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Fixed assets are long-term tangible assets that are used to conduct business. Examples of fixed assets include vehicles, furniture, land and buildings, and computer equipment. The Fixed Assets granules can be used to track acquisition, depreciation, appreciation, and the sale or disposal of fixed assets. They can also be used to track maintenance and insurance for fixed assets. 
Each fixed asset is setup in a fixed asset card, in which you enter basic information such as fixed asset number, description, serial number, fixed asset class, and location. An asset can be made up of several assets. After setting up cards for all of the fixed assets, you can link the main asset and its components together.
You must link one or more depreciation books to each fixed asset. The depreciation books allow you to define the depreciation methods and related conditions to be used when calculating depreciation.
You can also use depreciation books to integrate fixed asset posting with the general ledger. If you integrate posting related to fixed assets (purchases, depreciation, and disposal of fixed assets) with the general ledger, then you must set up links to the necessary accounts in the general ledger. This is done through fixed asset posting groups. The posting groups are entered in the depreciation books, which in turn are linked to the fixed asset cards.
Note: This set of instructions builds upon each other. If you choose to name something different, you may need to carry that difference through to other steps. 
Setting Up Fixed Assets
FA Setup
1. In the Search box, enter FA Setup, and then choose the related link in Financial Management.
2. Fill in the General FastTab fields.
1. Default Depr. Book. Choose Company. 
2. Allow Posting to Main Assets. Check the box if you will have multi component assets that will roll up to one main asset. 
3. Allow FA Posting From. Enter the earliest date you can post fixed asset ledger transactions to. You can also leave this field blank.
4. Allow FA Posting To. Enter the last date you can posting fixed asset ledger entries to. You can also leave this field blank.
5. Insurance Depr. Book. Leave this field blank for now. If you choose to use insurance tracking, you will be instructed to come back and fill this field in later. 
6. Automatic Insurance Posting. Leave this field blank for now. If you choose to use insurance tracking, you will be instructed to come back and fill this field in later.
3. Fill in the Numbering FastTab fields.
1. Fixed Asset Nos. Use the pull down menu and select Advanced in the lower section of the pop up. The No. Series List should now be showing.
1. On the FA code
1. If manually assigning numbers check the box for Manual Nos. 
2. If having the system assign numbers, choose a starting number and check the box for Default Nos. 
2. Click OK 
2. Insurance Nos. Leave this field blank for now. If you choose to use insurance tracking, you will be instructed to come back and fill this field in later.
3. Click OK. 
Fixed Asset Accounting Setup
Posting Groups
Think of this setup in two pieces. You could have assets that are 100% depreciated to one set of dimensions. For these assets you can keep posting groups generic, for example, vehicle, plant equipment, or building. These are generally the fixed asset and accumulated depreciation account set up in your general ledger. Dimensions are then assigned to the asset on the fixed asset card. 
The next set would be made up of assets that are depreciated to multiple dimensions. Think of a building that houses administration, a packing warehouse, and a day habilitation program where depreciation is split by square foot to each of these areas. For assets like that, you need to set up a unique code.  The splits for depreciation, disposal, etc. will follow the percentages set up to follow that posting group code instead of the asset itself.  
For fields that require general ledger account numbers, you can either enter the number manually or use the pull down arrow and select from the COA list. 
1. In the Search box, enter FA Posting Groups, and then choose the related link
1. Code. Enter a unique code for the posting group. Hint: Start with your fixed asset categories in your chart of accounts or generic categories like vehicle, plant equipment, etc. Then work on codes that will split into multiple dimensions.
2. Acquisition Cost Account. Select the balance sheet account for this groups acquisition cost. 
3. Accum. Depreciation. Enter the depreciation expense account number.
4. Acq. Cost Acc. On Disposal. Same account number as the Acquisition cost. 
5. Accum. Depr. Acc. On Disposal. Same account number as the Accum. Deprecation.
6. Gains Acc. On Disposal. Enter the account number to be credited when there is a gain on disposal of the asset.
7. Losses Acc. On Disposal. Enter the account number to be debited when there is a loss on the disposal of the asset. Can be the same as the gain account. 
8. Maintenance Expense Acc. Leave blank for now. If using maintenance accounts, you will be instructed to complete this field later OR if you know you will be using maintenance accounts, enter the expense account that should be debited when maintenance is booked to this groups assets. 
9. Depreciation Expense Acc. Enter the depreciation expense account number.
10. The remaining columns are for appreciation of assets. These are less common. If you need assistance with the setup, please contact Vertex. 
11. If you have posting groups that need splits between multiple dimensions please see the “Allocation Keys” instructions before moving from FA Posting Group setup. 

Allocation Keys
Transactions can be allocated to various departments and/or projects, according to user-defined allocation keys.
1. In the Search box, enter FA Posting Groups, and then choose the related link.
2. Select the posting group you need to set up allocation keys for and on the Navigate tab, in the Posting Gr. group, select Allocations, and then choose a posting type. The FA Allocations window appears. The remaining instructions can be used for any posting type selected. Note: At minimum set up the depreciation (and maintenance if you know you will be using it) allocation keys. You can always come back and set up allocations for the other categories if needed.
1. In the Account No. field enter the account number for this allocation, i.e. the depreciation expense account. 
2. The Account Name will populate based on the account number selected.
3. In the Allocation % enter the percentage for this line. 
4. On the Navigate tab, Line group, select Dimensions. 
1. Enter the dimensions for the line selected. 
5. Repeat these steps until you have allocated 100% of the posting group. 
Journal Templates and Batches
A template is a pre-defined layout for a journal. A template is automatically created the first time you open the Fixed Asset Journal. You can set up additional templates. The batch you will be setting up will be used for ongoing monthly depreciation. 
1. In the Search box, enter FA Journal Templates, and then choose the related link.
2. In the Name field, enter Assets
3. In the Description field enter Fixed Asset Journal
4. In the No. Series field, enter FAJNL-GEN.
5. In the Posting No. Series enter FA DEPR
6. Leave the Recurring check box blank. 
7. In the Source Code field enter FAJNL. 
8. The Reason Code is optional. 
9. With the Assets line highlighted, on the Navigate tab, in the Template group, choose Batches.
10. On the Home tab, New group, choose New.
11. In the Name field enter Depr. 
12. In the Description field enter Monthly Depreciation.
13. In the No. Series field enter FAJNL-GEN.
14. In the Posting No. Series field enter FA Depr.
15. The Reason Code is optional.
16. Click on the OK button.
Setting Up Depreciation Books
Depreciation books are used to define the depreciation methods and related conditions to be used when calculating depreciation of fixed assets.
Many agencies will require only one depreciation book. You can set up multiple depreciation books to accommodate different types of depreciation for the same fixed asset and you can attach multiple books to each fixed asset. For example, you can use different methods of depreciation when preparing financial statements versus income tax returns. Only one depreciation book can be linked to the general ledger. The instructions below are to setup for ongoing monthly depreciation. 
1. In the Search box, enter Depreciation Books, and then choose the related link.
2. On the Home tab, New group, select New.
3. On the General FastTab 
1. In the Code field, enter Company.
2. In the Description field, enter Company Book. 
3. In the Default Final Rounding Amount. If the remaining book value after depreciation is calculated is less than the amount entered in this field, the remaining value is added to the final depreciation and the asset will be depreciated 100%. If 0.00 is chosen, no rounding will take place. 
4. Default Ending Book Value. Enter 0.00.
5. In the Disposal Calculation Method. Choose between Net or Gross. Hint: Net is more common.
6. Leave the Subtract Disc. In Purch check box blank.
7. Check the box for Allow Corrections of Disposal
8. Check the box for Allow Changes in Depr. Fields
9. Leave the VAT on Net Disposal Entries/ TAX on Net Disposal Entries blank.
10. Leave the Allow Identical Document No. field blank if you do not want to allow duplicates.
11. Leave the Allow Indexation checkbox blank.
12. Leave the Allow Depr. Below Zero checkbox blank.
13. Leave the Allow more than 360/365 Days checkbox blank.
14. Check the box for Use FA Ledger Check. 
15. Check the box for Use Rounding in Periodic Depr.
16. Check the box for Use Same FA+G/L Posting Dates.
17. Leave the Fiscal Year 365 Days checkbox blank.
4. On the Integration FastTab check the boxes for G/L Integration.
5. On the Duplication FastTab leave all the fields blank.
6. On the Reporting FastTab leave all the fields blank.
Setup Posting Types
For each depreciation book you must set up how to handle various posting types. There are defaults in the system. You cannot insert or delete lines in the setup window. You can only modify the existing lines. Important: It is recommended that you do NOT change the setup for depreciation books for entries that have already been posted. Changes will not affect the entries that are already posted, which would make depreciation book statistics misleading. 
1. In the Search box, enter Depreciation Books, and then choose the related link.
2. Open the depreciation book you want to work with. 
3. On the Navigate tab, in the Depr. Book group, choose FA Posting Type Setup. The window below opens with the following system defaults. Modify as needed. 

[image: ]
FA Journal Setup
1. In the Search box, enter Depreciation Books, and then choose the related link.
2. Open the depreciation book you want to work with. 
3. On the Navigate tab, in the Depr. Book group, choose FA Journal Setup.
1. Leave the User ID blank if any user who has security rights to fixed assets can work with fixed asset journals.
2. In the FA Jnl. Template Name enter Assets.
3. In the FA Jnl. Batch Name enter Depr. 
4. In the Gen Jnl. Template Name enter Assets.
5. In the Gen Jnl. Batch Name enter Depr. 
6. Leave the insurance columns blank. If you chose to setup insurance tracking you will be instructed to go back and set these up. 
4. Click the OK button.
Class Code Setup
Setup FA Class Codes
Class codes are used for grouping fixed assets into like categories. Class codes can be used as a filter for finding or reporting on fixed assets. Sub classes are also available.
1. In the Search box, enter FA Classes, and then choose the related link.
2. Enter codes and names for the classes that you want to create. Hint: Can be very general to match the fixed asset general ledger numbers or as complex as needed for reporting. 
Setup FA Subclass Codes
Subclass codes are optional. 
1. In the Search box, enter FA Subclasses, and then choose the related link.
2. Enter codes and names for the subclasses that you want to create.

Setup FA Locations
Fixed asset locations can be used to note the physical location of the asset. This is helpful for insurance and inventory purposes. 
1. In the Search box, enter FA Locations, and then choose the related link.
2. Enter the codes and names that you want to create.
Registering Opening Entries—With G/L Integration
If you are setting up fixed assets for the first time you need to enter acquisition costs and accumulated depreciation for each asset. If you want these entries to post to BOTH the general ledger and the fixed asset card follow the instructions below. If you want these entries to only post to the fixed asset card and then you run a report to balance the entries with your general ledger follow the next set of instructions for “Registering Opening Entries—Without G/L Integration.” If you are unsure, please contact Vertex to discuss. 
1. [bookmark: _GoBack]Make sure that you have completed the basic setup procedures for fixed assets.
2. Create a fixed asset card for each existing asset.
3. In the FA journal, enter the following lines for each asset:
· A line with the acquisition cost.
· A line with the accumulated depreciation to the end of the previous fiscal year.
· A line with the accumulated depreciation from the start of the current fiscal year to the date that Microsoft Dynamics NAV is set to start calculating the depreciation.
If you have other opening balances you can also enter them now, such as write-down and appreciation.
Registering Opening Entries—Without G/L Integration
4. Make sure that you have completed the basic setup procedures for fixed assets.
5. Create a fixed asset card for each existing asset.
6. Disable general ledger integration. In the Search box, enter Depreciation Books, and then choose the related link.
7. Select the relevant depreciation book. On the Home tab, in the Manage group, choose Edit to open the Depreciation Book Card window.
8. On the Integration FastTab, make sure all fields are blank by clearing all check marks. 
9. In the FA Journal, enter the following lines for each asset:
· A line with the acquisition cost.
· A line with the accumulated depreciation to the end of the previous fiscal year.
· A line with the accumulated depreciation from the start of the current fiscal year to the date that Microsoft Dynamics NAV is set to start calculating the depreciation.
If you have other opening balances you can also enter them now, such as write-down and appreciation.
10. After you have entered and posted the journal lines for each asset, turn on general ledger integration.

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/hh165482(v=nav.71).aspx
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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