OSAS

Resource Manager

New Company Setup

1. While in your current company go to Resource Manager.
2. Go to Company Setup.
3. Go to Company Information.
4. Company ID-Enter the ID for the new company and hit enter.  If most of the information (mainly the GL account number mask) will be the same as another company that already exists enter that companies ID in the Copy from field.

5. Change any information such as Name, address, etc., that is different from what appears.  Or if you did not copy from another company enter the information needed.

6. Page down
7. F7 to a menu.
8. Hit F3. Company ID box will appear.  Enter the ID of the new company.

9. Resource Manager will be the only module showing.  Go to Resource Manager.
10. Go to Company Setup.
11. Go to Data File Creation.
12. Application ID-Enter the ID of the modules you wish to set up or hit F2 and select from the list (PO, PA, SO, GL, IN, AR, AP, RM, etc.).  You can only enter modules that are already set up in other companies.  After entering each module ID hit enter.  You must also enter RM so that files will be created for Resource Manager.  Message that RM data files exist, do you want this task to erase them – Answer No.  After all ID’s have been selected page down.  Dots will appear at the bottom of the screen.  This is ok.  

13. Now when you go back to the main menu all the modules that you just set up will appear.

14. Proceed with setup by going to the setup sheet for each module.

OSAS

General Ledger Setup

1. Go to General Ledger.
2. Go to File Maintenance.
3. Go to Account Mask.
4. The account mask needs to be setup so that all General Ledger account numbers will be the same size in length.  Refer to another company to see how the account numbers should look.
5. Go to GL Accounts-If your chart of account for this company is exactly like another company already set up go to Copy Chart of Accounts.  If this company will have a whole different set of General Ledger account numbers enter the numbers here.  Remember all revenue and expense accounts must have a clear and close account (Retained Earnings) and use step 1.  Also the account type must be correct (Balance sheet or Income Stmt) or at year-end, Creating Last Year Data, will not perform correctly.

6. Copy Chart of Accounts-Copy 1 (company).  Copy Company (select an existing company ID) for FROM and the new company ID for TO.  Use Wildcards? -NO.  GL Acct From-Thru-hit enter through both of these fields.  Answer NO to the rest of the questions unless you know that YES should be answered. Page down.

7. Go to Tables.

8. The following tables need to be setup using the new company ID in place of the ending H. (i.e.: GLAUDH would be setup for a new company 3 as GLAUD3).  Use the copy from feature to copy from a table ID already set up.  GLAUDx, GLCHAx, GLPRJx, GLTRLx, GLPRAx.      

9. Go to Statement Content.  If you are using the same GL account numbers as another company and in statement content have not entered a company number the statement content will be ready.  If you have a different chart of accounts the statement content will have to be set up for the new company to have financials print.      
10. Define account segments, budgets, allocations, recurring entries, initial balances.                  

OSAS 

Resource Manager Setup

1. Go to Resource Manager.
2. Go to Company Setup.
3. Go to Options and Interfaces.  
4. Option Table Type-Own

5. Application ID-Enter one of the modules ID (AP, GL, SO, PA, RM).  A list of questions will appear.  Hit enter to answer YES that is what you want or NO that is not what you want.  When at the bottom of the list hit W to write the changes.  You will then be at the application ID again.  Enter in the next module ID and repeat the process.

6. Go to Application Setup.
7. Tax Classes-A to append, enter 00 and enter the word ALL unless you have to charge tax then enter 00 as non-taxable and 01 as taxable.

8. Tax Locations-Enter the state ID and the states name. Tax level is 1.  Enter the tax identification number.  The Authority is again the state ID (DE).  Tax on Freight, Misc, answer Yes or No. Enter the GL account for the tax liability and refund.  Page down.  

9. Go to Tax Groups.  A to append and enter the state ID (DE) and name. C for combined and DE in level 1. 

10. Go to Period Setup.  The current GL year should appear and the number 13.  The number 13 at the bottom will not have dates in the fields.  TAB down to the begin date field and enter the same date from period 12.  A message that the date does not follow the ending date will appear.  Just hit enter and go to End date.  Enter the same ending date from period 12. Page down. 

11. Access Codes – Make sure if using access codes to first create an access code that has unlimited access, especially Resource Manager.  Once you establish one access code, all users must have an access code.

OSAS 

Accounts Payable/Purchase Order Setup

1. Go to Accounts Payable.
2. Go to File Maintenance.
3. Go to Terms Code.  Enter some of the terms code needed for this new company.  

4. Go to Distribution Code.  Enter the distribution code for this company. (Usually 01).  Enter the GL account numbers that correspond with the Payables, Sales Tax, Freight, and Miscellaneous.  Page down.
5. Go to Tables.   The following tables need to be setup using the new company ID in place of the ending H. (i.e.: APGLH would be setup for a new company 3 as APGL3).  Use the copy from feature to copy from a table ID already set up.  APGLx, APPDx, D1099x, MRGLx, DF, FM, DISC, F1099, Quick tables.  Make sure the new table GL account numbers are correct.

6. Go to Vendors.  Enter the vendors for this new company.

7. Define recurring entries and ship to addresses.
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Accounts Receivable/Sales Order Setup

1. Go to Sales Order.
2. Go to Codes Maintenance.
3. Go to GL Codes.  Enter the GL codes needed for this company. Refer to another company’s GL codes for how this new company’s should be set up.
4. Go to Distribution Code.  Enter the distribution code for this company. (Usually 01).  Enter the GL account numbers that correspond with the Receivables, Sales Tax, Freight, and Miscellaneous.  Page down.
5. Go to Terms Code.  Enter some of the terms code needed for this new company.  

6. Go to Payment Methods.  Enter a payment code CHK, CSH, VS, MC, etc., corresponding the correct payment type with the options at the bottom of the screen.  Remember to page down after each payment method.  Look back at another company to see which payment methods were used to help with this new company.

7. Go to Locations.  Enter the location ID for this company and the description of that location.  Some companies have more then one location.  This is needed for billing purposes.

8. Go to Sales Categories.    Enter the sales categories needed.  Refer to another company’s sales categories if you need a hint as to what needs to be entered.

9. Go to File Maintenance.
10. Go to Sales Reps.  Enter the sales rep ID and information.

11. Go to Tables.  The following tables need to be setup using the new company ID in place of the ending H. (i.e.: ARGLH would be setup for a new company 3 as ARGL3).  Use the copy from feature to copy from a table ID already set up.  ARGLx, ARPDx, FINCHx, STMTx.  Make sure the new table ID GL account numbers are correct.

12. Go to Customers.  Enter the customers needed for the new company.

13. Edit Sales Order number

14. Recurring Entries
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Payroll Setup

1. Go to Payroll.
2. Go to Codes Maintenance.
3. Labor Classes-Enter the labor classes needed.

4. Tax Authority Setup-Enter the information needed for Federal (F), State (S), and Local (if needed) (L).  Make sure you page down to produce the tables for the each tax.

5. Earning Codes-Enter the earning codes needed for payroll.  REG, SAL, OVT, BON, etc.

6. Deductions-Enter the deductions needed for this company.

7. Withholdings-Enter the information needed for Federal, (F), State (S), and Local (if needed) (L).  Make sure you use all the valid employee and employer codes.  Hit enter at any earning code or deduction that is excluded from a tax.

8. Go to File Maintenance.
9. Go to Departments.  Enter the departments needed for this company.  Enter all earning codes that will be used by this department along with any employer paid withholdings and deductions.  Use the copy from feature to enter any additional departments.  It makes it easier then having to enter all the info each time. You will have to change the GL account numbers to correspond with each department.

10. Go to Payroll Information.
11. Enter 1-Setup State Unemployment Report.  Enter your state (DE).  Self-Adjusting SUI Month, enter 1.  Print zero earnings employees? If you want this enter YES, otherwise enter NO.  Sort Report by 1 last name.  Enter the numbers 1-7 for the bottom options.  Page down.

12. Enter 2-Enter the company address that you want to show on the yearly W-2’s.

13. Go to Tables-   The following tables need to be setup using the new company ID in place of the ending H. (i.e.: FREQH would be setup for a new company 3 as FREQ3).  Use the copy from feature to copy from a table ID already set up.  FREQx,HEADDx, HEADGx, MAXVS (enter the maximum vacation and sick hours allowed), PACTLx, PERSTx, TCALC (if option switch = YES), ADJMNx, GLDEPx, GLPAYx, USRDD.  Make sure the new table ID GL account numbers are correct.

14. Go to Tax Tables-Enter the correct tax tables by referring to another company’s current year tax tables.  The SUTDE table will also need to be corrected with this company’s state unemployment percentage.

15. Go to Employees-Enter the employees needed for this company.

PAGE  
6

