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State of West Virginia
Purchasing Division

INVENTORY MANAGEMENT
and
SURPLUS PROPERTY DISPOSITION

Policiesand Guidelines

Part 1

Section One. General Information

11  Scope:

Thescopeofthe Inventory Management and Surplus Property DivisionPolicesand
Guiddines isto provide guiddines to State agencies on inventory management and

surplus property disposition.
1.2  Authority:

Authority to implement guiddines for State agencies to maintain and control thar State-
owned property and dispose of surplus obsolete equipment is granted to the Director of
the Purchasing Divisonin provisons of Chapter five, Article three, Section thirty-four and
forty-five of the West Virginia Code.

Section Two. Introduction

21  The Wes Virginia Purchasing Divison has prepared this manud as a guide to asss
inventory control managers at the State agency level in managing State-owned property
and disposng surplus equipment. These policies will hdp ensure that  inventory
management and disposal of surplus property are handled withinthe parameter of the State
law, and policies established by the Purchasing Division.
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Section Three. Inventory M anagement

31

32

3.3

34

35

The head of every department of State government must, on or before duly fifteenth of
every year, filewiththe Director of the Purchasing Division a cetification verifying thet dl
reportable property in its possession as of the close of the last fiscd year was properly
entered into the WVFIMS Fixed Asset System in accordance with the policy and the
WVFIMS Fixed Assets Traning Manua. (See Part |1 of this handbook for detailed
ingructions on entering and retiring assets in the WVFIMS Fixed Asset System.)

Coordinator:

Each agency head is responsible for appointing an agency inventory coordinator and
registering the coordinator’s name(s) with the Surplus Property Unit of the Purchasing
Divison by completing the I nventory M anagement Coor dinator Designation Form,
WV-101 (see Appendix A). The agency coordinator will be responsible for maintaining
the agency’s inventory and submitting proper and timely information to the Surplus
Property Unit of the Purchasing Divison as required. The coordinator’ s responsibility is
aso to natify and train employeeswithintheir agency onthe proceduresregarding the care
and proper dispogition of dl state owned equipment as outlined in this handbook.

Responsibility:

Agencies are respongble for al property under its jurisdiction, regardiess of its state
(removable or fixed), origin, or acquistion cost. Agenciesare responsible for mantaining
equipment fromdate of purchaseto date of retirement, such as keeping equipment secure,
entering assets into the WVHFMS Fixed Asset system, conducting physica inventories,
submitting annud certification, retiring assets properly, etc all in accor dance with policy
and procedures as outlined in this handbook.

Removable Property:

Removable property is defined as equipment, machinery, furniture and fixtures which are
not attached to the land, building, or improvements and is capable of being removed,
athough some disassembly may be required. For example, apiece of equipment which
is bolted to the floor for stability purposes may be considered removable property to be
placed in inventory.

Fixed Property:

Fixed property is defined as fixtures attached to land, buildings, or improvementsin such
away that removd dtersthe intended use of the facility or Ste. If the fixtures are part of
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3.6

the land, buildings or improvements to which they are attached, they are not reportable
property.

Reportable Property:

The Purchasing Division has established a capitdization figure of $1,000 and auseful life
of one (1) year or more as reportable property. This means that any item which has an
origind acquisition cost of $1,000 or more and useful life of one (1) year of more is
required to be entered intothe WVFIMS Fixed Asset sysem. Although not required by
the Purchasing Divison, agencies may, however, enter property or equipment costing less
than $1,000 in the Fixed Asset system.

3.6.1 Exceptions. It ismandatory the following commodities are entered in

WVFIMS Fixed Asset system:

36.11 Firearms regardless of the cost. Please make sure dl serid
numbers are entered correctly.

3.6.1.2 All computers (induding laptops and central processing units

[CPU]) with an acquisition cost of $500 or more.

3.6.2 All other commoditiesand supplieswhich have avaue of at least $1,000
are consgdered equipment, i.e, office or plant equipment (furniture,
mechanicd, dectricd, technicd); rolling stock (cars, buses, arplanes,
motorboats, motorcycles); and independent classes or materid, such as
but not restrictedto, athletic equipment, education equipment (projectors,
screens, classroom televison sets), and recreationa equipment (motion
picture cameras, recording equipment, and playground equipment).

3.6.3 Hidorica cost should be assigned to dl assetsthough areview of invoices
or purchase orders. Costs can be estimated if no invoice records exi,
but the estimation mugt be reasonable and the method of  calculation
should be recorded and kept on file for audit purposes.

3.6.4 Property should be inventoried on a ‘per item’ basis. Individud items
making one working component are to be inventoried as one piece of
equipment. However, should a piece of equipment be purchased for the
purpose of enhancing or upgrading the item, the cost of the upgrade can
be entered into the WVFIMS Fixed Asset system on the “Add” screen
under “Asset Cross Ref”. This entry will tie the two assets together.
Individud items with separate serid numbers making up one working
component withatotal cost of $1,000 or more, i.e. computer equipment
(monitor and CPU unit) are to be entered and tagged as separate items.
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Quite often this equipment is retired as separate items.
3.6.5 Library Holdings

Library Holdings- At the end of the processing fiscd year, June 30th,, dl
books purchased during that fiscd year should be entered in the
WVFIMS Fixed Asset system as anew asset.

Example

Asst ID A59678 2000 Library Holdings $2,000
Asst ID A68902 2001 Library Holdings $3,000
Asst ID A78903 2002 Library Holdings $6,000

All booksin Library Holdings are to be retired to the Surplus Property Unit and
recorded on aWV-103 Retirement Form as one lot of books. The WV-103
Retirement Formmudt reflect the vaue of the books being retired. After Surplus
Property approves the WV-103 Retirement Form, the agency must execute a
Data Change Request reducing the vaue of the oldest library holding asset, unless
the retired books are from a different year, in the same amount as the retirement
vaue. A copy of the gpproved WV -103 Retirement Formisto be attached to the
Data Change Request and submitted to the Purchasing Divison' sSurplus Property
Unit for approvd.

Example

3.7

Asset ID - A59678 2000 Library Holdings - $2,000:

You wish to retire books with a value of $500.00. The WV-103
Retirement Form should be to retire books with avadue of $500.00. The
Data change request should be to reduce Asset ID A59678, the oldest
asset, to $1,500.

When the Library Holdings for a particular fisca year is reduced to zero
vaue, a Data Change Request should be executed to delete that fisca
year’ sholdings out of the WV FIM SFixed Asset systemand be submitted
to the Surplus Property Unit for approval.

Group Purchases/Unit Cost:

Items purchased in quartities of two (2) or more shall be placed into the agency’s
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3.8

3.9

3.10

311

inventory only after determining the unit cost of individua asset. Group purchases of items
shall not be recorded in aggregate. Individua assets shdl be recorded in the WVHIMS
Fixed Asset system if the total cost of the group purchases result in a unit cost of $1,000
or more and has a useful life of one (1) year or more. Each unit shall bear a separate
numbered inventory tag and be entered into the WVFIMS Fixed Asset system as
individual assts

Donations:

Donated items that are acquired as a gift from an individua or organization are vaued at
far market vaue on the date of the acquigtion. Donated assets are to be tagged and
placed in the agency’s inventory, in accordance with the established policy of life
expectancy of one (1) year or more and valued at $1,000 or more.

Non-Reportable Property:

Non-reportable property is defined by the Purchasing Division to be those removable
items, such as caculators, typewriters, lavn mowers, etc., costing under $1,000. Items
such as a load of gravd, a skid of paper, a freezer load of meat, grass seed, €tc., are
considered expendable items and are not to be tagged and placed in the agency’s
inventory.

Computer Software/Modular Furniture:

Computer software is an intangible asset and considered non-reportable.  Modular
furniture when purchased as separate pieces normdly does not cost over $1,000 per
piece. Itisrecommended that modular furniture not to be placed into the WVFIM S Fixed
Asst system. Mot often these items are retired as separate assets.

| dentification Tags:

All equipment over $1,000 will have a numbered eguipment identification tag and that
equipment will be entered into the WVFIMS Fixed Asset sysem. Agency's will be
responsble for obtaining and placing the proper tags on dl equipment under their
jurisdiction. Tags are to be placed on dl items of property/equipment in such a manner
that it can be easily seen and read.

3.11.1 The Purchasng Divison has in effect a Statewide contract for
Identification tags, SWC-TAG.
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3.11.2 Tags without numbers are available on the Statewide contract should
agencies wish to tag non-reportable property for identification purpose.
However, tagging non-reportable property/equipment is not required by
the Purchasing Divison.

3.12 Added Property:

When an agency acquires new, reportable property/equipment, theitemshould be entered
into the WVFIMS Fixed Asset system and labeled with a numbered identification tag.
Agenciesare responsible for adding new equipment intothe WV FIM SFixed Asset system
as soon as the vendor’ s invoice has been paid and the FIMS ‘I’ document number has
been established.

3.13 Lost Property:

When any reportable State-owned property has been declared "logt”, the agency is
requiredtoretirethe asset in the WVFIMS Fixed Asset systemwiththe dispositioncode
of “log”. Prior to reporting the equipment lost, every effort should be made to locate the
equipment. The agency inventory coordinator should conduct a physicd inventory in an
attempt to locate the equipment as well as interview the employees responsible for or
assigned the equipment to determinewhy the equipment waslost. Theagency’ sinventory
coordinator isto document the findings and submit the documentationalongwithadetailed
letter Sgned by the department head or designee explaining the lost  with the FIMS
retirement cover sheet to the Purchasing Divison's Surplus Property Unit. Upon approval
by the Surplus Property Unit, the retirement document will have the status of “COM” in
WVFIMS Fixed Asset system.

3.14 Stolen Property:

Every effort should be taken to secure al state owned equipment. Agency personnel
should secure equipment when not in an office environment, i.e. vehicles containing date
owned equipment should be locked when left unattended. When any property on the
agency’s inventory has been stolen, the theft is to be reported to the police. The police
report dong with aletter fromthe department head detailing the theft must be attached to
the WVFIMS retirement agency cover sheet and submitted to the Purchasing Divison's
Surplus Property Unit. If gpproved, the retirement document will have the status of
“COM” inthe WVFMS Fixed Asset system.

3.15 Destroyed Property:
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When any reportable property has been destroyed, (destroyed means anatura disaster
such as flood, fire, hurricane, etc) the agency should forward a WVFMS retirement
cover sheet for dl destroyed assets dong with a letter from the department head
explaning how the property was destroyed to the Surplus Property Unit of the Purchasing
Dividon. Oncethe Surplus Property Unit hasreviewed the transactionand uponapproval,
the retirement document will have the status of “COM” in the WVFMS Fixed Asset
sysem.

Note: Lost, stolen, or destroyed disposition codes are not to be use to
remove equipment from an agency’s inventory when retirement
procedures were not follow to properly dispose of obsolete
equipment.

3.16 Correction:

Agenciesmay make corrections todataentered intothe WV FIM SFixed Asset syssemwithinthirty
(30) days from entry. After the thirty (30) day grace period, al corrections to the WVFIMS
Fixed Asset sysem must be submitted ona Data Change Request to the Surplus Property Unit for
review and gpprovad. |If gpproved by the Surplus Property Unit, the data change request will be
completed and the requested changes will be made in the WVFIMS Fixed Asset system.

3.17 Physcal Inventory:

All agencies are required to take a physicd inventory once every three years, and shall have
completed such physical inventory by June 30". The physica inventory shdl include reportable
property under the agency’ sjurisdictionwithan acquisitioncost of $1,000 and an expected life of
one (1) year or more.

3.17.1. Itisrecommended that a physica inventory betakenof dl assets
when:

. A new inventory coordinator is name by
the depatment head and assumes
responsbility for the agency’s fixed
assets.

. Anorganizationa change occursaffecting
the distribution of equipment assgnedto
aparticular location or department.

3.18 Caertification:
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3.19

Agenciesarerequired to completeanannud I nventory Certification Cover Sheet and
submit to the Purchasing Division by July 15" of every year. A cetifidble inventory is
identified as atrue and accurate statement fromthe department head or designee verifying:

1 the date the last physical inventory was last taken of dl equipment under the
department’ s head jurisdiction (A physical inventory isrequired once every
threeyears), and

2. all assets under the department head’s jurisdiction as of June 30" with an
acquistion cost of $1,000 or more were entered in the WVFIMS Fixed Asset
System for the current fiscd year, and

3. dl obsolete assets under the department head's jurisdiction were retired in
accordance with policy, procedures and guiddines.

Inquiries:

For information regarding the WVFIMS Fixed Asset system, inventory policy and
procedures, etc. contact:

Ken Frye

Purchasing Division
Surplus Property Unit
Program Services Section
2700 Charles Avenue
Dunbar, WV 25064
Telephone: 304-776-2626
Toll Free 1-800-576-7587
Fax: 776-2631
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Section Four. Surplus Property Disposition

4.1  The Surplus Property Unit is respongble for the digpostion of ALL State reportable
property no longer needed by the owning agency, regar dless of the acquisition cost.

4.2  Itisimportant to remember that the Surplus Property Unit must gpprove al methods of
disposition with the exception of “Logt”, “Stolen” or “ Destroyed” regardless of the
acquisition cost. AL L property no longer needed in a department is to be retired to
the Surplus Property Unit of the Purchasing Divison.

4.3  Thedigposa processwill begin when the agency makes the decision to dispose of or
retire a piece of reportable property. Based upon the condition of and the potentia to
reuse the item, the agency will recommend one of the following six (6) disoosal
methods.

. Ddliver Property to the Surplus Property Unit

. Request the Sur plus Property Unit to Pick Up Property
. Request Sale-on Site
. Request Vendor Trade-in

. Sdl for Scrape
. Send to Landfill

4.3.1 All agencies no longer needing equipment/property must follow the
retirement procedures as outlined in this hand book  Agenciesretiring
equipment with an acquisition of $1,000 or less and not in the
WVFIMS Fixed Asset system are required to use the Surplus Property
Retirement Form, WV-103 form (see Appendix-A). Thisform should
accompany the equipment to Surplus Property.

Exception: Trade-in equipment (Seetrade-in procedures 4.5.4)

4.3.2 Agencies retiring equipment with an acquigtion of $1,000 or more are
required to retire the equipment to Surplus Property eectronicaly using
the WVHMS Fixed Asset System. The retirement processvia
WVHMS Fixed Asset system will automatically generate an FIMS
agency retirement cover sheet. This agency retirement cover sheet
should accompany the equipment to Surplus Property for proper
completion of the retirement.
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4.4

4.5

4.3.3 Therecan beonly one method of disposition for each cover
sheet/form. For example, if there are five items on one cover
sheet/form, dl of those items must have the same method of dispostion.
The requested disposition method must be approved by Surplus
Property prior to the agency taking any action on the retirement.
Equipment must remain in the agency’ s possession until the requested
disposition method has been approved by Surplus Property.

It isimportant thet the item indicated on the Sur plus Property Retirement Form,
WV-103 or WVFIMS retirement cover sheet coincide exactly with the actua
property being retired to the Surplus Property Unit. If the retirement documents and the
actual property retired does not match, the retirement can not be completed by Surplus
Property until a corrected retirement document is received by Surplus Property;
therefore, the agency is held legdly accountable for the property which they may no
longer have in their possesson.

M ethods of Disposition:
45.1 Agency DeliversProperty to Surplus Property:

Property no longer needed by a state agency should be ddlivered to
the Surplus Property Unit at 2700 Charles Avenue, Dunbar, WV. The
agency should offer the Surplus Property Unit aminimum of 24 hours
notification prior to delivering the property. The receiving hours of the
state property warehouse are 9:00 am to 4:00 PM. Please note
gpace at the Surplus Property Unit facility islimited. Therefore, please
note property delivered by state agencies without having a cleer titleto
the Surplus Property Unit and not readily available for sale, a per diem
storage fee may be assessed until the property is officialy released to
the Surplus Property Unit for disposd.

4.5.1.1 The agency driver who ddiversthe property to the
Surplus Property Unit will provide the appropriate
retirement document listing dl property being retired.
The gppropriate retirement document isaWV-103
form for items with an acquisition cost of $1,000 or less
and not on the WVFIMS Fixed Asset System, OR a
WVHMS retirement cover sheet lising al itemswith
an acquisition cost of $1,000 or more. When the
Surplus Property staff unloads and inventories the
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property upon receipt, if the items on the retirement
form do not match those delivered, the Surplus
Property Unit may not Sgn the retirement form until the
agency reconciles the difference by generating a new
and accurate retirement form.

45.2 Request Pickup By Surplus Property:

State agencies are requested to  ddliver the property no longer needed
by the agency to the Surplus Property Unit. However, if the agency is
unable to make trangportation arrangements for the property, the
Surplus Property Unit may offer assistance. The Surplus Property Unit
has its own transportation fleet and drivers who pick up and screen
federal property at federd property generating Stesin the eastern part
of the United States on afull time basis

4521 The Surplus Property drivers are in your area
screening and  trangporting federa property,
they may aso be ableto pick up property
being surplused by State agencies providing
their schedule permits. These pickups are
scheduled based upon the date of request
and/or the location of the property.

4522 The agency must have ready the appropriate
retirement form when the Surplus Property
driver picks up property a the agency’s
location. When the surplus property driver
loads the property, he may not be ableto
inventory the property and, thus, Sgn off on the
retirement form. If there is more than one item
on the retirement form, the property will be
inventoried when received a the Surplus
Property sate warehouse. If the retirement
form is complete and accurate, the retirement
form will be sgned by Surplus Property, which
will release the property to Surplus Property
and render the retirement complete. If the items
do not match the retirement form, the Surplus
Property Unit may not sgn the form until the
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453 SaleOn-Site

454

agency reconciles the difference by generating
anew and accurate form.

Property no longer needed by an agency may be disposed of by the
Surplus Property Unit without removing it from the agency’ s location.
Property disposed of by this method may be sold to an organization
eigible to purchase it, including other states agencies, or it may be
advertised to be sold through a sedled bid process to the public. Thisis
the preferred method of disposa when an item is exceedingly difficult or
costly to transport or requires specid handling.

4531 The WV-103 retirement form or FIMS
retirement cover sheet will be generated by the
agency for approval by the Surplus Property
Unit. If approved, the on-ste sdewill be
scheduled. If disgpproved, the Surplus
Property Unit will notify the agency with
additiond indructions.

Trade-In:

The trade-in process, as with other methods of disposition, requires
two steps: gpprovad of theinitid request and find gpprova after bids
have been submitted (which is required before award.).

Before conddering trading in existing equipment toward the purchase of
new equipment, agencies must have the prior written consent of the
West Virginia State Agency for Surplus Property (WV SASP) for any
dollar amount. When soliciting bids, prices must be requested both with
and without trade-in offers from the vendors to facilitate an accurate
comparison by WV SASP, and also to establish avaue for the new
equipment for inventory purposes. For example:

|PurchasePrice Trade-in Value |Total Price

$1,500 $500 $1,000

$1,200 IN/A $1,200
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It isimportant to note that the vaue of the new equipment without
consderation of the trade-in dlowance is the vaue to be used for
determining the purchase process and aso the vaue to be reflected on
the agency’ sfixed asset inventory. A trade-in dlowance does not alow
a dtate agency to ater or circumvent the purchasing process.

When agencies request to exchange existing equipment on a*‘trade-in’”’
basis when purchasing new equipment, the vaue is a determining factor
in processing the request. If the value of the new equipment islessthan
$10,000, and the origind cost of the proposed trade-in item is more
than $1,000, the buying agency must submit aWVFMS cover sheet to
WV SASP requesting authorization to trade a piece of equipment in on
the purchase.

In addition to the WVFIMS cover shest, three written bids supplied by
vendors must aso be attached. If approved by WV SASP, this
aoprova will be dectronically transmitted to the agency viathe
WVFIMS Fixed Asset system. Upon receipt by WV SASP of an
awarded purchase order produced by the agency and areceipt signed
by the vendor receiving the equipment, WV SASP will gpprove the
transaction by removing the items from the agency’ sinventory.

If the origina cost of theitem to betraded inisless than $1,000, and is
not listed on the WVFIMS Fixed Asset system, the asset must be
added to the WVFIMS Fixed Asset system for trade in purposes. A
WVFIMS cover sheet must be submitted to Surplus Property for
disposition method approva. Oncethe tradein is complete, the agency
must submit theWVFIMS cover sheet dong with areceipt from the
vendor accepting the trade in to WV SASP for find gpprovd and
completion.

If the value of the items to be purchased is greater than $10,000, a
copy of the requisition which was submitted to the Acquisition and
Contract Adminigtration Section of the Purchasing Divison should be
supplied to WV SASP aong with the WVFIMS retirement cover sheet
documenting the item requested to be used astrade-in. If the trade-inis
approved, WV SASP will forward a signed copy of the WVFIMS
cover sheet with agtatus of "AAP" to the buyer who will then award
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4.6

455

4.5.6

the purchase order. Upon receipt by WV SASP of this awarded
purchase order from the agency requesting the trade-in, WV SASP will
gpprove the transaction and the status of the trade-in document will be
“COM” rendering the transaction complete.

Only one-for-one trade-in will be considered, and items may be traded
only for the same type of item. Trade-inswill not be authorized for
items purchased from statewide contacts or sole source vendors, unless
itisin the best interest of the State and approved by WV SASP.

Sdll for Scrap Value:

Items which have a scrap value, i.e. various metals, may be disposed of
for the content of the property, if authorized by the Surplus Property
Unit. Thiswill be accomplished through the use of agtatewide
contracts or other means coordinated by the Surplus Property Unit.

After the scrap deder picks up the property or the agency hasthe
property delivered to the scrap deder’ sfacility, the agency will forward
the dedlers weight ticket receipt for those items listed on the Surplus
Property Retirement Form, WV-103 of WVFIM Sretirement
cover sheet for find completion by Surplus Property.

Send to Landfill:

Certain property which has no vaue and cannot be reused may be
disposed of by trangporting it to alandfill, if authorized by the Surplus
Property Unit. Transporting and/or costs associated with this method
of disposd will be born by the owning agency. The gppropriate
retirement form/FIM S cover sheet requesting this method of disposa
will be generated and submitted to the Surplus Unit for approval.

Property/Equipment Transfer:

The transfer of equipment/ property between agenciesis prohibited unless mandated by

executive order or legidative action. In this case, please contact the Purchasing
Divison for pecific ingtructions.
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4.7

4.8

Cannibalization of Equipment

Cannibdization of equipment isstrictly prohibited unless pre-approved by the Surplus
Property Unit.

Inquires:

For additiond informational on methods and approva of property disposition, please
contact:

Ken Frye

Purchasing Division
Surplus Property Unit
Program Services Section
2700 Charles Avenue
Dunbar, WV 25064
Telephone: 304-776-2626
Toll Free 1-800-576-7587
Fax: 776-2631
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INVENTORY MANAGEMENT

WVFIMSFIXED ASSET SYSTEM

TRAINING MANUAL

PART |1

Ken Frye, Assistant Director
Program Services Section
Surplus Property Unit

Purchasing Division

Revised June 30, 2004
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SECTION ONE

ADDING NEW ASSETS

Ingtructions for adding a fixed assets to the WVFIM S Fixed Asset System:

Menu Options:

1.Sdect Fixed Assets System from the WVFIMS main menu.
2.5elect Fixed Asset Add from the Fixed Asset menu.

Screen#1
| D FA#1504 STATE OF WEST VIRG NI A 01/ 22/ 03
FX00030 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 10: 17: 27

ADD FI XED ASSET

ORG 0000 FIMS FUND: __
TAG NUMBER _ ACQUI SI TI ON METHOD:  __
WFI M5 DOCUMENT: _ DETERM NED BY: __
ACQUISITION DATE: ASSET TYPE: __
VAL UE:

I'N SERVI CE DATE:
QUANTI TY:

| TEM DESCRI PTI ON:

LOCATI ON:
SERI AL NUMBER: MODEL :
MAKE: MANUFACTURER:

ASSET CRCSS REF:
NEXT:

PF1 =HELP PF2 =DUP PF3 =END PF4 =MENU PF6=COMMENTS  PF9=AGY SCR
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All fields on this screen are required as it gpplies to the equipment with the exception of “Quantity”
whichis prefilled with “1", and “ Asset Cross Ref” which is used only when cross referencing an asset
back to another asset. In this case, enter the asset ID number being referenced in thisfield.

1.0rg:Enter your agency’ s sate level organization number. Thisisafour digit number; eg., 0214.
2.FIM S Fund: Enter the four digit fund number the assets was paid from.

3.Tag Number : Enter the tag number of the asset being added. This number is assgned by the agency
and affixed to the equipment being added. The tag number may be apha/numerical combination but
must be unique for your agency.

4. Acquisition Method: Enter the acquisition method. If not known, enter an®*” and press “ enter”
to obtain a browse screen of options. Select the appropriate method from the browse screen by typing
an“S’ inthefidd to the left of the screen and press“ enter”. (See Screen #2). The system will
autométicaly retrieve and enter your sdection in the field on the Add Fixed Assat screen.

Screen #2
| D FA#1504 STATE OF WEST VIRGA NI A 01-22-03
FX00950 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 11: 01: 03

ACQUI STI ON METHCD HELP BROWSE

CODE DESCRI PTI ON CODE DESCRI PTI ON

01 PURCHASE FROM VENDCOR

02 | NSTALLMENT PURCHASE

03 FROM SURPLUS PROPRTY

04
_ 05

06
_ o7

_ 08

_ 09

FROM STATE AGENCY

DONATI ON

PRQIECT LEDGER

COP

CAPI TAL LEASE

BANK TRUST PAYMENT

_ 10 CONCESSI ONAI RE CNTRT

PAGE: 01

PF3 =END PF4 =MENU PF6 =TOP PF7 =BKWD PF8 =FWD

5. WVFIM S Document: Enter the“ |” document number generated when the
invoice was paid. If the asset was paid viathe P-card,

then enter the“ S’ number.
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6. Determined By: Enter the code number for how the cost was
determined. If unknown, enter and “*” and press
“enter” for abrowse screen of options. Typean “S’
to the | eft of the correct number and press“ enter” .
(See Screen #3). The system will automeaticdly retrieve
and enter your selection in thisfield on the Add Fixed
Asset screen.
Screen #3
I D: FA#1504 STATE OF WEST VIRG NI A 01-22-03
FX00950 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 11:11:11
VALUE DETERM NATI ON HELP BROWSE
CCDE DESCRI PTI ON CODE DESCRI PTI ON
_ 01 H STORI CAL COsT -
_ 02 EST H STORI CAL COST [
_ 03 FW / APPRAI SAL [
PAGE: 01 | NVALID KEY PRESSED
PF3 =END PF4 =MENU PF6 =TOP PF7 =BKWD PF8 =FWD
7. Acquisition Date: Enter the date the equipment was received by your
agency. The date entered must be MMDDYYYY':
e.g., 01012003. This date cannot be a future date.
8. Asset Type: Enter the asset type code number. If unknown, a

browse can be obtained by enteringan “*” and
pressng “enter” . Select the appropriate asset type by
typingan“ S’ inthefidd to the left and press“ enter”.
(See screen #4). The system will automaticaly retrieve
and enter your selection in thisfield on the Add Fixed
Asset screen.
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Screen #4

D FA#1504 STATE OF VEST VIRG NI A 01- 22- 03
FX00950 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 11: 21: 00
HELP BROWSE
- EQUI PMENT ---- - EQUI PMENT CONTD -

_ 01 AIRPLANES / HELI COPTERS 24 HOUSE/ OFFI CE MOVABLE TRAI LERS

_ 02 VEHICLES - AGENCY OWNED [ OTHER- - - - - -

_ 03 VEHICLES - TRAVEL NMANAGEMENT 14 LAND

_ 04 COLLECTI BLES 15 LAND | MPROVEMENTS

_ 05 COVPUTER EQUI PMENT 16 BU LDI NGS

_ 06 GENERAL MACHI NERY / EQUI P 17 BU LDI NG | MPROVENENTS

_ 07 HW CONSTRUCTI ON EQUI P 18 LEASEHOLD | MPROVEMENTS

_ 08 HOUSEHOLD EQUI P AND FURN 19 LI BRARY HOLDI NGS

_ 09 MEDI CAL EQUI PNENT 20 LI VESTOCK

_ 10 OFFI CE AND COVMUNI CATI ON EQUI P 21  CONSTRUCTI ON | N PROGRESS

_ 11 RESEARCH AND EDUCATI ONAL EQUI P _ ----DHHR ONLY----

_ 12 STORE FIXTURES AND EQUI P 46 BUILDI NG SERVI CES ( DHHR)

_ 13 WAREHOUSE FI X AND EQUI P 47 FIXED EQU PMENT  (DHHR)

_ 22 WATER CRAFT 48 NMOVABLE EQUI PMENT ( DHHR)

_ 23 FIREARVB 49 FARM EQUI PVENT

PAGE: 01 NO MORE PAGES

PF3 =END PF4 =MENU PF6 =TOP

PF7 =BKWD  PF8 =FWD

0.

Value:

Enter the cost of the equipment. Use decimd points

only if the amount isnot in whole dollars. This should
be the origina purchase price of the equipment.
However, if theitem is donated, enter the fair market
vaue at the time of donation. Items purchased from
Surplus Property Unit will be the actud cogst paid to
Surplus Property Unit for the equipment.

If the dollar vaue is unknown, the cost should be
estimated if no invoice record exist; however, the
estimation must be reasonable and the method of
calculation should be recorded on the “ comment
screen” and other documentation properly filed.
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10. In service date: Enter the date the equipment was placed in service.
(MMDDYYYY). The date entered into thisfidd must

succeed the acquigition date.
11. Quantity: Thisisaprefilled field with “1". If entering acreage,
the fiedld may be in fractions.
12. Item Description: Enter a complete description of the equipment.
13.  Location: Enter the exact location of the equipment.
14.  Serial Number: Enter the serid number of the equipment, if gpplicable.
15. Model: Enter the model number of the equipment, if gpplicable.
16. Make: Enter the make of the equipment, if gpplicable.
17. Manufacturer: Enter the manufacturer of the equipment, if gpplicable.

Note: Numbers 14, 15, 16 and 17 arerequired field for assets
coded 01, 02, 03, 05, 06, 09, 10 and 23.

18.  Asset Cross Ref: Enter the Asset ID number that the equipment is being
cross referenced to.

After entering the information on the Add Fixed Asset screen, you may press“ enter” to add
the asst to the system or PF9 to add additiona information on the agency screen. (See Screen
#5). It is highly recommended that as much information as is available be added to the agency
screen. A unique system generated fixed asset document number will be displayed at the
bottom of the screen.
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Screen #5

ID: FA#1504 STATE OF WEST VIRG NI A 01/22/0
FXOOMBA FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 11:58:3
ADD FI XED ASSET AGENCY SCREEN
PROJECT ID: ___ TEAM PO NUMBER __
FIMS POIDENTIFIER __ WFI M VENDOR NOO
COMVODI TY CODE: ___ - __ TEAMVENDOR NO ____ GROUP:
BUI LDI NG FLOOR:
COUNTY: ROOM
EXTENDED ORG M SC FIELD 2:
M SC FIELD 3: M SC FIELD 4:

DEPRECI ATE (Y/N): N
AGENCY DEPRECI ATl ON - - ==« = == cco e cmmaocoea o

ORI G NAL VALUE: .00 DETERM NED BY:
ACCUMULATED DEPREC: .00 USEFUL LIFE: ___ YEARS
SALVACE VALUE: .00
NEXT:

PF1=HELP PF3 =END PF4 =MENU  PF6=COMMENTS  PF9=FX SCREEN
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ADDING DUPLICATE ASSETS

Adding multiple assets in the WVFIMS Fixed Asset system has been made easy for the
agency. An agency may have a purchase order for twenty (20) computers, with only the serid number
being different. Follow the ingtructions below to enter duplicate assets.

1. After entering the information on the Add Fixed Asset screen for the first asset, do not
press“enter”. At the bottom of the screen, thereis a PF2=DUP navigation key.
Pressing the PF2=DUP key will system generate an Asset ID number for the first asset
and retain the information previoudy entered for the first asset with the exception of the
tag number and serid number, if gpplicable. These two fiddswill be blank. Continue
to add the other assets with a different tag number and the correct seria number for
each additiond asset accordingly.

2. The Add Fixed Asset Agency screen is aso duplicated. If this screen isused to enter
the first asset, the information will remain for the second assat. If, however, it is not
used, the screen will remain blank. Be careful when using the agency screen, making
sure changes or additions are also made. At the end of the Add Agency Fixed Asset
screen, press” PF9" to accessthe Add Fixed Asset screen. Then press“PF2" to
continue adding duplicate assets. Once dl duplicate assets are entered, press “enter” .

Information entered in the location, floor and miscdlaneous fid ds should be consstent.
Thiswill be hdpful when inquiring or running reports.

ADDING COMMENTSTO AN ASSET

1. Y ou may add comments to an asset any time during the life of the equipment by
pressng “ PF6=Comments’. To add acomment to an asset while adding the new
asset, Press* PF6=Comments” and add the comment. If the asset is dready added,
go to the“ Fixed Asset Modify”, retrieve the asset, press “ PF6=Comments’ and
add your comments. See Screen #1.
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Screen #1

I D FA#1504 STATE OF WEST VIRA N A 01/27/0
FX00680 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 09:57: 2
COMMENTS ENTRY PACE 00

ORG 0214 TAG NUMBER: 923901 ASSET | D: 0000232494

DESCRI PTI ON:  HP PRI NTER

COMVENT

NEXT:

PF3 =END PF4 =MENU  PF7 =BKWD PF8 =FWD

PF5 =PRINT PF9 =AGY SCR PF10=FI XED ASSET

Screen #2 reflects the comment added and the User ID number and date the comment was added.

Screen #2
| D. FA#1504 STATE OF WEST VIRG NI A 01/27/0
FX00680 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 10: 04: 2
COMMENTS ENTRY PAGE 01
ORG 0214 TAG NUMBER: 923901 ASSET | D: 0000232494
DESCRI PTI ON:  HP PRI NTER

COVIVENT

THI' S ASSET WAS REPLACED UNDER WARRANTY. FA#1504 01/27/2003
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NEXT:
PF3 =END PF4 =MENU  PF7 =BKWD PF8 =FWD

PF5 =PRINT PF9 =AGY SCR PF10=FI XED ASSET

SECTION TWO

ASSET INQUIRY

Ingtructions to inquire an asset on the WVFIMS Fixed Asset System:
Menu Options:

1. Sdlect Fixed Assets Systems from the WVFMS main menu.
2. Select Fixed Asset Inquire from the Fixed Assets menu.

Screen #1
| D FA#1504 STATE OF WEST VIRG NI A 01/ 22/ 03
FX00020 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 13: 36: 27

I NQUI RE FI XED ASSET - KEY PROWPT
W/FI M5 ASSET ID:
OoR
ORGANI ZATI ON:
AND
TAG NUMBER __

OR

SERI AL NUMBER:

R

ASSET TYPE:

R

LOCATI ON:

R
W/FI M5 DOCUMENT:
OoR

PROJECT ID:
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NEXT

PF1 =HELP

PF3 =END

PF4 =MENU
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(See screens #1, #2, and #3).

1
OR

OR

OR

OR

OR

Enter the WVFIMS Asset ID and press“ enter”. Thereisno browse here.

Enter the four digit sate level organization number and one of the following:

Enter the tag number of the asst, if known. To obtain abrowse of dl the assets of an
organization enter and “*” and press “enter” . To choose an asset from the browse,
typean “ S’ in thefidd to the left of the asset and press“ enter” . (See Screen #2)

To obtain abrowse of adl the assets of a particular type (computers), type the asset
code and press “enter” . If the asset code is unknown, enter an“*” here and press
“enter”.

Enter the location or the beginning letters of alocation to obtain a browse of locations.

Enteran “*” or the WVFIMS document number and press“ enter” to obtain a
browse of assats by WVHMS document number. Any letter or number will start the
browse at the asset which starts with the letter or number.

To obtain abrowse of al the assets associated with a particular project, type the
correct number in the Project ID field. To choose an asset from the browse, type an
“S’ inthefidd to the left of the asset and press*“ enter™.
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Screen #2

I D: FA#1504 STATE OF WEST VIRA N A 01/22/0

FX00070 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 13:51:5

BROWSE FI XED ASSETS BY ORG TAG NUMBER

W/FI M5 ORG 0214 PURCHASI NG DI VI SI ON OF

I'N
TAG NUMBER ASSET I D | TEM DESCRI PTI ON SER
_ 920264 A000204523 HP LASER JET SERIES Il PRI NTER N
_ 920278 A000038183 DMS 1000 SYSTEM N
_ 920285 A000040665 MONI TOR N
_ 920773 A000038138 CPU UNI' T N
_ 921651 A000180408 PERSONAL COVPUTER Y
_ 921652 A000180411 PERSONAL COVPUTER N
_ 921653 A000180414 PERSONAL COVPUTER Y
_ 921654 A000180415 PERSONAL COWPUTER N
_ 921657 A000198186 LAPTOP N
_ 922061 A000243220 CPU Y
_ 922062 A000243226 MONI TOR Y
_ 922063 A000243221 CPU Y
_ 922064 A000243227 MONI TOR Y
PAGE: 01
NEXT: _
PF1 =HELP PF3 =END PF4 =MENU PF6 =TOP PF7 =BKWD PF8 =FWD

The WVFIMS Fixed Asset system retains a history of dl records regardless of their satus. Items
deleted or retired can till beinquired upon and viewed by the agency.

Each browse alows an asset to be selected for viewing. If the browse is longer than one page, “ PF7"
& “PF8" will navigate the pages forward and backward from the Inquire Fixed Asset screen.
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SECTION THREE

MODIFICATIONS/DELETIONS

Modifying/Deleting an Asset

The WVHMS Fixed Asset system was designed with flexibility in mind but a the sametime
retain the integrity of a statewide fixed asset/inventory management system. Agencies may
modify or delete a newly added assat within the firgt thirty (30) days from the date of entry with
the exception of changing the Asset ID number or the organization number. After the thirty
(30) days have expired, the information entered by the agency cannot be modified or deleted.
All modifications and deletions to an asset after the thirty (30) day limit must be accomplished
by generating a“Data Change Request.” (See Section Four)

Follow the ingtructions below to modify an asst:
Menu Options:

1 Select Fixed Assets System from the WVHMS main menu.
2. Select Fixed Asset M odify from the Fixed Assets menul.

See Screen Print #1

1 The data in bold can be modified by the agency within thirty (30) days of entry.
2. Information on the agency screen can be modified at any time.
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Screen #1

I D FA#1504

FX00040

ORG

TAG NUMBER:

W/FI M5 DOCUMENT:
ACQUI SI TI ON DATE:
VALUE:

I'N SERVI CE DATE:

ASSET TYPE:
QUANTI TY:

| TEM DESCRI PTI ON\:

STATE OF WEST VIRGA NI A

FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM

MODI FY FI XED ASSET

0215
922069
1005615578
07/ 11/ 2002
3, 155. 00

07/ 11/ 2002

5 COVPUTER EQUI PVENT

1

ACQUI SI TI ON METHQOD:

DETERM NED BY:

01/23/03

ASSET | D. A000245839

1 HI STORI CAL COST

QUT OF SERVI CE DATE:

COMPAQ NOTEBOOK EVA N600 C (LAPTOP COWPUTER)

LOCATI ON: 2019 WASHI NGTON STREET, E.

SERI AL NUMBER: 7E27KBSZ301G
MAKE: N600C
CRCSS REF. | D: .
NEXT:
PF1=HELP PF4=MENU PF6=COMVENTS

PF10=AGY SCR

MODEL: EVO

VANUFACTURER:  COVMPAQ

PF12=Del et e

13: 02: 47

FI M5 FUND: 2300 TRAVEL MANAGEMENT O

1 PURCHASE FROM VENDOR

PF3=End
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SECTION FOUR

DATA CHANGE REQUEST

Agencies may modify information added to the WVFIMS Fixed Asset system within thirty (30)
daysof entry. After the thirty (30) days, dl changesto an asset must be accomplished on a
“Data Change Request”. This method isto be used only to correct data originaly entered or
delete an asset that has been entered more than onetime. It isnot to be used to delete an
asset from an agency’sinventory when the asset wasretired or disposed of

improperly. All obsolete reportable equipment isto beretired to the Surplus Property
Unit following established guidelines.

Follow the ingtructions below to generate a Data Change Request.
Menu Ogptions:
1. Sdlect Fixed Assets System from the WVFIMS main menu.
2. Sdlect Fixed Asset
3. Select Fixed Asset Data Change Request

See Screen #1.

1. Enter the 4 digit organization number.
2. Enter a detailed explanation of changes being requested
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Screen #1

I D: FA#1504 STATE OF WEST VIRA NI A 01/ 23

FX00710 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 13: 47
FI XED ASSETS - ADD DATA CHANGE REQUEST
ORGANI ZATI ON: 0214 PEOPLE OF WEST VIRG NI A
DATE: 01/23/2003
PURPCSE OF CHANGE W TH DETAI LED EXPLANATI ON:
Thi s equi prent was replaced under warranty on 01/15/2003. Changi ng
the serial to coincide with the equi pment received. See attached
correspondence verifying replacenent of equi pnent.
CONTACT NAME: KEN FRYE PHONE: 776-2626
NEXT:

PF1 =HELP PF3 =END PF4 =MENU PFO=1 TEMS

3.Press“PF9=Item” . Thiswill bring you to the “Add Fixed Asset Data Change Detall Key Prompt

screen.
4.Enter the Asset D number or the equipment tag number. (See Screen #2)
S.Press“enter” .
Screen #2
I D FA#1504 STATE OF WEST VIRA NI A 01/ 23/ 03
FX00720 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 13:59: 40

ADD FI XED ASSET DATA CHANGE - DETAIL KEY PROWPT

ORGANI ZATI ON: 0214 PURCHASI NG DI VI SI ON OF

WFI M5 ASSET | D: a38186
R
TAG NUMBER: -
NEXT:

PF1 =HELP PF3 =END PF4 =MENU PF5=END ENTRY/ ADD DOC

6.Inthe“Action” field enter “C” for Change or “ D” for Delete and hit “ enter” . (See Screen #3).
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7.Page down to the field being corrected. Typein the correct data
8.At the bottom of the screen enter a detailed justification.

O.Press“enter” .
Screen #3
| D: FA#1504 STATE OF WEST VIRG NI A 01/ 23/ 03
FX00830 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 14: 05: 59

FI XED ASSET DATA CHANGE REQUEST - DETAIL ENTRY

ACTI ON (C) HANGE (D) ELETE: C

ORG 0214
TAG NUMBER: 923424 ASSET | D: A000038186
W/FI M5 DOCUMENT: N A FI M5 FUND: 0210 DI VI SI ON OF PURCHAS
ACQUI SI TI ON DATE: 11/21/1995 ACQUI SI TION METHOD: 01 PURCHASE FROM VENDOR
VALUE: 1, 534.00 DETERM NED BY: 01 H STORI CAL COST

I'N SERVI CE DATE: 11/22/1995
ASSET TYPE: 5 COVPUTER EQUI PVENT
QUANTI TY: 1
| TEM DESCRI PTI ON: PRI NTER LASER JET 4 PLUS
LOCATI ON: 2019 WASHI NGTON ST., E. KIM TOVALI N
SERI AL NUMBER: USFC313599 MODEL: C2037A
MAKE: HEWLETT PACKARD MANUFACTURER: HEWLETT PACKARD

PURPCSE OF CHANGE W TH DETAI LED EXPLANATI ON:

Next :

PF1=HEL PPF3=ENDPF4- NENUPF9=NEW

10.Multiple assets may be corrected by generating one data change request. Follow the proceduresin
#11.
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11.1f changing multiple assats, press “PF9=New’ and continue adding assets requiring
correction/deletion, completing the “ Purpose of change with detailed explanation” for each asset. (See
Screen #4)
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Screen #4

I D FA#1504

FX00830

ACTI ON ( C) HANGE
ORG

TAG NUMBER

VWFI M5 DOCUNENT:
ACQUI SI TI ON DATE:
VAL UE:

I'N SERVI CE DATE:

ASSET TYPE:

QUANTI TY:
| TEM DESCRI PTI ON:
LOCATI ON:

SERI AL NUVBER:

MAKE:

STATE OF WEST VIRA N A 01/23/03

FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 14:10: 41

FI XED ASSET DATA CHANGE REQUEST - DETAIL ENTRY

(D)ELETE: C

0214

923424 ASSET I D: AD00038186

N A FIMS FUND: 0210 DI VI SION OF PURCHAS

11/ 21/ 1995 ACQUI SI TION METHOD: 01 PURCHASE FROM VENDOR
1,534. 00 DETERM NED BY: 01 HI STORI CAL COST

11/ 22/ 1995
5 COWPUTER EQUI PMENT
1
PRI NTER LASER JET 4 PLUS
2019 WASHI NGTON ST.,E. KIM TOVALI N
USFC312222 MODEL: C2037A

HEWLETT PACKARD MANUFACTURER: HEWLETT PACKARD

PURPCSE OF CHANGE W TH DETAI LED EXPLANATI ON:

Itemrepl aced

coincide with the replaced equi pnent.

under warranty. Changing the serial nunber to _

NEXT:

PF1=HELP

PF3=END

PFA=MENU  PF9=NEW

12.Press“enter” .

13.The data change request number will appear at the bottom and a data change request cover sheet
should print at your designated printer. (See Screen #5)
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Screen #5

I D: FA#1504 STATE OF WEST VIRA N A 01/ 2
FX00790 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 14: 2

FI XED ASSETS - DATA CHANGE REQUEST

1 ENTER DATA CHANGE REQUEST 2 I NQUI RE DATA CHANGE REQUEST
3 MODI FY DATA CHANGE REQUEST 4 AGENCY APPROVAL
5  PURCHASI NG Di VI SI ON APPROVAL

SELECTION:

NEXT: REQUEST # 0000000041 PRI NTED

14.To agency approved to the Purchasing Division, enter “ 4" in the Sdection field, press“ enter
Thiswill bring you to the agency Approva screen. (See Screen #6)

Screen #6
| D: FA#1504 STATE OF WEST VIRG NI A 01/23/0
FX00880 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 14:41:5

FI XED ASSET DATA CHANGE REQUEST - APPROVAL

REQUEST DATE: __
APPROVE: _
APPROVE DATE: 01/ 23/ 2003
SEND TO ORG ____
ERROR CCDE: ___
NEXT:

PF1 =HELP PF3 =END  PF4 =MENU

15.Enter the Data Change Request number in the Request fidld and press“ enter” . See Screen #7
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Screen #7

I D: FA#1504 STATE OF WEST VIRA N A

FX00880 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM

FI XED ASSET DATA CHANGE REQUEST - APPROVAL

APPROVE DATE: 01/23/2003
SEND TO ORG

ERROR CCDE:

NEXT:

PF1 =HELP PF3 =END  PF4 =MENU

01/23/0

14:41:5

16. Enter “Y” inthe“Approve’ fidd and press*“ enter”
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Screen #8

ID: FA#1504 STATE OF VEST VIRG NI A 01/ 23/
FX00880 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 14: 47:
FI XED ASSET DATA CHANGE REQUEST - APPROVAL
REQUEST: 0000000041
ORG 0214
REQUEST DATE: 01/23/2003
APPROVE: Y_
APPROVE DATE: 01/ 23/ 2003
SEND TO ORG 0214

ERROR CODE:
NEXT:

PF1 =HELP PF3 =END PF4 =MENU

17. Y our data change request has now been agency approved to the Purchasing
Divison. A cover sheet should print a your designed printer. (See Appendix
1). Attach a copy of the data change request cover sheet with any
documentation to support the change and send to the Purchasing Divison's
Surplus Property Unit to be reviewed and approved.

18.  If approved by the Purchasing Division, the change will automaticaly be made
inthe WVFIMS Fixed Asset system. If not gpproved, the data change request
will be rgjected back to the sending agency and the paperwork returned with
an explanation of the regjection.
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SECTION FIVE

RETIRING ASSETS

Ingtruction for entering assetsin or out of service
Menu Options:

1. Sdlect Fixed Assets System from the WVFIMS main menu.
2. Salect Fixed Asset Retirement from the Fixed Assets menu.
3. Sdlect Asset Retirement from the Retire Fixed Assats menul.

Screen #1
| D: FA#1504 STATE OF WEST VIRG NI A 01/23/0
FX00230 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 16:01: 1

FI XED ASSETS - RETI REMENT
ORGANI ZATI ON: _

RETI REMENT DATE: _

DI SPOSI TI ON METHOD:  _

LOCATI ON:

AGENCY COMMENTS:

CONTACT NAME: KEN FRYE PHONE: 776-2626
NEXT:
PF1 =HELP PF3 =END PF4 =MENU PF9 =l TEM
See Screen #1

1. Enter the state level organization number. Must be 4 digits.
2. Enter the date of retirement (MMDDYYYY).

3. Enter the disposition method of the asset to beretired. If the disposition
method number is not known, enter and asterisk “*”, press “enter” and the list
of methods will appear. Typean“S’ to theleft of the disposition selection,
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press “enter”. The sdlection will pre-fill the Dispostion Method fidd. (See

Screen #2).
Screen #2
| D. FA#1504 STATE OF VEST VIRG NI A 01-27-03
FX00950 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 10: 42: 12
METHOD OF DI SPCSI TI ON HELP BROWSE
CODE DESCRI PTI ON CCDE DESCRI PTI ON

_ 01 DELIVER TO SURPLUS

S 02 SURPLUS PI CK-UP

_ 03 SELL ON SITE

_ 04 TRADE IN

_ 05 SELL FOR SCRAP

_ 06 SEND TO LANDFI LL

07 LOsT

08 STOLEN

09 DESTROYED

10 OTHER AUTHORI ZATI ON

11 TEMP OQUT OF SERVI CE

12 SALE OF REAL PROPRTY

PAGE: 01

PF3 =END  PF4 =MENU  PF6 =TOP  PF7 =BKWD  PF8 =FWD

NOTE: Multiple items may be retired on the same retirement
form, but must have the same disposition method

Digposition Coded 01 through 06 are for assets retired through the
Purchasing Divison’s Surplus Property Unit - Organization 0214.

Digposition Codes 07 through 09 are for assets that are “Lost”
“Stolen” or “Destroyed” and required the gpprova of the Purchasing
Divison's Surplus Property Unit - Organization 0214. Supporting
document on logt, stolen, or destroyed equipment isto be submitted to
the Surplus Property Unit by the agency prior to the approval of the
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dispogition codes. Agencies should refer to the “Policies and
Guiddines’ on Inventory Management & Surplus Property Digposition
for proper disposition of equipment.

Disposition Code 10 is used by agencies not statutorily required to

retire assets to the Surplus Property Unit. Although the option is

available to do so.

4, Enter the location of the asset (building number, name, room number, etc.) Be
very specific if the Surplus Property Unit isto pick up the equipment. Thisisa
required fidd.

5. Enter any comments, ingtructions or additiond information that will make the

disposition of the asset a smooth process. Such as. a semi-trailer will be
needed, 10 am. isagood time to pick up, please cal before coming.)

6. Y our name and phone number will automaticaly be pre-filled from your user
profile as a contact person. Modifications to these fields can be made if
necessary.

Once fields #1 through #5 are complete, press “PF9" to proceed to the Retirement Detail Key Prompt
screen.

Retirement Detail Key Prompt Screen dlows the user to bring up al the pertinent information on a
specific asst in the system.. See Screen #3.

Screen #3
| D FA#1504 STATE OF WEST VIRG NI A 02/ 27/ 03
FX00320 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 14: 44: 39

ADD FI XED ASSET - RETI REMENT DETAI L KEY PROWPT
W/FI M5 ASSET ID: _
R

TAG NUMBER N

R
SERI AL NUMBER:

R

MODEL NUMVBER:

NEXT:

PF1 =HELP PF3 =END PF4 =MENU PF5 =END ENTRY/ ADD DOC
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Enter the WVFIMS asset D number, or the tag number, or serial number, or the
model number of the asset to be retired. The Asset ID number isthe most accurate
number to use. (See Screen #4). This method of retrieval will access a browse screen
listing the assets for the organization. (See Screen #5).

Screen #4
| D: FA#1504 STATE OF WEST VIRG NI A 01/27/0
FX00320 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 11:06: 3

ADD FI XED ASSET - RETI REMENT DETAI L KEY PROWPT

WFI M5 ASSET | D: A208313
R
TAG NUMBER __
R

SERI AL NUMBER:

R

MODEL NUMBER:

NEXT:

PF1 =HELP PF3 =END PF4 =MENU PF5 =END ENTRY/ ADD DOC
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Screen #5

I D FA#1504 STATE OF WEST VIRG NI A 02/ 27/ 03
FX00330 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 13:47:57
BROWSE FI XED ASSETS BY ORG TAG NUMBER

W/FI M5 ORG 0214 PURCHASI NG DI VI SI ON CF

I'N
TAG NUMBER ASSET I D | TEM DESCRI PTI ON SERV
_ 923863 0000207451 HP2000C PRI NTER N
_ 923864 0000208159 CPU UNI'T Y
_ 923865 0000208160 17" GATEWAY MONI TOR Y
_ 923866 0000208162 CPU Y
S_ 923868 0000208313 DELL NOTEBOCK 3.5 LB LATI TUDE LS Y
_ 923869 0000214332 CPU Y
_ 923870 0000214333 CPU Y
PAGE: 06
NEXT:

PF1 =HELP  PF3 =END  PF4 =MENU  PF6 =TOP  PF7 =BKWD  PF8 =FWD

Once aselection is made on the browse screen, typean “ S’ to the left of the screen, press “enter” .
The asset detail will appear on the Add Retirement screen (See Screen #6).  Certain fields on this
screen will be pre-filled with the asset information. The information that is pre-filled is dependent upon

the information that was origindly entered at the time of purchase.
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Screen #6

I D: FA#1504 STATE OF WEST VIRA N A 02/ 27/ 0
FX00240 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 14:24: 2
FI XED ASSETS - ADD RETI REMENT

---------------------------- LINE 1 I NFORMATI ON - - -sommmmmmmmcocaacooas

TAG NUMBER: 923868 PHYSI CAL CONDI TI ON: 02 GOOD
W/FI M5 ASSET | D: A000208313

DESCRI PTI ON:  DELL NOTEBOXK 3.5 LB LATI TUDE LS

SERI AL: 0001498T1280002L1456

MODEL: PPA S

QUANTI TY: 1
ACQUI SI TI ON DATE: 03/ 10/ 2000

NEXT:

PF1=HELP PF3=END PF4=MENU PF9=NEW PF12=DE

Once the Fixed Assets - Add Retirement screen is accessed, aphysical condition code for the asset
must be entered. |If this code number is not known, typean “*” inthisfidd for alis of physica
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condition codes (See Screen #7). Thenan“S’ to the left of the sdection and press“ enter” . The
system will autometicaly retrieve and enter your sdlection in thisfield on the Add Retirement Screen.
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Screen #7

I D FA#1504 STATE OF VWEST VIRGA NI A 01-27-03
FX00950 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 11:24:52
PHYSI CAL CONDI TI ON HELP BROWSE
CODE DESCRI PTI ON CODE DESCRI PTI ON

01 EXCELLENT

02 GOOD

S 03 FAIR

04 POOR

_ 05 SCRAP

PACE: 01

PF3 =END  PF4 =MENU  PF6 =TOP  PF7 =BKWD  PF8 =FWD

After the Add Retirement - Line 1 Information screen is complete, there are two options:

1 Press “PF9" to enter additiona assets to be retired on the same cover sheet with the
same digpostion method. Thereisanew Line Information screen for each additiona
asset that isto be entered on the same retirement (Line 2, Line3, etc.)

OR
2. Press“enter” to complete the retirement.

When all assetsto be retired are entered, press “enter”. The system will generate a cover
sheet ligting dl the assats and a unique document retirement number beginning with the letter
“F’. (Seescreen#7). 1t might be helpful to make note of the retirement document number for
future reference, athough the number will gppear on the cover sheet. (See cover sheet on
Page) 52. The cover sheet will print at the printer location designated by your user profile.
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Screen #7.

I D FA#1504 STATE OF WEST VIRG NI A 01/ 2
FX00210 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 11: 4

FI XED ASSETS - RETI RE FI XED ASSETS

1  ASSET RETI REMENT 2 RETI REMENT | NQUI RE
3 RETI REMENT MODI FY 4  AGENCY APPROVAL
5 Surplus Property Unit APPROVAL 6 DI SPCSI TI ON METHCD APPROVA

7 SURPLUS PROPERTY RECEI VE
SELECTION: ID

NEXT: RETI REMENT | D FO00004757 ADDED AND COVER SHEET PRI NTED

PF1 =HELP PF3 =END PF4 =MENU

. To modify aretirement a the agency level, see Modify Asset Retirement in this manud.

. To ddete aretirement a the agency level, see Assat Retirement Deletion in this manud.

. To proceed with the retirement process, see Agency Approva of Asset Retirementsin
this manud.
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Modifying Asset Retirement

Asst retirements may be modified at the agency leve aslong as the retirement Satusis UAP.
To modify an asset retirement, the Retirement Document 1D number must be known.

1. Select Retirement Modify from the Retire Fixed Assets menu.

2. On the Retirement Modify - Key Prompt screen enter the Retirement
Document 1D number of the retirement that needs to be modified and press
“enter”. ThisID number beginswith “F’. (See Screen#1). If the Retirement
Document 1D number is unknown, enter an “F” and press “enter” for abrowse
screen. Make your selection and press “enter”. (See Screen #2)

Screen #1.
I D. FA#1504 STATE OF VST VIRG NI A 01/ 27/ 03
FX00220 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 11:43: 43
RETI REMENT MODI FY - KEY PROVPT

RETI REMENT | Dt f4758__

NEXT:

PFl =HELP  PF3 =END  PF4 =MENU
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Screen #2

I D. FA#1504 STATE OF VEST VIRA NI A 01/27/0

FX00250 FI NANCI AL | NFORMATI ON VANAGEMENT SYSTEM 11:47:0

FI XED ASSETS - BROWSE RETI REMENTS

ORGANI ZATI ON: 0000 PECPLE OF VEST VIRG NI A

RETI RE RETI REMENT METHOD OF

ORG ID DATE DI SPCsI TI ON STATUS

S 0214 FO00004758 01/ 27/ 2003 2 SURPLUS PI CK- UP UAP
_ 0506 FO00004755 10/ 23/ 2002 1 DELI VER TO SURPLUS UAP
_ 0506 FO00004754 10/ 23/ 2002 1 DELI VER TO SURPLUS UAP
_ 0506 F000004753 10/ 22/ 2002 1 DELI VER TO SURPLUS UAP
_ 0506 FO000004752 10/ 22/ 2002 1 DELI VER TO SURPLUS UAP
_ 0506 FO000004745 04/ 23/ 1998 1 DELI VER TO SURPLUS UAP
_ 0511 F000004725 12/ 19/ 2001 7 LOST UAP
_ 0511 FO000004724 12/ 19/ 2001 7 LOST UAP
_ 0511 FO000004723 12/ 19/ 2001 7 LOST UAP
_ 0511 FO000004703 12/ 12/ 2001 1 DELI VER TO SURPLUS UAP
_ 0506 FO000004691 12/ 10/ 2001 1 DELI VER TO SURPLUS UAP
PAGE: 001

NEXT: _

PF1 =HELP PF3 =END PF4 =MENU  PF6 =TCP PF7 =BKWD PF8 =FWD

All fields can be modified except Retirement 1D, Organization and Status. Y ou may deletea
line, modify aline by pressng PF9-Items or delete the entire retirement document by pressing
PF-12=Delete twice. Additiona assets may be added to the retirement document by pressing
PF9= Items, then PF9=New. When the modification is complete, a new cover sheet will print
with the same Retirement Document number.
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Deleting Asset Retirement

Ingtructions on deleting on Asset Retirement

Menu Options
1. Sdlect Fixed Assets Systems from the WVFIMS main menu

2 Sdlect Fixed Asset Retirement from the Fixed Assets menu.
3. Select Retirement Modify
4 Enter the Retirement 1D number to be deleted, press “Enter”.

To delete the entire retirement, press “ PF12" while on the Fixed Asset
- Modify Retirement screen. The message “ Press “ PF12/24 again to
Ddete Retirement” will gppear. Press” PF12" again to confirm the
deletion and the message “Retirement ID F _ Deleted” will
appesr.

To delete aline from the retirement (one asset) press “PF9" to go to the
lineinformation. Press“PF8" to access the asset information to delete.
When the correct line (asset) information is on the screen, press
“PF12". The message “PF12 - For Delete Confirmation” will appesar.
Press “PF12" again and thet line will be ddeted. The message“Line
was Deleted” will gppear. The Line numberswill automaticaly re-
number sequentidly.  The remaining assats on thet retirement will il
be retired.

The system will not automatically return you to the menu.  Press“PF3"
to return to the retirement menu. The message “ Retirement ID
F Modified and Cover Sheet Printed will appesr.

Press “PF3" a any time to cancel the deletion or return to the previous
screen.
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Asset Retirement Inquiry

Instructions for inquiring about aretired asset.

Menu Options

1. Sdlect Fixed Assets Systems from the WVFIMS main menu
2 Sdlect Fixed Asset Retirement from the Fixed Assets menu.
3. Select Retirement Inquire from the Retire Fixed Assets menu
4

Enter the Retirement Document ID number (F ) and press“Enter”
for a specific retirement.

Or
5. Enter an “F’ and press “Enter” for a browse screen
Or
6. Enter the 4-digit, Sate level organization number and
A. The digposition method code in the disposition method fied
Or
! Any one of the status codes listed below.

This will access abrowse of assetsfor inquiry. Select the desired asset and type an “S” inthe
field to the left and press “Enter.”

Listed below are FIMS codes identifying the status of a retirement document:

UAP
UPP
REA
REJ
AAP
COM
DEL
RWE

Pending Agency Approval

Agency Approved

Agency Regjection

Surplus Property/Surplus Property Unit Reection
Surplus Property/Surplus Property Unit Approval
Sur plus Property/Surplus Property Unit Completed
Deleted

Surplus Property Received with Exceptions
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Agency Approval

Retirement document must be approved by the agency to Surplus Property Unit. To agency approve:

1. Select “Agency Approval” from the menu, press “enter”.

2. Enter the Retirement F number in the Retirement ID fidd, press “enter”.

3. Enter “Y” inthe“Agency Approva” screen. See Screen #1. The retirement document
isnow gpproved to Surplus Property Unit. The status is UPP. Agencies can not
modify the retirement document after this approval.

Screen #1
I D: FA#1504 STATE OF VEST VIRG NI A 01/
FX00370 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 12:
AGENCY APPROVE
ORG 0214
RETI REMENT | D: FO00004757
RETI REMENT DATE: 01/27/ 2003
APPROVE: y
APPROVE DATE: 01/27/2003
SEND TO CRG 0214
ERROR CODE:
NEXT:
PF1 =HELP PF3 =END PF4 =MENU PF9 =1 NQUI RE PF10=APHI ST
4, Surplus Property will review the document for the appropriate disposition method. If

Surplus Property agrees with the disposition method, they will gpprove. The status will
then be“AAP’. If they disagree, the retirement document will be reject back to the
agency with the appropriate error code and/or comments. The statuswill be“REJ’.
(See Screen #2)
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Screen #2

I D FA#1504 STATE OF WEST VIRG NI A 01/ 27/ 03
FX00370 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 12:35:59

DI SPOSI TI ON METHOD APPROVAL

ORG 0214
RETI REMENT | D: FO00004757
RETI REMENT DATE: 01/27/2003
APPROVE: _ If “Y" - The disposition nethod is approved If“

- the disposition nethod is not approved
APPROVE DATE: 01/27/2003
SEND TO CRG 0214
ERROR CODE:

SURPLUS PROPERTY | NSTRUCTI ONS

NEXT:

PF1 =HELP PF3 =END PF4 =MENU  PF9 =I NQUI RE PF10=APHI ST

Note: The digpostion method approva by Surplus Property does not complete the
retirement.

5. Once Surplus Property receives the equipment and the equipment received
corresponds with the equipment on the retirement document, Surplus Property will
accept the equipment and complete the retirement. (See Screen #3).
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Screen #3

I D: FA#1504 STATE OF WEST VIRG NI A 01/27/0
FX00370 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 12:56: 2
SURPLUS PROPERTY RECEI VE
ORG 0214
RETI REMENT | D: FO00004758
RETI REMENT DATE: 01/27/2003
APPROVE: y
RECEI VE DATE: 01/27/2003
SEND TO ORG 0214
ERROR CODE: __

SURPLUS PROPERTY | NSTRUCTI ONS

NEXT:

PF1 =HELP PF3 =END PF4 =MENU PF9 =I NQUI RE PF10=APH ST PF12=LINE | TEM

After Surplus Property has received the equipment and completed the retirement
document, the equipment is no longer in the agency’ sinventory. The WVFIMS Fixed
Asset sysem will reflect that the equipment was received by Surplus Property and the
retirement document has the status of “COM”. See Screen #4. If anitem(s) ison the
agency’ retirement document but Surplus Property Unit did not recelve the item, the
retirement document will be “Received with Exception” and the status will be “RWE”.
Item(s) not recaived will have the status of “RWE” and will remain on the agency’s
inventory. It will be the agency’ s repongbility to account for the item(s).
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Screen #4

ID. FA#1504 STATE OF VEST VIRG NI A 01/27/03
FX00230 FI NANCI AL | NFORMATI ON MANAGEMENT SYSTEM 13: 06: 25
FI XED ASSETS - | NQUI RE RETI REVENT
RETI REMENT | D: F000004758
ORGANI ZATI O\ 0214 STATUS: COM
RETI REMENT DATE: 01/ 27/ 2003
DI SPCSI TI ON METHOD: 02 SURPLUS PI CK- UP
DATE RECEI VED: 01/ 27/ 2003 SEND TO ORG 0214
LOCATI ON: 2019 WASHI NGTON STREET E
AGENCY COWMENTS:
ADM N / SURPLUS
PROPERTY COMVENT:
CONTACT NAME: KEN FRYE__ - PHONE: 776-2626_
NEXT:
PF1 =HELP PF3 =END PF4 =MENU PF5 =REPRI NT PF9 =l TEMS
PF10=APHI ST

7. To verify that the dl items on the retirement document has been properly retired, you
may select the Asset ID number on the Inquire Fixed Asset menu. This screen will
reflect the Retirement 1D number, Retirement Method and the Retirement Date. (See

Screen #5).
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Screen #5.

I D: FA#1504 STATE OF WEST VIRA NI A 01/ 27
FX00040 FI NANCI AL | NFORVATI ON MANAGEMENT SYSTEM 13: 11

I NQUI RE FI XED ASSET

ORG 0214
TAG NUMBER: 923901 ASSET | D: A000232494
W/FI M5 DOCUMENT: | 005020430 FI' M5 FUND: 2035 VENDOR REQ STRAT
ACQUI SI TI ON DATE: 09/ 01/ 2001 ACQUI SI TION METHOD: 1 PURCHASE FROM VEN
VALUE: 408. 00 DETERM NED BY: 1 H STORI CAL COST
I'N SERVI CE DATE: 09/02/2001 QUT OF SERVI CE DATE:

RETI REMENT | D: F000004757
RETI REMENT METHOD: 02 SURPLUS Pl CK- UP
RETI REVENT DATE: 01/27/2003
ASSET TYPE: 5 COVPUTER EQUI PVENT
QUANTI TY: 1
| TEM DESCRI PTI ON:  HP PRI NTER

LOCATI ON: 2019 WASHI NGTON STREET 2ND FLOOR, BARRY GUNNCE

SERI AL NUMBER: CNBRG66826 MODEL: HP1200 SERI ES
MAKE: HP LASER JET MANUFACTURER: HP
CROSS REF. ID: ASSET ADDED: /[ |/ BY:
NEXT:
PF1=HELP PF4=MENU PF6=COMMENTS PF10=AGY SCR

All informetion relative to an asset will be retained in the WVFIMS Fixed Asset system.
for hitorica purposes.
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Appendix A

Inventory Management Coordinator Designation Form
Inventory Management Certification Cover Sheet
WV-103 Surplus Property Retirement Form

WV-103 Surplus Property Retirement Continuation Sheet
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| nventory Management Coordinator Designation Form

Fiscal Year

lines established by the Purchasing Division pursuant to the West Virginia Code 85A-3-34, each State
agency must sdlect at least one individud in their agency to serve as the agency’ s inventory coordinator
in maintaining and contralling the agency’ sfixed assdts.

Complete the requested information below and submit dong with your I nventory M anagement
Certification Cover Shest to:

Purchasing Divison
Program Services Section

Surplus Property Unit
2700 Charles Avenue
Dunbar, WV 25064

Agency Inventory Management Coordinator
Name of Coordinator:

Title:

Agency’s Organization Number:

State Agency Name:

Mailing Address:

Telephone Number:

Department Head Signature:

Date:
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State of West Virginia
Department of Administration
Purchasing Division

| nventory Management Certification Cover Sheet

From:
Agency Name:
Agency Mailing Address

Fiscal Year

Agency State Leve Organization Number:
Agency Inventory Coordinator:
Telephone Number:

| hereby certify that a physical inventory of thisagency’s assets was completed as of (A
physical inventory isrequired once every three years of all agencies owned assets)

-» | hereby certify that as of June 30, , all assets owned by this agency with an acquisition cost of
$1,000 or more (including firearms, regardless of cost) are now entered into the WVFIM S Fixed Asset
system, and that the attached report accurately reflectsall assets currently within thisagency’s
possession.

-» | hereby certify that all assets, lost, stolen, or destroyed have been properly reported to the Surplus
Property Unit, and that all assetsretired to the Surplus Property Unit have been disposed of in accordance
with the authorized disposition method and properly removed from my agency’sinventory in the WVFIM S
Fixed Asset system.

Department Head signature:

Date:

To be submitted by July 15, to:

Purchasing Division
Program Services Section
Surplus Property Unit
2700 Charles Avenue
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Dunbar, WV 25064
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