NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
R. Scott Ralls, Ph.D.
President

June 19, 2008

MEMORANDUM IMPORTANT!
Deadline: August 1, 2008

TO: Purchasing Officers
Equipment Coordinators

FROM: Wade Quinn
Assistant Manager for Administrative Services

SUBJECT: 2007-2008 Year-End Reports
This memo is a reminder of the 2007-2008 year-end reports for purchasing and fixed

assets. The following calendar dates are provided and remain the same for each fiscal
year.

Report Due Date
Monthly Audit Report (XIHR) July 15
Fund Source Report (XIER) August 1
Deletions Report (Query Builder) August 1
Internal Equipment Audit (Revised Form 4-13) August 1
Internal Equipment Audit Reconciliation (Form 4-21) August 1
Purchasing Flexibility Report August 1
Electronic Fund Source Report (XITR) August 1

e Monthly Audit Report (sample attached)

e Fund Source Report (sample attached)
Users will choose “Hold” in the Output Device field located on the printer output
device screen. This will allow the users to view the fund source report. To print
from the view screen, users will choose the first printer icon (Print Local) located
at the top of the screen. This option will take users to the “Print Setup” screen
and from here, users will check the “Use Font” box and Landscape format.
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Deletions Report (sample attached)
Please follow the attached instructions to create your deletions report for
submittal.

Internal Equipment Audit (sample attached)
As a reminder, colleges are required to submit a form for only the program(s) that
has missing equipment.

Internal Equipment Audit Reconciliation (sample attached)
Purchasing Flexibility Report (sample attached)

Electronic Fund Source Report (sample attached)

The electronic transmission to our office from Colleague is not an automatic
process. Users will need to run the mnemonic XITR —Transmit Inventory
Results immediately after the June monthly audit (XIHR) is processed. The fund
source and deletions report should be printed immediately after balancing the
June monthly audit. Please do not make any transactions (additions, deletions or
any changes between fund sources) between the time the electronic report is
transmitted, and the fund source report is printed. If changes are made, your
equipment figures will be out of balance for year-end. Due to storage issues, your
fund source and deletions report should be printed on standard 8 1/2 x 11 paper
in landscape orientation.

If you have any questions, or need assistance, please call Karen Kelly at
(919) 807-7090, or me (919) 807-7089.

wq

Attachments

pc: Presidents
Business Officers
Data Coordinators
Ms. Sharon Rosado



XIER - Equipment Report

/& Datatel - S06-NCCCS-COLDEV - CF

File Edt Favorites Tools Help

Quick Access | XIER v | Blso B d@ X& 9 @ @ |

#|ER-Equipment Report

The Acquisition Start Date should be
blank. Placing a date in this field could
cause the system to miss picking up
every piece of equipment on inventory.

Acguis Start Date l:l
Disposal Start Date l:l i Disposal End Date ' -
Acquis Cost Min l:l AcquisCostMax | |

DisposalCootMin[ | Disposal Cost Mas The Acquisition End Date should

always be June 30 of that year. This
i M Gl B year it will be 06/30/08.
Repart Style

Acquiz End Date

By Department
BL By Building

AC By Asset Categaory
CcC by Commadity Code
Al By Fixed Asset 1D

Show Active Equip Addnl Sel Criteria

Walid Statuses

Report Browser

BAoo[w | oodH

May 15 Z007 Equipment Fund Source Report Fage: z
Ahsset ID Descriprion Fund Sre 0 Fund Sre 1 Fund Sre 2 Fund Sre 3 Fund Sre 4 Fund Src €  Fund Sre 9 C
los4g3 CPDEZESKLEV1 S0MVGA o.o0 1255.75 o.o0 0.o0 o.o0 0.00 o.o0 lzEe
los484 PRINTER o.00 023,70 0.00 0.00 o.00 0.00 0.00 E0z8
108556 COMPUTER 386D o.o0 103562 0.00 o.o0 o.o0 0.00 0.00 1038
106572 SEQ. LINX M 16 CHNL o.oo 167134 o.o0 o.oo o.oo 0.00 o.oo lsz1
losszz INSTRUC. BEADING SYSTEM o.o0 63857, 56 0.o0 0.o0 o.o0 0.00 0.o0 £9857
logszs COMPUTER 486 33-8X o.o0 1524.70 0.00 0.00 o.00 0.00 0.00 1524
loesz0 Drafring Table 185.00 o.00 0.00 o.o0 o.o0 0.00 0.00 1s8
106693 LASERDISC PLAYER 1015.z0 o.00 o.o0 o.oo o.oo 0.00 o.oo 1015
107101 To o.o0 1000, 00 0.o0 0.o0 o.o0 0.00 0.o0 1looo
o710z Io o.00 100000 0.00 0.00 o.00 0.00 0.00 1000
107800 Eackhoe o.o0 £3E0.00 0.00 o.o0 o.o0 0.00 0.00 E3E0
107887 Breathalizer Machine Port o.oo o.00 15000.00 0.o0 o.oo 0.00 o.oo 15000
lz3456E Bipap Vision System o.o0 0.00 0.o0 9228.19 o.o0 0.00 0.o0 2448
l4zme Tell Computer 700,00 0.00 0.00 0.00 o.00 0.00 0.00 700
zooloo John Deere Tractor o.o0 o.00 3170.00 0.o0 o.o0 0.00 0.00 4170
zolzol To o.o0 500,00 0.o0 0.o0 o.o0 0.00 0.o0 500
408504 Helicopter o.o0 5000, 00 o.00 0.00 o.o0 0.o0 o.00 5000
EO0E0ED blanker good o.00 1.00 0.00 0.00 o.00 0.00 0.00 1
555100 Jig Saw o.o0 o.00 0.00 o.o0 1.00 0.00 0.00 1
555101 Circular Saw o.o0 0.00 0.o0 0.o0 10,00 0.00 0.o0 1o
01100 blanket good o.o0 1.00 o.00 0.00 o.o0 0.o0 o.00 1
SEEDE Ambnalance o.00 z5000. 00 0.00 0.00 o.00 0.00 0.00 zE000
951234 TEST o.o0 o.00 0.00 o.o0 o.o0 s000. 00 0.00 =000
sgogal response system for offic o.o0 000,00 0.o0 0.o0 o.o0 0.00 0.o0 000

11267.25 Z1464344.16 lzzz0.00 2268.19 E1.00 080,00 25500 Z1519336




DELETIONS REPORT UTILIZING QUERY BUILDER
X

Query Builder

l Open... ] [ Save... ] [ (1] 4
Verh: SORT v |
File: FIXED ASSETS
Items: |WITH FI= DISPOSALMETHOD £ AND WITH F|
Sort: |EY Fl=DISPOSAL METHOD BY 1D | Sort...
Output: |EF|E.6.K.IIIN Fl=.DISPOSALMETHOD Fl.DESC T | Dutput. .
Heading: | | Heading...
Footing: | | Footing...
[Grand Total: | | Grand botal...
Cutput Tox Suppress:
() Soreen ] Detal lines PC/Process should be
() Beport Viewsr [Titem D checked in prd_er frc‘)r the
(T3 Host Printer _ report to print in the
' []Page heading TR Excel Format.
< (&) PC/Process SI: [] Col. heading (See below for sample
report.)
Betare: | | Help
After: | |

Selection of Items

The “And” Box needs

[Vl nd_Field Oy e to be checked in order
. AMT ~| 1= A |"ossa0/07

FIX DISPOSAL COMMENTS 8 - 8| || for the report to _

Flz DISPOSAL.COST = S 7] Quote Val generate the deletions

FI:¢.DISPOSAL DATE <= | uote vallie processed between

Flx DISPOSALMETHOD =

FI.DISPOSALMET v g > Refresh July 1, 2007 and June
30. 2008. The dates

S election Add ] [ - ] [ Replace ] [ Delete ] will be revised each

year to reflect the
current fiscal year.

Fl<.DISPOSALMETHO® ™
AMD Fl#.DISPOSALDATE == “07/01./06" :
AMD Fl«.DISPOSALDATE <= “06/30/07"

Help ] [ Cancel ][ 2k,




Sort Criteria

Fields:

@0

ACCUM.DEPR.GL
Fl=.ACC.DEFR

Fles ACC.RENEWSL AMT
Fl<.ACQUIS.COST

Fl< ACQUIS.DATE
FleACOUIS DATE NI
Fle.ACOUIS METHOD
Fle.ACHUS SOURCE

[

FlealLOW AMT

Fle= ALLOW DATE
FlealLOW REFMO
Fl<ALT. PM.ASSET.ID

[ £

Refrezh

Azcending
Add

[nzert =3

<< Delete

Add »x

|nzert >

Help

=
I
wh
[}
fai
S
=l
=
I

Sort sequence;

3

BY

BY =0

Fle.DISPOSAL METHOD

[ Cancel ][

OF.

3. Output

Output Criteria

td odifier;

Hone
TOTAL
BREAK.OM

Output figlds:

Field:

Option Text:

%)

=0

ACCUM.DEPR.GL
Fl<.ACC.DEFR

Fl.ACC REMEWAL AMT
Fl<ACQUIS.COST
Fl<.ACQUIS.DATE

[0l

b

Refrezh

&dd

J

[hzert

H Replace H

Delete ]

BREAK.OM
TOTAL

Fl<.DISPOSALMETHOD
Fl:<.DESC
Fl=.ACQUIS.COST
Fl<.DISPOSAL DATE
Fl:<.FUMD.SOURCES

Edit

Help

[ Cancel H

1]3




Deletions Report (Sample)

FIXED.ASSETS Disposal [Description] Acquisition Disposal | FIX.FUND.SOURCES
Method Cost Date
102201 | CB Pc 1,070.00 03/21/06 1
106200 | CB Pc 1,500.00 03/21/06 1
106202 | CB computers 1,000.00 11/01/05 1
CB 3,570.00
MEMORYWRITE
104976 | LS R 2,664.76 03/21/06 1
LASER
106067 | LS PRINTER 2D 1,538.25 03/21/06 1
106122 | LS PS/2 MDL 55SX | 2,118.94 03/21/06 1
123456 | LS Test Equipment 2,500.00 03/21/06
Dell Optiplex 1.3
123536 | LS Ghz Desktop 1,500.00 04/07/06 2
*kkkkkkkkkkkkkx | e
LS 10,321.95
TOTAL 13,891.95




NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
INTERNAL EQUIPMENT AUDIT

College:

Inventory for Fiscal Year:

List of Items not located
Inventory Asset Category/
number Program Code

Description Cost

Total Cost of Items Not Located $
Total Number of Items Not Located

Equipment Coordinator: Date:
Signature

This certifies that an inventory of all programs/departments was completed for the
current fiscal year.

President/CFO

NCCCS 4-13
Rev. Mar. 06



ANNUAL INTERNAL EQUIPMENT AUDIT RECONCILIATION

2007-2008
College:
Fund Source Prior Year Balance Additions Deletions Adjustments Current Year Balance

0 = Institutional 0.00 0.00 0.00 0.00 0.00
1 = State 0.00 0.00 0.00 0.00 0.00
2 = County/Local 0.00 0.00 0.00 0.00 0.00
3 = Federal 0.00 0.00 0.00 0.00 0.00
4 = Construction 0.00 0.00 0.00 0.00 0.00
6 = Donation 0.00 0.00 0.00 0.00 0.00
9 = Minor 0.00 0.00 0.00 0.00 0.00
Subtotal 0.00 0.00 0.00 0.00 0.00
Buildings & Infrastructure

Total 0.00 0.00 0.00 0.00 0.00

Adjustment Notes/Documentation

****x*The Current Year Balance Column must match your Fund Source Report submitted to the System Office.*****

Prepared by:

NCCCS 4 -21
Jan. 06




PURCHASING FLEXIBILITY REPORT

Items covered under State Contract, but purchased from Non-Certified Sources
This report must be submitted on February 1 and August 1.

Reporting College:

Reporting Period: through
Descriptive Name of Item Purchase Term Term Non-Contract Saving Per Unit Number of Total Savinas
Order Contract Contract Cost Cost (Col 4 - Col 5) Units (Col 6 x C0I97)
(1) Number Number Per Unit Per Unit Purchased ®)
2 (€] 4 (©) (6 @)
Signhature Date

P-Flex/report form




Electronic Fund Source Report (XITR

Datatel - 506-NCCCS-COLDEY - CF
File Edit Favorites Tools Help

Quick Acoess|KIER v e R dx QR 9 @ @

| HIEF Equipment Report| ¥IEF Exuipment Fieport |

H Hold/Brawse File Outpu v !E]
Farm Name |
Banner |
Copies i
Defer Time: -
Other Options
NOEJECT IE) A
HHEAD )
NEWT By

Page Widh [132]

Page Length 65
Top Margin | 0

Eiottom Margin @

Tune 27 2006 Equipment Fund Source Report Page: 1
Asset ID  Description Fund Src 0 Fund Src 1 Fund Sre 2 Fund Src 3 Fuand Src ¢ Fund Sre 6 Fund Sre 9 C
000058 LB SCIENCE PR 0.00 2z95.00 0.00 0.00 0.00 0.00 0.00 2295
000101 TEST 0.00 595395933 0.00 0.00 0.00 0.00 0.00 EEEEEEE]
001319 CONSOLE COPIER 0.00 1050.00 0.00 o.o0 0.oo o.oo 0.oo los0
100076 this one 0.00 2500.00 0.00 0.00 0.00 0.00 0.00 zE00
100078 LINCOLN CONTINENTAL 0.00 35000.00 0.00 0.00 0.00 0.00 0.00 41200
1Z00._00
lo03z0 ECONOMY STREIC 0.00 0.00 0.00 0.00 0.00 0.00 815.00 315
lozzo0 Desktop Fo 0.00 1000.00 0.00 0.00 0.00 0.00 0.00 looo
104014 DISKETTE DRIVE 0.00 1893.02 0.00 0o.o0 0.oo 0o.oo 0.oo 1893
104048 COMPUTEER:, 0.00 1629.33 0.00 0.00 0.00 0.00 0.00 lezs
104336 BRAKE, 4 FT. 0.00 1567.50 0.00 0.00 0.00 0.00 0.00 1567
105130 PAPER SHREDDERL 0.00 1785.00 0.00 0.00 0.00 0.00 0.00 1788
105183 PO/XT SYST. UM 0.00 1782.53 0.00 0.00 0.00 0.00 0.00 1782
105316 UPs SYSTEM, 0.00 14505.75 0.00 o.o0 0.oo 0.oo 0.oo 14505
l0E480 JET PRINTER 0.00 1574.05 0.00 0.00 0.00 0.00 0.00 1o74
105430 HEAT DUMP 0.00 1650.00 0.00 0.00 0.00 0.00 0.00 1650
105530 PESZ 0.00 1Z13.80 0.00 0o.o0 0.oo 0o.oo 0.oo 1213
loggzs CAEINET 0.00 4347.00 0.00 0.00 0.00 0.00 0.00 4347
LOEEES COPIER/DUPLICA 0.00 2219260 0.00 0.00 0.00 0.00 0.00 2zlaz
105700 Crowm Victoria 0.00 Z1l000.00 0.00 o.o0 0.oo o.oo 0.oo 18903
log7zz FOLDING MACH. 0.00 2047.50 0.00 0.00 0.00 0.00 0.00 z047
105729 PE/2 MDL 30 0.00 1445.84 0.00 0.00 0.00 0.00 0.00 1448
logg3z COPIER W/CONSO 0.00 4665, 35 0.00 0.00 0.00 0.00 0.00 4669
106088 MIDI SORTEE FOR COPIER 0.00 1535.30 0.00 0.00 0.00 0.00 0.00 1538
loslz0 PS/Z2 MDL 558X 0.00 2118.94 0.00 0o.o0 0.oo 0o.oo 0.oo Zl18
06123 PE/2Z MDL EESX 0.00 2118.54 0.00 0.00 0.00 0.00 0.00 zlle W
loglz4 DS/ MDL EESX 0.00 2118.94 0.00 0.00 0.00 0.00 0.00 zllg
losl26 PS/f2 MDL 558X 0.00 2118.94 0.00 o.o0 0.oo o.oo 0.oo Zl118
L6128 PE/Z MDL EESX 0.00 2118.94 0.00 0.00 0.00 0.00 0.00 zllg
106177 MULTI TECH MODEM 3500 0.00 1375.38 0.00 0.00 0.00 0.00 0.00 1379
1056178 MULTI TECH MODEL 5600 0.00 1379.37 0.00 o.o0 0.oo o.oo 0.oo 1379
logz1o LEG PRESS MACHINE 0.00 2759.83 0.00 0.00 0.00 0.00 0.00 2759
106211 CHEST DPRESS MACHINE 0.00 2357.04 0.00 0.00 0.00 0.00 0.00 2357
logzlz SEATED BACK MACHINE 0.00 2203.34 0.00 0.00 0.00 0.00 0.00 zz03
106213 0.00 1586.04 0.00 0.00 0.00 0.00 0.00 loze
106365 COMPUTER 486 33-5x 0.00 158470 0.00 o.o0 0.oo o.oo 0.oo 1584
L0635 INTER. VIDED STSTEM 0.00 7335.20 0.00 0.00 0.00 0.00 0.00 7IIE
106339 COMPUTER 48X-ZE 1452.20 0.00 0.00 0.00 0.00 0.00 0.00 l45z b




Printer setup

Frinter
(%) Default printer
p204 on Ne2?:

{3 Specific printer

Usze Fant | Courier Mew,8

() Portrait
(*) Landzcape

IJze character mapping from emulation when printing

[] Frint direct [na formatting for slave printing]

1]

Cancel

Setup...
Drefauilt

Help




