OSAS

GENERAL LEDGER

SETTING UP STATEMENT BATCH

Batches are used when printing the General Ledger statements so one can print more then one financial statement without entering statement information more then once.

If a Batch ID is currently being used and you do not know what layout and content ID’s are making up the Batch ID, do the following:

1. Go to General Ledger.
2. Go to Statement Maintenance.
3. Go to Batch Statements.
4. Select 1 Maintain Batch Statements.

5. Batch ID-Enter the batch ID or hit F2 and select from the list.

6. Sequence-Hit F2 to see each sequence and the Layout and Content ID’s used in each sequence.

7. Write down each sequences Layout and Content ID.

To set up a new Batch ID:

1. Go to General Ledger.
2. Go to Statement Maintenance.
3. Go to Batch Statements.
4. Select 1 Maintain Batch Statements.

5. Batch ID- Enter the new Batch ID  and hit enter.

6. Descr-Enter the Description of the new batch. (End of Month Financials Co 2)

7. Sequence-Enter 01.

8. Pick Statement Layout ID- Enter a statement layout  (ie: BALB)
9. Statement Content ID- Enter a statement content (ie: BAL1)
10. Enter to the Company ID field.  Enter the company ID.  The cursor will go to the right.  Hit enter again.

11. Print Segment Detail-Enter Y

12. Print Accounts With Zero Balances-Enter Y or N

13. Print Workstation Date and Time-Enter Y

14. Page Down until the cursor is at the Batch ID field.

15. Hit enter at Batch ID.

16. Continue this same procedure until all layouts and contents needed in a batch are entered.

