Year-End Inventory Depreciation Report for BOMS Users

1. The workflow for inventory needs to configured in BOMS.  Contact CIP if you need assistance establishing the workflow.  
a. The designated official is determined by your office’s internal policy.  This report is for adjusting the financial records to show the correct asset and depreciation values.  It is not a certification that a physical inventory was taken.  

2. Log in to BOMS and select the Inventory Module

3. Go to Administration- Year-End Closing function
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4. Select all state-funded Budget Entity options, then click Next. You may select more than one.

5. Select the active OCO groups for your office, then click Next. Do not select groups for attractive items (non-OCO).
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6. Select Subgroups, if applicable, then click Next.

7. Select all applicable Asset Classes, then click Next.


8. Review and verify all Asset Classes to depreciate are shown, then click Next.
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9. The items received and placed into inventory this year will display. Please review the items, and if correct, then click Next.
a. If the list is incorrect, exit the process, make the necessary corrections, and begin the process again.

10. The items disposed of from the inventory this year will display. Please review the disposals, and if correct, click Next. Ensure that all sales proceeds are shown for applicable assets sold.
a. If the list is incorrect, exit the process, correct the records, and begin the report again.
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11. Review the Transactions Table for accuracy. This table contains all the activity for each inventory item for the year and is the foundation data for the inventory report. It includes additions, deletions, prior and current depreciation, and Gains or Losses. It is best practice to export this data to Excel and save it as support for the Inventory Summary. This is important for future audits. It can’t be regenerated later.   

If the transaction list looks correct, then click Next.

12. The old-style report will be displayed on the screen. At this point in the process, the Excel version of the report is not available
a. Review the displayed report for issues such as:
· Verify that your beginning total from this fiscal year matches the ending balance from the last fiscal year.
· If the totals don’t match, click the back buttons, check the additions and deletions first, and then look at the detailed report. If you cannot identify the cause of the discrepancy, call CIP and ask them to help. They can help identify what happened to cause the problem. 
· If the discrepancy is expected, such as an item was left off inventory for the prior fiscal year and then added to the system, when it is added, BOMS calculates the depreciation from the date it was received. Please include an explanation for the discrepancy as part of your report submission.
· Verify that the Total Depreciation shown in the last column does not exceed the 6/30/2022 balance.
· Leave to the report and correct any issues, then repeat the process.
b. When appropriate, select Submit.
c. Select Yes when you are ready to close the year. This will submit the year-end closing paperwork to the next step in the workflow to be approved

13. Select the Post and Approve button to submit the report for signature.
a. The designated official will receive an email to sign the inventory report.
b. You will receive an email when the designated official has signed the document.
c. To print the report, select Activities and select Post Inventory Form. The report will be shown on the following screen when approved.
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d. Select the download button in the middle of the screen, and save the file.
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e. Select the Inventory Form, then select Post or Post and Email. (JAC could not get the email function to work and has entered a ticket with CIP). Email to staff as needed.
14. Email the Excel file to financialservices@justiceadmin.org.  In the Subject line please enter your Office’s abbreviation and description of the document in the Subject line (E.g., JAC Year-End Inventory Report).
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@ Edit Back Next Excel @

Review disposed item's disposal value, then click NEXT

Property no Purchase price Salvage value Disposal date

Disposal value|

61411 $15,950.00 $0.00 09/14/2021 $1,000.00
61542 $2,459.00

5000 12/21/2021 $100.00
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1 DEPRECIATION TOTALS BY FLAIR ASSET CLASS JAC @ 06/14/2022 12:36]
> |[dustice Administrative Commission
065302021]  2021-2022]  2021-2022 0653012022 Accumulated| _Adjustments] Current] _ Gains or| Total depreciation|
balance|  Additions| Deletions| balance| depreciation depreciation| (losses)|
3
7
5 |272-BUILDINGS AND BUILDING IMPROVEN $19,290.00 $0.00 $0.00 $19,290.00 $16,476.88 $000  $241125 $0.00 $18,888.13
6 |276-FURNITURE AND EQUIPMENT $791,71080 $0.00  $35209.00 $756,501.80 $636,072.47 $242316  $39,01394  $2,100.00 $640,200.57
7
3 <<< Agency totals >>> $611,000.80 | $0.00] $35,.200.00 ] $775,79180]  $652,549.35]  $2,423.16]  $41,42519 | $2,100.00 ] $659,088.70
9
The amounts for each category of assets shown above must be supported by the agency. In addtion, Chapter 273, Florida Statutes, requires that a physical inventory be made at least once each year, signed,
10 |dated and kept for reference and audit purposes.
11
12 |CERTIFIED TRUE AND CORRECT AND SUPPORTED BY RECORDS MAINTAINED BY THIS OFFICE.
13 INOTE:
7 IAccumulated Depreciaion = Form 19' (1) Audited Balance
T [Curent Depreciation = Form 19's (4) Depreciation Expense
T [Deletons = Form 19' (3) Saes / Dispositons
o . |Gains/Losses = Accumulated + Adjusiments + Current + Disposal Value - Purchase Price
17 [¢<<e-signed: ALTON L RIP COLVIN JR on 06/14/22 12:18 PM >>> 6/14/2022 Total Depreciation = Accumulated + Adjustmenis+ Current - Deletions - Gains or Losses
18 |Approved by: ALTON L RIP COLVINJR DATE
19 Executive Director
20 _|FILTER: Effective 07/01/2021 thru 0613012022 where State_accounting=YES, budgel entity name is "JAC" and group name s "OCO", "OCO < $1,000"
21
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Specify asset class, by group, of new items, click NEXT to proceed





