GENERAL LEDGER

SETTING UP FINANCIAL STATEMENTS

1. Go to General Ledger
2. Go to File Maintenance
3. Go to Statement Contents
4. #1 Maintain Statement Controls
5. Enter Statement Content ID 

6. Use Acct Mask for Co-Enter the company number you are using.  If each company has the same mask and account numbers you can change the company ID and use the same mask.  If the account mask is different for each company as well as the account numbers you will want to set up a Statement Content ID for each company.  You can copy from a statement content ID already set up and just change the account mask company.
7. The functions to use are as follows:

AD-To print account detail (each GL acct name) for a series of accounts or just one.

AS- To  print account summary (total of a group of GL accounts) for a series of accounts.

BD-To print the beginning balance detail for a GL account.

BS-To print the beginning balance summary for a group of GL accounts.

ED-To print the ending balance detail for a GL account.

ES-To print the ending balance summary for a group of GL accounts.

T1-T9-When using + or – in a Totals field, use T1-T9 to add the group of +’s or –‘s in that Totals column.

BB-To print beginning balance of the year.

US-To print an underscore.

UD-To print a double underscore

HP-To print a heading.

HC-To print a heading centered.

1. Add in a column using + or -.

2. To stop adding in a column enter 0.

3. The basis for percentage is always column 9.  Enter a (-) negative sign in column 9. Only used on the Income Statement.

4. Do not enter the company ID when setting up statement contents.  If another company uses the same GL account numbers the same statement content can be used.  If company ID’s are entered new statement contents will have to be entered for each company using the same GL account numbers.

5. The GL Account description defaults as the description when using AD.  If you would like another description to print enter it in the description field; otherwise leave it blank.

6. When entering revenue accounts or any credit account remember to answer YES to Reverse Sign to Print, otherwise the number will show on the financials as a negative number.

7.  Extra blank lines: The default is 0.  You may enter 1-98 to skip that number of lines before the next line prints.  Enter 99 to skip a page.

8. To insert a new account number, arrow to the sequence number where you would like the new account number entered, hit the insert key, enter information.

9. Sometimes to enter a new account number all you have to do is change the beginning or ending account number for a line sequence to include the new account number.

