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Introduction 

The SumWare Asset Register Business is designed for small 

businesses and schools with a focus on keeping the processes as 

clear and simple as possible. It integrates with the accounting 

software MoneyWorks in a number of areas. 

For more information on MoneyWorks, see: 

 www.cognito.co.nz 
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Installation 

Unzip if necessary, and copy the folder to the required location. You 

may like to create a short cut to the main file. 

Two additional files (supplied with the solution) are required for 

integration with MoneyWorks: 

• MoneyWorks Plug-in which needs to be EITHER in the Extensions 

folder of the Asset Register Business (if the program is run as a 

run-time), OR in the Extensions folder inside the FileMaker 

folder (if run under FileMaker). 

• FMToMW.impo import map, which must be placed in the Import 

Maps folder which is located in the MoneyWorks folder. 
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Getting Started 

Double-click on Asset Register Business (this may be shown with 

the extension .exe if you run a PC or .app if you run a Macintosh). 

xxx  or  

You will be asked for an account and password. 

There are two levels of passwording; 

 

Account Password Access Levels 

admin adm1n Create, edit, delete items 

staff s Browse only 

 You are able to change the passwords. 

Main Menu 

You will now see the Main Menu 
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In the Manage menu, you are able to view information (assets, 

categories, etc). Go here when you want to view lists of assets, 

search assets, or view details. 

Click on the Processes button to perform certain actions such as 

importing assets from MoneyWorks, export depreciation information 

to MoneyWorks or roll over. 

Preferences displays a screen in which you can specify your 

organisation’s details, as well as some administrative settings. 

Asset Categories lists the asset categories stored; some common 

categories may be pre-entered. You can add your own asset 

categories. 

 

Archived Assets takes you to the list of items which have been 

disposed and subsequently archived at roll-over time. 

Locations allow you to standardise the locations that assets are 

held at, thus enabling reporting on assets by location. 

Re-log in allows you to change the access level without quitting 

the program. 

Quit safely quits the program. 
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Import Assets from MoneyWorks imports highlighted 

transactions directly from MoneyWorks. 

Roll over will take you to the roll-over menu (you can safely click 

on it to have a peek!)  
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Export monthly/annual depreciation data to MoneyWorks  

calculates the depreciation for each asset category and creates 

journal entries in MoneyWorks accordingly. 

 

The Report menu gives a number of reporting options, each of 

which is described in this document. 

Removing Demo Data 

In all likelihood the copy of the software that you have will have 

some ‘demo data’; fictitious assets that you can have a play with 

before entering your own data. 

Once you are ready to start with a clean copy of the asset register, 

1. Go to the Preferences, the click on the Utilities tab. 

2. Click on the Show All Records button (nothing appears to 

happen, but trust us! It does!) 

3. Click on the Delete All Records button. 

You will be asked to confirm the deletion of records. 
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General Tips 

Shortcuts and buttons 

Main Menu 
   or Command / Control 1 

List view 
 

Enter Find mode 
 

Show All records 
or Command / Control - J 

First record 
 

Previous or 

Command-↑  

Next or  

Command-↓  

Last 
 

Sort buttons  

 

Detail views vs list views 

Detail views consist of a screen full of data pertaining to the 

currently viewed entity, e.g. asset. The tabs across the top will 

show further information pertaining to the same record.  

 

To move from detail view to the list view, click on the List button: 
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List views contain brief information about each entity in the list. 

Fields cannot be edited in this view, except in the Asset Categories 

file. Clicking on a list row displays the detail tab for that entry. 

Moving between fields 

When editing data, you can either 

1. enter a field by clicking in the field using the mouse, 

2. or press the Tab key to move from field to field in a specified 

order, 

3. or press the Shift and Tab keys to go back through. 

Pop-up Lists and Auto complete 

Pop-up lists: These lists can appear in some fields, to help you 

select an option instead of typing. By clicking into the field you 

activate the list. To add an entry not already in the pop-up list, click 

again in the field (or press the Esc key on your keyboard), The 

cursor appears in the field; simply type your entry. 

To re-activate a pop-up list, press the Esc key 

Some lists may be a lot longer therefore the whole list will not 

appear on the screen. Use the scroll bar on the right of the pop-up 

list to view further options. 

Auto-complete: some fields try to guess at the entry you are typing 

in, without a pop-up list appearing. The guesses will be based on 

entries in the same field in other records. 

Entering Dates 

When entering dates into the Asset Register, use the / key to 

separate the day, month and year. It is good practice to type in the 

full year, not just the last two digits e.g. 17/7/2002. Never type in 
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a date using the month name, even if this is what is displayed after 

you have entered the date. 

So, for Australian/New Zealand date formats, you may enter the 

last day of 2005 as 

31/12/2005 

but you may not enter 31/dec/2005 nor 12/31/2005 nor 31 

December 2005. 

Found Set 

The Found Set is an important concept for users of databases. It 

represents the records that met certain criteria after a Find; either 

one you have performed yourself or as part of a button’s 

functionality.  

At any one time you can view the number in the found set in the 

asset detail and list view: at the top right of the screen you will see 

some numbers: 

 

The first number indicates the number of the current record. The 

second number is the number of records in the found set. The last 

number (out of) indicates the total number of records in the file. 

To return to working with the entire set of assets, click on the 

Show All button at the top of the Asset Detail and List views or 

press Command / Control – J. 

Until you do another search, or run another procedure, a number of 

processes will only operate on the found set, such as: 

• Sorting 

• Printing 

• Reporting (in some cases) 

This can be a very helpful feature, in some cases! 
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For example, if you wish to print out a list of items marked for 

disposal, perform a find for items: 

 

The resulting list can then be printed off by clicking on the Print 

button at the top of the screen: 
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Preferences 

Registration 

The program has a 60 day trial period. An ‘unlock’ code will be 

issued upon payment, which will allow operation beyond the 60 

days. 

To register, click on the Register button, and enter your 

organisation name. 

 

Next, enter the registration number you have been issued with 

upon payment. 

 

 

If the code is correct, the programme is unlocked and you can 

continue to work with it. 
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You can now enter the other company details. 

 

Reports to Excel 

Any reports generated by the programme can be exported to Excel 

rather than printed on paper. Simply turn this option on in the 

preferences  

(note that this is only available if you run the Asset Register under 

FileMaker 8 or higher). 

 

Safe Editing 

The Asset Register saves data as you enter it; you do not need to 

manually save it (as you would in most other applications). 
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However that may unnerve some more novice users! In which case 

the safe editing mode only allows editing in a special dialog box. 

 

More confident users may like to set this setting to off, allowing 

editing directly in the asset detail screen. 

 

Change depreciation frequence 

Specify whether you wish depreciation to be calculated by month or 

year: 

 

 

Change End of Year 

This setting can only be changed if logged on with the admin password 

Click on the end of year date (the cursor turns into a hand).  
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Enter the new End of Financial Year. 

 

Custom Fields 

We recognize that different business have different requirements, 

so we have added three custom fields which can be used as 

required. 

For example, you may wish to store a cheque number with each 

acquisition: 

 

change the label 1 field to ‘cheque’, and the cheque field is now 

available on the Asset detail screen: 
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custom fields 2 and 3 are stored on the Identification tab. 

 

 

 

 



SumWare Asset Register 

 

© SumWare Consulting 2007  Page 19 of 19 

Adding New Assets 

Addition descriptions are shown in blue to distinguish them from other 

items. 

Either- 

From the Asset List or Detail screen, click on the New Asset 

button. 

Or- 

On the Manage Main Menu, click on the New Asset button. 

 

The fields shown must all be entered. 

 

Next, indicate whether the item should be marked as an inventory 

item.  

Inventory items are not strictly assets and are not rolled over.  
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Enter any further information, such as the details on the right side of the 

screen. You can also override the quantity, residual value, and 

depreciation method. 

Depreciation 

The SumWare Asset Register Business contains the current depreciation schedule 

provided by the IRD in New Zealand at the time of writing.  

You can use this schedule to look up depreciation rates for any item. Click on the 

look up button to the right of the Depreciation Type field: 

 

Type in a keyword to scan through the possible categories: 

 

A window appears listing the possible matches 
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If the keyword is incorrect and you want to search again on another 

keyword, click on the re-enter keyword button:  

 

 

(use the scroll bar on the right to view further choices.) 

Next, click on the depreciation rate required (out of the 4 options; DV and CP) 

 

The option you click on is copied into the depreciation method and rate fields in 

the item detail screen: 

 

Management Values 

In some cases you may wish to stick with the depreciation as provided by the IRD, 

but have different depreciation rates (and expected life) for management purposes 

to indicate a more realistic replacement regime. 

On the Management tab, adjust the depreciation rate and expected life (the latter 

may be overridden, unlike the expected life for IRD purposes) where they differ 

from the IRD dictated values. 

By default the management depreciation rates and expected life is the same as 

those entered on the Detail Tab. 
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Editing Existing Assets 

A number of fields can be edited any time. These are indicated by a 

white background (note that if you are operating the Asset Register 

in Safe mode, most fields may only be edited through the Edit 

detail dialog box). 

Others depend on whether the item has been rolled over. 

If the item is an addition (i.e. has not been rolled over yet), you are 

able to change the cost price and the date purchased: 

 

If the item has been rolled over, you are able to only adjust the 

opening book value: 
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Disposing Assets 

Once assets are sold, stolen or withdrawn, they need to be marked 

for disposal. For future reference, they are archived on roll-over.  

Items marked for disposal are shown in red to distinguish them from other 

items. 

 

Marking for Disposal 

Find the item in the database and go to the admin tab. 

-Either- 

Click on the flag this item for disposal button and enter 

the date disposed, cost price and method of disposal fields. 

-Or- 

Click on the disposal method option applicable (e.g. sold, 

written off or stolen) and fill out other details. 

If the item is sold, enter a net sale price. 

Partial Disposals 

In some cases you may want to dispose only a portion of the asset. 

For example, you may have entered 3 vacuum cleaners in one 

record: 

 

If one is damaged beyond repair, you will need to dispose of one of 

the three, but leave the other two in the asset register. 

To achieve this, in the Admin tab, click on the partial disposal 

button. 
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Confirm that you want to dispose part of the asset. 

 

Enter the number you wish to dispose (which of course must be 

less than the quantity), edit the disposal date if required, and enter 

a net sale price (if applicable) and disposal method. 

Click on OK. 

 

The remaining two items are still in the asset register, while the 

one item is marked for disposal separately. 
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Exporting Disposal Information to MoneyWorks 

Once an item has been disposed, a journal entry may be exported 

to MoneyWorks. 

First, ensure that MoneyWorks is open in the background. 

Click on the Export Disposal to MW button on the detail screen of 

the asset (Admin tab). Confirm that you wish to export the relevant 

information to MoneyWorks. 

A moment later (if all has gone well!), a dialog appears advising 

that the entry is now in MoneyWorks and a message on the detail 

screen advises you that the export has taken place. 

 

Check the journal in MoneyWorks: 

 

 

Mechanics of the export 

Date Type     Detail.Description 
Sale 
Date JN asset 

-ve of 
value Reverse out Cost Price 

Sale 
Date JN 

accum 
Dep 

+ve of 
value Reverse out Cost Price 

Sale 
Date JN 

Loss on 
Sale 

-ve of 
value 

To realise Loss on Sale/ Depreciation recovered on 
sale 

Sale 
Date JN 

capital 
Gain 

-ve of 
value To realise Capital Gain on sale 

Sale 
Date JN Sale Price 

+ve of 
value Reverse Sell value 

Any lines with a zero or empty value is deleted before exporting to 

MoneyWorks 

Archiving Assets 

Assets are optionally archived (in fact, by default when marking an 

item to be disposed at roll-over, it is also flagged to be archived). 
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If you don’t want to archive an asset on roll-over, click on the 

button ‘this asset WILL be archived on roll-over’ button. 

You will be asked to confirm: 

 

click on Yes to confirm. 

The button will now change text and appearance: 

 

Click on the button again to revert. 

Deleting Assets 

Assets should only be deleted if they were entered in error, are 

duplicated or there is a blank record. 

All other items should be marked for disposal, at which point they will be 

archived in a separate file for future reference. 

Find the appropriate record and show in Detail view. Click on the 

Delete button at the top right of the screen. 

You are warned that you should only delete items under certain 

circumstances: 
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Click on OK. 

 

If you still want to delete the record, click on Yes. 
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Searching for Assets 

Before you attempt this feature, make sure that you understand 

the concept of the ‘Found Set’, described earlier in this manual. 

Click on the Find button at the top of the Asset List or Category 

screen. 

 

The search screen appears. 

 

Enter the criteria you wish to search for and press the OK button or 

press the Enter key on the keyboard. 

For advanced and adventurous users, you can press Control / Command – N 

in order to specify further (‘OR’) criteria. 

Depending on the number of records in the found set, you will 

either go to the Detail screen (if only one record was found) or the 

List view (if more than one record was found). 

To find records with a particular field empty (such as the opening book 

value field), enter the symbol ‘=’ (without quotes) 
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Management Expected Life 

While the IRD has specific depreciation rates associated with each 

category of assets, in some cases Management has guidelines that 

these same items need replacing at a different rate than the IRD 

rates may suggest. 

As a result, it is possible to store (and report on) a second set of 

financial figures separate to those used for tax purposes. The 

replacement schedule and End of Year reports can reflect either 

these main (IRD) numbers or the management figures. 

By default, the numbers are the same as the IRD numbers, but 

may be altered as required. 

Alter the management numbers on the Management tab on the 

Asset detail screen. 

 

When running the Replacement Report, indicate whether you want 

to base the list on the IRD numbers or the management numbers: 
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Printing Lists 

Lists of items may be printed by going to the Asset list view. 

Narrow down the records by doing a search as described in 

Searching on page 33 if required. 

Sort the list according to how you want the sort order to come out 

on the printed list. 

Next, click on the Print button at the top of the screen. 

Specify whether you want to print general or financial information. 

 

 

 

or 
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Coding to MoneyWorks export codes 

In some cases you may wish to assign portions of an asset’s cost to 

different export codes for MoneyWorks. 

Once the item has been entered, and details have been filled out, 

go to the Admin tab in the Detail view. 

Click on the new MW exp button in the asset and export codes 

section. 

 

A line appear in the portal to the right of the button with the cost of 

the item already pre-entered. Enter the MoneyWorks code and 

change the amount if required. 

Any subsequent items entered automatically pre-enter the 

outstanding amount. 

The total allocated amount will appear in red until the entire 

purchase price has been allocated. 

 

Repeat until the cost price matches the sum of the allocations. 



SumWare Asset Register 

 

© SumWare Consulting 2007  Page 34 of 34 

Archived Assets 

Once items are rolled-over and archived, the items are sent to the 

Archived Assets file.  

Note that the colour distinguishes the assets file from the archived asset 

file. 

 

Click on a record to view a record in Detail view: 
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Asset Categories 

Asset categories group certain types of assets together; they may 

tend to have the same depreciation methods and rates, and they 

will always have the same MoneyWorks codes for purposes of 

depreciation, capital gain, etc. 

You can also group categories together using the Category Group 

field; the programme allows reporting on the category grouping 

rather than Asset Category in the General Ledger. 

For example, you may have several buildings which each have 

Furniture and Fittings. Each might have its own MoneyWorks codes 

to separate the cost for each building. However, if you describe 

each as ‘Furniture & Fittings’ in the Category Group field, you can 

choose to report at end of year on either the individual buildings 

(i.e. by Asset Category) or overall (by Category Group). 

To add a new category, on the Main Menu click on the Asset 

Categories button. 

 

A list of categories appears.  Click on an asset category to view 

details: 
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Adding a category 

On the Asset Category detail screen, click on the new category 

button. Enter a unique code and fill in the rest of the information. 

The depreciation type and rates are default values only, and may be 

overridden for individual assets. 

 

Enter the fields (except the expected life and total depreciation, as 

these are  calculated). 

Finding asset categories 

Use the Find button to search for particular categories: 
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MoneyWorks codes  

You can choose to automatically create monthly or annual 

depreciation journal entries in MoneyWorks for each asset category. 

Note: the FMtoMW.impo import map and the MoneyWorks plug-in must be 

installed correctly for this feature to be available. See ‘Installation’ 

earlier in this document. 

In order to do this, each asset category must have valid 

MoneyWorks codes matching account in your MoneyWorks 

document. 

 

If the MW codes for an asset category are incomplete, a red 

exclamation mark in the list view will alert you to this. 
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Showing assets with an Asset Category 

Search for the Asset Categories as per above, then, in the category 

list view, click on the show all assets these categories button. 

 

if nothing appears to happen, there are no assets with the categories 

specified. 
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Export Depreciation to MoneyWorks 

Depreciation can be exported to MoneyWorks either by month or by 

year. 

Note: each asset category must have valid MoneyWorks codes entered 

against it. 

 

To change this setting, go to the Preferences screen and click on 

the depreciation frequency: 

 

click on the Export monthly/annual depreciation to 

MoneyWorks button. 

Confirm the action and enter the end date of the month to 

exported. 
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Reports 

From the Main Menu, click on the Reports button. 

 

Each of the reports may span across multiple pages when being 

viewed. To view further pages, use the book icon at the top left:  

 

Click on the Continue button, and choose to Print or Cancel 

according to your requirements. 

Zoom out or in of reports by clicking on the respective ‘mountain’ 

buttons at the bottom left of the screen. 

 

Additions Report 

Includes all items that have been added to the Asset Register since 

the last time there was a roll-over. 

Click on the Additions Report button. 

 

Disposal Report 

All items marked for disposal. 

Click on the Disposal Report button. 
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Location / Responsibility / Department Reports 

These all work in a similar manner, and require you to specify 

whether the report should include all or selected locations / 

responsibilities / departments: 

 

If you choose ALL, you will go directly to the report screen (this 

may take a few seconds where the asset register holds a large 

number of items). 

If you choose Selected, you will be asked to specify which 

categories you wish to include: 

 

Choose the location (in this example), and if you wish to include 

multiple locations, click on the More Locations button. Locations 
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previously chosen will appear in the grey box to remind you what 

you have already requested. 

Click on the OK button when you have chosen all the locations (/ 

responsibilities / departments). 

 

Replacement List 

Note: this report includes only items depreciated using the CP method. 

 

Choose the year for which you want to see a list of items due for 

replacement. Specify whether you want a replacement list based on 

the IRD depreciation rates or the management values. 



SumWare Asset Register 

 

© SumWare Consulting 2007  Page 43 of 43 

 

A list of items together with date due for replacement appears. 

 

Monthly / Quarterly Report 

IMPORTANT! This report runs on the current found set of assets. Make sure 

you do your search in the asset screen before running this report. 

Note that the Monthly report requires A3 paper, so only print this 

report if you have this size available. 

Click on the Monthly or Quarterly Report button and specify the 

month (or quarter) you wish to report to. 
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MoneyWorks Expense Report 

As new assets are added to the register, you may wish to code 

them against multiple MoneyWorks codes for reconciliation 

purposes. For more information, see MoneyWorks Export codes on 

page 33. 

This report only includes additions. 

Click on the MoneyWorks Exp Reconciliation button. 
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Year to Date Report 

Choose the month to which you wish to report: 

 

and as above, specify whether you wish to report on all or only 

some asset categories. A ‘this month’ and ‘YTD depreciation’ 

column is displayed as part of this report. 
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End of Year Report 

The End of Year report (or ledger) can be shown as a summary or 

in detail and may cover all or only selected categories. 

Click on the End of Year Report button. 

 

If you choose All, the screen will display all items in the Asset 

Register. This may take a few moments if there are a large number 

of records. 

 

Choose your required option. 

If you choose the Summary option, you can also choose to report 

by asset categories, or the Group categories. 
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or 
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Roll Over 

The following is a check list before you perform a roll-over: 

 

1. Enter all data relevant to the financial year 

2. Check for disposal errors 

3. Back up your files to a CD 

4. Check your last roll-over date – is it correct? 

 

Once you have ensured that all data has been entered and checked, 

on the Main Menu, click on the Roll Over button. 

 

Click on the Disposal Errors button. If there are any items without 

a disposal date, or inventory items marked for disposal, they will be 

displayed: 
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You can now make the necessary changes and return to the Roll 

Over menu. 

Click on the Check List button. 

 

Check off each item once you have completed them. 

This is a VERY good time to quit the Asset Register and back up 

your files! See Backing Up on page 52 below. 

Start the Asset Register again and click on the Roll Over button 

again. 

Click on 3. Roll Over. You get a last chance to change your mind. 
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Click on Yes if you want to go ahead. A warning appears that the 

process may take a few minutes depending on the size of your 

register. 

IMPORTANT!! DO NOT INTERRUPT THIS PROCESS!! 

A dialog box asking for the end of the next financial year appears; 

 

Roll over is now complete. 

 

The previous year’s opening and closing balances and depreciation 

are copied into the assets’ history files for future reference: 
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Backing Up 

This probably should be at the start of this manual! Frequent 

backups are essential in case of corruption of the files, theft/fire, 

etc.  

Back ups should be easy (else they won’t happen), regular and kept 

away from the computer. CDs, especially the rewriteable ones are a 

good option, as are the USB sticks now available at very reasonable 

prices. 

Keep multiple back ups! If you back up every week, say, keep 4 

back ups; one for each week. 

Week 1  back up to disk 1 

Week 2  back up to disk 2 

Week 3  back up to disk 3 

Week 4  back up to disk 4 

Week 5  back up to disk 1 

 

This way you have a leap frog system which will save your bacon if 

all goes awry. 

To back up, QUIT THE ASSET REGISTER FIRST!!! 

Copy the entire Asset Register to your back up media (this should 

take 10 or 20 seconds; if it appears to be instantaneous, you may 

well be backing up a short cut; not much good when it comes to 

restoring). 

Take your back up away from your computer; off site. 


