitalized was booked as an expense, and the entry is made by the School/Center to correct
this error by crediting the expense account and debiting the asset clearing account (object codes
1870, 1871, 1872, 1874 or 1877).

2. When the School/Center creates this entry, it should also forward to PMG the information needed to
create the asset in BEN Assets, intuding:

e PO#

Supplier Name

Supplier Number

Invoice #

Clearing account debited in journal entry (XXX -XXXX-X-XXXXXX-187X-XXXX-XXXX)

Description

Location i Building, Floor and Room

Category Code

Responsible ORG

Tagging Contact

Tagging Contact Phone Number

Cudodian

Custodian Phone Number

Date asset was placed in service

Component, Y/N

Primary asset number, if the asset is a component of an existing asset

Batch name of correcting journal
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BEN Assets Business Processes & Procedures (continued)

Acquisitions 1 Manual Journal Entries, etc.  (continued)

The School/ Center may provide this information
the Comptr ol |hdp/ vew.fimante.ugenntedu/comptroller/forms/index.shtml#PropMan

3. Using the information provided by the School/Center, PMG will create the asset in BEN Assets.

4. PMG will also periodically, but at least once a month, review the activity in the clearing account s for
manual entries. For any manual journals created for which PMG has not received the information
necessary to create the asset in BEN Assets, PMG will contact the creator of the journal to obtain this
information.

5. BEN Assets will create journals to ransfer the acquisition cost for assets created from the Clearing
Account (187x) to the Cost Account (1821). These entries will be posted to the G/L at the end of
each month when depreciation is run and the current period in BEN Assets is closed.

6. If upon review of the manual journal, PMG determines that a new asset should not be created or an
existing asset adjusted, PMG will notify the School/Center that the transaction does not qualify as a
capital asset and the School/Center will reverse or otherwise correct the entry to the clearing
account.

Manual Journal Entries 1 Cost Adjustments following the Return of an Asset

1. On occasion the School/Centers may return assets for either credit or a refund . See below for
additional information specificallyregardi ng a 6écreditd or o6refundd.

Please note: In instances where an asset is returned and the credit or refund is less than the
acquisition cost of the asset , the School/Center must prepare a manual journal entry to charge
(debit) expense (5224 Non-Capitalzed Computer Equjpment & Perijpherals or 5225 Other Nor
Capitalized Furniture/Removable Fixtures/Equipment) and reduce (credit) the asset clearing account
(1870,1871, 1872, 1874 or 1877) for the difference between the acquisition cost of the asset and
the amount of the refund or crediit.

2. The School/Center should also notify PMG in writing of the return and the asset or assets to which
the cost adjustment applies so that PMG can apply the credit against the proper asset(s) in BEN
Assets.

3. Upon recording of the cost adjustment to the asset clearing account and upon notification by the
School/Center of the cost adjustment, PMG will adjust the asset cost in BEN Assets. PMG will also
maintain documentation of the cost adjustment, including authorization by the S chool/Center for the
cost adjustment.

4. BEN Assets will create journals to transfer the credit for any asset whose cost is adjusted from the
Clearing Account (187x) to the Cost Account (1821), reducing the asset cost. These entries will be
posted to the G/L at the end of each month when depreciation is run and the current period in BEN
Assets is closed.

5. PMG will also periodically, but at least once a month, review the activity in the clearing accounts for
manual credit entries. For any manual journals created for which PMG has not received the
information necessary to adjust the cost of the asset in BEN Assets, PMG will contact the creator of
the journal to obtain this information.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions 1 Manu al Journal Entries, etc.  (continued)

Returns of Assets for Credit

1. When an asset is returned to the vendor, a credit memo may be issued by the vendor. This credit is
processed by Accounts Payable (A/P) and applied to the asset clearing account (1870, 1&1, 1872,
1874 or 1877) which incurred the original charge.

2. Once the credit from the vendor has been processed by A/P, the credit will be posted to the G/L by
A/P. For any transactions posted by A/P to the asset clearing accounts (object codes 187x), A/P will
also transfer the P.O. and invoice information, including the information from the property form in
the original requisition, to BEN Assets. Once this information transfer is made, the equipment
acquisition information is available to be viewed by PMG in BEN Assets in the Mass Additions
Workbench.

3. On adaily basis PMG will review the items in the Mass Additions Workbench of BEN Assets. PMG will

revi ew Ttkhuwer diFlAse Or der s Exi sting in BEN Assetso

credits that need to be applied to existing assets. PMG will review of the purchase order/invoice to
determine if the credit needs to be merged with another invoice/credit; to determine if the credit
needs to be split among multiple assets; and/or to determi ne if the credit was related to costs that

did not qualify for capitalization. PMG wi || t hen
Asset o button, as appropriate. See PP&E Procedure

for more details.

4. BEN Assets will create journals to transfer the credit for any asset whose cost is adjusted from the
Clearing Account (187x) to the Cost Account (1821), reducing the asset cost. These entries will be
posted to the G/L at the end of each month whe n depreciation is run and the current period in BEN
Assets is closed.

5. On occasion, the amount of the refund may be less than the acquisition cost of the asset. In these
instances, the School/Center that owned the asset should prepare a manual journal entry to charge
(debit) expense (5224 Non-Capitalized Computer Equipment & Peripherals or 5225 Other Non
Capitalized Furniture/Removable Fixtures/Equipment) and reduce (credit) the asset clearing account
(1871 Moveable Equipment) for the difference between th e acquisition cost of the asset and the
amount of the refund. PMG will then make an additional cost adjustment to reduce the acquisition
cost of the asset to zero since the University no longer owns the asset. PMG will also maintain
documentation of the cost adjustment, including authorization for the cost adjustment. See section

i Manual JouirQoadt EMdjrusetsments foll owing Returnso

Returns of Assets for Cash Refunds

1. When an asset is returned to the vendor in exchange for a cash refund, the refund should be
deposited via BEN Deposits to the asset clearing account (1870, 1871, 872, 1874 or 1877) which
incurred the original charge. The BEN Assets number(s) of the asset(s) returned should be included
in the description of the d eposit. The BEN Deposits feeder will post the deposit to the asset clearing
account on a daily basis.

2. Upon deposit of the refund to the asset clearing account and upon notification by the School/Center
of the refund, PMG will adjust the asset cost in BEN Assets. PMG will also maintain documentation of
the cost adjustment, including authorization by the School/Center for the cost adjustment.
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BEN Assets Business Processes & Procedures (continued)

Acquisitions 1 Manual Journal Entries, etc. (continued)

3. BEN Assets will create journals to transfer the credit (deposit) for any asset whose cost is adjusted
from the Clearing Account (187x) to the Cost Account (1821), reducing the asset cost. These entries
will be posted to the G/L at the end of each month w hen depreciation is run and the current period in
BEN Assets is closed.

4. On occasion, the refund may be less than the acquisition cost of the asset. In these instances, the
School/Center that owned the asset should prepare a manual journal entry to charge (debit) expense
(5224 Non-Capitalized Computer Equipment & Peripherals or 5225 Other NorCapitalized
Furniture/Removable Fixtures/Equipment) and reduce (credit) the asset clearing account (1871
Moveable Equipment) for the difference between the acquisition cost of the asset and the amount of
the refund. PMG will then make an additional cost adjustment to reduce the acquisition cost of the
asset to zero since the University no longer owns the asset. PMG will also maintain documentation of
the cost adjustme n t including authorization for the cost
Entriesi Cost Adjustments following Returnso for more

5. PMG will also periodically, but at least once a month, review the activity in the clearing accounts for
cash deposit entries. For any BEN Deposits entries created for which PMG has not received the
information necessary to adjust the asset in BEN Assets, PMG will contact the creator of the deposit
to obtain this information.

Returns of New Equipment for Repla cement Equipment

1. When a new asset is returned to the vendor in exchange for a replacement asset (for example, if it is
damaged upon receipt), the School/Center must tag the replacement asset, if the equipment is
taggable, and update the tag number and the tagging date for the tag affixed to the replacement
asset. The School/Center must also update the descriptive information in BEN Assets (serial number,
model number, etc.), as appropriate.

Trade -in of Existing Equipment

1. When an existing piece of equipment is being traded-in as part of the acquisition of a new piece of
equipment, the disposal of the item being traded -in should be approved in accordance with Policy

#1106. 3 Plant Assets: Di sposals using t heOndeAdhet hor i

asset has been traded-in, the Asset Administrator should retire the asset in BEN Assets. See also
PP&E Procedures: Retirements for more details
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BEN Assets Business Processes & Procedures (continued)

BEN Assets i Verification & Tagging

Overvi ew

This procedure describes the process forverifying and tagging capitalized movable equipment acquired
by the University. Verification and tagging of equipment should be done within 30 days after it is added
to BEN Assets.

Responsibilities:
Schools/Genters

Senior Asset Administrator (SAA)

The SAA is responsible for ensuring that the Asset Administrators, Tagging Contacts and Custodians
perform their duties, as appropriate, in the process of verifying and tagging equipment. The SAA or
his/her designee is also responsible for the distribution of tags to the Tagging Contact(s) within his/her
School/Center and for requesting additional tags from PMG when needed.

Asset Administrator (AA)

Upon notification of tagging status and tag number by the Tagging Contact (TC), the AA is responsible
for updating the tagging status from AReady for
entering the actual tag number and Tagging Date into BEN Assets for any tagged equipment. The AA
may also update any changes to location, Tagging Contact, Custodian, descriptive information, etc.
identified by the TC when the asset has been verified, via printed reports, and tagged.

Tagging Contact (TC)

The TC is responsible for physically affixing tags on moveable equipment under his/her purview or,
alternatively, for determining that the equipment is not taggable. The TC is then responsible for notifying
the AA of the tag number assigned to the asset
The TC is also responsible for verifying, via printed reports, the information in BEN Assets (i.e., location,
Tagging Contact, Custodian, descriptive information, etc.) is correct with regard to the asset at the time
of tagging and for notifying the AA of any changes requ ired in BEN Assets.

Please note: In instances where the TC is also the AA, he/she should make any updates or
changes directly to BEN Assets.

Custodian
The Custodian will assist the Tagging Contact in locating the asset(s) to be tagged. In some inst ances
the Custodian may also be the Tagging Contact.

Property Management Group (PMG)

PMG has oversight responsibility for ensuring that policies and procedures relating to the verification and
tagging of assets are followed by the Schools/Centers. It will also include developing metrics by
School/Center and tracking the status of assets that require tagging.

PMG is responsible for providing an initial supply of tags to each School/Center. The quantity of tags to
be sent out will vary depending on t he volume of equipment purchases within each School/Center. When
the supply of tags runs low, the SAA is responsible for contacting the PMG for an additional supply of
tags.
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BEN Assets Business Processes & Procedures (continued)

BEN Assets - Verificat ion & Tagging (continued)
Definitions

1. Capitalized equipment refers to an item of non-expendable tangible personal property with a useful
life of more than one year, a cost in excess of $5,000 per item, excluding freight charges and taxes,
and for which t he University has title. In addition, acquisitions of individual items of software with an
acquisition cost of $5,000 or more will be considered a capital asset.

2. AiMoveable equipmento refers to equipment whi ch

Business Procedure

1. PMG will send an initial supply of tags to the Senior BA of each School/Center, who will forward the
tags to the designated SAA(s). This initial supply will be based on the volume of purchases of the
School/Center. When the supply runs low, the SAA will request from PMG a replacement supply of
tags. The SAA will distribute tags to the TC as required.

2. Periodically, but at a minimum of once a month, the SAA or AA will run a report in BEN Reportswhich
will show assets which a Reea diy f o r . Thia gegoit wilpsbow the new additions which need
to be verified and tagged. This report will be given to the TC to use for tagging and verifying the
assets. The TC should obtain tags from the SAA or their designee.

3. The TC will perform the following activities:
a. Once the TC has received the report of equipment to be tagged, the TC should tag
equipment within 30 days.

b. Once the TC has physically located the equipment, he/she should determine the following:
1) Does the equipment item listed on the report represent a single item?
2) Does the equipment item listed on the report represent multiple items which need to be
split into multiple assets in BEN Assets?
3) Does the equipment item listed on the report represent a component of another asset
already in BEN Assets?

I f the answer to #2 or # 3 is 0O0Yesd, the
the equipment item information in BEN Assets. Tagging should not occur until the
asset has been updated.

Please note: The TC may notify the AA of the need for correction instead of the PMG
directly. The AA must then notify the PMG immediately.

c. Ifthe equipment is a single asset that does not require adjustment, the TC must determine
whether the equipmentis i Taggatri&d t a g g.albtheeequipment cannot be
tagged, the TC must make a notation on the report, next to the asset, that the equipment is
AUnt aggable. o AUnt aggabl ed equi pment incl
computer components placed inside computer cases.
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BEN Assets Business Processes & Procedures (continued)

BEN Assets - Verification & Tagging  (continued)

d. I'f the equipment is ATaggable, o the TC wil
visible and can be scanned during inventory. The TC must then notate on the report the tag
number assigned to the equipment.

Tags must be placed on equipment so that they are readily visible. Suggested locations for
tags include:

Computer equipment i on the front or back

Vehiclesi nextto VIN number

Microscopesi on the base

Camerai on the back

Refrigerators/freezers i on the front door or top (if chest freezer)

Other 1 in a location where the tag is visible and can be scanned

e. Additionally, the TC must then verify or provide the information require d in BEN Assets as
listed on the report and notate any changes that need to be made to the system on this
report.

The following fields must be verified by the TC:

Tag Number (if the item has been tagged)
Tagging Status (Tagged, Untaggable, or Untaggable Remote)
e Tagging Date (for Tagged items, this is the date the tag was affixed to the item;
for Untaggable items, this is the date the asset was determined to be
untaggable)
Location (Building/Floor/Room)
Category Code
Responsible ORG
Custodian Name
Custodian Telephone
Tagging Contact Name
Tagging Contact Telephone

It is recommended but not required the following fields also be updated:

e Description
e Model Number
e Serial Number

f.  Once the asset information has been verified by the TC and, where necessary, the asset has
been tagged, the TC forwards to the AA the changes/adjustments that need to be made to
the asset in BEN Assets.

4. Once the TC has given the AA the report with the notated changes, the AA should update the assets
in BEN Assets. Go to the sectio ntitled @EN Assets i Updates and Maintenance  6to see how
to perform this activity in BEN Assets . Any changes in Category Code required, however, must
be forwarded to PMG in writing so that PMG can update the system.

5. The BEN Assets system validates the &g number when it is entered to ensure that the tag is not
already assigned to an existing asset. The BEN Assets system will also validate any changes to
Custodian and Tagging Contact to ensure they are valid employees and will validate changes to
locaton t o ensure it is a valid location in Facil
information should be replaced with the correct, valid data.
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BEN Assets Business Processes & Procedures (continued)

BEN Assets - Verification & Tagging  (continued)

6. Departments can opt to tag equipment upon receipt, prior to the addition of the asset to BEN Assets.
This may be necessary when the equipment received is to be installed and the invoice has not yet
been received or processed. If the equipment is to be pr oactively tagged, the TC should make a note
of the tag number assigned to the equipment and should also make a note of the information
required to be verified so that this can be verified against what is in BEN Assets when the asset is
added to the system.

7. Metric Reporting

a. The SAA should periodically, but at a minimum g
Untagged Equipmento for Responsi ble ORGs withinr
that have a tagging st at umveable asBeashpudbethgygead Taggi 1

within 30 days of being entered into BEN Assets. Any equipment items that remain untagged
beyond this timeframe should be investigated by the AA.

b. On a monthly basis, PMG wi I | run t Hoeralld@ Agi ng
Responsible ORGs. The PMG will then maintain metrics on the number of items that remain
untagged for more than 30, 60, 90, 120 days, etc. for each School/Center. The PMG will
follow up with the Senior BA of Schools/Centers with significant numbers of untagged items.

Re
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BEN Assets - Inquiry

]'|'[mu\i
1|
Tiewr Assals
= =
Yiew Fnandal
=1 [=] [=] =] [=I =] [=I [=
Transadion History YView Soumce Lines View Depredation Cost History
History
-l -
Transacion Debail
Inquiry>Financial Information
To view asset information, such as 06 RFheraa@aeacvariatyof | nf or m

ways to perform a search. The following pages will show how to perform an inquiry as well as the

information retrieved upon performing such an inquiry.

e From the Senior Asset

Administrator  or the Asset Functions \Hocuments

Inguiry:Financial Information

Administrator  responsibility,

Inguire on financial and depreciation information

click on Inquiry>Financial - Tap Ten List
. . Financial Information
Information  from either the Transaction History
. . - Assets
BEN Financials Homepage or the =-»
p g J Asset Workbench

Navigator Mass Changes
- Other

- Requests
Run
Set
Profile
Concurrent
- Invoice Inquiry
Invoices
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BEN Assets 1 Inquiry (continued)

Inquiry>Financial Information (continued)

o Find by Asset Detail
o Enter search criteria such as Asset Number, Tag #, Description, Category, etc.

o Click on[Find]

e Fint

By Asset Detail

t Murnber

Dates |
By Assignment

Employee I Employee Number
Exp iy Location

By Source Line
Supplier Nurmber [

Line Mumber -
urm h er -

Lessar

By Lease

a G
Not man y

Leases at Penn

Employee Name
and Number fields
not used at Penn
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BEN Assets i Inquiry (continued )

Ing uiry>Financial Information (continued)

The results after clicking on [Find ] appear below:

é fscp
Asset Mumber Description Tag Mumber || Category g ial Mumber | Asset Key
. 11333 |IBM LS20 BLADE SERVERS 1| B00038434 OVEABLE-AUDIO Al EQpEL ) -N-100068631 =
1] »
Assignments Source Lines Books
FARAZOWSHKI, ROBERT J 10023919
STEPTOE-SMITH, SHARON E 10025108
061639
0752
0.00
TAGGED
09.APR-2007
Phone number not v
listed in original
31-MAR-2008
Property "
Management
System ' | .
QK Cancel Clear Help

F /n order to query on any of
seethe s ect i on Querying frerdthedAsse t Ca

the fields in the
tegory Descriptive
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BEN Assets 1 Inquiry (continued )
Inquiry>Financial Information (continued)

Using the scrollbar at the bottom, scroll to the right to see all the inquiry fields available for the asset.

Asset Type: Either
Capitalized or CIP -
which means EIP for
12345 -N-100068143 Capitalized Penn assets

1 Serial Mumber Aszet Key Asset Type

To access the Asset GGG i

Key field, from the
Capital Prograrm Mumber - menu, click on
a Government Retaing Title u MO Edit>Edit Field
Leg: {0lel= £ 100068143
1] |

A Capital Program Number s

assigned to a capital project which The Legacy Asset Number is the
includes new building construction, or number that was assigned to the
building addition, expansion, asset in the Property Management
enlargement or extension and Systemi the system used to manage
replacement that increase the useful assets before BEN Assets was

\ life of an asset. / implemented.

Type Units Froperty Type Cwnership Froperty Class Irventarial
.halized M L Owned -

AN

N\
AN
AN

| ¥

Property Type and
Property Class fields
are not used at Penn

4|

1

Assignments Source Lines Books
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BEN Assets 1 | nquiry (continued)
Inquiry>Financial Information (continued)

[Assignments]  (i.e. Location)

0 To view the location of the asset, click on [Assignments]

o From t he OLocat EdaEdtField etd dew the Buildimds Flommand Room

l 000-0033-1-000000-5600-0000-0M{0290-3-301

|»

ANN

\

\

University level on ly.

[Source Lines]

o To view the source lines for an asset, click on [Source Lines]

Account where d epreciation is
charge d a monthly basis 1 at

=
mvoice Number Line || Description Active | Line Amount Supplier Mame Supplie
l 16126 A OLYMPUS BX51 MIC 30,375.90 |B & B MICROSCOPE | 224768 |~
j \< =
. . . er Mame Supplier Number || PO Number Source Batch Project Mumber | Task Number
Invoice # - Note if this i LIl
. . l MICROSCOPE:|224768 1728758
isa PMS asset, Invoice
# may not be a partial

# 1 use wildcards (%)
-~

to assist in search of 7

actual invoice in

Inquiry>Invoice 7/

4

Canseethe PO# -
this is complete if
needed to search

for invoi ce.

Project Details...
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BEN Assets 1 Inquiry (continued )
Inquiry>Financial Information (continued)

[Books]

o To view financial information such as the original cost, useful life and a ccumulated depreciation, etc,
click on [Books]

. R BOO 16,515.00 16,515.00 13,270.99 170.14 324401 =

=

16,515.00 STL
0.00 8 0
31-JAN2007 6 6
MID-MONTH
01-FEB-2007
0.00
0.00
0.00
Depreciation | Cost History | Impairment
Depreciation Eonus Depreciation Revaluation
~ Period Expense Account Amount Amount Amaortization
JouLos D00 0033-1-000000-5600-0000.0000 | 170.14 | 0| 0.00 =
[ |Jun.o8 D00 0033-1-000000-5600-0000.0000 | 170.14 | 0| 0.00
[ [MAv.08 D00 0033-1-000000-5600-0000.0000 | 170.14 | 0| 0.00
[ |aPROB D00 0033-1-000000-5600-0000.0000 | 170.14 | 0| 0.00
[ [MAR.08 D00 0033-1-000000-5600-0000.0000 | 170.14 | 0| 0.00
[FeBoB D00 -0033-1-000000-5600-0000.0000 | 170.14 | 0| 0.00

Transactions

[Books]>[Transactions]

o To view the &édtransacti on¢§lramsectioasi i ng t o an asset

3983 ADDITION 11333 - IBM L 520 BLADE SERVERS CONFIGURED |JAND7 JUL 07 =]
3984 TRANSFER IN 11333 - IBM LS20 BLADE SERVERS CONFIGURED |JANO7 JULO7 N\
) EE TRANSFER 11333 - IBM LS20 BLADE SERVERS CONFIGURED |MAY.08 MAY-08 \
o ( Every asset wi |l
- have two lines
I 1 000-0033-1-000000-5600-0000-0000 |0590-1-102 +] when the asset is
1 1 000-0033-1-0000005600-0000-0000 |0590-2-213 first added in
BEN Assets
—| T
UNIVERSITY BOOK
Details
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BEN Assets 1 Inquiry (continued)

Inquiry >Transaction History

° From the Senior Asset Functions | Documents
Inguiry:Transaction History

Administrator  or the Asset
Inguire on transaction history

Administrator  responsibility,

- Inquiry = Top Ten List
click on Inquiry>Financial Financial Information
f . f ith h Transaction History
Information rom either the . Assets
BEN Financials Homepage or Asset Workhench
. - Other
the Navigator - Requests

o Inthe Book field, type Run
Set
UNIVERSITY BOOK Profile

Concurrent

F This is the only option in

this field Worklist
- Invaoice Inquiry

o Inthe Asset Numbers field,

enter the asset number(s)
desired
0 Click on [Find]

Mum
Petiods

=% |UNIVERSITY BOOK

11333

No need to enter
Reference  Number
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BEN Assets 1 Inquiry (continued)
Inquiry > Transaction History  (continued)

o0 The form below appears. Click on [Details] for each line to see more information.

. 398 ADDITION 11333 - IBM LS20 BLADE SERVERS CONFIGURED |JAN.O7 JUL 07 =
39847 TRANSFER IN 11333 - IBM LS20 BLADE SERVERS CONFIGURED |JANO7 JULO7
30196 TRANSFER 11333 - IBM LS20 BLADE SERVERS CONFIGURED  (MAY08 MAY 08

UNIVERSITY BOOK

Details

The 6Trans
Typed wi

s .
. — determine the
Current Cost Original Cost Salvage YWalue Recoverable Cost | Revaluation Ceiling 5D t il n
16,515.00) 16,515.00 0.00 16,515.00 obetlal s0
displayed
=
hlethod Life| Adjusted Rate Capacity Unit of Measure
STL 5.00
4 o
=&
Prorate Convention Prarate Date Date Placed in Service ||Depreciate || Bonus Rule
MID-MONTH II]1-FEBEI]I]T 31-JAN-2007
1] 3
=
Depreciation Ceiling Asset Number - Description Group Asset Mumb

11333 - IBM L520 BLADE SERVERS COlj -
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BEN Assets 1 Inquiry (continued)

Inquiry>T ransaction History (continued)

Transaction Type Table

Transaction Type

Description

ADDITION

This transaction type is used to indicate the financial information related to
the asset was created or updated in the period the asset is created,
including the creation of the asset, or changes to the acquisition cost of the
asset, depreciation method, or useful life.

ADDITION/VOID

An AADDI TI ONO transaction type becgqd
that the financial information has been updated in the same mon th in which
the asset was created and that the financial information on this line is no
longer current. Changes to financial information after the month of creation
are shown as AADJUSTMENTO

ADJUSTMENT

A change to financial information made after the mon th in which the asset
was originally created.

FULL RETIREMENT

This transaction type is used when an asset has been fully retired.

RECLASS

A change in the Category of the Asset.

REINSTATEMENT

This transaction type indicates that an asset that had been re tired has been
reinstated.

TRANSFER IN

This transaction type is used upon the initial assignment of an asset to a
location.

TRANSFER

This transaction type is used for and changes to assignment/location
information.
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BEN Assets i Updates and Maintenance

Assets>Asset Workbench

7

In order to perform updates on an asset, such as entering the Tag#or 6 mai nt enanced
Custodian or Tagging Cont act orofantasset iy BENaAssets) asers
need to performthesefunct i ons from the 6Asset Workbencho.

(A% Navigator - Senia ot Administratar ool

e From the Senior Asset Administrator or

Furﬁlinns Documents

the Asset Administrator  responsibility, AsstsiAsset Workbench
) Perform transactions on an asset
click on Assets>Asset Workbench ~ from " nquiy Top Ten List
. . . Financial Informati
either the BEN Financials Homepage or the Tramsaction History
. - Assets -
Navigator
Mass Changes
- Other =
. . - Requests
o Enter any of the same search criteria Run
Set
described in the Inquiry section Profile

Concurrent

(0] CI|Ck on [F|nd] - Invoice Inguiry

Invoices

(=] Fik
By Asset Detail

MNumber

MNumber

By Book
Book

D3
By Assigynment

Location

By Lease
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BEN Assets i Updates & Maintenance (continued)

Assets > Asset Workbench

(continued)

When the Assets form in Asset Workbenchappears, edits are not able to be performed yet. We must

either click on [Assignments ] to change the location or [Open] to adjust/edit/add all other fields

available to be updated.

Assp

Asset Number Description Tag Mumber || Category 4= __@umher Asset Key
B |IBM LS20 BLADE SERVERS | B0D038434 |MOVEABLEAUDIOVIS[6L EQ||ZA ) N-100068631 ]
7
1] | r
Source Lines Books
Assignments Financial Inguiry Open
STEPTOE-SMITH, SHARON E 10025108
51839
0752 . . . .
o [Financial Inquiry] is
T the same as [Book . s]
T descrlbgd pr.ewoug,ly in
" Ian|ry>F|ngnC|aI
e Information
. . N
This is not where
6updatesd q [ b
performed. Need to
. Ok Cancel Clear Help
click on [Open] to
update an asset. See
later in User Guide
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BEN Assets i Updates & Maintenance  (continued)
Assets > Asset Workbench  (continued)

[Assignments] a.k.a. Rel ocation of an Asset

Overview

This procedure describes steps necessary to be taken to ensure that the relocation of equipment is
properly authorized and accurate records are maintained.

Responsibilities:
Schools/Centers

Senior Asset Administrator (SAA)- The SAA is responsible for ensuring that the School/Center is properly
updating BEN Assets for relocations of assets and for maintaining proper documentation supporting such
relocations.

Asset Administrator i’ The Asset Administrator (AA) is responsible for updating BEN Assets for changes in
locatons as wel | as for completing/ maintaining the
Changeodo for ms. The AA is also responsible for
the location change was properly recorded in BEN Assets.

Tagging Contact (TC) 7 The TCis responsible for notifying the AA in writing of the location or
Responsible ORG change.

Custodian - The Custodian is responsible for notifying the AA in writing of the location or Responsible
ORG change for equipment for which he/she is responsible. The Custodian is also responsible for
completing the fiHome Use/ Remote Locationodo form
obtaining the necessary approvals and for forwarding the approved form to the AA to update BEN Assets.

Department Chair, Director or Senior Business Administrator (Senior BA)i the Department Chair, Director
or Senior BA is responsible for approving the removal of any equipment from on-campus to an off-
campus location.

Business Procedure

1. Relocation of Equipment

The School/Centers may on occasion move equipment from one location to another and/or between
Responsible ORGs within their School/Center, in accordance with their business needs.

a. When these relocations and/or transfers occur, the appropriate TC or Custodian is
responsible for notifying the AA of the location change and/or the Responsible ORG change
so the AA may update this information in BEN Assets. The TC or Custodian will also notify
the AA of any corresponding changes in Custodian or Tagging Contact related to the
relocation, as well as the respective phone number changes. This notification should be
made in writing , via e-mail or in memorandum format, to document the change(s)
requested.
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BEN Assets i Updates & Maintenance  (continued)
Assets > Asset Workbench  (continued)

[Assignments] a.k.a. Relocation of an Asset (continued)

b. Upon notification of the change, the AA will update the relevant information in BEN Assets
and notify the requestor that the change has been made. The TC or Custodian requesting
the change should review the Report of Location Changes to verify that the change has been
made correctly.

2. Home Use or Remote Location

On occasion, an employee may be required to use University-owned equipment at home or at a
remote, off -campus location, such as overseas. In these instances, removal of the asset from the
University must be authorized.

a The requesting Custodian must complete the

the approval of the Department Chair, Director or Senior BA.

b. Once the form has been approved, the Custodian should maintain a copy for his/her records
and should forward the original to the AA. The equipment may now be physically removed
from the University premises by the Custodian.

c. The AA updates BEN Asets with new location:
i. For Home Use equipment, the location is 7012 -N/A -N/A
ii. For Remote Location equipment, the location is 7023 -N/A -N/A

d. The AA also updates any other necessary information, including changes to Custodian,
Custodian Phone Number, TaggingContact, Tagging Contact Phone Number, and
Responsible ORG

e. The AA should maintain the original form until the item is returned or disposed, in

accordance with the Universitydéds record retenti

f.  When the equipment is returned to the University, th e Department Chair, Director or Senior

BA should complete and sign the return section

acknowledge return of the equipment. A copy of the signed form should be provided to the
employee returning the equipment for h is/her records. The form should then be forwarded
to the AA to update the location in BEN Assets for the on-campus location of the asset as
well as any changes required to the Custodian and TC.

Please note: In instances where the equipment is originally shipped to the remote
location, the shipping address, as well as the remote location entered in the property
information form of the requisition, authorized in the purchase order, serves as

aut hori zation of the remote | odatnidonf oamd dao efsH

need to be completed. The remote location will be entered by the PMG upon creation of
the asset in BEN Assets.

3. Transfer Between Schools/Centers

a. The AA from the sending School/Center should complete the Equipment Change form and
have it approved by the Senior BA of his/her School/Center.
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BEN Assets i Updates & Maintenance  (continued)
Assets > Asset Workbench  (continued)

[Assignments] a.k.a. Relocation of an Asset (continued)

b. The AA should then have the form approved by the Senior BA of the receiving School/Center
who must also complete the new location and Responsible ORG information.

c. Once the form is completed and all approvals have been obtained, the equipment is then
physically moved to the new location.

d. The AA of the sending School/Center will review the form and update BEN Assets with the
new location, Custodian, Tagging Contact and the Responsible ORG, as appropriate.

e. | f the receiving School/ Center is fApurchasingo
School/Center, the sending School/Center should record a funding transfer in the G/L using
object code 4826 Equipment Close -out to debit (charge) the receiving School/Center and
credit the sending School/Center. The journal batch hame to record the transfer should be
notated on the Equipment Change Form.

f. A copy of the completed Equipment Change Form should be forwarded to the receiving
School/Center. Copies of the form should be maintained by the School/Center in accordance
with the Universityds record retention policy.

g. The AAs of both Schools/Centers should review the Report of ORG Changes to verify that the
change(s) has been made correctly.

4. Reports

a. Periodically, but at | east once a month, the A}
guery in Business Objects to determine that all location changes within his/her School/Center
are authorized and that all authorized location changes were properly made.

b. Periodically, but at | east once a month, the A}
query in Business Objects to determine that all location changes within his/her School/Center
or between his/her School/Center and another School/Center are authorized and that the
authorized ORG changes were properly made.
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BEN Assets i Updates & Maintenance (continued)
Assets > Asset Workbench  (continued)

[Assignments] a.k.a. Relocation of an Asset (continued)

o Inorder begin the process of changing a location in BEN Assets, i.e. Building, Floor and or Room,
click on [Assignments]
o0 Inthe Unit Change field, entera -1 toremovetheunitf rom it és current

F The number of oUnitsé should al ways be 061

11333
UNIYERSITY BOOK 29 AUG-2008

1 i}

I 1 000-0033-1-000000-5600-0000-0000 0590-2-213 =

Arrow down or press [Tab] to add a new line
On the new line, inthe UnitChange f i el d, 1@ nter a 0
The Units & Expense Account felds will default

Tab to the Location field

m O O o O

This field is validated with the o6Locationséo

11333

UNIVERSITY BOOK 29_AUG.2008
1 0
K] 1 000-0033-1.000000_5600-0000.0000 213 B
Ih 1 000-0033-1.000000 560000000000 (
e ——
Done Cancel
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BEN Assets i Updates & Maintenance  (continued)
Assets > Asset Workbench  (continued)

[Assignments] a.k.a. Relocation of an Asset (continued)

0 Clickon LOVand type either a Building number or search by typing a portion of the Building name

e.g. type %frank% to search for é6Franklin Buildingl6
N!u\l-:hng

Find gAElls

Gusrg e -l 0 Clickon[Find]
o001 CHESTHUT ST, 3940-42 (SEE
0005 AMATOMY CHEMISTRY

ANMEMBERG CENTER
ANNENBERG SCHL FOR COMMUNICATION
ADDAMS HALL (DEMOLISHED)
0022 BIOMEDICAL RESEARCH BUILDING 2

HEE-AENNETT LA
Building

# BUILDING
FRAMKLIN BUILDING ANNEX
FRAMKLIN FIELD

,,,,,,,,,,,,,,,,,,,,,,,,,,,,, 0 Click[OK] on the
building desired, in this
case the Franklin Bldg

o Click on [Combinations ]

¥ Location Flefield

Building [1kkx] AMKLIN BUILDING

Floor

Room

o0 Click on[OK] immediately to see all the Building, Floor and Room
combinations for the building you selected

v

Building 1015} KLIN BLILDING
Floor

Roam
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BEN Assets i Updates & Maintenance  (continued)

Assets > Asset Workbench  (continued)

[Assignments] a.k.a. Relocation of an Asset (continued)

o Scroll down to the Building, Floor and Room combination Location Flexfield

desired
o Click[OK] Building |Floor | Roam

0154 3 384
0155 386
0155 3490
0154 409
0145
0154
0154
0145

0144
0155
0155
0155
0145

R T - e e Lt %)

0 The Location is now populated

0 Click on[Done]

11333 ce umber ([ D
-+ |UNIVERSITY BOOK g (29-AUG-2008

Total Units _

Employee
b4 CC

\C Location
000-0033-1-000000-5600-0000-0000 05902213
II]I]I]-I]I]33-1 000000 -5600-0000-0000 0155 -4-420)
1

Reminder: The Location field is validated \,//
with the oO0Locationsd i
you type each field separately and it
doesnét match the Spac
you will see a message at the bottom of
your screen that reads
existing combinat

Units
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BEN Assets i Updates & Maintenance (continued)
Assets > Asset Workbench  (continue d)
[Open]

o In order begin the process of updating (Tag #, Serial #, etc.) or changing a variety of fields, such as

Custodian, Tagging Contactetc, click on [Open]

it Murmber (11333] ) iy |IBM LS20 BLADE SERVERS CONFIGU

* |BO0038434 28]

Capitalized

(il | |1BM LS20 BLADF SERVERS CONF

i B

Any changes madE\
to the Research
Amount, Last Date
of Inventory,
Component Y/N  or
Primary Asset
Number fields will
not be saved

o The following fields are updatable by the user:

Asset Detalils: Asset Category:

Tag Number Custodian Name/Phone Number
Serial Number Tagging Contact Name/Phone Number
Manufacturer Responsible ORG

Description Taggable

Model Tagging Date

Located During Inventory
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BEN Assets i Updates & Maintenance  (continued)

Assets > Asset Workbench  (continued)

Querying from the Asset Category Descriptive Flexfield (DFF)

In order to begin the query in the Asset Workbench

o Close the Find Assets e
window by clicking on the X
in the upper right hand
corner

By Asset Detail

0 The Assets form will appear

-
= e
Asget Number Description Tag Mumber | Category

]| Serial Mumber|| Asset Key

o From the menu at the top, click on Tools>Enter Query
File Edit Wiew Folder Tools

s % A @ ; Enter Query K

FA_AROUT_FA-Sp

0 The Assets form will now be in query mode

]/| Serial Mumber | Asset Key

Aszet Mumber Description Tag Mumber ||Category
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BEN Assets i Updates & Maintenance  (continued)

Assets > Asset Workbench  (continued)

Querying from the Asset Category Descriptive Flexfiel d (DFF)

0 Click in the Descriptive Flexfield (beer mug)

Aszset Mumber Description Tag Mumber || Category ||| Serial mber|| Asset Key

o Enter the search criteria in any desired field, e.g. Custodian

F  For Custodian and Tagging Contact fields, select names from a list of values (LOV)

0 Click on[OK]

RUSSELL, KURT 99901234

0 The search criteria is entered so we can now execute the search

=] Asse
Asset Number Description Tag Mumber || Category [ 1|} Serial Mumber || Asset Key

| | RL

] ] |

o From the menu, click on View>Query by Example>Run or press [Ctrl] F11

fese
Asgset Number Description Tag Mumber | Category [ 1| Serial Mumber||Asset Key
D00 ||FIRE PROTECTION - MANUA FIXED-FIRE PROTECTION  |RL|R87654 /8968-N-100099100
10001 |RADIATION MONITOR - CON||B00999101  |MOVEABLE-SCIENTIFIC EQUIF|RL | -1-100099101
- - = :l
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BEN Assets i Retirements

Overview

This procedure describes the procedures Schools and Centers must follow to properly retire assets that
have been sold, transferred, discarded or otherwise disposed of.

Responsibilities:
Schools/Centers

Senior Asset Administrator (SAA) i’ The SAA is responsible for recording the retirement of moveable
equipment and collectibles, including donated equipment and collectibles, belonging to his/her center.
Such assets include any items assigned to a Responsible ORG that is designated as belonging to the
Center. Prior to recording the retirement of the asset in BEN Assets, the SAA is responsiblefor ensuring
all authorizations have been received, that grant requirements identified by ORS have been met and that
the asset has been physically disposed.

Asset Administrator (AA)T The Asset Administrator is respanffosi bl e f

Retirement of Equipmento form and obtaining the
asset. The AA should also notify the Tagging Contact or Custodian of any grant requirements.

Tagging Contact (TC)/Custodiani The TCand Custodian are responsible for identifying moveable
equipment and collectibles to be retired and for initiating the retirement process by notifying the AA of
the impending retirement of the asset. This includes retirement due to theft or casualty loss. The TC or
Custodian that initiates the retirement is also responsible for ensuring that grant requirements are met
upon the disposal of the asset.

In instances where the retirement of the asset is due to theft, the TC or Custodian who identifies the loss
must promptly report the theft both to the Office of Public Safety and to the Office of Risk Management.
If the retirement is due to casualty loss, the TC or Custodian who identifies the loss must notify the Office
of Risk Management of the loss.

Property Management Group (PMG)

The Property Management Group is responsible for recording the retirement of land, buildings, fixed
equipment, and library books belonging to the University.

Facilities and Real Estate Services (FRES)

Facilities is responsible for obtaining proper authorization for the retirement of any land or buildings
owned by the University and for notifying PMG of the retirement of such asset upon disposition.

Office of Research Services (ORS)

Research Services is responsible for reviewing the grant requirements for any moveable equipment
purchased with grant funds and notifying the retiring school/center of these requirements.
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BEN Assets i Retirements (continued)
Business Procedure

1.

E— ' | & sinancial Training Department 74

Initiation of Retirement Process

The Tagging Contact or Custadian during the normal course of their business may identify moveable

equi pment that needs to be retired due to the asse
damage, impending sale, or other reason. For any items of moveable equipment with an ac quisition

cost greater than $5,000, the TC/Custodian should then notify the AA of the impending retirement.

Preparation of fAAuthorization for Retirement of EQ(@

The AA then completes the AAuthorizati omhefPd@ Ret i r
website:
http://www.finance.upenn.edu/comptroller/forms/index.shtml#PropMan

The following information is required:

a. Asset Administrator Name i name of the AA completing the form

b. Intramural Address i University address of the AA

c. Mail Codei Four-digit mail code of the AA
d. E-mail Addressi e-mail address of the AA

e. University Extensioni seven-digit telephone number of the AA

f. Iltem# or Tag# - The asset identification number assigned by BEN Assets or the University
tag number affixed to the item (if the asset is taggable) and entered into BEN Assets.

g. Descriptioni Description of the asset to be retired. This may be the description in BEN
Assets.

h. Serial#-The seri al number of the asset to be retire

does not have a serial number. This information may be available in BEN Assets or on the
asset itself.

i. Account# Charged i The sevensegment general ledger accounttowhic h t he asset 6s
acquisition cost was charged. This information is available in BEN Assets for any assets
processed by Accounts Payable to a 187x object code.

j- Acquisition Date i The date asset was acquired. This information is available in BEN Assets.

k. Date of Retirement i The date on which the asset was physically disposed. This date is used
to calculate the gain or loss on retirement of the asset by BEN Assets. For assets retired due
to loss or theft, this is the actual date of the loss or theft. Ift he actual date of the loss or
theft is unknown, then this should be the date the loss or theft was identified.

This information should be provided by the TC/Custodian that performs the physical
retirement of the asset. For retirements due to loss or the ft this date should be given to the
AA when the retirement process is initiated, prior to approval of the form. For retirements
other than those due to loss or theft, this date is the date of the actual physical disposal of
the asset, which occurs after the form has been approved.

e Me
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BEN Assets i Retirements (continued)

I.  Sales Pricei This is the sales price of the asset when sold, if applicable. This should be
completed by the TC/Custodian upon the sale of the asset, which occurs after the form has
been approved.

m. Sales Taxi This is the sales tax collected by the Department upon the sale of the asset.
Sales tax should be collected on all assets sold, unless the buyer is exempt from sales tax.

Proof of tax-exempt status should be obtained and attachedtot he A Aut hori zati on

Retirement of Equipmento form. This should
of the asset, which occurs after the form has been approved.

n. Acquisition Costi The original cost of the asset when acquired. This information can be
obtained by the AA from BEN Assets.

0. Accumulated Depreciationi This is the accumulated depreciation at the time of retirement.
This information can be obtained by the AA from BEN Assets as of the date the form is
completed. Note that accumulated depreciation may change from the time the form is
completed to the actual date of disposal.

p. Book Valuei this is the difference between the Acquisition Cost and Accumulated
Depreciation. This amount is calculated and added by the AA.

g. Method of Retirement i This is the reason the asset is being retired. The reason should be
one of the reasons defined in BEN Assets, which include:

e Casualty Lossi Used when the loss is due to fire, collision or some other casualty loss.
Risk Management should be notified of any casualty loss.

e Extraordinary i Oracle preset. Not used.

e Losti Used when an asset is lost and cannot be located.

e Otheri Used for any retirement not covered above. If this is used frequently, PMG
should determine why and whether a new Retirement Type should be set up.

e Returni Thismet hod should only be used by PMG
acquisition cost adjusted to zero ($0.00) due to credit or other cost adjustment.

e Salei Used for sales of assets.

e Scrapi Used when an asset is scragped or trashed.

e Theft i Used for assets which are stolen. Public Safety and Risk Management should be
notified of any stolen assets.

e Trade-in i Used for any asset that at the end of its life is traded in for a new asset.

e Transfer Outi Used for any assetthat is transferred out to another institution along with
the grant funding that purchased the asset.

After completion of these fields, the form should be signed by the Business Administrator, Chair or
Director of the Department to which the asset belongs .

3.  Approval of Retirement

Once the AAuthorization for Retirement of Equi
Departmentds Business Administrator, Chair or
approved by the School/Center Senior Bus iness Administrator

If the acquisition cost of the asset exceeds $50,000, the form must also be approved by the
Associate Treasurer

If the acquisition cost of the asset exceeds $250,000, the retirement must also be approved by the
Vice -President of Finance .
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BEN Assets i Retirements (continued)

4. Additional Requirements for Assets Purchased with Grant Funds

If the asset was acquired with grant funds, after the approvals have been received, the form should
be forwarded to the ORS to review the grant requirements regarding retirement of assets. ORS

should notate on the form any sponsor requirements

should then sign the form and return to the originating Department.

5. Physical Disposal of Asset

Once all approvals have been received and ORS has identified sponsor requirements, if applicable,
the form is returned to the TC/Custodian who then physically disposes of the asset, except for assets
retired due to theft or loss, which have already been physically disposed. See also Financial Policy
No. 1106.31 Plant Assetsi Disposal of Computing Equipment for steps to be completed prior to
disposal of computing equipment.

After the physical retirement of the asset, the AA must complete the Date of Reti rement, Sales Price

and SalesTaxf i el ds of t he AAuthorization for Reti rement

6. Sale of Asset

If the asset is to be sold, the Asset Administrator should query the asset in BEN Assets to determine
the book value of the asset.

If selling the equip ment - establish the fair market value:

a. First, find current sale listings for the comparable equipment on an auction site, such as
eBay.com, or by using other sources used for equipment valuation, such as Kelly Bluebook
for vehicle values. Refer to Financial Policy No. 1106.31 Plant Assets- Disposal of Computing
Equipment, for more detailed information on sale of computers.

b. Second, calculate the average cost based on the equipment in the last hours/stage of the
auction to determine the sale price of the equipment. Document this information.

c. Third, the sale proceeds for any University of Pennsylvania property belong to the University.

i. Checks should be payable to the ATrustees

ii. State sales tax must be collected and remitted on all sales, except when the buyer is
tax-exempt. Proof of tax-exempt status must be provided by the Buyer at the time of
sale and maintained by the School/Center. The tax may be included in the sales
price. See the following example for calculation of tax amount:

Sales price = $100.00.

Tax Rate = 7% (PA=6% + Phila.=1%)
Sales Revenue = $93.46 (100/1.07)
Tax Amount = $6.54

iii. Deposits for sales revenues should be recorded to object code 5602 Gain/Loss on
Sale of Assets .

iv. Deposits for sales tax should be recorded to object code 2111 A/P Sales Tax . The
Sales & Use Tax worksheet should be completed and forwarded to Corporate Tax
Office (see Sales & Use Tax Guidelines).

7. Loss or Theft of Asset

For any assets that have been stolen or suffered a casualty loss, the TC/Custodian must notify the
Office of Risk Management of the loss. Additionally, for any assets that have been stolen, the
TC/Custodian must report the theft to the Office of Public Safety.
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BEN Assets i Retirements (continued)

8. Recording Retirement in BEN Assets

Once the asset has been physically disposed either by sale or other removal from the premises, the
TC/Custodian should notify the AA of the disposal at which time the AA forwards the completed
@Authorizatonof Ret i r e me nt formfo thE §AAI @noeenatified of the disposal, the SAA
must then record the retirement within BEN Assets. Go to the end of the narrative to see how

to perform this activity in BEN Assets . After the asset has been retired in the property system,
BEN Asegts will then at the end of the month, when monthly processing occurs create a journal that
will post to BEN Financials to record the retirement in the General Ledger.

TheSAA must maintain the fAAuthorization fmhthe Ret.
premises or in archives in accordance with the
documents. It is recommended that the SAA maintain the forms on the premises for six months after
the end of the fiscal year to allow for a more timely response to audit inquiries.

Please n ote: Assets cannot be retired in BEN Assets in the same month they are created
in BEN Assets.

9. Month-End and YearEnd Considerations

In order to ensure that retirements are recorded in the proper period, AAs, TCs an d Custodians

should ensure that completed fAAuthorization for

the AA on a timely basis. This is especially true at year end when delays in reporting current year
retirements could result in the recording of r etirements crossing fiscal years. For this reason all forms
for retirements occurring in the current month should be forwarded to the AA at least three workdays
prior to month -end.

The AA is then responsible for ensuring that all retirements are entered into BEN Assets on a timely
basis and that retirements in the current month should be recorded in BEN Assets prior to the end of
the day on the last work -day of the month.

10. Reinstatement of Retired Asset

In the event the retirement was incorrectly reco rded in BEN Assets (e.g. the wrong asset was retired
in the system), the asset can be reinstated as an active asset by the AA or by PMG. Once the asset
has been reinstated, as part of the month -end processing, a journal is created by BEN Assets to
reverse the retirement in the General Ledger and catch-up depreciation expense is recorded for the
periods during which the asset was considered
depreciated.

Please note: An asset cannot be reinstated if it was retired in a prior fiscal year. Contact
the Property Management group if you discover an asset needs to be reinstated from a
prior fiscal year.

11. Cannibalization of Equipment for Parts

In the event that an asset is no longer in service and its compon ent parts are removed and used to
repair other equipment, once that asset can no longer be used for its original purpose, that asset is
considered to be retired and must be scrapped following the procedures outlined here.
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BEN Assets i Retirements (conti  nued)

All other requirements of this procedure apply except that the manner of recording the retirement is
el ectronic rather than manual . A spreadsheet

for Retirement of Eq uihpdtcetmetfoom rdtherthan suamittingoireividual t a ¢

forms for each piece of equipment. In this instance, summary acquisition cost, accumulated
depreciation and book value should be reported on the face of the form. Approvers should also initial
and date the spreadsheet.

12. Retirement of Land and Buildings

Facilities and Real Estate Services (FRES) is required to notify PMG of any retirement of land and/or
buildings due to loss, sale, transfer or any other reason. Upon notification of the retirement, PMG wil |
then record the retirement within BEN Assets. Any proceeds from the sale of land or buildings should
be deposited into object code 5602 Gain/Loss on Sale of Assets . Advance notice of any
impending sales or retirements is recommended so that the accounting, especially related to any
complex real estate transactions, can be reviewed and, if necessary, discussed with and approved by
the Universityds external auditors.
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BEN Assets 1 Retirements (continued)

I n order to perform tdmenmtr&tfiurateind s oirn 6BEN nAd adt s,

Workbench menu option.
[ Mavigator - Seni Administrator -

e From the Senior Asset rujgtions. {Beeiments

Assets:Asset Workbench
Administrator  responsibility, click on Perform transactions on an asset
o i Top Ten List
Assets>Asset Workbench ~ from e ial Information
. . . T ction Hist
either the BEN Financials Homepage or pay RN +|
.
the Navigator Mass Changes ~
) ) L - Other
F The ability to o Trefe@ and
L . . Eg Run
ORetiantse 6 an asset|lcansonly be
. Profile
performed from the Senior Asset Concurrent
L. o - Invoice Inquiry
Administrator responsibility. Invoices

o Enter any of the same search criteria
described in the Inquiry section

0 Click on[Find]

By Asset Detail

Da
By Assignment

By Lease

F Reminder: Assets cannot be retired in BEN Assets in the same month they ar e
created in BEN Assets.
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DZMN teaches mm——— .

BEN Assets i Retirements (continued)

o0 Click on [Retirements]

o
=1 Asse
Asget Number Description Tag Mumber || Category [ ]| Serial Mumber|| Azset Key
{IBM LS20 BLADE SERVERS ([B00038434 | MOVEABLE-AUDIOVISUAL EQza| -N-100068631 -
A R e e e »
Source Lings Bonks
Assignments Retirements Financial Inguiry Open
[0} Type S Refirements e

OUNI VERSI
BOOK®

S (11333
c[i# |UNIVERSITY BOOK

- (29-AUG-2008

e T

16.515.00
d 16,515.00

o In the 06U

Retre do fi el . —

; I
Wyt

enter6 16

0 Inthe Retirement
Method field, click
on the LOV

0 Selectthe

Description

reason for ty L
Extraordinary Extraordinary Retirernent
Retirement Lost Lost
OTHER Other
H RETURM Return
0 CIICk [OK] SCRAP Scrap
. Sale Sale of Asset
0 Clik [Done] THEFT Theft

TRADE-IM
TRAMSFER OUT

Trade-In
Transfer Out
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b/ZN teaches oo——

BEN Assets i Retirements (continued)

0 To view the results of the retirement, navigate to the Inquiry>Financial Transactions menu path
o Click on[Books]

y = anths ¥TD Produc
g LTD Prad

ntion f

-

ElDepr

Depreciation

Depreciation Bonus Depreciation Revaluation
Feriod Expense Account Amount Amount Amaortization

JouLos 000-0033-1-000000-5600 00000000 170.14

0.00 0.00

Junos 000-0033-1-000000-5600-0000-0000 170.14 0.00

mAvus 000.0033-1.000000-5600 00000000 170.14

0.00

APROB 000.0033-1.000000-5600 00000000 170.14

0.00

MAR-D8 000-0033-1-000000-5600-0000-0000 170.14

0.00

" [FEB0B 000-0033-1-000000-5600-0000-0000 170.14

0.00

__ Book
| UNIVERSITY BOOK|

Before
journals
created

After journals
created

| 1651500
| m

¥TD

MID-MONTH
01-FEB-2007

Depreciation

31-JAN-2007 g Mon LTD Prodi

o Click on[Transactions]

Depreciation Bonus Depreciation Revaluation

Period Expense Account Armount Armount Amortization

I JuL-oa 000-0033-1-000000-5600-0000-0000 170.14 0 0.00

JUN08 000-0033-1-000000-5600-0000-0000 170.14 0 0.00

MAY.08 000-0033-1-000000-5600-0000-0000 170.14 0 0.00
APR0B 000-0033-1-000000-5600-0000-0000 170.14 0
MAR.08 000-0033-1-000000-5600-0000-0000 170.14 0
FEB-08 000-0033-1-000000-5600-0000-0000 170.14 0

Transactions .
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BEN Assets i Retirements (con tinued)

o Note the OFull Retirementd | ine bel ow

Periods
] et Murnber - iptian Effe Entered
ADDITION 11333 - IBM LS20 BLADE SERVERS CONFIGURED |JANO7 JUL-07

TRANSFER IN 11333 - IBM LS20 BLADE SERVERS CONFIGURED | JAN-D7 JUL 07
TRANSFER 11333 - IBM L520 BLADE SERVERS CONFIGURED |MAY 08 |MAY08

LR b e e P e S S e GAB
FULL RETIREMENT 11333 - IBM LS20 BLADE SERVERS CONFIGURED |[AUG08 AUG-08 j

ElAmartized

=l UNIVERSITY BOOK

2 Date Q-AUG-ZI]I]B

| -

St (MID-MONTH
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BEN Assets T Reinstate

If an asset is retired in error, e.g. asset previously thought lost was found follow the same navigational
path as 6Retirement6.

F Please note: Canonlydoa ft er 6 Gai ns umbyBropérty Banagsnient Greup.r This is

run on a nightly basis.
ﬁlease note: An assetcannh

0 Important! Press[Ctrl]] F11 to arrive at the form be reinstated i it was retired
o Click on[Reinstate] ; click [OK] in a prior f iscal year .
. . Contact the Property
F /tés not necessary to click on Management G roup if
0 The asset has now be re-instatedfrom 6 Ret i r ement & you discover an asset needs
to be reinstated from a prior
fiscal year.

11333
: [UNIVERSITY BOOK

W)
16,515.00
d 16,515.00
Reti

Retirement C G IO (12,930.71)

ht Line hethod

Retirement Details

Group Asset

—

o Below is the 6Transaction Historydéd after the O0Re

Periods
Transaction Type i Effective
ADDITION - IBM LS20 BLADE SERVERS CONFIGURED |JAN.O7
TRANSFER IN - 1BM LS20 BLADE SERVERS CONFIGURED |JANO7
TRANSFER - 1BM LS20 BLADE SERVERS CONFIGURED |MAY-08
o - IBM LS20 BLADE SERVERS CONFIGUR
FULL RETIREMENT - IBM LS20 BLADE SERVERS CONFIGURED |AUG-08
REINSTATEMENT - IBM LS20 BLADE SERVERS CONFIGURED |AUG-08

e ——————

=[[i'* UNIVERSITY BOOK

B Arnont
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b/ZN teaches m——

BEN Assets T Undo Retirement

On occasionthere may be times when a Senior Asset Administrator or an Asset Administrator discovers

on the same day an asset is retired a mistake has been made and there is a need to un-retire an asset.

F Use oReinstated i n

one fiscal year.

e From the Senior Asset Administrator
responsibility, click on Assets>Asset
Workbench from either the BEN
Financials Homepage or the Navigator

o Enter any of the same search criteria
bed in
case the Asset Numbert o
0 Click on[Find]

7

t he ol
bea edUnmn

descri

By Asset Detail

et Mumber (11334

Hurnber

Murnber

By Book
Book

Dates

By Assignment

By Lease

Murnber

ription

cases

where the asset has

dministrator 2o
Furﬁtiuns Documents

Assets:Asset Workbench

Perform transactions on an asset

- Inquiny Top Ten List

Financial Information

Transaction History

- Assets ﬂ
Asset Workbhench

Mass Changes

i othery 0]

sectiof
- Requests
6 Run
Set
Profile
Concurrent
- Invoice Inguiry
Invoices
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b/ZN teaches ————

BEN Assets i Undo Retirement  (con tinued)

o Click on [Retirements]

fcop
Asset Number Description Tag Mumber ||Category [ 1||Serial Number|| Asset Key
[DROSOPHILA ACTIVITY MOI|B00038478  [MOVEABLE-COMPUTER EQUII|SE -N-100068632 2
A A A A A A AT A »
Source Lines Books
Assignments Retirements Financial Inguiry Open

o Important! ~ When you arrive at this form, press [Ctrl]] F11 immediately.

et Mumber

Book

Retirement Details

Group Asset
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b/ZN teaches m———

BEN Assets i Undo Retirement  (continued)

o The following four pop -up boxes will appear
Click[OK] for each one

rF Eﬂ'ﬂ 5

FRM-41017: Cannot set UFDATE ALLOWED attribute of
non-enahled item RETIRE.PROCEED

Faorms

Forms

FRM-41017: Cannaot set LFDATE ALLOWYED attribute of
non-enahled item RETIRE.
RETIREMEMNT _PRORATE_COMNYERTICM.

Forms

1 attribute of
DDE.
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b/ZN teaches m———

BEN Assets i Undo Retirement (continued)

o Finally you arrive at this screen

Retirement Details

Current Units Current C 19,415.00
Unit ired d 19.415.00

Retirernent hethod

L

Ionths !J
{ )

Group Asset

Priar

() T B

o0 Click on[Undo Retirement] IE% ol

g APP_OIF 2 Undo this

retirementy

o This pop-up box will appear. Click [OK] .

Please note: If you tried to

enter 6Universi

other fi'elq before pressing Ctrl APP.CFA- 47410

F11, this is what would appear. -

| t &stto then press [Cancel] < st el
and begin again. and L

\
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BEN Assets i Undo Retirement  (continued)

o Navigate to 6Transaction Hi st eReytd rtemd tveaenwt hded U

Retire is completed i not this is not the same asset as the previous page

y ) Entered
ADDITION SUNFIRE X4600 X64 SERVER
Before Un-

MSFEFHN\ SUNFIRE X4600 X64 SERVER .
Retire

FULL RETIREMENT SUNFIRE X4600 X64 SERVER

/717
A

=[is's |UNIVERSITY BOOK

&l Amorti

Periods
2t Number - [ ation Eff ] Entered
111335 - SUNFIRE X4600 X64 SERVER
TRANSFER IN 35 - SUNFIRE X4600 X64 SERVER After Un-
Retire

= UNIVERSITY BOOK
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b/ZN teaches m———

BEN Assets i Reporting
Other>Requests

There are a few reports available from the BEN Assets application however the majority of reports are
housed in BEN Repats. Ad hoc reporting for BEN Assets is also available in the Data Warehouse. This
section covers how to retrieve a report from the BEN Assets application only.

ot Administrator

e From the Senior Asset

L. Functions
Administrator  or the Asset

Other:Requests:Run

Administrator  responsibility, click Submit requests
on Othe r>Requests>Run  from - Inquiry Tap Ten List
. . . Financial Information

either the BEN Financials Homepage Transaction History

. - Assets
or the Nawgator Asset Workbench

o On the Single Request default, click Mass Changes ﬂ
- Other

[OK] - Reqguests

Set
Profile
Concurrent
- Invoice Inguiry
Invoices

What type of request do you want to run?

uto submit an individual request.

®Request Set

This all you to submit & pre-defined set of
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b/ZN teaches m———

BEN Assets i Reporting (continued)
Other>Requests (continued)

0 The three reports available to the user from BEN Assets are as follows:
e Asst Register Report
e Asset Category Listing

e Purchase Order Summary Report

% imit Reguest

Run this Request...

Asset Register Repor

Languanes

At these Times...

Run the Joh SChEdLﬂE...

Upon Completion...

T all Qutput Files

Motify o
= pB7 2014 4} _

= Parameters

=S UNIVERSITY BOOK UNMERSITY BOOK
Jurnber yRKEE]

t Mumber m H

o Parameters
¢ Inthe Book field, type UNIVERSITY BOOK (only option here)
e Inthe From Asset Number field, type the asset number desired
e Inthe To Asset Number field, type the asset number desired

F Caution! It is recommended that you enter the same asset number in the From and To
field. BEN Assets is an unsecured responsibility which allows for access to all of the
University assets, many which may not be your School/Center assets. Use these parameter
fields carefully.
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b/ZN teaches nne———

BEN Assets i Reporting (continued)

Other>Requests (continued)

o Click on [Submit]

Run this Request...

WE Asset Register Report
Paramete UNIVERSITY BOOK.11333.11333

ELENEGE American English
-

At these Times...

=N As Soon as Possible

Upon Completion...

Il Output Files

rint to [LEPAINES

0 You will be takentothe 6 Re q u ewsntlasv6

Reftesh Data Find Requests Submit & Mew Request...
PENIRNIELP |Asset Register Report UNIVERSITY BOOK, 11333, 11333 |~
23088321 Asset Register Report L —— ~=v ROOK, 11333, 11333
2211013({100.0RG: SUMMARY Click here when the phase is 1, JAN08,0,0,1
2211000¢|100.0RG: SUMMARY 6Pendi nRyudn noirn géd t o [I. SEPL7,0,0, -
2167469;|Purchase Order Sum window until phase is
2167467¢|Purchase Order Sum 6Compl et edd
2135254°|Mass Additions Postiy |- When 6Pendingé o
2135254(|Mass Additions Postir click on Tools>Manager to see 52536
2135253¢|Mass Additions Post | Concurrent Manager Queue . NORMAL
2135253t|Mass Additions Post (Re 71352536 =

Haold Request Wiew Details... iew Dutput

Cancel Request Diagnostics Wiewe Log..
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b/ZnN teaches m———— ]

BEN Assets i Reporting (continued)

Other>Requests (con tinued)

o When report o6ComMffelwvOutpati 6, <cl i ck on

UNMIVERSITY OF PEMNSYLWANTA Lsset Register Report Report Date: 09-FEB-2008 17:29
Book: UNIVERSITY BOOE For Assets Between 11333 and 11333 FPage: 1 of 1
Agzet Mumber: 11333 Description: OLYMPUS BES1 MICROSCOPE, TAGHEODO3S100
Tag Nuwker: BOOO38100 Serial Number: 12345
Category: MOVEABLE-MICROSCOPES/TELESCOPES - Manufacturer: OLYMPUS BES1 Total Unics: 1
Model Munber: BES51 NICROSCOPES Property Type: Property Class:
Owned or Leased: Owned New or Used: New In Use: Yes
Parent hsset MNo: Parent Asset Description: Asset Type: Capitalized
Invoice Invoice Purchase Order u
Mumber Line Description Vendor MNumber Vendor Name Nunber
——————————————— Nurdber
061262 OLYMFUS EX51 MICROSCOFPE, TAGHE 224768 B & B MICROSCOPES LTD 1728758
Months Depreciate
Date Placed Prorate Deprn in When Placed Deprn
EBook In Service Prorate Convention Date First Yr Depreciate in Service Start Date
UNIVERSITY BOCOK 30-SEP-2006 MID-MCONTH 30-5EP-2006 18 Yes Tes 30-SEP-2006
Basic Adjusted -
4| |*

Go To First Previous Mext Last

0 Use the buttons at the bottom and the scroll bars on the bottom and right to view your report

F It is recommended that you view the report on -line first, prior to printing, to ensure this Is the
report you wish to, in fact, print.

e When finished viewing, close the window to return |t
Printing Requests

e Highlight the report you would like to print by placing your cursor on the line

e From the menu, click on Tools>Reprint

F The ORepristdovopavanl abl e when not i n the JOReqles

e Click on[Refresh Data] to see the reprint request

S Ry

Refresh Data Find Requests Submit a Mew Request. .

lequest 1D Parent
MName : s Parameters
78652, p872014, 1, LANDWIDE, ¥
| ?3552 Completed STDT2416, 50179, 1, SEP01, 0, 0, ‘“

| |
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b/Zn teaches m————

BEN Assets i Reporting (continued)

Other>Requests (continued)

If you ever need to view your request(s),

Viewing Requests

whether completed or in progress, you can

simply click on View>Requests from the menu, in any responsibility, including PO.

Buttons on the

[ Copy...

F You candét get r
You can change

same parameters.

achedule. ..

them but

OSubmitt

i d of

Requestsd window

Use the Copy button to take advantage of previously entered request submissions.
You can change fields, such as Period, for reports you submit frequently with the

ONot i/ ficati onslieywilfbedopies pr evy
you

canét del ete t hem.

The scheduling window provides you with several scheduling options. You can
choose to re-use a schedule you previously defined and saved, or define a new
schedule. You can define your schedule to run a request as soon as possible, at a

specific time, or repeatedly at specific intervals, on specific days of the week or month.

e When you click on [Schedule] the Schedule window opens. Select from the following:

e Apply a Saved Schedule

e Allows you to re-use a previously defined and saved schedule. You may modify the saved
schedule for this one submission or save the modified schedule with a new name for future use.

F If you intend to use the saved
schedule as defined, click [OK]
e As Soon as Pos sible

e  Submits your request as soon as
possible. If you select this
schedule type, click [OK].

e Once

e  Submits your request once at the
time and date you specify

e Periodically

@Bchedu\e

Run the Job...

#As Soon as Possible
®0nce

®Periodically

®0n Specific Days

2 Eckansad

_|Ssva thiz schadula

e Submits your request repeatedly at the interval you specify

e On Specific Days

e Submits your request repeatedly on specific days of the week or month

e To save your schedule, check the Save this schedule

check box

e You must also provide a unique name for each schedule you save

e Optionally, enter a description of your schedule
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BEN Assets i Reporting (continued)

Other>Requests (continued)
Buttons on the O6Submit Requestsdéd window (co
@Upon Campletion... Person nOtiﬁed
. n onl
[ Options. .. Upon completion, all output & Save all Output Files can ony see
) - request one time
. . . Notify the following pe
files are saved. You can also notify others, with BEN "
ame Far Language
Financials access, about the report. It will appear in Fg
I
ther6 Noti ficationsd on the il
> | I
i i . Print the Output To:
[ Subrmit When all information is Style
completed, click here. Printar Copies For Language
Moo Jo  Jlonguages |
F—-—
- | I B
Cancel Vse this bution to cancel the — 1
request.
[ o
, Brings up the Find Requests
Buttons on t he ORequeq window where you
or those 6in prog
submit new requests from here.
T Requ .
Begin new
reauesthere
Click inter- ) o
mittently to leguest 1D Parent
see Phase Marma
field change |
from |
6Pendin
ORunninN |
6Compl e |
| Shows input Click here to
| information view your
| about a completed
Use Hold | request ) report prior to
se Hol g -
, = printing
Request if | [/ 1
the request y - .

Use Cancel Request to
terminate requests in
6Runningbd

phase

or
began and ended

Click here to see, if report
completed successfully,
the date and time it

Click here to see if
there is any problem
i solving information
regarding your
request
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Invoice Inquiry

In order to view the actual6 sour c e d i nahassemantdil mrv ofi@re | nquiryd can
e From the Senior Asset Administrator or [ Navigztor senia drinistratar L
A
the Asset Administrator  responsibility, Functions - (BacUmants
Invoice Inguiry:Invoices
click on Invoice Inquiry> Invoices from View Invoices
. . . - Inquiry Top Ten List
either the BEN Financials Homepage or the Financial Information

Transaction History
- Assets
Asset Workbench
Mass Changes
- Other
- Requests
Run
Set
Profile
Concurrent

Navigator

]
=
4
]
=

- Invoice Inguiry

o Recall from the Inquiry section, that the source information, i.e. Invoice Number or PO Number is

available from the Financial Information > [Source Lines]

Irwoice Murnber Line || Description Active | Line Arnournt Supplier Mame Supplier Mumber
l 67600 / |IBM LS20 BLADE SERVERS 16,515.00 | ARRAYA SOLUTIONS INC | 237786 =
—j
=
Supplier Mame Supfier Murmber | PO Nurnber urce Batch [ 1| Project Mumber | Task Murnber
| 16.515.00 /ARRAYA SOLUTIONS INC [237%g8_ 1789610 J/ =
\ /
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Invoice Inquiry (continued)

o Enter search criteria using one field or a combination of fields. For example you may use:

1) PO #or
2) Supplier and Invoice # or
3) Supplier and amount range

l_kJFinl:i In

Supplier

Invoice
Murmber
Type

Amaunts

1789610

o0 The Invoices form opens

F Note the paperclip with th e piece of paper on the toolbar
- N ol |

To review an image of the invoice, click on the Attachments icon on the Toolbar to invoke
MarkView
software. OGP AMD N AL 0 Q& 717
Accounts Payable
creates an
electronic image C
Of Supplier Type Supplier Supplier Mum || Site | Invoice Date Irvoice Murn || Invaice Curr || Invoice Amount Withheld Armount Prepaid ~
. . . ARRAYA S(| 237786 PLYMOU |26 DEC-2006 1676 usp 17,245.00 |
invoices and G
368 forms and
the attached o
invoice. Items not a I C
imaged include: 1 General 2 Holds 3 Wiew Payments 4 Sechaduled Paymants | 8 Wiew Prepayment Applications
C1,C-1A,and G
368 forms (When -Amount Paid Invoice Status —Approval Status
used for travel ’ﬁ ’W Status |Va|idated Approval |Nol Required
purposes)' petty Accounted |Yes Pending Approver |
cash
reimbursement
requests and Description |INV 1676 PO 1789610 & i

supporting
document
(contracts,
competitive bids)
for Purchase
Orders.

Orverview

Distributions

Holds 0

Distribution Tatal 17,245.00
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Invoice Inquiry (continued)

o Enter your BEN Financials User name and Password to

retrieve the invoice

o View the invoice below

Markiiew

Passwaord:

User name:

éi.'onmal:l: to canon.isc-seo.upenn.edu
7

[ [
|

[~ Remember my password

o |

Cancel

F For more /i nformation regarding
Gu i d.dwww.finance.upenn.edu/ftd/documentation/benpays.pdf

ableiimwvaige (maginl Usarg e s 6

ARRAYA SOLUTIONS INC (1676)

€| https:ﬂbenimgprdclz.isc-seo.upenn.edu:4443ImvasvueIuItraIitefMainViewerPage?eid=2565l:l19:1&etype=MVDOC&sessianid=&caurI=&rnode=STANDALONE&ceid=0&itemType=&vsessiL] Q l

/2 Mark¥iew - ARRAYA SOLUTIONS INC (1676) - Windows Internet Explorer

=10l

BARBARA MURRAY: Logout E3

Tutorial

| o This PO Invoice is finished going through the workflow. Take no additional action on this document.

@ Blue Sticky Note View: | Default v]

Previous Page| 1 vI of 1 Next Page

(e T ree T

Click the image to zoom in.

1mage size: || [ [ \LIL 1=l @liel 5]
A Green Text | § B
o
s
Print #Arraya
Invoice 521 Plymouth Road :
; ot I
Email Document Plymouth Mesting, PA 10462 Es
SHIP TO
[Wrarn
302 Vance Hall
3733 Sprure Street
(Piaipaie Pa 19104
Gorros | v oo | momer | e | smmer | mrs
1780810 Net 30 asac0r [ | = YEs 1804
QUANTITY ITEM CODE DESCRIPTION PRICE RACH ANOUNT
2| xSerien | EBM 1520 Blade Servers Configured as Per Quote. 228750 1651500
- ¥ Fone e Rpie 41 4 o Banpecsn ses00 new
ui i S |
Thaak you for your busiast Total v |

S

vam || P.O. ENTRY

[ | omems | oo | [PPm—
Arrayas Salutions, Inc. 521 Plymouth Road Plymoath Mesting, PA 1!

1 £ Sinancial Training Department

97

S

ee



http://www.finance.upenn.edu/ftd/documentation/benpays.pdf

baMN teaches m——— 000000000

Invoice Inquiry (continued)

o In order to view the PO from the Invoice Inquiry menu path, click on [Overview]

YOI F RSP AM DG LBIHGITL D
=
Type Supplier Supplier Murn | Site Invoice Date Invoice Murm | Invoice Curre | Invoice Armaunt Withheld Amount Frepaid
. LR |ARRAYA S 237786 PLYMOU'| 26-DEC-2006 1676 usD 17,245.00 =
4| | 3 =
1 General 2 Holds 3 View Payments 4 Scheduled Payments | 5 View Prepayment Applications
Click [Distribu tions]
Amount Paid Invoice Status —Approval Status '!:0 go to ?.CCOUHt .
usD 17,245.00 Stalus [Validated Approwal [Not Required information for this PO
Accounted |Yes Pending Approver | y
» , /
INV 1676 PO 1789610
Description MhikE ’_l]
17,245.00
Owerview Distributions
17,245.00
17,245.00
=
Murm | Type Armount Tax Code GL Date Account [ 1 Includes Tax | Description
H H l Item 16,515.00 17-JAN-2007 II]TI]J]7522411I]7I]4718317757332 Arraya Quote# 102 —
0 CIICk on [VIeW PO] 2 Item 730.00 17-JAN-2007 10700752 2010704 5331 7573 3, Arraya Quote# 1022
ARRAYA SOLUTIONS INC PLYMOUTHMTG 1
237786
1676 Standard 26-DEC-2006
092290TA usp 17,245.00
0.00
1789610
nice Sta INV 1676 PO 1789610 L
Yes 1789610
Yes . ol IP-WHAR COMP ADMIN-Core System
Validated
Not Required =
p A P
. usp 17,245.00 0.00 25-JAN 2007 2035358 - Check|30-JAN 2007 =l
- [Invoices] takes
you back to the form
Payment Cwerview Wiew Receipt Wiew PO Invaices
2y Beceip E : above
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Invoice Inquiry (continued)

o Scroll to the right to see more information regarding the Purchase Order

Mumber Release Line | Shipment ltern IO Ship To Organization
B 1789610 1 1 Each IUni\rersiiy of Pennsylvania B8
1789610 2 1 us DullalUniversiiy of Pennsylvania
1] >
Distributions Mew Helease Menw PO Open

0 Click on[Distributions]  to see the original account number charged on the Purchase Order

o Scroll to the right to see the 6Charge Accountdé fo

Murnber Release Line Shiprnent Distribution ltem Description
. 39610 1 1 1 Arraya Quote® ~
=
Description O Cluantity Ordered Charge Account overy Fate Arnount
[l Arraya Quote# 10:|Each |2 \_ [070-0752.2.010704.18310 16,515.00
~——
1
4 3
Mew Release Mew PO Open
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Invoice Inquiry  (continued)

2
Viewing Quantity Detail
=3 Qua Deta
Mumber Line || Shipment | Quantity Cuantity Cancelled | Quantity Billed | Quantity Received |3
[ 1789610 1 1 2 0 2 2 W=
1789610 2 1 365 II] 365 365 W
0 Deta
Murmber Line | Shipment | Quantity Quantity Cancelled |Quantity Billed | Quantity Received |5
. ifi 1 1 7653.75 ] 7653.75 7653.75
/ // f

| // // /|
L

— // /|
Distributions 1 o / L
| L J

4] | »

Distributions Mew Release Mew PO Open

1. Quantity - is the number of item(s) or amount of the Purchase Order
2. Quantity Billed - is the number of item(s) or amount of the invoice sent to Accounts Payable
by the supplier

3. Quantity Received - is the number of item(s) or amount that has been receipted by Penn

F /77 tnre Quantity and/or the Quanti tBilledReardngved d

to the established criteria, the invoice will go on Hold .

F  Seethe BEN Buys Accounts Payable Invoice Imaging User Guide  regarding
managing [ nvoices placed on oJ0Hol do

e Inthis example the quantity ordered is greater than the quantity billed. =~ However, since the
quantity received equals the quantity billed Accounts Payable will automatically pay this invoice
for the amount billed/received.

e Additional payments can be made from this PO
Payable.
F Seethe PO Manager User Guide f or [ nfor mation on hownao

Purchase Order

e Click[Distributions]  to go to account information for this PO
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Invoice Inquiry  (continued)

The Invoices form will list all invoices charged against the specified purchase order. Your first indication
as to whether or not a payment was processed is the Amount Paid field. If no payment is reflected in

this field the invoice may have been placed on 6Hol
Holds
The Holds field will indicate the number of holds against a particular invoice. Click on the Holds tab to
ascertain the type(s) of hold against the invoice.
Type Supplier Supplier Num || Site Irvoice Date Irvoice Mum | Invoice Curr || Invoice Armount YWithheld Amount Prepaid
. Standard |ARBAYA S(|237786 |PLYMOU |26 .DEC.2006 1676 lusp 17,245.00 —
Hold s
Al ' Tab
1 General % 2 Holds ] aymmens | 4 ccheduled Fayments | o iew Prepayment Applications -
- Hold Name Hold Reason Held By Hold Date Release Name Release Reason Released By Release Date [ ]
Joty Rec [Quantity billed excee|System [17JAN2007 |Matched [Passed matching co|System 29uaN2007 | 4
|aty Rec |Quantity billed excee|System [17-JAN-2007 |Matched |Passed matching co |System 9uAN2007 |
| | | | | | | | [ 5
Purchase Order |Shif t Quantity Receipt Receipt Quantity
Mumber |1789610 Ordered |2 Mumber Billed
Release Billed |2 Line Received
Line |1 Received |2 Date Accepted
Ship To |WH-WCIT-102 Accepted [0
Wiew PO /I
Crverview Distributions
regarding JO0Hol dsoé see the

F For more i nformation
htto.//www.finance.upenn.edu/ftad/documentation/benpays.pdf
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Invoice Inquiry (continued)

The Invoices form will list all invoices charged against the specified purchase order. Your first indicat ion
as to whether or not a payment was processed is the Amount Paid field. If no payment is reflected in

this field the invoice may have been placed on O6Hol
Holds
The Holds field will indicate the number of holds against a particular invoice. Cli ck on the Holds tab to
ascertain the type(s) of hold against the invoice.
Type Supplier Supplier Num || Site Irvoice Date Irvoice Mum | Invoice Curr || Invoice Armount YWithheld Amount Prepaid
. Standard |ARBAYA S(|237786 |PLYMOU |26 .DEC.2006 1676 lusp 17,245.00 —
Hold s
Al ' Tab
1 General % 2 Holds T wiew Paymenis | 4 ccneddled Payrments | 5 Wiew Prepayment Applications L
- Hold Name Hold Reason Held By Hold Date Release Name Release Reason Released By Release Date [ ]
Joty Rec [Quantity billed excee|System [17JAN2007 |Matched [Passed matching co|System 29uaN2007 | 4
|aty Rec |Quantity billed excee|System [17-JAN-2007 |Matched |Passed matching co |System 9uAN2007 |
| | | | | | | | [ 5]
Purchase Order |Shif t Quantity Receipt Receipt Quantity
Mumber |1789610 Ordered |2 Mumber Billed
Release Billed |2 Line Received
Line |1 Received |2 Date Accepted
Ship To |WH-WCIT-102 Accepted [0
Wiew PO /I
Crverview Distributions
regarding J6Hol dsdé see the

F For more i nformation
htto.//www.finance.upenn. edu/ftd/documentation/benpays.pdf
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Invoice Inquiry  (continued)

Payments

If a payment has been processed click on the Payment Tab to access detailed payment information,
such as the payment method, check/document number and payment date, etc.

F Note:
Payme
nt Terms - Checks are produced based upon the payment terms that are assigned to the
supplier.
a. Employees are created with terms of O0ONet 2"
generated two days after t he invoice date thatis
entered in the Accounts Payable system when the Terms
particular form is processed. Het 30
b. Most suppliers are created with payment terms of
ANet 30" which means t BOe ayment wil be

days AFTER the invoice date . However, some
suppliers have a payment term of immediate due to a prompt pay discount offer with

wh i

the supplier.
Type Supplier Supplier Murm || Site Irnice Date Ireaice Murn | Imeaice Cure | lrvoice Arnournt Wyithheld Amount Prepaid
. Standard |ARRAYA S(|237786 |PLYMOU |26 DEC 2006 1676 usp 17,245.00 o
View
Payments
1] | ¥
1 General 2 Holds 3 Wiew Payments 4 Scheduled Payrments | § Wiew Prepayrent Applications
~ Payment Method Docurment Marm Payment Date GL Date Woid Fayrment Amourit Discount Taken [ ]
[ Jicheck 2035358 30JAN2007  [30JAN-2007 | 17,245.00 | | (&
l | | | ro | B
l | | | ro | B
l | | | r| | B
l | | | ro | B
| | | | ro | [ =
( Payrent Overview )
Chye e Distributions
e Click on[Payment Overview]
S | & =inancial Training Department 103
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Invoice Inquiry  (continued)

Payments (continued)

e The Payment Overview form has more information about the check, Supplier address and Bank

o
Supplier ad dress
2035358 ARRAYA SOLUTIONS INC where check is
usD mailed
Date check 17,245.00 237786 P UTHMT
cashed appears 30-JAN 2007 521 PLYMOUTH RD SUITE 113-J
here when 300107 -JC-PAY4 PLYMOUTH MEETING, PA 19462
. United Stat
Supplier cashes nred states
check Reconciled Unaccounte .
17.,245.00 WACHOVIA-PA
06-FEB-2007 Trustees of the University of Pennsylv
Checks
Check
List of all
invoices paid on
check 17,245.00 1 30-JAN-2007 INV 1676 PO 1789610 . .
/'\\ ’ Univer si
bank
information
|rvoice Ohwerdew Payments
e Click on[Payments] for more information regarding the payment
2
Type | Bank Account Docurment Docurment Murm Payment Date Payment Amount | Curr || ] Batch Narne Acco
. B Trustees of the Ut Checks 2035358 30-JAN-2007 17,245.00 {USD 300107 JC-PAY4 usD |~
| » -
. 1676 26 DEC-2006 17,245.00 | 30-JAN-2007 17,245.00 =1
INV 1676 PO 1789610
Inwoice Owerdew
Yes
“iew Processes Payment Overview
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Appendix A

Viewing and Creating Folders

A folder block is a special block whose field and record layout you can customize. The following helps you
distinguish a folder block from a regular block:

e An enabled Folder O O
menu appears in the
main menu bar when O
your cursor is in a folder
block.

e An Open Folder icon
appears in the upper left
hand corner of the form.

e An enabled Folders
Tool icon appears on
the toolbar whe n your
cursor is in a folder
block.

Clicking on the Folders Tool icon will open the Folders Tools box.

Your Folders Tool options are as follows:

(From left to
Right)
Open
Save
New

Delete \

Arrows allow you

to move a '
selected column (From left to right)

Widen Field
Shrink Field
Show Field

Hide Field
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