
Adding Construction in Progress 
Items and Additions



Adding Construction 
in Progress – Tab 1
1. Click Add Mode.
2. Enter Asset ID number for CIP item.
3. Tab over to Description to enter 

specific description.
4. Tab down to enter Subclass for 

CIP.
5. Use mouse to click on Capitalized 

Asset box.



Adding Construction in 
Progress – Tab 2 
1. Enter or search and select the 

Inventory Item ID for Construction In 
Progress.

2. Enter Date Acquired for beginning of 
project.

3. Select Accounts/Audit button.



Adding Construction 
in Progress – 
Accounts/Audit Button 
1. On the Accounts/Audit button, 

enter the Expense Account(s),  
Amount and then click on “Add” to 
enter the distributed amount in the 
list view.  Then click “Close”.  

2. Multiple Expense distributions can 
be used if needed.



Adding Construction in 
Progress – Location Tab
1. Use your mouse to click on the 

Location tab and enter or select the 
Cost Center number.

2.  Click “Save”.
3. Note:  If you are prompted for a 

Posting Date, make sure the 
posting date is the same as the 
Date acquired if possible.



Adding Construction in 
Progress – Saved 
Record
1. The CIP record will appear in the 

list view on tab 1 when it is saved.



Adding Construction in 
Progress – New Year 
Addition
1. If there are Additions in the 

following year that is added using 
a new Inventory Item ID on tab 2 of 
Asset Entry/Maintenance.

2. Click on Change Mode on the 
toolbar.

3. Enter Asset ID number.



Adding Construction 
in Progress – New Year 
Addition – Tab 2
1. Use your mouse to navigate to 

tab 2.
2. Enter an Inv. Item ID different from 

the first one, “ADDITIONS” in this 
case.

3. Add the date acquired with a date 
in the next fiscal year.



Adding Construction 
in Progress – New Year 
Addition – Tab 2
1. Use your mouse to navigate to 

tab 2.
2. Enter an Inv. Item ID different from 

the first one, “ADDITIONS” in this 
case.

3. Add the date acquired with a date 
in the next fiscal year.



Adding Construction in 
Progress – New Year 
Addition – Tab 2 – 
Accounts/Audit button

1. Select the Accounts/Audit button.
2. Enter the Expense Account.
3. Enter the Amount of the addition.
4. Click “Add” to add the account 

and amount in the list view.
5. Click “Close”.



Adding Construction in 
Progress – New Year 
Addition – Tab 2 – Saved 
Asset record.

1. Select the Location Tab with your 
mouse.

2. Enter the Cost Center number.
3. Click “Save”.
4. Note:  If you are prompted for a 

Posting Date,  make sure the 
posting date is the same as the 
Date acquired if possible.



Thank You
Questions?
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