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Asset Module

The Asset Module in RM Accounts is a package that encompasses all the functions needed to keep
the school inventory record up to date. Schools are able to record goods as they arrive in school,
maintain the record, assign the asset to the Department in school where it is to be retained, stock
take on a regular basis and record sales and write offs.

Departments

The first process is to allocate departments where the assets are stored.

Switch Module > Assets > Settings >Departments > Create > New Departments

.
" @ DUMM: Department: New = ——
File Edit Record Window Info
4 ) Create = Cancel Save b
A
Code
? Description
1 Comment
i Address
q
Code Create with appropriate name
Description Description of code
Address Can be added if a split site.
Save

Create > Duplicate or New Department as appropriate until there is a list of all the departments

where assets are held.




!lr@_} DUMM: Departments: Browse E=RrE
File Edit Record Window Info
Create - Search
Code 4. Description
4 CL8 Classroom 8 =
CL_1 Classroom 1 L4
] cL_2 Classroom 2
1 CL_3 Classroom 3 I
CL_4 Classroom 4
CL_S Classroom 5
Classroom &
Classroom 7
Classroom 9

Categories

The system has been set up with 3 categories:

F&E
IT
VEH

If additional categories are required email - school.returns@peterborough.gov.uk

Furniture and equipment

IT equipment

Vehicles and Machinery

Recording assets — already in school

Previous assets can be recorded individually in school

To add new

Switch Module > Assets > Registers > Assets > Create > New Asset

Purchase tab

&) DUMM: Asset: New = i
ilf | File Edit Record Window Info
4 ) O- = =p Create - Cancel Save A X &
Inventory Mo, |:| Disposed |:| Inactive
Description
Category N/L Class
Classification
Purchase Qwner Models Values Costs
Supplier Name
Purch. Inv. No. Supp. Inv. No.
Purch. Date Purch. Value (per unit)
Prod. Date VAT
Serial No. Mot Redaimed
Warranty Mo, New/Used New
Contract No. Tags/Objects
Comment
= ———— i -
-




Inventory No.

generated
Description
Category
N/L Class

Supplier

If using for first time — insert number 1000001 — afterwards the No is system

Add suitable description
CTRL Enter and select from list
CTRL Enter and select from list

CTRL Enter and select from list — if not on list, go to:

Module > Assets > Settings > Contacts and duplicate ESPO to create new contact

Pur. Inv. No.

Purch. Date

(RM Finance no 21xxxxx ) Leave blank if not in RM Accounts system

Add date — goods cannot be disposed of or written off until a purchase date is

recorded
Serial No. Product Serial Number
Sup. Inv. No. Suppliers Purchase Invoice number
Purch Value Suppliers Purchase Invoice NET value (do not include VAT)
VAT As per the Suppliers Purchase Invoice
New/Used CTRL Enter and select from list
Comment Optional
Owner Tab
rQ} DUMM: Asset: New = i S
File Edit Record Window Info
4 ) GV = Sp Create - Cancel Save Ar o
Inventory Mo. |:| Disposed |:| Inactive
Description
Category M/ Class
Classification
Purchase Owner Models Values Costs
Department - MName
Person Part of
Quantity 1
Department CTRL Enter and select from list

Name - free field

Person

CTRL Enter and select from list (usually self)



Quantity Always 1 —to match Serial Number

Save

Models Tab

Model 1 Choose NONE — No depreciation

Other Tabs — leave blank

Recording Assets from the Purchase Order/ Invoice

Create a Purchase Order/Invoice as per instructions in RM Accounts Guidance Booklet 2 - Section 1
onwards

Click OK and Save

Highlight the row on the invoice which needs recording on the Asset Register

Go to Operations :

H ‘ ’
From the drop down list select Create Asset
— T
&) DUMM: | (&) DUMM: Asset: New =] Bl =]
File Edit || File Edit Record Window Info b
g4 » 4 O & 9 Create v Cancel Save A~ X & (B @
| Tnwentory No. [ bisposed [ tnactive )
i Suppl Description  Health and Safety Eqpt
a TOTI Category N/L Class
Classification
o | Tems ch
i 1nefi| Fuchase Owner Models Values Costs 1d
)l Paymd| Supplier & Name Amazon || Booking
n Transad|| Purch. Inv. No. 2130010 Supp. Inv. Mo. inv 326598
! Furch, Date  13/08/2018 Purch. Value (per unit) 99.99
) | Prod, Date VAT 20,00 f - 0
n 1 21' Serial Mo. Mot Redaimed H A~
! 2 Warranty No. New/Used New E| =
) 3 Contract Mo. Tags/Objects 04000 =
4 Comment
F| 5 £
& L G
7
8
9
10
11
12 52
Calculated Subtotal 99.99
Calculated VAT 20.00
Currency withh, Tax Ext. Tax Calaulated Total 118.99
[ I




A oY) DUMM: Asset: New = ot S
File Edit Record Window Info
4 » 'ﬂ' = =p Create Cancel Save A

El Inventory MNo. D Disposed D Inactive
lif Description  Health and Safety Eqpt
] Category ML Class

Classification

Purchase Qwner Models Values Costs

Supplier & Mame Amazon L
Purch. Inv. Mo, 2130010 Supp. Inv. No, inv 326533
Furch. Date  13/08,/2018 Purch. Value (per unit) 99.99
Prod, Date VAT 20.00
Serial No. Mot Reclaimed |
Warranty Mo, Mew/Used New
Contract Mo, Tags/Objects 04000
Comment

Purchase tab

Inventory No. System generated on Save

Disposed Tick appears after Asset Disposal has been actioned
Description Pre-populated from the Description on the Invoice
Category CTRL Enter and select from list

N/L Class CTRL Enter and select from list

Supplier Prepopulated

Purch Date - Prepopulated

Serial No. Product serial number to be entered

Warranty No. Optional

New/Used Prepopulated

Other fields Pre-populated from Purchase Invoice



Owner Tab

L) DUMM: Asset: New ==
|| File Edit Record Window Info
4 ) ¢ > = = Create -+ Cancel Save Ar
N Inventory No, [ Disposed [ tnactive
pl Description  Health and Safety Eqpt
i) Category FE ML Class FE
C'hl Classification
| Purchase Owner Models Values Costs
- Department EI] ’ Mame Classroom 8
ad| Person MARGARET Part of
Quantity 1

Department
Person -
Name
Quantity

Part of

Models Tab
Model 1

Start. Date 1
Used from

Save

If the Purchase Invoice row is for more than one product of the same description, the first asset

CTRL Enter and select from list

CTRL Enter (usually self from Company USERS list)
Name of Department - prepopulated

Always select 1

Leave blank

CTRL Enter — select NONE
Enter date the same as Purch. Date

Prepopulated from Start Date 1

registered can be duplicated, until all the items are recorded.

Before creating duplication — copy the Purch. Inv No into your PC memory and paste on each

duplication

Remember to change Serial No.

Save




Asset Disposals

For goods which have been sold or written off (disposed of or stolen) an Asset Disposal needs to be

created.

Switch Module > Assets > Registers > Asset Disposals > Create > New Asset Disposal

1 100024

[N AT R RN

9
10
11
12
13
14
15
15
17
18
19
20

No.

Trans. Date
Reference
A/C

Type

Q} DUMM: Asset Disposal: New =8 %
File Edit Record Window Info
4 ) O~ & Bp Create - Cancel Save A X
Mo,
Trans. Date  15/08/20138 Time Type [ll
Reference () 5ale
AfC @ Write-off
Inventory Mo. Qty Description AJC Tags/Obijects Sales Price  Depr.

1 | TAPE CASSETTE BLK/WHT PKS

Inventory No.

Qty
Description
A/C
Objects

Sales Price

99999 52,95 -

! [Flok Comment Qut of date - disposed of !II

System generated

Type in disposal date

Free text - type a meaningful reference if required
Leave blank

Select Sale or Write-off

CTRL Enter and choose from list — all assets recorded will appear on the list.
Highlight the asset which is being disposed of from the list - and either
double click or drag to the Inventory No column.

Pre-populates from the Inventory number
Pre-populates from the Inventory number
99999

Leave blank

Pre-populates from the Asset record.



If the goods have been sold — Process in system via Sales Ledger prior to
recording in Asset Module Type in the actual Sales Price and the Sales Inv
No and Receipt No Comment on Disposal record

Depr. Leave blank
Add comment e.g. Goods stolen and date
OK and Save.

Reports - Asset List

Switch Module > Assets > Reports > Asset List

-
&} DUMM: Specify Asset List = =R |
File Edit Record Window Info
Run
Period ’
Inventory No.
Category
Classification
M/L Class
Tag/Object
Department
Person
5
Function
@ Owverview [ indude Inactive
() Detailed [ tnclude Disposed
[ 1gnore Purchase Date
[] Show Serial Number
[ tndude Daughter Companies
Media
@ Screen ) Pdf
() Printer () Pdf and Email
() File () Himl as Attachment
() Clipboard ) Excel
i) Fax Print Dialog
[7] 1gnore Timeout Limit
Pdf Orientation
@) Portrait
() Landscape

To show all assets recorded — remove dates from Period.
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Function Select Overview — Summary report.
. -
- N
& DUMM: Fixed Assets List S S =] &
File Edit Record Window Info
o~ = Search
Fixed Assets List Standard ERP, Print date: 15/08/2018 13:41
Dummy System Overview
All Inventory Numbers Period :
All Departments All Categories
Asset Name Person Purch. Value Date
100001 CAMERA CANON SX 50 HS 338.00 1sjo9j2013
100002 CAMERA CANON SX 50 HS 339.00 13/09/2013
100003 CAMERA CANON SX 50 HS 339.00 19/09/2013
100004 CAMERA CANON SX 50 HS 339.00 19/09/2013
100005 Test 300.00 07/08/2014
100006 Interactive whiteboard 100.00 03/08/2014
100007 Interactive whiteboard 2564.00 01/09/2014
100008 Laptop 250.00 01/09/2014
100009 laptop 200.00 26/09/2012
100010 200.00 26/09/2012
100011 53.26 17/10/2012
100012 53.26 17/10/2012
100013 53.26 17/10/2012
100014 Tape Cassette Yel/Blk PkS - blue Sgreen 200.00 17/09/2012
100015 Saens 10.00 16/03/2015
100016 Laptop 300.00 01/04/2016
100017 Camera 150.00 21/06/2016
100018 CAMERA CANON 5X 50 HS 338.00 21/06/2016
100019 CAMERA CANON 5X 50 HS 338.00 21/06/2016
100020 CAMERA CANON SX 50 HS 338.00 21/06/2016
100021 CAMERA CANON SX 50 HS 339.00 21/08/2016
100022 2116 24/05/2018
100023 laptop 300.00 21/06/2018
100024 TAPE CASSETTE BLK/WHT PK5 MARGARET 52.95 15/08/2018
100025 TAPE CASSETTE BLK/WHT PKS MARGARET 52.35 15/08/2018  ~
or
Function Select Detailed and Show Serial Number
W - - it 1.
o - - EI=)
L) DUMM: Fixed Assets List S0 S S [
File Edit Record Window Info
G - =1 Search
Fixed Assets List Standard ERP, Print date: 15/08/2018 13:43
Dummy System Detailed
All Inventory Numbers Period :
All Departments All Categories
-
Asset Name
100001 CAMERA CANOM SX 50 HS I
Supplier 2 Eastern Shires Purchasing Organisation
Department m
Serial No ¥l
Purch, Date 19/09/2013 338.00
Tag/Object 01000
Qty 1.00
Insurance Value 339
Comment Old assetno 123
Depr. Date 1 Depr. Date 2 Model 1 Model 2 Value 1 Value 2
19/09/2013 NONE 339.00 339.00
100002 CAMERA CANOM 5X 50 HS m
Supplier 2 Eastern Shires Purchasing Organisation
Department CcL_2
Serial No ¥2
Purch, Date 19/09/2013 338.00
Tag/Object 01000
Qty 1.00
Insurance Value 339
Depr. Date 1 Depr. Date 2 Model 1 Model 2 Value 1 Value 2
19/09/2013 NOME 339.00 339.00
100003 CAMERA CANOM SX 50 HS T -
Run
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Reports — Stocktaking list, Assets

Switch Module > Assets > Reports > Stocktaking List, Assets

File

Edit Record Window Info

Inventory Mo,

L4
Category
Department
Person
Tag/Object
Last Stocktaking Date
Skip Disposed
Skip Inactive
Media
(@) Screen ) pdf
() Printer () Pdf and Email
(7 File (7 Html as Attachment
(7 Clipbaard (7 Excel
(7) Fax Print Dialog
|:| Ignore Timeout Limit
Pdf Qrientation
@ Portrait

() Landscape

Fiun

Department

CTRL Enter and select from list

Tick - Skip Disposed and Tick - Skip inactive to exclude items from list

Run
's N
&) DUMME Stocktaking List, Assets o o
File Edit Record Window Info
o~ = Search
Stocktaking List, Assets Standard ERP, Print date: 15/08/2018 13:47
Dummy System All Inventory Numbers
Department C1.8
Date: 15/08/2018
Code Description Status Qty Cnt. Qty Value Last Date
100025 TAPE CASSETTE BLK/WHT PK5 Not Recorded 1 52.95
100026 TAPE CASSETTE BLK/WHT PK5 Not Recorded 1 52.95
100027 TAPE CASSETTE BLK/WHT PK5 Not Recorded 1 52.95
3 158.85
.y S — T
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This report can be given to the Asset holder along with the Assets List Report (Detailed) showing
serial numbers — visible goods can be checked against the list and a date and signature added to
verify the record, returned to the Finance office and kept as an up to date valid record.

TIP —To run from excel - Run the report Stocktaking list, Assets — see above — go back to Cog wheel
> Reopen Report Specification > and change ‘Media’ to ‘Excel’ and add in last Column Heading -
Signature — Print.

Asset Status Register

When assets are moved to a new Department and after a stock take, the record will need to be
updated.

1. To record movement of assets

E DUMM: Stocktaking List, Assets = 8 5{!
File Edit Record Window Info

o - = Search

Stocktaking List, Assets Standard ERP, Print date: 17/08/2018 14:28

Dummy System All Inventory Numbers

Department CL8

Date: 17/08/2018

Code Description Status Oty Cnt. Qty Value Last Date
100001 CAMERA CANON 5X 50 HS Found 1 335.00
100007 Interactive whiteboard Found 1 2564.00
100025 TAFE CASSETTE BLKMHT PKS Mot Recorded 1 52.95
100026 TAPE CASSETTE BLKWHT PKS Mot Recorded 1 52.95
4 3,008.90

Example - In the stocktaking list, Asset 100025 was placed in the Department — Classroom 8 upon
purchase.

It has now been moved to Classroom 1
To create this asset history change -

Switch Module > Assets > Registers > Asset Status > Create > New Asset Status

13



) DUMM: Asset Status: Inspect: SR S S = | B i)

File Edit Record Window Info

4 ) = Bp Cregte + Cancel Save A X
Ser.No. 7180001 Type
Date 15/08/2018 @ Mavement
Department CL_1 Persan () Responsible
() Inventory
Part of
Inventory No. Oty Description Comment Status Person
1 100025 TAPE CASSETTE BLK/WHT PK5 Found -

II ok Comment l

Ser. No System generated

Date Defaults to today’s date - can be changed

Department Select Department where asset has been moved to - CTRL Enter
Type Choose Movement

Inventory No CTRL Enter and choose asset which has been moved

Quantity Always 1

Description Prepopulated from Asset List

Comment Free text — enter meaningful detail if required

Status CTRL Enter and choose from list — in this example Found

OK and Save

NOTE: This does not change the information on the original Asset entry but shows the change on
the Stocktaking list

2. To record stocktake outcomes.

If this is the first record of stocktake outcomes in the system — go to
Switch Module > Assets > Reports > Stocktaking List, Assets
Department CTRL Enter and select from list

Media Print/Excel

Run —save to PC

Example of excel list below
14



@ Microsoft Excel - Book2
iE] File Edit View Insert

RN R=N" N NEREIN= NNk A N =R A

Format Tools Data Window Help

@ = -4 R

NG ok I B e M | S | (@ = § | ¥4 Reply with Changes.. End Review.. !
J30 - 3
A | B | c | b [ E | F | G [ H
| 1 [Code Description Status Qty Cnt. Qty Value Last Date
| 2 110001 Telephones and Fax Mot Recorded 1 1043 .48
| 3 10007 Laptop Not Recorded 1 300
| 4 (10008 Laptop Not Recorded 1 300
| 5 [10009 Laptop Not Recorded 1 300
6
7

Switch Module > Assets > Registers > Asset Status > Create > New Asset Status

Ser. No System generated

Date Defaults to today’s date - can be changed

Department Select Department where asset has been moved to - CTRL Enter
Type Select Inventory

Inventory No Copy and paste from the excel report (see above) the Code numbers from

Column A which have been found or type in Asset no’s manually

&) DUMM: Asset Status: Inspect SIS SRACHE X
File Edit Record Window Info
4 & 2o Create + Cancel Save A X
Ser, No. 7130003 Type
Date 15/08/2018 -Q-Movement
Department CL8 Person © Responsble
part of () Inventory
Inventory No. Qty Description Comment Status Person
1 | 100001 1 CAMERA CANON SX 50 HS Found -
2 | 100007 1 | Interactive whiteboard Found L4
3
:
5
]
7
8
9
10
11
12
13
14
15
16
17 i
18
19
20 -
II @ik Comment II
Qty Always 1
Description Pre-populated from Inventory No
Status CTRL Enter and choose from list — in this example above — Found.

Other status options — see drop down list.

15



OK

Faound
Missing
On loan
Borrowed
Laid off
On Repair
Useable
Damaged

Damaged - Repairable

Comment Free text — enter a meaningful comment if required

OK and Save
In subsequent years after the Annual Stock take, the Asset Status Record can be duplicated.

Note - if the Report > Stocktaking List, Assets is run after the Asset Status has been updated the
Status will have changed from ‘Not recorded’ to ‘Found’.

&) DUMM: Stocktaking List, Assets o |
File Edit Record Window Info
- = Search
Stocktaking List, Assets Standard ERP, Print date: 15/08/2018 14:16
Dummy System All Inventory Numbers
Department CL8
Date: 15/08/2018
Code Description Status Qty Cnt. Qty Value Last Date
100001 CAMERA CANON 5X 50 HS Found 1 339.00
100007 Interactive whiteboard Found 1 2564.00
100026 TAPE CASSETTE BLK/WHT PK5 Not Recorded 1 52.95
100027 TAPE CASSETTE BLK/WHT PK5 Not Recorded 1 52.95
4 3,008.90
- — -
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