
[bookmark: _GoBack]Add a Fixed Asset (FD) Disposal (Retirement)

The following instructions will provide the minimum requirements for disposing (retiring) a fixed asset record for a vehicle.

NOTE:  For Spending Units exempt from Surplus Property, please make sure that your wvOASIS Security for FD’s is at a 3 Level Approval and not a 5 Level Approval in the Workflow of the document.

Navigate to the Document Catalog and create a FD document <OR> JUMP TO = FD

Type the code: FD
Type your department number
Type your unit number
Click Create
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Click the Auto Numbering box and click Create
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HEADER/General Information

Fixed Asset Number		Type the unique A number associated with the asset you want to retire

Document Name		Type a comment or information for your purposes

Auto Apply	Click Auto Apply in the bottom right hand section of the screen.  The fixed asset description will populate.
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Click SAVE

HEADER/Disposition Information Tab

Disposition Date	Type the date of the disposition (retirement) of this vehicle

Disposition Method	Select the appropriate disposition method:

DTSP = Deliver to Surplus
ONST = Sell On-Site
DEST = Destroyed
LOST = Lost

Disposition Authority	Type the condition for the asset.  Fair is suggested.

NOTE:  For Spending Units that are exempt from Surplus Property, please attach Bill of Sale and/or Executed Title to the Header.  If you are claiming an asset as LOST, please attach a signed, dated letter explaining everything you did to try and find the asset (physical inventory, talked to the custodian, etc.).  This letter should be signed by a Director or equal of the Spending Unit.  Address the letter TO WHOM IT MAY CONCERN at Fleet Management Division.

[image: ]Fair


Click SAVE
Click VALIDATE

If no errors exist, you can click SUBMIT and the FD document can be approved.
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David Sorongon  RE: T documents Tue /62018321 P 216,
The department is on the Disbursement doc. Added prompt for disbursement dept >
Eric Wagner RE: 1T documents Tue /6201831261 215,
I got the same thing again. >
§ Joshua Scarbery  Prior Year Refund Procedures Tue 3/6/2018 309 PM 636,
‘Attention Human Resource and Payroll Administrators, >
David Sorongon  RE: I documents Tue /620183020 215,
Try the report again >
Keller, Anne LNFG (.. RE: [Non-DoD Source] RE: I documents Tue 3/62018248PM 163,
That i correct. No access to INTA Thank you, Anne L Keller, CPA WV Adjutant General >
Maria Yoskum RE: Revisions to W-FIN-GL-160 Tue /62016241 PM  47KB
Thanks - 'l take a look. >
Maria Yoskum RE: 1T documents Tue /6201237 P 216,
Eric, Have you talked to Mark Shelhammer about RECIP-001 report? We are not aware of any agency actually using this report plus we >
y Joshua Scarbery  Payroll Signoft summary 2pm) Tue 3/62018225PM 655,
Previous spreadsheet was for last pay period attached is the current pay period signoff summary for 2:00pm. Thanks! God Bless, >
Eric Wagner RE: 1T documents Tue /62012220 213,
David, | tried running that report for both Receivable Department Document Code and Transfer Doc Dept Code for 0606 and got back >
y Joshua Scarberry  payroll Signoft summary 2pm) Tue /62012181 623,
‘Attention Human Resource and Payroll Administrators, >
David Sorongon  RE: I documents Tue 3/62018214PM 210,
The RECIP-001 report in the WVOASIS/Advantage Financial/Reciprocity folder should have the information from the Intercept Activity >
Eric Wagner FW: T documents Tue 3/62018202PM  207.
Is there a report for IT documents that end users can use to get this type of non PIlinformation? If not is this available in the 61 >
Jonns, Patty R RE: OASIS - FMO new Bll and Rule 2018 Tue /62016201 P 116,
Will the “Useful Life” associated with Asset Type Category 02 (3 years) and 03 (4 years) follow the appropriate category changes? This >
Denise Russe. RE: 1T documents Tue 362018 155 PM  127.
The end users don't have access to the INTA table. Denise Russe Security & Workflow Manager >
Eric Wagner RE: 1T documents Tue 3/62018 150PM 111
Anne, Do you have access to this table to view? | am assuming you got your information by using the GL-054 IET report. >
JohnORourke  AFL- Onestream XF Cloud Webinar Tue /62016 145 P 47 KB
Hi Shawn, AFL - OneStream XF Cloud Webinar REPLACING HYPERION AND UNIFYING CONSOLIDATION, REPORTING AND PLANNING IN >
IR GregHodge Canceled: Knowledge Transfer - Intercepts/Reciprocity/Accounts Receivable  Tue 3/6/2018 1:28 PM 45 KB,
Cancelled until Amanda talks to Rick. <end> >
Hasgen, Amanda M RE: IT documents Tue /62018 116 PM 44 KB
100k off some people and am only responding to Eric, Do they need access to the document? | question the need. The IT s not entered >
§ Malissa Hohmann  RE: relim for March 05, 2018 Payroll - Check Date March 16, 2018 Tue 3/6/2018 12:58 P 383.
Hassan, We have reviewed and verified the CYCL, PERD and PAYCYCLE are correct for today’s Prelim. Thank you, Malissa Hohmann, CPA >
Parsons, Mandy P RE OASIS - FMO new Bll and Rule 2018 Tue 3/6/2018 1240PM 114,
For the first bullet point, the change we are requesting is: Code ~ Current New >
Joshua Scarberry  RE: Temporary Employees with No Pay in Excess Pay Rule Tue 3/6/2018 11:53 A 430,

Inbox -

Folder  View

‘Attention Human Resource and Payroll Administrators, Additional instructions to pay rule codes Please ensure when you change the

CuReply CReply All Forward G5IM

y Tue 3/6/2018 3:11 PM

Eric Wagner

(@  RE: 1T documents
To O David Sorangen; Reports
Ce Finance Team; O Kellr, Anne L NFG NG WVARNG (US) (anne.Lkeller nfg@mal.mi) ~

1 got the same thing again.

From: David Sorongon
Sent: Tuesday, March 06, 2018 3:01 PM

To: Eric Wagner <Eric.Wagner@wvoasis.gov>; Reports <reports@wyoasis.gov>

Ce: Finance Team <FinanceTeam@wyoasis.gov>; Keller, Anne L NFG NG WVARNG (US) (anne.Lkeller.nfg@mail.mil)
<anne.Lkeller.nfg@mail.mil>

Subject: RE: IT documents

Try the report again

From: Eric Wagner
Sent: Tuesday, March 06, 2018 2:22 PM

To: David Sorongon <david.sorongon@wvoasis.£0v>; Reports <reports@wvoasis.Zov>

Ce: Finance Team <FinanceTeam@wyoasis.gov>; Keller, Anne L NFG NG WVARNG (US) (anne.Lkeller.nfg@mail.mil)
<anne.Lkeller.nfg@mail.mil>

Subject: RE: IT documents

David,

Itried running that report for both Receivable Department Document Code and Transfer Doc Dept Code for 0606 and got back
nothing. | see on the INTA table that both of those have the department as 1200 and 1300. | guess my question is how would
agencies be able to see all the IT documents by their department? Or is this something that would need to be modified on the
report?

Eric

From: David Sorongon
Sent: Tuesday, March 06, 2018 2:14 PM

To: Eric Wagner <Eric.Wagner@wvoasis.gov>; Reports <reports@wyoasis.gov>
Cc: Finance Team <FinanceTeam@wyoasis.gov>

Subject: RE: IT documents

‘The RECIP-001 report in the WVOASIS/Advantage Financial/Reciprocity folder should have the information from the Intercept
Activity table in the FIN App. If not, we should be able to tweak it to pull the necessary data

From: Eric Wagner
Sent: Tuesday, March 06, 2018 2:01 PM 5
Al folders are up to date. _ Connected to: Mirosoft Exchange

O ® - ' + 100
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Create ‘The following instructions will provide the minimum requirements for disposing (retiring) a fixed asset

record for a vehicle.
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Navigate to the Document Catalog and create a FD document <OR> JUMP TO = FD

Type the code: FD

Type your department number
Type your unit number

Click Create

Click the Auto Numbering box and click Create
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