
Last Updated:  8/28/07 1

Desk Guide  
Capital Improvements  

 
This guide presents instructions to add a depreciation record for a capital improvement.  The guide includes 
screen shots and tips for each part of the process.  Please note that screen shots are for a capitalized 
improvement to an owned building without an existing depreciation record. 
 
Open building screen.  Click depreciation menu. 
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Click O.K. 
Complete the required information on the General tab.  Status must be approved. 

 
 
Click Cost tab. 
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Complete the required information on the Cost tab. 
Click Update. 
 

 
 
Click O.K. 
 
 
 
 
 
 
 
 
 
 
 
 



Last Updated:  8/28/07 4

Click 
O.K.
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You will be moved to the Summary tab.   
 

 
 
Click the Funding tab. 
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Fill in the required information on the funding tab. 
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Click update. 
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Click O.K. 
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Click close. 
 
 

 
 
The main property record will appear.  Click on the depreciation tab to confirm correct 
capital improvement information.  After reviewing, click close.  The main property 
record will appear again.  Click close and click save when prompted. 


