
Add / Edit Screen - Overview

Accessing the Add / Edit screen

Adding or editing assets is performed primarily on the Add / Edit screen.

You can access the Add / Edit screen by clicking the Add/Edit button on the toolbar or selecting
Add / Edit Assets from the Assets Menu.
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Add / Edit screen - Tabbed sections

The Add / Edit screen is where you will spend a great deal of your time, so it is very important to
understand how to use this screen to add or edit your asset data. This document will introduce you
to the various sections of the Add / Edit screen.

The Add / Edit screen has the following tabbed sections:

- General - used to enter account numbers and sort codes
- Methods - used to enter method information. Note that the Method section (as shown below)
contains additional tabs - one for each of your methods.
- Notes - used to enter notes about the asset
- Picture - used to link an external picture to the asset
- Document - used to link an external document to the asset
- Auto Mileage - used to enter auto mileage that appears on the IRS Form 4562
- Tracking - asset tracking data is entered on this tab
- CIP (contruction in progress) - used to enter costs for constructed or assembled assets

To move from one tab to another tab, you can either click on the tab or press the F3 key (CMD-T
on a Mac) to move from one tab to the next.

The Asset Tracking and CIP (construction in progress) tabs may not be enabled if you have not
enabled them in the Client Information screen.

To move from one method tab to another method tab, you can either click on the method tab or
press the F2 key (CMD-M on a Mac) to move from one tab to the next.

When adding or editng an asset, you can press the F4 key to save your changes or CMD-S on a
Mac.
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Add / Edit screen - Toolbar

The Toolbar on the Add / Edit screen contains those options that are most frequently used. They
include the following:

- Asset Listing - display the Asset Listing
- First - move to the first asset in the file or the first asset with the same account number
- Previous - move to the prior asset in the file
- Next - move to the next asset in the file
- Last - move to the last asset in the file or the last asset with the same account number
- Add - add a new asset to the file
- Edit - edit the asset currently displayed
- Print - print a report showing all details for the asset displayed
- Delete - delete the asset from the file as if it had never been entered
- Trade - from the drop-down you can perform a trade or undo trade ( see below )
- Dispose - from the drop-down you can dispose asset(s) or undo disposal ( see below )
- Tools - contains additional options that perform useful functions on your asset data ( see below )
- Close - return to the Home screen

Note, the asset displayed when pressing the previous or next buttons will depend on how the
assets are sorted. See the tip at the bottom right of the screen that shows how the assets are
sorted.

Dispose -

- Dispose Asset(s) - this option allows you to fully dispose or partially dispose the asset currently
disposed. It also allows you to perform a bulk sale on any or all assets in your file.
- Undo Disposal - this option will undo a full disposal, partial disposal, or a bulk sale in case you
need to perform the disposal again using new information.

Trade -

- Trade Asset - this opiton allows you to trade (like-kind exchange) an asset in your file.
- Undo Trade - this option will undo a like-kind exchange so you can re-process the trade with new
information.

Tools -

The tools button contains some special options that you will probably need to process your asset
data. Each of the options in the tools button is explained briefly here.

- Duplicate the current asset - if you click this button, a new asset will be added to the file that will
be a clone of the asset displayed when you select this option.
- Split Asset - this option allows you to split an asset into multiple assets.
- Combine Assets - this option allows you to combine two or more assets into one asset.
- Mark Group Check Boxes - this option allows you to quickly mark the group check boxes for one
or more assets.
- Account Setup - displays the Account Setup screen where you can add new account numbers or
sort codes.
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Add / Edit screen - General Tab

In the screen shown below, the General tab is selected.

At the top of the screen, the description of the asset, date acquired, asset status, and other
information is displayed. This information is always displayed no matter what tab is selected.

The General tab is where you enter the account numbers and sort codes that you want to assign
to your assets as well as other information that is unique to each asset.
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Add / Edit screen - Methods tab

If you want to review your method data, click on the Methods tab.

As shown below, when you click on the Methods tab, another set of tabs is displayed that allow
you to select one of the depreciation methods that you are maintaining. In the screen below, the
Book method data is shown, if you want to view your Federal method data, you would click on the
Federal tab.

To view another method's data, you can either click on the method you want to select or press the
F2 to move to the next method. Press CMD-M on a Mac.
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Add / Edit screen - Notes tab

On the screen shown below is the Notes tab. You can enter an unlimited amount of text in the
notes field.
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Add / Edit screen - Picture tab

If you want to save a picture of your asset, you can do this in the picture tab.

Add / Edit Screen - Overview Page 9



Add / Edit screen - Document tab

If you want to save a document related to your asset, you can do this in the Document tab. You
can also enter notes related to the attached document on this tab.
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Add / Edit screen - Auto Mileage tab

If an asset is identified as a vehicle, you will be able to enter mileage and other information on the
Auto Mileage tab. This information will be printed on the IRS Form 4562.
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Add / Edit screen - Asset Tracking tab

The Tracking tab allows you to enter tracking information for your assets. This includes:

- Asset type
- Location of asset
- Whom it is assigned to
- Date assigned
- Asset status

New categories for these tracking fields can be created by you and assigned to your assets. For
example, you can create as many asset types as you need.
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Add / Edit screen - Construction in Progress

If you construct your own assets or have assets that are assembled from multiple pieces or
components, then the Construction in Progress tab will allow you to enter the various components
and costs and, once all costs have been entered, activate the asset and begin depreciating it.
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