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Fixed Assets helps you analyze tax and cash-flow implications for assets before acquiring them, 
as well as tracking their valuation and depreciation. 

Use Fixed Asset's functions to evaluate leases, amortize loans, and experiment with 
depreciation strategies before you make a capital commitment. You can also use a full range of 
financial and management reports to manage investments and meet tax reporting 
requirements.

Fixed Assets provides a set of IRS-supplied depreciation tables and supports MACRS, ACRS, 
straight line, sum-of-the-year digits, and declining balance recovery methods.

System Information

Additional information about using the system is found in the following sources:

• the Fixed Assets User’s Help

• the user’s help for other TRAVERSE applications

• the Developer’s Guide and Developer’s Object Descriptions manuals

• online help

Customer Support

Open Systems Holdings Corp. has a strong commitment to customer service and product 
quality. If you need help using any Open Systems product, follow these procedures:

• Consult the user’s guide and other TRAVERSE reference materials.

• If you are a subscriber to the TRAVERSE customer support program, you can consult 
your customer support representative (1-800-320-3088) or e-mail them at 
traverse_support@osas.com.
Fixed Assets 1-3
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Frequently used functions

The most frequently used functions are on the Setup and Maintenance and Period Work 
menus. Use these functions for the following tasks: 

• Enter new assets and edit existing assets.

• Retire assets.

• Compute and post period depreciation.

• Print reports

Forecasting and Year-End functions

Forecasting and Year-End functions are on the Forecasting and Year-End menus. Use these 
functions for the following tasks:

• Analyze lease vs. buy effects to your tax burden.

• Run trial depreciations to see the effects of various depreciation methods and other 
variables.

• Print year-end tax and annual reports.

Reports

Reports provide a means of seeing the information stored in the system. Use the Reports 
menu functions to select the information for your reports.

Interactive Views

Assets, depreciation, service and retired asset information can be displayed through the 
interactive view functions.

Interfaces

Fixed Assets can be interfaced with General Ledger.
Fixed Assets 1-5
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Required

____  1.   Set up your Business Rules to establish Locations, Tax Districts, Max Limit and 
Threshold Limit.

____  2.   Set up your periods and years in the Period Depreciation Setup.

____  3.   Set up your assets using the Fixed Assets function.

____  4.   Compute period depreciation and post for depreciation in your current year.

Recommended

____  5.   Set up any custom depreciation tables to use in your asset depreciation.
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Before you can use the Fixed Assets application, you must follow the setup procedures in this 
section. Follow the setup procedures carefully, because the choices you make determine how 
the system operates.

Gather Your Information

Gather and organize the following accounting data:

• a chart of accounts for your business

• Fixed Asset information

• previous- and current-year depreciation history organized by fixed asset

What You Need to Define

To set up the Fixed Asset system, follow these steps:

1.  Use the Business Rules (page 3-5) function to define how you want the system to work. 

2.  Use the Fixed Assets (page 3-25) function to setup and maintain information about your 
assets. 

3.  Use the Period Depreciation Setup (page 3-21) function to enter accounting period 
information for each depreciation type. 

4.  Use the Depreciation Tables (page 3-13) function to maintain the predefined tables 
supplied by the IRS. 

5.  Use the Retire Assets (page 3-41) function to retire and dispose of an asset. 

IDs and Codes

IDs and codes tell the system how to identify each item on file. The system uses these 
identifiers to organize information. 

When you assign IDs and codes, establish a format that makes sense for your business and use 
it consistently. The following suggestions may help you to establish a useful format:

• Do not use the following characters in an ID or code: | “ ' & # * @ !.

• To prevent organization problems, use zeros to make all IDs the same length. If IDs 
are divided into more than one part, the parts should be the same length in every ID. 
Fixed Assets 2-5
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Do not use spaces to divide IDs into more than one part. For example, use ACE-001 
and ACE-011 instead of ACE-1 and ACE-11 or ACE 01 and ACE 11.

• If you use letters in IDs, use either all uppercase or all lowercase letters so that the 
IDs can be sorted correctly. For information about how IDs and codes are sorted, see 
(page 2-5).

• Use descriptive IDs. For example, WIN001 and WIN002 are more descriptive than 
000001 and 000002. 

• If you want to sort items by a particular attribute—name or group—put the attri-
bute in the ID. For example, to organize vendors by name, put the first characters of 
the name of the vendor in the vendor ID. 

• To ensure that you can insert new items into a sequence, use a combination of 
letters and numbers that leaves room in the sequence for later additions. For 
example, WIN001 and WIN005 leaves room for three IDs in between.

Fixed Assets

The Fixed Assets (page 3-25) function is the center of the Fixed Assets application: Use the 
Fixed Assets function to set up and maintain records for each asset. A record contains general 
information, as well as information on acquisition, valuation and credit, depreciation, service, 
and retirement.

Compute Period Depreciation

Use the Compute Period Depreciation (page 4-5) function to calculate the depreciation of 
active assets, generate the period depreciation report, and post period depreciation.

Retire Assets

Use the Retire Assets (page 3-41) function to retire or dispose of the asset when the asset 
reaches the end of its useful life or when you have taken all the depreciation you can. The 
Retire Assets function changes the asset's status to Retired, enters a retirement date in the 
asset record, and puts a stop to depreciation calculations involving the asset.

Period Depreciation Setup

Use the Period Depreciation Setup (page 3-21) function to enter accounting period 
information and to select a default depreciation type.
2-6 Fixed Assets
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Before you can use the Fixed Assets application, you must follow the setup procedures in this 
section. Follow the setup procedures carefully, because the choices you make determine how 
the system operates.

To set up the Fixed Assets system, follow these steps:

• Use the Business Rules (page 3-5) function to define how you want the system to 
work. 

• Use the Depreciation Tables (page 3-13) function to maintain the predefined tables 
supplied by the IRS. 

• Use the Period Depreciation Setup (page 3-21) function to enter accounting period 
information for each depreciation type. 

• Use the Fixed Assets (page 3-25) function to setup and maintain information about 
your assets. 

• Use the Retire Assets (page 3-41) function to retire and dispose of an asset. 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . B U S I N E S S  R U L E S

Use the Business Rules function to set system defaults, determine names for locations and tax 
districts, select interfaces, and enter maximum and threshold limits.

The Business Rules function centralizes and standardizes the options and interface controls for 
each of the TRAVERSE applications. It also gives an increased level of security, and allows you 
to set role specific values for many configured options.

To set up Business Rules, follow these steps:

1.  Select Business Rules from the System Manager, Company Setup menu.

Business Rules Menu 
Fixed Assets 3-5
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2.  The Business Rules screen appears. Select Fixed Assets.

Business Rules Screen

Interface - Application 

3.  General Ledger: Select Yes to interface Fixed Assets with General Ledger; otherwise, select 
No. If you interface Fixed Assets with General Ledger, Fixed Assets automatically creates 
entries in the GL Journal when you post depreciation.

Miscellaneous 

4.  Audit Fixed Assets: Select Yes to maintain a transactional log of changes that are made to 
Fixed Assets; otherwise, select No. 

5.  Maximum Limit: Enter a maximum limit amount. This amount is used on the Depreciation 
Tax Report used to prepare IRS tax form 4562.

6.  Name For Location 1-3: Enter the names for up to three locations. These fields are used to 
generate reports.
3-6 Fixed Assets
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. 

7.  Name For Tax District 1-3: Enter the name for up to three tax districts. These fields are used 
to generate reports.

8.  Post Detail to General Ledger: Select Yes to post detail information to the GL Journal; 
otherwise, select No to post summary information to the journal.

9.  Threshold Limit: Enter a threshold amount. This amount is used on the Depreciation Tax 
Report used to prepare IRS tax form 4562.

10.  Click Print to preview and print a report showing your selected Business Rules.

11.  Select a command button:

Command Buttons

Name Description

Apply
Save the changes you have made to the 
business rules functions. The screen 
will remain open. 

OK Save the changes and exit the business 
rules function. 

Cancel Close the business rules screen without 
saving any changes.

Print Preview and print a business rules 
report.

Search

Perform a wild-card search of all 
existing business rule descriptions. The 
results will display in a tree-view for 
easy navigation.
Fixed Assets 3-7
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Business Rules Report
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Invalid GL Account List

1.  To check for invalid GL accounts select Invalid GL Account List from the System Audit menu 
in System Manager.

Invalid GL Account List Menu
Fixed Assets 3-9
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2.  The Invalid GL Account List screen appears.

Invalid GL Account List Screen

3.  Select the Applications you want to check for invalid GL accounts. If you want to have all 
applications checked click the All button. 

4.  Click OK to start the search for invalid GL accounts.
3-10 Fixed Assets
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Invalid GL Accounts List
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Use the Depreciation Tables function to maintain the predefined tables supplied by the IRS. All 
the established, current Depreciation Tables, and selected tables from earlier years are 
provided with the Fixed Assets system. However, since tax laws change frequently, you may 
need to add or change the tables before you begin Fixed Asset processing.

To set up Depreciation Tables, follow these steps:

1.  Select Depreciation Tables from the Setup and Maintenance menu.

Depreciation Tables Menu
Fixed Assets 3-13
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2.  The Depreciation Tables screen appears.

Depreciation Tables Screen

3.  Click the New Record button , on the toolbar, to open a blank Depreciation Table 
record. 

4.  Enter a new table ID in the Table ID field. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  When entering the table ID, you must follow the standard naming conven-

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . tion for the depreciation tables already in TRAVERSE. 

Example: If you are adding a “MACRS 5 Yr Automobile” table that is similar to the 
existing M05A table you would name the table something like M05N for the new 
table. The first 3 digits must follow the standard table naming convention for the 
table to calculate.
3-14 Fixed Assets
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.S E T U P  A N D  M A I N T E N A N C E
Depreciation Tables
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you are adding a table and want to copy from an existing, print the table 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . list and refer to that list to set up the table and make changes as needed.

5.  Select a Depreciation Table to Copy From, to copy an existing table and edit it to meet your 
depreciation calculation needs.

6.  Enter a description for the table in the Description field. 

7.  Select a default column type for the table from the Column Type field: Year Placed in 
Service, Recovery Period, and Month Placed in Service.

8.  Enter, if applicable, the column number in the Column field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The column number applies to the IRS depreciation tables. For some tables, 
the column number refers to the applicable recovery period. For others, it is the 
month placed in service. If no number is listed, there is no column number associ-

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ated with the selected table ID and should therefore be left blank. 

9.  Select the Use Max Values check box, if applicable, to signal the table includes a Maximum 
Limit on Annual Depreciation.

10.  Enter the applicable information in the Year, Percentage, and Max Value fields. 

11.  Select the Save icon  on the toolbar to save the new Depreciation Table.

Task Summary

To editing a Depreciation Table, follow these steps:

1.  Select a Depreciation Table to edit from the Table ID field. 

2.  Edit the fields as necessary. 

3.  Select the Save icon  on the toolbar to save any changes made to the Depreciation 
Table. 

To delete a Depreciation Table, follow these steps:

1.  Select a Depreciation Table to delete from the Table ID field. 

2.  Select the Delete hot key (F3), or click on the Delete record button on the tool bar to 
delete the selected Depreciation Table. 

3.  Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
Fixed Assets 3-15
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P r o d u c i n g  a  D e p r e c i a t i o n  T a b l e s  L i s t
Use the Depreciation Tables List to view the Depreciation Tables you have set up. Use the 
Depreciation Tables function to change Depreciation Table information.

To produce a Depreciation Tables List, follow these steps:

1.  Select Depreciation Tables List from the Master Lists menu.

Depreciation Tables List Menu
3-16 Fixed Assets
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. 

2.  The Depreciation Tables List screen appears.

Depreciation Tables List Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the amount of detail to generate from the View section: Detail or Summary.
Fixed Assets 3-17
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5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
3-18 Fixed Assets
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Depreciation Tables List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P E R I O D  D E P R E C I A T I O N  S E T U P

Use the Period Depreciation Setup function to enter accounting period information for each 
Depreciation Type. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The setup only needs to be done when you are setting up Fixed Assets for the 
first time. When starting a new year, do not manually update the period setup using 
this function, use the Year-End Maintenance function to update the information to 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the new year.

To set up Period Depreciation Setup, follow these steps:

1.  Select Period Depreciation Setup from the Setup and Maintenance menu.

Period Depreciation Setup Menu
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2.  The Period Depreciation Setup screen appears.

Period Depreciation Setup Screen

1.  Select the current fiscal period, for each Depreciation Type, from the Fiscal Period field. 

2.  Enter the period in which the system should begin depreciation calculations, for each 
Depreciation Type, in the Beginning Period to Process field. 

3.  Edit, if necessary, the last period to process, for each Depreciation Type, in the Ending 
Period to Process field. 

4.  Select the current fiscal year your company is in, for each Depreciation Type, from the 
Current Fiscal Year field. 

5.  Click the Save button , on the toolbar, to save the changes made to the Period 
Depreciation record. 

Task Summary

To create a new Period Depreciation record, follow these steps: 

1.  Click the New Record button , on the toolbar, to open a blank Period Depreciation 
record. 
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2.  Enter a name for the new depreciation type in the Depreciation Type field. 

3.  Select Other from the Type field. 

4.  Edit, if applicable, the current fiscal period from the Fiscal Period field. 

5.  Enter the period in which the system should begin depreciation calculations in the 
Beginning Period to Process field. 

6.  Edit, if necessary, the last period to process in the Ending Period to Process field. 

7.  Select the current fiscal year your company is in, from the Current Fiscal Year field.

8.  Click the Save button , on the toolbar, to save the new Period Depreciation record. 

To editing a Period Depreciation record, follow these steps: 

1.  Select a Period Depreciation record to edit from the Depreciation Type field.

2.  Edit the fields as necessary. 

3.  Click the Save button , on the toolbar, to save any changes made to the Period 
Depreciation record. 

To delete a Period Depreciation record, follow these steps: 

1.  Select a Period Depreciation record to delete from the Depreciation Type field. 

2.  Select the Delete hot key (F3), or click on the Delete record button on the tool bar, to 
delete the selected Period Depreciation record.

3.  Click Yes at the “Are you sure you want to delete selected record(s)?” prompt. 

Producing a Period Depreciation Setup List

Use the Period Depreciation Setup List function to produce a list of the period depreciation 
information you defined in the Period Depreciation Setup function on the Setup and 
Maintenance menu.

To produce a Period Depreciation Setup List, follow these steps:

1.  Select the Print Preview button  to preview the list of Period Depreciation Types.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Period Depreciation Setup List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . F I X E D  A S S E T S

Use the Fixed Assets function to set up and maintain records for each asset. A record contains 
general information, as well as information on Acquisition, Valuation and Credit, Depreciation, 
Service, and Retirement.

To set up Fixed Assets, follow these steps:

1.  Select Fixed Assets from the Setup and Maintenance menu.

Fixed Assets Menu
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2.  The Fixed Assets screen appears with the General tab displayed.

Fixed Assets Screen (General Tab)

Use the General tab to enter asset information and default values for the asset. Remember 
that the more information you enter here, the easier it will be to identify the asset. The 
information entered appears on reports and is also used during depreciation calculations.

1.  Click the New Record button , on the toolbar, to open a blank Fixed Asset record.

2.  Enter the Asset ID.

3.  Select an Asset ID to Copy From. This field is available only when you are entering a new 
Asset.

4.  Enter an asset Description.

5.  Enter a group name for the Asset in the Asset Group field. The Asset Group name is used for 
report generation for grouping like Assets together.

6.  Enter the Manufacturer name, and the Model Number of the Asset, if applicable.
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7.  In the Quantity box, if the Asset is a single Asset, enter 1. If it is a group of identical Assets, 
placed in service at the same time and depreciated as a group, enter the quantity of the 
Asset.

8.  If the Asset is a single Asset, enter the Serial Number assigned by the manufacturer.

9.  If you attach your own inventory tags to Assets, enter the inventory Tag Number; 
otherwise, leave this field blank.

10.  Enter any additional information about the Asset in the Memo field.

11.  The Asset Class field is a user-defined field that can be used to track property class, if 
applicable.

12.  If the Asset has any personal use attached to it, select the Listed Asset check box; 
otherwise, clear the check box, if the asset is used exclusively for business purposes, and it 
is not classified as a listed asset by the Internal Revenue Service. If the check box is not 
selected, the Percent Business Use field is set to 100 and cannot be changed.

13.  Select Personal/Real value:

• Personal Assets are machinery or equipment. 

• Real-estate Assets are land and anything erected on, growing on, or attached to 
land.

14.  Enter the appropriate federal Tax Class (effective June 1990):

• 1245 - depreciable property such as tangible personal property, special purpose and 
storage structures, single-purpose agricultural or horticultural structures, and 
petroleum or petroleum-products storage facilities.

• 1250 - depreciable real property that is not 1245 property.

• 1251 - farmland when there has been a gain from disposition where farm losses 
offset non-farm income.

• 1252 - farmland when there has been a gain from its disposal.

• 1254 - oil, gas, or geothermal property, when there has been a gain from its disposal.

• 1255 - land for which you received payments for implementing conservation 
measures.

If you are not sure of the Asset's Tax Class, check with your accountant or the IRS.

15.  Select Owned if you own the asset or Leased if the asset is leased, from the 
Owned/Leased field.

16.  Select New or Used to describe the asset’s condition when you acquired it, from the 
New/Used Asset.
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17.  In the Status field, when you enter a new asset, the status is New and you cannot change 
it. 

• The status changes from New to Active when you enter the date the Asset is Placed 
in Service. 

• If you take the Asset out of service temporarily, change the Status to Suspended. 

• Then, after the Suspended Asset is returned to service, change the status back to 
Active.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  To change the Status of the Asset to Retired, use the Retire Assets function. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . For more information, see Retire Assets on (page 3-41).

18.  The date the asset was Last Serviced and the Next Service date the asset will be serviced 
again are displayed. To edit these dates, use the Service tab to enter a new service record.

Fixed Assets Screen (Acquisition Tab)
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Use the Acquisition tab to enter Acquisition information, the Location of the asset, and the 
default General Ledger accounts. The information entered on this tab is used for report 
generation and depreciation calculations.

1.  Enter the date the asset was purchased in the Acquisition Date field. This date may be 
different from the date the asset is placed into service.

2.  Enter the date the asset is (or will be) placed into service into the Date Placed in Service 
field. If this is a new asset, the Status automatically changes to Active.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  When you use a depreciation method that uses a half-year convention, do 
not enter the actual date the asset is placed into service. Instead, enter January 1 if 
the asset is placed into service in the first six months of the year, or enter July 1 if 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the asset is placed into service in the last six months of the year.

3.  A message box appears stating “Asset has been activated.” Click OK.

4.  If you are entering a new asset, enter the Acquisition Date. If you are adjusting the value of 
an existing asset, enter the adjustment date into the Date of Last Adjustment field.

5.  Enter the Special Allowance Percent to apply to this asset.

The special depreciation allowance, commonly referred to as bonus depreciation, 
refers to a special type of accelerated tax depreciation. Bonus depreciation 
encourages businesses to invest in property to obtain this extra deduction.

Qualified Property - Special depreciation applies to new tangible property with the 
Modified Accelerated Cost Recovery System (MACRS) class lives of 20 years or fewer. 
Property must be placed in service in calendar year 2008 or 2009. Many exceptions 
exist to these rules, which are discussed in detail on the Internal Revenue Service 
website.

Rates - In most cases, special depreciation allows 50 percent of an asset's cost to be 
depreciated in the year placed in service. After the initial year, normal MACRS 
depreciation rates would apply. A business or individual can opt out of bonus 
depreciation by filing an election statement with the tax return. Elections out of bonus 
depreciation must be made by asset class life.

Future - As of August 2010, Congress had not renewed the bonus depreciation 
provisions of the tax code. Property purchased after December 31, 2009, will not be 
subject to the special depreciation allowance unless an extension is approved.

For more information on this special allowance go the IRS website: 
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Bonus-
Depreciation-and-Increased-Section-179-Deduction-under-the-American-Recovery-
and-Reinvestment-Act
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6.  In the Acquisition Cost field, enter the total cost of the item. Total cost is the original cost of 
the Asset along with any depreciable expenses related to the purchase and installation of 
the Asset.

7.  The adjusted cost differs from the Acquisition Cost in that it is the value upon which all 
other calculations are based. In the Adjusted Cost field, enter the acquisition cost plus or 
minus adjustments.

8.  The date the item was taken out of service is displayed in the Retirement Date field.

This date will be filled in when you run the Retire Assets function to retire the asset.

9.  Enter the appropriate Tax District and Location information. You can define how the Tax 
District and Location fields are used in the Business Rules function on (page 3-5). You can 
use these fields to organize your reports.

G L  A c c o u n t s  
If you interface Fixed Assets with General Ledger, select a GL Account number from the drop 
down list for the next three fields. If the interface is inactive, you must enter the appropriate 
account number.

10.  In the GL Asset Account field, select or enter the GL Account used on the balance sheet to 
track asset gross value. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Fixed Assets does not post anything to this account. This account will need to 
be updated using the purchase transaction, or a manual journal entry to General 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Ledger.

11.  In the GL Accum Depr Account field, select or enter the GL Account used on the balance 
sheet to track the depreciation taken over the life of the Asset.

12.  In the GL Depr Expense Account field, select or enter the GL Account number used to track 
the depreciation expense over the life of the Asset.
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Fixed Assets Screen (Valuation and Credits Tab)

Use the Valuation and Credits tab to enter Insurance, Assessments, Credits and Accumulated 
Expenses.

1.  If the asset is insured, select the Insured Asset check box; otherwise, clear the check box.

2.  Enter the effective date of the insurance (if applicable) into the Insurance Effective Date 
field, the last date of assessment into the Assessment Date field, and the date the Asset 
was assessed for replacement value into the Replacement Valuation Date field.

3.  Enter the amount the Asset is insured for in the Insured Value field, the assessed value of 
the Asset into the Assessed Value field, and the cost to replace the Asset into the 
Replacement Cost field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The Insurance Effective Date and Insured Value fields will only be available 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . when the Asset Insured box is checked.
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4.  In the Total Credits box, enter the total number of credits the Asset is qualified for. This 
number is used to calculate the base depreciable value of the Asset.

5.  Enter a description of the credits taken in the Credits Description field.

6.  Enter the total non-depreciable costs or expenses related to the Asset into the 
Accumulated Costs/Expenses field and the amount of sales or use taxes related to the 
Asset into the Sales/Use Tax Paid field.

Fixed Assets Screen (Depreciation Tab) - Summary

Use the Depreciation tab to record the information on which the Asset depreciation 
calculations are based, and the results of the calculations.

In the summary mode basic information can be entered. Use the detail mode to enter detailed 
number information for the Asset depreciation.
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1.  Select the Depreciation Type:

• A.M.T. is normally kept to provide an alternative way of calculating depreciation for 
federal tax purposes known as Alternative Minimum Tax. See the appropriate IRS 
publications for details on AMT.

• Book is normally kept for your company’s General Ledger. If you interface Fixed 
Assets with General Ledger, the depreciation calculations for this book are posted to 
the GL Accounts.

• FedTax is normally kept for federal tax purposes. The depreciation calculations in 
this book are used to print the Depreciation Tax Report and for tax filing.

• Other is normally kept for local tax or informational purposes

2.  If you use Sum-Of-The-Year's-Digits or Declining-Balance depreciation, you can choose an 
alternative depreciation method in the Switch to Method field for the end of the recovery 
period, if it is to your advantage.

If you do not want to switch methods automatically, select None. If you want to switch 
methods, what you can enter depends on the primary depreciation method you 
select. If you selected SYD (Sum-Of-The-Years’- Digits) for the primary depreciation 
method, you can enter SL (Straight Line).

If you selected a Declining-Balance method, you can enter SYD or SL.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you use a depreciation method other than Sum-Of-The-Years’-Digits or 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Declining-Balance, you must select None.

3.  In the Recovery Period in Years field, enter the number of years in the asset's depreciable 
life. The number you enter here is used to calculate the number of periods in the estimated 
life of the asset.

4.  If you entered a recovery period in years, the Estimated Life in Periods field is completed 
automatically. If you did not enter a Recovery Period in Years, enter the number of periods 
you expect the asset to last.

5.  Enter the year and the fiscal period when you want to begin depreciating the asset into the 
Begin Year and Begin Period fields.

6.  The Current Fiscal Year, End Year, and End Period appear and are unavailable to edit.

7.  Enter the percentage of time that the asset is used for business into the % Bus Use field.
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Fixed Assets Screen (Depreciation Tab) - Detail

Use the Depreciation tab to record the information on which the asset depreciation 
calculations are based and the results of the calculations. 

In the summary mode basic information can be entered. Use the detail mode to enter detailed 
number information for the asset depreciation.

1.  Use the record scroll buttons at the bottom of the screen to select the Depreciation Type:

• A.M.T. is normally kept to provide an alternative way of calculating depreciation for 
federal tax purposes known as Alternative Minimum Tax. See the appropriate IRS 
publications for details on AMT.

• Book is normally kept for your company’s general ledger. If you interface Fixed 
Assets with General Ledger, the depreciation calculations for this book are posted to 
the GL accounts.
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• FedTax is normally kept for federal tax purposes. The depreciation calculations in 
this book are used to print the Depreciation Tax Report and for tax filing.

• Other is normally kept for local tax or informational purposes.

If you are adding a new Depreciation Type, select the Add Record button  at the 
bottom of the tab and select a Depreciation Type that has not yet been set up.

2.  To copy an asset depreciation book type, select the depreciation type to copy from, and 
click the Copy drop down list, and select the depreciation method you want to copy to. Click 
Yes to the dialog box question “Would you like to copy current depreciation to ‘(Depr 
Type’)?”.

3.  Select the Depreciation Method you want to use to depreciate the asset. The choices in the 
lookup box will be the tables set up using the Depreciation Tables function (page 3-13).

4.  If you use Sum-Of-The-Year's-Digits or Declining-Balance depreciation, you can choose an 
alternative depreciation method in the Switch to Method field for the end of the recovery 
period, if it is to your advantage.

If you do not want to switch methods automatically, select None. If you want to switch 
methods, what you can enter depends on the primary depreciation method you 
select. If you selected SYD (Sum-Of-The-Years’- Digits) for the primary depreciation 
method, you can enter SL (Straight Line).

If you selected a Declining-Balance method, you can enter SYD or SL.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you use a depreciation method other than Sum-Of-The-Years’-Digits or 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Declining-Balance, you must select None.

5.  In the Base Cost box, use the Adjusted Cost you entered on the Acquisition tab (page 3-28); 
otherwise, enter a different base cost of the Asset to use in the depreciation calculations.

6.  Enter the estimated salvage value the Asset will have at the end of its useful life into the 
Salvage Value field. Salvage values are not used in MACRS depreciation calculations.

7.  If you want to claim all or part of the cost of the Asset as a Section 179 Expense, enter the 
amount you want to expense into the 179 Expense field.

8.  If you want to apply credits, enter the amount into the Applied Credits field.

9.  The bonus depreciation is an extra amount the government allows during the first year of 
an Asset's life (consult your accountant or IRS regulations regarding the qualifications for 
this). If the Asset is eligible, enter the amount; otherwise, leave the Other Bonus 
Depreciation field blank.
Fixed Assets 3-35



SETUP AND MAINTENANCE
Fixed Assets3
10.  Accumulated Eligible Depreciation is the total potential depreciation accumulated for an 
Asset up to the end of the last Fiscal Year. It is the total depreciation that you could have 
taken if the Asset had been used for business 100 percent of the time.

If you are entering a new Asset, leave the Accumulated Eligible Depreciation box 
blank. If you are entering an existing Asset, enter the depreciation that accumulated 
over the life of the Asset through the end of the last Fiscal Year.

11.  The Accumulated Depreciation Taken displays the total actual tax-deductible 
depreciation accumulated for an Asset through the end of the last Fiscal Year.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If the Asset was used for business 100 percent of the time, the amount that 
appears in the Accumulated Depreciation Taken field is the same as the amount in 
the Accumulated Eligible Depreciation field. If the Asset was used for business less 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . than 100 percent of the time, the depreciation you actually took appears.

12.  The calculated total depreciation for the current year is based on the Asset value at the 
beginning of the year and the Depreciation Method you selected. During year-end 
maintenance, the system calculates this value for the next year.

If you are adding an Asset, the calculated current annual depreciation—based on the 
information entered so far—appears in the Scheduled Annual Depreciation field. 

13.  The YTD Depreciation Taken is the sum of the depreciation amounts accumulated and 
posted during the current Fiscal Year, not including unposted amounts for the current and 
subsequent periods.

If you are adding a new Asset, leave this field blank. If you are adding a record for an 
existing Asset, click the Adjust button to display the Adjustment Asset Depreciation 
screen.

• The Depreciation Type selected when you clicked the Adjust button is displayed.
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• Enter or accept the defaults for Trans Date, Fiscal Period/Year, GL Accum Depr 
Account and GL Depr Expense Account fields.

• Enter the amount of the adjustment amount into the Amount field and click OK. The 
YTD Depreciation Taken field will be updated with this amount. To take away YTD 
Depreciation, enter a negative number.

• Click Recalculate to calculate the Scheduled Annual Depreciation and Remaining 
Depreciation Base amounts.

14.  The Current Depreciation to be taken in the current period appears. Accept the 
depreciation amount that appears or enter a different amount.

• If Fixed Assets interfaces with the General Ledger and the status of the asset is 
active, the amount in the Current Depreciation field is debited to the depreciation 
expense account and credited to the accumulated depreciation account you 
specified on the Valuation and Credits tab on (page 3-31), when you post period 
depreciation.

• This amount will remain at zero until you run the Compute Period Depreciation 
function on the Period Work menu.

15.  The Remaining Depreciation Base value–the Base Cost less the Salvage Value, 179 
Expense amount, Bonus Depreciation, Applied Credits, Accumulated Eligible Depreciation, 
and YTD Depreciation–is calculated and displayed.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If the total depreciation plus reductions exceeds the remaining depreciable 
base, a warning message appears. Do not compute period depreciation or perform 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . year-end maintenance until you have corrected this situation.

16.  In the Recovery Period in Years field, enter or enter the number of years in the Asset's 
depreciable life. The number you enter is used to calculate the number of periods in the 
estimated life of the Asset.

17.  If you entered a Recovery Period in Years, the Estimated Life in Periods field is completed 
automatically. If you did not enter a Recovery Period in Years, enter the number of periods 
you expect the asset to last.

18.  Enter the year and the fiscal period when you want to begin depreciating the Asset into 
the Begin Year and Begin Period fields.

19.  Enter the percentage of time the Asset is used for business into the % Bus Use field.

20.  The Current FY, End Year, and End Period appear and are unavailable to edit.
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Fixed Assets Screen (Service Tab)

Use the Service tab to track service/maintenance information about the asset.

1.  Enter a Description of the service performed.

2.  Enter the Actual Service Date the service took place.

3.  Enter the date service is scheduled to take place into the Scheduled Service Date.

4.  If Service Director is interfaced with Fixed Assets, entries in the Order No field will be 
populated from Service Director for service work performed on Assets.

5.  If Service Director is interfaced with Fixed Assets, entries in the Cost field will be populated 
from Service Director for service work performed on Assets.
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Fixed Assets Screen (Retirement Detail Tab)

The Retirement Detail tab is for information only. Use the Retire Assets function on (page 
3-41) to edit retirement information. If the Asset's status is anything other than Retired, no 
information appears.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you retire part of a multiple-unit Asset, the status of the Asset does not 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . change to Retired until the entire dollar value of the Asset is retired.

Task Summary

To add a Fixed Asset, follow these steps:

1.  Select Fixed Assets from the Setup and Maintenance menu.

2.  Click the New Record button  on the toolbar. A blank Fixed Assets screen appears.

3.  Enter the required information for the asset on the General, Acquisition, Valuation and 
Credits, Depreciation, and Retirement Detail tabs.
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4.  Click the Save button , on the toolbar, to save the new Fixed Asset record.

To edit a Fixed Asset, follow these steps:

1.  Select Fixed Assets from the Setup and Maintenance menu.

2.  Select the Asset ID of the Asset you want to edit. Information about the Asset appears on 
the screen.

3.  Edit the information on the General, Acquisition, Valuation and Credits, Service, 
Depreciation, and Retirement Detail tabs.

4.  Click the Save button , on the toolbar, to save the edited Fixed Asset record.
3-40 Fixed Assets



. .
 . 

.S E T U P  A N D  M A I N T E N A N C E
Retire Assets
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . R E T I R E  A S S E T S

Use the Retire Assets function to retire or dispose of the Asset when the Asset reaches the end 
of its useful life or when you have taken all the depreciation you can. The Retire Assets 
function changes the Asset's status to Retired, enters a Retirement Date in the Asset record, 
and puts a stop to depreciation calculations involving the Asset.

To use the Retire Assets function, follow these steps:

1.  Select Retire Assets from the Setup and Maintenance menu.

Retire Assets Menu
Fixed Assets 3-41



SETUP AND MAINTENANCE
Retire Assets3
2.  The Retire Assets screen appears with the Retirement Information tab displayed.

Retire Assets Screen (Retirement Information Tab)

Use the Retirement Information tab to enter an Asset’s retirement information.

3.  Enter or select the Asset ID, and enter a brief reason for the retirement into the Retirement 
Reason field.

4.  Enter the appropriate Retirement Code. This field is user definable. For example: you might 
enter S if you sold the asset, D if you donated it, or O if it has become obsolete.

5.  Enter the date the Asset will be retired into the Retirement Date field.

6.  Enter the quantity of the Asset you want to retire into the Retirement Quantity field. You 
can retire part or all of the Asset. For example: if the original Asset quantity was 4, you can 
enter 1 to retire one unit of the Asset.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you retire part of a multiple-unit Asset, the Asset Status does not change to 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Retired until the Asset’s entire dollar value has been retired.
3-42 Fixed Assets



. .
 . 

.S E T U P  A N D  M A I N T E N A N C E
Retire Assets
. 

7.  In the Retirement Amount field, the Adjusted Cost (times the retirement quantity 
percentage, if other than 100 percent) appears. Accept the cost that appears or enter the 
dollar value of the Asset to retire.

8.  Enter the amount of funds gained by the retirement of the Asset into the Retirement 
Proceeds field.

9.  Enter the cost for disposal of the Asset into the Retirement Expenses field. Proceeds less 
expenses are used in the Gains and Losses Report on (page 8-9).

10.  Enter any other applicable information in the Comments field.

11.  Click Retire Asset to retire the selected asset.

Retire Assets Screen (Depreciation Detail Tab)

The Depreciation Detail tab is for information use only. Use this tab to view all four types of 
depreciation (A.M.T., Book, Federal Tax, and Other) for the retired asset.
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Command Buttons

Activity Log Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Post Run - The system generated number used to identify the retirement appears.

Run Time - The date and time the retirement was made appears.

Description - The retirement description appears.

User ID - The user who performed the retirement appears.

Comments - Comments entered for the retirement appear.

Print Log - No log is available for this function.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Retire Asset Retire the selected asset.

Activity Display the Activity Log to view period 
depreciation activity. 

Reset Reset all fields and lists to their default 
selections. 
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Using the Period Work Menu

Use the Period Work menu to Compute, check, and Post depreciation for your Assets. You 
should perform Period Work at regular intervals based on the method of depreciation and the 
number of periods in the fiscal year.

Features of the Compute Period Depreciation

• Use Compute Period Depreciation on (page 4-5) to calculate the depreciation of 
active assets.

• Print the Period Depreciation Report on (page 4-8) to produce a journal of the 
accumulated depreciation calculated.

• Post Period Depreciation on (page 4-9) to post the calculated deprecation for 
selected periods.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C O M P U T E  P E R I O D  D E P R E C I A T I O N

Use the Compute Period Depreciation function to calculate the depreciation of active Assets, 
generate the period depreciation Report, and Post period depreciation.

The depreciation methods you use and the number of periods in your fiscal year determine 
whether you should calculate and post depreciation at the end of every accounting period.

To use the Compute Period Depreciation function, follow these steps:

1.  Select Compute Period Depreciation from the Period Work menu.

Compute Period Depreciation Menu
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2.  The Compute Period Depreciation screen appears.

Compute Period Depreciation Screen

The Compute Period Depreciation screen is divided into two sections. The top section is for 
information purposes only. It displays your Depreciation and Types, with the current Fiscal 
Year, Current Status of calculated depreciation, Periods In Year and Periods Processed.

The bottom section is used to select which Depreciation and Types to calculate, the Beginning 
Period and Ending Period for calculation, and your current Fiscal Period.

3.  Select the types of depreciation that need to be calculated for this period by selecting the 
Select check box adjacent to the Depreciation. Use the Select All button to select all the 
Depreciation Types, or the Unselect All button to remove the selection for all Depreciation 
Types.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The BOOK depreciation type is the only depreciation value that affects the 
General Ledger. The FEDTAX depreciation type is used to prepare the Depreciation 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Tax Report at year-end. 
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4.  Use the default values in the Beginning Period, Ending Period, and GL Period fields. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  To Calculate, Report, or Post to multiple periods or to non-default GL periods, 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . change the field values as necessary. 

• Beginning Period - The first period for which you want to compute depreciation. 
This will get updated to the next period after posting depreciation.

• Ending Period - The last period for which you want to compute depreciation. This 
will get updated to the next period after posting depreciation.

• Fiscal Period - The current period is displayed. You may change the period to the 
period to which you want your depreciation to post.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you compute the whole year of depreciation at one time, at the end of the 
year, enter 1 into the Beginning Period and 12 into the Ending Period. Enter the 
period to which you want your depreciation to post, in the Fiscal Period, usually 12. 
When you Calculate it will calculate for the whole year and post the whole amount 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . to period 12.

5.  Click Calculate to calculate depreciation for the selected Periods and Depreciation Types.

6.  Click Report to preview and print the Period Depreciation Report to review the 
depreciation calculated for your Assets.
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Compute Period Depreciation Report
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7.  Click Post to post the depreciation for the BOOK Depreciation Type to GL, and update the 
current depreciation field in the asset setup.

Post Period Depreciation

Use the Post Period Depreciation button to post the calculated depreciation for the 
selected periods. If you interface Fixed Assets with General Ledger, the GL journal is 
updated during the post. A posting log is also generated.

The Depreciation Expense and Accumulated Depreciation accounts used will come 
from the Fixed Asset setup on the Acquisition tab (page 3-28).

Command Buttons

Depreciation
Depreciation 

Expense
Accumulated 
Depreciation

DB CR

Name Description

Calculate
Calculate the depreciation base on how you 
set up the asset using the Fixed Assets 
function.

Activity Display the Activity Log to view period 
depreciation activity. 

Reset Reset all fields and lists to their default 
selections. 

Select All Select all of the depreciation types. 

Unselect All Unselect all of the selected depreciation 
types.

Report Generate the Period Depreciation Report 
using the selected depreciation values.

Post Post the current period depreciation that is 
calculated for the selected assets.
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Activity Log Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Post Run - The system generated number used to identify the post appears.

Run Time - The date and time the post was made appear.

Description - The post description appears.

User ID - The user who performed the post appears.

Comments - Comments entered for the post appear.

Print Log to print the post log from the selected post.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Period Depreciation Post Log 1
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Period Depreciation Post Log 2
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Preparing to Use the Forecasting Functions

Before you use the Forecasting functions, set up your Fixed Assets and the Depreciation Tables 
using the Setup and Maintenance functions.

Using the Forecasting Functions

• Use Lease vs. Buy Analysis on (page 5-5) to compare the costs and advantages of 
buying or leasing an asset.

• Use Loan Amortization on (page 5-15) to calculate payments and to determine the 
monthly payment you want.

• Use Trial Depreciation on (page 5-33) to forecast depreciation for proposed and 
existing assets.

• Use the Future Depreciation Report on (page 5-39) to produce a report listing the 
depreciation expense for a future year you specify.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . L E A S E  V S .  B U Y  A N A L Y S I S

Use the Lease vs. Buy Analysis function to compare the costs and advantages of buying or 
leasing an Asset. Based on factors that define the lease and purchase, the system produces an 
analysis in the form of a report.

To use the Lease vs. Buy Analysis function, follow these steps:

1.  Select Lease vs. Buy Analysis from the Forecasting menu.

Lease vs. Buy Analysis Menu
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2.  The Lease vs. Buy Analysis screen appears.

Lease vs. Buy Analysis Screen (Blank)

3.  Click the Options button. 
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4.  The Options screen is displayed with the General Information tab displayed.

Lease vs. Buy Analysis Options Screen (General Information Tab)

5.  Enter the beginning year of the analysis and the number of years the analysis will cover into 
the Starting Year of Analysis and Number of Years to Analyze fields.

6.  Enter the date the Asset will be placed in service into the Date Placed in Service field.

7.  Enter the Special Allowance Percent to apply to this Asset.

The special depreciation allowance, commonly referred to as bonus depreciation, 
refers to a special type of accelerated tax depreciation. Bonus depreciation 
encourages businesses to invest in property to obtain this extra deduction.
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Qualified Property - Special depreciation applies to new tangible property with the 
Modified Accelerated Cost Recovery System (MACRS) class lives of 20 years or fewer. 
Property must be placed in service in calendar year 2008 or 2009. Many exceptions 
exist to these rules, which are discussed in detail on the Internal Revenue Service 
website.

Rates - In most cases, special depreciation allows 50 percent of an asset's cost to be 
depreciated in the year placed in service. After the initial year, normal MACRS 
depreciation rates would apply. A business or individual can opt out of bonus 
depreciation by filing an election statement with the tax return. Elections out of bonus 
depreciation must be made by asset class life.

Future - As of August 2010, Congress had not renewed the bonus depreciation 
provisions of the tax code. Property purchased after December 31, 2009, will not be 
subject to the special depreciation allowance unless an extension is approved.

For more information on this special allowance go the IRS website: 
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Bonus-
Depreciation-and-Increased-Section-179-Deduction-under-the-American-Recovery-
and-Reinvestment-Act

8.  Enter the Effective Income Tax rate.

9.  Enter the Incremental Borrowing Rate.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  This is also known as the Cost of Capital.

10.  Enter the Compounded Investment Rate.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  This is also known as the Rate of Return you could expect if you invested 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . capital instead of buying assets.

11.  Enter the Discount Rate.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  This is also known as the Internal Rate of Return or Opportunity Cost.

8. Select Operating or Capital to define the type of lease in the Type Of Lease field in the 
LEASE area of the screen.

There are two kinds of accounting methods for leases: operating and capital lease. A 
vast majority are operating leases. 

• An Operating lease is treated like renting -- payments are considered operational 
expenses and the asset being leased stays off the balance sheet. 
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• In contrast, a Capital lease is more like a loan; the asset is treated as being owned by 
the lessee, so it stays on the balance sheet. 

• The accounting treatment for Capital and Operating Leases is different, and can have 
a significant impact on taxes owed by the business. A Capital Lease is also called a 
“Finance Lease”.

12.  Enter the lease Prepayment amount, if applicable.

13.  Enter the regular Lease Payment Amount per period.

14.  Enter the Number Of Payments you will make during the life of the lease.

15.  Enter the number of payments you will make during a normal year in the Number Of 
Payments Per Year field.

16.  Enter the number of payments you will make during the first year of the lease into the 
Number of 1st Year Payments field.

17.  Enter the net investment or tax credits you can take on the lease, if applicable into the 
Lease Credit field.

18.  Enter the net expenses in leasing the asset into the Lease Expense field. 

19.  Enter the total cash price of the asset into the Cash Price field in the BUY area of the 
screen.

20.  Enter the investment or tax credit, into the Buy Credit field, you can deduct from the 
depreciable base if you purchase the asset.

21.  Enter the net expenses incurred to purchase the asset into the Buy Expense field.

22.  Use the Reset button to set all fields to their defaults.
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Lease vs. Buy Analysis Options Screen (Depreciation Detail Tab)

Use the Depreciation Detail tab to enter depreciation information for the Asset. The analysis 
provides two columns: Book and FedTax. Complete the information based on the chosen 
Depreciation Method.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Use the BOOK column to enter the information you will use for GL 
depreciation and the FEDTAX column to enter information for tax purposes. If you 
selected Operating in the Type of Lease field on the General Information tab, use the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . LEASE column to enter information related to the operating lease to compare.

1.  Enter the Base Cost of the Asset. This amount can differ from the Cash Price field on the 
General Information tab.

2.  Select the Depreciation Method you want to use to depreciate the Asset. The choices in the 
lookup box will be the tables set up using the Depreciation Tables function (page 3-13). 
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3.  Enter the number of years in the recovery period into the Recovery Period in Years field.

4.  If you use Sum-Of-The-Year's-Digits or Declining-Balance depreciation, you can choose an 
alternative depreciation method in the Switch to Method field for the end of the recovery 
period, if it is to your advantage.

If you do not want to switch methods automatically, select None. If you want to 
switch methods, what you can enter depends on the primary depreciation method 
you select. If you selected SYD (Sum-Of-The-Years’- Digits) for the primary 
depreciation method, you can enter SL (Straight Line).

If you selected a Declining-Balance method, you can enter SYD or SL.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you use a depreciation method other than Sum-Of-The-Years’-Digits or 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Declining-Balance, you must select None.

5.  Enter the number of accounting periods in the Estimated Life in Periods field.

6.  Enter the year and the account period when you want to begin depreciating the asset into 
the Begin Year and Begin Period fields.

7.  The End Year and End Period are calculated from the Estimated Life in Periods, 
Depreciation Begin Year and Depreciation Begin Period fields.

8.  Enter the estimated salvage value the asset will have at the end of its useful life into the 
Salvage Value field. Salvage values are not used in MACRS depreciation calculations.

9.  If you want to apply credits, enter the amount into the Applied Credits field.

10.  If you want to claim all or part of the cost of the Asset as a section 179 Expense, enter the 
amount you want to expense into the 179 Expense field.

11.  The bonus depreciation is an extra amount the government allows during the first year of 
an Asset's life (consult your accountant or IRS regulations regarding the qualifications for 
this). If the Asset is eligible, enter the amount; otherwise, leave the Other Bonus 
Depreciation field blank.

12.  Click OK to calculate the Lease vs. Buy amounts to display on the Lease vs Buy Analysis 
screen.
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Lease vs. Buy Analysis Screen
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13.  Arrange the rows and columns to your liking by clicking on the heading of the field to move 
and drag the heading to the desired location among the other headings.

14.  Click a command button to:

Command Buttons

Name Description

Preview Report
View a preview of the Lease vs Buy Analysis 
as a report. To print the report, click the Print 
button or to export the report to a PDF, 
HTML, MHT, RTF, Excel, or Image File, click 
the Export Document button.

Export Export and save the data as an HTML, XML, 
plain text, or Microsoft Excel document.

Views 
Save the current layout for the Lease vs Buy 
Analysis for using at a later time. You can 
also select, edit, or delete from the multiple 
saved views.

Reset Reset all fields and lists to their default 
selections. 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . L O A N  A M O R T I Z A T I O N

Use the Loan Amortization function to calculate payments based on loan Principal, Type, and 
Interest Rate, to calculate Balloon Payments, and to determine the Down Payment needed to 
get the monthly payment you want. Use this analysis tool to determine the best approach for 
borrowing money.

You can run an amortization for four different types of loans:

• Straight Line - Repayment of a loan through a fixed number of fixed-amount 
monthly installments. While the amount of the installment is same every month, 
however, it is apportioned unequally between interest and principal payments. In 
the early years, the major proportion (as much as 90 percent) of the installment 
amount goes towards payment of the interest. It is only in later years, when most of 
the interest has been paid off, that the principal balance begins to reduce 
significantly. Also called Level Payment Amortization, or Level Debt Service.

• Rule of 78s - A method of allocating the interest charge on a loan across its payment 
periods. Under the Rule of 78s, periods are weighted by comparing their numerical 
values to the sum of all the digits of the periods. The weights are applied in reverse, 
applying large weights to early periods.

• Balloon Payment - An oversized payment due at the end of a mortgage, commercial 
loan or other amortized loan. Because the entire loan amount is not amortized over 
the life of the loan, the remaining balance is due as a final repayment to the lender. 

Balloon payments are often prepackaged into what are called “two-step 
mortgages.” In this type of mortgage, the balloon payment is rolled into a new or 
continuing amortized mortgage at the prevailing market rates. 

Balloon payments can occur within a fixed-rate or adjustable-rate mortgage 
(ARM). 

• Fixed Principal - In a fixed principal loan the principal portion of the installments 
remains constant for the whole term of the loan. Each payment consists of the 
interest on the outstanding balance and a fixed fraction of the principal, i.e. the loan 
amount divided by the number of payments. As the outstanding balance decreases, 
the interest portion of each payment decreases. In combination with the fixed 
principal portion, this results in higher payments at the start of the loan, and lower 
payments towards the end of the loan. Compared to interest only loans and 
standard loans, fixed principal loans generate the lowest total interest charge over 
the term of the loan. The fact that principal payments remain constant can be 
preferable in situations in which tax deductions are mainly based on principal 
repayments.
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To use the Loan Amortization function, follow these steps:

1.  Select Loan Amortization from the Forecasting menu.

Loan Amortization Menu
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2.  The Loan Amortization screen appears.

Loan Amortization Screen (Straight Line)

Straight Line loans are a Repayment of a loan through a fixed number of fixed-amount 
monthly installments. While the amount of the installment is same every month, however, it is 
apportioned unequally between interest and principal payments. In the early years, the major 
proportion (as much as 90 percent) of the installment amount goes towards payment of the 
interest. It is only in later years, when most of the interest has been paid off, that the principal 
balance begins to reduce significantly. Also called level payment amortization, level debt 
service.

3.  Enter a description of the loan in the Description field. 

4.  Select a loan type of Straight Line from the Type field. 

5.  Enter a loan principal amount in the Principal field. This would be the total amount of the 
loan principal minus any down payment.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you leave this field blank, the system calculates the Principal after you 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . enter the payment Amount. 

6.  Enter the annual compound interest rate in the A.P.R. (Annual Percentage Rate) field. 

7.  Select the date the first payment is due from the Date of First field. The date to start paying 
the loan.

8.  Enter the number of payments due per year from the Number per Year field. Usually 12.

9.  Enter the total number of payments needed to fully repay the loan in the Total Number 
field. The total years of the loan times the number per year (30 X 12 = 360).

10.  Enter the payment amount in the Amount field. Usually this would be left blank to have 
the amount calculated from the total loan amount.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you entered an amount in the Principal field, the system automatically 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . calculates the Payments. 

11.  The total amount of Interest and Payments of the life of the loan are displayed in the 
Totals area and cannot be edited.

12.  The Pick Year From and Thru are displayed and can be edited if you wish. The From year 
will be determined by the Date of First field and the Thru year will be determined by the 
Total Number of Payments and Number Per Year amounts.

Pick Year Thru = (Total Number/Number Per Year) + Pick Year From

13.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome 
printers). This makes wide reports easier to read. You can define your default preference 
for the banded rows format on the System Manager Business Rules. You can then override 
your default choice when you print the report.
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14.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Loan Amortization Report (Straight Line) 
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Loan Amortization Screen (Rule of 78s)

Rule of 78s is a method of allocating the interest charge on a loan across its payment periods. 
Under the Rule of 78s, periods are weighted by comparing their numerical values to the sum of 
all the digits of the periods. The weights are applied in reverse, applying large weights to early 
periods.

1.  Enter a description of the loan in the Description field. 

2.  Select a loan type of Rule of 78s from the Type field. 

3.  Enter a loan principal amount in the Principal field. This would be the total amount of the 
loan principal minus any down payment.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you leave this field blank, the system calculates the Principal after you 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . enter the payment Amount. 

4.  Enter the annual compound interest rate in the A.P.R. (Annual Percentage Rate) field. 

5.  Select the date the first payment is due from the Date of First field. The date to start paying 
the loan. 

6.  Enter the number of payments due per year from the Number per Year field. Usually 12.
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7.  Enter the total number of payments needed to fully repay the loan in the Total Number 
field. The total years of the loan times the number per year (4 X 12 = 48).

8.  Enter the payment amount in the Amount field. Usually this would be left blank to have the 
amount calculated from the total loan amount.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you entered an amount in the Principal field, the system automatically 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . calculates the Payments. 

9.  The total amount of Interest and Payments of the life of the loan are displayed in the Totals 
area and cannot be edited.

10.  The Pick Year From and Thru are displayed and can be edited if you wish. The From year 
will be determined by the Date of First field and the Thru year will be determined by the 
Total Number of Payments and Number Per Year amounts.

Pick Year Thru = (Total Number/Number Per Year) + Pick Year From

11.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome 
printers). This makes wide reports easier to read. You can define your default preference 
for the banded rows format on the System Manager Business Rules. You can then override 
your default choice when you print the report.

12.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Loan Amortization Report (Rule of 78s) 
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Loan Amortization Screen (Balloon Payment)

Balloon Payment loans are an oversized payment due at the end of a mortgage, commercial 
loan or other amortized loan. Because the entire loan amount is not amortized over the life of 
the loan, the remaining balance is due as a final repayment to the lender. 

Balloon Payments are often prepackaged into what are called “two-step mortgages.” In this 
type of mortgage, the balloon payment is rolled into a new or continuing amortized mortgage 
at the prevailing market rates. 

Balloon Payments can occur within a fixed-rate or adjustable-rate mortgage (ARM). 

1.  Enter a description of the loan in the Description field. 

2.  Select a loan type of Balloon Payment from the Type field. 

3.  Enter a loan principal amount in the Principal field. This would be the total amount of the 
loan principal minus any down payment.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you leave this field blank, the system calculates the Principal after you 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . enter the payment Amount. 

4.  Enter the annual compound interest rate in the A.P.R. (Annual Percentage Rate) field. 
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5.  Select the date the first payment is due from the Date of First field. The date to start paying 
the loan. 

6.  Enter the number of payments due per year from the Number per Year field. Usually 12.

7.  Enter the total number of payments needed to fully repay the loan in the Total Number 
field. The total years of the loan times the number per year (30 X 12 = 360).

8.  Enter the payment amount in the Amount field. Usually this would be left blank to have the 
amount calculated from the total loan amount.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you entered an amount in the Principal field, the system automatically 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . calculates the Payments. 

9.  The total amount of Interest and Payments of the life of the loan are displayed in the Totals 
area and cannot be edited.

10.  Enter the balloon payment amount in the + Balloon Amount field. This would be the 
amount of the final payment on the loan, which usually is much larger than the rest of the 
payments.

11.  The Pick Year From and Thru are displayed and can be edited if you wish. The From year 
will be determined by the Date of First field and the Thru year will be determined by the 
Total Number of Payments and Number Per Year amounts.

Pick Year Thru = (Total Number/Number Per Year) + Pick Year From

12.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome 
printers). This makes wide reports easier to read. You can define your default preference 
for the banded rows format on the System Manager Business Rules. You can then override 
your default choice when you print the report.
Fixed Assets 5-25



FORECASTING
Loan Amortization5
13.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Loan Amortization Report (Balloon Payment 1st Page) 
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Loan Amortization Report (Balloon Payment Last Page) 
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Loan Amortization Screen (Fixed Principal)

In a Fixed Principal loan the principal portion of the installments remains constant for the 
whole term of the loan. Each payment consists of the interest on the outstanding balance and 
a fixed fraction of the principal i.e. the loan amount divided by the number of payments. As 
the outstanding balance decreases, the interest portion of each payment decreases. In 
combination with the fixed principal portion, this results in higher payments at the start of the 
loan, and lower payments towards the end of the loan. Compared to interest only loans and 
standard loans, fixed principal loans generate the lowest total interest charge over the term of 
the loan. The fact that principal payments remain constant can be preferable in situations in 
which tax deductions are mainly based on principal repayments.

1.  Enter a description of the loan in the Description field. 

2.  Select a loan type of Fixed Principal from the Type field. 

3.  Enter a loan principal amount in the Principal field. This would be the total amount of the 
loan principal minus any down payment.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you leave this field blank, the system calculates the Principal after you 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . enter the payment Amount. 

4.  Enter the annual compound interest rate in the A.P.R. (Annual Percentage Rate) field. 
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5.  Select the date the first payment is due from the Date of First field. The date to start paying 
the loan. 

6.  Enter the number of payments due per year from the Number per Year field. Usually 12.

7.  Enter the total number of payments needed to fully repay the loan in the Total Number 
field. The total years of the loan times the number per year (30 X 12 = 360).

8.  The payment amount in the First Amount field is displayed and cannot be edited. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  This is the amount of the first payment on the loan, calculated from the 
Principal per Period, Principal, A.P.R., Number Per Year and Total Number field 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . amounts.

9.  Enter, if applicable, the principal per period amount in the Principal per Period field. The 
fixed amount of principal you will be paying per period.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you entered an amount in the Principal per Period field, the system 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . automatically calculates the Principal, First Amount, Interest, and Payments.

10.  The total amount of Interest and Payments of the life of the loan are displayed in the 
Totals area and cannot be edited.

11.  The Pick Year From and Thru are displayed and can be edited if you wish. The From year 
will be determined by the Date of First field and the Thru year will be determined by the 
Total Number of Payments and Number Per Year amounts.

Pick Year Thru = (Total Number/Number Per Year) + Pick Year From

12.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome 
printers). This makes wide reports easier to read. You can define your default preference 
for the banded rows format on the System Manager Business Rules. You can then override 
your default choice when you print the report.
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13.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
Fixed Assets 5-31



FORECASTING
Loan Amortization5
Loan Amortization Report (Fixed Principal) 
5-32 Fixed Assets



. .
 . 

.F O R E C A S T I N G
Trial Depreciation
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . T R I A L  D E P R E C I A T I O N

Use the Trial Depreciation function to forecast depreciation for proposed and existing Assets, 
to calculate depreciation for past periods that need to be adjusted, and to compare the results 
of different depreciation strategies. The system prints a Trial Depreciation Schedule for each 
scenario to aid in analyzing data.

To use the Trial Depreciation function, follow these steps:

1.  Select Trial Depreciation from the Forecasting menu.

Trial Depreciation Menu
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2.  The Trial Depreciation screen appears.

Trial Depreciation Screen

3.  Accept the system generated Trial Number. This number increases by one each time a trial 
depreciation schedule is printed. It resets to one when you close to the main menu.

4.  Select the Asset ID from which to copy from the Copy From Asset ID field. Leave this field 
blank to manually fill in all the remaining fields.

5.  Enter a Description for the Asset Trial Depreciation.

6.  Select the Depreciation Type:

• A.M.T. is normally kept to provide an alternative way of calculating depreciation for 
federal tax purposes known as Alternative Minimum Tax. See the appropriate IRS 
publications for details on AMT.

• Book is normally kept for your company’s General Ledger. If you interface Fixed 
Assets with General Ledger, the depreciation calculations for this book are posted to 
the GL Accounts.

• FedTax is normally kept for federal tax purposes. The depreciation calculations in 
this book are used to print the Depreciation Tax Report and for tax filing.
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• Other is normally kept for local tax or informational purposes

7.  Enter the date the asset will be placed in service into the Date Placed in Service field. This 
will default the Depreciation Begin Year and Depreciation Begin Period fields with the 
Period and Year from your Period Conversion table.

8.  Enter the Special Allowance Percent to apply to this Asset.

The special depreciation allowance, commonly referred to as bonus depreciation, 
refers to a special type of accelerated tax depreciation. Bonus depreciation 
encourages businesses to invest in property to obtain this extra deduction.

Qualified Property - Special depreciation applies to new tangible property with the 
Modified Accelerated Cost Recovery System (MACRS) class lives of 20 years or fewer. 
Property must be placed in service in calendar year 2008 or 2009. Many exceptions 
exist to these rules, which are discussed in detail on the Internal Revenue Service 
website.

Rates - In most cases, special depreciation allows 50 percent of an asset's cost to be 
depreciated in the year placed in service. After the initial year, normal MACRS 
depreciation rates would apply. A business or individual can opt out of bonus 
depreciation by filing an election statement with the tax return. Elections out of bonus 
depreciation must be made by asset class life.

Future - As of August 2010, Congress had not renewed the bonus depreciation 
provisions of the tax code. Property purchased after December 31, 2009, will not be 
subject to the special depreciation allowance unless an extension is approved.

For more information on this special allowance go the IRS website: 
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Bonus-
Depreciation-and-Increased-Section-179-Deduction-under-the-American-Recovery-
and-Reinvestment-Act

9.  Enter the number of accounting periods per year, into the Periods Per Year field, or accept 
the default. The number of periods you use for your accounting year will default into this 
field.

10.  In the Base Cost box, use the adjusted cost you would enter on the Acquisition tab (page 
3-28); otherwise, enter a different base cost of the Asset to use in the depreciation 
calculations.

11.  Select the Depreciation Method you want to use to depreciate the Asset. The choices in 
the lookup box will be the tables set up using the Depreciation Tables function (page 3-13).

12.  In the Recovery Period in Years box, enter the number of years in the Asset's depreciable 
life. The number you enter here is used to calculate the number of periods in the estimated 
life of the Asset.
Fixed Assets 5-35



FORECASTING
Trial Depreciation5
13.  If you use Sum-Of-The-Year's-Digits or Declining-Balance depreciation, you can choose an 
alternative depreciation method in the Switch to Method field for the end of the recovery 
period, if it is to your advantage.

If you do not want to switch methods automatically, select None. If you want to switch 
methods, what you can enter depends on the primary depreciation method you 
select. If you selected SYD (Sum-Of-The-Years’- Digits) for the primary depreciation 
method, you can enter SL (Straight Line).

If you selected a Declining-Balance method, you can enter SYD or SL.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you use a depreciation method other than Sum-Of-The-Years’-Digits or 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Declining-Balance, you must select None.

14.  If you entered a Recovery Period in Years, the Estimated Life in Periods field is completed 
automatically. If you did not enter a Recovery Period in Years, enter the number of periods 
you expect the Asset to last.

15.  Enter the year and the fiscal period when you want to begin depreciating the Asset, into 
the Begin Year and Begin Period fields.

16.  The End Year, and End Period appear and are unavailable to edit.

17.  Enter the percentage of time that the Asset is used for business into the % Bus Use field.

18.  Enter the estimated salvage value the Asset will have at the end of its useful life into the 
Salvage Value field. Salvage Values are not used in MACRS depreciation calculations.

19.  If you want to apply credits, enter the amount into the Applied Credits field.

20.  If you want to claim all or part of the cost of the Asset as a section 179 Expense, enter the 
amount you want to expense into the 179 Expense field.

21.  The bonus depreciation is an extra amount the government allows during the first year of 
an Asset's life (consult your accountant or IRS regulations regarding the qualifications for 
this). If the Asset is eligible, enter the amount; otherwise, leave the Other Bonus 
Depreciation field blank.

22.  Prior Eligible Depreciation is the total potential depreciation that could be taken as of the 
end of the last fiscal year if you took depreciation on the Asset in previous years. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  If this is a new asset, leave this field blank.

23.  Use the Prior Depreciation Taken field to enter the total depreciation taken on the Asset 
as of the end of the last fiscal year, if you took depreciation on the Asset in previous years.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  If this is a new asset, leave this field blank.
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24.  Enter, if the depreciation was taken in previous years, the number of years the asset has 
been depreciated into the Number of Year in Prior Depreciation field. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  This number cannot exceed the estimated life of the asset.

25.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . F U T U R E  D E P R E C I A T I O N  R E P O R T

Use the Future Depreciation Report function to produce a report listing the depreciation 
expense for a future year you specify. The report can be printed for all Assets or a range of 
Assets, and can be printed in summary or detail.

To print the Future Depreciation Report, follow these steps:

1.  Select Future Depreciation Report from the Forecasting menu.

Future Depreciation Report Menu
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2.  The Future Depreciation Report screen appears.

Future Depreciation Report Screen

3.  Use the Data Filter to select the range of filtering options, or leave the filter blank to include 
all available data.

4.  Select the depreciation type for the report from the Depreciation Type field. 

• A.M.T. is normally kept to provide an alternative way of calculating depreciation for 
federal tax purposes known as Alternative Minimum Tax. See the appropriate IRS 
publications for details on AMT.

• Book is normally kept for your company’s general ledger. If you interface Fixed 
Assets with General Ledger, the depreciation calculations for this book are posted to 
the GL accounts.

• FedTax is normally kept for federal tax purposes. The depreciation calculations in 
this book are used to print the Depreciation Tax Report and for tax filing.

• Other is normally kept for local tax or informational purposes
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5.  Select the year for which to generate the report from the Fiscal Year field. 

6.  Select the type of report to print in the View section; Detail or Summary.

7.  Select the Include Subtotals check box to include subtotals in the report. 

8.  Select the sorting criterion from the Sort By section; Asset ID, GL Asset Account, or Fiscal 
Period.

9.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Using the Interactive Views Menu
. 

U S I N G  T H E  I N T E R A C T I V E  V I E W S  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M E N U

With the functions on the Interactive Views menu, you can view but not change the following 
payable information:

• Asset information

• Depreciation information

• Asset Service information

• Retired Asset information

Use these functions if you need to examine (but not change) an asset record, depreciation 
information, an asset’s service records and retired asset information. 

Using Interactive Views you can easily and quickly build and manipulate tables to display 
information. After selecting from the available criteria to display as filter fields, data items, 
column fields, or row fields, you can highlight columns and rows to have the selected rows and 
columns display as a graph below the table. To include multiple rows or columns in the graph, 
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all 
rows or columns between the first and second click) shortcuts, after selecting the first row and 
column. 

S o r t i n g  a n d  F i l t e r i n g
When you arrange the columns to your liking, you can sort, group, or filter the data by the 
column's contents. To sort and filter the data, right-click a column heading and use the 
functions outlined in the table below.

Button Name Select To

Sort Ascending

Sort the selected column’s data in ascending order.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can also accomplish this task by clicking 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the column heading until  appears.

Sort Descending

Sort the selected column’s data in descending order.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can also accomplish this task by clicking 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the column heading until  appears.

Clear Sorting Remove all sorting options and revert to the default view.
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F i l t e r i n g  b y  a n  I n d i v i d u a l  C o l u m n
To create a filter for a single column, click the funnel icon that appears once you place the 
cursor in the associated column and then select a filter option from the dropdown menu. 

Group By This 
Column

Group the identical entries from this column into a single group.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
NOTE:  If you group by column entry, you can right-
click on the grouped column heading to select from 
the options outlined in this table, or choose Full 
Expand to expand all of the grouped entries, Full 
Collapse to collapse all of the grouped entries, or 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .UnGroup to undo the grouped entry.

Column Chooser

Open the Customization window. With the Customization window 
open, you can click and drag columns to the window to remove 
them from the screen or click and drag columns from the window 
to place them back onto the screen.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

NOTE:  You can also remove a column from the 
form by clicking on the heading of the column and 
dragging it to the bottom of the screen and releas-

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .ing it when your cursor changes to an X.

 

Best Fit Adjust the selected column to resize the column for the best view 
of that column’s data.

Clear Filter Remove all filter options and revert to the default view.

Filter Editor See “Filtering Across All Columns” in the General Information 
guide for more information.

Best Fit (all 
columns)

Adjust all columns to resize for the best view all of the data at 
once.

Select To

(Custom)
Enter criteria for filtering the selected column. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .NOTE:  View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.
(Non 
blanks) Display only entries with information in the selected column.
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. 

From the drop down menu, you can also select from the entries in the selected column to 
group the column by the selected entry.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering 
criteria for the selected column from the drop down menus, then enter a string of text or 
numbers to complete the condition and click OK.

S o r t i n g  a n d  F i l t e r i n g  P i v o t  C h a r t  D a t a
Right-click on the pivot table gray area or a field button when in Pivot Chart View for each 
application, to use the following functions: 

Select To

Refresh the data in the tables.

Remove the selected criterion from the 
table.

Move the selected criterion to the beginning, 
left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and 
drag the applicable fields to the desired 
locations.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Note: See instructions in the “Filtering Across All Columns” in the General 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Information guide section for more information on filtering.

Close the PivotGrid Field List.

Select To
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A S S E T  V I E W

Use the Asset View to see a list of New, Active, and Suspended Fixed Assets. This is a view-only 
function. To make edits or adjustments to Fixed Assets, use the Fixed Assets function under 
Setup and Maintenance.

To use the Asset View, follow these steps:

1.  Select Asset View from the Interactive Views menu.

Asset View Menu
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2.  The Asset View screen appears.

Asset View Screen

3.  Use the Data Filter to select the range of filtering options, or leave the filter blank to include 
all available data.

4.  Click Apply Filter to populate the grid with data.

5.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter, and 
the Interactive Views section in the General Information guide for more details on using the 
Asset View.

6.  Double click on the blue Asset ID, to drill down to see details on the Asset selected.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D E P R E C I A T I O N  V I E W

Use the Depreciation View to see Asset-specific depreciation information. This is a view-only 
function. To make edits or adjustments to the depreciation of specific Fixed Assets, use the 
Depreciation tab in the Fixed Assets function under the Setup and Maintenance menu. 

To use Depreciation View, follow these steps:

1.  Select Depreciation View from the Interactive Views menu.

Depreciation View Menu
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2.  The Depreciation View screen appears.

Depreciation View Screen (Summary)

3.  Use the Data Filter to select the range of filtering options, or leave the filter blank to include 
all available data.

4.  Click Apply Filter to populate the grid with data.

5.  Click the Plus (+) next to an Asset ID to see more details on the depreciation on that Asset.
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. 

Depreciation View Screen (Expanded)

6.  Double click on the blue Asset ID to drill down to see details on the Asset selected.

7.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter, and 
the Interactive Views section in the General Information guide for more details on using the 
Depreciation View.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A S S E T  S E R V I C E  V I E W  

Use the Asset Service View to see service information for Assets. This is a view-only function. 
To make edits or adjustments to the service of specific Fixed Assets, use the Service tab in the 
Fixed Assets function under the Setup and Maintenance menu. 

To use the Asset Service View, follow these steps:

1.  Select Asset Service View from the View menu.

Asset Service View Menu
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2.  The Asset Service View screen appears.

Asset Service View Screen

3.  Use the Data Filter to select the range of filtering options, or leave the filter blank to include 
all available data.

4.  Click Apply Filter to populate the grid with data.

5.  Double click on the blue Asset ID, to drill down to see details on the Asset selected.

6.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter, and 
the Interactive Views section in the General Information guide for more details on using the 
Asset Service View.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . R E T I R E D  A S S E T  V I E W

Use the Retired Asset View to see view-only information on your retired Assets.

To use Retired Asset View, follow these steps:

1.  Select Retired Asset View from the Interactive View menu.

Retired Asset View Menu
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2.  The Retired Asset View screen appears.

Retired Asset View Screen

3.  Use the Data Filter to select the range of filtering options, or leave the filter blank to include 
all available data.

4.  Click Apply Filter to populate the grid with data.

5.  Double click on the blue Asset ID, to drill down to see details on the Asset selected.

6.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter, and 
the Interactive Views section in the General Information guide for more details on using the 
Retired Asset View.
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Before you use the Reports functions, complete the following tasks:

• Set up your Period Depreciation information, Depreciation Tables, and Fixed Assets 
using the Setup and Maintenance functions.

• Verify your Period Depreciation information, Depreciation Tables, and Fixed Assets, 
using the Master Lists and the Interactive Views functions.

• Calculate and Post your Period Depreciation for your Assets.

Below is a summary of the Reports. 

Use the Reports functions to perform these tasks:

• The Additions Journal (page 7-5) contains the Asset acquisition data that you 
entered in the Fixed Assets function. The Additions Journal provides information on 
Class, Tag Number, Tax Class, Acquisition Date, Location, Service Data, and Date the 
Asset was Placed Into Service.

• The Retirements Journal (page 7-9) displays the Reason For Retirement, Retirement 
Code, Estimated Depreciable and Actual Depreciable Life, and Base and Depreciation 
Costs retired for the retired Assets you select. Use this information to analyze the 
depreciation of Assets that have been retired but not deleted.

• The Asset Value Report (page 7-13) displays the Book, Assessed, Insured, and At-
Risk Value of each Asset. Use it to review the individual or net value of your Assets 
and to evaluate your insurance coverage.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A D D I T I O N S  J O U R N A L

The Additions Journal contains the Asset Acquisition data that you entered in the Fixed Assets 
function. The Additions Journal provides information on Class, Tag Number, Tax Class, 
Acquisition Date, Location, Service Data, and Date the Asset was Placed Into Service.

To produce the Additions Journal, follow these steps:

1.  Select Additions Journal from the Reports menu. 

Additions Journal Menu
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2.  The Additions Journal screen appears.

Additions Journal Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the sorting criterion from the Sort By section; Asset Group, Asset ID, GL Asset 
Account, Tag Number, Tax Class, Acquisition Date, Location, Last Service Date and Next 
Service Date.
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5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . R E T I R E M E N T S  J O U R N A L

The Retirements Journal displays the Reason for retirement, Retirement Code, Estimated 
Depreciable and Actual Depreciable Life, and Base and Depreciation Costs retired for the 
retired Assets you select. Use this information to analyze the depreciation of Assets that have 
been retired but not deleted.

To produce a Retirements Journal, follow these steps:

1.  Select Retirements Journal from the Reports menu.

Retirements Journal Menu
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2.  The Retirements Journal screen appears.

Retirements Journal Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the sorting criterion from the Sort By section; Asset Group, Tax Class, Asset ID, 
Retirement Code, GL Asset Account, and Location.

5.  Select a command button:

Command Buttons

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.

Name Description
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A S S E T  V A L U E  R E P O R T

The Asset Value Report displays the Book, Assessed, Insured, and At-Risk Value of each Asset. 
Use it to review the individual or net value of your Assets and to evaluate your insurance 
coverage.

To produce an Asset Value Report, follow these steps:

1.  Select Asset Value Report from the Reports menu.

Asset Value Report Menu
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2.  The Asset Value Report screen appears.

Asset Value Report Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the Asset Description check box to include the description of assets in the report. 

5.  Select the sorting criterion from the Sort By section; Asset ID, Location, Asset Group, Tax 
Class, GL Asset Account, and Tag Number.
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6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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.Y E A R  E N D
Using the Year End Menu
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . U S I N G  T H E  Y E A R  E N D  M E N U

Preparing to Use the Year End Menu

Before you use the Year End menu functions, complete these tasks:

• Complete the Period Work for the Fiscal Year.

• Back up your data files.

• Print the Additions Journal and the Retirements Journal for your records and as an 
audit trail.

Using the Year-End Functions 

Use the functions on the Year End menu to perform these tasks:

Print all of your year-end reports in order as follows before you perform Year-End 
Maintenance:

• Depreciation Comparison Report - The Depreciation Comparison Report (page 8-5) 
shows the Base Costs, Depreciation Methods, Accumulated and Year-To-Date 
Depreciation, and Year-To-Date Difference between any two Depreciation book 
Types you choose. Use this report to compare the effect of depreciation amounts 
and methods.

• Gains and Losses Report - The Gains and Losses Report (page 8-9) shows 
Acquisition, In-Service and Retirement Dates, Base Cost, Depreciation, and 
Reduction Amounts Retired, Net Sale Proceeds, and Gain or Loss from the disposal 
of Retired Assets used to determine if you need to make an adjusting entry in the 
General Ledger.

• Depreciation Summary Report - The Depreciation Summary Report (page 8-13) 
displays the Base Costs, Depreciation Methods, Accumulated and Year-To-Date 
Depreciation, Remaining Depreciable Base, and Estimated Life for all four Types of 
Depreciation. Use the Depreciation Summary Report to review Depreciation 
Methods and Amounts and, to collect the information you need for your tax forms.

• Credit Summary Report - The Credit Summary Report (page 8-17) displays the Base 
Cost, Depreciation Methods, 179 Expenses, and Adjusted Base Costs, Applied Credit 
Amounts, and Percentages of Adjusted Base Costs for each Depreciation Method. 
Use the Credit Summary Report as a resource when filling out IRS form 3468, 
“Computations of Investment Credit.”
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• Credit Recapture Report - The Credit Recapture Report (page 8-21) shows the 
Estimated and Actual Asset Life, the difference between the Estimated and Actual 
Life in Periods, the Total Credit Amount Retired, and the Recapture Amounts for 
Retired Assets. Use this report to provide information when completing IRS form 
4255.

• Property Assessment Schedule - The Property Assessment Schedule (page 8-25) 
shows the Assessment Date, Assessed Value, Percentage Of Business Use, Property 
Type, and Status for specified Asset IDs. The schedule is organized by Tax District. 
Use it to view the local tax assessment and valuations and as a resource when filling 
out local tax returns.

• Depreciation Tax Report - The Depreciation Tax Report (page 8-29) shows the Listed 
Assets on file; the 179 Expenses associated with Assets Placed In Service during the 
specified tax year; the MACRS Depreciation for Assets Placed In Service during the 
specified tax year; the Depreciation Taken on Non-Listed Assets and Assets Placed In 
Service before the specified tax year; and a summary of IRS form 4562. Use the 
report as a resource when completing Form 4562.

• After you print the reports, perform Year-End Maintenance (page 8-41).

• Once Year-End processing is complete, print the Percent of Business Use Report - 
The Percent of Business Use Report (page 8-49) shows the Percentage of Business 
Use, Estimated Asset Life and Depreciation Method, Base Cost, Accumulated Eligible 
Depreciation, Accumulated Depreciation Taken, and Annual Depreciation for all four 
Book Types.

• When you have printed the Percent of Business Use Report, you can begin 
processing assets for the new fiscal year.
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.Y E A R  E N D
Depreciation Comparison Report
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D E P R E C I A T I O N  C O M P A R I S O N  R E P O R T

The Depreciation Comparison Report shows the Base Costs, Depreciation Methods, 
Accumulated and Year-To-Date Depreciation, and Year-To-Date Difference between any two 
Depreciation book Types you choose. Use this report to compare the effect of depreciation 
amounts and methods.

To produce the Depreciation Comparison Report, follow these steps:

1.  Select Depreciation Comparison Report from the Year-End menu.

Depreciation Comparison Report Menu
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2.  The Depreciation Comparison Report screen appears.

Depreciation Comparison Report Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the two of deprecation types to compare from the Depreciation Types Compare and 
To section.

5.  Select the Period and Year from the Fiscal Date section to include the year to date 
depreciation taken through the selected period on the report.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  When the Compute Period Depreciation is calculated and posted the year to 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . date depreciation taken will get updated for each period.

6.  Select the sorting criterion from the Sort By section; Asset Group, Asset ID, GL Asset 
Account, Accumulated Depreciation Account, Depreciation Expense Account, Location, 
Tax Class, and Depreciation Method.
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 . 

.Y E A R  E N D
Depreciation Comparison Report
. 

7.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Depreciation Comparison Report
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.Y E A R  E N D
Gains and Losses Report
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . G A I N S  A N D  L O S S E S  R E P O R T

The Gains and Losses Report shows Acquisition, In-Service and Retirement Dates, Base Cost, 
Depreciation and Reduction Amounts Retired, Net Sale Proceeds, and Gain or Loss From the 
Disposal of Retired Assets used to determine if you need to make an adjusting entry in the 
General Ledger.

To produce the Gains and Losses Report, follow these steps:

1.  Select Gains and Losses Report from the Year-End menu.

Gains and Losses Report Menu
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2.  The Gains and Losses Report screen appears.

Gains and Losses Report Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the sorting criterion from the Sort By section; Asset Group, Asset ID, Retirement 
Code, and GL Asset Account.
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 . 

.Y E A R  E N D
Gains and Losses Report
. 

5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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 . 

.Y E A R  E N D
Depreciation Summary Report
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D E P R E C I A T I O N  S U M M A R Y  R E P O R T

The Depreciation Summary Report displays the Base Costs, Depreciation Methods, 
Accumulated and Year-To-Date Depreciation, Remaining Depreciable Base, and Estimated Life 
for all four Depreciation Types. Use the Depreciation Summary Report to review Depreciation 
Methods and Amounts and to collect the information you need for your tax forms.

To produce the Depreciation Summary Report, follow these steps:

1.  Select Depreciation Summary Report from the Year-End menu.

Depreciation Summary Report Menu
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2.  The Depreciation Summary Report screen appears.

Depreciation Summary Report Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the Period and Year from the Fiscal Date section to include the year to date 
depreciation taken through the selected period on the report.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  When the Compute Period Depreciation is calculated and posted the year to 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . date depreciation taken will get updated for each period.

5.  Select the sorting criterion from the Sort By section; Asset Group, GL Asset Account, 
Depreciation Expense Account, Tax Class, Acquisition Date, Asset ID, Accumulated 
Depreciation Account, and Location.
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. .
 . 

.Y E A R  E N D
Depreciation Summary Report
. 

6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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 . 

.Y E A R  E N D
Credit Summary Report
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C R E D I T  S U M M A R Y  R E P O R T

The Credit Summary Report displays the Base Cost, Depreciation Methods, 179 Expenses and 
Adjusted Base Costs, Applied Credit Amounts, and Percentages of Adjusted Base Costs for each 
Depreciation Method. Use the Credit Summary Report as a resource when filling out IRS form 
3468, “Computations of Investment Credit.”

To produce the Credit Summary Report, follow these steps:

1.  Select Credit Summary Report from the Year-End menu.

Credit Summary Report Menu
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2.  The Credit Summary Report screen appears.

Credit Summary Report Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the sorting criterion from the Sort By section; Asset Group, GL Asset Account, 
Depreciation Expense Account, Tax Class, Acquisition Date, Asset ID, Accumulated 
Depreciation Account, and Location.
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. .
 . 

.Y E A R  E N D
Credit Summary Report
. 

5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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 . 

.Y E A R  E N D
Credit Recapture Report
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C R E D I T  R E C A P T U R E  R E P O R T

The Credit Recapture Report shows the Estimated and Actual Asset Life, the Difference 
between the Estimated and Actual Life In Periods, the Total Credit Amount Retired, and the 
Recapture Amounts for Retired Assets. Use this report to provide information when 
completing IRS form 4255.

To produce the Credit Recapture Report, follow these steps:

1.  Select Credit Recapture Report from the Year-End menu.

Credit Recapture Report Menu
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2.  The Credit Recapture Report screen appears.

Credit Recapture Report Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the sorting criterion from the Sort By section; Asset Group, Asset ID, Retirement 
Code, and GL Asset Account.
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 . 

.Y E A R  E N D
Credit Recapture Report
. 

5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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.Y E A R  E N D
Property Assessment Schedule
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P R O P E R T Y  A S S E S S M E N T  S C H E D U L E

The Property Assessment Schedule shows the Assessment Date, Assessed Value, Percentage 
of Business Use, Property Type, and Status for specified Asset IDs. The schedule is organized by 
Tax District. Use it to view the local tax assessment and valuations and as a resource when 
filling out local tax returns.

To produce the Property Assessment Schedule, follow these steps:

1.  Select Property Assessment Schedule from the Year-End menu.

Property Assessment Schedule Menu
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2.  The Property Assessment Schedule screen appears.

Property Assessment Schedule Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

4.  Select the range of federal tax percentages of business use to include from the Federal Tax 
Percent Business Use section.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Leave the fields at their defaults (From 0, Thru 100) to include assets with any 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . percentage of business use in the report. 

5.  Select the sorting criterion from the Sort By section; Asset ID, Asset Group, Tax District 1, 
Tax District 2, Tax District 3, GL Asset Account, and Tax Class.
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 . 

.Y E A R  E N D
Property Assessment Schedule
. 

6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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.Y E A R  E N D
Depreciation Tax Report
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D E P R E C I A T I O N  T A X  R E P O R T

The Depreciation Tax Report shows the Listed Assets on file; the 179 Expenses associated with 
Assets placed in service during the specified tax year; the MACRS depreciation for Assets 
placed in service during the specified tax year; the depreciation taken on Non-Listed Assets 
and Assets placed in service before the specified tax year; and a summary of IRS form 4562. 
Use the report as a resource when completing Form 4562.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Do not file any portion of the Depreciation Tax Report with the IRS. It is for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . information only to aid in the completion of Form 4562.

To produce the Depreciation Tax Report, follow these steps:

1.  Select Depreciation Tax Report from the Year-End menu.

Depreciation Tax Report Menu
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2.  The Depreciation Tax Report screen appears.

Depreciation Tax Report Screen

3.  The Depreciation Status of each Depreciation Type is displayed. The following fields are 
displayed for information purposes only:

• Fiscal Year - your current fiscal year, from the Period Depreciation Setup (page 
3-21).

• Current Status - the status of the current Compute Period Depreciation (page 4-5). 
None is displayed if nothing is currently calculated. Period Depreciation is displayed 
if the Calculate has been run, but not posted.

• Periods in Year - displays the number of periods you have in your fiscal year (usually 
12).

• Periods Processed - shows the number of periods that have had the Compute 
Period Depreciation (page 4-5) calculated and posted.

4.  Select the sections to include in the report from the Include section:
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.Y E A R  E N D
Depreciation Tax Report
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The Depreciation Tax Report consists of sections, reflecting information for 
parts I, II, III, and V(a) of IRS Form 4562. You may choose to print any or all sections 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . of the report. 

The sections to include in printing the report are as follows:

• Listed Assets Schedule - Shows the listed Assets on file. Assets with more than 50 
percent business use are listed first; then Assets with 50 percent business use or less 
are listed. This section is used as a resource for Part V, Section A of IRS Form 4562.

• 179 Expenses Schedule - Shows the 179 Expenses associated with Assets placed in 
service during the specified tax year. It also lists the 179 Expense amount from the 
Listed Assets Schedule (if you selected it to print). This section is used as a resource 
when filling out Part I of IRS Form 4562.

• New MACRS Assets Schedule - Shows the MACRS depreciation for Assets placed in 
service during the specified tax year. It is organized in order of depreciable life of the 
property. This section is used as a resource when completing Part II of IRS Form 
4562.

• Special Allowance Schedule - Shows General Depreciation System (GDS) and Listed 
Assets placed in service during the tax year, and any special depreciation allowance 
claimed for those Assets. Use the Special Allowance Schedule as a resource when 
filling out Part II of IRS Form 4562.

In both sections of the schedule (New GDS Assets and New Listed Properties with
more than 50% business use), the Basis for Allowance is calculated as:

(Base Cost - Salvage Value - 179 Expense - Applied Credits)

• Other Depreciation Schedule - Shows the depreciation taken on Non-Listed Assets 
and Assets placed in service before the specified tax year. This section is used a 
resource when completing Part III of IRS Form 4562.

• Tax Form 4562 Summary - Summary report of the four sections listed above to aid 
completion of IRS Form 4562. This section is used as a resource when completing 
Parts I-IV and Part V, Section A of the IRS Form 4562.

5.  In the Tax Form 4562 Amounts section, enter the following information:

• Enter, if applicable, the maximum amount of section 179 deduction you can claim in 
the Maximum Dollar Limitation field. The amount defaulted in the field comes from 
the Maximum Limit field in the Business Rules (page 3-5) for Fixed Assets.

• Enter, if applicable, the threshold cost of section 179 property, before reduction, in 
the Threshold Cost-179 Expense field. The amount defaulted in the field comes from 
the Threshold Limit field in the Business Rules (page 3-5) for Fixed Assets.
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• Enter, if applicable, the amount from Line 13, if you filed Form 4562 for the prior tax 
year, in the Prior Year Disallowed Deductions field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The carryover of disallowed deductions from the prior tax year is the amount 
of section 179 property, if any, elected to be expensed in previous years, but not 
allowed as a deduction because of the taxable income limitation. The number in this 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . box appears on Line 10 of the Tax Form 4562 Summary report.

• Enter, if applicable, the taxable income computed without regard to any Section 179 
Expense deduction in the Tax Year Taxable Income field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The number in this field appears on Line 11 of the Tax Form 4562 Summary 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . report. 

6.  In the Evidence of Business Use section, select the following:

• Select the Claimed check box, if applicable, to have the response appear on Line 22a 
of the Tax Form 4562 Summary report. 

• Select the Written check box, if applicable, to have the response appear on Line 22b 
of the Tax Form 4562 Summary report.

7.  Check the box in the Amount Formatting to display your dollar amounts as Dollar 
Rounding, or uncheck the box to display with both dollars and cents.

8.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
8-32 Fixed Assets



. .
 . 

.Y E A R  E N D
Depreciation Tax Report
. 

Listed Asset Schedule Report
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179 Expenses Schedule Report
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New MACRS Assets Schedule Report
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Special Allowance Schedule Report
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Other Depreciation Schedule Report
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Tax Form 4562 Summary Page 1
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Tax Form 4562 Summary Page 2
Fixed Assets 8-39



YEAR END
Depreciation Tax Report8
8-40 Fixed Assets



. .
 . 

.Y E A R  E N D
Year-End Maintenance
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Y E A R - E N D  M A I N T E N A N C E

Use the Year-End Maintenance process to perform these tasks:

• Add YTD Depreciation Taken to Accumulated Depreciation Taken on the 
Depreciation tab of the Fixed Assets setup (page 3-34). 

• Add YTD Depreciation Taken to Accumulated Eligible Depreciation on the 
Depreciation tab of the Fixed Assets setup (page 3-34). 

• Reset the YTD Depreciation Taken field to zero on the Depreciation tab of the Fixed 
Assets setup (page 3-34). 

• Calculate Scheduled Annual Depreciation for next year on the Depreciation tab of 
the Fixed Assets setup (page 3-34).

• Increment the Current FY field by one on the Depreciation tab of the Fixed Assets 
setup (page 3-34). 

• Reset the Beginning Period to Process, Ending Period to Process and Periods 
Processed This Year fields to zero in the Period Depreciation Setup (page 3-21).

• Increment the Current Fiscal Year by one to set it to your new Fiscal Year in the 
Period Depreciation Setup (page 3-21).

• Delete assets retired before a date you specify. 

You can perform year-end maintenance on any or all types of depreciation.

• A.M.T. is normally kept to provide an alternative way of calculating depreciation for 
federal tax purposes known as Alternative Minimum Tax. See the appropriate IRS 
publications for details on AMT.

• Book is normally kept for your company’s General Ledger. If you interface Fixed 
Assets with General Ledger, the depreciation calculations for this book are posted to 
the GL Accounts.

• FedTax is normally kept for federal tax purposes. The depreciation calculations in 
this book are used to print the Depreciation Tax Report and for tax filing.

• Other is normally kept for local tax or informational purposes.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Use this process to reset your Period Depreciation Setup (page 3-21) fields to 
your new year, don’t manually change the fields in the setup. Manually changing the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . fields does not properly run through all the processes and set the fields correctly.
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When the Year-End Maintenance has completed a log will automatically appear containing 
information on each asset, with information about what has been processed for the past year 
for each Depreciation Type selected.

To perform Year-End Maintenance, follow these steps:

1.  Select Year-End Maintenance from the Year-End menu.

Year-End Maintenance Menu
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2.  The Year-End Maintenance screen appears.

Year-End Maintenance Screen

3.  Select the Do the following, then check the box, check box: 

• Process All Periods. 

• Print Year-End Reports. 

• Print Retirements Journal. 

• Print Additions Journal. 

• Back up data files.

4.  Select, if applicable, a date for which to remove all Retired Assets with a Retirement Date 
prior to the date selected in the Remove Assets Retired Before field. 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  This will completely remove the retired Assets prior to the date indicated 
from the system. Those Assets will no longer be available for reports and interactive 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . views information.

5.  Enter any applicable comments in the Comments field. 

6.  Select the Process check box, adjacent to the depreciation types, for which you want to 
perform Year-End Maintenance. Use the Select All button to select all the Depreciation 
Types, or the Unselect All button to remove the selection for all Depreciation Types.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Checking the box will process the information listed at the beginning of this 
section and reset the fields in the Period Depreciation Setup for the selected 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Depreciation Types. Those not selected will have nothing processed for them.

7.  The Status is displayed for the Current Status of the Compute Period Depreciation for each 
depreciation type. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If the status displays Warning: Unposted Current Depreciation do not process 
the Year-End function, you will not get a complete year’s depreciation posted. Post 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . your current period depreciation process.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If the status displays Partial Year do not process the year end function, you 
will not get a complete year’s depreciation posted. Calculate and post your current 
period depreciation process and any subsequent periods that have not been 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . processed.
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8.  Click a command button to: 

Command Buttons

Activity Log Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Post Run - The system generated number used to identify the post appears.

Run Time - The date and time the post was made appear.

Description - The post description appears.

User ID - The user who performed the post appears.

Comments - Comments entered for the post appear.

Print Log - Print the post log from the selected post.

Name Description

OK Begin processing year-end maintenance.

Activity Display the Activity Log to view period 
depreciation activity. 

Reset Reset all fields and lists to their default 
selections. 

Select All Select all of the depreciation types. 

Unselect All Unselect all of the selected depreciation 
types.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Year-End Maintenance Log
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P E R C E N T  O F  B U S I N E S S  U S E  R E P O R T

The Percent of Business Use Report shows the Percentage of Business Use, Estimated Asset 
Life and Depreciation Method, Base Cost, Accumulated Eligible Depreciation, Accumulated 
Depreciation Taken, and Annual Depreciation for all four book Depreciation Types.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Run the report immediately after you complete Year-End Maintenance to 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . insure that the report is accurate.

To produce the Percent of Business Use Report, follow these steps:

1.  Select Percent of Business Use Report from the Year-End menu.

Percent of Business Use Report Menu
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2.  The Percent of Business Use Report screen appears.

Percent of Business Use Report Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data.

4.  Select the range of federal tax percentages of business use to include from the Federal Tax 
Percent Business Use section.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Leave the fields at their defaults (From 0, Thru 100) to include assets with any 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . percentage of business use in the report. 

5.  Select the sorting criterion from the Sort By section; Asset Group, Asset ID, GL Asset 
Account, Accumulated Depreciation Account, Depreciation Expense Account, Location, 
and Tax Class.
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6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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