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Perform Maintenance Activities

OVERVIEW
The purposes of maintenance are to ( 1 ) add, ( 2 ) change, or ( 3 ) delete default information for the six 
windows identified on the following page. Information that is changed through maintenance can be 
categorized into two types:

( 1 )	� Information that makes it easier to record transactions. An example is information in a lookup 
box to identify customers.

( 2 )	� Information that directly affects the amounts recorded in subsequent transactions. Examples 
include a change in the unit selling price of a product and a pay rate increase for an employee.

In addition to the maintenance tasks described above, other areas of Microsoft Dynamics GP involve 
maintenance. For example, setting up a new company in Microsoft Dynamics GP requires knowledge 
of most maintenance windows and tasks.

Accessing a Maintenance Window.  The second column in the Quick Reference Table on the following 
page shows the sequence of steps necessary to access each maintenance window. Notice that all 
selections for maintenance are from the Cards category.

Additional Windows within Each Maintenance Window.  Each of the six maintenance windows has 
additional windows (sub-windows ) that are accessed from the main window. These sub-windows 
contain additional information related to the main maintenance window. Only certain additional 
windows are used in the project.

Instructions for Each Type of Maintenance Window.  Instructions for using each of the six types of 
maintenance windows is explained in a section that follows. Each section contains window illustrations, 
along with reference tables for adding, changing, and deleting a record. 
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QUICK REFERENCE TABLE

Maintenance Window 
Name

Steps Necessary to  
Access Maintenance Window

Functions Performed by  
Maintenance Window

Customer Maintenance Click Sales  Cards  Customer Used to add a new customer, view 
and/or change data for a customer on 
file, or delete a former customer.

Vendor Maintenance Click Purchasing  Cards  Vendor Used to add a new vendor, view and/
or change data for a vendor on file, or 
delete a former vendor.

Account Maintenance Click Financial  Cards  Account Used to add a new general ledger 
account, view and/or change data for 
an account on file, or delete an 
account no longer being used.

Employee Maintenance Click HR & Payroll  Cards  
Employee

Used to add a new employee, view 
and/or change existing employee 
information, or delete a former 
employee.

Item Maintenance Click Inventory  Cards  Item Used to add a new inventory item, 
view and/or change existing 
information, or delete an item no 
longer being purchased or sold.

Asset General Information 
( fixed asset maintenance)

Click Financial  Cards  General

Note: General is under the Fixed 
Assets section of the Cards category.

Used to add a new fixed asset, view 
and/or change existing information, or 
retire an asset upon sale or other 
disposition.
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Customer Maintenance

OVERVIEW
The following table includes instructions to add a customer record using the Customer Maintenance –  
Main window shown at the top of the following page.

INSTRUCTIONS TO ADD A CUSTOMER RECORD

Location Procedure

Navigation Pane buttons Click Sales  Cards  Customer.

Customer ID box  
  �( see Customer Maintenance – Main 
window)

Type the Customer ID.

Name box Type the customer name.

Class ID box Select the Class ID for the new customer.

Address ID box Type [PRIMARY] in the Address ID box.

Customer Maintenance – Main window Complete the remaining boxes in the Customer Maintenance – Main 
window at the top of the following page for the new customer, to the 
extent the information is available. Some boxes may be inapplicable to 
the new customer.

Customer Maintenance – Accounts 
window  
  

Click the Accounts tab to access the Customer Maintenance – Accounts 
window. Review the default general ledger accounts for the new 
customer and change the information if necessary. Click the OK button.

Customer Maintenance – Options 
window  
  

Click the Options tab to access the Customer Maintenance – Options 
window. Review the default information for the new customer and 
change the information if necessary. Click the OK button.

Customer Maintenance – Main window Review the contents of the Customer Maintenance – Main window for 
completeness and accuracy.

Save button —  
Customer Maintenance – Main window

Click the Save button to save the new customer record.
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Customer Maintenance – Main Window  Sales  Cards  Customer

Customer Maintenance – Accounts Window
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Customer Maintenance – Options Window

Notes:	   ( 1 )  �The default information in each window will differ depending on the company and 
Class ID selected.

	       ( 2 )  �The Customer Maintenance – Address and Customer Maintenance – E-mail windows 
will not be used in the project.
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INSTRUCTIONS TO CHANGE INFORMATION IN AN EXISTING 
CUSTOMER’S RECORD

Location Procedure

Navigation Pane buttons Click Sales  Cards  Customer.

Customer ID box  
  �( Customer Maintenance – Main 

window )

Select the Customer ID of the customer whose record is to be changed.

Customer Maintenance – Main,  
Customer Maintenance – Accounts, 
and Customer Maintenance – Options 
windows

Determine which customer maintenance window contains the 
information to be changed. Access the window if it is not already on the 
screen and enter the revised information.

Save button —  
Customer Maintenance – Main window

Click the Save button to save the revised customer record.

INSTRUCTIONS TO DELETE A FORMER CUSTOMER’S RECORD

Location Procedure

Navigation Pane buttons Click Sales  Cards  Customer.

Customer ID box  
  �( Customer Maintenance – Main 

window )

Select the Customer ID of the customer being deleted.

Delete button Click the Delete button to delete the customer.

Microsoft Dynamics GP’s  
“delete this record” message

When the delete message appears, click Delete to delete the customer.

Second message If there are transactions in the current year or a balance due from a prior 
year for the selected customer, a warning message appears saying that 
you cannot delete the customer’s record. If the warning message 
appears, click the OK button.

The following tables include instructions to change information in an existing customer’s record or to 
delete a former customer’s record using the Customer Maintenance – Main window. 
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Vendor Maintenance

OVERVIEW
The following table includes instructions to add a vendor record using the Vendor Maintenance –  
Main window shown at the top of the following page. 

INSTRUCTIONS TO ADD A VENDOR RECORD

Location Procedure

Navigation Pane buttons Click Purchasing  Cards  Vendor.

Vendor ID box  
  �( see Vendor Maintenance – Main 
window )

Type the Vendor ID for the new vendor.

Name box Type the vendor’s name.

Class ID box Select the Class ID for the new vendor.

Address ID box Type [PRIMARY] in the Address ID box.

Vendor Maintenance – Main window Complete the remaining boxes in the Vendor Maintenance – Main 
window at the top of the following page for the new vendor, to the 
extent the information is available. Some boxes may be inapplicable to 
the new vendor.

Vendor Maintenance – Options 
window  
  �

Click the Options tab to access the Vendor Maintenance – Options 
window. Review the default information for the new vendor and change 
the information if necessary. Click the OK button.

Vendor Maintenance – Accounts 
window  
  

Click the Accounts tab to access the Vendor Maintenance – Accounts 
window. Review the default general ledger accounts for the new vendor 
and change the information if necessary. Click the OK button.

Vendor Maintenance – Main window Review the contents of the Vendor Maintenance – Main window for 
completeness and accuracy.

Save button —  
Vendor Maintenance – Main window

Click the Save button to save the new vendor record.
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Vendor Maintenance – Main Window  Purchasing  Cards  Vendor

Vendor Maintenance – Options Window
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Vendor Maintenance – Accounts Window

Notes:	 ( 1 )	 The default information in each window will differ depending on the company and 
Class ID selected.

	 ( 2 )	 The Vendor Maintenance – Address and Vendor Maintenance – E-mail windows 
will not be used in the project.
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The following tables include instructions to change information in an existing vendor’s record or to 
delete a former vendor’s record using the Vendor Maintenance – Main window. 

INSTRUCTIONS TO CHANGE INFORMATION IN AN EXISTING 
VENDOR’S RECORD

Location Procedure

Navigation Pane buttons Click Purchasing  Cards  Vendor.

Vendor ID box  
( Vendor Maintenance – Main window )

Select the Vendor ID of the vendor whose record is to be changed.

Vendor Maintenance – Main,  
Vendor Maintenance – Options, and  
Vendor Maintenance – Accounts 
windows

Determine which vendor maintenance window contains the information 
to be changed. Access the window if it is not already on the screen and 
enter the revised information. 

Save button —  
Vendor Maintenance – Main window

Click the Save button to save the revised vendor record.

INSTRUCTIONS TO DELETE A FORMER VENDOR’S RECORD

Location Procedure

Navigation Pane buttons Click Purchasing  Cards  Vendor.

Vendor ID box  
( Vendor Maintenance – Main window )

Select the Vendor ID of the vendor being deleted.

Delete button Click the Delete button to delete the vendor.

Microsoft Dynamics GP’s  
“delete this record” message

When the delete message appears, click Delete to delete the vendor.

Second message If there are transactions in the current year or a balance due from a prior 
year for the selected vendor, a warning message appears saying that you 
cannot delete the vendor’s record. If the warning message appears, click 
the OK button.



OTHER 
ACTIVITIES

MAINTENANCE ACTIVITIES – General Ledger Account

General Ledger Account Maintenance

OVERVIEW
The following table includes instructions to add a general ledger account record using the Account 
Maintenance window shown on the following page. 

INSTRUCTIONS TO ADD A GENERAL LEDGER ACCOUNT RECORD

Location Procedure

Navigation Pane buttons Click Financial  Cards  Account.

Account box  
  �( see Account Maintenance window )

Type the new general ledger account number.

Description box Type the title of the new general ledger account.

Category box Select the general ledger account category using the lookup button.

Posting Type radio buttons Select the new account’s posting type: Balance Sheet or Profit and Loss.

Typical Balance radio buttons Select the new account’s typical balance: Debit or Credit.

Account Maintenance window Review the contents of the Account Maintenance window for 
completeness and accuracy.

Save button Click the Save button to save the new general ledger account record.
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Account Maintenance – Main Window  Financial  Cards  Account

Note:	 The Account Summary, Account History, Single-Account Budget Maintenance, Account 
Analysis Defaults, and Select Account Currencies windows will not be used in the project.
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INSTRUCTIONS TO CHANGE INFORMATION IN AN EXISTING GENERAL 
LEDGER ACCOUNT’S RECORD

Location Procedure

Navigation Pane buttons Click Financial  Cards  Account.

Account box  
( Account Maintenance window )

Select the general ledger account to be changed.

Various Determine which box contains the information to be changed. Enter the 
revised information.

Save button —  
Account Maintenance window

Click the Save button to save the revised general ledger account record.

INSTRUCTIONS TO DELETE A GENERAL LEDGER ACCOUNT RECORD 
NO LONGER BEING USED

Location Procedure

Navigation Pane buttons Click Financial  Cards  Account.

Account box  
( Account Maintenance window )

Select the general ledger account being deleted.

Delete button Click the Delete button to delete the general ledger account.

Microsoft Dynamics GP’s  
“delete this account” message

When the delete message appears, click Delete to delete the general 
ledger account.

Second message If there are transactions in the current year or a balance carried forward 
from a prior year for the selected account, a warning message appears 
saying that you cannot delete the account. If the warning message 
appears, click the OK button.

The following tables include instructions to change information in an existing general ledger account 
record or to delete a general ledger account record no longer being used. 
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Employee Maintenance

OVERVIEW
The following table includes instructions to add an employee record using the Employee Maintenance –  
Main window at the bottom of the following page.

INSTRUCTIONS TO ADD AN EMPLOYEE RECORD

Location Procedure

Navigation Pane buttons Click HR & Payroll  Cards  Employee.

Employee ID box  
( see Employee Maintenance – Main 
window )

Type the Employee ID for the new employee.

Class ID box Select the Class ID for the new employee. Click Yes when asked if you 
want to use default information from the class record. Another message 
appears mentioning the Human Resources module. Click Yes.

Address ID box Type [PRIMARY] in the Address ID box.

Employee Maintenance – Main window Complete the remaining boxes in the Employee Maintenance – Main 
window at the top of the following page for the new employee, to the 
extent the information is available. Some boxes may be inapplicable.

Employee Additional Information 
Maintenance window  

Click the Additional Information button to access the Employee 
Additional Information Maintenance window. Type the employee’s birth 
date in the Birth Date box. Click the OK button and close the window. 

Employee Maintenance – Main window Click the Save button. A message appears asking if you want to save the 
changes to History. Click No.

Employee Pay Code Maintenance 
window  

Select the Employee ID of the employee you just added. Click the Go To 
menu at the top of the Employee Maintenance – Main window. Click the 
Pay Codes option to access the Employee Pay Code Maintenance 
window.
For salaried employees:
   ( 1 ) � �Use the Pay Code lookup button to select the pay code for 

salaried employees.
   ( 2 )� � �Type the employee’s pay rate in the Pay Rate box (amount of salary 

per pay period ).
   ( 3 )  Click the Save button.
   ( 4 )�  �Click No when asked if you want to roll down the change to other 

pay codes. Close the Employee Pay Code Maintenance window.
For hourly employees:
   ( 1 )�  �Use the Pay Code lookup button to select the pay code for regular 

hourly pay.
   ( 2 )  Type the employee’s regular hourly pay rate in the Pay rate box.
   ( 3 )  Click the Save button.

(table continued on the following page)
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Location Procedure

Employee Pay Code Maintenance 
window  

   ( 4 )  ��If the employee’s overtime pay rate is based on a factor of his or 
her hourly pay rate, click Yes when asked if you want to roll down 
the change to other pay codes. Otherwise, click No.

   ( 5 )  ��If the employee also has an overtime pay rate, use the Pay Code 
lookup button to select the pay code for overtime pay. 

   ( 6 )�  �If the employee’s overtime pay rate is based on a factor of his or 
her hourly pay rate, enter the factor in the Pay Factor box ( enter 
1.5 for example ). If the employee’s overtime pay rate is not based 
on a factor of his or her hourly pay rate, type the overtime pay rate 
in the Pay Rate box. 

   ( 7 )  �Click the Save button. Close the Employee Pay Code Maintenance 
window

Employee Tax Maintenance window  Click the Go To menu at the top of the Employee Maintenance – Main 
window. Click the Tax Information option to access the Employee Tax 
Maintenance window. Complete the remaining portions of the window, 
to the extent the information is applicable and available. Click the Save 
button. Close the window.

Employee Maintenance – Main window Review the contents of the Employee Maintenance – Main window for 
completeness and accuracy.

Save button —  
Employee Maintenance – Main window

Click the Save button to save the new employee record.

Employee Maintenance – Main Window  HR & Payroll  Cards  Employee

INSTRUCTIONS TO ADD AN EMPLOYEE RECORD  (continued) 
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Employee Additional Information Maintenance Window

Employee Pay Code Maintenance Window
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Employee Tax Maintenance Window

Notes:	 ( 1 )	 The default information in each window will differ depending on the company and 
Class ID selected.

	 ( 2 )	 The Employee Maintenance – Address and the Employee Maintenance – Vac / Sick 
windows will not be used in this project.



OTHER 
ACTIVITIES

MAINTENANCE ACTIVITIES – Employee

The following tables include instructions to change information in an existing employee’s record or to 
delete a former employee’s record using the Employee Maintenance – Main window. 

INSTRUCTIONS TO CHANGE INFORMATION IN AN EXISTING 
EMPLOYEE’S RECORD

Location Procedure

Navigation Pane buttons Click HR & Payroll  Cards  Employee (or other appropriate window 
option ).

Employee ID box  
( Employee Maintenance – Main 
window )

Select the Employee ID of the employee whose record is to be changed.

Employee Maintenance – Main, 
Employee Additional Information 
Maintenance, Employee Pay Code 
Maintenance, and Employee Tax 
Maintenance windows

Determine which employee maintenance window contains the 
information to be changed. Use the Additional Information button or the 
Go To menu to access the appropriate window if it is not already on the 
screen and enter the revised information.
Click HR & Payroll  Cards  Pay Code for a change of pay rates, and 
identify salary, hourly, and overtime by first selecting the Pay Code, then 
changing the rate of pay. Click the Save button after each Pay Code 
change. For hourly employees whose overtime pay rate is based on a 
factor of their regular pay rate, click Yes to roll down the hourly pay code 
change to other pay codes. Otherwise, click No.

Save button —  
Employee Maintenance window

Click the Save button to save the revised employee record. When asked 
for a reason for the change, select the reason and click OK.

INSTRUCTIONS TO DELETE A FORMER EMPLOYEE’S RECORD

Location Procedure

Navigation Pane buttons Click HR & Payroll  Cards  Employee.

Employee ID box  
( Employee Maintenance – Main 
window )

Select the Employee ID of the employee being deleted.

Delete button Click the Delete button to delete the employee.

Microsoft Dynamics GP’s  
“delete this record” message

When the delete message appears, click Delete to delete the employee.

Second message If there are transactions in the current year for the selected employee, a 
warning message appears saying that you cannot delete the employee’s 
record. If the warning message appears, click the OK button.
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Inventory Item Maintenance

OVERVIEW
The following table includes instructions to add an inventory item record using the Item Maintenance –  
Main window shown at the top of the following page.

INSTRUCTIONS TO ADD AN INVENTORY ITEM RECORD

Location Procedure

Navigation Pane buttons Click Inventory  Cards  Item.

Class ID box ( see Item 
Maintenance – Main 
window)

Select the Class ID for the new inventory item. Click Yes when asked if you want to 
update the item with default information from the selected class.

Item Maintenance – Main 
window 

Complete the remaining boxes in the Item Maintenance – Main window, to the extent 
the information is available. Some boxes may be inapplicable.

Item 
Maintenance – Accounts 
window  

Click the Accounts tab to access the Item Maintenance – Accounts window. Review 
the default general ledger accounts and change the information if necessary. Click 
the OK button.

Item Price List Maintenance 
window  

Click the Go To menu at the top of the Item Maintenance – Main window. Click the 
Price List option to access the Item Price List Maintenance window. Click Yes when 
asked if you want to save the changes first. Next, copy the price level information from 
an existing inventory item to the new item. To do this, click the Copy button. Use the 
Source Item Number lookup button to select any inventory item already on file. Click 
the Process button. Click the Cancel button in the Report Destination window. Click 
the Save button to save the price list information and then close the Item 
Maintenance – Price List window.

Item Quantities 
Maintenance window  

Click the Go To menu at the top of the Item Maintenance – Main window. Click the 
Quantities/Sites option to access the Item Quantities Maintenance window. Click the 
Site ID radio button. Use the Site ID lookup button to select the site where the 
inventory will be held. Click the Save button. Click the All radio button next to the 
Sites description field. Use the Default Site ID lookup button to select the site to be 
used as the default site for purchases. Click Save and close the window.

Item Purchasing Options 
Maintenance window 

Click the Go To menu at the top of the Item Maintenance – Main window. Click the 
Purchasing option to access the Item Purchasing Options Maintenance window. 
Select the default purchasing unit of measure. Click Save and close the window.

Item Vendors Maintenance 
window  

Click the Go To menu at the top of the Item Maintenance – Main window. Click the 
Vendors option to access the Item Vendors Maintenance window. Use the Vendor ID 
lookup button to select the vendor from whom the inventory is purchased. Type the 
vendor item number in the Vendor Item box ( the default is the item number you 
entered in the main window ). Click the Save button. Close the window.

Item Maintenance – Main 
window

Review the contents of the Item Maintenance – Main window for completeness and 
accuracy.

Save button  Click the Save button to save the new inventory item record.
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Item Maintenance – Main Window  Inventory  Cards  Item

Item Maintenance – Accounts Window
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Item Price List Maintenance Window

Item Quantities Maintenance Window
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Item Purchasing Options Maintenance Window

Item Vendors Maintenance Window

Notes:	 ( 1 )	 The default information in each window will differ depending on the company and 
Class ID selected.

	 ( 2 )	 The following inventory maintenance windows ( tabs ) will not be used in the project: 
Item Maintenance – Options and Item Maintenance – Suggest Items.
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The following tables include instructions to change information in an inventory item’s record or to 
delete an inventory item record no longer being purchased or sold using the Item Maintenance –  
Main window. 

INSTRUCTIONS TO CHANGE INFORMATION IN AN EXISTING 
INVENTORY ITEM’S RECORD

Location Procedure

Navigation Pane buttons Click Inventory  Cards  Item.

Item Number box  
( Item Maintenance – Main window )

Select the Item Number of the inventory item record being changed.

Item Maintenance – Main,  
Item Maintenance – Accounts,  
Item Price List Maintenance, 
Item Quantities Maintenance, and  
Item Vendors Maintenance windows

Determine which inventory maintenance window contains the 
information to be changed. Access the window if it is not already on the 
screen and enter the revised information. 

Save button —  
Item Maintenance – Main window

Click the Save button to save the revised inventory item record.

INSTRUCTIONS TO DELETE AN INVENTORY ITEM NO LONGER BEING 
PURCHASED OR SOLD

Location Procedure

Navigation Pane buttons Click Inventory  Cards  Item.

Item Number box  
( Item Maintenance – Main window )

Select the Item Number of the inventory item being deleted.

Quantity Available button Look in the Quantity Available box. If the quantity is zero, skip to the 
next step. If there is a quantity greater than zero in this box, you cannot 
delete the item. Close Item Maintenance – Main window.

Delete button Click the Delete button to delete the inventory item record.

Microsoft Dynamics GP’s  
“delete this record” message

When the delete message appears, click Delete to delete the inventory 
item record.

Second message If there are transactions in the current year for the selected inventory 
item, a warning message appears saying that you cannot delete the 
record. If the warning message appears, click the OK button.
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Fixed Asset Maintenance

OVERVIEW
The following table includes instructions to add a fixed asset record using the Asset General Information 
window shown at the top of the following page.

INSTRUCTIONS TO ADD A FIXED ASSET RECORD
Note:  For the purchase of a fixed asset, it must first be recorded through the appropriate transaction window 
before being added to the fixed asset subsidiary ledger (purchase on account — in Reference material section Receive 
Goods From a Purchase Order; purchase with a note — in Reference Material section Prepare a General Journal 
Entry).

Location Procedure

Navigation Pane buttons Click Financial  Cards  General.

Class ID box Select the Class ID for the new fixed asset. Class IDs are usually already 
set up for different types of assets such as vehicles, machinery and 
equipment, buildings, etc.

Asset ID box  
( see Asset General Information 
window )

Type an asset identification number in the Asset ID box. An example of 
an asset identification number is “000005.”

Description box Type a description of the new asset.

Acquisition Date box Type the date the asset was acquired in the Acquisition Date box. 

Acquisition Cost box Type the cost of the asset in the Acquisition Cost box. 

Date Added box Type the date the asset was acquired in the Date Added box.

Save button Click the Save button.

Asset Account window Click the Go To menu at the top of the Asset General Information 
window. Select the Account option to open the Asset Account window. 
Review the default posting accounts and make any necessary changes. 
Click the Save button. Close the Asset Account window.

Asset Book window  Click the Go To menu at the top of the Asset General Information 
window. Select the Book option to open the Asset Book window. In the 
Book ID box, select the method that is used for corporate ( book ) 
reporting.* Review the information in the window. You will rarely need 
to modify the information in this window because most of it is 
determined by information entered in previous windows. Click the Save 
button and close the window.

Asset General Information window Review the contents of the Asset General Information window for 
completeness and accuracy.

Save button  Click the Save button to save the new fixed asset record.

*  The Book ID box is used to enter different methods of depreciation for the same asset for book depreciation, tax 
depreciation, and alternative minimum tax ( AMT ) depreciation. Only book depreciation is covered in this project.
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Asset General Information Window  Financial  Cards  General

Asset Account Window
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Asset Book Window

Retirement Maintenance Window
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INSTRUCTIONS TO CHANGE INFORMATION IN AN EXISTING FIXED 
ASSET RECORD

Location Procedure

Navigation Pane buttons Click Financial  Cards  General.

Asset ID box  
( Asset General Information window )

Select the Asset ID of the fixed asset record to be changed.

Asset General Information,  
Asset Account, and  
Asset Book windows 

Determine which fixed asset maintenance window contains the 
information to be changed. Access the window if it is not already on the 
screen, enter the revised information and click the Save button.
Warning: Changes made in most boxes of the Asset General Information 
and Asset Book windows will affect depreciation calculations for the 
underlying asset. Do not make any depreciation-sensitive changes for 
this project.

The following table includes instructions to change information in a fixed asset record. 
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INSTRUCTIONS TO RETIRE A FIXED ASSET WHEN IT IS SOLD

Location Procedure

Navigation Pane buttons Click Financial  Transactions*  Retire.

Asset ID box  
( Retirement Maintenance window )

Use the Asset ID lookup button to select the asset being sold.

Retirement Date box Type the sale date in the Retirement Date box.

Retirement Type box Select Sale in the Retirement Type box.

Cost box Type the cost basis of the asset being sold in the Cost box. For partial 
sales, type only the cost basis of the portion of the assets being sold.

Percent box Do not change the contents of the Percent box. Microsoft Dynamics GP 
automatically calculates this box.

Cash Proceeds box or  
Non-Cash Proceeds box

For proceeds received in the form of cash or a check, type the net 
proceeds in the Cash Proceeds box. For non-cash sales, type the net 
proceeds in the Non-Cash Proceeds box.**

Retire button Click the Retire button. A message appears asking if you want to 
continue. Click OK. Another message appears saying that retirement is 
completed. Click OK. Close the Retirement Maintenance window.

Bank Transaction Entry window,  
Bank Deposit Entry window

If you entered cash proceeds for the fixed asset sale, refer to Reference 
material section, Receive a Miscellaneous Cash Receipt, to record a 
miscellaneous cash receipt. The amount of the net proceeds should be 
recorded as a debit to cash and a credit to the fixed assets clearing 
account. After recording the miscellaneous cash receipt, refer to 
Reference material section, Make a Bank Deposit, to record a bank 
deposit for the net proceeds.

Transaction Entry window If you entered non-cash proceeds for the fixed asset sale, refer to 
Reference material, Prepare a General Journal Entry, to record a general 
journal entry. The amount of the net proceeds should be recorded as a 
debit to the account where the non-cash proceeds belong 
( miscellaneous receivable, for example ) and a credit to the fixed assets 
clearing account.

	 * 	 This is the only maintenance task that uses the Transactions category, not the Cards category.
	 ** 	� Net proceeds equal the gross selling price less expenses of sale. The Expenses of Sale box is not used in this 

project.

The following table includes instructions to retire a fixed asset when it is sold. 




