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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416097680][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
[bookmark: _Toc400710773][bookmark: _Toc347930420]FI$Cal Asset Management provides automated integration with both Purchasing and Accounts Payable for asset additions. When receipts and vouchers are interfaced and turned into assets, the information is tracked from the purchase order (PO) to the receipt, to the voucher and then to the asset. In order to interface with the receipt, the PO has to be marked as an asset.
			PO  Receipt   Voucher   Asset
The State primarily adds assets through the integration of the Purchasing and Accounts Payable modules in FI$Cal Asset Management. The process for creating assets through procurement will be how the majority of assets are created. Updates to assets that have a financial impact will also flow through Procurement in most scenarios. However, when a PO is not used to acquire an asset, it must be manually added or copied from an existing asset into the Asset Management module. Manually entered assets commonly occur for the following asset acquisitions:
· Donated Assets
· Assets transferred from another non-FI$Cal department
· Procured assets not properly identified or purchased with a P-Card
Asset Management identifies assets as capital or non-capital assets. Both capital and non-capital assets follow the same process to become an asset in Asset Management. The data entered during creation will determine if an asset is a capitalized or non-capitalized Asset.
Capital Assets
Capitalization means to record property in accounting records as assets. State property (tangible and intangible property) is capitalized for accounting purposes, and must meet the following three state capitalization requirements: 
· Have a normal useful life of at least one year
· Have a unit acquisition cost of at least $5,000
· Be used to conduct State business
Capital assets must be tracked in FI$Cal. The summary of all capital assets in Asset Management constitutes the amount reported on the State’s Comprehensive Annual Financial Report (CAFR). Capital assets create accounting and depreciation entries, which are summarized and posted to the appropriate General Ledger (GL) accounts.
Non-Capital Assets
Non-capital assets are comprised of assets that do not meet the State’s capitalization criteria, but still require tracking due to a Departmental requirement or regulation. Although non-capital assets are not reported on the Comprehensive Annual Financial Report (CAFR), FI$Cal will still provide the ability to report on non-capital assets for Departmental requirements.
Non-capitalized assets can be further defined as:
· Items requiring special attention to protect public safety and avoid potential liability. Some capital-type items by their very nature pose a risk to public safety and could be the source of potential liability (e.g., police weapons);
· Items requiring special attention to compensate for a heightened risk of theft (“walk away” items). Some capital-type items are both easily transportable and readily marketable, or easily diverted to personal use.
Detailed asset information can be reviewed, entered, updated and maintained in FI$Cal once the asset information is received. Asset information is reportable, searchable and acquisition details provide traceability back to purchase orders, receipts and vouchers.

Figure 1: The chart below shows how Asset Management fits into the FI$Cal system processes.
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[bookmark: _Toc416097681]FI$Cal System and Organizational Roles
	AM-1 ACQUIRE ASSETS

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department Asset Processor
	All departments

	Department Asset Maintainer
	All departments


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416097682]Manual Add and Maintain Process Steps Description
The Maintain Asset Process includes all activities related to entering and updating information associated with an asset in FI$Cal. Additionally, when a purchase order (PO) is not used to acquire an asset, it must be added manually or copied from an existing asset in the Asset Management (AM) module. Manually entered assets commonly occur for asset acquisitions including: Donated assets, assets transferred from another agency and procured assets not properly identified. 
1. Create asset in Express Add Page: The Department Asset Processor follows this process when assets are donated or a procurement document did not indicate an asset on a line item, but is considered an asset in FI$Cal Asset Management. The Express Add page should be the source for entering all assets into FI$Cal and it allows the Department Asset Processor to directly record asset information into FI$Cal. Once an Asset has been created and saved using the Asset Express page, it cannot be viewed later through the same page. The asset can however, be updated and reviewed using the Asset Basic Information pages.
2. Enter asset information: The Department Asset Processor records asset information into FI$Cal including: Profile ID (book and category information), Tag Number (records the number assigned to the asset at time of receipt) or other descriptive information.
3. Enter or system default cost information: The Department Asset Processor records the following cost information which either defaults from the FI$Cal Profile ID or is manually added: Asset capitalization, depreciation, cost, salvage, and other verified financial information. ChartField information pertaining to the asset (e.g. fund and project) is also recorded.
4. Enter additional information: The Department Asset Processor records additional asset information into FI$Cal including Asset Type (e.g. equipment, fleet, intangible), Subtype (optional), Asset Class (breakdown of non-capital assets).
5. Save asset: Once asset information is entered, the information is saved in FI$Cal by the Department Asset Processor. 
6. Review asset in Basic Add Page: Once the asset has been created, the Basic Add component in FI$Cal Asset Management can be used by the Department Asset Processor or Department Asset Maintainer to review, update and maintain the information associated with the asset.
7. Enter/update/review General Information: The Department Asset Processor or Department Asset Maintainer enters/updates/reviews the physical information of an asset in FI$Cal. Assets are classified for reporting purposes and include the following: Description, Asset Class, Asset Type Asset Subtype (optional) and Profile ID (relates to asset accounting and depreciation information). 
8. Enter/update/review asset operational maintenance information: The Department Asset Processor or Department Asset Maintainer enters/updates/reviews asset structure information in FI$Cal.
9. Enter/update/review Asset Acquisition Detail: The Department Asset Processor or Department Asset Maintainer enters/updates/reviews the following: 
Sourcing Information – Acquisition code, acquisition cost, and corresponding accounting is recorded.
Asset capitalization, depreciation, cost, salvage, and other financial information. If defaulted, the asset information is verified.
ChartField information pertaining to acquisition (e.g., fund and project).
10. Enter/update/review Location/Comments/Attributes: The Department Asset Processor or Department Asset Maintainer enters/updates/reviews comments about the asset and asset entry information, physical attributes and photos or images of an asset. 
11. Enter/update/review Manufacturer/License/Custodian: The Department Asset Processor or Department Asset Maintainer enters/updates/reviews manufacturer information (VIN number), licensing information and custodial information (contact information).
12. Enter/update/review Book Page information: The Department Asset Processor or Department Asset Maintainer validates book information and performs updates as required.


[bookmark: _Toc400710781][bookmark: _Toc416097683]Interfaces and Reports
	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	Audit Report
	This report can pull specific information about Assets in a business unit with a consolidated view of Asset information associated with the PO/Voucher expenditure account. Reviewing this information ensures the correct information is attached to the PO/Voucher prior to the information being sent to the Asset Management module.
	N/A
	
	Y


[bookmark: _Toc400710782][bookmark: _Toc416097684]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the AM1-Acquire Assets Process exists as follows:
Pre-requisite Business Process(es):
· ePro3: Create and Approve Requisitions
· PO2: Manage Purchase Orders
· PO3: Receive Goods and Services
· AP1: Enter and Process Vouchers
· AP4: Matching (Integration with Procurement)
· AM1: Acquire Assets
Succeeding Business Process(es):
· AM4: Transfer Assets
· AM6: Retire/Reinstate Assets
· AM8: Asset Depreciation and Month End
[bookmark: _Toc416097685]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the AM1-Acquire Assets Process include, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	State Contracting Manual (SCM)

	Volumes I, II and III
	The SCM is a reference source to Statewide procurement and contracting policies and procedures.





[bookmark: _Toc416097686][bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]Appendix
[bookmark: _Toc416097687]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint: AM2-Maintain Assets Flow Diagram
[bookmark: _Toc400710788][bookmark: _Toc416097688]FI$Cal Terms and Definitions
FI$Cal Public Website: http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416097689]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips: http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416097690]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login): http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
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