BOMS XP User's Guide

Close the Inventory fiscal year
The purpose of this procedure is to assist you in the management of inventory

records so that depreciation may be computed and reported on a year to year
basis. This process involves doing the following

Select the items that need to be depreciated.

Establish the depreciation parameters that should be used.

Review, and update as needed, data used in computing depreciation.
Review depreciation calculation and enter adjustments as needed.

o Created depreciation reports.

o Close the year.

NOTE: This procedure must be completed “before” you can enter property
received after the end of the fiscal year. Thatlis, if you have not closed the
inventory fiscal year for 2005, then you will not be allowed {0 post property with a
date received greater than June 30, 2005,

Do not try to enter new items by omitting the date received. The system will
assume these items are 50 old that they are fully depreciated.

You can close the year any time after all property physically received before the
end of the fiscal year has been entered into the inventory system.

How to close the inventory fiscal year

To close a fiscal year, open the ‘File, Administration’ menu and select ‘Process
Year-End Closing’ as shown below.
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The window shown below is the ‘Year-End Closing’ wizard. It functions as a
series of panels which allow you to complete the steps required to close the
inventory year.

Panel 1 is where you indicate the budget entity that needs to be closed. Make
your selection and click the ‘Next’ button.

B Year-End Clg

PANEL 1:

Please select the
budget entity you
wish to close.

Panel 2 is where you select the source of funds of the items that are being
depreciated. All sources of all items being depreciated must be selected.

If you have closed the year in years past, the system will pre-select the sources
for you.

After you have made your selection click the ‘Next’ button.
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PANEL 2: | Trials-Drug CantrolfSubtance Abuse
Before you can Trials-Legal Reprasentation

close the year, you
must ensure that
the all appropriate
data exists for the
property requiring o
depreciation
schedule.

Select source(s)
with items to be
depreciated.

Panel 3 is where you select the group of items which are being depreciated. All
groups of all items being depreciated must be selected.

Once you have made your selection(s), click the ‘Next' button.
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PANEL 3:

Select only those
groups containing
property that must
be depreciated.

Panel 4 is where you specify an asset class which should be assigned to any
items which have no class or subclass assignment.

Once you have made your selection(s), click the ‘Next’ button.
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PANEL 4: TARTE YRS

tials-Drug Control/Subtance Aby

Please review the

ART5YRS

following groups tials-Legal Representation

and make sure that
each one has a
default asset class
specified.

This asset class is
used when no class
or subclass has
been assigned to an
item.

Panel 5 is where you specify a FLAIR asset class which shoul
any new items based on the BOMS property class.

Once you have made your selection(s), click the ‘Next’ button.
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- 3 o v AR AssetClass -
PANEL 5: \udiofvi PHOTOGRAPHICHIDEO/SOUNDITY EQUIPMENTSYR‘
To assign i MOTOR VEHICLE 8 YRS
: COMPUTER EQUIPMENT/PRINTER 3 YRS

FURNITURE 5 YRS ' |
schedules by i OFFICE EQUIPMENT/COPIERIFAX MACHINE 5 YRS
property class, [ OFFICE EQUIPMENT/COPIER/FAX MACHINE 5 YRS ;
click on the |

required "FLAIR
asset class". i

depreciation

Panel 6 is where you specify a FLAIR asset class which should be assigned to
any new items based on the BOMS property sub-class.

As illustrated below, sub-class assignments by FLAIR asset class are optional,
but when specified, the have a higher precedence than the class and group
assignments.

Once you have made your selection(s), click the ‘Next’ button.
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PANEL é:

To assigh
depreciation
schedules by
property sub-class,
click on the
required "FLAIR
asset class".

NOTE: subclass
assignments have
precedence over
class assignments.

|Camcorde

as

PHOTOGRAPHICVIDEOISOUND/TY

Camera

PHOTOGRAPHICAKIDEQ/SOUNDITY

CD ROM equipment

COMPUTER EQUIPMENT/PRINTER

OFFICE EQUIPMENT/COPIERIFAX M
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FURNITURE & YRS

FURNITURE § YRS

Dictation Equipment

OFFICE EQUIPMENT/COPIERIFAX M

OFFICE EQUIPMENT/COPIERIFAX M

| |Facsimile

{File Cabinet’System

FURNITURE & YRS

Intercom System

COMMUNICATIONS EQUIPMENT/RA

Laptop

COMPUTER EQUIPMENT/PRINTER

Machine Stand

FURNITURE 5§ YRS

Mailing Equiprment

OFFICE EQUIPMENT/COPIERIFAX M

Microfilm

OFFICE EQUIPMENTICOPIERIFAX M

COMPUTER EQUIPMENT/PRINTER

COMPUTER EQUIPMENT/PRINTER

OTORAEHIGH-00 8

(none)

rEFHEEEAHPIMENTC OPIERIFAX M

dder

OFFICE EQUIPMENTICOPIERIFAX M

COMPUTER EQUIPMENT/PRINTER

COMPUTER EQUIPMENT/PRINTER

Panel 7 is where you review the date received, fund and purchase price of items.
When reviewing this panel, be aware that:

e You need to have a purchase price and a date received on all items.
Without this information, the depreciation reports will be incorrect.

o FID totals derived from the fund assigned to items.

o Salvage value is used to anticipate the value of an item when it is
disposed of, some time in the distant future. If you specify a salvage
value, then depreciation is computed as purchase price minus salvage
value instead of purchase price alone. In most instances you will not use

a salvage value.

Once you have made your selection(s), click the ‘Next’ button.
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PANEL 7:

Please review the
items making sure
that date received,
fund, price and
salvage value are
correct.

In most cases
salvage value is
equal to zero.

The fund is needed
only for it's FID.

If needed, you may
use current funds.

05-GR26

3166511

BOMS XP User's Guide

141112005

05-GR26

$1,24500

$0.00

142112005

05-GR26

$3,841.00

$0.00

112112005

05-GR26

$2,085.00

Panel 8 is where you review the disposal date and disposal value of items that
where disposed during the current fiscal year.

Once you have made your selection(s), click the ‘Next’ button.
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PANEL 8: $3123.00 $0.00
Please review the ZHOH997 |1211372004 2 3236 00 $0.00
, §I20/1997 |12A13/2004 2 $1.049.00 $0.00 $0.00
DISPOSED items 1920 72101997 | 112802005 4 $2.181.00 $0.00 30,00
and enter any 1921 7IAN897 |1126/2005 4 ¥2.068.00 $0.00 $0.00
money that may 1922 B7A99T |120132004 2 $4.109.00 3000 $0.00 1
have b 1925 of18/1997 |1128/2005 4 $1.150,00 $0.00 30,00
ave been 1929 98997 1241422004 1 $1.150.00 $0.00 $0.00
recovered when the 1845 412111898 | 1211372004 2 $4.539.00 1000 $0.00
item was disposed. 1958 12/11998 | 11282005 4- #,005.00 $0.00 000 | |
11471998 1211372004 2 $1.206.00 $0.00 3000 1
141999 1211372004 7 $1,208.00 30.00 5000 0
17471989 | 32372005 4- 31 206,00 30,00 5000 |
141393 1211472004 1 31 208.00 3000 000 |
1471989 |1211372004 2 31,206 00 3000 woo e |
141999 |12/13/2004 2 31 206,00 30.00 000
1741998 [12113/2004 2 31 208,00 $0.00 5000 1
1411999 | 1211372004 2 $1 206,00 $0.00 $0.00 |-
1741898 [12M 472004 1 $1 206,00 $0.00 $0.00
17471999 |12A13/2004 2 $1.206.00 $0.00 5000
1074 2121199 | 1211512004 1 $6,895.00 $0.00 $0.00
1980 32211993 | 121372004 2 $1220.00 $0.00 ¥0.00
1981 312211999 |12113/2004 2 3122000 30.00 30.00
202724000

Panel 9 is the last panel. In this area you do the following:

¢ Print the depreciation reports.
e Use the ‘Adjustment by user’ column to specify any depreciation
adjustments that may be needed.

NOTE: The ‘Adjustment’ column is used by the system to make any required
adjustments which are needed because of updated made to items after the year
was closed. Small one cent adjustments are due to rounding differences
between old BOMS and XP.
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PANEL 9:
Please review the
items and enfer any
adjustment that
may be necessary.
take sure you print
the forms you will
heed BEFORE you
click the finish
button.

Chiek finish only if

yeur o completely
sare yey ave done

and revdy for the

NEW yworil

The following is a sample of the depreciation report by FLAIR Asset Class.
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$1,49872
$1,761.36 $6073 | $0.00 $0.00
$1 664,65 $574f | g00n| ) 3000
$27 93918 $9E3 42 TUTIU T $0.00
3967 48 35092 | $0.00 $0.00
$2,20564 $7816 | $0.00 $0.00
$6,217.75 $327.25 | 3000 $0.00
$6,10857 $43633 | 5000 $0.00
$903.89 $13907 | $0.00 $0.00
$1,480.95 $26134 | $0.00 $0.00
$3,172.37 $55984 | 30.00 $0.00
$2,503.25 $13175 | $0.00 $0.00

.

¥ 1. FLAIR Asset Class
|17 2 FLAIR Asset Class, then by BOMS Class
I7 3. Totals Worksheet
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1 Tolals By FLATR Aseet Class - June, 30 2005, V0.50 I2 Jwr 05
© P lefl
{OMA0RIN | HNINS | HN4E005 | 0GINNES | Acumskitd | Mjstwent | Cwrrmt | Gebisar Tetal
. Faukinon Additiens ¢ Dalainy Falance. | Ihyp redietiee | | Deprscitin | {Tosoes) Teprecktion §
FATLFDM: g0kt
PICPURNEINE ANDEGTEMET  HAME RSl HOHSIe  HOZIST SN Fhy  $5eI0eT Wi SIS
FID #8048 DOIALE.. SOSBTEA SEMELL 425K SHLEEIT D1 gLy ST B LTS
FADLFIDN: BN
IRFRNTUE SO EQURNEBR 535,573 1] 4 HIIRES  FIRTLIRE FO0E SRHOIES T SHINAT
FISOTY BIRALA.. 33,1875 T $020 ARIIRE FLTLSH 00 SBAIE s SHILT
FLARPIDG:  F0hboL
PPPEIRULE D NJURHEY ST $BAY FOINE SLSIMAY  STINNM oy sanEsexl 2086 SIS
FLIFAH0 IOTALS.. TN EET TIP3 SF S 0 DE R b i3 e 07 N F I3 SURE SR
<o ADLEEY TUTALS 2o | 400545077 |  S8Bst21 | $baiide | Brsia ] wmsna | o] Ewnea ] go0s | 4030180

Theé amoards Bor eacketategruyol avsets shomay shame tuust be suppartad by S wgney. Inaddtion, Chogter 275, Flurida Suttes, raquévesthit & phiyical Bvaritrey
Bemaude ot Jewst @ice sachymar, siged, dited ard ket for refirence e vl parpises.

CEXTIFED TRUE 4D COBRECT A4 STRFPORTED BY RECORDS MATHT ARTED BY THIS (FFILE

WEFTE:
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Lok e §% Copreclion = Famn $9'¢ () up pobatos Eperre

Dot D ke ByEs = FO R 198 QD Sak s/ Dposiois

Totat fprotatos « Sooum s Bed + Crrn - Dektias -6alis or tosees

Eimshit B b a et Fatl

Fadddsiias

Click the ‘Finish’ button only after you are satisfied with your depreciation reports
and you are ready to begin processing property for the new fiscal year. When
you do this, the following occurs:

o The current inventory year is changed to 2006.

» The group, class or subclass FLAIR asset class is saved on each property
item. This ensures that once an item is depreciated, it will continue to be
depreciated using the save depreciation schedule.

s A depreciation transaction is generated for each item. This transaction
also preserves the parameters that were used to compute depreciation.

When you click finish, the system will give you a final confirmation before closing
the year. If you are ready to close, click ‘Yes’

How to undo the close fiscal year

If you close the year by mistake and you wish to reopen it, open the ‘File,
Administration’ menu and select ‘Undo Year-End Closing’ as shown below.
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i

) - Setup...
" Switch to »

Update List,..

Change Password.., &pproval Properties. ..

Review Lag...

Exit

. Year:End Closing.

Taking Inventory...

: Dispose Property..,

Re-assign Property..,

Sl Yondnrs.,,

Manage Security

If you do this, the system will give you a final confirmation before undoing year-

end closing. To undo, click Yes’.
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How to review historical depreciation transaction records

On the ‘Property’ edit window, there is a tab named ‘Depreciation’. This tab
shows depreciation transactions records generated during inventory year end

closing (since June 30, 2004)
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