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About this manual

This manual will take you through the process to correctly reflect amounts, enter, revalue, and realise
Assets using the Asset Register.

Which in turn will assist you in producing the ROCAP out of the system. You will see that by using the
ROCAP Wizard, you can review the assets and the creditors of the job at appointment, which can be
a useful tool to ensure all ROCAP items (“labelled RATA”) are entered into the system.

At the completion of this module, you will be able to:

o Enfer Assefs

¢ Understand the differences between the different asset types
e Produce the Form 507 via ROCAP Wizard

e Other considerations when lodging ROCAP with ASIC
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Entering Assets

The system asset categories (Asset Types) directly relate to the categories specified
on the Report of Company Activities and Properties (“ROCAP”) and ASIC Form 5602 /
Form 5603.

One Asset Type may have many asset holding accounts. When adding an Asset you
specify the applicable asset holding account.

We will look at adding the following Asset Types

* Cash at Bank / Cash on Hand at appointment
* Accounts Receivable (Pre-Appointment)

* Assets subject to Lease / Chattel Mortgage

* Intferestsin Land

e Plant and Equipment

* Contingent Assets

e Other Assets

* Potential Legal Recoveries

e Stock / Inventory

*  Work in Progress

Asset holding accounts
Asset holding accounts are the financial accounts associated with the Asset. When
adding an Asset, the system creates a journal to the selected asset holding account.

ROCAP Assets

For Assets to appear in the ROCAP ensure each asset is marked as a Report on
Company Activities and Property (“ROCAP”) asset. Once the ROCAP is finalised you
will not be able to add ROCAP Assets unless you undo the ROCAP finalisation.
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Cash at Bank / Cash on Hand at Appointment

1. Click on the Financials tab - Assets tab to open the Assets register

Asset Summary = Reports €5 Add Asset
Pre-Appointment Assets ROCAP ERV ERV High ERV Low Realised <
P Accounts Receivable (Pre-Appointment) (8) 14,650 14,650 14,650 5,500
P Assets Subject to Specific Security Interests (0 Available for Realisation) 0 0 0 0
P Cash at Bank at Appointment (1) 10,000 10,000 10,000 10,000
b Cash on Hand at Appointment (0) 0 0 0 0
P Contingent Assets (0) 0 0 0 0
b Interests In Land (0) 0 0 0 0
b Other Assets (0) 0 0 0 0
b Plant and Equipment (1) 50,000 50,000 50,000 0
b Potential Legal Recoveries (0) 0 0 0 0
b Stock/Inventory (0) 0 0 0 0
B Work In Progress (0) 0 0 0 0
74,650 74,650 74,650 15,500
Post-Appointment Assets
b Accounts Receivable(Post-Appointment) (0) 0 0 0
P Contributions 5,000 5,000 2,500

2. Either double click or right hand click (then add) into the asset class Cash at Bank for
the asset capture form to appear

& Asset Capture
| HEHE [¥ Documents (0) g Advanced @ Help
| | Asset Class:

Cash at Bank at Appointment -

7 | Holding Account:
Cash at Bank

Date Received: |20/10/2020 |~

Received From: |Enter payee name or ABN and press enter 2| (Optional)

Reference: (Optional) ]
ROCAP Value: 0.0
ROCAP ERV: 0.0 !
Actual Value: 0.0

Click here to view capture journal entry

This asset is subject to 1 securities. Click here to view or configure.

1 ﬁiiip Deposit Slip Cancel Save and New | | Save and Exit

3. Enter the received from details by looking up the counterparty in the system (if it
doesn’t exist, add it in). Then enter the ROCAP Value, ROCAP ERV and Actual Value.

You will notice the holding account is Cash at Bank — this is the default Administration
account — you can change this by adding a new account in the Cashbook then
selecting it via the drop down arrow in the above window.

4. Once dll the details are entered, ensure ROCAP asset is ticked, click save and exit.

5. Repeat the same process for Cash on Hand at Appointment.
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Adding Accounts Receivable (Pre-Appointment)

You can enter Pre-Appointment AR individually and you can also import them like
we did with employees and creditors.

Entering AR individually

1. In the Assets Register, double click into the Asset Class Accounts Receivable (Pre-
Appointment) and click New Asset for the Asset capture form to appear

{2 Asset Capture X
HF”E =] Documents (0) ‘Ad‘.aﬂ(e(l © Help

Asset Class:
Accounts Receivable (Pre-Appointr ~
Holding Account:

Accounts Receivable (Pre-Appointr  ~

Debtor: Enter debtor name or ABN and press enter

Inv No: 123

Date of Debt: 15/03/2019

Total Owing (Inc Tax): 15,000.0

ROCAP ERV: 15,000.0 [ indude as GST Input Tax:
GST Component: 1,363.64

Actual ERV (High): 15,000.0

Actual ERV (Low): 15,000.0

This asset is subject to 0 securities. Click here to view or configure.

Memo,/Notes: Supply of Fabric

(Enter explanation
of defidency or
inability to
pay/recover debt)

ﬁgsi?P Print Invoice Cancel Save and New | | Save and Exit

2. Once again, search the system for the counterparty in the Debtor field or add a new
one if it is not in the system. Then fill out the details as shown above, then save and
exit.

Note: The Date of Debt should be before the Job's start date otherwise the transaction
may appear on the BAS return (using the accrual tax method). If the “Include as
GST Input Tax” checkbox is ticked, and the debtor is collected, the GST of this entry
will be included in the BAS returns. Usually, GST collected from pre-appointment
debtors is not remitted to the ATO, so leave this checkbox blank
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Importing Accounts Receivable

1. Click on Add or Import Data = Import from file = Import Debtors

L J Add or Import Data ) GoTo ‘, Job Shortcuts

@ Add Employee
Add Shareholder
Call Meeting
Add File Note

B Add Archive Box
Add Task

Add Timesheet

&, Add Creditor »
. Add Asset »
=5 ImportFromFile » & Import Assets (Not Debtors)
i % Import Tasks : Import Creditors (Not Employees)
e
;nls : Import Debtors
hals @ |mport Employees
ints Receivable & Import Shareholders
unts Payable
E= Import Transactions

2. Locate the File to Import by clicking on the === button. Then click next through the
import wizard. The process is very similar to the creditor import.

Adding Assets subject to Lease / Chattel Mortgage

Note: The procedure to add Asset subject to Charges follows the procedure of entering
the Secured Creditors details first and linking the asset(s) which are/is subject to the
Secured Creditors’ charges.

1. In the Assets Register, double click into the Asset Class Assets subject to Specific
Security and click New Asset for the Asset capture form to appear

@' Lease/Chattel Mortgage Information X
HH\E | Documents (0) @ Help
Charge Holder: |National Australia Bank Save and Exit
Date Granted: |1/01/2016 - Save and New
Description of | Motor Vehide Lease
Charge: Contract Number: NAS 100003456 Cancel
Report

Terms of $1,000 per month due on 15th|
Repayment: Payout/Disclaim
Asset(s) Add Del
Subject to . ) .
ThisJCharge: Description Amount Owing ERV (High) ERV (Low) Surplus (Deficit)
Double dick
on the asset
for more
detail

0.0 0.0 0.0 0.0
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2. Then click Add and enter the details as per below. Ensure ROCAP asset is ticked.

@ Asset Capture

Description of
Asset:

Amount Owing:
ROCAP Value:

ROCAP ERV:

Actual ERV (Low):

Memo:

ROCAP
Asset

Actual ERV (High):

x|

HF”E | Documents (0) ‘Advanced © Help

Holden Caprice 2004 model
Speedo: 13,500kms

Reg: EJCO01

VIN: LKJH2342EJED23H)
Engine Number: EJED23H]

40,000.0
85,000.0
§5,000.0
65,000.0

50,000.0

Cancel Save and New Save and Exit

3. Once al details are entered, either click save and exit or save and new to enter

another asset.

Adding Interests in Land

1. Inthe Assets Register, double click into the Asset Class Interests in Land and click
New Asset for the Asset capture form to appear

& Asset Capture X ‘
[HFile % Documents (0) g Advanced @ Help
Asset Class:
Interests In Land
Holding Account:
Interests In Land
Description and Address of Property: Particulars of Title:
52 Kings Pard Road Folio 999/A66
Details of Tenancy Agreements:
Rented to Bad Example Pty Ltd
ROCAP Value: 1,000,000.0 e decdshld ot
e T |National Australia Bank
ROCAP ERV: 1,000,000.0
Ratings Valuation: 0.0 Est. Completion Date:
Actual ERV (High): 1,000,000.0
Actual ERV (Low): 850,000.0
This asset is subject to 0 securities. Click here to view or configure.
iiﬁp Cancel Save and New | | Save and Exit
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2. Enter the details as per above, ensure that ROCAP asset is ticked. Click save and exit
once done or save and new to enter another asset.

Adding Plant and Equipment

1. In the Assets Register, double click into the Asset Class Plant and Equipment and
click New Asset for the Asset capture form to appear

@ Asset Capture X
HFHE | Documents (0) M Advanced @ Help
Asset Class:
Plant and Equipment -
Holding Account;
Plant and Equipment hd
Date Acquired: 13/06/2004 |~
Description: Equipment Item 1
ROCAP Value: 15,000.0
ROCAP ERV: 15,000.0
Actual ERV (High): 15,000.0
Actual ERV (Low): 12,000.0
This asset is subject to 0 securities. Click here to view or configure.
Egsi’:p Cancel Save and New | | Save and Exit

2. Fill out the details as per above, ensure ROCAP asset is ticked. Click save and exit or
save and new to enter another asset.
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Adding Stock/Inventory

1. In the Assets Register, double click into the Asset Class Stock/Inventory and click New
Asset for the Asset capture form to appear

@' Asset Capture X ‘
HFHE ] Documents (0) ‘J‘-‘cd*.an(&d © Help
Asset Class:
Stock/Inventory h
Holding Account:
Stock/Inventory on Hand hd
Date Acquired: 10f03/2018 |~
Description: Stock
ROCAP Value: 1,500.0
ROCAP ERV: 1,500.0
Actual ERV (High): 1,500.0
Actual ERV (Low): 1,200.0
This asset is subject to 0 securities. Click here to view or confiqure.
isosiiw Cancel Save and New | | Save and Exit

2. Fill out the details as per above, ensure ROCAP asset is ticked. Click save and exit or
save and new to enter another asset.

Adding Work in Progress

1. Inthe Assets Register, double click intfo the Asset Class Work in and click New Asset
for the Asset capture form to appear

)| @& Asset Capture X
! HFHE [® Documents (0) 4 Advanced @ Help
Asset Class:

Work In Progress v
Holding Account:

Work In Progress v
Date Acquired: 20/10/2020 |~
Description: WIP

ROCAP Value: 1,500.0
ROCAP ERV: 1,500.0
Actual ERV (High): 1,500.0
Actual ERV (Low): 1,000.0

This asset is subject to 1 securities. Click here to view or configure.

ﬁgsce?P Cancel Save and New | | Save and Exit
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2. Fill out the details as per above, ensure ROCAP asset is ficked. Click save and exit or
save and new to enter another asset

Adding Contingent Assets, Potential Legal Recoveries & Other
Assets

1. In the Assets Register, double click into the Asset Class required and click New
Asset for the Asset capture form to appear

) =

] HFME " Documents (0) g Advanced @ Help

Asset Class:
Work In Progress
Holding Account:

Work In Progress

Date Acquired: 20/10/2020
Description: WIP

ROCAP Value: 1,500.0
ROCAP ERV: 1,500.0
Actual ERV (High): 1,500.0
Actual ERV (Low): 1,000.0

This asset is subject to 1 securities. Click here to view or confiqure.

ROCAP Cancel W
Asset Cance Save and New |  Save and Exit

2. Fill out the details as per above, ensure ROCAP asset is ticked. Click save and exit or
save and new to enter another asset

Note: The asset capture form is the same in terms of the details you need to fill out. They
are held in their own holding accounts based on the asset class chosen.
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The ROCAP Wizard

The ROCAP comprises of three (3) parts:

e Part A: Form 507 (lodged with ASIC)

o Part B: Questionnaire style form for directors to complete and give to you (not
lodged with ASIC and does not form part of Form 507)

e Instructions: which comprehensively guide directors in completing the ROCAP.

There are three (3) types of letter packs that have been included in the software for
practitioners to use in producing the ROCAP.
Type of ROCAP

letter packs

A blank PDF [W Form 507 - ROCAP - To be completed by hand

version:

Description

The blank version is based on the ASIC Form 507 which
practitioners may download from the ASIC website.

This version is split between Part A and B and contains the
additional schedules that need to be completed as part of the
form. The director will need to print out this form, complete it
and sign it. The form will need to be scanned in order to lodge
and upload it to the ASIC Liquidators' portal.

A blank fillable PDF: |I [ Form 507 - ROCAP - With fillable form fields |

This version allows practitioners / or the director to complete the
form using an editable PDF.

The schedules provided are blank but editable. The fields that are pre-
populated with the external administrator's information.

As this version contains active content you will need to remove the
active content before lodging with ASIC. See the instructions about
removing Active Content below.

A data enriched ||@ Form 507 - Report on Company Activities and Property (ROCAP)
output:

This version of the output can be populated with data including all
the schedules.

To start the ROCAP wizard, select the letterpack required by clicking Circulars & Mailing >
Letterpacks
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= i =
L. I New (= [==a Transactions & Circulars & Mailing 11 Reports & Forms L...) Add or Import Data
p— - —_ E—4
7y Form 507 - Report on Company Activities and Property (ROCAP) " Letterpacks »
Form 507 - ROCAP - To be completed by hand 3 Documents
¢ Form 507 - ROCAP - With fillable form fields . Forms

You can also locate the ROCAP via Reports & Forms - Statutory Forms and Lodgements >
Directors Notices

Statutory Forms and Lodgements 4 Directors Notices

Meetings

R
W
Members Notices ’ E f vities and Property (ROCAP) l

Alternatively, you can run the ROCAP Wizard, from the toolbar. Click on Reports and Forms
- Find Report or Form = Type in 507

Complete the Wizard by filling out the input form and click next until you arrived at the end.
Click finish once you are ready to complete the wizard.

Other Considerations - ROCAP Wizard

Combine the output documents into PDFs

Once the director reviews and returns digitally signed documents
ROCAP’s Part A and B and the respective schedules, practitioners
are required to lodge to ASIC, ROCAP’s Part A and its schedules.

Presently you can only upload a source document (Form 507- Part
A) and one attachment (Form 507 — Schedules to Part A) in PDF or
TIF to the ASIC Liquidators' Portal.

As the ROCAP’s schedules for Part A prepared by the system are
of separate documents, it may be necessary to combine PDF
documents into a single combined document.

One way of doing this is by using Adobe Acrobat Pro (you need to
subscribe). Alternatively, you may print all schedules and scan it as
one document,

Reducing file size

When a PDF document is created or scanned sometimes the
document file will be too large to be uploaded to the ASIC
liquidators' portal.
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The following error will appear:

“Upload Error(s): The size of the document “Form 507-ROCAP Part
A" named “Form 507-ROCAP Part A.pdf" exceeds the maximum
limit of 3 MB".

To reduce the size of a PDF file you may need to rescan the
document at a lower resolution or use "Adobe Acrobat Pro" to
reduce the file size.

Save As PDF

Save As PDF

My Computer 0 ReduoeifiieiSize 0, Restrict

Document Cloud

Add Account

Active Content Issue

When uploading to the ASIC Liquidators' Portal, the blank ASIC
provided Form 507 contains active content.

Note: A scanned version of the ROCAP Part A and the Schedules
will not have active content issues.

When you upload a document you may receive this error:

“Upload Error(s): The content of the document ““Form 507-
ROCAP Part A.pdf” is invalid. It contains active content.
allowAcroForms. For security reasons, we do reject PDF
documents containing encrypted data, active content (e.g.
JavaScript, PostScript), external references and PDF
documents with attached objects or executables. Please
remove Active Content from attachment and then add.”

To eliminate active content from documents, you can use the print
option in a PDF viewer:

~From the File menu > Select Print
~Select "Print to PDF"
~Click Print

~Enter a new file name for the PDF document and Save
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