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Copyright

All rights reserved. No part of this documentation may be copied, photocopied,
reproduced, translated, microfilmed, or otherwise duplicated on any medium
without prior written consent of UBS Corporation Sdn. Bhd.

No patent liability is assumed with respect to the use of the information
contained herein. Every precaution has been made to supply complete and
accurate information. However, UBS Corporation Sdn. Bhd. resumes no
responsibility for its use, or for any infringement of patents or others right of
third parties which would result.

Disclaimer

No person should rely on the contents of this publication without first obtaining
advice from a qualified professional person. This documentation is provided on
the terms and understanding that (1) the author and editor and copyright owner
are not responsible for the results of any actions taken on the basis of
information in this documentation, nor for any error in or omission from this
documentation; and (2) the author and editor and copyright owner are not
engaged in rendering legal, accounting, professional or other advice services. The
author and editor and copyright owner expressly disclaim all and any liability and
responsibility to any person, whether a purchaser of related software or reader of
this documentation or not, in respect of anything, and of the consequences of
anything, done or omitted to be done by any such person in reliance, whether
wholly or partially, upon the whole or any part of the contents of this
documentation.

UBS CORPORATION SDN BHD (441389-K)
Suite 1B-6, Level 6, Block 1B, Plaza Sentral,
Jalan Stesen Sentral 5, Kuala Lumpur Sentral, 50470 Kuala Lumpur, Malaysia.
Website: http://www.ubs-software.com
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Introduction:
This section enables user to create new fixed asset accounts, asset group account, historical asset
account, employee records, and supplier records. Beside that, you can also maintain different
records such as department description, division department and others.
1.1 Fixed Asset Maintenance

This option enables user to create and maintain fixed asset accounts.

1.1.1 Fixed Asset File Maintenance

This option enables user to create fixed asset records.
Go to Maintenance — Fixed Asset Maintenance — Fixed Asset File Maintenance (Fig 1.1.1a).

This menu comprises six pages.

General Setting

< Fixed Asset File x|

{General} | Details || Depreciation || User Dsfine || Other Charges | Phato
Asset Information
Asset Code, B
Desaription
Group Code
Alternative Code
Purchase Information
Currency Code Serial Mo
Currency Rate Warranty Date i
Buying Price supplier ID
Purchase Price 0.00 Reference Mo,
Purchase Date Y Remarkl
Other Charges Remarkz
Tokal Cost Remark3
=a GO ) o o e Jom )
Fig 1.1.1a

1. Select “"Add” button and specify the following information:

Asset Code : Auto generates by system.
(Remark: You must pre-activate this function at Housekeeping —
Run Setup — General Setup (Running No.)

Description : Enter the fixed asset item description.
E.g. PROTON WIRA 1.5, Computer Pentium IV, etc.

Group Code. : Enter asset group number.
E.g. M/V001
(Remark: You can predefine group number at Maintenance—
Group)
Alternative Code  : Enter asset alternative code.

Currency Code
Currency Rate : Foreign country’s currency code and currency rate.
(Remark: You MUST predefine the currency records at
Maintenance — Miscellaneous Files=> Currency)
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Buying Price
Purchase Price
Purchase Date
Other Charges
Total Cost
Serial No.

Warranty Date

Supplier ID
Reference No.

Remark 1,2,3

Details
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: Enter foreign price.

: Enter purchase price.

: Enter purchase date

: Capture from other charges tab.

: Total of purchase price and other charges.

: A number used in a series, indicating as a mean of identification.

: User can enter the date manually or double click on the box to

show today’s date.

: Enter Supplier ID

: Reference number that used for posting purpose

: For additional information used.

Reference Information

Employee BOL
Reference Information

Leasing Mo.

Leasing Expiry Date ;7
Purchase Order No,

Purchase Order Date s

Irvaice Na,

Invaice Date 50

Fig 1.1.1b

Department

Division
Location
Project
Job
Employee

Leasing No.

Depreciation || User Define || Gther Charges || Photo

vehicle Information

Road Tax Expire Date P

Road Tax Fee 0.00

C M

Save Caneel

: Organization’s functional division.
E.g. MARKETING DEPARTMENT

: A portion of different department.

: A place in a country.

: A plan undertaken by the company.

: A small miscellaneous piece of work undertaken at a stated rate.
: Employee ID

: Leasing account number.

Leasing Expiry Date : Leasing ending date.

P.O Reference

: Purchase Order’s reference number.
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P.O Date
Invoice Reference

Invoice Date

Road Tax
Expired Date

Road Tax Fee

Assets Register User Manual

: Date of issuing purchase order.
: Invoice reference number.

: Date of issuing invoice.

: Expired date of road tax.

: Road tax amount.

<" Fixed Asset File g
General || Details | [Deprecistion || User Define || Other Charges || Photo

Depreciation

Depreciation Method Ho Depreciation v

Rate

Life:

Month

Retire Date L

Existing Asset Information

Last et Baok ¥alus

Accurnulated Depn. CiF

Last Depreciation Date £

Monthly Depreciation Value

Save Cancel

Fig 1.1.1c

Depreciation Method

Rate

Life

Month

Retire Date

Page 7 of 53

: Auto capture from group of method assigned at general setting

: Rate of depreciation (Only applicable for Straight Line Year and

Reducing Balance method)

: Years of depreciation

: Months of depreciation (Only applicable for Straight Line Month

method)

: End date of depreciation. Mark for take up of existing assets

Last Net Book Value

Accumulated Depn. C/F

Last Depreciation Date

(Only applicable for Straight Line Year/month method)

: Result after deduction of fixed asset amount with
depreciation amount or item’s brought forward amount.

: Total brought forward amount of depreciation value.

: End date of depreciation brought forward.

Monthly Depreciation Value : Monthly depreciation value.
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User Defined

I Other Charges L .

Remark #1

Remark #2

Remark #3

Remark #4

Remark #5

Remark #6

Remark #7

Remark #8

Remark #3

Remark #10

Remark #11

Remark #12

Remark #13 Remark #17

Remark #14 Remark #18

Remark #15 Remark #19

Remark #16 Remark #20

COCI0 00 Cen e o JLom Lo ]
Fig 1.1.1d

Remark#1 — Remark#20 : For additional information used.
(Change label remarks at Housekeeping -> Setup ->More
Remarks.

Other Chari es
< Fixed Asset File X

arges | phato |

| General || Details || Depreciation | User Defin

Charges Details

Charges Cods

cwercyente [

Description |
o | 27—

Charges List

Charges Code Description Currency Cost 4

v

Tokal Cost 0.00

Ll Jn ] (o JLew Jloee JLom [ e |
Fig 1.1.1e

Charge Code : Charge Code
Description : Charge Code's description
Note & Notel : For additional information used.

Currency Code

Currency Rate : Foreign country’s currency code and currency rate.

Buying Price : Price in foreign currency.

Cost : Amount cost from buying price multiplied by currency
rate
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Photo
General || Detals || Depreciation || User Define || Other Chargss | Bhata ]
Fig 1.1.1e
Load Photo : Insert picture.
Clear Photo : Remove picture.

1.2 Asset Group Maintenance

This option enables user to classify asset into different groups.
1.2.1 Asset Group File Maintenance

This option enables user to define different asset’s group, such as land, furniture and
fittings, motor vehicle and etc.

Go to Maintenance — Group (Fig 1.2.1).

<= Asset Group §
Group Information
Group Code [ D
Description | -
Depreciation Method
Life [ Year )
Month
Rate (%)
Residual Rate (3%}

GL Account Code

Fixed Asset A/C Code
Accumulated AJC Code
Depreciation A/C Cods

Disposal AjC Code

R | | | S

Profit & Loss AJC Code

EEE}E D agd [ ede [ oeere |[ ene [ mar |
Fig 1.2.1

1. Select “"Add” button and enter the asset's Group Code, Description, Depreciation
Method, Life, Month, Rate(%) and Residual Rate (%).

COPYRIGHT © UBS CORPORATION SDN BHD



EZUBS

User Busness System Assets Register User Manual Page 10 of 53
2. You need to link current system with "UBS Accounting System” (Housekeeping—
Setup— General Setup (Data Sharing) to setup the linkage on both systems) in order to
extract all account code records.
Then, click on the arrow down button to specify each of the account numbers.
3. Select “Save” button once you have completed specifying all the relevant information.
4. Select “Cancel” button to create more asset groups or to omit current process.

5. Select “Delete” button to delete those unwanted records.

6. Select “Exit"” button to log off.

1.3 Historical Asset Maintenance

This option is only used to maintain the disposed assets.
1.3.1 Historical Asset File Maintenance

This option enables user to keep track of past disposal asset records. Go to Maintenance —
Historical Asset Maintenance — Historical Asset File Maintenance (Fig 1.3.1).

<7 Historical Asset File .

General || Details || Depreciation & Disposal || Other Charges || Photo

Historical Asset Information

Historical Asset Code. =)

Description

Group Code

Alternative Code

Purchase Information

Currency Code | Serial N, |
Currency Rate [ Warranty Date | 4/
Buying Price | | supplisr 10

Furchase Frice | .00 Reference No.

Purchase Date _. ;s ) Remarkl

Cther Charges - ) | Remarkz

Total Cost Remark3

El ENES KR! [(ar | e J[oome [ eve || o= ]
Fig 1.3.1

1. Select “"Add” button and specify the information.

Historical Code : Auto generate by system or key in manually. But the Historical
code not for posting purpose.
(Remark: User must pre-activate this function at
Housekeeping — Setup — General Setup (Running
No.)
User can click on the arrow down button to search for a particular
historical code record.

Description : Enter the disposed asset’s item.
Group No. : Asset group number.
Alternative Code  : Enter asset alternative code.

Currency Code
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Currency Rate : Foreign country’s currency code and currency rate.
(Remark: You MUST predefine the currency records at
Maintenance — Miscellaneous Files -> Currency

Buying Price : Enter foreign price.

Purchase Price : Enter purchase price.

Purchase Date : Enter purchase date

Other Charges : Capture from other charges tab.

Total Cost : Total of purchase price and other charges.

Serial No. : A number used in a series, indicating as a mean of identification.
Warranty Date : User can enter the date manually or double click on the box to

show today’s date.

Supplier ID : Enter Supplier ID
Reference No. : Reference number that used for posting purpose
Remark 1,2,3 : For additional information used.

1.4 Supplier Maintenance

This option enables user to create and maintain supplier records.
Go to Maintenance — Supplier (Fig 1.4).

< Creditor File [ Data from : C:\WBSACCI0\WS ]

Creditor Cade 7/ Q Date F of

Mame

Address

Regional
Area

Contack Mame
Fhone No,
Phaone Mo (2)
Fa Na,

Email Address

Agent Mame

EEE}E [ add 1 Ede ” Delete ” Pk H Exit I
(Fig 1.4).
1. Select “"Add” button, follow by entering the supplier number (e.g. 4000/S01), date, supplier

name, address, postcode, phone number, fax number, contact person, contact person’s
title, email address, agent name and area.

2. Select “Save” button once you have completed specifying the relevant information.

3. Select “Cancel” button to create other new supplier records or to omit current process.

4. Select “"Delete” button to delete those unwanted records.

5. Select “Exit” button to log off.
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1.5 Employee Maintenance

This option enables user to create and maintain employee records.
Go to Maintenance — Employee (Fig 1.5).

Employes Code D
Mame
address
Posteode Country
Phaone Mo. State
Mobile Tel No. Town
Email Address
Marital Status Passport |
Mationality Date of Birth EA
I/ No (old) Gender [
IC Mo Mew ) Ethnic
Jaob Title
Department
Date Join s ra Date Resign s ra
E E] E]E] {add ol Edi ][ Delete “ Print “ Exit
Fig 1.5

1. Select “"Add” button, follow by entering the employee reference number (e.g. J001), name,
date of joining the company, address, postcode, town, home telephone number, mobile
phone number (optional), email address, job title, identity card nhumber, passport and date
of birth.

2. Select “Save” button once you have completed specifying the relevant information.

3. Select “"Cancel” button to create other new employees records or to omit current process.

4, Select “"Delete” button to delete those unwanted records.

5. Select “Exit" button to log off.

1.6 Miscellaneous Files

This option enables user to maintain other useful information such as department, location,
project, job, division, currency and multi payment records.

1.6.1 Department Maintenance

This option enables user to create and maintain the department code in an organisation.
Go to Maintenance — Miscellaneous Files — Department Maintenance (Fig 1.6.1).
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T Department Code Description o
—Tutal Records : 0O
Department Code
Description
Add ][ Edit || Delete |[ Print ][ Exit
Fig 1.6.1

1. Select “"Add” button follow by entering the department description.
E.g. FINANCE DEPT, MARKETING DEPT and etc.

2. Select “Save” button once you have completed specifying the relevant information.
3. Select “Cancel” button to create other departments or to omit current process.
4. Select “Delete” button to delete those unwanted records.

5. Select “Exit" button to log off.

1.6.2 Currency Maintenance

This option enables user to create or maintain different country currency code.
Go to Maintenance — Miscellaneous Files — Currency (Fig 1.6.2).

< Currency File ﬁl

Currency Code  Symbol Currency Word Currency Rate{®o)

[

T

otal Records @ 0

Currency Code
Symbol
Currency Word

Currency Rate(a)

Add ][ Edit || Delste |[ Prink ][ Exit

Fig 1.6.2

1. Select “"Add” button, then click on the arrow down button to specify the particular
currency code, symbol and currency word. Next, enter the currency rate.

2. Select “Save” button once you have completed specifying the relevant information.

3. Select “Cancel” button to create other departments or to omit current process.
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4, Select “"Delete” button to delete those unwanted records.

5. Select “Exit” button to log off.

1.6.3 Country Code

This option enables the user to define country codes and its description. The code is used in
the maintenance of asset and employee profile.

Go to Maintenance — Miscellaneous Files — Country Code.
(Fig 1.6.3).

< Country File @

Country Code Description 25

Total Records @ 0

Country Code

Descripkion

L add | Edit ][ Delete H print ][ Exit l

Fig1.6.3

1) Select the “"Add” button, enter the abbreviation for the country followed by the
description for the abbreviation in the description field.

2) Select the “Save” to confirm and save entry.
3) Select any unwanted entry in the column and select “Delete” to delete the entry.
4) Select “Cancel” to interrupt current processes.

5) Select “Exit” to exit this menu.

Payment Code Maintenance
This option enables user to predefine and maintain multiple payment modes for a particular
asset.
Go to Maintenance — Miscellaneous Files — Payment Code Maintenance (Fig 1.6.4).

Note: User must link Fixed Asset Management System to UBS Accounting
System in order to extract and capture the account records.
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Payment Code Description A/C Code |
;uta\ Records ; 0
Payment Code |
AfC Code | /
Descripkion
[ Add ” Edit ” Delete H Prink " Exit l
Fig 1.6.4

1. Select “"Add” button, follows by entering the pay code and click on the arrow down
button to specify the respective account code (extracted from UBS Accounting System).

2. Select “Save” button once you have completed specifying the relevant information.
(Remark: In order to save more than two account codes, you should select "Add”
button before choosing the appropriate account code.)
3. Select “Delete” button to delete those unwanted records.

4. Select “Cancel” button to create new records or omit current process.

5. Select “Exit” button to log off.

Disposal Category

This option enables the user to distinguish the type/reason for disposal of assets. The
description maintained here is for use in asset maintenance process.

Go to Click Maintenance — Miscellaneous File — Disposal Category

(Fig 1.6.5)

Disposal Category Code Description i

I

o |

Total Records : O

Disposal Category Code

Description

F pdd | Ea “ Delete “ Brint ][ Exit ]

Figure 1.6.5
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1.

Select the “Add" button, enter the abbreviation for the usage code followed by the
description for the abbreviation in the description field.

Select the “Save” to confirm and save entry.
Select any unwanted entry in the column and select “Delete” to delete the entry.
Select “Cancel” to interrupt current processes.

Select “Exit"” to exit this menu.
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CHAPTER 2: CALCULATION
Introduction:

This section enables user to calculate the asset depreciation and asset disposal values.

2.1 Depreciation

This option enables user to calculate the depreciation rate of an asset.
Go to Calculation — Depreciation (Fig 2.1).

< Depreciation g
fisset Code,
Details
Group Code Depreciation
Hethod|Total Months Method
PUrchase Date 7 )
Furchass Amount Wt
Other Charges Hoodly
Total Cost 0.00
Residual Rate (%)
Last Depreciation Date ;o
Last Met Book Value Shb it ool
Accumulated Yalue
Start Date L
Mo, of months deprecisted o -
End Date S
User Defin Start Dats &
Monthly Yalue
EIERENEN
Fig 2.1

1. Click on the arrow down button and specify the respective fixed asset code and its
description.

2. Auto assigns depreciation method, which preset at the group code of asset file
maintenance.

a) Straight Line Year
O The number of useful life (years) is estimated.
O The cost will be divided by the number of years in order to give the depreciation
charges each year.

Formula:
Cost — Estimated disposal value
Number of expected years of use

*Estimated Disposal Value = Residual value

b) Straight Line Month
O This method is quite similar with Straight Line Year, the only different is the cost
will be divided by month.
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Formula:
Cost — Estimated disposal value
Number of expected month of use

Example:

Depreciation Date =10/03/2000
Expected year of use =4

Total Month =(12-03+1) + (3 year * 12 Month)
=10 + 36
=46
RM22,000 — RM2,000 = RM20,000
46 46
= RM434.78 (depreciation each month)
Start End Balance Current | Accumulate | Net Book
Date Date B/F Depre. | d Depre. Value
10/03/ |31/12/ |0 4,347.8 | 4,347.83 17,625.1
02 03 3 7
01/01/ | 31/12/ | 4,347.83 | 5,217.3 | 9,565.22 12,434.7
03 03 9 8
01/01/ | 31/12/ |9,565.22 | 5,217.3 | 14,478.61
04 04 9 7,217.39
01/01/ | 31/12/ | 14,782.6 | 5,217.3 | 20,000.00
05 05 1 9 2,000

c) Reducing Balance
O Fixed percentage of depreciation is deducted from the first year, and for the
following year (2™ year) same percentage will be applied.

d) No depreciation
0 Only applicable for those revaluation assets.

3. You can either click on user define to specify the date or key in manually, where this will be

the depreciation start off date (if not, system will always treat it same as Purchase date).

4. Click “process” button once you have completed specifying the relevant information.

5. Then, click on View Schedule (*View Yearly’) to view the yearly depreciation rate of the

asset.

6. Or, click on View Schedule (*View Monthly’) to view each month depreciation rate of the

asset.

7. Select “Save” button once you have completed specifying the relevant information.
8. Select “Delete” button to delete those unwanted records.

9. Select “Close” button to log off.
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This option enables the user to select multiple assets that uses the same depreciation method to

have its depreciation value calculated.

Go to Calculation — Multi Depreciation (Fig 2.2)

<% Multi Depreciation EJ

Group Code From | D

. T 1 (%) Depreciation (New)

e D ) Re-Depreciation

Asset Code From | D

0

Asset Code Description M | Rate Life Month Type Status 7

L ~
[ select Al [“IResidual ¥alue L.00

Figure 2.2

1.Select Depreciation (New), click “Find Now" button to list all assets not depreciated yet.

2. You can select certain assets by filtering Group Code and Asset Code.

3.Tick the check box “Select All” to mark all small check box in the listing.

4.Click the “Generate” button to execute the calculation.

5. Click “Cancel” to

23 Disposal Asset

exit this menu.

This option enables user to calculate the disposed item and its value.
Go to Calculation — Disposal Asset (Fig 2.3).

< Disposal
Asset Code, | E]
! Disposal Details
Details

Types
Group Code )

Disposal Yalue

Disposed Dats
Purchase Date T

Category
Total Cost 0.00
Last Deprediation Date ;o7 More Remarks
Last Net Book Yalue
Accumulated Yalue Disposed Start Date
Po, of months depreciated 0 Tatal Cast

) Accumulated Value

Depreciation Nt Book Value
Method Start Walue 0,00 Disposal Yalue
Rate (%) 0| Residual value o.o0| | Profit/(Loss)
Life 0| StartDate /
Month 0| EndDate /

view Schedule

Sell Off v
| 0.00
|,
I

0.00
0.00
0.00

Fig 2.3
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1. Click on the arrow down button and specify the respective asset to be disposed.

2. Select the appropriate disposal type (i.e. Sell Off or Write Off).

3. Enter the disposal value,) date of disposal, reference number (for posting and remarks
(optional field, which is reserved for additional note or information) at “More Remark”.

Next, select “Disposal” button to calculate the disposal value.

4. Click on the “View Schedule” button to view the assets depreciation value yearly or
monthly

2.4 Payment Mode
This option enables the user to define the means of payment of an asset and also determine how
the transaction affects your accounts. The figure here will be exported to UBS Accounting for
accounts processing.

Go to Calculation — Payment Transaction (Fig 2.3)

< Payment - [ | gj
e ok B Purchase Date i
Total Cost:
PaymentTo  (SPurchase () Disposal Disposed Date 7
Payment Date T Disposed Amount
Payment Code
Debit Amount
Desiription
Creadit Amount
Cheque o,
Reference Mo,
Pay For
G5T Code
Pay To
Date Type Payment Code. Description Debit Amt. Credit Amt.  *
v
Total Amount 0.00 0.00
I Add “ Edit “ Delete H Brint ” Exlt I
Figure 2.3

1. Click "Add” to select appropriate asset then click “Insert”.

2. Select “Payment To"” category — Purchase or Disposal.

3. Enter date of payment followed by the payment code for that particular transaction.
4. Enter the appropriate amount to the credit or debit field.

5. Click “Insert” to add in the account information into the columnar table.

6. Click "Remove” to remove items from the columnar table.

7. Click “"Save” to save the all the entry.

8. Click “"Delete” to omit entire asset group together with its transaction.
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CHAPTER 3 : REPORTS
Introduction:
This section enables user to view and print the various reports such as fixed asset report, asset

depreciation report, fixed asset movement depreciation, fixed asset disposal report, fixed asset
transfer report, historical list, supplier list and employee list in details.

3.1 Fixed Asset Details Report
This option enables user to view or print the fixed asset records in details.
3.1.1 By Group No.

This option enables user to view or print the fixed asset records according to group number.
Go to Reports —Asset Details — By Group No. (Fig 3.1.1).

“ Asseits Report By Group No. ﬁ]

Date Fram 01 01,1220 (=]
Date To 31122020 E]
Group Code From l E]
Group Code To | E]
asset Code From E]
Asset Code To E]
Location From E]
Location To E]
Types ALL B
Wie Details e
[l Report Date
[ more Filker

[ ok ] [ LCancel ]

Fig 3.1.1

1. Click on the arrow down button to specify the range of asset code, group number,
location and date (user can click on the button to define the respective date).

2. Select “"OK"” button and you will be prompted to the report screen. Select “Print”
button to print a hard copy of the report, select “"Preview” button to view the actual
report on screen. Select “Customize” button to customize standard report, select
“Printer” button to choose the name of printer used, or else select “*Cancel” button to
return to previous screen.

4. Select “Cancel” button to log off.

By Department

This option enables user to view and print the fixed asset records according to department
code.
Go to Reports — Asset Details — By Department (Fig 3.1.2).
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< Assels Report By Department

D ate From |lorro1r1990 E]

Crate To 3112772020
Group Code From

Group Code To

asset Code From

Asset Code To

Deparkrmenkt Fram

Department To
Tupes | ALL

i Details

[ 1report Dake
[1rmore Filter

B

a@aan

Fig 3.1.2
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1. Click on the arrow down button to specify the range of asset code, group number and
department code and enter the date (or user can click on the button to define the

respective date).

2. Select "OK" button and you will be prompted to the report screen. Select “Print”
button to print a hard copy of the report, select “Preview” button to view the actual
report on screen. Select “"Customize” button to customize standard report, select
“Printer” button to choose the name of printer used, or else select "Cancel” button to

return to previous screen.

3. Select “"Cancel” button to log off.

3.2 Asset Depreciation Reports

This option enables user to view and print the asset depreciation records in details.

3.2.1 Depreciation Asset By Year

This option enables user to view or print the asset depreciation that calculated by year.

Go to Reports — Asset Movement — Depreciation Asset By Year (Fig 3.2.3).

169Y yH a2listad noitsioaiqad

08

L IL4

[+ & Femioi fermod w oll grroxd

B2 lsionsnid v [

borfam roifsiasigsh s word2 [
noifsiasngsb bsbuloni on 10 48226 bazogzib ward2 [
briwod 2 lezogeib 1 0 of swlsY Aood 12l 122 [

mmd 1es’

mo1d sbol quaorisr
oT sbol quaorier
moid sbol dezzh

oT sboD dszzh
e

vl hod

Fig 3.2.3

1. Click on the arrow down button to specify the range of asset code, group number.
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2. Select "OK" button and you will be prompted to sub-screen. Select “Print” button to
print a hard copy of the report, select “Preview” button to view the actual report on
screen. select “Customize” button to customize standard report, select “Printer”
button to choose the name of printer used, or else select “Cancel” button to return to
previous screen.

3. Select “"Cancel” button to log off.

3.3 Fixed Asset Movement Report

This option enables user to view and print the fixed asset movement trend.

3.3.1 Movement by Year

This option enables user to view or print the opening balance amount, additional cost,
disposal cost of fixed asset in details.

Go to Reports — Asset Movement — Movement By Year (Fig 3.3.1).

[ By Financial Year

ear 2007

Group Code From
Group Code To
Asset Code From

Assek Code To

« 0000

(&) Department
() Location

Feport Types Summary w

[] Show all depreciation method

[ Shows dispozed azzet for no included depreciation

(o< [ coreel ]

Fig 3.3.1

1. Click on the arrow down button to specify the range of asset code, group number,
location, department, and year.

2. Select "OK" button and you will be prompted to sub-screen. Select “Print” button to
print a hard copy of the report, select “Preview” button to view the actual report on
screen. Select “Customize” button to customize standard report, select “Printer”
button to choose the name of printer used, or else select “Exit” button to return to

previous screen.

3. Select “Exit” button to log off.

3.4 Fixed Asset Disposal Report
3.4.1 Disposal Sell Off
This report enables the user to view and obtain information on assets that were disposed.

Go to Reports — Disposal (Disposal Type = Sell Off)(Fig 3.4.1)
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< Disposal EI

Date From lo1so1s1990  |[~]

Date To \s1s1z/2020  |[v]

Group Code From [ [:]

Group Code To B

Asset Code From i [:]

Azzet Code To B

Dizpozal Type E-Both ‘V ;

Wiews ALL - |

Repart Type | _Sum.mary Vﬁ.

[ ok ” Cancel ]

Fig 3.4.1

1.Click the drop arrow in the drop box to specify the range of the asset code, group number and
date for a particular group of assets.

2.Click ok to prompt out the print option screen. Select “Print” button to print a hard copy of
the report, select “"Preview” button to view the actual report on screen. Select “Customize”
button to customize standard report, select “Printer” button to choose the name of printer
used, or else select “"Cancel” button to return to previous screen.

3.5 Fixed Asset Transfer Report

This option enables user to view and print the transferred asset records in details.
Go to Reports — Fixed Asset Transfer (Fig 3.5).

< Asset Transfer Report

(®) Location

Location Fram

Location To

Transfer Category
) Project

(3 Department () Employee

Group Code From
Group Code To
Asset Code From

Asset Code To

X

B (o]

[ |[coen |

Fig 3.5

1. Click on the arrow down button to specify the range of asset code, group numbers and

locations.

2. Besides that, user can select the following additional options:

e By Location

: List the transfer by location records.

e By Department : List the transfer by department records.
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e By Project : List the transfer by project records.
e By Employee : List the transfer by employee records.

3. Select “"OK" button and you will be prompted to sub-screen. Select “Print” button to print
a hard copy of the report, select “Preview"” button to view the actual report on screen.
Select “Customize” button to customize standard report, select “Printer” button to
choose the name of printer used, or else select “Cancel” button to return to previous
screen.

4. Select “Cancel” button to log off.

3.6 Asset Addition Report

This option enables user to view or print the asset addition records.
Go to Reports — Asset Addition (Fig 3.6).

< Addition Asset %]

Date From Ib1s01s1880  |[+]
Date To . 31412742010 E]
Group Code From [

Group Code To

Asset Code From

Asset Code To

Supplier Code From

000000

Supplier Code To

Report Type | A11 |

[ [ oo |

Fig 3.6

1. Click on the arrow down button to specify the range of asset code, group number, number,
supplier number and date.

2. Select “"OK"” button and you will be prompted to sub-screen. Select “Print” button to print
a hard copy of the report, select “Preview” button to view the actual report on screen.
Select “Customize” button to customise standard report, select “Printer” button to
choose the name of printer used, or else select “Cancel” button to return to previous

screen.

3. Select “Cancel” button to log off.

3.7 Revaluation Report

This option enables user to view or print the revaluation report in details.
Go to Reports — Revaluation (Fig 3.7).
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<" Revaluation Report

Year ‘-2|:||:||:| L

Garoup Code Fram

|
Group Code To i

]
]
fsset Code From B
]

fsset Code To

Fig 3.7

1. Click on the arrow down button to specify the range of asset code and group number.

2. Select “"OK"” button and you will be prompted to sub-screen. Select “Print” button to print
a hard copy of the report, select “Preview” button to view the actual report on screen.
Select “Customize” button to customize standard report, select “Printer” button to
choose the name of printer used, or else select “Cancel” button to return to previous
screen.

3. Select “"Cancel” button to log off.

3.8 Historical
Historical Summary Report

This function allows the user to obtain and view information of assets that was disposed
after the closing of accounts for a particular year.

Go to Reports — Historical (Fig 3.8.1)

" Historical Listing

Date From [lo1s01s1990 iE]

Date To alz/zo 7]

Group Code From

Group Code To

Asset Code From |

Asset Code To |

Supplier Code From |

BB B

Supplier Code To |

L

Repart Type |All

Fig. 3.8.1

1. Click on the arrow down to specify the range of asset code, group no, supplier no and date.
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2. Click ok to prompt out the print option screen. Select “Print” button to print a hard copy of
the report, select “Preview” button to view the actual report on screen. Select

“Customize” button to customize standard report, select “Printer” button to choose the
name of printer used, or else select “"Cancel” button to return to previous screen.

Expiry Report

This option enables the user to view the expiry date of warranty, insurance expiry, road tax
and leasing expiry of assets.

Go to Report — Expiry Report (Fig 3.9)

< Expired Report @

Expired Type
3 Leasing Expired Date

() Insurance Renewal Date ) Road Tax Expired Date

Group Code From D

Group Code To . D

Asset Code From [:]

Asset Code To [:]

l ok ” LCancel ]

Fig 3.9
1. Click the drop down menu to select the range of asset code and group of assets

maintained in the systems.
2. Select form the list box the type of expiry report to view.

3. Click "OK" to prompt out the print option screen. Select “Print” button to print a hard
copy of the report, select “Preview” button to view the actual report on screen.
Select “Customize” button to customize standard report, select “Printer” button to
choose the name of printer used, or else select “Cancel” button to return to previous

screen,
4, Click “Cancel” to log out from this screen.
Report Wizard

This function enables the user to customize their reports based on the data maintained in
Asset Pro. This function is created to give the user more flexibility customizing report by
inserting precise and desired information.

Go to Report — Report Wizard (Fig 3.10)
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“* Report Wizard r‘>_(|

Report Name Description . ’
- | H The report wizard allow you easily to create
“~

new report inta excel format.

Below are the & steps to create a report

1. Specily the report name and description.
2. Select data source

3. Specily column field.name and width

4. Specily data filker

5. Specily the grouping and output format

[ Modity the report settings

Click Mest to continue or Cancel exit wizard

[ Preview ” Delete Back
Fig 3.10

Note: - Click on any existing reports in the existing report section and click “Preview” to
view the report. Click “"Delete” to delete unwanted report.

1. To create new report click on “"Next” to specify the name and default directory for
the report.

<" Report Wizard DZ\
3. Specify column field .name and width R"_Pﬂs
Figld Mame Field Type Length  Header Name Width Decimal  Sum
L ] — v
L2 2] I — v
5] ][ — =
[ 4 ] | =
[osl 1 | =
el 1 | =
[ 7] ] — o
L e ] — &
[ s ] — &
[0 = 1 I — =
e | v
e I v
o [ v
| ] — N [ o] |
(3 I ) [ [ ®[ = o
[ Back | Hew J|[ concel |

Fig 3.10b

2. Then select type of report followed by the selection of fields for that report.
( Fig 3.10b.)
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“% Report Wizard E|
4. Specify data filter “‘_’ﬂ'
[ Fiker 1
[ Filter 2
Fig 3.10c

4,  Specify the arithmetic condition for the fields or click "Next” to continue with the
process.

5.  Specify the column name and width for each field and the click *Next” to proceed.
Dfenion
B

Select an option and click finish

Group By

Fig 3.11

6. Select the orientation of the reports by selecting the portrait or landscape radio button.
You can choose between a preview only option and a preview and save option if you
wish to save the report.

7.  Click “Finish” view and export the report to MS Excel.

3.11  Supplier Listing

This option enables user to view or print the supplier records in details.
Go to Reports — Supplier Listing (Fig 3.11).
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Supplier Code From | B

Supplier Code To [ . B

Date From [ LA

Date To FaR

Area From

Area To

Sort By | Jupplier Code |V |

[ ak “ Cancel ]

Fig 3.11

Click on the arrow down button to specify the range of supplier number, follow by entering
the range of area.

Select “"OK"” button and you will be prompted to sub-screen. Select “Print” button to print
a hard copy of the report, select “Preview” button to view the actual report on screen.
Select “Customize” button to customize standard report, select “Printer” button to
choose the name of printer used, or else select “Cancel” button to return to previous
screen.

Select “Cancel” button to log off.

3.A Employee Listing

This option enables user to view or print the employee records in details.

Go to Reports — Employee (Fig 3.A).

Employee Code From E]

Employee Code To E]

Date From |01/01 /1980

Date Ta [31/12/2020

Department From l l E]
L

Department Ta |

Sart By .Employee Code ¥

[ List &M Besign Employee

[ o [ coren |

Fig 3.A
Click on the arrow down button to specify the range of employee number and department
records.
Select “"OK" button and you will be prompted to sub-screen. Select “Print” button to print

a hard copy of the report, select “Preview” button to view the actual report on screen.
Select “Customize” button to customize standard report, select “Printer” button to

COPYRIGHT © UBS CORPORATION SDN BHD



EZUBS

User Busness System Assets Register User Manual Page 35 of 53

choose the name of printer used, or else select “Cancel” button to return to previous
screen.

3. Select “"Cancel” button to log off

3.B PrintTag

This option enables user to print or view the label that used for identification such as asset
code, description, serial number, purchase date and warranty date.

Go to Reports > Print Tag (Fig 3.B).

< Print Tag

Group Code From |
Group Code Ta

Asset Code From

fssek Code To
Department From

Departrment Ta

Location From

0000 0000

Location To

Fig 3.B

1. Click on the arrow down button to specify the range of asset code, location and
department.

2. Select "OK" button and you will be prompted to the print option screen. Select “Print”
button to print a hard copy of the report, select “Preview” button to view the actual report
on screen. Select “Customize” button to customize standard report, select “Printer”
button to choose the name of printer used, or else select “Cancel” button to return to
previous screen.

3. Select “Cancel” button to log off
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CHAPTER 4 : PERIODIC
Introduction:

This section allows user to perform year-end processing, post current record to UBS Accounting
System, revalue the fixed asset, duplicate the assets amount and others.

4.1 Year End Processing

This option enables user to perform the year-end processing.

Go to Periodic — Year End Processing.

Year End Processing

Please make sure nobody is access to the database,
otherwise exection will not successful

Closing Date : 1 1212007

The tasks are perform after process.
F Automatics reset lask accounting dake

F Regensrate Depreciation Periods Scheduls

[1lgrore checking for post status. ’ k.

Fig4.1a

i Cancel

1. Select “"OK" button to proceed with the process.

Note: System will allow you to do year-end only if all transactions had been posted.
Mark “Ignore checking for post status” if you are not allowed to do year-end processing.

4.2 Post To Daccount

This option enables user to post and update the current records to UBS Accounting System.
Go to Periodic — Post To Daccount (Fig 4.2).

<% Export To Daccount g\
| General | Export Diectory || User Define Description
Export DateFiller ———  Export Filter
@By Year () By Perind Export Type | Fixed Asset v:
Year zoo7 bl Azzet Code From E
it r Asset Code To =
Period To [ | Asset Group From 5]
o Asset Group To =
Frojoet From
Froject To
Job From
Job Ta
Grouping By
Group into Period
1. Gienerate ]| 2. Preview [ 3 Export ] [ Cancel l

Fig 4.2a
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First, select "Export Date” By Year/By Period.

. Select the type of account to be exported:

e Fixed Asset Export
e Depreciation Export
e Disposal Export

Click “Generate” button and then click “"Preview” button to view all transactions will be
posted are correctly.

Then, select “Export” button to export and post to UBS Accounting System.

To import transaction, go to Periodic->Export/Import->Import from dbf File>Import from
glpost9.dbf at UBS Accounting System.

User can choose the following export types:

e Export by Period: Click on the arrow down button to specify the respective month.
e Export by Year : Enter exports year.

Then, click on the arrow down button to specify the range of asset code and enter the
range of date. Apart from that, user can choose record type to be exported, such as:

e Fixed Asset Export ~ Only export fixed asset records.
e Depreciation Export ~ Only export depreciated item records.
e Disposal Export ~ Only export disposed item records.

To change export status, go to Periodic->Update Post Status (Fig 4.2b).

« Update Post Status

Category
Azzet Code From

Asset Code To
(®) Posted

Mark  Asset Code.

Fixed hssets

O Unposted

E Diate From
¥ paeTo

Description

01/01/2000
31/12/2020

Group No.

5]

5]
]

~

Purchase Date Total Cost

Fa0000000L
Fannoooons
Fa00000004
Fannnooons

|

VANOL
MVO3

VaNOL
VANOL

Mol
mvos
Mol
mol

10000.00
10000. 00

01,01/2007
01/02/2007
1000000
10000. 00

01/01/2007
01/01/2007

v

[ ol Recores : 4

[ Mark Al

Fig 4.2b

User can choose the following export types with posted/unsposted such as:

e Fixed Asset ~ Only change the export status on fixed asset records.
e Depreciation ~ Only change the export status on depreciated item records.
e Disposal ~ Only change the export status on disposed item records.

Select “Search” button to list out relevant asset code.

Select "Unposted/Posted” to change exported status.
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4.3 Transfer

This option enables user to change the same asset to be used by other locations, departments,
projects or employees (different users).

4.3.1 Transfer By Location

This option enables user to change an asset from one location to another location.
Go to Periodic — Transfer - Details (Fig 4.3.1).

Asset Code. &)

Description

Purchase Date Serial Mumber

Tokal Cost 0.00
Transfer Information
Listing | Details

Transfer Code Date Fo

Tranfer Types

Location From

Location To

Remark(s)

[ add ” Edit H Print ” Exit I

Fig 4.3.1

1. Select asset code click “"Add” button Transfer code will be auto generated by system.

2. Select transfer type location then click on arrow button to specify the new location to be
transferred to.

3. Click save button to complete transfer transaction.
Note: The above steps can be used for sections
4.3.2 Transfer by Department

~ same asset to be used by other department.

4.3.3 Transfer by Project
~ same asset to be used in other project.

4.3.4 Transfer by Employee
~ same asset to be used by other user.
4.4 Revaluation
This option enables user to revalue the assets, any gain or loss of the asset will be calculated.
4.4.1 Revaluation

This option enables user to specify respective asset to be revalued.
Go to Periodic — Revaluation (Fig 4.4.1).
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<% Revaluation g|
Asset Information
Fized Asset Code ‘ \E
Description | |
Current Depreciation ‘ .00
Purchase Amount { 0.00
Revalue Information
Aszet Value [ Mew | ‘ 0.00 |
Revalue Date 13/10/2007 ]
Revalue Date Asset Value [Old )  Asset Value [ New ) Gain or Loss 2
|
|
=
List Revaluation Assets 1
Fig 4.4.1

1. Click on the arrow down button to specify the respective asset code.
2. Enter the new estimated value follow by select “"Save” button to update asset value.

3. Highlight the respective record row and select “Delete” button to delete those
unwanted records.

4. Select “Cancel” button to log off.

4.4.2 List Revaluation

This option enables user to view the list of revaluation records in details such as asset code,
date, and old value.

Go to Periodic — Revaluation — List Revaluation Asset (Fig 4.4.2).

& List Revaluation g|
Asset Code. Description Purchase Date Total Cost e

FANNOOON0S 1 ]

e

Fig 4.4.2

a. Select “"Cancel” button to log off.
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4.5 Reverse Disposal

This option enables user to reverse the disposed asset to become non-disposed asset.
Go to Period — Reverse Disposal (Fig 4.5).

" Reverse disposal record ﬁ

After process of reverse, please regenerate the depreciation again in multi depreciation
System doesn't automatics generate depreciation schedule

Asset Code Description Serial No. Disposal Date  Disposal Amount o

I racoooooos VANDL

3171272007 9,999.00

v

OMark Al & Unbark &l

Fig 4.5

User needs to mark small box to select asset need to reverse and then click “Reverse”
button.

2. Select “Cancel” button to log off.

Note: After process of disposal, go to Calculation ->Depreciation to run depreciation
of the reversed disposal asset again.

4.6 Duplicate Asset

This option enables user to duplicate certain asset to be more than one unit.
Go to Periodic — Duplicate Asset (Fig 4.6).

< Duplicate Asset EJ

Asset to be duplicate

Fixed Asset Code
Description

Total Cost | o.
Data of Purchase | e

Serial Murnber

MNew Asset Information

New Asset Code _FAEIIEIEiEIE-IUEI'I;‘.
Mo, of duplicate | 1 |
[]%fith Pagment Transaction

[ with Additional Charges

[]with Serial Mumber

Serial Murnber.

Duplicate ] [ LCancel

Fig 4.6

1.

Click on the arrow down button to specify the respective fixed asset code and enter no of
duplicate.
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2. Select “"Duplicate” button to generate the records.
To view the result, go to Maintenance — Fixed Asset Maintenance — List Fixed Asset.

3. Select “Cancel” button to log off.
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CHAPTER 5: HOUSEKEEPING
Introduction:
This section allows user to maintain general setting of the system according to individual company’s
requirement, report format setting, changing screen colours, fonts and passwords, indexing and

recovering data files, deleting unwanted transactions, upgrading and deleting data files.

Generally, it is advisable to set the requirements before start off with your accounts.

5.1 Run Setup

This option enables user to maintain general setting of the system and set parameters that suit
the company’s requirement.

5.1.1 General Setting

Go to Housekeeping — Run Setup — General Setup (Fig 5.1.1)

< General Setup @
Eenelal Data Sharing || Settings || Dispozal || User Define || Running Mo Reminder
Company Detail
Company Mame UE% CORPORATION 5DN. EHD.
Address SUITE 1E,PlAZA SENTERAL,
JALAN STESEN SENTRAL S
EJALA LUMPUR SENTRALL, 50470 KL
E mail | supportfubs-software. com
Fhone No. 03-22614178
Rty 03-22614179
RIBIE T 441389-K
Apply Muli-Company
ok ][ LCancel ] [ Apply
Fig 5.1.1a

This page allows user to do the following settings:

Company Name : Enter your company’s name.

Address : Enter the company’s correspondence address.

Email : Enter the company’s correspondence email address.

Phone No. : Enter the company’s telephone number.

Fax No. : Enter the company’s fax number.

R.O.C Ref. No.  : Enter the Registrar of Company reference number of the company.

Multi-Company : Click on this box if you are using the software for more than one
company.
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Data Sharing

< General Set

Settings || Dizposzal || User Define || Running Ma Reminder

UBS Accounting Folder

. .
Usze below accounting spstem files as systern default file

Jab

Praoject

Creditor [ a= supplier ]

Last Acco ing Year

Last &/C ear Cloging D ate 31/12/2006
This A/C Y'ear Clozing Period 1z |

Start Date From Tao |

o< [ cornt J[_eoev ]

Fig 5.1.1b

This page enables user to select the respective UBS Accounting Directory if linked with UBS
Fixed Assets Management System.

1. Click on the box to select the respective UBS Accounting Directory.

2. Click on “Test Connection”, when successfully connected, you will see a message
“Connection to UBS Account is successful” prompted.
Then, mark on “creditor (as supplier)” and system will auto generate and replace
the supplier record with creditor records (captured from Accounting System) as well as
Job and Project.

3. Enter Last A/C Year Closing Date and This A/C Year Closing Period.

4. Select “Settings” for Smart Lock Setting, define currency used and related control
types used.

Settings

" General Setup

(x|

General || Data Sharing Settings | Disposal || User Define || Running Mo. || Reminder |

License Setting

SmartLock Types | USE Key For Single User ~

System Cumency

Currency Cods Pre] ~ |
Currency Symbol | B2t

Currency Word | RINGGIT MALAVSTA
Report Folder Share
Folder Path [

System S ettil

[[] Enable payment mode with GST
Enabled Outlaok Interface

o< [ coneel ] [_aoo

Fig 5.1.1c

1. Select Smart Lock types such as:
¢ USB Key For Single

User : For single user only (stand alone PC).
e USB key For Pro Lan : For Multi-user only (networking).
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e Demo : For evaluation purpose only (educational).
Click on the arrow down button to specify the currency code used.

2. This section indicates the current currency rate used for
calculation in the systems.

5.2 Administrative Tools
This option is for management to ascertain who has the rights to perform certain functions in
the system. By using the User Manager, Policy Manager and Manager, the management will be
able to control their staff usage.

5.2.4 Database Viewer

This option enables user to view database files.
Go to Housekeeping — Administrative Tools — Database Viewer.

5.2.5 Database Clearance

This option enables user to erase the database files.
Go to Housekeeping — Administrative Tools — Database Clearance.

5.2.6 Language Editor

This option enables user to translate all program fields from English to Chinese words.
Go to Housekeeping — Administrative Tools — Language Editor.

5.2.7 Layout Editor

This option enables user to redefine reports font type and font size.
Go to Housekeeping — Administrative Tools— Layout Editor.

5.3 Index All Files

This option enables user to reorganise all index files found in the system.
Go to Housekeeping — Index All Files.

1. System will prompt you to a dialog box to confirm this procedure. Click on "OK"” to approve
this command or click on “Exit” to cancel this process.

5.4 Upgrade All Files

This option enables user to upgrade current files when you upgrade current system to a new
version.

Go to Housekeeping — Upgrade All Files (Fig 5.4).
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Upgrade Database
Upgrade the database strocture, %

Please make sure nobody is access to the database,
otherwise execution will not be successful.

LCancel

Fig 5.4
1. System will check on the disk space available in hard disk that required for upgrading
data files.

2. Click on “"OK" to approve this command or click on “Cancel” to cancel it.

5.5 Change Password

This option enables user to change the management password of this system.
A password is very important so as to protect the security of all data files.

Go to Housekeeping — Change Password (Fig 5.5).

Change Passwornd

&

User Id

Password

New Password

Retype password

| ok || cancer |

Fig 5.5

Enter user ID, current password, new password and retype password. Click on “OK"” button
once you have completed the relevant information or “Cancel” to cancel this process.

5.6 Backup and Restore

This option enables user to backup all your data to floppy disk or hard disk and to restore the
data files (backup) to hard disk when necessary.
Go to Housekeeping — Backup and Restore (Fig 5.6).
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> Backup and Restore

Backup and Restore =
Backup of restore the database.

Flease stop all operations in order ba backup a complete set of the database.
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DOther Drive/Folder c: Yhackup®,

|
Default Direckory I c:hubhswasri\wah
[ Backup index files

Progress

’ Backup ] [ Bestare ]l LCancel ]

Fig 5.6

1. You can select the respective directory (A" to either to backup or to restore the database to
floppy disk) or other drives/folders to backup or restore.

2. Tick ‘Backup index files’ to backup all index files.

3. Click on “"Backup” button to backup the files or click on “Restore” button to restore the
files, and a message box will be prompted where user needs to enter the password.

4. Click “"Cancel” button to log off.

5.7 Select Printer

This option enables user to select the name of printer used.
Go to Housekeeping — Select Printer (Fig 5.7).

Frinter

Hame:

Status:  Ready

Type: Fanasonic FX-F1121

Where  LPTT:

Comment;

() (o |
Fig 5.7

1. Click on arrow down button to specify the name of printer used.
2. Click on “OK" button once you have completed specifying the relevant information.

3. Click on “Cancel” button to log off.
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CHAPTER 6 : HELP
Introduction:

This section allows user to check the UBS Fixed Asset Management System'’s information on the
software version and the program’s directory. This is multi-language fixed asset management
software and user can select the type of language to use.

6.1 About

This option enables user to check the UBS Fixed Asset Management System’s information.
Go to Help — About.

1. Select “"OK" button to log off.

6.2 Languages
This option enables user to reset the type of language to use such as English, Malay, Chinese

(Big5 or Gb2312), Thai or Indonesian. Once you have specified the respective language, the
system will auto generate it.

6.3 File Statistic

This option enables user to view all the database files details such as total fields, total records,
file size and amendment date of database files.
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