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Adding a New Fixed Asset 
Each fixed asset is set up on a fixed asset card. The card contains information about the fixed assets. Once the card is completed, the opening acquisition values can be posted either through a purchase order invoice, a payables invoice, or a journal entry. It is recommended if you use the purchases module, to add acquisition values through that module. This gives you the ability to drill back to the original purchase invoice. 
Fixed assets can also be grouped in various ways, for example, by class, department or location.
Creating a New Fixed Asset Card
1. In the Search box, enter Fixed Assets, and then choose the related link.
2. On the Home tab, in the Manage group, choose New to create a new fixed asset.
3. On the General FastTab 
1. In the No. field, if the system is setup to assign a number, then tab down to the next field and the number will populate. If your system is setup to manually assign a number then enter the number. 
2. In the Description field, enter a description for the asset.
3. In the Serial No. field, enter the serial number of the asset (optional).
4. In the Main Asset/Component field, choose either Main Asset, Component, or if this is to be recorded as a standalone asset, leave the field blank (most common). Note: If you are using main assets and components, the main asset should be set up first. 
5. In the Component of Main Asset field, if you chose Component for step 4, then use the pull down list and choose the main asset number this component belongs to. 
6. The Search Description field populates from the Description field, but can be overridden.
7. In the Responsible Employee field, enter the employee responsible for this asset. (Optional).
8. Check the Inactive box if this fixed asset is inactive. 
9. Check the Blocked box if this fixed asset is blocked. Note: Cards can be created at any time and blocked until ready to enter purchases against. If an asset is not blocked it will be selected for depreciation. If there is no opening value at the time depreciation is run, you will receive an error and you will have to come back in and block the asset and re-run depreciation. 
10. The Last Date Modified field updates as you work with the card. 
4. On the Lines FastTab
1. In the Depreciation Book Code field enter Company.
2. In the FA Posting Group field enter the appropriate code. 
3. In the Depreciation Method field enter the appropriate code. See the help files for further detail on each of the methods listed. 
4. Leave all other fields blank until acquisition costs are posted. 
1. Once costs are posted
1. Enter the Depreciation Starting Date
2. Enter the No. of Depreciation Years OR the No. of Depreciation Months. The other field will calculate based on your entry.
3. The Book Value field will auto populate based on the ledger entries for this asset. 
5. On the Posting FastTab
1. In the FA Class Code field, enter the appropriate code.
2. In the FA Subclass Code field enter the appropriate code. (Optional).
3. In the FA Location Code field, enter the appropriate code. (Optional).
4. Leave the Budgeted Asset checkbox blank.
6. Ignore the Maintenance FastTab. If you plan on using the maintenance tracking, see the “Fixed Asset Maintenance” instructions. 
7. Assign dimensions (if applicable). On the Navigate tab, Fixed Asset group, select Dimensions. Enter the dimensions as needed. If this asset should be posted to multiple dimensions by percentage select the correct posting group in step 4.2. 
8. To attach a picture of the asset on the Navigate Tab, Fixed Asset group, select Picture. Right click on the picture box and browse to the picture. (Optional).
9. Close the window.
Posting Acquisition Costs from a Purchase Invoice
Fixed assets can be purchased through a purchase order or a purchase invoice. The process is the same noting a couple of exceptions on the lines as outlined below. The same changes would be made when processing a credit memo against the acquisition cost as well. 
1. On the Line FastTab 
1. In the Type field select Fixed Asset
2. In the No. field select the fixed asset number. (At the very least a card with a fixed asset number must be started.)
3. In the FA Posting Type field select Acquisition Cost. Note. This column is not shown by default. 
Posting Acquisition Costs from a Fixed Assets Journal
Use this process only if this transaction should NOT be integrated with the general ledger. Items in the fixed asset journal are only posted to the fixed asset card. 
1. In the Search box, enter FA Journals, and then choose the related link.
2. In the FA Posting Date enter the posting date for the transaction.
3. In the Document Type field select the appropriate type.
4. In the Document No. field enter a document number for this transaction if assigned manually or tab from the field if the system is setup to assign the number.
5. In the FA No. field enter the fixed asset number.
6. If setup on the card, the Deprecation Book Code will auto populate.
7. In the FA Posting Type field, select Acquisition Cost.
8. In the Amount field enter the amount cost of the asset.
9. All other fields are optional and can be completed as necessary. For further help on a field, select the field and press F1 for system field help. 
10. On the Home tab, in the Process group, choose Post to post the entry.
Depreciate or Amortize Assets
Calculating Depreciation or Amortization Automatically
1. In the Search box, enter Calculate Depreciation, and then choose the related link.
2. On the Options FastTab, fill in the fields.
1. Depreciation Book. Enter Company.
2. FA Posting Date. Enter the posting date for the depreciation. Hint: Typically the last day of the month. 
3. Use Forced No. of Day. Check the box if you want to force the number of days of depreciation. 
4. In the Forced No. of Days field, if you checked the box to force the number of days, enter the number of days of depreciation to force. 
5. In the Posting Date field enter the posting date for the general ledger postings. 
6. In the Document No. field enter a document number for the batch.
7. In the Posting Description field, enter a posting description for the batch.
8. Check the box for Insert Bal. Account. This automatically creates the balancing lines based on the FA Posting Group setup.
3. On the Fixed Asset FastTab, you can set a filter to select the assets that you want to depreciate. Leave blank to depreciate all the assets. 
4. Choose the OK button to calculate the depreciation.
The batch job calculates the depreciation and creates lines in an FA G/L journal.
5. In the Search box, enter FA G/L Journals, and then choose the related link to open the Fixed Asset G/L Journal window.
(In the No. of Depreciation Days field you can see how many days of depreciation have been calculated.)
6. On the Home tab, choose Post to post the journal.
Viewing Fixed Asset Ledger Entries
1. In the Search box, enter Fixed Assets, and then choose the related link.
2. Select the fixed asset that you want to view.
3. On the Navigate tab, in the Fixed Asset group, choose Depreciation Books.
4. In the FA Depreciation Books window, on the Navigate tab, choose Ledger Entries.
The No. of Depreciation Days field shows how many days of depreciation have been calculated.
5. Select a line. On the Actions tab, in the General group, choose Navigate.
6. In the Navigate window, select the FA ledger entry line. On the Actions tab, choose Show.
7. Close the window.
Cancel or Recalculate Depreciation
1. In the Search box, enter Depreciation Books, and then choose the related link.
2. Select the relevant depreciation book. On the Home tab, choose Edit to open the Depreciation Book Card window.
3. On the Options FastTab, fill in the fields.
4. On the Fixed Asset FastTab, set a filter to select the assets for which you want to cancel entries.
5. Choose the OK button to start the batch job.
6. Close the window.
7. In the Search box, enter FA G/L Journals, and then choose the related link.
You will see that the FA Error Entry No. field has been filled in.
8. On the Home tab, choose Post to post the journal.
The lines are posted as FA error ledger entries.
Viewing Fixed Asset Error Ledger Entries
1. In the Search box, enter Fixed Assets, and then choose the related link.
2. Select the fixed asset that you want to view.
3. On the Navigate tab, in the Fixed Asset group, choose Depreciation Books.
4. In the FA Depreciation Books window, on the Navigate tab, in the Depr. Book group, choose Error Ledger Entries. The FA Error Ledger Entries window appears.
5. Close the window.
6. In the FA Depreciation Books window, on the Navigate tab, in the Depr. Book group, choose Fixed Asset Statistics to open the Fixed Asset Statistics window.
Printing Asset Book Values
1. In the Search box, enter FA Book Value 01 or FA Book Value 02, and then choose the related link.
2. The Options FastTab is identical for the two reports except for the Include Reclassification field on the Fixed Asset - Book Value 02 report, which lets you print reclassified entries.
If you select the Budget Report field, depreciation from the last fixed asset posting date will be calculated until the specified ending date.
3. On the Fixed Asset FastTab, you can set a filter to select which assets to include in the report. If you leave the fields blank, you will get information on all of the assets, except inactive assets.
4. Choose the Print button to print the report or choose the Preview button to view it on the screen.
Note: To get information about write-downs, appreciation, custom1, and custom2 posting types that are included in the Fixed Asset - Book Value 01 report, select the Acquisition Type or the Depreciation Type field in the FA Posting Type Setup window.
Disposing of Assets
Disposal Transactions from the FA G/L Journal
These instructions will debit accumulated depreciation, credit the fixed asset balance sheet account and post any gain or loss to the balance G/L account you select. To dispose or retire an asset without posting to the general ledger, use the following instructions in the FA Journal instead. 
1. In the Search box, enter FA G/L Journals, and then choose the related link.
2. In the Posting Date field, enter the posting date for this transaction.
3. In the Document Type field select the appropriate type. 
4. In the Document No. field enter a document number.
5. In the Account Type field enter Fixed Asset.
6. In the Account No. field, enter the fixed asset number to dispose of.
7. In the FA Posting Type field enter Disposal
8. In the Amount field enter the amount, if any, of the proceeds from the disposal.
9. In the Bal Account Type field enter the appropriate account type. Hint: Most often G/L Account. 
10. In the Bal. Account No. field enter the account number to offset to. 
11. Complete the dimension columns. 
12. Other columns are optional. 
13. On the Home tab, choose Post to post the line.
View Disposal Ledger Entries
1. In the Search box, enter Fixed Assets, and then choose the related link.
2. Select the fixed asset that you want to view.
3. In the Navigate tab, in the Fixed Asset group, choose Depreciation Books.
4. In the FA Depreciation Books window, on the Navigate tab, in the Depr. Book group, choose Ledger Entries.
5. In the FA Posting Category field, select the line with Disposal, and then on the Actions tab, choose Navigate.
6. In the Navigate window, select the general ledger entry line. On the Actions tab, choose Show. The General Ledger Entries window appears. Here you can see the entries that the disposal transaction has resulted in.
Deleting Fixed Assets
You can only delete a fixed asset if the fixed asset has been disposed of, or if there are no entries in an open fiscal year and the fixed asset is not a main asset. Budgeted assets can be deleted without restrictions.
1. In the Search box, enter Fixed Assets, and then choose the related link.
2. Select the fixed asset that you want to delete.
3. On the Home tab, in the Actions group, choose Delete.
4. [bookmark: _GoBack]Confirm the subsequent message.


For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Fixed Assets” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh165398(v=nav.71).aspx
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