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APPENDIX J – PROCEDURES EOM FIXED ASSET MODULE CLOSE 

Procedures – Monthly Close of Fixed Asset Module (with Abatement) 

Update as of:  November 20, 2025  

Person Updating: Ken King - Central Accounting 

Purpose of Procedure: Purpose of the procedure is for Comptroller’s Central Accounting group to post the monthly 

system depreciation, close the Infor fixed asset system for the month-end (subsystem will then be open for the new 

month) and post an abatement entry for certain depreciation posted during the month-end.    

Frequency of Procedure: This procedure is done monthly, usually with the Infor system close on the 4th workday of 

the month.  December has some additional reports that are run and then some additional steps to Close the system 

for the year (see year-end fixed asset procedure for those steps).       

Description of Procedure with Examples: 

1. Notify users of end of month (EOM) timing.  Typically, the email will be sent out about the 20th of the month

to Comptroller’s department and Airport personnel responsible for updating fixed assets in the subsystem.

Notification is issued by Central Accounting.  Users are asked to have all additions/disposals/transfers in the

system to an Unreleased/In Progress status and ready for Central Accounting release by the end of the first

workday of the month.  This provides Central Accounting with 2 days to review and Release any changes.

Distribution of the email is to Paula Rice (Operating Assets), Michael Lau (Capital Assets), and Airport Fixed

Asset personnel (Lukas Bintz  and team) with CC to their managers.

2. Change Unreleased assets to WIP.   Generally, the Infor module will not calculate depreciation or allow the

month to be closed if assets are in the Unreleased or In Progress tabs.  In Progress asset changes (these are
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changes that are not the creation of a new asset such as a transfer, disposal, or other update to an asset like 

correction to the Asset Type) must be approved or rejected before the month can be closed.  The In Progress 

tab must be empty to close the month.  Assets in the Unreleased tab are new assets that have been set up 

but not yet Released by Central Accounting.  If these assets are not ready to be Released at month end, their 

status can be changed to Work In Progress on the Main tab (box highlighted below would be checked and the 

update is Saved) and the asset can remain in the Unreleased tab.  When at this status at the end of the 

month the asset is not factored into the end of month depreciation entry.  In the next month, Work In 

Process assets will need to have any issues resolved and be unchecked so the asset can be Released.     

3. Check Depreciation (typically done a day or two before the close).   Once all assets in the Unreleased and In

Progress tabs are resolved, a preliminary Asset Depreciation Calculation is run for the month by Central

Accounting.  Purpose is to check that the calculation works and comes up with a reasonable amount of

depreciation compared to prior months.  The amount may vary from the prior month for multiple reasons

including: calculation is on exact days (so if the prior month was more/less days the results for the current

month will vary), assets could become fully depreciated, and additions made during the current month.  This

is a high-level review and not intended to reconcile the month over month change.  If result does not seem

reasonable further investigation would be warranted by Central Accounting.  Clip below is the menu item

(highlighted) that launches the system depreciation report.  Second clip is the report selections to

input/update, then click Submit. Use the “Old” version of the report which is the one titled like the clip

below.
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4. Saving File: The resulting file of depreciation by asset will appear in the Report Catalog on the Print Files tab.

Click “View” and open the resulting Excel file.  The file should be exported to Excel and saved in the following

Central Accounting directory.  H:\XLACCT\Accounting\202X\Fixed Assets\Depreciation\Depr Pre-Closing

Reports.
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5. Closing Module.  Usually on the 4th workday Central Accounting will schedule a time to close the fixed asset

module along with the other Infor subsystems.  Follow the Infor procedures that are saved in the Central

Accounting Infor Item folder in Teams.  Instructions for the fixed asset module are the file “8-Month End

Close Fixed Assets.docx”.

6. Check Module Closed.  When the closing steps for Infor are completed, verify the module has rolled to the

new month.  This can be done by selecting the Staff Accountant role, going to Setup/Finance Enterprise
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Group/Maintenance and double clicking on the MKEC group option.  From the resulting menu select “Entity” 

and double click on Milwaukee County for the Entity.  From the page that opens select the “System Control” 

tab near the top.  From the page that appears (see below) check that the “AM” system has a Valid Beginning 

Date of the new month.   

7. Closing files Saved.  Saved files from the Close process include the pre-closing report which is the same as

the report as in Steps 3/4.  Verify it has not changed (or the change is as expected).  That copy is saved to

same directory as in Steps 3/4, with the closing date changed in the name.   As part of the closing script

under Step 5 two versions of the Closing Report will be produced, one will be by Account Detail and the other

will be by Asset Detail (example below).  Both should be checked to confirm the depreciation amount did not

change from the pre-Closing report and save to this directory.  H:\XLACCT\Accounting\202X\Fixed

Assets\Depreciation\Closing Depr Reports
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8. System Depreciation Entry Posting.  As part of the module Closing process under step 5, Infor will create the

month-end system depreciation entry which appears at Released journal entry status until the next system

posting.  Go to the Released journals tab in the Process Journals page under the Staff Accountant role.  There

will be an “AM” system entry for the depreciation that was created by Step 5.

9. Open the system depreciation entry and go to the Transactions tab.  Go to the three dots on the white menu

bar, select Options and Export to CSV.  Export the entry lines to Excel.  (note my Transactions screen has been

customized to include Account, Dimension 1, Dimension3, Dimension4, Dimension 6, Dimension 7, and

Dimension 8, these will be needed for the abatement entry). File is saved in the directory:

“H:\XLACCT\Accounting\202X\Fixed Assets\Depreciation\CSF Depreciation Posting”, with file name similar to

“Aug 2024 Depr CSF Posting.xlsx” (adjusted for month/year).
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10. Abatement Entry (needs to be completed before GL module is closed for the month, which is usually the

next morning).  The Fixed Asset module posts depreciation for all the assets.  While needed for GASB 34

purposes, General/Trust Funds are not charged depreciation for budgetary purposes.  An additional entry is

done each month before the close to abate the depreciation in the General/Trust Funds by crediting a 7202X

account (which one will depend on the Agency/Org where the original depreciation was charged.)  An

example of the monthly entry and the backup are at the following link  Depreciation\CSF Depr Posting\Aug

2024 Depr CSF Posting.xlsx

11. Abatement Entry Key Steps (note column references are based on my personalized Transaction tab, each

person’s may be slightly different).  Open the Excel file from previous Step and perform the following:

a. Change the name of the depreciation posting entry tab from CSF to “JEXXXX”, using the system

journal number of the system depreciation entry from Infor.

file://///fi01wpchc/cntrlacct$/data/accounting/XLACCT/Accounting/2024/Fixed%20Assets/Depreciation/CSF%20Depr%20Posting/Aug%202024%20Depr%20CSF%20Posting.xlsx
file://///fi01wpchc/cntrlacct$/data/accounting/XLACCT/Accounting/2024/Fixed%20Assets/Depreciation/CSF%20Depr%20Posting/Aug%202024%20Depr%20CSF%20Posting.xlsx
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b. Open the prior month’s entry file and copy from it the entry and mapping tabs.  Rename the entry

tab for the current month and update the header.

c. Make a copy of the system depreciation entry tab exported from CSF (JEXXXX tab) and rename to use

as the “Depr Exp Items” tab for the current month.  On the “Depr Exp Items” tab sort the entry lines

by the Account number and delete those that are not Depreciation Expense lines (accounts 72000

and 72015).

d. On the “Depr Exp Items” tab sort the 72000/72015 account lines by Fund/Agency/Org.  Split the list

so the non-General/Trust funds are at the bottom and the General/Trust funds depreciation lines are

at the top.  Will need to cut and paste the Trust Fund 50003 lines from the bottom of the list up with

the General funds lines.

e. Copy the subtotals and non 70017 groupings from the prior month file (cells C177 to D181 in the Aug

2024 file) and update any formulas if the number of lines changed.  Cell D178 will need to come from

the “Aug24 Depr Gen Non70017” tab (change formula when that tab is done below).
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f. On the “Depr Exp Items” tab, in columns AB and AC copy the headers and the formulas from the

prior month file to calculate the Abatement Account based on the mapping table on the Mapping

Gen Funds tab.  Update the formula in column AC to pull from the current month file.  Copy the

formula down for all the General/Trust Fund lines.  Column AB, the Abatement Fund, is 70017 for all

the lines.



g. Make another copy of the “JE XXXX” tab to use as the “Aug24 Depr Gen Non70017” tab for the

current month, updating naming for the current month/year.  On the new tab, sort the entry lines by

Account number and delete those that are not Accum Depr lines (accounts 17xxx).

h. On the “Aug24 Depr Gen Non70017” tab sort the remaining 17XXX lines by Fund.  Split the data after

Fund 10077 and insert about twelve blank lines where fund 10077 ends and fund 20026 begins.  The

last portion of the entry will be based off data through fund 10077.

i. Sub-total the accumulated depreciation entries for each Non-70017 general fund.  See cells D13-D16

in the example.

j. On the “Aug24 Depr Gen Non70017” tab, subtotal the 70017 activity as shown on the D18 cell in the

clip above.  This is added to the total for Funds 10030-0077 to get the “Total General” amount in cell

D20 in the clip above.  That “Total General” amount should agree to the “Depr Gen Funds” amount

on the “Depr Exp Items” tab.

k. Next few steps are to complete the setup of the abatement entry on the “JE 370 24XXDEPRABAT”

tab.  The entry tab has 2 sections that are copied and pasted from the “Depr Exp Items” tab and one

section that comes from the “Aug24 Depr Gen Non70017” tab.  The first group of credits (180+ lines

for each of the depreciation postings to General/Trust funds on the Depr Exp Items tab) is the

abatement back to the original Fund/Agency/Org/Reporting Category/Activity Code/Function

Code/Amount that the depreciation was charged.  For the Account that portion of the entry uses the

depreciation abatement account in Column AC on the Depr Exp Items tab.  Each column is copied

and paste valued into the entry tab from the “Depr Exp Items” tab (could also set up formula’s to pull

over as an alternative).

l. The second section of the entry is the abatement credits offset, these debits all go to Fund 70017

using the Agency 993 and Org 9933.  The Account is the same as was used for the credits in previous

point, pulling from Column AC on the “Depr Exp Items” tab.  No Activity Code/Function



Code/Reporting Category are used, only the Account and Amount are updated via copy and paste 

value from the “Depr Exp Items” tab. 

m. Finally, the third section of the entry is the offset for the accumulated depreciation for assets not in

70017 that had the abatement debit go to 70017 in the second section of the entry.  For these a final

adjustment is made to charge account 30003 on the respective non-70017 General Fund and credit

account 72029 on fund 70017.  These amounts are pulled from the totals created on the “Aug24

Depr Gen Non70017” tab above.

n. Line Description on the entry is updated for the Month to which the entry relates using Find/Replace

commands in Excel.

o. Total on entry header should tie to reconciliation total on “Depr Exp Items” tab.  Entry Check Total

may need to be updated to pull from the current month entry.



12. Upload. Entry tab is on the far left of the Excel file and uploaded to CSF.  When entry pdf with backup is

assembled, tabs “Depr Exp Items” and “Aug24 Depr Gen Non70017” tabs are attached as backup.  Tina/Brian

are notified the abatement entry is ready for review and approval.

JV 370 JE1108 

(2408DEPRABAT).pdf


