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Fixed Assets

Clicking on the Fixed Assets tab at the top of the Dashboard will open a drop down box with
Fixed Asset related choices. The choices available will depend on which privileges the logged in
user has been assigned.

November 22, 2011 X A i X
'\ Welcome Joe Admin Work Order/Preventive '\
@(E:ENTRE Que Centre Maintenance QU(E:EN'IRE.
TESTING SITE ONLY =

D Drde Preventive aintenance = ento Repo
List Fioed Asssts
Vendaors

Ficed Assst Categories

Ficed Asset Classes PMs in November 2011
Work Order Status Fixed Asset Accounts
20 November 2011
rREQUIar
O FM Sun Mon Tue Wed Thu Fri Sat
O Fixed Asset 1 2 34 5
p— ® Event 6 7| 8| of w|n|n

13 14| 15 16| 17 18 18

20 2| 2 23 M l‘ill&

27 28| 29| 30

Hew In progress On Hold

Events in November 2011
Past 7 days
1 November 2011
@ Reqgular
O FM Sun Mon Tue Wed Thu Fri 5at
(O Fixed Asset 1 2 345
@ Event 6 7 8 9| 1011 |12

12 14| 15 16| 17|18] 19
20 2| 22| 23| 24|25 26

ﬂlml .I I|_| Ill 27 28| 297 320

Mow 22 Mov 21 MNow 20 Mov 18 MNow 12 Mow 17 Mov 16

[ T T PR N s B« R e Yo e

Show Mew Events

Several items need to be set up in Que Centre before a fixed asset can be added. These items

include Fixed Asset Accounts, Fixed Asset Classes, and Fixed Asset Categories. To facilitate
the entry of Fixed Assets, these items should be set up in the order listed, as described below.

Typically Accounts will be the most general grouping, followed by Classes. Categories will

usually be the most specific grouping.




Fixed Asset Accounts

Fixed Asset Accounts are main categories into which like asset classes will fall. Classifications
mostly come from IRS tables but districts can add/edit as desired. Some examples of Accounts
are Machinery & Equipment, Technology Equipment, etc.

Fixed Asset Accounts

Show Deleted

Computer Equipment
Furniture & Accessories
Machinery & Equipment
Scientific Equipment

Description

Computer Equipment
| Furniture & Accessories
| Machinery & Equipment

Scientific Equipment

Delete

x
X
X
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Figure 1 Fixed Assets — Accounts

Create New Account

QueCentre Version: 2.0.53

Add New Account

Account Name:

Description:
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Click on Create New Account
Name the account and add a description if desired
Click add to save

QueCentre Version: 2.0.33




Fixed Asset Classes

Fixed Asset Classes are groups of assets that need to be depreciated. Classes need to have a
description, a larger asset classification (Asset Account), a life expectancy in years and dollar
amount threshold beyond which depreciation must take place. Each class can have a different
threshold.

Fixed Asset Classes

i + ) Create New Class

MName

Audio/visual Equipment
Carpet/Tile

Coin Operated Machines
Custodial Equipment

Furniture

Scientific Equipment

Technology Equipment

Description
Audiofvisual Equipment
Carpet/Tile

Coin Operated Machines
Custedial Equipment
Furniture

Scientific Equipment

Technology Equipment

Account

Computer Equipment
Furniture & Accessories
Machinery & Equipment
Machinery & Equipment
Furniture & Accessories
Scientific Equipment

Computer Equipment

M Show Deleted

Delete
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Figure 2 Fixed Assets - Asset Classes

QueCentre Version: 2.0.53

Create New Asset Class

Add New Class

Fixed Asset Class

Account: Depreciate:

M

Class Name: | |

| Select

Depreciation Threshold:

Description: Depreciation Period (Years):

5 Cancel
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Figure 3 Fixed Assets - Create New Class

e Click on Create New Class

e Choose an Account from the list of Accounts previously set up

e Name the Class.

e If Class depreciates, check the box next to Depreciate

e Enter Depreciation Thresholds and Depreciation Period if applicable.
e (Click Add to save



Fixed Asset Categories

Fixed Asset Categories are the last item to set up before a Fixed Asset can be added to Que
Centre. Categories are usually more specific terms, such as PC’s, Laptops, Chair, Scientific
Glassware, etc.

Fixed Asset Categories
+) Create Mew Category
Mame Description
Air Handlers Custodial Equipment =
Cell Phones Technology Equipment S
Chairs Furniture K
Chairs Chairs Furniture o
Computer Equipment Technology Equipment =
Desks Desks Furniture x
Floor Scrubbers Floor Scrubbers Custodial Equipment o
Laptop Cars Technology Equipment =
Laptops Technolegy Equipment P
Lifts Custodial Equipment *
PC's Technology Equipment =
Scaffolding Custedial Equipment P
Scientific Glassware Glassware used for scientific experimentation Scientific Equipment =
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Figure 4 Fixed Assets — Categories
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User Groups: User Groups that can add/edit/delete Assets in this category:
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Admin Assistant
Administrator
Anonymous Event Requestor e
Basic Assignee
Basic Requester
Dispatcher sl
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Figure 5 Fixed Asset - Create New Category

e C(Click on Create New Category

e Choose a Class from the list of Classes previously set up

o Name the Category and add a description if desired

e Choose whether this Class must have an owner, a location, either, neither or both
e Assign User Groups that can add/edit/delete assets in this category

e Click Add to save



Fixed Assets
Once Fixed Asset Accounts, Classes and Categories have been set up in Que Centre, Fixed
Assets can be added.
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List Fixed Assets
Clicking on List Fixed Assets under the Fixed Assets tab will open the list of fixed assets.
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Figur% 7 Fixed Assets - List Fixed Assets

The list may be filtered by using the Category, Location and VVendor Filters. The list is also
searchable by any field associated with a fixed asset. Fields could be name, PO #, location,
assigned to, etc.




Create New Fixed Asset

Add New Fixed Asset
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Figure 8 Fixed Asset - Create New Fixed Asset

o Click on Create New Fixed Asset

e Choose a Category from the list of Categories previously set up

e Name the Fixed Asset

e Fixed Assets must have a cost.
Fixed Assets must have a purchase date

e Fill in Assigned to and/or location if this Fixed Asset Class requires that information

e Fill in Additional information as needed, keeping in mind these are the fields that
will be searchable in the search box on the list fixed asset screen.

e Click Add to save

Once a Fixed Asset has been saved, it can be edited by clicking
on it in the list of Fixed Assets. Depreciation history will show
if available as well as history of creation and editing of the
Fixed Asset.






