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Below is the step process I utilize to create the quarterly memo entries for Property Accounting:
1. On a monthly basis I download the GCT transactions and append them to the current years GCT database which is located at C:\GCT_Transactions\Fiscal2005.mdb.  I will use this as the primary data source for my memo entries.
2. I link the memo entry database..\..\Excel\Memos\Fiscal2005\March2005.mdb to the GCT transactions and in this database I have two queries which will extract the data and also create the necessary GCT formatted transactions.  Below is the screen print for the two queries:[image: image2.png]Type a question for help
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 And by running the first query titled “Hyperion_Memo1-78xx Activity {Step#2}” this will pull out all 78xx transactions for all centers except 8x and 9x funding.  Centers 9x are NEVER capitalized since these are agency funds and are classified as liability on the financials.  The second query to run is the one titled “Hyperion_Memo2-Capitalize 8x Centers {Step#2}” and as its name implies, all centers that have been positively updated with a check mark will be considered capital expense.  On a quarterly basis I will need to scrape Structure #1 centers and update the table but I don’t want to destroy the centers that have been checked as capital so I must create an append query to update the existing center table with the newly scraped center table.
3. Next I have to book the loss on disposal entry and this is obtained by getting the viewprint reports  SARBAL (for the assets) and SARDEPN (for the depreciation), and looking at the retirement value column.  Of curse the reports and the depreciation calc date must coincide with the memo entry quarter.  The entry for this is to debit 7892-87/9000/000 for the net loss and credit 1710-87/9000/000 to remove the asset value and debit 1910-87/9000/000 to remove the accumulated depreciation.
4. The next entry to add to PCJet is to memo the depreciation expense and this is obtained from the SARDEPN report under the “ADD/EXPNS” column.  Once again, make sure the depreciation calculated on FMA is the correct time period.
5. Finally all memo entries go under the journal id of “MJP01” and just change the effective date of the entry to 0930xx, 1231xx or 0331xx.  Send the MJP01.PCJ journal entry to Bob and I will keep all backup data in my memo’s folder for possible future reference.
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