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Overview

This Job Aid details the procedure for the retirement of an asset. Depending if it is a retirement with or
without revenue and depending on retirement (Disposal) method, we are using different procedures, T-
Codes and Transaction Types.

Note: Both the FA.15 and FA.16 roles can review, report on, and update Notifications (IW59) and run
asset reports, however only the FA.15 “Financial Accounting: Asset Accounting User” users can post the
actual retirement.
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T1 - Retirement without Revenue:

Methods of Retirements without Revenue can be:
e Write-Off (including scrapping)
e Donation
e Not Found

The procedure and T-Codes are the same for all three methods, however, different Transaction Types
are to be utilised. Equipment User Status will differ based on the the Disposal Method (this information

can be found within the equipment record).

Note: Tables with breakdown of Retirement Process, Notifications and Transaction Types are provided in
Appendix for your easier reference.

T-1.1 Review notifications for retirement

1. Loginto Umoja ECC.
2. Execute Transaction code IW59 to get the report on current Notifications in the system.

3. Inthe ‘Notification Status’ section ensure Outstanding and In process are checked

IG:':’ Program  Edit Goto  System  Help
& 4B IC@@  EBHE SDhod BE @
Display Service Notifications: Selection of Notifications
@

Motification status

m— S - I o | e T
[|Outstanding | [ |Postponed | [+]In process | [ |Completed  Sel.profil L _der. F 4

Motification selection
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4. Inthe ‘Notification selection’ section, select Notification Type PW

Notification selection

Nofification to =
|N0tiﬁmtion type [ﬁ to ] &
Functional Location |to &
Equipment to =
Material to =
Serial Mumber [ to =
Addit. device data |to =
Order to =
Notification date 19.03.2015 to 17.06.2015 |

Partners v Cls.

5. In ‘General Data/Administrative data’ select Coding UNWRTOFF

6. For Coding Code, either leave blank (you can filter later within report) or use appropriate codes:
UNO1, UNO2, UN10, UN17 (see table in appendix for reference).

General Data/Administrative Data

Description to

Created by ] to

Created on ] to

Motification Time '00:00:00] to  |00:00:00]
Reference date ] to ]
Coding UNWRIOFF to

Coding Code Z_ to __
Priority to

7. If necessary, filter by Maintenance Plant under the section ‘Location Data/Acc....’

Location Data/Acc.Assignment/Maint. Plan

Maintenance plant :_KE‘.UU_;I to ]
Location ' to H
Room ] to
Sort field to E
Plant section ] to ] ﬂ
ABC indicator ] to | 2
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8. In ‘Others’, select Layout /ASSETNOTIF

Others
Paging status to | 5 ‘
Layout :_!ASSETHOTIF J

Ref. field monitor

[Alternatively, you can use list of Equipment numbers (if you know them) or list of Notification
numbers for selection].

9. Execute report

[Z program Edt Goto System  Help

& B & @i

lay Service Notifications: Se

Order

10. Filter Notifications based on Type (if not identified in selection as PW) and Notification System
Status (NOPR and NOPT)

[NOPR= Notification in Process, NOPT Notification Printed, OSTS=Outstanding tasks exist).

[ |ist Edit Goto Notification  Environment  Settings  System

& v 4 Co@ BEE ©T4 rd. System status Use
I m
Display Service Notifications: List of Notifications LNUPR e i ey
MOPR
= = Motification
A7 EEaY vl B & NOPR AN
S | Notification Notif.date : Typ | Description MOPR HOPT O5TS REV
10000001 19.03.2015 |PW | Write-off request : Sedan Car
10000002  24.03.2015 |PW |test GM, FA donation MOPR OSTS DIM
10000040 16.06.2015 |PW Retiremenﬁ@rthnut Revenue MOPR QS5TS REV
10000041 16.06.2015 P Retirement without Revenue
10000042  16.06.2015 |PW |Retirement without Revenue MOPR. NOPT QSTS REW
10000043 16.06.2015 P Retirement without Revenue NDPR DST5 RE'I.I
10000044 16.06.2015 PW Retirement without Revenue
10000045  16.06.2015 |PW |Retirement with Revenue MOPR. Q5TS APF
10000049  16.06.2015 |PW | Impairment OSNO OSTS RO
10000050  16.06.2015 |PW | Impairment
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11. Filter Notifications based on Notification User Status (REWA and DINP)

.| System status Userstat | Asse
MOPR NOPT APPR 3100
NOPR 2100
NOPR AAPD 3100
MOPR MOPT QO5TS REWA 3100
MOPR O5TS DIMP 3100
MOPR O5TS REWA 3100
MOPR MOPT QO5TS REWWA 3300
MOPR OS5TS REWA 3300
MOPR Q575 APPR 3200
QOSNO 05TS RQCR 3200

12. You can export report in Excel to allow manipulation if necessary.

[E( Lst | Edt Goto  Netfficatic
‘ Change <-= Display

Refresh

Graphic
e Portfolio [

= Spreadsheet

I Vord processing % 5
Print Ctri+P |

ArCcess :

Save » |

Exit Shift+F3 |

I

PW Retirement without

13. Review each approved notification (REWA, Review Approved; DINP, Disposal in Process). Review to
confirm all relevant documents (approvals) are included and information is sufficient. You can view
Notification with double-click on Notification Number.
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Display Service Notifications: Li
TS EEEYT FlaE not

S Motification | Motif.date Typ  Dest
10000001 19.03.2015 P Wit

10000002  24.03.2015 PW  test
[10000040 @] 16.06.2015 PW  Reti
10000041 16.06.2015 PW  Reti
10000042 16.06.2015 PW  Reti
10000043 16.06.2015 PW  Reti
10000044 16.06.2015 PW  Reti
10000045  16.06.2015 PW  Reti
10000042  16.06.2015 PW  Imp:
10000050 16.06.2015 PW  Imp:

14. Confirm Retirement Task has been created in the Notification, in Tasks tab, and assigned to Asset
Accountant.

= Service notification  Edit Goto  Extras  Environment  System  Help

& v qHICQ@  CHE SDO8 BE @
Display Service Notification: WO/Disp/Impairmt Req
o (= = | Organization...

5= =
Motification LhUUUUUfll _IPH‘ Retirement without Revenue (&
Motific. Status MOPR NOPT OSTS REWA

Motifiation + Location data | Items . Tasks f Activities - Sales

Mo. |Code gr... Ta... Task code text Task text T... Status |
1 UNGENRC 001 Generic Task Accountant performs asset retirement TSRL

15. For all applicable Notifications, from the report itself, identify all Asset Numbers for retirement and
corresponding Notification numbers and methods of retirement. You can verify Asset number in
Notification, in ‘Location data’ tab.
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Display Service Notification: WO/ Disp/Impairmt Req
=1 8 s Status Organization...

Notification 10000041 2| Retirement without Revenue
Notfic. Status  |NOPR NOPT OSTS REWA
Notification . Location data Items | Tasks | Activities | Sales

(&)

Location data

MaintPlant KEQO UN Office at Nairobi
Location

Room

Plant section

Work center

ABC indicator C| Less Critical

Sort field

Sales and distribution
Sales Org.

Distr. Channel
Division

Account assignment

1000 United Mations IMNew York
Asset 3100000171 [0 MOTOR VEHICLE NISSAN PATROL Y61

Business Area 5300 UN Office at Nairobi
Cost Center 11454 DSS 5SS Mairobi CO Area 1000
WBS Element

SettlementOrder

T-1.2 Run the Equipment Asset report (review the status).

During this task the users will run the equipment/asset report and review the status to ensure the status

is relevant to retirement.

1. Execute Transaction code ZAAEQASREC to run report for Equipment and Asset Reconciliation. Use

=
Get Variant = and select User Variant ZEQAS.

2. Expand All Selections to limit selection of Equipment/Assets:
(You can also restrict by Business Area or other specific elements if required).

Umoja Foundation Training FI-AA Job Aid 4-1: Retirement of Asset (Write-off/Scrapping, Donation, External Sale) v2.0

7/28



mrija

training

| Selections
Asset class to
Fund to
Funds Center ' | to ' '
Grant ' 'to '
Functional area ' | to ' '
Business area [s300] to [ ]
Cost center ' to
Plant [ ] to | |
Location to
Asset super nurmber to
Worklist [k

3. Alternatively: If you know Asset Numbers (if you earlier exported from the notifications), the easiest
way is to copy them and paste in multiple selection, using Upload from clipboard:

Asset Equipment Reconciliation
& [ )& =

Company code 1000 to
IT—_ﬂ—l ———————

Asset number to
Lr_i = | e | k

Subnumber to E

[E Multiple Selection for Asset number

5
t
Select Single Values (3) I' Select Ranges P Exclude Single Values P Exclude Ranges |
*llo. Single value =7
¢
4100000119
i 5100000006
F [ Js100000012

LTI

L_.U'IIIlJﬂI II LurueE PR TN L r
I~ 5t

Asset number (2100000128 (9 to
IT_| = —— s
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4. Look for codes and descriptions in Status Number in User Status List and in User Status Description:

ion | Status Mumber in User Status List| User Status Description Stat
EQDE Destruction Disposal Method
EQDE Destruction Disposal Method
EQNF Equipment Mot Found
EQDN Donation Disposal Method
EQDN Donation Disposal Method
EQSL Sale Disposal Method
EQIT In Transit
EQAS Equipment Assigned
EQIT In Transit
EQAS Equipment Assigned
EQAS Equipment Assigned

5. Ensure the equipment are appearing with codes relevant to Retirement, as follows:

EQDE: Write-Off - Scrapping
EQNF: Write-Off - Not Found
EQDN: Write-Off — Donation
EQSL: Write-Off — Sale

T-1.3 Retirement of the asset.

Retirement of Assets can only be done by users granted the Enterprise Role of “Financial Accounting:
Asset Accounting User” (FA.15).

1. Execute Transaction code ABAVN to start retirement of the asset.

2. Inthe Header enter Asset Number (and Sub-Number if applicable).

Enter Asset Transaction: Asset Retirement by Scrapping

E dy*Line items ﬂchange company code Murtiple assets  [H [

Company Code 1000 United Nations

Agset

3100000171 a MOTOR VEHICLE NISSAN PATROL Y&l

3. In “Transaction data” tab:

3.1.
3.2.

3.3.

Enter current Document and Posting Dates

Enter actual date of retirement in the Asset Value Date (this should have been in the
notification status)

Enter reference Text for the Retirement
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Enter Asset Transaction: Asset Retirement by Scrapping

E &y Line items 1éﬁéchang:-:- company code Multiple assets [ [

Company Code 1000 United Mations
Asset 3100000171 1] MOTOR VEHICLE NISSAN PATROL Y61

Transaction data Additional details  Partial retirement @‘Nt}te

Document Date 17.06.2015]
Posting Date m
Asset Value Date 15.03.2015
Text [Retirement of Asset as per Notification 10000041

4. In “Additional details” tab:
4.1. Select correct Transaction Type, as per reference table found in the Appendix:

4.2. Enter Reference info (Notification Number, LPSB Case No.#)

Enter Asset Transaction: Asset Retirement by Scrapping
% &rinekems &3 Change company code [liMukiple assets E B

Company Code 1000 United Nations
= S
Asset L3:100()00171! _,[j 0 MOTOR VEHICLE NISSAN PATROL Y61

_Transaction data /' Addtional detals | Partial retrement | Y?Note _

Specil specif. for document
Posting Period
Document Type

Specil specif. for transaction

ITransaction Type I %
Trading Partner

Additional info on document
IReference LPSB: 12345 |
Allocation

5. In “Partial retirement” tab:

5.1. If this asset was acquired in prior year, in “Related to” box select “Prior-year acquis.”

5.2. If this asset was acquired in current year, in “Related to” box select “From curr.-yr
aquis.”

5.3. DO NOT enter anything else on this screen.
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Enter Asset Transaction: Asset Retirement by Scrapping

F# &oline tems £ 3 Change company code  [flMultiple assets  [H [

Company Code 1000 United Mations
Asset 3100000171 4] MOTOR VEHICLE NISSKN PATROL Ye&l

Transaction data - Additional details /Patid retrement - %P Note

Amount posted
Percentage rate
Quantity

Related to

() Prior-year acquis. %
("I From curr.-yr aguis.

6. Click on “Simulate” button and confirm values are correct.

Enter Asset Transaction: Asset Retirement by Scrapping

a v CEHEHSTE ™ & 5% [ [@choose [®Save 47 Additional account

Document Header Info
Document Date: 17.06.2015 Document Type: AA Company Code: 1000
Posting Date: 17.06.2015 Period: 06 Fiscal Year: 2015
Line items
[ p—— It | PK| BusA | GfL Account Short Text E Amount | Croy
[ 13?5 5300 27161010 003100000171 0000 34,095.00- USD
& 2 70 5300 27861010 003100000171 0000 19.415.21 USD
Enter A 3 40 S300 79671010 WO FiAsset ScrapFMS 14,679.79 USD
= o = 0.00 USD
e Line el %
"

7. Post (Save) Retirement and note the posted document number:

= Transaction Edit  Goto Settings

(V] ~| 1 -
H{\ Ascet transaction posted with document no. 1000 4100000300 N

——._ . A _ __®w._ . __ _ar____ a__
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T-1.4 Update the notification status to completed.

1. Execute Transaction IW52 to start modifying Notification — use the same Notification number
identified in IW59.

Enter Notification number and press Enter:

= Service notification  Edit  Goto  Extras  Environment

1V *| g Ca@ CHE
Change Service Notification: Initial Screen
Motification
Notification [mmmnu J
[

2. Start modifying the Notification, make sure to record comment “Asset ## retired as of ...., Fl
Document No” in Description in Notification Tab.

=g Service notification Edit Goto Extras Environment  System  Help

1V 4B @@ DHRER DL HE @

Change Service Notification: WO/Disp/Impairmt Req
@ ﬁ ﬂ@ @Partner =] @ = % %Status Organization...  Contract selection

Notification {10000041 ”PW:"_Retirement without Revenue 2z
Notific. Status  |NOPR NOPT OSTS [ ]EE I

Serv.order | ' Salesord. |

 Notification } Location data | Ttems | Tasks | Activities . Sales |

| Reference object

Functional loc. 1200678.423 ‘ Parking Area Asphalt-Central area, Block ﬁ
Equipment 110023114 | MOTOR VEHICLE NISSAN PATROL Y61 é
Assembly
| Subject |
Coding 'UNWRTOFF| [UN02| Obsolescence
Description |Retirement without Revenue
Asset Retirement completed, FI Document No. 410000030 @

[
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3. In Tasks tab identify Asset Retirement task, add any comments to it as required, select the task line
and click on Complete Task flag in the bottom of the screen to mark Asset Retirement task
complete.

Change Service Notification: WO/Disp/Impairmt Req
@ B@ %ﬂ' @'Partner =1 I-?DE? = % Organization...  Contract selection

Motification 10000041 P Retirement without Revenue
Notffic. Status  |NOPR NOPT OSTS REWA

Serv.order Sales ord.

Moftification  Location data | Items - Tasks } Activities - Sales

Mo. Code gr... Ta... Task code text Task text T... Status
|—|:1 -IU'I-IGENRC 001 Generic Task Accountant performs asset retirement TSRL
-

T

Person respo. ¥
Person respo.. ¥
Person respo. ¥
Person respo.. ¥
Person respo.. ¥
Person respo. ¥
Person respo.. ¥
Person respo. ¥
Person respo. ¥
Person respo.. ¥
Person respo. ¥
Person respo.. ¥

Person respo. ¥

A Bty 1 oef 1

4. Save Notification and exit.

= Service notification  Edit 255 Extras  Environmer
& -
Change Service |Notification: WO/
BB rartner 2] B & = | Organiz

Motification 10000041 W Retirernent without R
Motific. Status NOPR NOPT QSTS

Serv.order Sales ord.

Notification | Location data | Items Tasks A

MNo. Code gr... Ta... Task code text Task text
A
I_EL UNGENRC 001 Generic Task Accountar
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T2 — Retirement with Revenue (Sale)

This is the procedure for Retirement of an Asset with Revenue — Sale.

IMPORTANT: If the asset to be sold has a WBSE in its account assignment elements, the Asset must first
be transferred to an Internal Order. Refer to job aid 5.1 and follow the process for non-budget relevant
transfer. The internal order may need to be created first. The internal order used should be associated
with the same Cost Center and Grant (if relevant).

There are two steps in Fl:

1. ABAON (the asset accounting transaction, discussed below)

2. The Sales Order or follow-on FI document posting (e.g. if sold by UNDP recording a UJ document
to clear the posting from the SCA?, or if sold to a staff member manually recording a receivable
on their Vendor BP). Users are reminded to refer to separate job aids in iseek covering both of
these processes.

In the case where the asset is sold by UNDP and the funds from the sales will be received via the Service
Clearing Account (SCA) NO Sales Order will be raised.

Also on Service Notification, the UJ document from the SCA file should be included where possible in the
description. Ensure the sales amount you are using is net of UNDP fees where applicable.

In the case where the asset is sold to a Staff Member there will not exist a Sales Order, instead a
receivable must be manually raised on the staff member’s Vendor BP using a Credit Note (t-code FV65)

Note: Tables with breakdown of Retirement Process, Notifications and Transaction Types are provided in
Appendix for your reference.

T-2.1 Review notifications for retirement

1. Loginto Umoja ECC.
2. Execute Transaction code IW59 to get the report on current Notifications in the system.
3. Inthe Notification Status ensure Outstanding and In process are checked

Display Service Notifications: Selection of Notifications

® H

Notification status

p— _— . I S | —
| Dutstanding Postponed | [#]In process Completed  Sel.profil ] der. |R

! The FI posting of the Sales Order is DR Accounts Receivable (GL defined by customer type) CR 69101020. The Fl
Posting for ABAON is DR Accum. Depreciation CR Asset Cost DR/CR Loss on sale/Gain on Sale DR 69101020
(postings to 69101020 offset one another).

Umoja Foundation Training FI-AA Job Aid 4-1: Retirement of Asset (Write-off/Scrapping, Donation, External Sale) v2.0 14/28
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4. In ‘Notification selection’ select Notification Type PW

Notification selection

Nofification to =
|N0tiﬁmtion type [ﬁ to ] &
Functional Location to &
Equipment to =
Material to =
Serial Mumber to =
Addit. device data to =
Order to =
Notification date 19.03.2015 to 17.06.2015 |

Partners v Cls.

5. In ‘General Data/Administrative data’ select Coding UNWRTOFF, for Coding Code either leave blank
(if you will filter later in report, or you want to see all Retirements) or use appropriaate code: UNO1
(see table in Appendix for reference).

General Data/ Administrative Data

Description to

Created by ] to

Created on ] to

Motification Time '00:00:00] to '00:00:00]
Reference date ] to ]
Coding TNWRTOFF to

Coding Code L to _—
Priority to

6. In ‘Location Data/...” filter by Maintenance Plant (if necessary)

Location DatafAcc. Assignment/Maint. Plan

Maintenance plant :_KEUU_;Il to

Location to

Room [ ] to

Sort field to

Plant section ] to ]
ABC indicator [] to ||

7. In ‘Others’, select the Layout /ASSETNOTIF

Others
Paging status to
Layout L{MSETHOTIE‘ J"

Ref. field monitor
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8. Alternatively, you can use list of Equipment numbers (if you know them) or list of Notification

numbers for selection.

9. Execute report

[Z program Edt Goto

& -

Systern  Help

qBE &&i

lay Service Notifications: Se

Order

10. Filter Notifications based on Type (if not identified in selection as PW) and Notification System

Status (NOPR and/or NOPT).

[NOPR= Notification in Process, NOPT Notification Printed, OSTS=Outstanding tasks exist).

[ |ist Edit Goto Notification  Environment  Settings  System
& *|dB @@ BHE BT 4 d | System status
r
. _ . . . . _ MOPR NOPT
Display Service Notifications: List of Notifications L
MOPR
A SEEE2TF FInE ntficton B &
MOPR
S | Notification Notif.date : Typ | Description MOPR HOPT O5TS
10000001 19.03.2015 |PW | Write-off request : Sedan Car
10000002  24.03.2015 |PW |test GM, FA donation MOPR QS5TS
10000040 16.06.2015 PW Retirementlagithout Revenue MOPR QS5TS
10000041 16.06.2015 |PW Retirement without Revenue
10000042  16.06.2015 |PW |Retirement without Revenue MOPR NOPT QO5TS
10000043 16.06.2015 |PW Retirement without Revenue MOPR QSTS
10000044 16.06.2015 PW Retirement without Revenue
10000045  16.06.2015 |PW |Retirement with Revenue MOPR QO5TS
10000049 16.06.2015 PW Impairment ASHNO O5TS
10000050 16.06.2015 | PW Impairment

Ise
T APF
-

AAF
REV
DIN
REV
REV
REV
APF

R

11. Filter Notifications based on Notification User Status (REWA- review approved and DINP-disposal in

process).

Umoja Foundation Training
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.| System status Userstat | Asse
MOPR MOPT APPR 3100
MOPR 2100
NOPR AAPD 3100
MOPRE MOPT O5TS REWA 3100
MOPR O5TS DINP 3100
MOPR O5TS REWA 3100
MOPR MOPT QS5TS REWA 3300
NOPR O5TS REVVA 3300
MOPR Q575 APPR 3200
QSN0 O5TS RQCR 3200

12. You can export report in Excel to capture notification numbers.

(5| st | Edt Goto Notificatic

§ Change <-= Display

Refresh
Graphic
¢ Portfolio [
= g .
E preadsheet
Word processing % 5

13. Review each approved (REWA, Review Approved; or already DINP, Disposal in Process) notification
to confirm all relevant documents (approvals) are included and information is sufficient to proceed

with Retirement. You can view Notification with double-click on Notification Number.

Display Service Notifications: Li
TS EEEYTY FIaE not

S Motification | Motif.date Typ  Dest
10000001 19.03.2015 PW  Writ
10000002  24.03.2015 PW  test
[10000040 @]15.05.2015 PW  Retir
10000041 16.06.2015 PW  Reti
10000042 16.06.2015 PW  Reti
10000043 16.06.2015 PW  Reti
10000044 16.06.2015 PW  Reti
10000045  16.06.2015 PW  Reti
10000042  16.06.2015 PW  Imp:
10000050 16.06.2015 PW  Imp:

Umoja Foundation Training
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14. Confirm Retirement Task has been created in the Notification, in Tasks tab, and assigned to Asset
Accountant.

& 4B @@ CHE SDhog BHE @

= Service notification  Edit Goto  Extras  Environment  System  Help

Display Service Notification: WO/Disp/Impairmt Req
& = B 2 = | Organization...

I e
Motification LhUUUUUfll _IPH‘ Retirement without Revenue
Motific. Status MOPR NOPT O5TS EEWA

Motification * Location data " Items .~ Tasks f Activities  © Sales

|89

Mo. |Code gr... Ta... Task code text Task text T... Status |
1 UNGENRC 001 Generic Task Accountant performs asset retirement TSRL

15. For all applicable Notifications, from the report itself, note down all Asset Numbers for Retirement,
and their corresponding Notification numbers. You can verify Asset number in Notification, in
Location data Tab.

Display Service Notification: WO/Disp/Impairint Reqg
& o 5 B & Basttus | Organization...

Motification 10000041 W Retirement without Revenue @
Motific. Status NOPR NOPT OS5TS BREWR -
Motification - Location data |' Iterms  Tasks - Activities -~ Sales

Location data

MaintPlant KEQO UN Office at Nairobi

Location

Room

Plant section [

Work center

ABC indicator c] Less Critical

Sort field

Sales and distribution
Sales Org. [ |
Distr. Channel

Division

Account assignment

1000 United Mations Mew York
Asset 3100000171 /|0 MOTOR VEHICLE NISSAN PATROL Y61

Business Area 5300 UN Office at Nairobi
Cost Center 11454 D55 555 Mairobi CO Area 1000
WBS Elemant

SeftlementOrder
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T-2.2 Run the Equipment Asset report (review the status).

1. Execute Transaction code ZAAEQASREC to run report for Equipment and Asset Reconciliation.

=
2. Use Get Variant L= and select User Variant ZEQAS. Expand All Selections to limit selection of

Equipment/Assets.

3. You can restrict by Business Area or other specific elements.

E

Selections
Asset class
Fund
Funds Center
Grant

Functional area

fo
o
o
o
to

Business area

Cost center
Plant
Location

Asset super number

Worklist

5300 to
' fo

fo

o

to

Asset Fquipment Reconciliation

@& E =

Company code
Asset number

Subnumber

1000 to

to

If you know Asset Numbers copy them and paste in multiple selection, using Upload from clipboard
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[E Multiple Selection for Asset number X
5

t -
4 Select Sngle Values (3) - Select Ranges | Exclude Single Values | Exclude Ranges

“10. Single value | i
| 100000119 [0’
| 5100000006
]_j 100000012
[ ]
e
{

» L

(
f
|
¥

\ v/ (O H Mook selecton.. |

i Il.llﬂl II (MWW - e [R¥] r
s =t —

Asset number alooooo118 (B to
— J

I Y

5. Look for codes and descriptions in Status Number in User Status List and in User Status Description:

ion| Status Mumber in User Status List User Status Description Stat
EQDE Destruction Disposal Method
EQDE Destruction Disposal Method
EQMF Equiprment Mot Found
EQDM Donation Disposal Method
EQDM Donation Disposal Method
EQSL Sale Disposal Method
EQIT In Transit
EQAS Equipment Assigned
EQIT In Transit
EQAS Equipment Assigned
EQAS Equipment Assigned

6. The status relevant to retirement by sale is EQSL: Sale Disposal Method

7. Determine the revenue to be recorded in the Asset Retirement:
a) If there is a Sales Order associated with the Notification, then in the IW59 Report, locate Sales
Order Number and double-click on it.
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Display Service Notifications: List of Notifications
T EEE AT FIn E notfication B [

S | Notif.date | Motification Order Sales Order | Description Eq
08.01.2015 10000081 Test PMOGE 10
09.01.2015 10000087 53 Request for Donation CT Scanner FADL 10
09.01.2015 10000088 [54 |§_|I'I Assat Write-Off-disposal by Sale. 10
19.01.2015 10000117 [ Transfer of Vehicle 10

In the Sales Order header, locate Net value to be recorded in Asset Retirement as revenue

[ sSales document Edit  Goto  Extras  Enviionment  System  Help

& | dH @@ CHE D00 HE @

|.| Display UN Standard Order 54: Overview
% & & i orders

UN Standard Order |54 MNet value 220.00 |USD
Sold-To Party 1500000443 KEMYA RED CROSS SOCIETY (KRCS) / P.0O.BOX 40712-00100 .. || k
Ship-To Party 1500000443 KEMYA RED CROSS SOCIETY (KRCS) / P.0.BOX 40712-00100 ..

PO Murmber 123456789 PO date 12.01.2015 |g|

b) In the case where the sale proceeds are collected by UNDP there will be NO Sales Order. The
Notification itself should have recorded, in the Sales area, corresponding UNDP Office Business
Partner/Customer Number in the ‘Sold-To Party’ field. The revenue to be used will not be shown in the
Notifications Report, nor there will be associated Sales Order, instead the revenue should be based on
the value in the UJ Document from the SCA file. The Senior Asset Accountant will reference however,
the UJ Document from the SCA file in the Service Notification, if known, otherwise they should note in
the description that the proceeds were collected by UNDP. The UJ document will be posted to offset the
posting in GL 691010202. For Further information, please refer to the job aid UNDP Advance and
Reconciliation.

c) In the case where the asset is sold to a Staff Member there will be NO Sales Order. The Notification
itself should have recorded, in the Sales area, corresponding Staff Member’s Business Partner/Vendor
Number in the ‘Sold-To Party’ field. The Senior Asset Accountant will reference documentation in the
Service Notification to determine the sales revenue. An Accounts Payable User will post a document to
offset the posting in GL 69101020.

2 The FI posting of the UJ Document is DR 18105020 Advance UNDP Pay Agent Request CR 69101020. The Fl
Posting for ABAON is DR Accum. Deprec. CR Asset Cost DR/(CR) Loss on sale/(Gain on Sale) DR 69101020 (postings
to 69101020 offset one another).
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T-2.3 Retire the asset.
Retirement of Assets can only be done by users granted the Enterprise Role of “Financial Accounting:
Asset Accounting User” (FA.15).

1. Execute Transaction code ABAON to start retirement of the asset.

2. Inthe header enter Asset Number (and Sub-Number if applicable).

=y Transaction Edit Goto  Extras  Enwvironment  System  Help

g B @ CHE §T408 BAE @

Enter Asset Transaction: Asset Sale Without Customer

E &y Line ftems {%Change company code Muh:iple assets (o [

Company Code 1000 United Mations
T =
Asset LElUUUUUUUE _| 0 MOTOR VEHICLE MITSUBISHI

3. In “Transaction data” tab:

3.1. Enter current Document and Posting Dates

3.2. Enter actual date of retirement in the Asset Value Date
3.3. Enter reference Text for the Retirement

3.4. Enter Manual Revenue value = Net value from Sales Order

[ Transaction Edit Goto Extras Environment  System  Help

1V *dB e SHE Dhos BHE @

Enter Asset Transaction: Asset Sale Without Customer

[3 ©reline tems £ & Change company code [ Muttiple assets

Company Code 1000 United Nations
I T
Asset L3100000003 J a MOTOR VEHICLE MITSUBISHI

4 Transaction data | Additional detzis | Partial retrement | Y7 Note

Docurment Date 17.06.2015
Posting Date 17.06.2015

Asset Value Date 01.06.2015

Text Retirement by Sale, Notification 10000041

Specifications for revenue
(®)Manual Revenue 220.00

")Rev. from NBV %
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4. In “Additional details” tab:

4.1. Select correct Transaction Type, as per reference table in the Appendix:
4.2, Enter Reference info (Notification Number, LPSB Case, Sales Order as applicable)

Enter Asset Transaction: Asset Sale Without Customer

E & Line tems ﬂchange company code I'v'lurtiple assets  [o [

Company Code 1000 United Nations
Aszset 3100000003 0 MOTOR VEHICLE MITSUBISHI

Transaction data /Addih'und detals | Partial retirement % Note

Spedal specif. for document

=

Posting Period [
]

Document Type

Spedial specif. for transaction
Transaction Type 210| Retirement with revenue

Trading Partner

Additional info on docurment
Reference SLLES ORDER 54 %
Allocation

5. In “Partial retirement” tab:

5.1. If this asset was acquired in prior year, in “Related to” box select “Prior-year acquis.”

5.2. If this asset was acquired in current year, in “Related to” box select “From curr.-yr
aquis.”

5.3. DO NOT enter anything else on this screen.
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Enter Assef Transaction: Asset Sale Without Customer

B2 &eline tems  #&Change company code [ Muttiple assets & B

Company Code {1000 United Mations
Asseft |3100000003 I |a IHOIOR VEHICLE MITSUBISHI

Transaction data - Additional details - Partial retirement |- _??Note

I

= -l

Amount posted
Percentage rate

Quantity

[ Re_lafc.ed to
(®) Prior-year acquis.

) From curr.-yr aguis.

6. Click on “Simulate” button and confirm values are correct.?

Enter Asset Transaction: Asset Sale Without Customer
A v CEHAY FRITE &S B & [chose [save £ Addtional ace

Document Header Info

Document Date: 17.06.2015 Document Type: AA Company Code: 1000
Posting Date: 17.06.2015  Period: 06 Fiscal Year: 2015

Leer m=  |LING items

L=
=] It PK BusA G/L Account Short Text z Amount  Crcy
@ © 1775 F200 27161010 003100000003 0000 24,090.00- USD
2 70 F200 27861010 003100000003 0000 24,090.00 USD
Enter Ass 3 40 F200 69101020 NSP Sale Fixed Asset 220.00 USD
e 4 50 F200 69101010 NSP Gan Sale Fixed 220.00- USD
bor? Line el = 0.00 USD

7. Post (Save) Retirement, note message and note posted document number:

[E Document lines: Display messages

Typ|Ite|Message cexc LTxt

&5 |001|Document line item 000 contains no clearing information @

= Transaction Edit Goto Setfings ¥
- R

@ ﬂ;ﬂ[\ e I New entry I{@” Technical Information J@EE@
«| 1 [

—— A __E ™. __ _ar____ a__

Asset transaction posted with docurnent no. 1000 4100000301 h

3 The posting to 69101020 will be cleared by the FI posting generated by the Sales Order/UNDP UJ Doc.
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T-2.4 Update the notification status to completed.

1. Execute Transaction IW52 to start modifying Notification — use the same Notification number
identified in IW59 above or run IW59 again to list available Notifications. Enter Notification number
and press Enter:

= Service notification Edit Goto Extras Environment  System
& ~ d CeQ@ DHE o1
Change Service Notification: Initial Screen

Notification

- 5
Motification Llnnnnn45| J

2. Start modifying the Notification, make sure to record comment “Asset ## retired as of ...., Fl
Document No” in Description in Notification Tab.

Change Service Notification: WO/Disp/Impairmt Req
&N B @pratner = B T B Ehstatus Organization...  Contract selection

Mofification 10000045 | Retirement with Revenue
Motific. Status NOPR OSTS REWR

Senv.order Sales ord.

. Motification | Location data | Items | Tasks | Activities | Sales

NI

Reference object

Functional loc. 200678.039 MultiStorey Car Park E
Equipment 10023286 VEHICLE TRAILER, TOP TRAILER
Assembly
Subject
Coding UNWRTOFF| |Un01| Surplus
Description Retirement with Revenue

Lszet Retirement Completed, FI Document No. 4100000301 @
L |
Item

3. InTasks tab identify Asset Retirement task, add any comments to it as required, select the task line
and click on Complete Task flag (Checkered Flag) in the bottom of the screen to mark Asset
Retirement task complete.
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| Change Service Notification: WO/Disp/Impairmt Req
& N G ®ratner =] > B & BB Organzation...  Contract selection

Notification 110000045 Iew!Retirement with Revenue ;
Notific. Status |NOPR OSTS [ EE %
|

Serv.order | ‘ Sales ord. |

Notification | Location data | Items ./ Tasks | Activities  Sales |

~ No. Code gr... Ta... Task code text Task text T... Status
i1 UNGENRC 001 Generic Task Sales Order Completed TSRL
A
D:z _UNGENRC 001 Generic Task Asset Accountant Task [(Z |TSRL

Person respo. ¥
Person respo. ¥
Person respo.. ¥

Person respo..

Entry 1 of 1

4, Save Notification and exit.

& Service notification  Edit
& e e B
Change Service o% ation: WO/
MG Srartner 1@ B & B orgene

ras  Environmer

Notification [10000041 e Retirement without R
Notific. Status IN[.‘rPF‘; MOPT QSTS I

Serv.order | ' Salesord. |

Notffication | Location data | Ttems ./ Tasks | Ac

No. Code gr...|Ta... Task code text Task text
=i
|_|1 UNGENRC 001 Generic Task Accountar
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T-2.5 Reminder: Record Receivable/Allot funds

1. As mentioned the Receivable should be processed as well as a part of the process. In most cases
(where the entity is receiving money from the customer directly) a Sales Order will be raised (please
refer to the relevant job aid on Sales Orders).

2. Inthe case where UNDP sells the asset and the funds are received via the Service Clearing Account
(SCA), a sales order is not raised. However, a UJ document is posted to record the receivable and the
offsetting account is 69101020 as earlier mentioned. Refer to the relevant job aid on the UNDP
process “UNDP Advance and Reconciliation”.

3. Inthe case where the asset is sold to a Staff Member there will not be a Sales Order. Instead, if sold
in the current year, an Accounts Payable User should raise a receivable against the staff member’s
vendor BP using transaction FV65, posting to 69101010 as the contra account to the staff members
vendor.

4. When posting ABAON there would have been a posting to 69101010, (NSP Gain Sale Fixed Asset). If
the Revenue is however spendable an FV50 document will need to be raised to move the amount
from SP Gain Sale Fixed Asset 68001010. Please consult with FM colleagues (or the relevant Budget
Office to determine whether funds received are spendable or non-spendable).

5. Tasks should be open in the Service notification related to the sales order (or UJ document if UNDP
collected the sales proceeds) and budget allocation (if relevant) to ensure no step is forgotten.
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Appendix: Notifications Report and Reference Table

Sample of Notifications Report with various types of Notifications and Statuses:

& Lst Edt Goto Notfication ~Envronment —Settigs ~System  Help

[ “dBI¢CaQ DHE SDLHO BE @m
Display Service it i List of

HPEOEEBAT FIE notfeton B &

B\ S|Motfication | Notfdate | Typ | Description Order Ord__| Sales Ord. | System status Userstat | Asset Equipment | TechldentNo. | Code group | Code group text Code |Coding code text | Cost Ctr | Functi
[ ]10000040  16.06.2015 PW  Retrement without Revenue NOPR AAPD 3100000166 10023077 UND13836  UNWRTOFF Write OfffImparment Process Codes UND2 Obsolescence 11426 20067
10000041 16.06.2015 PW  Retirement without Revenue NOPR NOPT OSTS REWA 3100000171 10023114 UNO14936  UNWRTOFF Write Off/Impaimment Process Codes UNO2 Obsolescence 11454 20067
10000042  16.06.2015 PW  Retirement without Revenue NOPR OSTS DINP 3100000172 10023115 UNO14937  UNWRTOFF Write Off/Impaiment Process Codes UN10 Lost 11454 20067
10000043  16.06.2015 PW  Retirement without Revenue NOPR 0STS REWA 3100000173 10023131 UND16230  UNWRTOFF Wrte Off/Impairment Process Codes UN17 Gift 11454 20067
10000044  16.06.2015 PW  Retirement without Revenue NOPR NOPT OSTS REWA 3300000001 10023043 UN012920  UNWRTOFF Wirtte Off/Impaiment Process Codes UN17 Gift 11426 20067
10000045  16.06.2015 PW  Retirement with Revenue NOPR OSTS REWA 3300000002 10023286 UND10235  UNWRTOFF Vurte Off/Impaimment Process Codes UNOL Surplus 11414 20067
10000046  16.06.2015 P1  Transfer NOPR OSTS ASGN 4100000110 10023208 UND17683  UNASSN  Assignment UNOZ  Transfer 11444 20067
10000047  16.06.2015 P1  Transfer NOPR APPR 5100000006 10022914 UNOD5491  UNASSN  Assignment UNO3  Transfer 11477 20067
10000048 16.06.2015 P1  Transfer NOPR OSTS ASGN 5100000012 10023003 UNDI2068  UNASSN  Assignment UNO3  Transfer 11477 20067
10000040  16.06.2015 PW  Impaimment NOPR OSTS APPR 5200000051 10022067 UNDDS383  UNWRTOFF Write OfffImparment Process Codes UNO9 Impaiment 11426 20067
10000050 16.06.2015 PW  Impairment 0SNO 0STS RQCR 5200000092 10023259 UND1BSIS  UNWRTOFF Write Off/Impaimment Process Codes UNO9 Impaiment 11426 20067

Reference Table for Asset Retirement:

Transaction Type
(Prior Year / Current Year)

Process Process Notification | Notification | Notification | Equipment | (DURING (IN
Type Coding Code | System User Status | User RAMPUP) PRODUCTION)
Status Status

Write-Off | UNO2 NOPR Not REWA | EQDE N/A N/A
yet: AAPD
Write-Off | UNO2 NOPT REWA EQDE X21/X26 200/ 250

_ Write-Off | UN10 NOPR DINP EQNF 721/ 726 221/726
Retirement (Not

without Found)

Zfl‘;’f\:’/‘:\f) Donation | UN17 NOPR REWA EQDN X20 / X25 720/ 725
Donation UN17 NOPT REWA EQDN X20 / X25 220/ 725

Incorrectly | N/A N/A N/A Any 722 [ 727 722 [/ 727
Recognized
as Asset

Retirement | Sale UNO1 NOPR REWA EQSL X21/X26 210/ 260
with

Revenue
(ABAON)
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