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INTRODUCTION – COMPANY OVERVIEW & OTHER Computer MAGIC PRODUCTS 

a)  COMPANY OVERVIEW


CLUB INDUSTRY FOCUS: 

Computer MAGIC is a company dedicated to the development and support of a comprehensive range of software and hardware products for the club industry. 


CLUB EXPERIENCE:

A key element of the success of the company over the years has been the depth of experience the employees of the company have in the accounting field and the club industry. This experience emanates from working with numerous clubs and the involvement in the actual financial management of clubs.


SUPPORT:

The basic philosophy of Computer MAGIC that sets it apart from other suppliers is the commitment to a long-term relationship with the club and the provision of the highest level of support. Support is provided via dedicated support lines with phone, fax and e-mail access.


FUTURE DEVELOPMENTS:

The club industry is forever evolving and with changes to technology and legislative requirements there is a constant need to continually update and enhance the systems.  Computer MAGIC directs a substantial proportion of its revenue to the ongoing development of each of the products so that users can be assured of always being up to date with the current requirements. They can feel confident that, regardless of future developments in the club industry and computer technology, their software supplier is already planning for them.

b)  OTHER PRODUCTS FROM Computer MAGIC

The other software products (in addition to Fixed Assets) developed, marketed and supported by Computer MAGIC are as follows:

· CLUB MEMBERSHIP

· POKER MACHINE ANALYSIS

· POKER MACHINE GRAPHICS INTERFACE

· CLUB PAYROLL

· CASH MANAGEMENT - incorporating Debtors, Invoicing, Creditors, General Ledger, Budgets and 

Reporting (both Financial and Management)

· STOCK CONTROL

· FUNCTIONS MANAGEMENT

· GOLF HANDICAPPING

· MEMBERS DRAW/RAFFLES

· MEMBERS GAMES

· FOYER UNIT SYSTEM

The hardware products marketed and supported by Computer MAGIC are as follows:

· PC-BASED TILLS (for Bars & Bistro)

· MEMBER FOYER UNITS

INTRODUCTION – BRIEF SUMMARY OF THE SYSTEM

The Fixed Assets system from Computer MAGIC is designed specifically for the Club environment. It is a simple to use product that allows the Purchase and Sale of Assets to be processed as part of the normal transactions of the club. All necessary journal entries for Depreciation are generated and processed automatically into the General Ledger.

The Fixed Assets system integrates with the Computer MAGIC Cash Management and General Ledger system allowing the efficient handling of Supplier invoices that contain Asset Purchases.

The system can be run by non-Accounting staff internally. There is now no need to have external professionals maintain an Asset Register and generate all the necessary journal entries for Asset Depreciation, Purchase, Sale and Scrapping of Assets. This will save the club in professional fees.

Some of the features of the FIXED ASSETS system include:

File and System Details

· the system provides for unlimited Asset Groups, which are effectively the Asset Account groups in the club’s Balance Sheet.

· there can be unlimited Asset Locations that help divide your Asset Register into logical physical sections. It also allows for the posting to the appropriate Cost Centre Depreciation Expense Account for true Cost Centre profitability.

· both Fixed and Reducing Balance Depreciation Methods are supported.

· separate Depreciation Methods and Depreciation Rates can be held for each Asset for both Accounting and Taxation reporting.

· each Asset can have unlimited Additions with the Original Cost, Accumulated Depreciation and Written Down Value (WDV) maintained for both the Original Asset and the Additions. 

Data Input

· all Asset Purchases are recorded during Creditor Invoice entry for later processing in the Fixed Asset system. This ensures that processing of the normal transactions in the Cash Management system is not delayed by determining the details of a new Asset or addition to an existing Asset.

· Trade-ins of Assets are handled as part of processing the Creditor Invoice entry in the Cash Management system.

· Sales of Assets can be made via the daily banking routine as a Cash Sale or sold on credit to a Debtor.

· all Asset Sales are recorded against a Clearing Account for later processing in the Fixed Asset system. This ensures that processing of the normal transactions in the Cash Management system is not delayed by determining which Asset, or part thereof, has been sold.

· the Depreciation Journal for each Period calculates the Depreciation for each Asset and updates the appropriate Accounts in the General Ledger.

Reporting

· a Depreciation Schedule can be printed for all or selected Locations.

· an Asset Register can be printed for all Locations 

· a Depreciation by Month report for selected Accounting Periods

· reports listing Purchases and Sales for the year are available.

INTRODUCTION – SPECIAL KEYS, ICONS  & MOUSE INSTRUCTIONS
The Computer MAGIC Fixed Assets system has been written in a manner that is consistent with Windows technology but we have attempted to retain some of the more efficient data entry features of the DOS system. 

a)  SPECIAL KEYS

· Enter key
-
as with the DOS system, when you are entering the details in the Manual Asset Addition screen, you can terminate the entry of each field with the Enter key. As with other Windows applications you can also use the Tab key but most operators do not find this as efficient.

In some windows where values need to be entered, it is often safer to use the Tab key or the mouse to move from field to field as pressing the Enter button may result in the OK button being activated and the routine finishing prematurely.

· F8 key
-
as with all Computer MAGIC applications, the F8 key is used as the Lookup key. Depending on which field you are processing, pressing the F8 key or selecting the F8 icon with the mouse, results in the relevant data options being displayed, e.g. Assets, Locations, Accounts, etc. Further details on the use of the “Lookup” facility are described in the Special Routines section on Page 7.

· Calendar
-
whenever you are on a date field in the system, the option is provided to click on the Calendar icon. This takes you into the Calendar routine – full details on this option are provided in the Special Routines section on Page 8.

b)  MENU ICONS

For frequently used routines the system has available icons that can be selected instead of menu options. An example of the Main Menu icons is shown below. All you need to do is click the icon to enter the routine.
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Menu Icons

c)  MOUSE INSTRUCTIONS

Whenever the manual instructs you to click an item with the mouse, it should be assumed that this means the left button of the mouse and that a single-click is all that is required. If you need to double-click or use the right button on the mouse, then you will be specifically instructed to do so.

The manual will often instruct you to “Select” an item from a window or screen. You would complete this instruction by single-clicking the required selection with the mouse, using the left button.

If you are unfamiliar with the use of the mouse in a Windows application or with text boxes, scroll bars, option boxes, etc. then we suggest you either complete a Windows tutorial or read a book such as the “Windows for Dummies” series of publications.

INTRODUCTION – SPECIAL ROUTINES

a)  LOOKUP ACCOUNT SCREEN

As mentioned previously, the system provides a variety of Lookup screens by accessing the F8 option. The Lookup screens that are displayed are relevant to the field you are processing and may be Asset Number, Asset Groups, Asset Locations, etc. On most occasions, it is simply a matter of highlighting the selection you require and clicking the “OK” button.

The “Lookup Account” screen does provide some further options.

The “Lookup Account” screen is available by selecting the F8 key (or icon), anywhere on the system where you are prompted to enter an “Account” Number. You are able to access the Account Number by one of three means:

· Account Number

· Alternate Number (short key)

· Account Description

After selecting the F8 key, a screen similar to that shown below will be displayed.

The only selection needed is the “Sort Sequence” that you wish to use. If you select the Account Number sort sequence (the default) then the Accounts are displayed in Account Number sequence; if Alternate Number is selected then the Accounts are displayed in Alternate Number sequence, and so on.  

Select the option button required. In the example shown below the “Description” option has been selected
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INTRODUCTION – SPECIAL ROUTINES

b)  CALENDAR

The Calendar feature is available for any field on the system that requires a date to be entered. 

By clicking on the Calendar icon to the right of the date text box, the calendar window opens as shown below. If the date text box has a date already in it when you select the Calendar icon, then the calendar will start at that date. If the date text box has no date in it when you select the Calendar icon, then the calendar will start at today’s date.
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A further option exists to quickly locate the required month or year. Rather than continue to click on the “Prev. Year” or “Next Year” icon to locate the required year, you can right click on either of the two icons and the system will display the current and previous (or next) 9 years. The example below shows the window that appears after right clicking on the “Next Year” icon.
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In the same way, if you right click on the “Prev. Month” or “Next Month” icons, then the system displays the 12 months for you to select the one you want. The example above shows the window that appears after right clicking on the “Prev. Month” icon.

SYSTEM OVERVIEW

This section of the manual is intended to give you a brief understanding of the terms used in the Fixed Asset system and a simple explanation of the transactions involved in processing a Fixed Assets system.

a) FIXED ASSETS TERMINOLOGY

The main terms that you will encounter in processing the Fixed Asset system are listed below:

· ASSET ACCOUNTS
· these Accounts appear in the Balance Sheet, typically under the heading of NON CURRENT ASSETS

· they have a Debit balance and are the total of the Original Cost of all Assets included in the Account

· typical Asset Accounts would be:

POKER MACHINES @ COST

PLANT & EQUIPMENT

FURNITURE & FITTINGS

· PROVISION ACCOUNTS

- these Accounts also appear in the Balance Sheet, directly under the Asset Account they relate to

- they have a Credit balance and are the total of all the depreciation posted to the Depreciation Expense Account in the Profit/Loss Statement

- typically, Provision Accounts are shown as one of the following: LESS DEPRECIATION, ACCUMULATED DEPRECIATION, PROVISION FOR DEPRECIATION. They should not be confused with Depreciation Expense Accounts described below.

- the combination of the Asset Account and the Provision Account in the Balance Sheet will appear similar to that below:

PLANT & EQUIPMENT
10,000.00

Less ACCUMULATED DEPRECIATION
 5,500.00


-------------


 4,500.00

· WRITTEN DOWN VALUE (WDV)
- the Written Down Value (WDV) is a figure stored for each Asset and is the difference between the Original Cost (as recorded in the Asset Account) and the Depreciation to date (as recorded in the Provision Account)

- the Opening WDV is the Written Down Value of the Asset at the beginning of the current financial year

- in the above example, the WDV for all Plant & Equipment is $4,500

SYSTEM OVERVIEW

a) FIXED ASSETS TERMINOLOGY (cont..)

Further terms that you will encounter in processing the Fixed Asset system are listed below:

· DEPRECIATION ACCOUNT
· the Depreciation Account is a Trading or Profit/Loss Account and records the Depreciation Expense for the current financial year

· normally you would have a Depreciation Account for the major trading areas of the club, e.g. BAR, POKIES, GROUNDS, KITCHEN, etc.

· typical Depreciation Accounts are:

BAR - DEPRECIATION

POKER MACHINES – DEP’N

DEPRECIATION - GENERAL

· PROFIT/LOSS ON SALE OF ASSET ACCOUNT
· records the Profit or Loss on the Sale or Disposal of an Asset

· the Profit or Loss is the difference between the current WDV and the Sale Value

· separate Profit/Loss on Sale of Asset Accounts can be set up for the main Cost Centres in the club, e.g. BAR, POKIES, etc.

· examples of this type of Account would be:

PROFIT/LOSS ON ASSETS - BAR

PROFIT/LOSS ON ASSET SALES

· DEPRECIATION METHOD
· the two types of Depreciation Methods are FIXED and REDUCING BALANCE. 

The FIXED method will apply the Depreciation Rate (e.g. 10%) as a set depreciation amount for each period. For an Asset with an Original Cost of $1,000.00, under the FIXED method the Asset would be depreciated $100.00 per year for the next 10 years.

The REDUCING method will apply the Depreciation Rate (e.g. 10%) as a variable depreciation amount for each period based on the reducing Written Down Value (WDV). For an Asset with an Original Cost of $1,000.00, under the REDUCING BALANCE method the Asset would be depreciated $100.00 in Year 1, $90.00 in Year 2, $81.00 in Year 3, $72.90 in Year 4, etc.

· the system allows you to have a combination of both methods in your Asset Register

· DEPRECIATION RATE
· this is the percentage rate at which the Asset is depreciated in the current financial year

· different Asset Groups have different Depreciation Rates. For example, the Depreciation Rate for a Building is much less than that for a Poker Machine

· AMORTISATION RATE
· similar to Depreciation Rates but relate to Assets that are leased rather than those that have been purchased

SYSTEM OVERVIEW

b) UNDERSTANDING FIXED ASSETS

A Fixed Asset is any purchase of an Asset that is not expensed in the current financial year. It is an item that is deemed to have value to the club for a number of years. The Original Cost of each Asset is recorded in the Asset Account.

The amount of the Original Cost, then, that can be expensed in the current financial year is set by type of Asset. This is recorded as a percentage and is the Depreciation Rate. The dollar amount of the Depreciation for the current financial year is recorded in the Depreciation Expense Account.

As the value of the Asset needs to be reported over multiple financial years, the amount of Depreciation that has been expensed for each Asset is recorded in the Provision Account.

The difference between the Original Cost (Asset Account) and the Depreciation to date (Provision Account) is known as the Written Down Value (WDV). This is the net value that is shown in the NON CURRENT ASSETS section of the club’s Balance Sheet.

When an Asset is purchased, the system records the details of the Asset and posts a Debit transaction for the Original Cost to the Asset Account. The associated Credit is posted to the Creditors Control Account.

When an Asset is sold, the system posts a Credit transaction for the Original Cost to the Asset Account, a Debit transaction for the Depreciation to date to the Provision Account, and calculates the Profit/Loss on the Asset Sale. This is the difference between the current WDV and the Sale value.

Scrapping an Asset is identical to an Asset Sale with the only difference being that the Sale value is zero.

Each Accounting Period, the Depreciation Journal is processed. This journal posts a Debit transaction for the amount of depreciation for each Asset to its Depreciation Expense Account and a Credit transaction for the same amount to the appropriate Provision Account.

At the end of each financial year, the system records the current WDV as the Opening WDV for the next year. The total of the Opening WDV will equal the net value of the Asset Accounts in the club’s Balance Sheet.

TRANSACTIONS – INPUT PURCHASES OF ASSETS  
(CASH MANAGEMENT)

a) INPUT PURCHASES OF ASSETS

The processing of Purchases of Assets is a two-step process. 

1. The first step is the recording of the fact an Asset has been purchased at a particular value in the Cash Management system

2. The second step is to process the details of the Purchase via “Transactions – Purchase Asset” in the Fixed Asset system as described on Page 20. It is at this stage that the details of the Asset are entered, the Location, Depreciation Method, Rate, etc.

In this section we are detailing the instructions for step 1.

The intention with the recording of an Asset Purchase in the Cash Management system is to make the processing as simple as possible. Invoices containing Assets can be entered during the club’s normal Creditor Invoice entry. The system flags the invoices that contain Asset Purchases for later processing in the Fixed Asset system. This ensures that such invoices do not slow down the normal input and processing of Creditor invoices, yet the Asset Purchases are not inadvertently missed.

The normal routine for processing Asset Purchases in the Cash Management system is "Transactions – Creditor and Payment - Creditor Invoice". (You are also able to process an Asset Purchase via the "Manual Cheque" or "Immediate Cheque" routines. The instructions are identical for all three routines).

On entry to the “Creditor Invoice” routine, a screen similar to that shown on the following page is displayed.

Enter the "Creditor" number or use the F8 option to display the Creditors on the system and select the required one.

Enter the invoice "Number". This typically is the Creditor's reference number but it may also be used as a descriptive reference for the transaction. 

Enter the “Invoice Date" or use the Calendar option to select the required date.

Select whether the “GST” is “Included” in the amount to be entered or will be entered as a “Separate” amount.

The system displays the "Due Date" based on the credit terms as set up for this Creditor. Accept the default due date for this invoice or modify as required.

Enter the Period the transaction is to be posted to, in the "This Period" field. Depending on the “Invoice Date” of the transaction as entered above, the system defaults to either the current “Physical” (Calendar) Period or the current Accounting Period. You have the option to override the default, as required, or Press the Enter key to accept the default Period.

If the Standard Account feature has not been set up for the Creditor, then enter the General Ledger Account "Number" or Press the F8 key to display the Accounts on the system and select the required one. Any entries made to a Fixed Asset Account (i.e. set up as “Non-Trading” and “Asset Account” in the Account Maintenance routine) will be flagged as Asset Purchases and will be available for later processing in the Fixed Asset system.

Enter the "Amount" of the invoice to be dissected to this Account.

The cursor returns to the Account Number field for further dissection of the invoice. The Invoice Total is displayed at the bottom of the screen to allow checking that the invoice has been fully dissected. 

Once the Invoice has been fully dissected to the appropriate Accounts click on the “Comments” line at the bottom left of the screen. This “Comments” line can be used to record brief details of the Asset Purchase and so make it easy to reconcile the Asset Register Purchases with the transactions in the Asset Account in the General Ledger.   

** If you want to post an amount to an Account that is normally a Fixed Asset Account, but do not want the transaction written away as an Asset Purchase, then refer to the section "How to - Post to an Asset A/C in Cash Management without adding an Asset" on Page 58 for details **
TRANSACTIONS – INPUT PURCHASES OF ASSETS  
(CASH MANAGEMENT)

a) INPUT PURCHASES OF ASSETS (cont..)

Click the Save” button to complete the entry of the Creditor Invoice.

The system returns to the “Creditor” number field for the entry of more invoices. 


If you need to edit an invoice in the current batch, then click on the “Modify Batch” button at the bottom of the screen to display the invoices already entered. Select “OK” to retrieve an invoice for editing or the “Delete” button to delete an invoice from the batch.

Select the “Post Batch” button to process the batch and print the audit trail on the selected printer.

A completed “Creditor Invoice” screen would appear similar to that shown below.  
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For the above transaction to generate an entry in the “Asset Purchases” window in the Fixed Asset system (see Page 20 for details), the General Ledger Account Number 7010 – POKER MACHINES @ COST would need to have been set up as a “Non-Trading – Asset Account” in the Cash Management “Account Maintenance” routine. 

Once an Asset Purchase has been posted in the Cash Management system, an icon appears in the bottom right corner of the Main Menu screen for the Fixed Asset system. This highlights that “Unprocessed Purchases” exist.

TRANSACTIONS – INPUT SALES OF ASSETS  
(CASH MANAGEMENT)

b) INPUT SALES OF ASSETS

The processing of Sales of Assets is a two-step process. 

1. The first step is the recording of the fact an Asset has been sold at a particular value in the Cash Management system

2. The second step is to process the details of the Sales via “Transactions – Sale of Asset” in the Fixed Asset system as described on Page 24. It is at this stage that the details of which Asset was sold, whether it was a Part Only Sale, and whether the Sale was for a Profit or Loss, is determined

In this section we are detailing the instructions for step 1.

The intention with the recording of an Asset Sale in the Cash Management system is to make the processing as simple as possible. 

All that is required is the recording of the value of the Sale against the SALE OF ASSET ACCOUNT as set up in the routine “Maintenance – System – Globals” (see Page 36 for details). This results in minimal disruption to the daily entry of Receipts or Debtor transactions. 

** Please note ** - At this stage, you do not post the value of the Asset Sale to the PROFIT/LOSS ON ASSET SALE Account. This is done during the processing of the Sale via the Fixed Assets system. All Asset Sales are recorded in the Cash Management system against the SALE OF ASSET ACCOUNT.

There are three ways in which an Asset Sale can be recorded in the Cash Management system:

b1) - as a CASH SALE via “Transactions – Debtor and Receipts – Receipts”


b2) - as a DEBTOR SALE via “Transactions – Debtor and Receipts – Invoices / Credits”


b3) - as a TRADE-IN via “Transactions – Creditor and Payment – Creditor Invoice”

Once an Asset Sale has been posted in the Cash Management system, an icon appears in the bottom right corner of the Main Menu screen for the Fixed Asset system. This highlights that “Unprocessed Sales” exist.

b1) SALE OF ASSET - CASH SALE

Processing the Sale of an Asset as a Cash Sale is recorded as part of your normal daily banking in the routine “Transactions – Debtor and Receipts – Receipts”. 

Assuming that you are processing a Receipt transaction, select “C” for Cash Sale in the “Type” column.

Enter a Receipt number or short description of the Asset sold in the “Reference” column. 

In the “Account” column, enter the SALE OF ASSET ACCOUNT number or its allocated short key. This is the Account that you set up as the SALE OF ASSET ACCOUNT in the routine “Maintenance – System – Globals” as detailed on Page 36.  

If the amount to be entered for the Asset Sale does not include GST, then in the “Excl GST” column, enter the amount. The system will include an amount for GST and complete the transaction.  

If the amount of the Asset Sale includes GST, then enter across to the “Incl GST” column and enter the full amount. 

As shown in the example on the following page, other transactions can be included in the Receipt containing the Asset Sale. 

TRANSACTIONS – INPUT SALES OF ASSETS  
(CASH MANAGEMENT)

b) INPUT SALES OF ASSETS (cont..)

b1) SALE OF ASSET - CASH SALE (cont..)

A completed transaction for the Cash Sale of an Asset is shown as the 4th line in the sample “Receipts” screen below.
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TRANSACTIONS – INPUT SALES OF ASSETS  
(CASH MANAGEMENT)

b) INPUT SALES OF ASSETS (cont..)

b2) SALE OF ASSET - DEBTOR SALE 

An Asset may also be sold to a Debtor and in this situation you process the transaction via the standard “Transactions – Debtor and Receipts – Invoices / Credits” routine.

On entry to the routine, enter the Debtor “Number” or use the F8 option to display the Debtors on the system and select the required one. You are also able to Add a new Debtor or Edit the details of an existing Debtor in this routine. 

Enter the Invoice “Number” or a short description of the Asset sold.

Enter the “Invoice Date” or use the Calendar option to select the correct transaction date. 

The system will display the current Physical (Calendar) Period in the "This Period" field. 

Enter the SALE OF ASSET ACCOUNT Number or Alternate Key in the Account “Number” column. 

The system then moves to the GST “Type” column to allow you to select the appropriate GST setting for this transaction, if the current setting is not correct. Use the F8 option to access the options.

Enter the amount of the sale excluding GST in the “Excl GST” column. The system will include an amount for GST, if the GST setting in the “Type” column is “GST Taxed”.

Enter a description of the Asset sold in the “COMMENTS” line.

An example of a completed transaction for the Debtor Sale of an Asset is shown below.

[image: image8.png]Debtor

G| NEE e

X Colias

[z Fo] [FED CLUB CATERIG P

Accouni un202-9
Number G521 '

Physical
Invice Date: [10-Jul-2002 ﬁs This Period 10

Batch Total 0

o0 EL]

Nber [ Descipion Type EuclGT GST]elGsT
E SALE OF ASSETS CLEAFING G Taved p 000 Z0m
[EvefStave -Serel Number 1026514 wnm[  sam|  w2m





TRANSACTIONS – INPUT SALES OF ASSETS  
(CASH MANAGEMENT)

b) INPUT SALES OF ASSETS (cont..)

b3) SALE OF ASSET – TRADE-IN 

An Asset can also be sold as a Trade-in and this is recorded as part of the Asset Purchase transaction that the Trade-in relates to.

Using the example of the Asset Purchase detailed in the section “INPUT PURCHASES OF ASSETS” on Page 12, let us assume that there was a Trade-in of a Poker Machine for $2,200.00 (including GST)

In this case all you need to do is record the Trade-in as $ -2,200.00 (i.e. as a negative) against the SALE OF ASSET ACCOUNT. This reduces the value of the Invoice to $11,000.00, which is the correct net amount and records the fact that an Asset has been sold.

An example of a completed transaction for the Trade-in of an Asset is shown below.
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If you have multiple Asset Purchases and Trade-ins on the one Creditor invoice, then you will need to process each individually, so that each Purchase and its associated Trade-in appears similar to that above. Lumping either the Purchases or Trade-ins together will not allow you to process the details for the individual Assets in the Fixed Assets system.

A1)   FILE – EXIT  
(FIXED ASSETS)

The only option in the File Menu is “Exit”.

Selecting this menu item will exit you from the Fixed Assets system. An alternative means of exit is to click the ( (Close) button in the top right corner of the screen. This option can be used to exit from any routine.

B1)   LOOKUP  
(FIXED ASSETS)

Choosing the “Lookup” icon from the Main Menu displays a screen similar to that shown below.

Enter the “Number” of the Asset or use the F8 key to display the Assets on the system and select the required one.

A sample “Asset Lookup” screen with the “General Information” tab displayed, is shown below. 
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Note that the “Asset Lookup” screen shows the following details:

Under the “General Information” tab, the following details are provided:

· ‘General’ detail – Asset Description (Primary & Addition); Serial Number; Supplier; Sub Item number

· ‘Purchased’ detail – Period Purchased; Date of Purchase; Original Cost

· ‘Disposed’ detail – Sale Period; Sale Date; Sale Value

· ‘Asset Group’ detail – Asset Location; Asset Group

· ‘Accounts’ detail – Asset Account; Depreciation Expense Account; Provision Account

· ‘Accounting & Taxation’ detail – Depreciation Method, Depreciation Rate; Opening Written Down Value; Depreciation Year to Date  

B1)   LOOKUP  
(FIXED ASSETS)

By selecting the “Depreciation by Month” tab of the Asset shown above the following screen is displayed.
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Under the “Depreciation by Month” tab, the following details are provided:

· ‘Period Depreciation’ detail – the amount depreciated for each completed Accounting Period for both the Accounting and Taxation settings

· ‘Current WDV’ detail – complete details of the calculation of the Current WDV for both the Accounting and Taxation settings 

If the selected Asset has “Additions” then the “Addition Select” window is displayed allowing you to select the required one. A sample of an Asset with Additions is shown below: 

[image: image12.png]Sub Descrilion
0 CHAIRS (50) - BISTRD
1 CHAIRS (30) - BISTRD
2 CHAIRS (20) - BISTRD

X Cancel




Highlight the required “Addition” and select the “OK” button. The “Asset Lookup” screen is then displayed. 

C1)   TRANSACTIONS – PURCHASE ASSET  
(FIXED ASSETS)

By selecting “Transactions” from the Main Menu, the following menu appears.







  

Select the “Purchase Asset” option from the Transactions Menu. 

This routine is used to finalise the Purchase of Assets in the Fixed Assets system. The first step in the process is the Purchase of an Asset via the Cash Management system. Refer to the section “Input Purchases of Assets” on Page 12 for full details.

On entry, a window displays the transactions where Assets have been purchased via the Cash Management system and are still to be processed in the Fixed Assets system. 

An example of an “Asset Purchases” window is shown below.
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Note the purchase of the Poker Machine from Aristocrat Leisure Industries as processed in the Cash Management “Creditor Invoice” routine, as detailed on Page 12. You will note that the Asset Purchase excludes the GST component (i.e. $120.00 in the example shown)  

Select the item from the “Asset Purchases” window that you wish to process and select the “OK” button.

A window similar to that shown on the following page is then displayed.

Enter the “Number” to be allocated to this Asset. You can use the F8 option to display the Assets already set up on the system. The option also exists to display the next available Asset Number by selecting the F1 key. 

Enter the “Primary” description for this Asset and the “Serial Number”. 

If the Asset Purchase is an Addition, then enter the Number of the Primary Asset to be added to. 

The system will display a “Confirm” message. A “Yes” response will then display the “Primary” description (which you can edit, if required) and prompts for the “Addition” description and the “Serial Number”
C1)   TRANSACTIONS – PURCHASE ASSET  
(FIXED ASSETS)

The system completes the other details from the Creditor Invoice input, i.e. Supplier Name, Purchased Period, Purchased Date, Original Cost and Asset Account. 

The only other input required is for you to:

· enter the Asset Group “Location”. Use the F8 option to access the Locations set up on the system and select the required one.

· confirm the “Asset” Account Number. The system displays the Asset Account the purchase was allocated to in the “Creditor Invoice” routine. You can accept this number or use the F8 option to access the Lookup Accounts window and select the required one.

· confirm that the default Depreciation “Method” and “Rate” for Accounting reporting are correct.

· confirm that the default Depreciation “Method” and “Rate” for Taxation reporting are correct.

Detailed instructions on each of the above fields are outlined in the “Maintenance – Assets – Manual Asset Addition” routine on Page 29.

A completed “Asset Purchases” screen would appear similar to that shown below.
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Select the “Save” button to complete the Asset Purchase.

C2)   TRANSACTIONS – SCRAP ASSET  
(FIXED ASSETS)

By selecting “Transactions” from the Main Menu, the following menu appears.







  

Select the “Scrap Asset” option from the Transactions Menu. 

This routine is used to Dispose of or Scrap an Asset. It is effectively a zero Sale transaction with all associated journal entries an automatic by-product of the transaction.

On entry to the routine you are prompted to enter the Asset “Number” to be scrapped or use the F8 option to display the Assets on the system and select the required one.

The details of the selected Asset are displayed. If the Asset has no Additions then just the one line of detail is shown in the bottom section of the display, as with the example below. If Additions do exist with the selected Asset then they will be listed next to their corresponding “Sub Item” number.

Enter the “Scrap Date” or use the Calendar option to select the correct date.

The only other input is to denote whether or not you are scrapping the whole Asset or only part of it. 

If scrapping the whole Asset, then leave the “Part Sale Only” field unticked. If you only want to scrap a part of the Asset then tick the “Part Sale Only” check box and then enter the amount of the original cost of the Asset to be scrapped in the “Value Sold” column.

A typical ”Scrap of Asset” window is shown below.
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Once the details are completed, select the “OK” button to display the Sale Journal generated from the above scrapping of an Asset.

C2)   TRANSACTIONS – SCRAP ASSET  
(FIXED ASSETS)

Once you have completed the input for the “Scrap of Asset” window and selected the “OK” button, the system displays the “Sale Journal” window as shown below. 

The only input required is to accept the default “Profit/Loss on Asset Sale” Account as set up in the “Maintenance – System – Globals” routine – see Page 36 for details, or change the Account Number, as required. 
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"

In the above example, the Written Down Value of the Asset scrapped was $250.87, hence the posting of a $250.87 loss to the Profit / Loss on Sale of Asset Account. 

Select the “Post” button to complete the transaction, and post the journal to the Cash Management system.

C3)   TRANSACTIONS – SALE OF ASSET  
(FIXED ASSETS)

By selecting “Transactions” from the Main Menu, the following menu appears.







  

Select the “Sale of Asset” option from the Transactions Menu. 

This routine is used to finalise the Sale of Assets in the Fixed Assets system. The first step in the process is the Sale or Trade-in of an Asset via the Cash Management system. Refer to the section “Input Sales of Asset” on Page 14 for full details.

On entry, a window displays the transactions where Assets have been sold via the Cash Management system and are still to be processed in the Fixed Assets system. 

These transactions could be:

· Cash Sales via the “Transactions – Debtor and Receipts – Receipts” routine

· Debtor Sales via the “Transactions – Debtor and Receipts – Invoices / Credits” routine, or 

· Trade-ins via the “Transactions – Creditor and Payment – Creditor Invoice” routine. 

All three of the above routines are part of the Cash Management system.

An example of a “Select Sale Item” window is shown below.
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Highlight the “Asset Sale” to be processed and select the “OK” button. 

In the example above, the sale made on the 17th June 2002 for $1,800.00 has been selected. 

This sale was processed through the Cash Management “Transactions – Creditor and Payment - Creditor Input” routine and was a Trade-in of a Poker Machine.

C3)   TRANSACTIONS – SALE OF ASSET  
(FIXED ASSETS)

Once the Asset Sale to be processed has been selected from the “Select Sale Item” window, a screen similar to that shown below is displayed. It is at this point that you specify which Asset has been sold.
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Selecting the “OK” button, displays the “Sale Journal” window as shown below. 

The only input required is to accept the default “Profit/Loss on Asset Sale” Account as set up in the “Maintenance – System – Globals” routine – see Page 36 for details, or change the Account Number, as required. 
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Select the “Post” button to process the journal entry, shown above, to the Cash Management system.

In the above example, the Asset sold had a Written Down Value of $630.50. As the Poker Machine was traded-in for $1,800.00, there was a Profit on Sale of the Asset of $1,169.50.

C3)   TRANSACTIONS – SALE OF ASSET  
(FIXED ASSETS)

In the above example, the complete Asset was sold and hence there was no need to consider the implications of “Additions” or the “Partial Sale” of the Asset.

In the example below, an Asset Sale of $300.00 dated 20th June 2002 has been selected from the “Select Sale Item” window. 

This sale was for a number of Bistro Chairs – 15 chairs from the original purchase of 50 (Asset Number 214-0) and 5 chairs from the second purchase of 30 (Asset Number 214-1).         

On entry to the “Sale/Scrap of Asset” window, the Asset “Number” 214 was selected. This results in the display shown below, with the Original Purchase and the two subsequent Additions shown. 

As this is a “Partial Sale” of the total Asset, the “Part Sale Only” box has been ticked.
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Once the “Part Sale Only” box has been checked, the “Value Sold” column is highlighted for editing. This allows you to enter the proportion of the Original Cost that is applicable to this Asset Sale.   

In the example above, 15 of the original purchase of chairs ($1500.00) and 5 of the second purchase of chairs ($525.00) have been entered. None of the third purchase of chairs was included in the Sale.

The above information is required to process the necessary journal entry for this “Partial Sale” of an Asset. Once the correct “Value Sold” entries have been completed, select the “OK” button to display the Sale Journal window as detailed on the previous page. The instructions for processing the Sale Journal are the same as set out previously.

The example above shows how to process a “Partial Sale” of an Asset with Additions. The other possible scenario is the “Partial Sale” of an Asset without Additions. In this case, there would only be the one line of the Asset to enter the “Value Sold” amount. All other steps are identical to those outlined above. 

D1)   CALCULATE DEPRECIATION  
(FIXED ASSETS)

Choosing the “Calculate Depreciation” icon from the Main Menu displays a screen similar to that shown below.

Calculating the Depreciation and posting the Depreciation Journal is a very simple procedure. As each Asset is linked to an Asset Account, Provision Account and Depreciation Expense Account, all the necessary journal postings are totally automated.

The Depreciation Journal is normally processed just before running the Accounting Period reset in the Cash Management system.

On entry to the routine, the system calculates the Depreciation for each Asset and displays it on the “Depreciation Calculation” screen. 

The information that is displayed at the top of the screen includes:

· The current “Accounting Period”
· The “Period end date” for the current Accounting Period

· The “Days this Period” (this is used in the calculation of Depreciation for the Period)

· The “Days this Year” (this is used to calculate the Month Ratio)

· The “Month Ratio” (this is used for calculating the correct Depreciation for each Period and Year to Date) 

· The “Minimum Written Down Value (WDV)” as set up in the “Maintenance – System – Globals” routine as detailed on Page 36.
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You are able to process the Depreciation Journal more than once in the same Accounting Period. The system will only process any changes that are required since the last time the Depreciation Journal was processed. This may be necessary if it has been discovered that the Depreciation Rate for an Asset was wrong, it has now been corrected, and the journal needs to be processed again to allow the changes to take effect. 

D1)   CALCULATE DEPRECIATION  
(FIXED ASSETS)

If you do change the Depreciation Rate for an Asset, the system will calculate the Depreciation since the beginning of the financial year and post any adjusting entries into the current Accounting Period

In the above example, if you had run the Depreciation Journal before for this Accounting Period, the previous Depreciation posted for each Asset would be displayed in the “Prior Depn” column. As this is the first time the Depreciation Journal has been run for this Period, the “Prior Depn” column is blank and all the Depreciation calculated is included in the “This Depn” column.

By selecting the “View Journal” button at the bottom of the “Depreciation Calculation” screen, a screen similar to that shown below is displayed. This simply details the “Depreciation Journal” that will be posted to the General Ledger in the Cash Management system and allows you to view the journal before it is posted. Select the “Exit” button to return to the “Depreciation Calculation” screen.

Select the “Save” button from the “Depreciation Calculation” screen to post the Depreciation Journal to the Cash Management system General Ledger.
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E1)   MAINTENANCE – ASSETS  
(FIXED ASSETS)

By selecting “Maintenance” from the Main Menu, the menu below is displayed.







  










Selecting “Assets” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) MANUAL ASSET ADDITION

This routine is used to initially enter the existing Assets in the club when first installing the system. Once the system is operational, there should be no need to use this routine, as all new assets will be added to the system as the Asset Purchase is processed via the Cash Management system.

On entry to the routine, the “Manual Asset Addition” window is displayed.  

Enter the “Number” of the Asset to be added. This field is numeric and cannot contain alpha characters.

If the Asset to be added is an Addition to an existing Asset then Enter the Asset Number of the existing Asset. You are able to Press the F8 key to display the Assets on the system to help identify the required one. After entering an existing Asset Number the following message is displayed:


“This Asset number exists. Is this to be an addition?”

A NO response will return you to the Asset “Number” field for entry of another number. A YES response will display the Asset Group and Accounts details of the existing Asset and allow the entry of the remaining Asset details. You will notice a number is inserted in the “Sub Item” field to denote how many additions have been made to this Asset.

For a new Asset, enter the description of the Asset (maximum 25 characters) in the “Primary” field. 

(For an Asset Addition, the description of the existing Asset you are adding to is displayed in the “Primary” field. Enter the description of the Addition (maximum 25 characters) in the “Addition” field).

Enter the “Serial No.” of the Asset.

Enter the name of the “Supplier” of the Asset (maximum 25 characters). This is not a required field but should be entered where the information is readily available.

Enter the “Period” number the Asset was purchased. If the Asset was purchased in the club’s current financial year then enter the relevant Period Number (e.g. 3 for the 3rd Period of the Financial Year). If the Asset was purchased prior to the club’s current financial year then enter the Period Number as 0 (zero).

Enter the original purchase “Date” or click the Calendar option to select the date (see Page 8 for details).

Enter the original “Cost” of the Asset. This is the original purchase cost.

Enter the “Location” number for this Asset or use the F8 option to display the “Asset Locations” window and select the required one. The “Location” and associated Asset “Group” are displayed. The details in the “Asset Locations” window are set up via the “Maintenance – System – Location” routine as detailed on Page 35.

(For an Asset Addition, the “Location” of the Primary Asset is displayed. This can be changed, if required).

Enter the “Asset” Account for this Asset or use the F8 option to display the “Lookup Account” window and select the required one. This is the Fixed Asset Account in the club’s Balance Sheet that relates to this Asset.

The name of the selected “Asset” Account is displayed. 

(For an Asset Addition, the “Asset” Account of the Primary Asset is displayed. This can be changed, if required).

E1)   MAINTENANCE – ASSETS  
(FIXED ASSETS)

a) MANUAL ASSET ADDITION (cont..)

The system allows you to set up a different Depreciation “Method”, “Rate” and “Opening WDV” for Accounting and Taxation reporting. This first section relates to the Accounting option.

For the Depreciation “Method”, select either “Reducing” or “Fixed”. Click on the ( button to bring up the available options. (For a full explanation of Depreciation Methods, refer to the section “Fixed Assets Terminology” on Page 9).

Enter the Depreciation “Rate”, as a percentage. A 12.5% rate of depreciation would be entered as 12.5

Enter the “Opening WDV” of the Asset as at the beginning of the current financial year. 

Complete the same fields, as above, for the Taxation section of the screen. 

Select the “Save” button when all the required input is completed.

A completed “Manual Asset Addition” screen will appear similar to that below. 

Note that this is a ‘Primary’ Asset with no Additions and that it was purchased in a ‘Prior Year’. 
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E1)   MAINTENANCE – ASSETS  
(FIXED ASSETS)

b) CHANGE ASSET DETAILS

This routine allows you to change the details of the Assets set up on the system.


Enter the “Number” of the Asset to be changed or use the F8 option to display the “Lookup Asset” window and select the required one. 

If the selected Asset has Additions, then a window similar to that below is displayed
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Select the required Asset to be changed. In the above example the Asset Addition 1 has been selected.

You are able to edit a number of the fields for the Asset as detailed below. Caution should be exercised with certain fields as changing them may compromise the integrity of the system.

To change the details of the displayed Asset in the “Change Asset” window, select the “Change” button at the bottom left of the screen.

The fields that can be modified are as follows:

· Primary description
-
this is the name of the original Asset that the addition was pointed to. It may affect your ability to trace the link between the Primary Asset and the Addition if you change this field.

In the case of a Poker Machine addition, e.g. a machine conversion, it is helpful to retain the name of the original Poker Machine and then record the changes over time as Additions.

· Addition description
-
this field can be changed, as required, to accurately reflect the nature of the Addition.

· Serial Number
-
this field can be changed, as required, to record the Serial Number or Model Number of the Asset

· Supplier
-
this field can be changed, as required, to record the Supplier of the Asset

· Purchased Period
-
this field is normally maintained by the system and should not need to be changed. You may need to change this field if the wrong Period was entered during “Manual Asset Addition” or the Asset Purchase was processed in the wrong Period. Changing the field will affect the Depreciation calculation posted monthly to the Cash Management system.

E1)   MAINTENANCE – ASSETS  
(FIXED ASSETS)

b) CHANGE ASSET DETAILS (cont..)

Further fields that can be changed in the “Change Asset Details” routine are as follows: 

· Purchased Date
-
this field can be changed, as required, to record the correct Purchase Date.

· Purchased Cost
-
this field is normally maintained by the system and should not need to be changed. You would only need to change this field if the wrong Cost was entered during “Manual Asset Addition”. 

Once the Asset Register has been set up and balanced with the General Ledger Fixed Asset accounts, you should not change the Purchased Cost of an Asset. It will result in a discrepancy between the Asset Register and the club’s Balance Sheet and will cause difficulties during the club’s annual audit. 

· Location
-
this field can be changed, as required, to record the correct Location of the Asset. This would occur if an Asset was moved from one section of the club to another, e.g. from the Casino Lounge to the Sports Bar.

· Asset Account
-
this field should not be changed unless it was incorrectly entered during the “Manual Asset Addition” routine.

Once the Asset Register has been set up and balanced with the General Ledger, you should not change the Asset Account that the Asset is linked to unless you make a corresponding journal entry in your General Ledger.

If you changed an Asset from Bar Equipment to Plant & Equipment then you would need to journal a credit for the original cost of the Asset to Bar Equipment and a corresponding Debit to Plant & Equipment. You would also need to process a similar journal entry for the Accumulated Depreciation of the Asset to the associated Provision Accounts.

If you don’t make these correcting entries, it will result in a discrepancy between the Asset Register and the club’s Balance Sheet and will cause difficulties during the club’s annual audit.

· Depreciation Method
-
this field can be changed if the Depreciation Method was initially set up incorrectly for this Asset or it has been decided to change the Method to be used in the future. Any adjustments to the Depreciation YTD as a result of this change will be reflected in the next Depreciation Journal Calculation that is processed.

· Depreciation Rate
-
this field can be changed if the Depreciation Rate was set up incorrectly for this Asset or it has been decided to change the Rate to be used in the future. Any adjustments to the Depreciation YTD as a result of this change will be reflected in the next Depreciation Journal Calculation that is processed.

· Opening WDV
-
this field is normally maintained by the system and should not need to be changed. You would only need to change this field if the wrong Opening WDV was entered during “Manual Asset Addition”. 

Once the Asset Register has been set up and balanced with the General Ledger Fixed Asset accounts, you should not change the Opening WDV of an Asset. It will result in a discrepancy between the Asset Register and the club’s Balance Sheet and will cause difficulties during the club’s annual audit. 

You are able to change the Depreciation “Method”, “Rate” and “Opening WDV”, as described above, for the Taxation section, as required. 

Select the “Save” button when all the necessary changes have been completed.

E1)   MAINTENANCE – ASSETS  
(FIXED ASSETS)

b) CHANGE ASSET DETAILS (cont..)

A typical “Change Asset” screen for an Asset Addition is shown below:

Note the different descriptions for the “Primary” Asset and the Asset “Addition”
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Note that as the displayed Asset is an Addition, the “Sub Item” field is shown as 1. If this was the second Addition to the Primary Asset then the value would be 2 (and so on)

E2)   MAINTENANCE – SYSTEM  
(FIXED ASSETS)

By selecting “Maintenance” from the Main Menu, the menu below appears.







  


Selecting “System” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) GROUP

This routine is used to initially set up, and then edit, the Asset Groups.
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The default Depreciation Method and Rate can be changed, as required, during the “Purchase Asset” routine. 

Complete the details, as required, for both the “Accounting” and “Taxation” sections and select the “OK” button when finished.

E2)   MAINTENANCE – SYSTEM  
(FIXED ASSETS)

b) LOCATION

This routine is used to initially set up, and then edit, the Asset Locations. You are able to enter unlimited Locations, with each Location linked to an Asset Group. 

** NOTE: More than one Location can be linked to an Asset Group but there must be at least one Location linked to each Asset Group **
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The Depreciation Account is the Profit & Loss Expense Account that is used to record the periodic Depreciation for the Asset. For a full explanation of Depreciation Accounts, refer to the section “Fixed Assets Terminology” on Page 9.

Select the “OK” button to complete the entry. 


E2)   MAINTENANCE – SYSTEM  
(FIXED ASSETS)

c) GLOBALS

This routine is used to initially set up, and then edit, the Global Settings for the Fixed Assets system.

On entry to the routine a window similar to that shown below is displayed.

Enter the “Minimum Written Down Value (WDV)”. 

This value will vary from club to club but would normally be “50” ($50.00). Once the Written Down Value (WDV) for an Asset falls below this point, then the whole of the WDV is written off as Depreciation.

Enter the “Sale of Asset Account” number or use the F8 key to display the General Ledger Account Lookup window and select the required one. This is a Clearing Account that is used to record sales of assets in the Cash Management system.    


Enter the “Default Profit on Sale” Account number or use the F8 key to display the General Ledger Account Lookup window and select the required one. 

When you process Asset Sales, the system will automatically calculate the Profit (or Loss) on the Sale of the Asset. This Profit (or Loss) is posted to the appropriate General Ledger Account in the Cash Management system. Most clubs will only have the one “Profit/Loss on Sale of Asset” Account and so this can be entered here as the default and will be displayed when processing Asset Sales. 

If your club has more than one “Profit/Loss on Sale of Asset” Account, enter the most commonly used one here as the default and then change it as required during the Asset Sale routine.

A completed “Global Maintenance” screen is shown below.
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F1)   REPORTS – ASSET REGISTER  
(FIXED ASSETS)

By selecting “Reports” from the Main Menu, the following menu appears.







  



By selecting “Asset Register” from the Reports Menu, the option window shown below, is displayed.

This printed report lists all the details of each Asset with the format being as follows:

· Asset Number

· Asset Description

· Details of any Additions to the Primary Asset

· Serial Number

· Supplier Name and Date of Purchase

· The Rate and Method of Depreciation for both Accounting and Taxation reporting

· Original Cost of the Asset

The “Asset Register” report groups the Assets by Location giving totals for the Original Cost. This simplifies balancing with your Asset Accounts in your General Ledger.

On entry to the routine the system displays the prompt window as shown below. It displays the current Accounting Period and the period for the report, which is the current Financial Year. (i.e. October to September in the example below). While processing in the current Financial Year, only the first option is available.

If you are processing in Periods 13 to 15 (i.e. Periods 1 to 3 in the next Financial Year) then the further option is provided to print the Asset Purchases for that Period (i.e. for the months October 2002 to December 2002 in the example below). 
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Select the “Print” button to display the Windows “Print” screen. Select the required printer for the report.

F2)   REPORTS – DEPRECIATION SCHEDULE  
(FIXED ASSETS)

By selecting “Reports” from the Main Menu, the following menu appears.







  



By selecting “Depreciation Schedule” from the Reports Menu, the option window shown below, is displayed. 

This printed report lists all the details of each Asset with respect to Original Cost, Purchases, Sales, Depreciation, and Written Down Value. It is the main report on the system for detailing the status of your Asset Register. The report would normally be run after processing the “Calculate Depreciation” routine. 
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Select the “Period” for the Depreciation Schedule with the current Accounting Period displayed. To select a prior Period, click the ( button to bring up the completed Accounting Periods available for the report.

You can print just the “Depreciation Schedule – Summary” by clicking the “Print Summary Only” check box. This Summary report summarises the details for each of the Asset Groups. It is included when the Depreciation Schedule - Detail report is printed.

To print the Depreciation Schedule report for a particular Location, click the “Selective Location Only” check box. This allows you to select the required “Location” by using the F8 option to display the “Asset Locations” window. The selected “Location” is then displayed as shown in the option screen shown below.

[image: image33.png]Depreciation Schedule

Petod .| 30/06/2002

Location i [El
Fiin Summary Orly I | | [FOKER MACHINES
Selective Location Orly ¥ | | [CASIND LODNGE -P/M

X Cancel





Select the “Print” button to display the Windows “Print” screen. Select the required printer for the report.

F3)   REPORTS – DEPRECIATION BY MONTH  
(FIXED ASSETS)

By selecting “Reports” from the Main Menu, the following menu appears.







  



By selecting “Depreciation by Month” from the Reports Menu, the option window shown below, is displayed.

This report is very useful for checking the amount of Depreciation posted to the General Ledger for each Period. It also allows for the verification of Written Down Values of Assets and for reconciling the Asset Register with the General Ledger.

This printed report lists the Depreciation by Month for each Asset on the system up to the current Accounting Period. It lists the amount of depreciation fro each Asset for each Period as well as Total Year to Date.

On entry to the routine the system displays the prompt window as shown below. It displays the current Accounting Period and the period for the report, which is the current Financial Year (i.e. October to September in the example below). While processing in the current Financial Year, only the first option is available.

If you are processing in Periods 13 to 15 (i.e. Periods 1 to 3 in the next Financial Year) then the further option is provided to print the Depreciation by Month for that Period (i.e. for the months October 2002 to December 2002 in the example below). 

[image: image34.png]Depreciation by Month
Accourting periad .| 302002

Peiod 01/10/2001 o 30/03/2002 &

B

X Cercel |





Select the “Print” button to print the report.
F4)   REPORTS – PURCHASES  
(FIXED ASSETS)

By selecting “Reports” from the Main Menu, the following menu appears.






  



By selecting “Purchases” from the Reports Menu, the “Purchases Report” window shown below, is displayed.

This printed report lists the Asset Purchases for the current Financial Year. It lists the Asset Number, Asset Description, Serial Number, Supplier, Date of Purchase, Period of Purchase and Original Cost.

This report can be very useful if you need to list the Purchases for the current Financial Year and to verify the amounts listed as Purchases in the Depreciation Schedule. You can also use this report to send to your Accountant to verify the Depreciation Method and Rate to be applied to each of the new Assets when you add them to the system.

On entry to the routine the system displays the prompt window as shown below. It displays the current Accounting Period and the period for the report, which is the current Financial Year. (i.e. October to September in the example below). While processing in the current Financial Year, only the first option is available.

If you are processing in Periods 13 to 15 (i.e. Periods 1 to 3 in the next Financial Year) then the further option is provided to print the Asset Purchases for that Period (i.e. for the months October 2002 to December 2002 in the example below). 
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Select the “Print” button to print the report.

F5)   REPORTS - SALES  
(FIXED ASSETS)

By selecting “Reports” from the Main Menu, the following menu appears.







  



By selecting “Sales” from the Reports Menu, the “Sale of Asset Report” window shown below, is displayed.

This printed report lists the Asset Sales for the current Financial Year. It lists the Asset Number, Asset Description, Original Cost, Sale Value, Written Down Value and Profit/(Loss) on Sale of Asset.

This report can be very useful if you need to list the Sales of Assets for the current Financial Year and to verify the amounts listed as Sales in the Depreciation Schedule. It can also be used to verify the value of the Profit/(loss) on Sale of Asset account for the current year.

On entry to the routine the system displays the prompt window as shown below. It displays the current Accounting Period and the period for the report, which is the current Financial Year. (i.e. October to September in the example below). While processing in the current Financial Year, only the first option is available.

If you are processing in Periods 13 to 15 (i.e. Periods 1 to 3 in the next Financial Year) then the further option is provided to print the Asset Sales for that Period (i.e. for the months October 2002 to December 2002 in the example below). 
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Select the “Print” button to print the report.

G1)   SUPERVISION – END OF YEAR  
(FIXED ASSETS)

By selecting “Supervision” from the Main Menu, the following menu appears.







  




** Note - If you are running the Fixed Assets system integrated with the Cash Management system then there is no need to complete this End of Year in the Fixed Assets system as it is included as part of the End of Year routine in the Cash Management system - **

If you are running the Fixed Assets system integrated with the Computer MAGIC Cash Management system then this menu option is “greyed out”.

If you are running the Fixed Assets system in “stand-alone” mode then you will need to complete the End of Year routine.

By selecting “End of Year” from the Supervision Menu, the “Assets – End of Year” window, is displayed.

In simple terms, the End of Year routine moves the Written Down Value (WDV) for each Asset as at the end of the last Accounting Period of the previous Financial Year to the Opening WDV for the new Financial Year.

Complete the details as required and select the “OK” button when completed. 

*** Be sure to have a good backup of your Fixed Assets data before running this routine. ***

G2)   SUPERVISION – DELETE ASSET  
(FIXED ASSETS)

By selecting “Supervision” from the Main Menu, the following menu appears.







  




Selecting “Delete Asset” from the Supervision Menu provides the facility to delete an Asset from the system. It should only be used when initially setting up the system if a mistake has been made with the entry of an Asset.

On entry to the routine the following warning is displayed:

** “Deleting an Asset is NO substitute for Sale or Scrapping. This will remove ALL traces of the Asset” **

In the normal operation of the system, the way to remove an Asset from the Asset Register is to either use the routine “Transactions – Sale of Asset” (see Page 24) or “Transactions - Scrap Asset (see Page 22). Both these routines maintain the integrity of the Fixed Assets system with your General Ledger. 

If you use this “Delete Asset” routine to sell or scrap an Asset, there will be a discrepancy between the Asset Register and the General Ledger and this will cause difficulties during the club’s annual audit. 

From the “Delete Asset” window, enter the “Number” of the Asset to be deleted or use the F8 option to display the Assets on the system and select the required one.

If the selected Asset had Additions, then the “Addition Select” window will be displayed. Highlight the required Addition and select the “OK” button to return to the “Delete Asset” window.

Select the “OK” button from the “Delete Asset” window to complete the deletion of the selected Asset from the system. 

G3)   SUPERVISION – RECALCULATE DEPRECIATION  
(FIXED ASSETS)

This routine will calculate the depreciation for the Periods up to the current Accounting Period but will not post the associated journal entries to the Cash Management system.

You may need to use this routine if you are not using the General ledger facility in the Cash Management system, or you are in the process of implementing the Fixed Asset system and the required Depreciation Journal entries have already been entered manually in the Cash Management General Ledger system.

Caution should be taken before running this routine. Once this routine has been run, it is not possible to then have the system via “Calculate Depreciation” (see Page 27) process the Depreciation Journal and post it to the Cash Management General Ledger for this period. 

Select the “OK” button to complete the routine.

G4)   SUPERVISION – CREATE PURCHASE  
(FIXED ASSETS)

By selecting “Supervision” from the Main Menu, the following menu appears.







  




Selecting “Create Purchase” from the Supervision Menu provides the facility to add an Asset Purchase to the system for later processing via the “Transactions – Purchase Asset” routine as detailed on Page 20. You will use this routine if you are running the Fixed Asset system in “Stand-alone” mode.

If you are running the Fixed Asset system integrated with the Computer MAGIC Cash Management system then Purchases are initiated via the “Creditor Invoice” routine in the Cash Management system. Instructions for this routine are set out on Page 12.

On entry to the routine, the “Create Purchase” screen is displayed.

Enter the “Supplier” name for this Asset.

Enter the “Period” number that the date of purchase relates to, or use the ( and ( arrow keys to select the required Period.

Enter the “Date” of purchase of the Asset or use the Calendar option to select the required date.

Enter the “Cost” of the Asset.

Select the “Save” button to complete the input.

A sample completed “Create Purchase” screen is shown below.
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G5)   SUPERVISION – CREATE SALE  
(FIXED ASSETS)

By selecting “Supervision” from the Main Menu, the following menu appears.







  




Selecting “Create Sale” from the Supervision Menu provides the facility to add an Asset Sale to the system for later processing via the “Transactions – Sale of Asset” routine as detailed on Page 24. You will use this routine if you are running the Fixed Asset system in “Stand-alone” mode.

If you are running the Fixed Asset system integrated with the Computer MAGIC Cash Management system then Sales are initiated by one of the following methods:

· as a CASH SALE via “Transactions – Debtor and Receipts – Receipts”

· as a DEBTOR SALE via “Transactions – Debtor and Receipts – Invoices / Credits”

· as a TRADE-IN via “Transactions – Creditor and Payment – Creditor Invoice”

Complete instructions on processing Sales via these three methods are detailed on Page 14.

On entry to the routine, the “Create Sale of Asset” screen is displayed.

Enter the “Period” number that the Sale of Asset relates to, or use the ( and ( arrow keys to select the required Period.

Enter the “Date” of Sale of the Asset or use the Calendar option to select the required date.

Enter the “Sale Value” of the Asset.

Select the “Save” button to complete the input.

A sample completed “Create Sale of Asset” screen is shown below.
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G6)   SUPERVISION – DELETE PURCHASE  
(FIXED ASSETS)

By selecting “Supervision” from the Main Menu, the following menu appears.







  




Selecting “Delete Purchase” from the Supervision Menu provides the facility to delete Purchases that have been previously entered via the “Creditor Invoice” routine in the Cash Management system or via the routine “Create Purchase” in the Supervision menu. 

The situation could arise where a purchase has been processed in the Cash Management system that is incorrect. You can use this routine to delete the Asset Purchase transaction in the Fixed Asset system and then add the Purchase correctly via the “Create Purchase” routine as described on Page 44.
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G7)   SUPERVISION – DELETE SALE  
(FIXED ASSETS)

By selecting “Supervision” from the Main Menu, the following menu appears.







  




Selecting “Delete Sale” from the Supervision Menu provides the facility to delete Sale of Asset transactions that have been previously entered via the Cash “Receipts”, Debtor “Invoices / Credits” or as Trade-ins in the “Creditor Invoice” routine in the Cash Management system or via the routine “Create Sale” in the Supervision menu of the Fixed Asset system.

The situation could arise where a sale has been processed in the Cash Management system that is incorrect. You can use this routine to delete the Sale of Asset transaction in the Fixed Asset system and then add the Sale of Asset correctly via the “Create Sale” routine as described on Page 45.
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G8)   SUPERVISION – EDIT DEPRECIATION  
(FIXED ASSETS)

By selecting “Supervision” from the Main Menu, the following menu appears.







  




Selecting “Edit Depreciation” from the Supervision Menu provides the facility to edit the calculated depreciation year-to-date for each Asset. This may be required if the details for the Asset were set up incorrectly and the amounts of depreciation calculated each Period needs to be amended.

On entry to the routine, a screen similar to that shown below is displayed. Enter the Asset “Number” or use the F8 option to display the Assets on the system and select the required one.

The screen displays the calculated amount of depreciation for each Accounting Period, Year to Date, for both the Accounting and Taxation options. Edit the depreciation amounts, as required, and select the “Save” button when finished.
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BACKUP & RESTORE DATA FILES

The importance of maintaining a good Backup system cannot be over-emphasised. It allows you to recover from a system crash or corrupted files resulting from electrical outages. You can return to a previous point in time when you know the files are correct and re-enter data, as required. A good Backup system will substantially reduce your ongoing support costs.

The Fixed Asset data files are normally backed up as part of the Cash Management backup routine as the files for both systems are integrated.

The Computer MAGIC Cash Management / Fixed Assets CD that is delivered with the system has a Backup and Restore system included (the program is named CMBakRes.exe). The program uses the WINZIP system and the associated Add-On Utility (both of these modules are included on the CD). During the installation process an icon is added for Backup & Restore that significantly automates these two processes.

a)  BACKUP

When you select the Backup/Restore icon from your Cash Management/Fixed Assets folder, a screen similar to that shown below is displayed. The first step is to select the data files you want to Backup from the “Datasets” window. In the example below the data files for the Downtown RSL Club have been selected for Backup.
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The next step is to edit the location of the Zipped Backup File as displayed by the system. The system displays the last Backup file used for this set of data files. You can edit the entry displayed or select the Browse ( button to locate the folder and file that you require. This location could be as simple as A:\CashMan.Zip

The final step is to select the “Backup” button at the bottom of the screen. Follow the prompts as displayed by the WINZIP routine.

b)  RESTORE

The Restore function is very similar to the Backup function described above. The first step is to select from the “Datasets” window the data files you want to Restore. The system then displays the path and file name of the last Backup for this set of data files in the “Location of Zipped Backup File” text box. You can edit the entry displayed or select the Browse ( button to locate the folder and file that you require.

The final step is to select the “Restore” button at the bottom of the screen. Follow the prompts as displayed by the WINZIP routine.

INITIAL INSTALLATION – GETTING STARTED

The Computer MAGIC Fixed Assets system is supplied on CD. After inserting the CD in the CD-ROM drive the SETUP.EXE program will automatically execute. If the program does not automatically run, then manually execute SETUP.EXE via the Windows “Start – Run” routine.

a)  SYSTEM REQUIREMENTS

The Computer MAGIC Fixed Assets system has the following minimum hardware and system software requirements:

· Windows 95 Operating System

· Pentium I – system processor

· 64Mb RAM memory

· 120Mb free disk space

b)  COMPUTER MAGIC - SYSTEM INSTALLATION

If the installation of the Fixed Assets system is the first Windows-based Computer MAGIC system to be installed at your site, then you will need to initially install the system software and database software.

On the Server, you will need to install the “Borland Database Engine” and the “Computer MAGIC Utilities”. 

On each terminal that will be running a Computer MAGIC application (e.g. Fixed Assets), you need to install the ”Borland Database Engine”.

The steps involved then are as follows:

i. On the Server, ensure that you have installed the “Borland Database Engine” and the “Computer MAGIC Utilities” 

ii. For each terminal on the network that will be running the Fixed Assets system, you need to install the “Borland Database Engine”.

iii. On the Server, run the Fixed Assets setup routine - SETUP.EXE  (see instructions under the heading “Install Fixed Assets” below).

iv. Edit the Cash Management configuration file (CM.INI), which is in the Programs directory (see the section “Editing the Configuration File” below for details on how to do this).

v. Set up a folder and the shortcuts for the Fixed Assets program. The names and locations of the program and files you should set up shortcuts for are detailed on the following page.

INITIAL INSTALLATION – GETTING STARTED

c)  INSTALL FIXED ASSETS

After the Fixed Assets setup routine has been executed, the system steps you through the installation as with a standard Windows Install Wizard.


· The first screen is a “Welcome” screen. This details a warning concerning copyright and unauthorised reproduction or distribution of the software. It should be noted that the system has a number of protection mechanisms built into it, including annual registration numbers and security numbers to access End of Month and End of Year routines.

Click the “Next” button to continue with the Setup routine.

· The next step in the process is to choose the “Destination Location”. From this screen you determine in which directory the Fixed Assets system is installed. The Install Wizard will automatically install the system in the C:\Program Files\Magic\Cashman directory. 

Select “Next” to install to this directory or select “Change” to choose another directory.

· The system then displays the “Current Settings” screen detailing the settings you have set up during the previous parts of the Install Wizard. Select the “Back” button if you need to go back and edit any settings, select “Install” to continue with the installation using the displayed settings.

· Select the “Finish” button to complete the installation.

· You are then in a position to set up shortcut to the Poker Machine programs with the ones suggested as follows:

TYPICAL LOCATION
PROGRAM

DESCRIPTION

· Program Files\Magic\Cashman\Programs
Assets.exe

Fixed Assets program

· Program Files\Magic\Cashman\Manual
Assets_Manual_V#.doc
Fixed Assets manual in Word with V# designating the version number 

INITIAL INSTALLATION – GETTING STARTED

d)  EDITING THE CONFIGURATION FILE

Once the Fixed Assets system is installed, the next step is to edit the Cash Management Configuration file (CM.INI). The CM.INI will be in the Programs directory, a sub-directory of the location selected in the “Install Fixed Assets” routine described above. Via Explorer, locate the file and edit it, as below.
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Some points about this CM.INI file:

· The first line must be [Alias]
· The first path must be ‘Alias1’ (the second path ‘Alias2’, etc.)

Followed by an ‘=’ sign

Followed by the UNC path to the data The UNC path always commences with a ‘\\’ An example would be



\\NTServer\Program Files\Magic\Cashman\Data


Followed by a comma ’,’


Followed by ‘CM1’ (if it is data path 1) or ‘CM2’ (if it is data path 2)


Followed by a comma ’,’


Followed by a Description of the data (e.g. the club’s name – Downtown RSL Club)

· There are NO spaces before or after the ‘=’ sign or the commas ‘,’
· It is suggested that you enter your most accessed data files as Alias1, the next most used as Alias2, etc.

INITIAL INSTALLATION – GETTING STARTED

e)  MULTIPLE DATA FILES

The system enables the set up of multiple sets of Fixed Assets data. This may be useful if you run separate Asset Registers for different financial entities, have previous years data files on the system or you may wish to have a practice set of data for training purposes.

In the example of the CM.INI file above, there are two sets of data denoted as ‘Alias1’ and ‘Alias2’. These then were given the descriptions of Downtown RSL Club and Downtown Training Files.

With this setup in your CM.INI file, when you go into the Fixed Assets system the following screen would be displayed. This then allows you to choose which set of data files you want to access. Just highlight the required set of data and select the “OK” button.

You will notice that this screen is in the order of ‘Alias1’ (Downtown RSL Club), ‘Alias2’ (Downtown Training Files). Putting the most accessed data files as ‘Alias1’ makes entry to the system more efficient.
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INITIAL INSTALLATION – GETTING STARTED

f)  GETTING STARTED FOR A NEW INSTALLATION

The steps set out below are for clubs that are installing the system for the first time and have not upgraded from the Computer MAGIC DOS-based version. Once you have the Fixed Assets system installed, the procedure for getting the system operational is as follows:

In the Cash Management system:

1. You need to designate which Accounts, set up in the Cash Management system, are to be "Fixed Asset" Accounts. This has the effect of flagging Asset Purchases during the input of Creditor invoices.

The type of Accounts designated as Asset Accounts are the Fixed Asset accounts in the Balance Sheet of your General Ledger. Examples would be POKER MACHINES @ COST, PLANT & EQUIPMENT, FURNITURE & FITTINGS.

To designate an Account as a "Fixed Asset" Account, use the routine "Account Maintenance” routine to mark the Account as both “Non Trading” and “Asset Account”.

2. Using the routine “Account Maintenance”, add a General Ledger Account named “SALE OF ASSET CLEARING”, if one does not already exist. It should be entered as Non Trading. This Account will be used to process all Sales and Trade-ins of Assets in the Cash Management system and so you may like to include a simple “Short key” such as AS or SA to simplify the processing of Sale of Asset transactions.

In the Fixed Assets system: 

3. Set up the required Asset Groups via "Maintenance – System – Group” as detailed on Page 34.

4. Set up the Locations to be used via "Maintenance – System – Location" as described on Page 35.

5. Set up the Global details via “Maintenance – System – Globals” as described on Page 36.

6. Enter the details of the Assets in the club as at the end of the last financial year via “Maintenance – Assets – Manual Asset Addition” as detailed on Page 29. The Opening WDV will be the value of the Asset as at the beginning of the current Financial Year. This will allow you to balance with the Asset and Provision Accounts in your Balance Sheet.

7. Print the “Reports – Depreciation Schedule” report as described on Page 38. This report should then be used to verify that the details in the Fixed Assets system balance with your General Ledger system. The report lists the Assets in Groups and so the figures that need to be reconciled are as follows:

- the Total Current Cost for each Group should balance with the corresponding Asset Account in the General Ledger, e.g. PLANT & EQUIPMENT, POKER MACHINES @ COST, etc.

- the Total Current Written Down value (WDV) for each Group should balance with the difference between the corresponding Asset Account and Accumulated Depreciation Account in the General Ledger, e.g. POKER MACHINES @ COST (A/C 7010) less ACCUMULATED DEPRECIATION (A/C 7015) equals the WDV for the Poker Machines Group.

8. Once you have reconciled the Assets as at the beginning of the financial year, the next step is to enter the Asset Purchases since the start of the year. This is done via “Maintenance – Assets – Manual Asset Addition” as set out on Page 29. The Purchased “Period” will dictate from when the system will start calculating Depreciation.

9. Finally, print the “Report – Purchases” report as described on Page 40. This will allow you to balance with increases in the Asset Accounts in your General Ledger since the beginning of the current Financial Year.

INITIAL INSTALLATION – GETTING STARTED

f)  GETTING STARTED FOR A NEW INSTALLATION (cont..)

10. Once all the Assets are balanced with your General Ledger, you are in a position to start processing Asset transactions through the system. The next step is to activate the Fixed Assets system in the Cash Management system. The details for this procedure are documented in the Cash Management manual. 

11. The final step is to calculate the Depreciation for each of the Assets since the beginning of the current financial year. This is done in one of two ways:

- if you have already posted the Depreciation Journal manually in the General Ledger for the months since the beginning of the financial year, then in the Fixed Assets system run the routine “Supervision – Recalculate Depreciation” as described on Page 43

- if you want to calculate the Depreciation Journal since the beginning of the Financial Year and post it to the General Ledger in the current Accounting Period, then run the routine “Calculate Depreciation” in the Fixed Assets system. Instructions for this routine are on Page 27.

You are now ready to commence processing transactions associated with the Fixed Assets system.

At this point, it would be beneficial to review the section of the manual "A TYPICAL MONTH'S PROCESSING" on Page 56.

“A TYPICAL MONTH’S PROCESSING”

A typical month's processing in the Fixed Assets system would follow a pattern similar to that detailed below. The starting point is when you have just completed an Accounting Period reset in the Cash Management system.

1. In the Cash Management system, Creditor invoices that contain Asset Purchases should be processed as they are received in the club along with the normal trade creditor invoices. These invoices are entered via "Transactions – Creditor and Payment – Creditor Invoice". Refer to the section “Input Purchases of Assets” on Page 12 for full instructions. 

These invoices may also contain the Trade-in of Assets (e.g. Poker Machine conversions). Refer to the section “Input Sales of Assets” on Page 17 for details.

2. Sales of Assets for Cash should be processed with the daily banking via the “Transactions – Debtor and Receipts – Receipts” routine. Refer to the section “Input Sales of Assets” on Page 14 for details.

3. Sales of Assets to Debtors should be processed with the other Credit Sales via the “Transactions – Debtor and Receipts – Invoices / Credits” routine. Refer to the section “Input Sales of Assets” on Page 16 for details.

4. Prior to processing the Accounting Period reset, go into the Fixed Asset system and process the Purchases recorded during the month via the Cash Management system, using the routine “Transactions – Purchase Asset”. Full instructions are on Page 20.

In a similar manner, in the Fixed Asset system, process the Sales recorded during the month via the Cash Management system, using the routine “Transactions – Sale of Asset”. Full instructions are on Page 24.

5. Any Assets that are to be disposed of at zero Sales Value are processed via the routine “Transactions - Scrap Asset” as described on Page 22.

6. Once all processing of Assets is completed, via the “Calculate Depreciation” routine, process the “Depreciation Journal” as set out on Page 27.

7. Optionally, you could print a copy of the “Reports – Depreciation Schedule” as detailed on Page 38.

8. The final step is to run the Accounting Period reset in the Cash Management system. 

THE “HOW TO……….” GUIDE

 ** How to - Set up existing Assets

Setting up the existing Assets that you have in the club and balancing the Asset Register with your Balance Sheet is a very important aspect of implementing the Fixed Asset system.

There are a number of steps involved and these have been detailed in the section “Getting Started” on Page 54.

 ** How to - Process Purchases of Assets
The processing of Asset Purchases is a two-step process. 

i) The first step is the recording of the fact an Asset has been purchased at a particular value in the Cash Management system.

There are three ways in which an Asset Purchase can be recorded in the Cash Management system:





a) Via “Transactions – Creditor and Payment – Creditor Invoice” – see Page 12 





b) Via “Transactions – Creditor and Payment – Manual Cheque”

c) Via “Transactions – Creditor and Payment – Immediate Cheque”

ii) The second step is to process the details of the Purchases via “Purchase Asset” in the Fixed Asset system as described on Page 20.

 ** How to - Process Sales of Assets

The processing of Sales of Assets is a two-step process. 

i) The first step is the recording of the fact an Asset has been sold at a particular value in the Cash Management system.

There are three ways in which an Asset Sale can be recorded in the Cash Management system:





a) As a CASH SALE via “Transactions – Debtors and Receipts – Receipts” - see Page 14





b) As a DEBTOR SALE via “Transactions – Debtors and Receipts – Invoices / Credits” - Page 16

c) As a TRADE-IN via “Transactions – Creditor and Payment – Creditor Invoices” - see Page 17

ii) The second step is to process the details of the Sales via “Transactions - Sale of Asset” in the Fixed Asset system as described on Page 24. It is at this stage that the details of which Asset was sold, whether it was a Part Only Sale, and whether the Sale was for a Profit or Loss, is determined.

 ** How to - Process Trade-ins of Assets

Trade-ins are processed as part of the Purchase transaction to which they relate. They are treated as an Asset Sale and full instructions on the processing of Trade-ins are set out on Page 17.

 ** How to - Process Scrapping of Assets

Scrapping an Asset is effectively an Asset Sale at zero value. The procedure for scrapping an Asset is detailed on Page 22. 

THE “HOW TO……….” GUIDE (cont…)

 ** How to - Process the Depreciation Journal

The Depreciation Journal is processed in the Fixed Assets system via the routine “Calculate Depreciation” routine as detailed on Page 27.

 ** How to - Post to an Asset A/C in Cash Management without adding an Asset

The situation may arise in the Cash Management system where you need to process a Creditor invoice to an Asset Account but not want the Asset Detail window to be activated.

This could occur where you are processing a correction or a contra invoice for the Creditor and the Asset Account but do not want to allocate the amount to the Fixed Asset system.

In this case, via the "Account Maintenance" routine, select the relevant Asset Account and untick the “Asset Account” check box. Go into to the "Transactions – Creditor and Payment – Creditor Invoices” routine and process the transaction.

Once completed, be sure to return to the "Account Maintenance" routine and tick the “Asset Account” check box.

 ** How to - Process an invoice containing multiple Asset Purchases and Trade-ins

Where a Creditor invoice contains multiple Asset Purchases, it is important to process each Asset as if it was on a separate invoice. All you need to do is enter the details of the invoice (Reference, Date, etc.) for each of the Assets. 

Assuming there were 6 Assets on the invoice, then process the invoice details 6 times, entering the amount of each Asset on the individual invoices. This ensures that the correct Original Cost is recorded when you process the Asset Purchases in the Fixed Assets system.

The same principle applies to Trade-ins. Include the value of the Trade-in with the invoice that contains the Asset Purchase to which it relates.

 ** How to - Fix incorrect Asset Purchase transactions in the Fixed Asset system

If an Asset Purchase transaction was entered incorrectly in the Cash Management system, you are able to delete the Asset Purchase in the Fixed Asset system via the “Supervision – Delete Purchase” as detailed on Page 46. You can then enter the correct details for the Purchase via the “Supervision – Create Purchase” routine as detailed on Page 44.

Note that these routines do not change any of the data or transactions in the Cash Management system.

 ** How to - Fix incorrect Sale of Asset transactions in the Fixed Asset system

If a Sale of Asset transaction was entered incorrectly in the Cash Management system, you are able to delete the Sale of Asset in the Fixed Asset system via the “Supervision – Delete Sale” as detailed on Page 47. You can then enter the correct details for the Sale of Asset via the “Supervision – Create Sale” routine as detailed on Page 45.

Note that these routines do not change any of the data or transactions in the Cash Management system.
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Enter the Asset “Number” or use the F8 option to display the Assets on the system and select the required one. 





In the example below, the Poker Machine “Wild Cougar” (Asset Number 252) has been selected. 





The only other option on this screen is to denote whether or not this is a “Part Sale Only”. 





As you cannot partially sell a Poker Machine, this has been left unticked. 





An example of a partial sale is shown on the next page.











The current date is displayed in the top left corner.





To change the day within the displayed month, click on the required day.





To change the month, click on either the “Prev. Month” or “Next Month” icons at the top of the screen.





To change the year, click on either the “Prev. Year” or “Next Year” icons at the top of the screen.





Select the OK button when you have highlighted the required date.
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Asset Groups are determined by the Fixed Assets section of the club’s Balance Sheet. Each Group relates to an Asset Account and its associated Provision or Accumulated Depreciation Account.





For a full explanation of Asset Accounts and Provision (or Accum-ulated Depreciation) Accounts, refer to the section “Fixed Assets Terminology” on Page 9.





On entry to the routine, a window similar to that shown to the right is displayed. 





The options are to select the “Add” button to add a new Asset Group   or “Change” to edit an existing Asset Group. To edit an existing entry, highlight the Asset Group to be edited and select the “Change” button.





The “Edit Asset Group” window as shown below is then displayed.





Enter the Asset Group “Number”. This number determines the order in which the Asset Groups are displayed in the Lookup window, as shown. 





Enter the Asset Group “Description”. This would be similar to the name given to your Asset Groups in the General Ledger.








Enter the “Provision Account” for this Asset Group or use the F8 key to display the General Ledger accounts on the system and select the required one.





Enter the default Depreciation “Method” for this Asset Group with the options being Reducing or Fixed.





Enter the default Depreciation “Rate” for this Asset Group as a percentage.





The system provides the option to set up different Depreciation Methods and Rates for Accounting and Taxation reporting.








( TIP :  It is a good idea to set this Account up with an Alternate Key such as AS (for Asset Sale) and so AS can be entered as the Account Number for any Asset Sales in the Cash Management system. It will   simply help in efficiently processing the sale of Assets in either the Receipts or Debtor Sales routines in Cash Management.





You can set up the Alternate Key for the Account in the “Cash Management – Account Maintenance” routine.











Enter the Location “Description”. This should note the Location and the type of Asset (e.g. CASINO LOUNGE and P/M for Poker Machines)





Select the corresponding “Asset Group” to be linked to this Location from the Lookup window by selecting the F8 option.





Select the “Depreciation Account” number for the Location from the General Ledger Account Lookup window by selecting the F8 option.





Locations can be physical sections of the club, different sites or simply the Cost Centres that are used for Management Reporting.





The major Fixed Asset reports list the Assets in Location order so it is beneficial to spend some time setting up the appropriate number and type of Locations.





It is in this routine that you define the Depreciation Expense Account for each Location. More than one Location can be set up with the same Depreciation Expense Account.





On entry to the routine, a window similar to that shown to the right is displayed. 





The options are to select the “Add” button to add a new Asset Location or “Change” to edit an existing Asset Location. 





To edit an existing entry, highlight the Asset Location to be edited and select the “Change” button.





The “Edit Location” window as shown below is then displayed.





Enter the Asset Location “Number”. This number determines the order in which the Asset Locations are displayed in the Lookup window, as shown, and listed on Asset reports. 





Enter the Asset Group “Description”. This would be similar to the name given to your Asset Groups in the General Ledger.
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You then have the option to type part of the required selection in the text box.





In the example to the right, with the “Description” sort sequence selected, part of the Account Description has been typed in, i.e. POK





The system then displays the Accounts that match the details entered and completes the most likely entry in the text box, i.e. POKER MACHINES @ COST





It then highlights the Account, as shown. You can use the Up & Down arrow keys to move the Account required, if it is not highlighted. 





Select the “OK” button when the required Account is highlighted.  





The same option is provided with the Account and Alternate Number sort sequence, however; in these cases you would enter the Account or Alternate Number in the text box. Note, that the Account and Alternate Numbers can be alpha or numeric. 
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( TIP :  You can select “Change Asset Details” from the Maintenance - Assets menu or click on the shortcut for Change Asset on the Main Menu screen.
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( TIP :  If the Creditor Invoice contains more than one Asset, then you need to process the invoice separately for each Asset. This way, the correct Original Cost of the Asset will be recorded for the “Purchase Asset” transactions processed in the Fixed Asset system. 








Note the use of the “Comments” line to record the brief details of the Asset.





Note that the Asset Sale entry is simply posted to the “Sale of Asset Account” set up in the “Globals” routine.





Note the use of the “Reference” field to record brief details of the Asset Sale.





Note the GST setting for the Sale of Asset Account has been set to “GST Taxed”





Note the entry of a brief description of the Asset Sale in the “Comments” line





Note the Trade-in is entered as a negative amount to the Sale of Asset Account





Note the details of the Purchase and Trade-in in the “Comments” line
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This column would only have entries if the Depreciation Journal had been calculated previously in the current Accounting Period.











Asset Register





Depreciation Schedule


Depreciation by Month





Purchases


Sales














End of Year


Delete Asset


Recalculate Depreciation





Create Purchase


Create Sale





Delete Purchase


Delete Sale 





Edit Depreciation








End of Year


Delete Asset


Recalculate Depreciation





Create Purchase


Create Sale





Delete Purchase


Delete Sale 





Edit Depreciation








End of Year


Delete Asset


Recalculate Depreciation





Create Purchase


Create Sale





Delete Purchase


Delete Sale 





Edit Depreciation





On entry to the routine, the “Asset Purchases” window is displayed, listing all the Asset Purchases that have yet to be processed.





Highlight the Asset Purchase to be deleted and select the “OK” button.





Please note, that deleting the Asset Purchase in this routine has no effect on the transactions in the Cash Management system. If you need to adjust the Creditor Invoice then you will need to process that adjustment in the Cash Management system. 





After you have selected the Asset Purchase to be deleted in the window above, the “Delete Asset Purchase” window is displayed. An example is shown to the right.





This gives you the opportunity to confirm that this is the correct transaction to delete.





Select the “Delete” button to complete the Asset Purchase deletion or the “Cancel” button to exit the routine without any changes.
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On entry to the routine, the “Select Sale Item” window is displayed, listing all the Sales of Assets that have yet to be processed.





Highlight the Sale of Asset to be deleted and select the “OK” button.





Please note, that deleting the Sale of Asset in this routine has no effect on the transactions in the Cash Management system. 





If you need to adjust the Receipt (Deposit), Debtor Invoice or Creditor Invoice (for the trade-in), then you will need to process that adjustment in the Cash Management system. 





After you have selected the Sale of Asset to be deleted in the window to the right, the “Delete Sale of Asset” window is displayed. An example is shown below.





This gives you the opportunity to confirm that this is the correct transaction to delete.





Select the “Delete” button to complete the Sale of Asset deletion or the “Cancel” button to exit the routine without any changes.
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