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ASSET INVENTORY

®  The document cannot be opened from the confirmation!

|

®  The asset inventory document can be used if the documents - Fixed Assets and Low value
Assets are taken into use. The Asset document and the Asset Inventory document can not be used at
the same time, the data does not move correctly and Directo does not correct errors due to incorrect
use.

A document for assets inventory, which purpose is to verify the status of assets as of selected date.

* Asset inventory document is created to verify the status of assets.

e List of assets must be entered on the asset inventory document.

e Assets actual quantities are entered on the document.

e Asset inventory is proceeded if it is provided.

e Asset inventory is confirmed.

e Date of inventory is verified under changes in fixed assets.

e The inventory document can also be created later, if the fixed asset data has been changed
(calculated depreciation of the next period, moved fixed assets between departments, etc. or
additional amounts added in the future).

« If the fixed assets have been written off, the inventory cannot be created in an earlier period.

» Asset write-off, Fixed asset change, Low Value Asset change or Fixed Asset recalculation
document can be initiated from the confirmed document, to adjust asset quantities, residual
value or characteristics of assets (in charge users, users).

The registry is located Finance - Documents - Asset inventory

Print ~ Writeoff ChangeFA Change VA Recalculate

Assets Inventory DOK gz

Common Proceeding

Number Date Basis Comment
DOK 4 21.03.2022 15:49:24 (3

“/ DOCUMENT FILLMENT

Description Item In charge IN CHARGE NAME

Select filters |WILERTT S

FA FA WA WA
Quantity ~ Counted  Purchase price total quantity  counted  Fixed in purchase price  quantity  counted LV assets purchase price
0 0 0

CHGE

L) Ne. # Code X LVID # Name # Asset comment # Purhcase dat * Amert% * At cost # Residual value * Quantity » Counted # Remaining depr months * Corrected depr months * Type  * Bar code # Comme

L S P

A
u
A
VA
A
A
A
A

1. Document buttons

1.1. Header buttons

New ~ ¢ Save + Confirm Copy ~ @ Discard Delete Attachments Mail ~ Print - Writeoff ChangeFA ChangelVA Recalculate
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e New - opens a new unfilled document.

e Save - saves document.

¢ Confirm - confirms document.

» Copy - makes a copy of the document. The document has all the same assets as on the original
document. There can be only one unsaved draft. Once the new document is saved, a new copy
can be made.

e Discard - the button is active when the document is in draft status (an unsaved changes has
been made to the transaction). After pressing the Discard button, the unsaved changes will be
removed and the document will be in saved status.

e Delete - deletes the document. Asks in advance if you are sure you want to delete.

e Attachments - allows to attach files to the document.

e Mail - allows to send a document by e-mail.

e Print - prints the document.

* Write off - allows assets to be written off. The button is active only on confirmed document.

* Change FA - allows to make changes to the fixed asset. The button is active only on confirmed
document.

e Change LVA - allows to make changes to the low value asset. The button is active only on
confirmed document.

* Recalculate - allows to add asset recalculations. The button is active only on confirmed
document.

1.2. Row buttons

. - different asset fields can be added from here to be used as filters to add all
assets that meet the given conditions at the same time. Must take into account that exact
match is searched when using filters. If filter ,Name" is selected, a word car is typed and button
»Fill in the document” is pressed, then all assets whose name contains the word car, will be
added to the document (for example car, car 1, yellow car etc.).

J - starts the placement from the first empty line based on the previous filters. At
least one filter must be filled for the button to work.

Copy et

* Copy selection - copies the selected rows to the copy buffer. To select rows, press on the row
number. The button is not active if no rows are selected. Copied rows can be pasted from the
row context menu (opens when you right-click on the line number) with ,,paste rows”.

» Delete selection -deletes the selected rows. To select rows, press on the row number. The
button is not active if no rows are selected.

* Bulk insert - allows to fill/place rows based on a spreadsheet (mostly excel). The order in
which the columns should be is listed in the HELP under the Bulk insert button.

. EI]' - these buttons affect the height of the rows.

. |i| - for exporting table or selected rows to Excel.
F 2 . . .
. |—| - from this button row fields can be selected and unselected. Only selected fields are
displayed on the document.
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2. Document fields

2.1. Header fields

Number Date Basis Comment
DOK Q 21.03.2022 15:45:24 (5

Number - document number.

Date - the effect time of the document and the time the transaction is created with.

Basis - text field, is placed on transaction.

Comment - text field, is placed on transaction.

Document fillment - the document fillment fields are optional, based on the document type
and user. Different combinations of fields can be saved and displayed. The document issuer
allows you to place many fixed assets or low value assets at once, for example department
ADMIN all fixed assets or low value assets or user MALLE all fixed assets or low value assets.

®  Only an exact match is placed!

2.2. Row fields

2.2.1. Computational fields above rows

%Quantit;.r Counted Purchase price total quantity counted Fixed in purchase price quantity counted LV assets purchase price
0 0 0

¢ Quantity - total quantity of all assets on the lines (regardless of the type of asset). Quantity
numbers are taken from the Quantity column;

e Counted - total quantity of all counted assets on the lines (regardless of the type of asset);

¢ Purchase price total - total amount of assets purchase price (regardless of the type of asset);

* Fixed asset quantity - total quantity of all fixed assets on the lines;

* Fixed asset counted - total quantity of all counted fixed assets on the lines;

* Fixed in purchase price - total amount of fixed assets purchase price;

e Low value asset quantity - total quantity of all low value assets on the lines;

* Low value asset counted - total quantity of all counted low value assets on the lines;

e Low value assets purchase price - total amount of low value assets purchase price.

2.2.2. Editable fields

e Code - asset name

e LV ID - low value asset ID. If line contains fixed asset, this cell is left blank;

e Counted - counting result entered by user. The field is empty if not countet, if it is counted and
cannot be found, 0 is written. Cannot be bigger than Quantity.

e Corrected depr. months - to be fulfilled if it is desired to change the length of the
depreciation period, number field (integer);

e Comment - text field

e The remaining fields are for information only and cannot be changed in the asset inventory
document.
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3. Fine-tuning

Button on the right side of the header opens the fine-tuning settings.

Preferences X

Personal System

Select asset additional info fields

i Restore | m

¢ Select asset additional info fields - Allows to add asset information fields to document rows.

4. PROCEEDING

e Persons who make the inventory and their roles are filled in Proceeding (also the inventory
commission list).

e All the roles: Controller, Chairman of the commission and Member of the commission are equal
to the Signatory.

More about the proceeding in general: https://wiki.directo.ee/et/menetlus

5. Operation

1. Document is generated from asset inventory register.
¢ Add new button from asset inventory register generates empty document
2. Document rows are filled:

e Using the ,Fill document” button. Button only works if at least one filter is filled;
e Manually, double clicking on code field to add assets from the reqister;

3. Inventory cannot be made in advance of the last transaction (except vehicle fringe benefit
tax). It can be done in the past if no subsequent documents (change, recalculation) have not been
made and no depreciation has been calculated. Vehicle fringe benefit tax can be calculated.

4. Only existing assets can be placed on the document (assets that have not already been written
off).

5. If the asset is on another inventory page with quantity 1 and confirmed, it can be selected to the
next inventory document with the same date.
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6. Asset inventory can be proceeded;
* The list of proceederers is also the list of the Inventory Committee.
7. Confirming the document:

e The time of the document must be later than the last time the assets on the document rows
were modified (except vehicle fringe benefit tax transaction).

8. As a result of confirming:

e Document is locked;
o Write-off, Change FA, Change LVA and Recalculate buttons are activated.

9. Write-off button creates the asset write-off document for those lines which counted quantity is 0. If
you want to make an asset write-off document only for the selected assets, the lines should be
activated before pressing the ,Write off* button.

10. ,Change FA" button creates a Fixed Asset change document. ,Change LVA" button creates a Low
Value Asset change document.

11. ,Recalculate” button creates a Fixed Asset recalculation document. If you want to create a Fixed
Asset recalculation document only for the selected assets, the lines should be activated before
pressing the button. Fixed asset recalculation is calculated as follows: Month depreciation (on Fixed
Asset card) * Corrected depreciation in months (on Asset Inventory document) = Recalculation (on
Fixed Asset Recalculation document)

12. Fixed Asset inventory card shows the last confirmed inventory of the asset. The information of all
inventories is stored in the history and the information is available from the reports.

6. Frequently Asked Questions

6.1. How can | place all the LV IDs at once?

If there are more than one low value assets on one low value asset card and it is necessary to place
all low value assets at once:

e select CODE from DOCUMENT FILLMENT filters
e place CODE to low value asset cell
e press Fill document.

This will place all LVIDs on the document that are not currently written off.

Assets Inventory 100064 & Last changed by

Common Proceeding

Number Date Basis Comment
100064 20.06.2022 07:57:59 B

~ DOCUMENT FILLMENT

Code Object Project User In charge

C Select filters |G EETIENS
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6.2. How can | mark quantity 1 for all assets on the inventory page

¢ Transfer the assets in the list to excel

Assets Inventory €D

Common  Proceeding

Number Date Basis Comment
G10 Q| 26062024 8

\/ DOCUMENT FILLMENT

Class

Asset Type
:
FA Fi Fixed in purchase LVA LVA LV assets purchase *
Quantity Counted Purchase price total quantity counted price quantity counted price
0 0 0
No. [J ~ Code # Account:asset  ~ LVID # Name

# Asset comment # Purhcased ~ Amort% #

Atcost # Residual value ~ Quant ~ Counter # Remainingc_

e Fill in the quantities

e With the bulk insert, place the excel table back with the Fill empty option and from row no. 1,
the filled cells will be placed in the empty fields.

Bulk insert

ite existi ~Erom row no
Fill empty

1 I Fill document

6.3. How can | add comment for several assets at once on the inventory page
or change Depr months

¢ Transfer the assets in the list to excel

Assets Inventory €D

Common | Proceeding

Number Date Basis Comment
G10 Q 26.06.2024 e ]

s DOCUMENT FILLMENT

Class Asset Type
v Fil document
FA FA Fixed in purchase LVA LVA LV assets purchase *
Quantity  Counted  Purchase price total quantity  counted price quantity  counted  price
0 0 0
No. (J # Code # Account:asset < LV ID # Name

# Asset comment # Purhcased ~ Amort% #

Atcost ~ Residual value ~ Quant # Countel # Remainingc_

e Fill in either the Comment field and/or the Corrected depr months field for all or selected
assets

 Place the excel table back with the bulk insert with the option Fill empty and from row no. 1,
then the filled cells will be placed in the empty fields.

Bulk insert

ite existi ~Erom row no
Fill empty

1 I Fill document
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6.4. Some fixed asset cards are missing quantity and inventory is missing
quantity

When new fixed asset documents are introduced and some fixed assets are missing quantities

e Export asset cards with quantity field

Table | Asset Nl Choose fields to Export | EXPORT

Datafield Parameter Separator: Field separator: File type: UTF-8
Field Filter
1 CODE
2 KOGUS
3 CLASS
4 NAME

e Check the quantity information on the fixed asset cards and write the correct quantity
e Import quantity back

Table [Asset | M| Choose fields to import Ionly old ones | [J Create related Cards IMPORT

Keyfield: | ~| Check| ~ | Datafield Parameter Separator Line feed separator

Enter import data or upload text file in | UTF-8 v format:l Choose File ] No file chosen
PV1001

3

PV1002
PV1003
PV1004
PV1005
PV1006
PV1007
PV1008
PV1009
PV1010
SIHT001
V1001
V1002
V1003
V1004
V1005
V1006
V1007
V1008
V1009
V1010
V1011
V1012
V1013
V1014
V1015
V1016
V1017
VV1018

1. Code
2. kogus
ax code at the moment:

e |f necessary, you can correct other fields of fixed asset cards or add information with bulk
import

I\JI\JMM——M—MMEMMMWWM&———————AAA

7. Examples

7.1. During inventory, it is found that the useful life of a Fixed asset is
shorter

If the inventory of fixed assets reveals that the useful life is shorter, it is possible to revalue the fixed
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assets downward, leaving the depreciation rate the same. To do this, we estimate the number of
remaining depreciation months and write it in the column Corrected depr months.

Assets Inventory 100077 @I Last changed by JANE (17.10.2022 at 19:56:15)
Common Proceeding
Number Date Basis Comment &
100077 30.09.2022 ::] amordi korrigeerimine kuudes

v DOCUMENT FILLMENT

No fields selected | Select filters

FA FA Fixed in purchase LVA LVA LV assets purchase
Quantity  Counted  Purchase price total quantity  counted price quantity  counted price
1 1 1000 1 1 1000
BAEA = B2

No. (J #Code ~#LVID # Name ~ Assetcomment * Purhcasedate ~ Amort% # Atcost # Residualvalue # Quantity # Counted # Remaining depr month: * Corrected depr months * Type ~#1

Q s Q Sear( Search Search =) Search Search Search Search Search Search Search Seart

1 UUSPV20 Kontoritel 01.01.2022 20 1000 988.33 1 1 59TA v

The number of months of recalculated depreciation

By creating a fixed asset recalculation document from the asset inventory document, the
recalculation amount is calculated immediately. The recalculation amount = Corrected depr months*
Month depreciation

Fixed asset recalculation 100160 €D Last changed by JANE (18.10.2022 af

Related documents: transaction
Common Proceeding

Number Date Comment
100160 30.09.2022 =]

~ DOCUMENT FILLMENT

No fields selected | Select filters
Bulk Insert... [

No. [J # Code # Name # Commen # Purhcasedate ~ Amort% ~# Purchase pricetotal ~ Depreciation ~ Residualvalue # Recalculation ~ Change #~ At cost
Q Seart Search Search 5] Search Search Search Search Search Search Search

1 UUSPV20 Kontoritel 01.01.2022 20 1000 11.67 988.33 571.67 -416.66  Yes v
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