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Recategorize an Asset (RCT)

This guide covers how to recategorize an asset and update the asset’s Profile ID, Asset Type, and depreciation
schedule, if necessary.

There are times when you may need to change an asset’s Category code (“Recategorize”). You might need to
recategorize an asset because it was assigned an incorrect asset category when it was purchased. Sometimes an
asset is initially categorized as "sensitive" like a digital camera -- meaning it should be tracked and expensed but
not depreciated. However, if the digital camera cost $5,000, it needs to be depreciable asset, which would
require recategorizing.

To recategorize an asset:

e Select the “Recategorize” (RCT) action on the Cost Adjust/Transfer Asset page and enter the change.

e Verify that the Profile ID and Asset Type are correct with the new Asset Category Code, and update, if
necessary. Valid combinations of Asset Category codes, Profile IDs and Asset Types can be viewed in the
Query Viewer with the “M_AM_GBL_ASSET_PROFILE” query. The Asset Management WorkCenter
includes a link to this query (select the Reports/Queries tab).

e Update the Depreciation Book information for the Category / Profile ID changes, if necessary.

It is important that the Category, Profile ID, Asset Type, and depreciation are in sync.

Step 1: Navigate to the Cost Adjust/Transfer Asset page for the Asset

Begin by navigating to the Cost Adjust/Transfer Asset page for the asset you want to work with. You can use the
Search for an Asset page or navigate to the page directly as described in the options below.

Option 1: From Search for an Asset Page

1. Navigate to the Search for an Asset page using one of the options below:

Navigation Options Navigation Path
Navigation Collection Accounting, Asset Management, Search for an Asset.
WorkCenter Accounting, Asset Management, Asset Management WorkCenter. The Search for an
Asset page displays by default.
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2. Enter asset search criteria to search for the asset you want to work with. Refer to the Use the Search for
an Asset Page guide for detailed instructions.
Select the Search button.
Select the asset you want to work with by selecting on the button for the asset in the Search Results.

Select the “Asset Cost Adjust/Transfers” component from the Drill-Down To listing.
Select the GO! button.

o v e W

Search for an Asset

“ Asset Search Criteria

unit [e1001 Q| Book | Q| Parent ID | Q|
Category | Q | Location | Q | Area ID |7Q|
I Asset ID |°”°°°U”°W’ ! Asset Status [ In senice v Impairment Processing | v
Tag Number | I Profile D | Q| Gowpm
Serial ID | | Threshold ID | Q]

] Approval Pending
Additional Search Criteria Chartfield Search Criteria

Acquisition Details

PO Unit | Q] Recaipt Unit | Q| Apunit | Q| PC Bus Unit | Q|
PO No [ Receipt No L] Voucher (I Project ID L qj
D Retrieve @
[l Cost Information [ Acquisition Information [ Location () Non Capital Asset [ Custodian O Lease
I’ Search ]I l Clear Drill-Down To: [ Asset Cost Adjust/Transfers v] GOl

Search Results - Select One Asset to Continue

[B][a]
Asset Information Asset Cost Information Acquisition Details Owner/Custodian Work Maintenance Work Maintenance 2 More... [[:2
Unit Asset ID Description Asset Type Asset Subtype Tag Number Serial ID
(31 001 EOUOUDUOU‘I 000 ECOMF‘UTER. LAPTOP IT Hardware E E E

O G001 000000001001 COMPUTER, LAPTOP IT Hardware

Note: Some converted assets may not display in the Search Results. If you experience this issue, use Option 2.

Option 2: Navigate Directly to Cost Adjust/Transfer Page

1. Navigate to the Cost Adjust/Transfer page using one of the options below:

Navigation Options Navigation Path

Navigation Collection Accounting, Asset Management, Asset Lifecycle, left menu, Update Assets, Cost
Adjust/Transfer page.

WorkCenter Accounting, Asset Management, Asset Management WorkCenter, left menu, Links
section, Manage Assets, Cost Adjust/Transfer Asset.
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2. Onthe Asset Cost Adjust/Transfers page, enter search criteria to locate the asset. Commonly used
options are described below:

Field Field Description

Accept the default Business Unit or select the Lookup and select a different Business
Unit.

Business Unit

Enter an Asset ID to limit your search. The percent sign (%) can be used to replace
one or more characters.

Asset Identification

Tag Number Optionally, enter a Tag Number if your agency uses asset tags.

Description Optionally, enter information contained in the description of the asset you want to
work with. The percent sign (%) can be used to replace one or many characters. For
example, “%epson%” would display assets that contained the text string “Epson” in
their description.

Asset Status Optionally, select an Asset Status from the drop-down list, such as “Loaned”,

“Received (Not in Service)”, or “Transferred”.

3. Select the Search button.
4. Select the asset you want to work with in the Search Results section.

I Create Assets v .
Asset Cost Adjust/Transfers
I Update Assets S Find an Existing Value
Cost Adjust/Transfer Asset ~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Define Depr Criteria (Book)

Description | begins with | |

Asset Status | = v

vJ

- Show fewer options

[ Case Sensitive

O Include History

=

Clear

” [l Save Search

v Search Results

O Recent | Chooss from recent sesrches v / [] saved Choose from saved sean
I Depreciate Assets v e cemrches
I Dispose Assets v
*Business Unit | = ¥ | [s1001 Q|
|Asseuclemifica(ion | begins with + | [o0caocantse |
Tag Number | begins with v | | |
ParentID | begins with | | Q|

265 rows - Business Unit "G1001" Asset Identification "000000001%"
[ 1100288~ > | View 100

S Assetldentificaion | 29 Parent ID Description Asset Status
Unit Number

i i i {compuTer i i y
G i 1 ba ] b 3} i o ins H
G1001 | icacocias iz et jaeTom ez i
G1001 000000001001 (blank) (blank) “fzr,‘lszT:q' In Service >
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Step 2: Enter Information on the Main Transaction Page

1. Complete the Main Transaction page as described below.

Field Field Description

*Transaction Date | The Transaction Date is the date that is used for recording the transaction and used in
the Depreciation Calculation. Accept the default current date or enter a different date.

current date or enter a different date.

*Acctg Date The Accounting Date is the date for the General Ledger entry. The date must be in an
open Accounting Period and cannot be before the transaction date. Accept the default

asset that can be viewed in the Cost History component.

*Action Select “Recategorize” from the Action drop-down listing to add an “RCT” entry for the

Other Books

Copy Changes to The checkbox is automatically selected and should remain so.

2. Accept the defaults in the Copy to Other Books Options section.
3. Select the GO! button.

Main Transaction

Unit  =1p04 AssetlD  poooo0001000 COMPUTER, LAPTOF Tag

Main Transaction

‘ Copy Changes to Other Books
06MOr2024
Transaction Date |

[oertoz02¢  [H]] Copy to Other Books Options

Accounting Date

In Service

Transfer Other Books by | Amgant

| Q | i Amount
Transaction Code Adjust Other Books By |
P Include C. i | Exclude Convention
|CRRT\_ Q | nclude Convention
Rate Type
Action | Fecategaorize o a0l

m Previous in List [ Nesxt in List H Mofify ]

nos

Audit Logs

Update/Display Include History

4. The Cost Information page displays showing the current Quantity, Cost, and Category for the asset in

the Edit Cost Information section. Verify the funding string for the asset.

5. Select the Lookup icon in the Category field. Choose the correct category. It is important to only change

the asset Category during the Recategorize transaction.

6. If the asset has multiple funding strings, all strings must be changed and should have the same asset

Category.
7. Select the Save button.
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Main Transaction Cost Information
Unit  G1001 AssetlD 000000001000 COMPUTER, LAPTOP Tag In Service
Change Location
Book ‘ Q | ew Al
Book Name i Minnesoia State Book Base Currency  1sp Convention | Actual Month v
>Cost History
Edit Cost Information
Quantity Cost Salvage Category Cost Type Unit
[1.2185 || 200421| | 0.00| EENHN Qll | Q] [swn
. ® oo [ ateanmy
Chartfields Logk up Categary
EE | view
Fund Fin DeptiD Appropriation ID (CF3) Sub Acct SW Cost :‘:}:‘"V Costs :‘C"’FZ";” Eeard Project
1000 1032000 G100002
Comments {0) Attachmants (0)
m Previous in List Next in List Update/Display Include History

Note: The Cost History section can be expanded to display the funding string for the asset.

Step 3: Verify the transaction from the Cost History List Page

1. Navigate to the Cost History List page using one of the options below.

Navigation Options Navigation Path

Navigation Collection | Accounting, Asset Management, Asset Review. The Asset Cost History page displays

by default.

WorkCenter Accounting, Asset Management, Asset Management WorkCenter, left menu, Links

section, Asset Review, Review Cost.

2. Verify there are two Recategorization (RCT) lines in the Asset Cost Information section. There should be
one line for IN and one for the OUT.

Asset Cost Information @

Fl=

Cost Chartiields I

Acctg Date Trans Type IniQut

Quantity Total Cost | Detail
1| 1111202012 ADD 1.2185 2,084.21 | Detal
2‘3'3.1[:"2324 IF{'C_ IO -1.2185 -2,084.21 | Detal
3| 0802024 RCT 1.2185 2,004.21 | Detai
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Step 4: Verify that the Profile ID and Asset Type are Correct

Next, verify that the Profile ID and Asset Type are in sync with the new Category. Valid combinations of Category
codes, Profile IDs and Asset Types can be located with the “M_AM_GBL_ASSET_PROFILE” query. The Asset
Management WorkCenter includes a link to this query (select the Reports/Queries tab).

1. Navigate to the Basic Add page using one of the options below.

Navigation Options Navigation Path

Navigation Collection | Accounting, Asset Management, Asset Life Cycle, left menu, Basic Add.

WorkCenter Accounting, Asset Management, Asset Management WorkCenter, left menu,
Links section, Manage Assets, Basic Add.

2. Search for and select the asset from the asset Basic Information search page.

3. The General Information page displays. Review entry in the Profile ID. If necessary, select the Lookup
icon and select a different Profile ID.

4. A message displays stating, “Note: Changing the Profile ID will not result in any other updates. Changing
the Profile ID will not change the asset book information or category. This update will only change the
Profile ID on the asset table.” Select the OK button.

Mote: Changing the profile 1D will not result in any other updates (8010,330)

Changing the profile 1D will not change the asset book information or category. This update will only change the profile 1D on the asset table

oK

Note: This is a reminder that you are responsible for maintaining a valid combination of Category, Profile ID,
Asset Types, and Depreciation Book information.

5. Verify the Asset Type. If necessary, select a different Asset Type from the drop-down menu.
6. Select the Save button.
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General Information Operation/Maintenance Asset Acquisition Detail Location/Comments/Atiributes Manufacture/License/Custodian >

Unit  G1001 AssetlD  QUOOODCO1000 COMPUTER, LAPTOP Tag n Servica

Asset Information

Description |COMPUTER, LAPTOR J Short Dese | COMPUTER, | o
cap# | Q| seq® | Q]
Taggable Asset Tag Number |7|
Asset Class | Q | Auction Status  Allowed to be Auctioned
I Asset Type | T Hardware w |I
Asset Sub | Q | Capitalized Asset
¥
‘Asset Status |1 3E02 v New Asset
Acquisition Date [osi132024 B O Available For Use
Placement Date (03132024 E) In Physical Use
Collateral Asset | hd |
Purchazed w
*Acquisition Code | dreness |
) | a
FERC Code
Financing Code | Q |
Fair Value 0.000 Appraisal Date _
| | | El
Replacement Cost Last Update
Index Name | Q |
Sublndex Name | Q | S
F— v ParentiD | Qjm
| Profile ID [sEn_mew Q |I Region Cade L 4qf
U composite Asset Composite AssetID | Q |
Book Page Set R and D Info...

Aftachments (0}

Fair Value Details Audit Logs

Add Update/Display Include History

Step 5: Determine if the Depreciation Schedule Needs Updating

If the Profile ID for the asset was changed, verify that the depreciation and Useful Life value (part of the “Book”
information) are correct and update, if necessary.

View the Asset Depreciation pages to see if the asset is fully depreciated. If it is not fully depreciated, update the
Useful Life of the asset to match the Profile ID and the system can recalculate the depreciation so that the
remaining depreciation is calculated over the remaining life of the asset.

1. Navigate to the Asset Depreciation page using one of the options below.

Navigation Options Navigation Path

Navigation Collection Accounting, Asset Management, Asset Life Cycle, left menu, Depreciate
Assets, Review Depreciation.

WorkCenter Accounting, Asset Management, Asset Management WorkCenter, left menu,
Links section, Asset Review, Asset Depreciation.
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2. Search for and select the asset.

3. View the Asset page which displays the Profile ID and Description.
4. Select the Depreciation tab to see if the asset is fully depreciated.

Asset Depreciation Period Depreciation
| 3
unit  G1001 AssetlD 000000001307 Laptop Status  In Service
Asset Information
Profile ID  SEN_ITHW Sensitive Asset - IT Hardware Audit Logs
Asset Class
Tag Number G10-186754
Acquisition Code P
D Acquisition Date  05/13/2024
Book
LAICS
Book Description Currency Method Convention
1| MINN Minnesota State Book uso Siraight Line Al
I Return to Search l I Previous in List l [ Next in List ] [ Notify l
5. Review the Depreciation page.
Section Description
Net Book Value The Net Book Value section displays the Cost, Salvage Value, Accumulated

down and select a different Fiscal Year to view.

Depreciation, and Net Book Value fields. You can select the As of Fiscal Year drop-

Yearly Depreciation The Yearly Depreciation section displays the Depreciation Amount for each year,

along with the funding string.

6. Inthis case, we can see that the asset is not fully depreciated; it still has a Net Book Value. If it were fully
depreciated, the Net Book Value would be zero. The Useful Life field on the Define Depr Criteria (Book)
page should be updated so that the system can recalculate the depreciation.

7. If the system message displays at the bottom of the Net Book Value section indicating that “This asset
has pending depreciation of some transaction,” run the Depreciation Calculation process before
updating the asset’s Useful Life. Refer to Run Depreciation Calculation between Transactions guide.
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Asset Depreciation Period Depreciation
Unit  G1001 AssetiD  00D0ODO001308 Sensitive Asset - IT Hardware Status  In Service
Book | Q |
Book Name  MINN Minnesota State Book Currency USD Stop Depr when NBV < Salvage
> Depreciation Attributes
v Net Book Value
Cost 2,004.21 [2024 v perioa |__12]
As Of Fiscal Year eno
Salvage Value 0.00
Calculate NBV
Accum Depr 67920
Amortization Amount 0.00
Net Book Value 1.415.01
I This asset has pending depreciation of some transaction I
Yearly Depreciation
LIEY
Chartfields 3
L Agency Agency .
Year Depreciation Amt Fund Fin DeptiD Appropriation ID SubAcct | SWCost | Cost1 Cost2 PC Business Project Activity Soy
(CF3) Unit Typ)
(CF1) (CF2)
2024 679.20 | 1000 G1032000 G100002
2025 679.20 | 1000 G1032000 G100002

Step 6: Update the Depreciation Useful Life for the Asset

If you discover that you need to update the Useful Life of the asset, navigate to the Define Tax/Depr Criteria

(Book) page for the asset.

Note: As noted in the previous step, make sure to run the Depreciation Calculation process first if there is

pending depreciation for t

he asset. Refer to Run Depreciation Calculation between Transactions guide.

1. Navigate directly to the Define Tax/Depr Criteria (Book) page using one of the options below:

Navigation Options

Navigation Path

Navigation Collection

Accounting, Asset Management, Asset Lifecycle, left menu, Update Assets, Define
Depr Criteria (Book).

WorkCenter

Accounting, Asset Management, Asset Management WorkCenter, Links section,
Define Tax/Depr Criteria.

Note: You can also navigate from the Search for an Asset page. Refer to the Use the Search for an Asset Page

guide for detailed instructi

ons.
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2. Enter Search Criteria to help you locate the asset.

Field Description

*Business Unit Accept default Business Unit or enter a different Business Unit.

Asset Identification | Enter an Asset ID to limit your search. The percent sign (%) can be used to replace one
or more characters.

Tag Number Optionally, enter a Tag Number if your agency uses asset tags.
Parent ID Optionally, enter a Parent ID if a Parent/Child relationship exists.
Description Optionally, enter information contained in the description of the asset you want to

copy. The percent sign (%) can be used to replace one or many characters.

Asset Status Optionally, select an Asset Status from the drop-down list, such as “In Service,”
“Disposed,” or “Received (Not in Service).”

3. Select the Search button.

J Create Assets ~ . 3 :
Define Tax/Depr Criteria

I Update Assets 2 Find an Existing Value

Cost Adjust/Transfer Asset ~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.
Define Depr Criteria (Book)

; “T) Recent | Choose from recent searches v| A [ s
} Depreciate Assets v Coarchon N
| Dispose Assets ~ S
*Business Unit | = w | (G001 Q]
D Asset Identification | begins with ~ | %1307 ||

Tag Number | begins with ~ | | |
Parent ID | begins with ~ | | Q|

Description | begins with | | |

Assat Status | = v v |

+ Show fewer options

[ Case Sensitive

4. The Book — Depreciate page displays. Verify the dates in the header match the dates of the Recategorize
(RCT) Transaction.

5. Enter the correct number of months in Useful Life field. Normally, this is the only value you change on
this page.

6. Select the Save button.
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Schedule Q

Q]

uorD |

End Date | |
(] Special Depreciation
Depr Limit | i |
Salvage %
v]

Multi- $hift Code |

(] mpairment Process

Comments {0} Attachments {0}

l Retumn to Search

[ Maofify ]

Method ID I:I [ Depr Fass Life

*Avg Dption | o Averaging
FuweDeprves [ ]

Specal Terms

Cost Basis Limit |

Audit Logs

Go to Asset Basic Information

Biook - Depreciation Book - Tax
Unit  G1001 AssetlD 000000001207 Lapiop Tag G10-186754 In Service Profile ID SEN_ITHW
ITrans Date Accounting Date oansizoz4 =] |
Depreciation Attributes w View All
F v "
Book Name Minnesota State Book
Degpreciable v
Status | | 08/10/24
Base Currency  USD Total Cost 2,004 21
In Service Date | 08/10/2024 | O Depreciate When In Service
Bgin Depr Date | 091012024 Salvage Value
0510724
Convention | Aczual Month w | Adjust Conv | Aetual Month w |
Retire Conv | Aczual Month v | Retire Option | Calculate Gain/Loss w |
*Method | Straight Line A | Calculation Type | Remaining Value hd |
Percent | |
Limit Pet | | Low Limit |:| O monthiy
Useful Life i DE Fet |:| O Low value

7. SWIFT re-calculates depreciation in the nightly depreciation batch run. Optionally, you can run the
Depreciation Calculation process manually. Refer to Run Depreciation Calculation between Transactions

guide.

e After the Depreciation Calculation process has been run, the Asset Depreciation pages for the asset
are updated as a result of the recategorizing:

e On the Depreciation page, notice a reversing entry for any accumulated depreciation related to the
original Category.

e The message indicating that there is pending depreciation no longer displays.

Page | 11 — Quick Reference Guide


https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-am-run-depr-calc.pdf

WIF

STATEWIDE INTEGRATED
FINANCIAL TOOLS

Asset Depreciation Period Depreciation
Unit  G1001 AssetID  00ODDO0O1307 Laptop Status  In Service
Book View All
HookName NN Minnesota State Sock Currency  ysp Stop Depr when NBV < Salvage v
> Depreciation Attributes
~ Net Book Value
Cost 2,004.21 Period
As Of Fiscal Year
Salvage Value 000
Calculate MB!
Acoum Depr 56.50
Amortization Amount 000
Net Book Value 203751
Yearly Depreciation
: View
Chartfields >
Appropriation ID Agency Agency PC Business Source
Year Depreciation Amt Fund Fin DeptiD PRrop! SubAcct | SWCost | Costd Cost2 : Project Activity Category
(CF3) Unit Type
(CF1) (CF2)
56.50 | 1000 1022000 3100002
878.20| 1000 G1032000 100002
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