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Banner Fixed Assets Custodian

Managing fixed assets in the Banner System

The Banner Fixed Asset System is a real-time on-line system for maintaining up-to-date fixed asset
records. Each department identifies a fixed asset custodian who is responsible for maintaining the
asset records, and conducting an annual inventory.

To assist custodians in this process, training sessions will offer hands-on instruction on navigating and
using the fixed asset system, as well as this user guide.
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VCU Fixed Assets Polices and Procedures
The Fixed Asset Custodian must:

* Read and UNDERSTAND the FA policies

* Maintain assigned assets in Banner for the required annual FA audit, due by June 30 each year.
— See policy 10.30

» All assets are assigned to a Fixed Asset Custodian ID or FC #.
— This number is assigned by Fixed Asset Accounting

The VCU Controller’s Office provides this documentation at
http://www.controller.vcu.edu/finreporting/fixedassets.htm

Please review the Fixed Assets Policies and the Quick reference guide.
http://www.controller.vcu.edu/finreporting/FixedAssetPolicies.pdf
http://www.controller.vcu.edu/finreporting/propmgtquick.htm

Paper forms that are frequently used:

- Each Fixed Asset Custodian must conduct an annual inventory of all equipment that is in their
department.

- If there is a change to the departmental property custodian, use the following form:
http://www.controller.vcu.edu/finreporting/custodianchange.pdf

- Any asset used off-site must have the proper form completed, found at
http://www.controller.vcu.edu/finreporting/offsitequipment. pdf

- Any equipment (with a value of $2,000 or greater) that is donated, fabricated, found, transferred
from another University or Agency or purchased with a departmental American Express Card needs
to added to your departmental inventory. Please use the following form:
http://www.controller.vcu.edu/finreporting/Addequipinventory.pdf

Contact Information:

- Fixed Asset questions:
o0 Connie Jefferson, Fixed Assets Accounting
(804) 828-0848, ctjeffer@vcu.edu
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FFRPROP — Fixed Asset Property Report

The Fixed Asset Custodian must maintain all fixed asset information in Banner assigned to them.
Use this report to verify the required annual audit.

* Note: In Banner, asset numbers are nine positions, using two leading zeros and two
zeros at the end. Example: 009851400.
» All assets are assigned to a Fixed Asset Custodian ID or FC #.

To obtain a report of all asset numbers assigned to a specific Fixed Asset Custodian ID or FC #:

Obtain FC # from Finance
Sign on to Banner
Key FFRPROP in the Go To box. Press Enter. (The GJAPCTL form will open.)

Next Block, ( Eﬂ or Ctrl/PgDn) twice to move to the Parameters block
Chart of accounts: Enter “V” in the Values field.

a. Use keyboard arrow key or scroll bar to choose parameters
Custodian ID: Enter “FC...” number in the Values field.
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7. Next Block, (E or Ctrl/PgDn) to move cursor to the Submission block.
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8. Save (EIJor F10). Report
lis file name will display in the Loafile: fgrargh_3757
Status line Record: 1/1

9. Click Options> Review Output (GJIREVO).
10. Double click in the File Name field.

11. Double click on the .lis file name. This opens the report.

Avallable Files e e e e e e e e e e e e e e e e e Ee e e Ee e e e e e e e e
Find|ffrorop_37451.1% m\‘&ﬁ‘lﬂ \
: d.;"ﬂ\e 2008

Cutput File Name e e ™
- ffrorop 37451 .lis e
ffrorop_37451.100
- e I gt o i o i et . ’- R

Record Count

12. Click: Options > Show Document (Save and print file)
13. Message will appear:

® You have selected to Show File (ffrprop_37451 lis) in a

browser. Do you wish to continue?

14. Click Yes
15. In the menu bar, click File > Save as, to save file as a text file and manipulate as
needed.
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FFAMAST- Fixed Asset Master Maintenance Form
Use the Fixed Asset Master Maintenance Form to update information on existing asset records.

Update fixed assets information:
Key FFAMAST in the Go To Field, press Enter.

Enter the asset number to update.
Click Action: drop arrow and choose Permanent Tag - Update Asset

Next Block, ( ﬁ or Ctrl/PgDn)
Update the asset description only.

Pw NP

" Fined Asset Master Maintenance FRAMAST 7.1.0.1 (TEST)

Asset Tag: 908011800 ~ Action: 4
Origination Tag: iTﬂDN-E-'I‘!'? Origination Tag Date:
Permanent Tag: irgnsnugnn [+ Permanent Tag Date:
Primary Tag: I ﬂ
.' Subordinate Type: [Hnne -| Last Adjustment Date;
| a Origination Tag Cancel De
|| Asset Description [van, Chevy =]
Commuodity: [ ] _'_I Capitalization Indicator:
Linit of Measure: iE:-'c_ (= EACH System Status Code:

=
5. Save( or F10).

6. Next Block, ( @ or
Ctrl/Pg Dn) to up ate Origination Tag: |T00942497 Permanent Tag:  [908011900 |Van, Chewy
Only the f|e|dS beIOW. Acquisition Method: Epurchased
Acquisition Date: 01-aUG-1939 [

e Make

e Model Number Make: [chevy

e Manufacturer Model: [se5

Name Manufacturer: |Ford
X Serial Number or YIN: |
i Serlal Number Part Number or Yehicle Tag: |DDDD?QDDSD

=
7. Save ( or F10).
Look for Confirmation message in the Status Line.

8. Exit (Elor Ctrl/Q) or Rollback (.Jor Shift/F7) for more asset updates.
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FFATRAN — Fixed Asset Transfer
Update/Transfer custodian number, condition, and/or physical location of an asset.

Key FFATRAN in the Go To field, press Enter.

1. Permanent Tag: Key the asset tag number of the equipment you are changing the
custodian name or its location. Description will populate. (Ex: 00XXXXX00 — 9 digits)

2. Next Block, ( T/EJF I or Ctrl/PgDn).

3. Click OK if message appears as below. Current info will then be displayed.

4. Click Options > Transfer Information
5. Press Tab to move to Locn To: or Custodian To:, to update information

6. Click the Search icon to retrieve list of values.

- L
Activity Date: ol
i
COA To: F[Evirginia Commonwealth University i
Orgn To: 1639 [*|vwCUnet Do Mot Use
Locn To: 2428HM [_Techmologv Admin BldgRoom 0D1-114 4
. /_ﬁﬁ }
Grant To: | Search i
Custodian To: |Fca39m:|nn [¥][David Wan Mest, Fixed Custadian
Multiple Phone: |— Phone: Type: *
- o o A S el o I e o sl . ___,Mr_u—hnj

7. This will open the FTVLOCN, or the FOIIDEN form.

e To search for a specific value:

e Enter Query ( @ |or F7). Click in the Title Field for location, or Last Name field
o Note: you must surround the name with %...% as shown in the examples.
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FFATRAN — Fixed Asset Transfer, Continued

1. For FTVLOCN - In the Title field, Key: %Building%Floor%
i. Note: First letter must be upper case. Example: %Sanger%11%

2. Execute Query ( or F8) to see list of results.

File Edit COptions Block Item Record Query Tools Help

1
= ﬁlfﬁ«B@lf%%ﬂ@l%[%w %) [ T gk |

Airty
‘alidation FTWLOCH 7.0 f el el e e e e L e e L e L e e

._4___ Location Code

Chart of Location
Accounts Cudff_.f-'

OR, For FOIIDEN,

1. Inthe ID field, key %FC%

2. InLast Name field, enter %Lastname% if you desire to find a specific person, or leave
Name field blank to see all FC numbers.

Note: First letter must be upper case. Example: %Smith%.

File Edit Qptions Block [tern Record Query Tools Help

(BRoBR RABRR %% ZEE Q&

T
"mFinance Person Search FOIIDEN 7.0 (TESI: h

Execute Cluery

1D Last Mame

% Snith 3|

I (—

H

il e,
|
3. Execute Query ( or F8) to see list of results.
4. Scroll down until you find the desired value and double click the on the line, to return
the custodian information to the FFATRAN form.

a. Note: Cursor must be in the Chart of Accounts, or ID field.

In the FFATRAN form, Tab to Transfer Reason field and enter reason.
Tab to Condition Code and click the Search icon to enter a condition if desired.

N

=
3. Save ( or F10). Look for Confirmation message in the Status Line.

4. Exit ( or Ctrl/Q), or Rollback (._Ior Shift/F7) for more asset updates.
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FFAADJF — Dispose of Capitalized Asset (Assets $5,000.00 or greater ONLY)

To dispose of capitalized asset by retirement, surplus, or any disposal method (stolen, fire, trade in etc.)
of assets with a value of GREATER THAN $5000.00 only!

**Go to http://www.vcu.edu/fmd/fmdsurplus.htm and print and complete the Surplus Property form prior
to deleting assets in Banner.

Key FFAADJF in the Go To field, press Enter.

1.

2.

© N

10.

11.

12.

13.

14.

15.

Document Code: Key the word NEXT and press Tab

Function Code: Click drop box Function Code: v

Double Click : Write Off

Next Block, ( T/EJF I or Ctrl/PgDn).

Find|%

Description: Key reason for disposal (Maximum of 35 Characters allowed)

Next Block, (J or Ctrl/PgDn).

Permanent Tag: Enter fixed asset number. (Ex: 00XXXXX00 — 9 digits)
Tab to Disposal Method: field (**May take a few seconds to populate mformatlon )

T e S T s e
P tT Tub
Click Search icon and double click on the desired '."ma"e" o i
. Disposal Method: ,E[_ Met Bo
disposal code. % PR
5 é

Next Block, ( VEF I or Ctrl/PgDn). R e

The Adjustment Balancing/Completion block will open

The Status Line will display

FREM-40400: Transaction complete: 2 records applied and saved. ]
! | =05C> 1
Transaction complete: 2

Record: 11 | o |

records applled and saved "eh adjustrent Balancing/Completion FF&8DIF 7.1.0.2 (TEST) &
Document Code: MO0O0317
Transaction Date: 11-DEC-2006

Asset Data Record Count: 1

Click on the Complete icon

Input

Asset: 0.00
Accounting: o.00

The status line will display Document
MXXXXXXX completed and forwarded to Complete: @ In Process:
the posting process. Complote]

- ———— - e
E

T T — s mpar i =T eel rra

. Docurment MOOO0318 completed and forwarded to the Posting process
Exit (Eor Ctrl/Q), or Rollback ('J [ Record: 1/1 || | | | <0sC=

|

or Shift F7) for more asset updates.
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FFIMAST -- Fixed Asset Master Query
*This is Query Only — No changes can be made here

Key FFIMAST in the Go To field, press Enter.

1. Asset Tag: Enter asset number. (Ex: 00XXXXX00 — 9 digits)
a. Next Block, ( Eﬂ I or Ctrl/PgDn) to cycle through the information blocks.
2. Master Information, View Description, Total Cost etc.

a. Next Block, ( VEE‘ I or Ctrl/PgDn).

3. Acquisition Information, View Make Model, Serial, Title to, etc.

a. Next Block, (E or Ctrl/PgDn).

4. Procurement Information, View Vendor, Custodian Name and Number, Location

a. Next Block, ( VEE‘ I or Ctrl/PgDn).

5. Funding Source Information, View Index, Fund, Orgn, Acct

a. Next Block, (E or Ctrl/PgDn).

6. Capitalization Information, View Accumulated Depreciation

a. Next Block, ( VEE‘ I or Ctrl/PgDn).

7. User Fields, not used at this time

a. Next Block, (E or Ctrl/PgDn) to return to Master Information block.

-
8. Exit (Elor Ctrl/Q), or Rollback (_Ior Shift/F7) for more asset updates.
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