Notes from the Equipment Managers Meeting 4-21-09.

Attendees:  Kara Colannino, Alan Long, Karen Woodward Massey, Sarah Elwell, Mary Walsh, Irene Coyle, Susan Jones, Karen Barkow, Grace Shin, Diane Harwood.

Discussion Topics

1) How is the Primary User defined?

2) What is the definition of Durable Goods?

3) Insurance and Equipster

4) Unassigned Capital Transactions – What is the best way to match up journal entries?

5) What do you do with transactions that will not leave the homepage after being assigned?

6) How do you process transactions that are purchased by other departments and show up in your department or on your Unassigned Transactions page 

1) How is the Primary User defined?  Is it the Professor? Post Doc? Grad student?

Answer: It could any of the above.  It was stated that a majority use the Professor’s name, as it is easier.   Some other examples of how this field is used:  

Sarah E. stated that they use the comment field for the person’s name who is using the equipment and the put they put the PI’s name in the Primary User field as well as the PI field. Susan Jones (SEAS) stated that the Primary User is the person who is using this equipment – this has helped with older pieces even if the student is no longer there because it helps the Professor remember what the equipment was used for.

Recommendation:  Use the name of a person with an appointment in ASPERIN who is going to be around the next time that a physical inventory is done.  If this person is not the actual user, you should also put the actual user’s name and information in the description or comments field on the Asset Information page.

2) What is the Definition of Durable Goods?

Answer: Durable Goods are Products whose usefulness continues for a number of years and that are not consumed or destroyed in a single usage. Also, known as durables; hard goods.

3) Insurance and Equipster
Kara called the Insurance Office and spoke with Mark Frazier – he stated that equipment is not covered by insurance if it is not kept on a list with the following information:
· Item description (make, model, serial number, location)

· Replacement value of each item

· Grand total of replacement values

· Department/School
· University mailing address

A link to this information is on the FAS Equipment Management web page.  Mark said that the type of list was determined by the equipment management policy of individual schools.  In FAS, the use of Equipster is required only for units that have capital equipment and do sponsored research.  

For non-capital assets, some departments have considered using EREQ, which could possibly document all of the above items in comment fields.  Some departments keep an Excel spreadsheet.  One problem is that the Physical Inventory Report doesn’t differentiate between capital assets and non-capital assets – this is a problem that will be addressed with FAS IT. Also, assigning non-capital transactions in Equipster would quadruple the workload for some departments.  
Deductible:  Our understanding is that there is now a $1000 deductible per event so that if there is a fire in a lab the department will need to pay the first $1000.  We need the Insurance Office to verify that this is true so we can come up with a recommendation for the lower threshold value for non-capital equipment items. 
Outcome:  In the discussion many questions were left unanswered.  It was decided that Kara will invite a representative from the Insurance Office to our next meeting. 
Action: Please forward insurance questions to Kara so she can prep the Insurance Office person.
4) Unassigned Capital Transactions – What should be done with journal entries?
For assets with multiple financial transactions, for example an original transaction and subsequent journal, it is best to assign the original transaction (because it has the most information in it) and any journal transactions to the same asset, if this is possible.

Your department’s dummy asset “DEPT101X” should only be used for transactions that definitely should not be assigned to an asset.
5) What do you do with transactions that will not leave the homepage after being assigned?
This appears to be happening to many people.  We think this is an Equipster bug.

Please note that if you assign the transaction to an asset more than once, you are actually adding the original amount of the transaction to the asset every time and this is inflating the value of the asset.
Action:  By May 1st, please send Kara emails detailing what the problems are, and a list of the transactions affected.  FAS RAS will work with FAS IT to resolve this issue in the next month.
6) How do you process transactions for equipment purchased by other units that show up on the Unassigned Transactions list for your department?

This happens a lot with FAS IT and equipment purchased at the divisional level.  It is possible to reassign the original asset to the correct department so that it can be entered without creating a manual entry.  Some units have found unassigned transaction debits that are from journal entries of other departments.  When crediting or debiting another department, both units should have a copy of the journal, but this doesn’t always happen.  Other units have found new equipment in their areas with no tags whatsoever.  
Recommendation:  If you find a mystery transaction on your home page with a Journal Entry (JE) source, look at the detail for the transaction and see if it helps.  Kara can also help with tracking down the original transaction and getting it assigned to your unit.

Sarah E. raised the issue of what do with equipment that is physically in your building that has been purchased by another unit and does not appear on your unassigned transactions list.  Who should be doing the recording/tagging of that equipment?
Outcome:  FAS IT will be invited to a future Equipment management meeting to discuss the process.  FAS RAS will work with units to record and tag the equipment that is housed in your buildings but has not been purchased by your department.
Next Meeting is scheduled for Tuesday, May 12th, from 3 to 4pm, location TBD.  Please RSVP to fasrsrch@fas.harvard.edu.

