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Hi Everyone!

In this issue we cover how to import assets into your Fixed Assets
module from a spreadsheet. You'll learn a couple of tricks that make it
easy.

There are several ways to mark your bills for payment. One of them is
sure to save you time.

Thanks,
Judy Garver
Voice (318) 253-8556  jgarv@afmss.com www.afmss.com

Importing Fixed Assets

If you have a lot of assets to add to the Fixed Assets module, you’ll
probably want to import them. That way you can assemble your asset data
in a familiar environment. This article shows you how to create that import
file for a single asset that has two different components (the system unit and
an external hard drive). Once you know how to import one asset, you can
use the same approach to import thousands.

You need to know that a fixed asset will have at least one
component. We’ll be importing two components on our asset because that
involves an additional technique.

To see what information the import file can import, go to
File/Import/Assets. Below, you can see that when the “New Import
Definition” was selected earlier, the name given to the import instructions
entered and saved then was “Initial Import”. This will allow us to look at it

now. . 5
[5 Import Fixed Asset Wizard g
Choose an existing import definition or create a new one.
Select: () Mew Import Definition |

(%) Existing Impart D efirition Choose Existing: [Default) exncel

Imitial Impark excel

x| Delste
Previous Hext Cancel
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[5 Import Fixed Asset Wizard

The next screen (at right) asks you
for the file to use (it’s Excel, and
the filename and Worksheet are
indicated. We’re starting on row 2
because the first row is used for the
titles of the information in the

Fleaze chooge the source of the information to be imported.

() Comma Separated Yalus Text File
() Fined Formatted T et File
(%) Excel Spreadshest

Import Sourze:

Doate Format: () Default O MMDDYYYY Oy MMDD
COlumnS . Filenarne: [CADocs\Assets s (]
wiorksheet:  [Shest] ")
First Row: ’ﬂ
Last Row: ’ﬂ If the last row field is left blank, the system will stop after 5 blank

rows are encountered,

Previous Mext

Cancel

AR ICY I

999 Computer
999

LT - Enterprise

& Import Fixed Asset Wizard E]
Most of the available import
ﬁelds are belng used on the next [lgv:mseec:e[[c:éﬁ;idelfnzngeass;;cci;a;;d column where the imported information is located in the E xcel worksheet. At least one
screen (at right). Available Fields Assigned Fields Column][~
AssetType b Inszert ComponentS enall umber 0;
ComponentHistorical : ComponentMame N
dem:5L:5 alvagel alue Al AgzzetSenalMumber il
MoteDate ComponentT ag L
MoteMotes 4 Delste Compaonentbdfgh ame: K
The best way to understand what | [NeTve CompaneniDesciiption !
. . . Al Componenticquired |
type of information goes into Comporertyalue H
denn:SL:LongevityLife G
each of the fields (they may not dom 5L Longevity ;
all be obvious) is to look at the iii:iéiimm R
Excel worksheet information Bssethecounting C
. AgzetDescription B
shown below. The column titles oset froa] N
match the field names in the Biis:
import definition. Because
we’re using up through column i et Lancel
“0” in the worksheet, the row is
split up into three segments and shown below:
A I B I C | D | E |
Asset MNbr AssetDescription | Accounting Department  Asset Tag

Administration| 0002 999

[ F 1]

G

H |

J |

SL:Longevity |SL:LongevityLife ComponentWalue |ComponentAcquired ComponentDescription

T Years 500 12312005 AccuFlash 100
200 1152006 Vessel 200
| K | L | M | M | 0
ComponenthMfgilame ComponentTag AssetSerialMumber | ComponentMame |ComponentSerialNumber
AccuFlash 1045|101/2345 System Unit 393856444
Vessel Mfg 18900 9238394 External Drive 9300
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This asset (number 999) is entered into two rows because it has two components, the computer’s
system unit and the external hard drive. Components only require information in the Asset Nbr
column and in the columns showing component information (the components field name start with
the word “Component”). The ComponentName (column N above) is mandatory, without it, multiple
components can not be added—only the last component for the asset would be added, overwriting the
previous components for that asset.

7 Browse Fixed Assets E]
. Query Hesult|
Our asset has been imported, and |
. Locate: | % Close
1S NOW on the bOttom Of the Azsete Asszet Tag Description MName Tupe gj Quick
Browse Fixed Assets form shown © oot 0002 001 Dffice Set Admiristiation | Fumiture
. (23 poo2 0001 001 Boak Shelf Clinic Furniture: @ Repart

at right. £ 0003 0002 002 Glass Table MainStHouse | Fumiture

© 0004 0002 003 Chair Set MainStHouse | Furmiture 5 Impart

(¥ 0005 0002 004 Computer Systerm Clinic: E quipment

2 0006 0002 0os D epreciation test asset

1 0939 0002 933 Computer Administration

If you view the asset (using the
“View” button, you will see all of
the information that was
imported (some of which is
shown below) and will easily be
able to track it back to the < 5
worksheet and the import

o 1] Miew 4| doguie | 0| Change | | Delste | Dispose Query
definition. 4
[ Asset will be Viewed (=)
Azsat [EEEE] 2 Hew Mext
Description: Compuiter Tpe: [rone =] Previous

Accounting: vI
s oK
D epreciation; ”’I

Depattment: | =] Agget Tag: (0002 339 Caneel
General Components |Hist0r_l,l |
#] Component | Description Component Tag | kfg Mame Serial Number | Mo GL Aeguire
1| System Unit | AccuFlazh 100 1045 000 AccuFlash 39388444 12/31/200
2| External Drive Vessel 200 1890 000 Yessel Mfg 9900 14154200
< >
% G 0] Wiew ¥ Total Value: 700.00
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Marking Bills for Payment

The marking bills for payment form has a number of features associated with it that give you a
lot of flexibility. This can make your job considerably easier. To get to the mark for payment form,
go to Browse Paid Bills and click on the “New” button on the right side of the form. You will see the
following form:

-1 Mark Bills for Payment Q
Federal Bank and Trust Department [zl | i3] Close
v Range
Due Date | Department Irvaice Reference | Type Lookup Wendor
11/14/2005 | <nones 4557 Invoice 4 Colorado Cus
114142005 | <nones 78978 Irvnice 2 AccuFund, In
1242042005 | MainS5tHouse 12356 Irvoice 4 Colorado Cus
12/01/2005 | Research 4567 Invoice 4 Colorado Cus
143172005 | Clinic 1Time
2/2042005 | Clinic F1200 4 Calorado Cus
3/30/2005 | <nonex 2005-02-28 [ Yictims Azzil Invoice 5 Colorado Dep
143142006 | Adminigtration IMWO099 2 AccuFund, In
< >
Mark & oh Current Balance: 21.224 56
el e A L 0 Bills Marked for: 0.00
Check Date: 1T 7200E E Mew Balance: 21.224 .56

You see the outstanding bills that have had partial payments made against them, or no
payments made against them. You may mark individual bills for payment by highlighting it and then
clicking on the “Mark” button. If you wish to make a partial payment on the bill, highlight the bill
and then click on the “Change” button. You may then edit the amount to be paid. Above, the amount
to be paid will be $1500 instead of the $2500 total.

(7 Mark Bills for Payment E]
Federal Bank and Trust Department  [<all =l Close
v Fange
Ihwoice Date | Description Dwed Faid
10/15/2005 | Computer Software 250000 {1500
10/15/2005 | Mew Deck 2.000.00 noan
2/28/2005 | February citation dizbureg 25.00 .00
1A10/2006 | Invoice Degcrption 2 200.49 .00
11./20/2005 500.00 noan
11/01/2005 | Mew back deck, 1.000.00 noan

If you wish to see, and mark, bills for a certain department, select that department in the
Department drop down box at the top right of the form, and then you will see only bills that have that
department on them. An easier way is to mark a range of bills using the “Range” button at the upper
right of the form.
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Mark/Unmark Range of Bills
Department:  [Clinic =l (118
) [ Unmark Selected Bills
At right you see the form that opens ot Eills D (o B Ces O b4 Cancel
whenyouclickonit: elect Billz Due On ar Before Due Date
[] 5elect By Invoice Type
When you select a Department from []Select By Vendor
the drop down list, all the bills from | L
that department are marked at once. [ ] Select Invoices to Amaunt Limit
Note that there are other ways to mark —
the bills, including by the due date.
(=7 Mark Bills for Payment E]
The clinic bills are now
Federal Bank and Trust Department  [<allx x| Close
marked:
% Range
Due Date | Depatment Invoice Reference | Type Lookup Yendor
1114/20058 | <nonex 4557 Inwaice 4 Colorado Cus
111422005 <nonex 78978 Imwaice 2 AccuFund, In
12/20/2008 | MainStHouse 12356 Invoice 4 Colorado Cus
12/01/2005 | Rezearch 4567 Ihvoice 4 Colorado Cus
At the bottom of the 143172005/ Clinic 1Time
. ~  2/20/2005 | Cliric F1200 4 Colorads Cus
form you can see that it 3/30/2008 | <nomes S005-02-28 | Victims Assi Ivoice |5 Colarads Der
Wlll cost $773 to pay 1/31/2006 | Adrministration INVO093 ? AcouFund, In
the marked bills. If
you want a preliminary
check register, click on
the “Report” button at
the upper right. The < >
. . . -~ Cumrent Balance: 21.224. 56
preliminary register is [ Unmark | 7] Lhange 2 Bills Marked for: 773.00
ShOWl'l belOW: Check Date: 1/31/2006 E [ &pprove Marked ltems Mew Balance: 20.451.56
A
Run: 6/10/2006 at 12:05 PW AccuFund Sample Page: 1
ur gt it T A/P Preliminary Register for 1/31/2006 e
Vendor Invoice Invoice Date Owed To Be Paid
1Time 101/2005 123.00 123.00
[4] Colorado Custom Decks F1200 1212005 650.00 G50.00
Total to be paid 773.00 773.00
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Your supervisor could initial this S "
report and it could be kept on file. Piiter Selection
Federal Bank and Trust
Yk FOF
.. . . Check Date: 1731 /2006 = @ 9,
Now that the preliminary register is o - [T
approvedg you Wlll CheCk the Eill Tatal: E [ragicolar 2300 PostS cript k|
“Approve Marked Items” bOX_ Then, Freview Report Before Sending to Printer
after verifying the check date, you Check Register Check Produstion
. « Yy Order: [Due Date = Check Form: [z8./P Check F =
may Cth on the Pa’y bUtton on the Begister Form:  [24/P Register Detail | First Check: 126

right side of the form.

[ Mumber &l Checks

Meszage:

The “Pay Bills” form, at right, opens.
You may then choose the order of the
checks on the check register, and the

register to use. This form also allows oK Cancel
you to select the check form that will
be printed as well as the first check number.

That completes our “marking for payment” exercise. As you can see, you have a number of ways to
mark for payment, depending upon your internal procedures.

Did You Know?

Payroll. If you need to see, by amount and percentage, how much your employees have been
expensed to various accounts, open Payroll and click on the Pay Period icon. You will then see a list
of your pay periods. Select a pay period and then click on the “Report” button. You will then be able
to select the report called “zEmployee Accounting with Percents by PPd” (the “z” at the front of the
report name means AccuFund provided it for you). This report will show how each employee was
expensed and to which accounts by percentage.

Accounts Receivable. If you have remote offices in other parts of the city, state, or country, you may
import their invoices into your system and pay them out of your headquarters location. When you
open the “Browse Bills” form, you will notice an “Import” button on the right. This takes you to the
import wizard which will help you import those remote office invoices.

Purchase Orders. You may have an outstanding purchase order upon which you have received part
of the products or services ordered. If you determine that you will never receive the remainder of the
order, go to “Browse Purchase Orders”, highlight the PO, and cancel the remaining portion by
clicking on the “Complete” button on the bottom of the form.




