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SAP Former UM
Terminology Terminology Definition

Asset Number

Inventory Number

The asset main number, in
combination with the company
code, uniquely identifies an asset
in the system. The University is
not using sub-numbers.

Asset Class

Each asset master record must be
allocated to one asset class.
Refer to list on Page 3 and 4.

Departmental Transfer

Transfer

This refers to transfers of
equipment between two
University departments.

Transfer

SAP transaction that transfers
value of one asset to another
asset. This is also used to move
an asset from one asset class to
another.

Asset Capitalization or
Acquisition

The process of applying
monetary value to an asset.

Asset Super Number

Major, Intermediate, Minor
Codes

This is a combination of the
three fields, separated by
hyphens. Except for vehicles,
the first two digits are always
zero.

e.g., 00-0071-632

Capital Lease

Lease Purchase

All capital leases are in Asset
Class 330.

State Addition & Deletion
Reports

These reports are sorted by
description.

Dept. Addition & Deletion
Reports

These reports are sorted by
inventory number and include
the location code, room number
and personnel number.

Location

Building

Plant

This distinguishes the University
campuses.




SAP Former UM
Terminology Terminology Definition
Company Code A company code is an

independent accounting entity.

It is the smallest organizational
unit for which a complete self-
contained set of accounts can be
drawn up. The company code
for The University of Mississippi
is “1”.

Business Area

Fund

Business areas are used for
internal purposes to create
balance sheet and income
statements. All assets are in
Business Area 66, Plant —
Investment in Plant.

Cost Center

Fund 10, 20, 40, 50, and 70
departmental accounts

Cost centers are used in SAP to
record costs by fiscal year
periods for Business Areas 10-
23, 40-54, and 70.

e.g., 100644007A

Internal Order

Fund 25, 30 and 60
departmental accounts

Internal orders are used SAP to
record costs by fiscal year
periods for Business Areas 25,
30, and 60-66.

e.g., 250644007A

General Ledger Account

Combination of Gen Num and
Object Code

Balance sheet and income
statement accounts.
e.g., 40-8290 is now 58290

Goods Receipt (GR)

Receiving Report

Invoice Receipt (IR)

Voucher

SAP

Systems, Applications, &
Products in Data Processing
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Current | Useful | Asset Class

SAP Life

Class #

40 30 Land

50 30 Land Improvements

60 30 Buildings - Housing

70 30 Buildings - Academic/ Administration

80 30 Buildings - Service

90 30 Building Improvements - Housing

100 30 Building Improvements - Academic/Administration

110 30 Building Improvements - Service

120 10 Library Books

125 15 Furniture & Equipment - 15 Years

130 10 Furniture & Equipment - 10 Years

140 5 Furniture & Equipment - 5 Years

180 3 PC - Hardware (All Computer Equipment)

260 10 Heavy/Outdoor Equipment.

270 5 Trucks/Automobiles/Passenger Vans - Includes vehicles used
for instructional & administrative purposes.

280 10 Buses, Airplane, & Other Transportation
Capital Lease

330 * Inventory Assets

335 Non-inventory Assets

340 30 Assets Under Construction

350 UBIT Assets - Further grouping of class, still yet to be
determined.

* Use appropriate asset class

NOTE: Currently software is not inventoried separately from hardware. When a computer is
purchased, cost of the manufactured installed software is capitalized as part of the total
computer's costs. If the software is purchased later, the cost is expensed as a contractual
service
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Display Asset Master Record

R/3 Path > Accounting > Financial Accounting > Fixed Assets >
Asset > Display > Asset [double-click]

Transaction AS03

Code

Asset Enter Asset number or use search button.

) Press enter or left click on Enter icon.

Enter

Display Info Tab through the folders. Left click on the tab you are
interested in viewing.

Long Text If the long text icon is highlighted, additional text can be
viewed by left clicking on the “Long Text” icon.

NOTE: Remember you are in “Display”, therefore you cannot
change any data. To change data go to the “Change
Asset Master Record”.

Asset Value To view asset values, left click on the Asset Value icon.

Change Asset Master Record

R/3 Path > Accounting > Financial Accounting > Fixed Assets >
Asset > Change > Asset [double-click]
Transaction AS02
Code
Asset Enter Asset number or use search button.
= Press enter or left click on Enter icon.
Enter
NOTE: Departments will be allowed to change Plant, Location,

Room, and Personnel Number only.

Time-dependent

To make changes left click on the Time-dependent
folder.

Plant Oxford, Tupelo, Southaven, etc.
Location Building
Room Room number

Personnel number

Individual associated with item
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Enter changes

Remember to use search button if you do not know the
exact codes.

) Press enter or left click on Enter icon.
Enter
Verify data Make sure information entered is correct.
L] . -
— Left click on save icon.
SAVE —_

Asset Explorer (Asset VValue Display)

R/3 Path > Accounting > Financial Accounting > Fixed Assets >
Asset > Asset Explorer [double-click]

Transaction AWO01IN

Code

Asset Enter Asset number or use search button.

) Press enter or left click on Enter icon.

Enter

NOTE: Make sure you have the correct fiscal year that you wish
to view.

Financial To display financial document, double left click on

Document transaction.

Departmental Inventory Report

R/3 Path

UM Report Tree 470 by area > Asset Accounting

Application Tree
Report Selection
Asset Accounting

> Ole Miss Custom Reports > Dept. Addition Report >
Dept. Additions [double-click]

Variant

Left click on the “Get Variant” Icon.

Find Variant: Delete any data from fields and then left-click on
execute icon.

Inventory Double left click on Inventory

Program Enter appropriate departmental code in Evaluation

selections Group 2 (you may need to scroll down).

Execute Left Click on Execute button

Note: This report will include only active records
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R/3 Path - > Accounting > Financial Accounting > Fixed Assets > Asset >
Display > Asset [double-click]

MMenu Edit Eawvarites Extras Systerm Help
< pla H | & e | O HEE e s | EE
SAFP Fasy Access
= | E== |
1 Favoarites =
~ = ST sterdarcmony > Accounting
= e > Financial Accounting
== ‘3 Financial Accounting H
[ 1 General Ledger > leed Assets
[> [ Accounts Receivable
[ 1 Accounts Payahble > Asset
B 1 Banks 1
== ‘5 Fixed Assets > Dlsplay i
o D P > Asset [double-click]
" Acsset
> [ Create
> 1 Change
== {3 Display
2 Asset
2 Group asset
A saccet Fynlnrar

OR use Transaction Code: AS03

SAF Fasy Acc 5
=t | | &=l

1 Fawvarites [=1
= {3 SAF standard meng
L= 1 Office 1
o e Transaction Code
== == Accounting
= ‘= Fimnancial Accounting | |
> 1 Seneral Ledaer




Asset — Enter asset number or use search button.

&

Enter — Press enter or left click on Enter icon =———

Environment Settings Svy=tem Help

= T TTEla b o DR . es s | FEE

Dispiay Asselt:s Inftial screern

mMaster data Depreciation areas | Assetwvalues

Asset 1 [‘5’
Sub-number
Zompany code 1

Display data on an asset by moving through the folders.

Environment Settings Systerm Help

& BpAH €& D EE TR EE G

Display Asset: Waster data

[ | Aassetwalues

Asset TTEEY 2] LOUDSPEAKER Long Text

iClassi 250 Oth Eqg €1 0yr Life) Company code

- Icon

Genaral | Time@t { Allocations | Origin | Insurance || Deprec. areas

N

Seneral data

Cescription LOUDSFPEAKE
CRELE TORE CBMT
Asset main no. tesxt LOUIDSFPFEAKER
Acct determination 250 Other Equipment {1
Serial number 393841 Tab through the folders.
Inventary number .
Quantity o000 Left click on the tab you
T are interested in
Last inwventary an v Ir| Vi6W|ng
Inwventory note
Fosting information
Capitalized on og/o1 /1963 Dreactivation an
First acquisition on gE/o1 /1963
Acquisition year 1964 Qo2 Crdered an

Long Text — If the “Long Text” Icon is highlighted, additional text can be
viewed by left clicking on the “Long Text” icon.




Time-dependent —
Plant — Oxford, Tupelo, Southaven, etc.
Location — Building
Room — room number
Personnel number — The person associate with item.

Edit Goto wtras Environment Settings term Help

Bpa H @@ 2O EEE By aEs | EE G D

Displfay Assel: Master data

«—— | Assetvalues icon

= B Assetvalues

Asset FrE69 a LOLUIDSFPEAKER
iClass; 25@ Oth Eq (1 0yr Lite) Comparny code 1
General ' Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

Interval from 0150151900 to 12031/9999

Business area (=1 Flant-lnvestment in Plant
Flant axal DXFORD CAMPLS
Location cons Alurmni House

Room BSMT

License plate number
Fersonnel number 6]

Asset shutdown

li% Further intervals |

NOTE: Remember you are in “Display”, therefore you cannot change any
data. To change data go to “Change Asset Master Record”.

Asset values — To view asset values, left click on Asset VValues icon.
=2
Asset Edit Goto Systern Help

(V] A H e SHE I aTL8 RE| @
Asset Explorer

ENENETN NN E

Asget 1-151812/0000 | Campany Code 1 The University of Miss.
= 3 Depreciation Areas Asset 151812 ] PRINTER COMPUTER
[ 01 Book depreciation
202 straight-Line Depr|
(2o straight-Line Depr IFSE e Ezﬂaﬁ II‘

(210 Federal Tax ACRS/

11 aiternative Minim m Postedvalues . Comparisons | Parameters

212 adjusted Current t
<
B b | (122
[ 16 pitference betweer || | Planned values Book depreciation in local currency
[ 17 Difference hetweer -
“alue IFlscaI yearstar‘tlohangelYear—endICrcy I
APC fransactions 1,206.00 1,206.00 USD
Acquisition value 1,205.00 1,206.00 USD
Ordinary deprac. uso
Unplanned dep. UsD
‘Wirite-up UsD
“alue adjustment UsD
Met hook value 1,205.00 1,205.00 USD
Ciowwn payments UsD
I|‘H’|| oo Scrap value UsD
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R/3 Path - > Accounting > Financial Accounting > Fixed Assets > Asset >
Change > Asset [double-click]

Menu  Edit Eawvorites Extras Systerm Help
L] (S = =t S e - W 3 N 73 ez (= B
SAF Fasy Access
=] | | 5 |
1 Favorites [=]
=7 ‘3 SAP standard menu =]
> [ Office _ =
> 1 Logistics > Account”]g
= {23 Accounting . . .
=7 ‘A Financial Accounting > F|nanC|a| Accountlng
[» 1 General Ledger .
[» [ Accounts Receivable > FIXBd ASSGtS
B A ts Payabl
b Casanks > Asset
=# ‘3 Fixed Asset
> 3 Postings > Change
RS > Asset [double-click]
=2 =3 Change
5 Asset ‘ ‘
@Group asset
[ 71 Disolay

Or use Transaction Code: AS02

MMenu Edit Favorites Extras
&5 | ssoz [T =1 B N T e S = - e s 2 N vy (O ez N 2 I |
SAF Fasy Access
= | | &l I

[ Favorites
= £ 8aAP standard menn




Asset — Enter asset number or use search button.
)

Enter — Press enter or left click on Enter icon

Environtment Settings

& ala M O e 2 mas ) [EE @

Change Asselr initial screen

haster data Depreciation areas Assetwvalues

Asset @

Sub-number 2]
Campany code 1

NOTE: Departments will be allowed to change Plant, Location, Room, and
Personnel number.

Time-dependent — Left click on the Time-dependent folder.
Plant — Oxford, Tupelo, Southaven, etc.
Location — Building
Room — room number

Personnel number — Individual associated with item

|E?Assel Edit Goto Extras Ernwironment Settings  Systern Help
| & 108 e@e CHE Hhas FE @
Change Asset: Master data

Asset YTEEY 2] LOUDSPEAKER
Class 250 Oth Eg (10yr Life) Company Code 1
General _ » Time-dependeant

Allocations . Origin . Insurance . Deprec. areas

Interval frorm 0150151900 to 12/31/9999

Business Area :1:] Flant-lnvestment in Plant
Flant 0xe1 The University of Mississippi
Location coos Alurmni House

Room BSHT

License plate number |
FPersonnel Mumber

Fund

Functional Area

Grant

WYWBS Element (Costs)
Real Estate kKey

AFPC Account Assionments
Fund

Srant

[JAsset shutdown
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Enter changes — remember to use search button if you do not know the
exact codes.

Enter — Press enter or left click on enter icon.
Verify data — Make sure information entered is correct.

Save — Left click on save icon.

11
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R/3 Path - > Accounting > Financial Accounting > Fixed Assets > Asset >
Asset Explorer [double-click]

Or use Transaction Code: AWO1N

Menu Edit Faworites Exptras Swsterm Help
& B a H e 2 EE T EE G D
SAF Easy Access
= | == |
1 Favorites [=]
=% {—d SAFP standard menu [~]
[ [ Office i
B [ Logistics > Accountmg
= ‘—d Accounting . . .
= ‘3 Financial Accounting > FInanCIaI ACCOUHtIng
[» 1 General Ledger .
[ [ Accounts Receivable > FIXGd ASSGtS
> [ Accounts Payable
I [ Banks > ASSet
5 B3 Postias > Asset Explorer
N [double-click]
> 3 Change
[» [ Display
D Asaat EXEIETEE
[ [ Lock | |
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Asset - Enter number or use search button

Enter — press enter or left click on Enter icon.

set Edit Goto
Asset Explorer Asset #
(£, Asset 1-1751 60000 Carnpany code i @ / The University of Miss

= {3 hzset values
[Hm Book depreciation i
[ 02 straight-Line Depre

Asset 175166 RECORDER ¥IDEQCASSETTE

[Ho5 straight-Line Depre| FiStalyear =000 “ .
|E1D Federal Tax ACRG/MA FISCal year

[(H11 Alternative Mininun Planned values || Postedvalues | Parameters |

[H12 adjusted Current Ea

|E13 Corporate Earnings

415 pifference hetween

G 16 Ditference between | Planned values Book depreciation in local currency
[g17 pifference hetween

|Fiscalyear .| change| Year-end|curr... |
APC transactions 117775 1,177.75|USD
Acquisition value 117775 117775 |JSD
Ordinary deprec. USD
Unplanned dep. UsD
Wirite-up UsD

[&]w) ERERE)

Transactions

Astyal.dt |n Amount|Trans.Npe|'I‘I’ype tesd |1: ord. dep.|e Spec.dep_|n Interest|n Retmt.rev_|: Costs|Currency|

1140815995 1,177.75 100 External asset acquisition 0.00 0.00
= 1,177.75 L] 0.00 = 0.00 =

NOTE: Transaction will show for selected fiscal year.

Financial Document — To view the financial document, double left click on

the transaction.

=
| Document  Edit Goto Seftings  Exras  Environment  Systern Help

| & 1 IH @00 SHE 0o IR @F

Document Overview - Display

& 2|y |n]| &[] @) F| E ]| chosse || save ||

Doc. Type : A& ( Asset posting ) Normal document

Doc. Number 1035513 Company code 1 Fiscal year 260
Doc. date 120312000 Fosting date 1243142000  Periaod ol
Calculate Tax

Ref.doc. 87 3B416

Doc.currency ush
Doc. Hdr Text SOLD 1/21/08 BID FILE #7

Itm|PK|Account Account short text |Tx|Cost Ctr  |Order Amount | Text
1]75(1190083 NOREAROT7EES QOao 595.00-(50LD 1/21/00 BID FILE #7490
2|40( 32698 Net Invest in Plant 595.00 (S0LD 1/21/08 BID FILE #7490
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R/3 Path: UM Report Tree by Area (470) > Asset Accounting (old ARTO)
> Ole Miss Custom Reports > Dept. Addition Report >Y_DEV_28000099 -
Dept Additions [double-click

3] 5143 - Maintain Users Own Data [
P - SAF Buginess Workplace
= 13 SAP menu

[ (7 Cross-Application Compaonents
[» (7 Loaistics
[» (7 Accounting
> (] Human Resources
b (7 campus Management
[» (7 Infarmation Systems
[» (7 UM Budget Preparation
b [J UM Institutional Research & Assessment
52 Y Un Report Tree by Area (470)
= £ Asset Accounting (old ARTO)
s &Y Ole Miss Custom Reports
P (1 Mo Scan Repart
B (] Assets not Capitalized
B (7 Scanner Interface Programs
> (7 Budget Dept. Report
[ (7 State Addition Report
[ (7 State Deletion Report
= & Dept Addition Report
2 ¥_DEY_28000098 - Dept Adq
2 ¥_DEWY_28000100 - Dept Adq
[ [J Dept Deletion Repart
[ [J State Required FTP File

Variants: Left click on “Get Variant Icon”

Erogram Edit Soto System Help
& Bl A H S@e& 80008 5 m A s EE e b
Dept Additions
b/ o [l 120 1 active =
Company c-,G,_E gllilEl S TS 1 @ to =y
Asset number to o=
Sub-number to ==

Left click on

Selections H H
Asset class Varlant ICOH to =
Business a to =
Cost center to =
FPlant to =
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Find Variant: Delete any data from fields and then left-click on execute
icon.

L I R

Con Firnd *®
Fat==] ]
Sub “Fariant =
Ernwirconrment ==
Sel Created by =
fat Changed by =
B Ciriginal language == | —
i | == |
= [==]
L e
Asset|Execute (FE) to

Inventory: Double left click on Inventory.

Erogram  Edit

Sota

L)
Dept Additions
& |Ea | J=C
Compar o
assetm | & | B[ =12 ][ & =
Subnurr |vrariant catalog for program AQZZ 1 ==========F DEFPT_ADDS=== =
“ariant name Short descriptiaon . |che
Selectic | CosST CEMNTER SEARCH BY COST CEMNTER o
Assel [DEACTDATE deactdate o B5H =
Busir [DEPT ADDS DEFT ADDITIONS wuid LF'S A P =53
cost |[DEPTLP ADDE [DEPT ADDITIONS LP'S QMUY o~ P =
Elant |DUPLICATE MAIL [DUPLICATE MAILING A [Z =
Lacat |MYEMTORY IFNVERTORY o Pl =
MO SCAN ITEM FMOT FOURD DURIMNG ALDIT A Pl
Assel o
[« ]L I |[4][*]
Wyarkl | | 32
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Program selections: Evaluation group 2: (You may need to scroll down)
Enter the appropriate departmental code.

Execute — Left click on Execute button.

Note: This report will include only active records.

Frogram Edit Goto  Systern Help

& A H &SR 8 EE ST asy ) EE &

Dept Additions

Tr 4fr G I3[ 1 active =
BUSINEES EfEE Dwnamic selections  Shift+F4 L =
Zostcenter to =
Plant i . to %
Lecation | Dynamic selections to =
Asset supe| = to o

icon (*) —

Wiarklist

Settings
Repoaort date bE/S 30201
Depreciation area oh| Book deprec.

Soart version
Translation method

List assets ® Enter appropriate
... or main nurmkbers only L) depal’tmenta| Code

... or group totals anly

Frogram selections /
Ewaluation group 2 to —Ef>
Ewaluation group 3 to o
Ewaluation group 4 to =
Reason for enviranmental inv to _'::>

Further processing options

@ Mo further processing

16




Example of Report

List Edit Goto

Dept Additions

2d 33 i ust 1n & ABC | EIS || Selections

University of Mississippi

Inventory fAdditions

Sorted By Inventory Number

Dept|Use|Location |Roaom Pers. no. [Item Description Serial Number Make |Rpt |Date Bog|vau
[ R inalels] 20Z2R [OAREGRS |DESK GENERAL OFFICE SED  |395 | B1/01/41965(1 P20
[N finalels] BALSE OOAREGRS [CONVEYOR  BELT KN |01B | B3501/1967 |1 507
Cco |1 Haez2 1024 oaeRzzo1 [RACK RELAY METAL HIS | 410 |BESO1/41978(1 Fa3
[ Haeg2 118 0OARe516|BURSTER SELECTRONWIC | 1850 OPF  |149 |1@/01/41978(1 Fag
CC |G [hE41 126 COAQOOES |[RECORDER CASSETTE 16532 SHE 404 | B5/01/1979(1 168
CCo |1 ylele 1024 OOAQOOES [RADIO BASE STATIOW |UFES4L MOT |144 | 65701419781 Fog
[ R ylale 115 [OARESE1 6 |REFRIGERATOR ELEC HO|83RA187A FGR |37 | B4/01/41979(1 241
[ R EQ15 #HH OOAREY 25 FULLSIZE WAM, CARGO/|CGEL188U173982 CH 368 | BESOT/1978(1 Faz
[ a4 Al ooend 410 |DESK SECRETARY WoOD UKN 167 | B4/01/1980(1 253
Cco |1 Haez2 118 00ARe516|BURSTER SELECTRONWIC | 2118 SR3  |184 |09/s01/1981 |1 P42
o |1 A4 e QAo 418 | TYPEWRITER ELECTROMI| 122428 IBM (362 (03/01/1985|1 Pad
CCo |1 ylele 102 OOAQEs1 6 |CONYVERTER COMPUTER P|10494 IBM (232 (09/01/1985|1 Fa3
[N alale 102 [OARRS16|DETECTOR MOISTURE KN |214 | 63701419841 Fa8
[ R ylale WHSE HOAREET 6| TERMINAL KEYBOARD 2724 085|222 |11/01/41984 1 Fa3
[N ylale WHSE HOAREET 6| TERMINAL KEYBOARD 2816 085|222 |11/01/41984 1 Fa3
Cco |1 Baar 421B OOARO962 [ TERMINAL KEYEOARD 2884 055|222 |11/01/41984 |1 Fas
[ EQ15 am 0aan1 912 [ TERMINAL KEYEOARD 2874 055|222 |11/01/1984 |1 Fas
CCo |1 aa4 126 COAQOOES [ TERMINAL KEVBOARD 2747 055 |222 |11/01/1984 1 Fa3
CCo |1 ylele WHSE COAQEET 6| TERMINAL KEVBOARD 2761 WYS 286 | 11701719841 Fa3
[ R EQ15 123 [EAREY 25 05CILLOSCORE BO11282 UKN | 206 | 6701419831 PG4
CC|C [MBBZ2 102 [OARESE1 6| COMPUTER RO525 TLY |291 | B4/01/1986(1 Fa4
CC|C [MBBZ2 102 HOARS1 6 | COMPUTER ROG613 TLY |291 | B4/01/1986(1 Fad
Cco |1 a4 3oz oaend FeE | COMPUTER BOGEEQ444 ZRC | 375 | B5/01/1986(1 Foz
o |1 EQ15 103 QAo 25| PRINTER COMPUTER 12020228 EP2 |241 |BESO1/1986(1 P14
CCo |1 ylele 102 OOAQes1 &6 |CONYERTER COMPUTER P|E1-12231 IBM (243 (08/01/1986|1 Fo4
[N alale 1024 [OANDOES [MODEM DATA PRECESSIN W-T |249 | 62501419871 P14
[ B aad a0z oeanzo1 ¥ IMICROGCOMPUTER 61 FEERRZG ZRC 1249 1@2/01/41987 1 F13
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