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& spectrum  Order stuff in tigerbuy

a Accounting Codes - Draft Requisition - Microsoft Internet Explorer

File Edit View Favorites Tools Help
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Requisition | PR Approvals ” P2 Preview || Hiztory |

Summary | Shipping | Billing | Accounting Codes Internal Motes and Attachments | Supplier Info | Taxes/SaH
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Hide value descriptiaons

Accounting Codes 4

These values apply to all lines unless specified by line item
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Equipment

& spectrum

ACCOUNT 78110
78120
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& spectrum Purchases less than $5,00

Computer (laptop, desktop) < $5,000 each

ACCOUNT 74504 - Computer (CPU only)
NOT printers, monitors, except as bundle

Less than $5,000 each and not a computer

ACCOUNT 74500 - Supplies
74430 - Computer Software (< $100,000)*

74431- Software Maintenance

*Software is capitalized if >= $100,000
Account 78610
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ectrum TAGGING

What is tagged? Equipment and computers

» Charge purchases to Account 78xxx or 74504

A temp tag “T” is created when the invoice is paid
(If gty = 10, 10 “T”" tags will be created)

 Collect info on the item: Asset Type, Make, Model,
Serial Number, Location

e Look up location codes on Finance Program Guide
http://bf.memphis.edu/spectrum/search-locations.php

e Tag item with UOM Decal
e Update info on Fixed Asset system
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& spectrum Inventory Confirmatio

Inventory Confirmation is a required State Audit procedure.

Once a year, Accounting will send a Fixed Asset Inventory Listing
by Organization to Financial Managers.

Departments will:
Verify that they still have the listed items
Initiate Equipment Transaction Form, if needed
Sign and return Fixed Asset Inventory Listing to Accounting
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Q ectrum Equipment Transfers

e Equipment Transaction Form:
http://bf.memphis.edu/forms/equi/equiOl.htm

- Transfer between departments (change organization
and location codes)

- Transfer to Surplus (Physical Plant to pickup)
- Cannibalization/Disposal (send decal to Accounting)

- Declare as Zero Value (very old items that are less
than $5,000 like computers over 7 years old,
printers, monitors, etc)
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EEL | http://bf.memphis.edu/forms /equi/equi0l.pdf - Microsoft Internek Explorer E]E]
Fle Edit GoTo Favorites Help ':,.

@ Please fill aut the Fallowing Form, You can save data byped into this Farm, Highlighl Figld=z
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THE UNIVERSITY OF Equipment Transaction Form

M E MP -llS Click here for anline help:
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STEP Z: EQUIFMENT TRANSACTION {Check and complete ONLY ONE SECTION for the above items.)

I:l A. EQUIFMENT TRANSFERS EETWEEN DEFARTMENTS

Transferred from Crganization |:| Transferred to Organization |:|
Mame of Signing Official | Mame of Signing Official [

Authorized Signature Date Authorzed Signaturs Date
Cusiody & responsibility of the above item{s) is Custody & responsiotty of the abowve femis) is
heraby reliquinshed (see dstrbution below). hereby accepted (see distibution below).

|:| B. EQUIFMENT TRANSFERS TO SURPLUS (Enter Physical Plant Work Order for Central Receiving to pick up and sign form)

Transferred from Organizaton [ | Transferred to Org 860000 Location 112218
Mame of Signing Official | | Mame of Signing Official |

Authorized Signature Diate Authorized Signature [WETE
Custedy & responshility of the sbove itemis) is Custody & responsibility of the abows itern(s) is
hereby reliqgunshed (see distributicn below). hereby accepied (see distribution befow).

D C. NOTICE OF CANNIBALIZATION OR ON-5SITE DISPOSAL (Send form & decals to Accounting)

Depariment Requesting Cannialization/Dispesal: Organzation| |
Marme of Signing Official | | Mame of Signing Official |

Authorized Signature Date Mext Lewsl of Authority Date

& Unknown Zone



