Instructions for Use of Fixed Asset Document Spreadsheets
Spreadsheets are now available on the eMARS web page for three Fixed Asset documents:

· Fixed Asset Acquisition (FA)

· Fixed Asset Disposition (FD)

· Fixed Asset Modification (FM)

· Fixed Asset Transfer (FT)

These spreadsheets may be used when the number of documents exceeds 200; otherwise, unless circumstances are urgent, the documents should be entered manually into eMARS.

Complete FA documents may be loaded, but generally, only Header fields can be entered on the other spreadsheets.  This means that the other spreadsheets can be used for changes affecting all components of a fixed asset, but they cannot be used for changes that affect only one of several components for a fixed asset.  (Exceptions will be considered for FM documents on a case-by-case basis.)

Please contact Diana Holberg in Statewide Accounting Services (diana.holberg@ky.gov) to discuss scheduling and any questions you may have prior to attempting to use these spreadsheets.

If your Department will have an ongoing need to interface these documents, refer to the Technical Designs for interface layouts and contact Statewide Accounting Services.

