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General Ledger

Introduction

Welcome to OSAS

Welcome to the General Ledger application for OPEN
SYSTEMS Accounting Software® (OSAS®). General Ledger
helps you set up accounts and produce statements to track your
company’s debit and credit information.

While you can use General Ledger alone, it works best when
you interface it with other OSAS applications. When you
interface General Ledger with other applications, those
applications automatically create entries in the appropriate
accounts to track debits and creditsto track cash flow.

General Ledger plugsinto Resource Manager, the foundation
of OSAS. Consult the Resource Manager User’s Guide for
more information on basic OSA S functionality and details on
how Resource Manager works within the OSAS system.

About This Guide

This guide describes the functions that make up the General
Ledger application and gives details on how General Ledger
fitsinto your existing business workflow. Thisguideisdivided
into these sections:

e Chapter 1 introduces OSAS and the General Ledger

application, and describes the basics of the General Ledger
system and how to navigate around OSAS.
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CHAPTER 1 e Introduction

Conventions

Inquiry

Maint

1-2

Chapter 2, Installation and Conversion, details how to install General Ledger
using Resource Manager and how to create or convert the datafiles it
requires.

Chapter 3, Getting Started, givesinformation and checklists on the steps you
need to perform to set up General Ledger.

Chapters 4 through 12 contain function descriptions organized by menu.
These chapters mirror the order that appears on the General Ledger menu.

The Appendixes contain supplementary material not directly related to
General Ledger functionality.

The Index isatopical reference to the information in the rest of the chapters,
and concludes this guide.

This guide uses the following conventions to present information.

When the Inquiry or Maintenance commands (or both) are available for afield,
the Inquiry and Maint flags appear in the margin. See page 1-22 and page 1-26
for more information on these commands.

When you see the phrase “use the Proceed (OK) command” in this guide, press
Page Down in either text or graphical mode to continue. In graphical mode, you
can also click OK to proceed.

General Ledger



The General Ledger System

Use the General Ledger system to consolidate information about your business.
You can use it alone, but it works best when interfaced with other applications.
You can set up accounts and produce statements that include debit and credit
information from the interfaced applications.

Application Interaction

General Ledger can be used as a standal one application, but you get optimal use
from it when you interface it with other applications.

— |  Payroll

el

Sales Order

Bank
—» Reconciliation
Purchase »
Order
Bill of
Materials/ -
| Kitting
Accounts
Payahle —é—
¥
General
.| Inventory -+ Ledger
Accounts 4
Receivable | [ N
Joh Cost e

Fixed

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and
the number of errors that might creep in along the way.
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Menu Structure

1-4

The General Ledger menu structureis similar to the structure of other OSAS
applications: functions appear roughly in order of use.

Journal Transactions

After you establish the valid codes and | Ds through the File Maintenance
functions, use the Journal Transactions functions to do daily work: entering
transactions, producing daily reports, and so forth.

These functions update account information in the system, but the automatic
updates from interfaced applications may render these functions unnecessary.
The functions are here so that you can always update General Ledger
information, manually or through other applications.

If General Ledger interfaces with other applications, be wary when you enter
information in these functions. Entering duplicate information in General Ledger
that has been posted from another application can throw the system out of
balance. For example, when you receive $100 for a sale, enter the transaction in
Accounts Receivable (which is interfaced with General Ledger), assign a GL
account, and then post it in Accounts Receivable, the balance of the account you
specified isupdated in General Ledger. Then, if the same $100 debit isentered in
the Transactions function and posted, the system debits the $100 twice.

Reports

Use the Reports functions to produce summarized information about cash flow,
trial balances, and other financial reports.

Periodic Processing

After doing daily work and producing reports, you can use the Periodic
Processing functions to create last-year data, consolidate information in the
GLMAxxx (Master) file, and remove information from a month or the previous
year.

General Ledger



The General Ledger System Introduction ¢ CHAPTER 1

File Maintenance
Use the functions on the File Maintenance menu to set up and maintain

information in the system. For example, use the GL Accounts function to
establish and update information about accounts throughout the system.

Master File Lists
Information that you enter in the File Maintenance functionsis kept in master

files. Use the Master File Lists functionsto produce the contents of the files:
account segments and types, recurring entries, allocations, and so forth.

File Information

Likeall OSAS applications, General Ledger storesinformation in files. Each file
fallsinto one of four categories: master files, attribute files, temporary files, and

statement files. (OSAS does not distinguish between categories of files. The files
are described in terms of categoriesto give you a better idea of how each fitsin.)

Master Files
The master files hold information about general ledger accounts.

The GLMAxxx (Master) file holds the general ledger accounts and their balances.
To update the balances, use the Post to Master function.

Each record holds the following information, which you can enter through
functions on the File Maintenance menu or by updating information from
interfaced applications:

e account number and description

« theaccount code (debit, credit, or memo)

»  beginning balances and balances for each period for five types of balances:
actual, budgets, last-year actual, next-year budget, and forecast

General Ledger 1-5
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The GLALxxx (Allocations) file stores the account numbers and percentages
used to allocate transactions. When you use the Post to Master function, the
system compares the account numbers in the transactions being posted to the
recordsin thisfile. Thisfile stores the ratios of how money isto be allocated for
account numbers with an allocation record; as a result, specifying the account
sends the proper amounts to the proper accounts.

Attribute Files
The attribute files hold data that you can assign to each account.

The GLMSK (Account Mask) file stores a mask that defines each company’s
account structure. The structure defines the positions used for the main account
number, the division, the department, and the subaccount.

The GLSExxx (Account Segments) file stores an ID of each division,
department, and subaccount. You enter each ID through the Account Segments
function; these IDs are used to sort information in reports.

The GLAT (Account Type) file stores the account type codes and descriptions
used throughout the system. When you define atype, you assign a number, a
description, and an account class to it. Twelve account classes are available.

The GLRExxx (Recurring Entries) file stores journal transactions that you
regularly write to the GLIRxxx file. You enter them into the GLIRxxx file
through the Copy Recurring Entries function.

The GLBAT (Batch Statements) file stores information about batches and
instructions assigned to each batch ID. You can use abatch ID to instruct the
system to print many GL statements at once.

Temporary Files

The temporary files store information created from an action you perform. This
information is transferred somewhere else when you perform a different action.

The GtttxxxW (Transaction Work) file (ttt represents the terminal 1D and xxx

represents the company 1D) stores transaction information until you writeit to
the GLIRxxx file from the Transactions function.

General Ledger



The General Ledger System Introduction ¢ CHAPTER 1

The GLIRxxx (Journal) file stores general ledger transactions. You can enter the
transactions through the Transactions function or through interfaced OSAS
applications. Thisfile provides information for the GL Journal and the GL
Activity Report. When you post, the information is sent from thisfile to the
GLMAXxxx file.

Statement Files

The statement files store information about the layout and contents of statements.
Thesefilesreflect the fact that you can use General Ledger to tailor statementsto
fit your needs.

The GLSLF (Statement Layourt) file stores specifications for the format of your
statements: column names and widths, headings, unit symbols, and so forth.

The GLSCF (Statement Contents) file stores specifications for the contents of
your statements: account types, balances, what each statement line does, and so
forth.

The GLCFC (Cash Flow Contents) file stores specifications for the Cash Flow

Statement. The specifications include account types, balances, what each
statement line does, and so forth.

File Interaction

The General Ledger system tracks accounts you can use throughout the OSAS
product line. When you enter and post transactions in this application or
interfaced applications, account information is retained in or distributed to the
appropriate files to keep the information up to date, make the information
available through reports, and keep the system in balance.

Journal Transactions

You can enter transactions in one of these ways:
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* You can enter transactions through an application that General Ledger
interfaces with. When you post, the information is copied from the
appropriate file in the interfaced application to the GLIRxxx file. Which
information gets copied depends on the interfaced application; seeits user’s
manual for more information.

*  You can enter transactions through the Transactions function. Reserve this
function for transactions not handled by an interfaced application. For
example, if you use Accounts Receivable to track sales, be wary when you
enter journal transactions that pertain to revenue collected; that information
may have been entered in Accounts Receivable.

* You can copy recurring entries to ajournal transaction. Use the Recurring
Entries function to define the run codes that identify recurring entries. The
information is kept in the GLRExxx file. When the transaction comes up,
enter the run code in the Transactions function.

Journal Transaction Reports and Posting

The Journal Transaction reports provide information about activity before you
post.

The GLJRxxx file provides information for the GL Journal and GL Activity
Report. The GL Journal providesinformation about transactions for the specified
periods.

Note: Produce the GL Journal and the GL Activity Report before you use the
Post to Master function. When you post, information is changed in the GLIRxxx
file and you cannot retrieve it.

Reports

The Reports functions provide information about activity after you post—overall
balances and other key historical statistics—that you can compare with reports
you produced before you posted.

e The Trial Balance function provides debit or credit balances of general
ledger accounts for the current period and the year so far. Thisinformation
comes from the GLMAxxx file. This report is useful when you want to test
the balance of debits and creditsin General Ledger.

General Ledger



The General Ledger System Introduction ¢ CHAPTER 1

e TheAudit Trial Balance function provides debit or credit balances of
general ledger accounts for the specified period of time: last year’s actual,
next year’s budget, forecast, this year’s actual, or this year’'s budgeted. This
information comes from the GLMAxxx file. Thisreport is useful when you
want to produce an audit trail.

e The statements (which you define in the Statement Layout and Statement
Contents functions) provide account information for the specified ranges of
time, companies, divisions, departments, and subaccounts. This information
comes from the GLSCF and GLSLF files. You can consolidate information
about 20 companiesin any statement.

e TheCash Flow Statement function provides information about the sources
and uses of cash in the specified ranges of time, companies, divisions,
departments, and subaccounts. This information comes from the GLMAXxxx
file. You can consolidate information about 20 companies in the Cash Flow
Statement.

Periodic Work

When your files get large, you can clear some data from the files using the
functions on the Periodic Processing menu.

Usethe Remove Prior-Year Files function to remove files associated with the
specified year. Removing files from past years when they are no longer required
can free up valuable disk space.

At the end of ayear, use the Create Last-Year Data function to create last-year
GLMAxxx and GLJRxxx files and prepare the current files for the new year.
When you create last-year files, the GLMAxxx and GLIRxxx filesare
automatically assigned the extension .Ynn (where nn isthe two-digit year). This
function also increases the year value in the GLPDxxx table by 1.

Usethe Clear and Close Last Year function to clear and close the income and
expense accounts for specified capital accounts. By using this function, you
prevent possible conflicts because of erased files whose unposted transactions
have an effect on this year’s balances. The system checks for such transactions,
warns you of all occurrences, and moves the transactions from the previous
year's GLIRxxx.Ynn file to the current year's GLIJRxxx file (period 1).

General Ledger 1-9
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When you are finished working with last year’s information, use the Update
Current Year function to update the account balances for thisyear. Thisfunction,
like the Clear and Close Last Year function, updates information in the current
year's GLIRxxx file (period 1). However, it copies the information instead of
moving it; this function does not affect last year’s information.

To clear journal entries from previous periods in this year, use the Month-End
Maintenance function. This function removes transactions from the GLIRxxx
files for the specified periods.

Usethe Consolidate Master Files function to consolidate account balances from
different files or different computers into the GLMAxxx file of one company.
Thisfunction isuseful if you want to store all historical information in one place
and produce consolidated financial reports from one company.

Productivity Reports

General Ledger includes a number of productivity reportsin Microsoft Excel®
format. These reports connect directly to your OSAS data via the ODBC/JDBC
driver (included with OSAS 7.6) and allow you to use spreadsheet tools to
mani pulate the data as you want and produce charts and graphs to visualize
trends.

The spreadsheet reports are listed on the Productivity Reports menu. Double-
click areport name to automatically launch Excel or any other spreadsheet
program capable of opening an Excel-formatted spreadsheet to open the report.
Use the selection boxes to filter the information that appears in the report, or use
the tools within your spreadsheet software to create charts and graphs from the
report’s data.
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Starting OSAS

In Windows

In Other
Operating
Systems

Using
Parameters

General Ledger

OSAS runs on an operating system supported by 150 MB of permanent storage
and 4 MB of RAM. You may need additional space or memory, depending on the
size of your datafiles and the operating system you use. Consult your reseller for
more information.

To start OSA'S on a computer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt. If your operating system has graphical capabilities, you
can also use the OSAS shortcut to start OSAS.

You can use the -u, -, and -t parametersin OSAS shortcut properties or after the
osas command so that the system automatically uses the appropriate user ID,
and company 1D to save timelogging in.

In Windows, open the OSAS shortcut’s properties and enter these parameters
after the path in the Target field (as in the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO -cD:\osas70\progrm\config.bbx - -
uSam -cH

Note: In Windows, the -u and -c parameters must follow the separation dash.

In other operating systems, enter the parameters after the osas command, asin
this example:

osas-t T2 -c B apple

Note: You can enter these parameters in any order, but you must leave a space
between the parameter mark (-t or -c¢) and the parameter itself.

1-11
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Logging In
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Refer to the Resource Manager User’s Guide for more information on these
parameters.

After you start OSAS, the login screen appears.

X 0545 Login

scottm

H Builders Supply -

OSAS-

version 7.6

Copyright © 1982-2010
This program is protected
by LLS. and International copyright laws.

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Password. If you want to save your password so that you do not need
to enter it again, select the Save Password? check box (or enter Y in text mode)
to save your information. This check box appears only if the Remember
Password? option isselected for your user ID in the Users function in Resource
Manager.

Check the Change Password? box to change your password upon logging in.
You will be prompted to enter and confirm your new password.

Finally, press Enter or click OK to log in.
This screen appears only after you have set up the system, including setting up

users. See the Resource Manager User’s Guide for information on setting up
users and roles.

General Ledger
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Roles

Roles limit use of the system and protect sensitive information. Each role allows
access to specific applications, menus, and functions. If you cannot select a menu
or function, your assigned role is not authorized for it. Use the Roles function in
Resource Manager to set up roles.

Workstation Date

To change the workstation date, select Workstation date from the File menu,
click the Change Date button on the toolbar, or press F6.

ﬂSetWorkstaﬁon Date =] & =
LCommands Edit Modes Other Help
2xzea@an]? ¢ @@ oK (Anin

Wiorkstation Date 12/28/2007 75

When the Workstation Date box appears, use the button or your keyboard to enter
the date and press Enter.

General Ledger 1-13






Navigating OSAS

OSAS menus and functions are available in two modes: graphical and text. The
graphical mode allows both keyboard and mouse commands and uses data entry
fields and buttons similar to those found in any graphical software program. The
text mode presents information in a simpler text format and uses keyboard
commands to access functions and move around the screen. If you use an
operating system that does not have graphical capabilities, the text mode isthe
only mode available.

You can use either text or graphical function screens independently of the main
menu. For example, you can use text function screens while using the graphical
main menu, and vice versa. Select GUI Functions from the Modes menu or press
Shift+F6 to toggle between the text and graphical modes for function screens.

When available, press Shift+F5 to switch between graphical and text menu
modes, or press Shift+F6 to switch between modes on function screens. You can
also use the Resource Manager Defaults function to select the default mode to
use for the main menu and function screens.

In text mode, use the Page Up, Page Down, arrow, and Enter keysto move
between menus, select and enter functions, and move around function screens.
When alist of commands appears at the bottom of a function screen, pressthe
highlighted letter to use a command. These methods also work in graphical
mode, or you can use the mouse to click on fields and command buttons.

Graphical Mode

If you're familiar with other graphical software programs, you'll find it easy to
navigate around the OSAS graphical mode, which uses buttons, toolbars, text
entry boxes, and menus to help you move through your tasks.
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Main Menu

If you use BBj in graphical mode, the main menu is available in two flavors:
graphical and MDI. To switch between the two styles, press Shift+F5. If you use
Visual PRO/5, the graphical main menu is the only graphical menu available.

Graphical The graphical main menu is shown below.
Main Menu

JEX T000 - OPEM SYSTEMS(R) Accounting Software [ol]l = ==
File Views Tools Favorites Other User Help

Clea ? @@ & S

H Builders Supply -

OSAS-

m Bank Reconciliation Transactions

Bank Reconciliation ransactions ransactions

Bills of Materials/Kitting Reconciliation Void and Stop Payments
Fixed Assets Productivity Reports BR Joumnal

General Ledger File Maintenance Bank Account Register
General Report Writer Master File Lists Post Transactions
Inventory

Job Cost

Payroll with Direct Deposit
Purchase Order with Landed Cost
Resource Manager

Sales Order

|Company H |Terminal TO00 [10/12/2010 |4:27 PM

You can move around the graphical menu in these ways:

«  Click an application to view that application’s menu. Click amenu item to
view its functions. Double-click a function name to enter that function.

* Toexit from the graphical menu, click a different application or menu name
or press Tab to return to the main menu.

e Toexit from OSAS, click the Close box in the upper-right corner of the
screen, press F7, or select Exit from the File menu.
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MDI Main
Menu

General Ledger

The MDI menu centralizes all OSAS functionality in one location: applications
appear as tabs at the top of the screen, their menus and functions appear in a
navigation pane on the left side of the screen, and function screens appear in the
large pane on the right. Using this menu, you can open more than one function
screen at atime and move or minimize screens as needed. However, you cannot
open two functions that lock the same datafile at the same time.

O Le 2 @B E &

Inventory

Information Inquiry
Daily Work
[ Inventory Transactions
22 Location Transfers
[El Transaction Journal
&l Transfers Journal

Post Transactions
Bl GL Adjustments Journal
22 Post GL

OPEN SYSTEMS(R) Accounting Software
:,

Reorder Processing

. Reports

. Analysis Reports
Productivity Rpts-Inventory
Productivity Rpts-Lot/Serial
Periodic Processing

. Physical Inventory

. File Maintenance
Code Maintenance
Master File Lists
Master Codes List

[ Reconciliation

(1 BOM/Kitting

—_—————

DD FA GL GN IN JO (]

=EEd
File Views Tools Other User Window Help
Company H  Builders Supply O.SA.S Date: 12/29/2010 User ID: scottm
EX IN - Inventory Transactions ==
Commands Edit Modes Other Scroll Commands Information Help
2xzea@n[ 72 [@d (Fnion)
[Type [item [Loc D [ Quantity|units_ [Date [stat |
Purchase 550 TX0001 6.0000PKG 12/14/2010 4
Adjustment  |260 MN0001 15.0000/CS 12/14/2010 2 |2
Adjustment  |260 TX0001 32.0000/CS 12/14/2010 2 |a
Purchase 350 CAD001 2 0000EA 12/14/2010 4
Adjustment 700100 MN0002 170.0000EA 12/14/2010 2
~
z
=z
Line No( 000001 of 000005 )
Enter=edit oto d ‘] [ Sale ] [ Purchase ]
[Company H [12/29/2010 | Terminal T000 [OVR

You can move around the MDI menu these ways:

» Toview an application’s menus, click that application’s tab.

*  Toview the functions a menu contains, click the menu name. The menu
expands to list the functionsit contains. Click the function name to enter the
function. The function screen appears in the right pane.

* Toexit fromamenu, click adifferent menu name or application tab. To exit
from OSAS, click the Close box in the upper-right corner of the screen,

press F7, or select Exit from the File menu.
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Function Screens

Graphical screens contain the same functionality as text screens, presented in a
graphical format that includes easy access to commands via the mouse.

B TaxLocations (=] = =
Commands Edit Modes Other Scroll Commands Help
L W FIEAEY oK
Tax Location MK LY Mame Minnesota Sales Tax
Tax Level 1 Tax ID 23-876182734
Authority MM Tax on: Freight? Misc?
Tax Liakility Acct 203800 Tax Refundable Acct 203800
Class  Description Sales Tax Purch Tax Tax Collected Tax Paid
aa Consumer Goods 6.500 6500 1307 .00 aa @
01 Resale Sales 0.000 0.000 .00 .00 @
02 Exempt Sales 0.000 0.000 .00 .00 E]
03 Indl/Agr Prod. 0.000 0.000 .00 .00
04 Interstate Comm 0.000 0.000 .00 .00
05 Nhotor “ehicles 0.000 0.000 .00 ]
05 Food Products 0.000 0.000 .00 ]
a7 Clothing 0.000 0.000 .00 .00 E]
03 Gasoline 0.000 0.000 .00 .00 @
09 Services 0.000 0.000 oo oo @
Total 1307.00 00
Calculated 1307.01 00
Qver/Shart -0 00
Enter = edit ] [Iax Loc] [ Eirst ] [ Last ] [ Next ] [ Prev ] [ Wiew ] [ Header ] Goto Class
|Company H [10/0412007 |Terminal TOOD [OVR

You can move around the screen in these ways:

e Usethe mouse or press Tab to move from field to field. Use the scroll
buttons to move from line to linein scrolling regions.

e |f ascreen appears prompting for the kind of information to enter or
maintain (such as on File Maintenance or Transactions screens), select the
appropriate option and click OK to continue.

e PressPage Down if prompted to move to the next section.

e Click Header when it appears to return to the screen’s header section.

¢  PressF7 to exit the screen and return to the main menu.

1-18 General Ledger
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Shortcut
Menu

Other
Commands
Menu

Information
Menu

General Ledger

Menus

Both the graphical main menu and graphical function screens contain drop-down
menus that give you access to additional commands without using the function
keys. While you can use the function keys to access commands in graphical
mode, you may find it easier to access command through these menus.

To access a menu’s commands, click a menu title. The commands for that menu
appear, followed by any associated hot key combinationsin brackets < >. To use
acommand, click the command name or press the hot key combination.

Refer to the Resource Manager User’s Guide for more information on the menus
availablein OSAS and their commands.

OSAS gives you quick access to commands relating to the screen you're using
viaashortcut menu. The commands that are avail able depend on the function and
the field you are currently using. To use these commands, click the right mouse
button and select the command from the menu that appears.

On the main menu, the shortcut menu gives you access to commands that help
you manage your Favorites menu, switch between sample and live data, perform
certain setup tasks, and view function information. On function screens, this
menu helps you access help documentation, move around the function screen,
work with EIS dashboards, and so on.

The Other Commands (or F4) menu is available on both graphical and text
menu and function screens and gives you access to additional utilities and
commands not directly related to the function you’ re currently using. Among
other things, these commands open calculators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screens to access this menu.

Consult Appendix A in the Resource Manager User’s Guide for more
information on the commands available on the Other Commands menu.

The Information (or Shift+F2) menu is available in some graphical or text
function screensin certain applications and gives you access to additional
information about a customer, vendor, item, job, bill of material, or employee.
The commands available on the Information menu are determined by the
applications you have installed, and can include:

1-19
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Favorites
Menu

1-20

¢ Genera Information
¢ Comments

e History

¢ Documents

e Address Lookup

Not all of the commands above appear on every Information menu; instead,
commands are available only as they are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Consult Appendix A in the Resource Manager User’s Guide for more
information on how to use the functions on the Information menu.

The Favorites menu gives you quick accessto the OSAS functions you use most
by allowing you to add selections for entire menus or particular functionsto a
custom menu. After you' ve set up the menu, select Change to Favorites from
the graphical Favorites menu or press F2 to access the functions.

The Favorites menu saves you time by eliminating the need to switch between
applications. You can add functions from several different applicationsto the
Favorites menu and access them all there rather than switching between
applications on the main menu to access the functions you need.

To add afunction to the Favorites menu, select the function you want to add and
press F10. Press F2 to switch to the Favorites menu to confirm that your
selection was added.

To remove a function from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.

Toolbars
Aswith menus, graphical screens also contain toolbars that give you fast access

to the most frequently used OSAS commands. The toolbar for the main menu
differs dightly from that of function screens.
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Main Menu The toolbar for the main menu is shown below. Click a button to access that
Toolbar command.

Workstation Command Calendar Toggle

Date Help Favorites

N

M ose T B B w5 O

Application Calculator Call a BBj/Pro5
Versions Program
Function The toolbar for function screensis shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation
B X 1= E T@ T@ @‘@
Delete Copy  Calculator Field Address
Help Mapping
Date Fields

If you use BBj in graphical mode, click the Calendar button when it appears next
to date fields to open a calendar so that you can select the date you want to enter
into that field.
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Browse

If you use BBj in graphical mode, you can use the Browse button when it
appears next to fields to navigate to directories and files and automatically enter
file pathsinto that field. Click the Browse button to open the Select Directory/
File screen, then navigate to the directory or file and click Open to automatically
enter the file path in the field.

Inquiry

The Inquiry command helps you look up and select valid entries for fields that
are connected to master file records. For example, when you use the Inquiry
command inaBatch ID field, OSAS ists all batches you have set up so that you
can select the one you want to enter in that field. When the Inquiry button
appears next to afield, you can either click the button or press F2 to open the
Inquiry screen and search for valid entries.

Maintenance

The Maintenance command allows you to enter or edit master file records on the
fly from within functions. For example, you can use the Maintenance command
to add anew customer or item from within the Transactions function. The

M aintenance command is available when the Maintenance button appears on the
toolbar. Click the button or press F6 to open the File Maintenance function
associated with that field and enter or edit a new master file record.

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command to view a map of that address. This command
combines address information with the URL and search variablesin the Resource
Manager Web Setup function and the Map Lookup ID in the Company Setup
function to direct your web browser to a mapping website and generate the map.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to
your workstation’s web browser in the Resource Manager Defaults function.
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Text Mode

The OSAS text modeis available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, the text modeisthe
only mode available. In text mode, all screens are presented in an easy-to-use
textual interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

X 0545 To00 [E=H Eol(E=5|

Settings Edit Print Help

11/27 /2007 Company H - Builders Supply 4:25 M

Main Menu

Eills of Materials/Kitting_

TO00l—————  0PEN S3S¥3TEMS (R) Accounting Software

When you select an application, the application’s menu is superimposed over the
main menu. Selecting an entry on an application menu opens a function screen or
a submenu.

You can move around the text main menu in these ways:

* Usethearrow keysto move the cursor up and down to highlight the
application you want. Then press Enter to select it.
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* Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to pressthe letter key or
the down arrow until the application you want is highlighted, then press
Enter to select it.

* Usethe mouseto click an application to view that application’s menu.

e Tomove to the first application on the menu, press Home. To moveto the
last application on the menu, press End.

e Onan application menu, press Page Up to move to the menu immediately
behind it. If you are several levels away from the main menu, you can return
to the main menu by pressing Page Up repeatedly or by pressing Tab once.

e Toexit from OSAS, press F7.

Function Screens

Like the text menu, OSAS text function screens can be used on all operating
systems and in combination with graphical menus.

Settings Edit Print Help

Orders
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Other
Commands

Information
Menu
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You can move around the screen these ways:
e PressEnter or the down arrow to move from field to field.

* Touseacommand that islisted in the command bar, press the highlighted
letter.

e Usehot key commandsto access information screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager User’s Guide for
more information on these commands and their corresponding hot keys.

e |f ascreen contains more than one section, press Page Down when
prompted to move to the next section.

e |f amenu appears prompting you for the kind of information to enter or
maintain (such as in the example and on Transaction and File Maintenance
screens), select the appropriate option and press Enter.

e To exit the screen and return to the menu, press F7.
Menus

Like the graphical mode, the text mode also includes menus that give you access
to commandsthat open additional utilities, show additional information about the
task at hand, or set up a custom menu that contains frequently-used commands.

Refer to Appendix A in the Resource Manager User’s Guide for full details about
the menus availablein OSAS.

The Other Commands (or F4) menu gives you access to additional utilities and
commands not directly related to the function you’ re currently using. In text
mode, press F4 twice on the menu or once on function screens to access this
menu. See page 1-19 for more information on this menu.

The Information (or Shift+F2) menu gives you access to additional information
about a customer, vendor, item, job, bill of material, or employee. In text mode,
this menu is available when the Info flag appears at the bottom of a function
screen.
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The commands on the menu are available only as they are relevant to the task
you are performing. For example, if you are entering a transaction in Accounts
Receivable, you can access comments or documents about items or customers
but not about employees or vendors. See page 1-19 for more information.

The Favorites menu allows you add the OSA'S menus or functions you use most
frequently to a custom menu. After you’ ve set up the menu, select Change to
Favorites from the graphical Favorites menu or press F2 to access the functions.

To add a function to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove a function from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-20 for more information on this menu.

Commands and Flags

Both the text menu and text function screenslet you use commandsto drill down
to more information, change companies, switch to sample data, and perform
tasks related to the function you are using. These commands are analogous to the
commands contained on drop-down menus in graphical mode.

You access commands by pressing the hot key combination for the command you
want to use. If you' re working with a keyboard that lacks function keys (labeled
with an F followed by a number) or if you’ re working with an emulator in UNIX
(which can cause function keys to become unavailable), press the appropriate
aternate key combination to access the command.

Refer to Appendix B in the Resource Manager User’s Guide for alist of all
OSAS commands and their associated hot keys.

Not all commands are available for every function or field; when acommand is
available, aflag appears at the bottom of the function screen. Common flags
include Quick, Info, Maint, Inquiry, and Verify.

e TheQuick flag reminds you that you are using the Quick Entry modeto skip
fields that are not required. Press Ctrl+F to toggle quick entry on and off.

*  When the Info flag appears, press Shift+F2 to access the Information menu

to access additional information about a customer, vendor, item, job, bill of
material, or employee. See page 1-19 for more information on this menu.
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*  When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter a new one “on the
fly.” When you finish, press F7 to return to the function you were using.

e WhentheInquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you are in.

e The Verify flag reminds you that you are using verification. When this flag
appears, you must provide verification when you press Page Down or use
the Proceed (OK) command. Press Ctrl+V to toggle verification on and off.

Command Bar
The command bar appears at the bottom of function screen and gives you access

to commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices.

Enter = edit, Append, Header, Totals, View, Online, Next trans

The commandsthat are available depend upon the function you are using, and are
anal ogous to the command buttons available on graphical screens. Pressthe
highlighted key to use a command.

Messages

M essages appear at the bottom of the screen when a command is unavailable or
when OSASS needs information to continue.

Verification
{_ Press <Pgln> to proceed

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command menu to view amap of that address. This
command combines address information with the URL and search variablesin
the Resource Manager Web Setup function and the Map Lookup ID in the
Company Setup function to direct your web browser to a mapping website and
generate the map.

1-27



CHAPTER 1 e« Introduction Navigating OSAS

1-28

The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view amap of the first address on the screen, press
Shift+F4. To view amap of the second address (if present), press Shift+F5. The
second command is not available when there is only one address.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to

your workstation’s web browser in the Resource Manager Defaults function.
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Reports

OSAS applications contain a variety of reports that help you make the best
decisions for your business. With reports, you can view transaction summaries,
print audit trails of activity managed through OSAS functions, make lists of your
basic master file information for reference, and analyze all aspects of your
company’s cash flow.

This section summarizes the basics of using reports. For detailed information on
a specific report, see that report’s description in the appropriate section.

Selecting a Range of Information

General Ledger

To produce areport, you must specify what information you want to include in
the report.

To produce areport that includes all information available, leave the From-
Thru fields on the report screen blank. For example, if you want to include
information about all the vendors you work with in areport, leave the
Vendor ID From and Thru fields blank.

To limit the amount of information in the report, enter arange in the From-
Thru fields. For example, if you want areport to include information only
about vendor ACEQ01, enter ACEOOL in both the Vendor ID From and Thru
fields. If you want the report to include information only about vendors that
start with CO, enter CO at From and COZZZZ at Thru.

You can also select the Tag check mark next to a selection to select a non-
contiguous range of information. In fields where you’ ve tagged individual
choices, the selection will appear as an asterisk in the From/Thru fields after
the selection.
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Sorting

Each field where you enter information on areport screen usually restricts the
overall output of the report. For example, if you leave the Vendor ID From and
Thru fields blank, the report contains information about all the vendors. But if
you enter invoice 100 in the Invoice Number From and Thru fields, and invoice
100 is assigned only to vendor ACEQOQ1, the report includes information only
about vendor ACEOO1.

Information for reportsis sorted first by a space (), then by special characters,
then by digits, then by uppercase letters, and finally by lowercase letters. No
matter what you enter in the From and Thru fields, however, your entries are
sorted in aphabetical order (unless the function provides an option to sort the
information differently).

Sorting by alphabetical codes or IDsis easy. For example, the ID ACL comes
before the ID BB because A comes before B.

Use caution when you enter codes or I Ds consisting of characters other than
letters; the order might not be what you expect. For example, if 20 items are
labeled 1 through 20, and all are included in areport, you might enter 1 at From
and 20 at Thru, expecting them to belisted 1, 2, 3. . . 19, 20. However, since
OSAS sortsin aphabetical order, rather than numerical order, the numbers are
listed in thisorder: 1, 10-19, 2, 20. In this example, numbers 3 - 9 are not
included in the sort since they fall after 20 in an a phabetical sort. To prevent this
situation, pad extra spacesin codes and | Ds with zeros so that numbersin
alphabetical order are also in numerical order. In the example above, the items
could be labeled 000001 through 000020.

Outputting Reports

1-30

You can output reportsin avariety of ways, but keep in mind that the mode you
use controls which output options are available to you. If you use graphical
function screens, you have the following output options: Printer, Print Preview,
PDF, File, or E-mail (for selected reports). If you use text function screens, you
have these options: Printer, File, Screen, or E-mail (for selected reports).
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If you use graphical screens, the Output Information dialog box appears after you
select the range of information to include in the report.

X Output Information

Printer

Print Preview
@ PDF

File

Email

File Name

System Default Printer Laser
PDL  Print Dialog Laser
LPD System Default Printer Dot Matrix
PDD  Print Dialog Dot Matrix
LPW  System Default Printer Wide Carriage

PDW  Print Dialog Wide Carriage Dot Matrix

[E=BECE |

Standard

@ Compressed

../data/QO000H pdf

OK | Cancel

Browse

If you use text screens, these options appear at the bottom of the screen after you
select what to include in the report and how to organize it.

Cutput:

(Plrinter p(Rjeview (Fjile (S)creen e(Mjail (FInd

Print the Report

Follow these steps to print a report:

1. Select Printer (in graphical screens) or enter P (in text screens).

2. If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function in Resource Manager to add printers to the

terminal.

3. When available, select either Standard (or enter S) to print the report in
standard width or Compressed (or enter C) to print it in compressed width.

4. Click OK or press Enter to begin printing the report.

5. If you want to stop printing after it has begun, press Ctrl+Break.

6. Click OK or press Enter to continue.
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Preview the Report

The Print Preview option isonly available for graphical workstations. However,
before Print Preview will work in Windows, you must add asysprint deviceline
in the config.bbx file for that workstation. Use the Devices function on the
Resource Manager User Setup menu to add thisline.

Follow these steps to view areport using Print Preview:;
1. Select Print Preview (in graphical screens).

2. If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function on the Resource Manager Installation and
Configuration menu to add printersto the terminal.

3. Click OK or press Enter to continue.

4. When available, either select Standard or enter S if you want to view the
report in standard width or select Compressed or enter C if you want to
view it in compressed width.

5. PressEnter. The Print Preview screen displays the report as it will look
when printed out in hard copy.

6. To print from this screen, select Print from the File menu. To exit from this
screen, select Exit from the File menu.

Save the Report as a PDF

PDF output isavailable for OSAS systems using BBj. The data path set up for the
workstation in the Preferences function appears. If necessary, enter anew data
path or click the Browse button to navigate to the correct directory, then enter the
file name followed by the .PDF extension. The file name plus extension that you
enter must be less than 35 characters. Press Enter to save the report as a PDFfile
in that directory.
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To savethereport as atext file, select File or enter F. The data path set up for the
workstation in the Preferences function appears. If necessary, enter a new data
path or click the Browse button to navigate to the correct directory, then enter the
file name followed by the .txt extension. The file name plus extension that you
enter must be less than 35 characters. Press Enter to save the report in that
directory.

Note: To preserve spacing and formatting, view text file reports with a fixed-
width or monospaced font (Courier, Letter Gothic, or Lucida Console, for
example).

View the Report on Screen (Text Screens Only)

If you use text screens, you can view selected reports directly in the OSAS
screen. Keep in mind that this option displays the report one page at atime,
storing previously viewed pages in the workstation’s memory. Use the
Preferences function on the Resource Manager User Setup menu to limit the
number of screen pages you can view to conserve memory resources.

Follow these stepsto view the report on screen:

1. Enter S to select (S)creen.

2. When available, enter S if you want to view the report in standard width or C
if you want to view it in compressed width.

3. When the report appears, press Enter to view the next page or Page Up to
view previous pages.
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E-mail the Report

Before you can e-mail reports, you must enter details about your e-mail system
using the E-Mail Setup function on the Resource Manager Installation and

Configuration menu. You can e-mail only selected

reports. In general, any report

or form that makes up part of your audit trail cannot be e-mailed.

Follow these stepsto e-mail areport:

1. Select E-mail or enter M. The E-Mail Information screen appears.

asotckard@builders_supply.com

Subject AR Analysis Report
Attachment Type YES -

[N £-Mail Information == =s

Commands Edit Modes Other Scroll Commands Help

kxté‘ﬂ|ﬂ@‘?® e Abandon

E-Mail From  samd@builders_supply.com

To [Customer  +||ACEo001 (] [3]
bhumphrey @aceplumbingsupply com;garry deacon@bigmail com

(o] Employee ~ || BOU001 E B
Ibourne@builders_supply.com

BCC |Employee - STOO0D1 (8] ~

Attachment File

C:/0OSAST6/data/Onpgq79x005.TXT

123

»

4

H |«

Enter = Edit Append Go to

Header Done

[Company H[10/26/2010 [Terminal TO00 [OVR

2. TheE-Mail From field displays the originating e-mail address. Changeit if

you want the return e-mail address to be differ
E-Mail Setup function in Resource Manager.

ent from the one set up in the

General Ledger



Reports

Introduction « CHAPTER 1

Inquiry |

General Ledger

In the To, carbon copy (CC), and blind carbon copy (BCC) fields, select
Other and enter the e-mail address, or select Vendor, Customer, or
Employee and choose from the e-mail addresses on file for those respective
categories (depending upon installed applications), or select None to leave
the field blank (you must choose at least one To, CC, or BCC address).

The name of the report appears in the Subject field. Change the subject line,
if necessary.

Select Yes in the Attachment field to send the report as atext file
attachment to the e-mail message, select No to send the report in the body of
the e-mail, or select PDF to attach the report asa PDF file.

The E-Mail Message dialog box appears.

E-Mail Message o] = =
Commands Edit Modes Other Help
a@xt§|a‘n@|?0‘@@ [ ok || Abandon |

Got your message. Here's the report you requested. Thanks!

Enter the message you would like included in the body of the e-mail, and use
the Proceed (OK) command. You are returned to the E-Mail Information
Screen.

Use one of the following commands in the Attachment File scroll region:

* PressEnter to edit the highlighted attachment (if any). Browse to or
enter the name of the file you would like to attach in the Edit
Attachment dialog box (see “Edit/Append Attachment dialog box” on

page 1-36).

e PressA to add an attachment to the e-mail. Browse to or enter the name
of the file you would like to attach in the Append Attachment dialog
box (see “Edit/Append Attachment dialog box” on page 1-36).
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* PressG to goto aspecific attachment line item (this command is only
available if there are more than six attachments to the e-mail).

*  PressH to change the header information of the e-mail, including the E-
Mail From field, the recipient(s), the subject line, and the attachment

type.

*  Press D when done entering the e-mail information, and you are ready to

process the e-mail.

8. If you choose No inthe Send E-Mails Immediately? option in the Resource
Manager Options and Interfaces (see “ Options and Interfaces List” on
page 3-47), the e-mail will be held in the E-Mail Queue for processing (see
“E-Mail Queue’ on page 3-49). Otherwise, the e-mail will be sent

immediately.

Note: To preserve formatting, view e-mailed reports (or e-mail attachments) with
a fixed-width or monospaced font (Courier or Lucida Console, for example).

Edit/Append Attachment dialog box

The Edit/Append Attachment dialog box appears when you press Enter or A in
the Attachment File scroll region of the E-Mail Information screen.

A Append Attachment (== ==
Commands Edit Modes Other Help
2xzE|zamm|[re¢|ee OK__ ][ Abandon |
File Name
C:/0S5AST76/data/Onpgq79x005 TXT

1. Enter the File Name of the file you want to attach to the e-mail, or click the

browse button ( [...] ) to navigate to the file.

2. UsetheProceed (OK) command to add the attachment to the e-mail, and

return to the E-Mail Information Screen.
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Commands

Use the following commands when a report appears on the screen:

Key Operation

PgUp Moves to the previous page of the report.

PgDn Moves to the next page of the report.

Home Moves directly to the top of a group of pages.

End Moves directly to the bottom of a group of pages.

F7 Exits to the menu from any point in the report.

Left Moves | eft one character.

Right Moves right one character.

Tab Toggles between the left and right halves of areport.

Up/Down  Movesaline up and down the screen to line up information when
you toggle between halves of areport.

Using Report Pick Screen Criteria

You can save the pick criteria from any report screen to make it easier to run
reports without redefining the criteria each time.

The RM option to Use Report Defaults? must be set to Yes to use this
functionality.

After you choose to print a report, the Save Report Criteria screen appears.

[EA Save Report Criteria == ==
Commands Edit Modes Other Help
2xz|eama[r¢|ee OK || Abandon |

Save as Personal Report Picks?  [¥

Save as Global Report Picks? Fi
Description Northeast Region Requisition Report
Set as Personal Default? v
Set as Global Default?
Status Bar Company H|10/20/2010 [Terminal TO00 |OVR
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e Check the Save as Personal Report Picks? box save the pick criteriafor
use at alater time on your workstation.

e Check the Save as Global Report Picks? box to save the pick criteriafor
use by anyone in your organization who has access to this report.

e Enter aDescription for these report defaults for identification.

e If you check the Set as Personal Default? box (or enter Y in text mode),
these pick criteriawill be automatically applied on the report screen the next
time you run the report from the menu.

e If you check the Set as Global Default? box (on enter Y in text mode), these
pick criteriawill be automatically applied on the report screen whenever

anyone in your organization runs the report from the menu.

Whether or not you set saved criteria as a default, you can load any report criteria
you have saved by clicking Shift-F3 and choosing the description you want.

Consult the Resource Manager User’s Guide for more information about reports.
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Installation and Conversion

Installation
Before You Install General Ledger

Make sure your system meets these minimum requirements
before you install General Ledger.

The General Ledger system needs a minimum of eight
megabytes (8 Mb) of disk space to work correctly with
programs, sample data, data dictionaries, system files, and
graphics files. Having more disk space available is necessary
for the data files you will create and maintain.

The OSAS system requires at |east one megabyte (1 Mb) of
main memory to run. More memory may be necessary in
certain environments and operating systems.

Installing General Ledger

Usethe Install Applications function in Resource Manager
(see your OSAS | nstallation User’s Guide) to install General
Ledger. Then install your other applications.

Setting up General Ledger

Once you have installed General Ledger on your system, you
must prepare your datafiles for everyday use.
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You can prepare files for use with General Ledger in one of two ways: you can
create and set up your files manually on anew system, or you can convert your
old files when you upgrade from an earlier version. To create files on anew
system, use the Data File Creation function on the Company Setup menu in
Resource Manager (see the Resource Manager User’s Guide). For instructionson
converting your files, see the “Conversion” section later in this chapter.

If you plan to use other OSAS applications with General Ledger, you must install
and set up General Ledger before you set up the other applications.
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Conversion

If you use an earlier version of OSAS General Ledger, you can convert your files
from the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Company Setup menu in Resource Manager (see the Resource Manager
User’s Guide) to upgrade General Ledger datafiles. You can upgrade from
version 3.2, 4.xx, 5.xx, 6.xx, or 7.0x. If you want to convert to version 7.6 from a
version earlier than 3.2, contact a client support representative.

You must install the new version of General Ledger before you convert files.
You can replace and update the programs properly only by using the Install
Applications function in Resource Manager.

Before you convert an application’s files, make note of the version number
of the application from which you are converting. The Data File Conversion
function has no way of determining the information from within the
function.

Because tables are also converted when you convert datafiles, any changes
made (including those in Options and Interfaces) since the initial set up
may be lost. Check table settings and verify your options and interfaces
selections after converting all companies. If you need to reconvert a
company, either reset your options after conversion or back up the xxTB files
before converting.

Before you convert an application’s files, back up your datafiles.
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Consider Your Setup

Before you try to convert from your version of General Ledger, consider the
exact setup of your system. Since OSAS code can be customized, modifications
to your system might belost if you install a new version of a program or update a
file. If you are not sureif your system isready for conversion, consult your value
added reseller.

Follow these guidelines to convert your filesto version 7.6.

Converting from Versions 4.6x and Earlier

2-4

The account numbers may have to change to be brought into compliance with the
account mask. During conversion, the system makes a suggestion for the new
account number, which you can accept or edit. The GLCGxxx fileis created to
record these changes, and other applications access this file to change their own
account numbers.

Account types from versions 4.11 through 4.6x are converted as follows:
«  Balance sheet accounts have an account type of 080 (other)
* Income statement accounts have an account type of 530 (other).

* Memo account types have an account type of 999 (not defined). These
account types require manual adjustments in the Account Types function.

If you are converting from version 4.10 or lower, each General Ledger account
will have 999 (not defined) as the account type for all converted accounts. After
conversion, print a detailed chart of accounts. Use the Account Types function
(page 8-13) to make the necessary changes.

To use the Cash Flow Contents function, you must make adjustmentsto the
account types unique to each account number. For example, cash accounts must
be defined, using 005 (cash on hand) and/or 010 (cash on deposit). Use the
Account Types function (page 8-13) to make changesindividually or in groups.
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If you are converting from version 4.1 through 4.6, the account mask is already
assigned. If you want to change the mask asyou convert files, the new mask must
be defined in the older version before converting. You can change the mask after
conversion, but don't change it until all application conversions are complete.

If you do not change account masks before you convert, your other
application masks will not match.

Converting to Version 7.6

Select Data File Conversion from the Company Setup menu in Resource
Manager. The Data File Conversion screen appears.

X Data File Conversion I=NECIN. X
Commands Edit Modes Other Help
2xz|smmo|-e|0e [ ok ][ Abandon |
Select directory on which to create files
@ ../data/
Enter directory that contains the files to be converted.
C:\osasB5\data u
Do you want source files erased after conversion? [
Do you want conversion to pause if a problem is found?
Appl Description Wersion Appl Description Wersion
IN Inventory 6.50
RM Resource Manager 6.50
S0 Sales Order 6.50
AR Accounts Receivable 6.50
GL lEJ General Ledger 6.50
| CompanyH | 11182007 | Terminal TOOO | OVR

1. Thesystem displaysall valid OSAS data paths. Select the destination
directory where your new data files will reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.
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10.

11.

If youwant sourcefilesto be erased after conversion, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

If you want the conversion process to pause if a problem occurs, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considers file corruption or evidence of data not converting
correctly aproblem.

Enter GL in the Appl column; General Ledger appears.

Enter your earlier version number of General Ledger, and press Enter. (You
can determine the version by looking at the copyrights screen when you start
OSAS, or in most versions, by using the Application Information tool button
on the menu screen in graphical mode or by pressing Shift+F2 in text mode.

If datafiles already exist for General Ledger in the intended destination path,
the GL data files exist. Do you want this task to erase them? prompt
appears. If you want to erase the existing files and convert the files from the
version in the source path, select Yes (or enter Y in text mode); if not, select
No (or enter N in text mode). If you elect not to erase existing files, you must
change your directory choices so that no conflict exists.

To convert, use the Proceed (OK) command.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after files for all applications are converted, select No (or enter
N in text mode). If you are converting only General Ledger files, your
answer to this prompt makes no difference.

Answer the questions that appear relating to the conversion of the employee
history and last-year files.

If a problem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt alerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).
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12. When the processis finished, the files are converted. Select the output
devicefor the error log.

After conversion is finished and the error log is produced, the main menu—with
General Ledger added—appears.
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Setup

Setup Considerations

After you have installed the software for the first time or after
you have upgraded the software, you must set up the system.
Follow the setup procedures carefully; the choices you make
determine how the system operates.

Codes and IDs

When you set up the system, you assign codes and IDs to tell
the system how to identify each item on file. The system uses
these identifiers to organize the information in reports and
inquiry windows.

The system arranges code charactersin a particular order. In
the following list codes and IDs are sorted from lowest to
highest, and dashes represent spaces.

————— 0
————— 1
————— z
————— a
————— 01
__a___
000000

000001

1
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The organization of these codes illustrates the following principles:

e Thesystem reads codes from left to right until it finds something other than a
blank space.

* Itemsthat make up a code are always listed a phabetically. The items are
listed in this order for each position:

blank spaces

characters (-, *, /, and so forth)
numbers (0-9)

uppercase letters (A-Z)
lowercase letters (a-z)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if they were |etters: When the first characters of several IDs are
compared, the ID with the smallest first character is placed first in thelist. If the
first character of the IDsis the same, the second characters are compared and the
ID with the smallest second character is placed first in the list. This comparisonis
made for each character in the range of IDs until the IDs arein alphabetical order.

If you use numbersfor |Ds, pad them with zeros so that they are all the same
length and numeric rules can hold true. For example, in alphabetical sorting ID
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If ID 60 were ID 000060 and ID 112 were ID
000112, ID 000060 would be listed first, since 060 is less than 112 alphabetically
and numerically.

When you assign |Ds and codes, establish aformat that makes sense for your
business and use it consistently. These suggestions may help:

e Toprevent organization problems, use zerosto make all IDsthe same length.
If IDs are divided into more than one part, the parts should be the same
length in every ID. Do not use spaces to divide | Ds into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACE01.

e Ifyouuselettersin IDs, use either all uppercase or al lowercase letters so
that the IDs can be sorted correctly.
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Use descriptive IDs. For example, WINOO1 and WINQOO2 are more
descriptive I Ds than 000001 and 000002. (If you already use a numbered
system, you might want to stick with it.)

If you want to sort items by a particular attribute—name or group—put the
attribute in the ID. For example, use the first two characters of arecurring
entry reference ID to indicate the division or department the entry isfor.

To ensure that you can insert new itemsinto a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For exampl e, setting up two consecutive general ledger account | Ds of 3001
and 3005 leaves room for three items in between.






Setup Checklist

Follow the steps in the checklist below to set up your system. Each step is
explained in this section.

1. Setuptheoptions.

2. Build the CNVTxxx table.

3. Define the account mask.

4. Build the GLSExxx (Account Segments) file.
5. Define the account types.

6. Build the chart of accounts.

7. Build the GLALxxx (Allocations) file.

8. Build the GLRExxx (Recurring Entries) file.
9. Set up thefinancial statements.

10. Enter theinitial balances.

11. Setuproles.

12. Set up a backup schedule.
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Options and Interfaces

To interface other applications with General Ledger, see the user’s manuals for
those applications for instructions.

Options Screen
To set up the options for General Ledger, select Options and Interfaces from the

Resource Manager Company Setup menu. The Options and | nterfaces screen
appears.
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The name of the company you are working with appears. Specify whether the
Optionstableisshared or owned. (See the Resource Manager User’s Guide for
information about Options tables.) Then enter GL as the application ID. The
General Ledger Options screen appears.

EX General Ledger Options (== =
Commands Edit Modes Other Scroll Commands Help
%XEE|E‘E|?@|®@ 0K Abandon
‘Descliption ‘Value |
Copy recurring entries directly to the GL Journal? YES B
|s Period 13 used for normal processing? NO
Allow fransaction entry in period 13? NO a
Do you want to use allocations? YES
Edit current and last year balances in file maintenance? NO
-
Upfion [ UUT of UU5]
Enter = Toggle Goto
[Company H{12/29/2010 [Terminal T000 [OVR

1. PressEnter to toggle between YES or NO to indicate whether you want
recurring entries copied directly to the GL Journal.

If you select YES, recurring entries are copied directly to the GL Journal.
Use the Edit Transactions function to edit these transactions. When you
select NO, recurring entries are copied to the temporary transaction work
file. Use the Transactions function to edit, verify, and write these
transactions to the GL Journal.

2. PressEnter to toggle between YES or NO to indicate whether you use period

13 for normal processing.
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3. Toggle between YES or NO to indicate whether you want to be able to enter
transactions (adjustments, for example) in period 13. If you use period 13 for
normal processing you cannot set this option to NO.

4. Toggle between YES or NO to indicate whether you want to use allocations.
If you select NO, you cannot access the Allocations or Allocations List
functions.

5. Toggle between YES or NO to indicate whether you want to be able to edit
current and last year balancesin file maintenance.

6. When you finish selecting options, press W to save your entries. Then exit to
the Options and Interfaces screen. Select another application whose options
and interfaces you want to change, or exit to the Resource Manager
Company Setup menu.

Period Setup

The CNVTxxx (Period Conversion) table in Resource Manager stores the general
ledger accounting periods and their corresponding monthsin the fiscal year. The
general ledger period that corresponds to the system date is displayed in the
Resource Manager Period Setup function and in other OPEN SYSTEMS
Accounting Software applications.

The CNVTxxx table must be set up using the Resource Manager Period Setup
function before you can begin using the General Ledger system. See the
Resource Manager User’s Guide for more information.

Account Mask

General Ledger

Before setting up a company’s chart of accounts, define the account mask. The
account mask determines the format of the account numbers.

Account numbers can be 12 characters long and can have four segments:. the
main account number, division, department, and subaccount. The main account
number segment is required; the other segments are optional .

You can arrange the segments in any order, omit segments you do not need, and
use fill characters (for example, ahyphen) to separate segments.



CHAPTER 3 * Setup Setup Functions

Any character can serve as afill character, but only one type of fill character can
be used in an account number format. That is, you can use a hyphen or a period,
but not both. A fill character takes up one position in the account number, and it
appearsin every blank position between account segments.

You might use the first four positions for the main account number, the next two
positions for the subaccount, the following three positions for the division, and
the final three positions for the department: MMMM 33111222. You might use a
two-segment mask where the first four positions denote the division and the final
four denote the main account number: 1111IMMMM. Or you might use a three-
segment mask separated by afill character: MMMM-11-222.

User-Defined Account Sorts

Regardless of how you organize your account mask, you can specify how you
want account information to be sorted when you produce some reports. For
example, your account mask might be MMM 112233, but you want account
information to be printed in the order 231M in some reports and in the order
31M2 in other reports. By entering the correct configuration in the User-Defined
Account Sort fields, you establish the order that information will appear in the
reports.

Multiple Companies

If you print consolidated statementsfor several companies that are on the system,
assign the same account mask to each company. If different account masks are
used, the consolidated statement might be incorrect, since statements do not
allow companies with different masks to be consolidated.

See “Account Mask” on page 8-3 for more information about account masks.

Account Segments

3-10

If you set up adivision, department, or subaccount segment in the account mask,
you can set up a description of each division, department, or subaccount you use.

For example, if you use divisions 001, 002, and 003, you might enter these
descriptions:
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001Minneapolis
002Cadlifornia
003Texas

Likewise, if you use departments 10, 20, 30, and 40, you might enter these
descriptions:

10Accounting
20Administration

30Sales and Marketing
40Shipping and Receiving

For several General Ledger reports you can select ranges of divisions,
departments, and subaccounts, and you can specify the order of the account
segments. The descriptions you assign in the GLSExxx file appear in the report
headers.

See “Account Segments” on page 8-9 for more information about account
segments.

Account Types

Account types are used to group accounts together for the purpose of producing
statements, such as cash flow and trial balance. Each account type has an account
class and code associated with it. The classisthe general category an account
type fitsinto—for example, long-term asset, current asset, or long-term liability.
The code denotes whether the account is a credit, debit, or memo account.

See “Account Types’ on page 8-13 for more information about account types.

Chart of Accounts

Before processing datain General Ledger, set up the chart of accounts. A well-
planned chart of accounts makes the General Ledger system easy to use, requires
little maintenance, and can be expanded as a business grows. Take timeto figure
out the best account structure for your present and future needs.
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If you interface General Ledger with other OPEN SY STEM S Accounting
Software applications, see the appropriate user’s manual for information about
the accounts you will need to post entries from. Make sure that the General

L edger tables and records in the other applications match the appropriate
accounts in the GLMAxxx (Master) file. If tables and records do not match the
appropriate general ledger accounts, the journal entries from the other
applications will not be posted properly.

Copying the Chart of Accounts

If you use the same account numbering structure for several companies, you can
save time by building one company’s chart of accounts and then copying it to
each of the other companies (see page 8-27). You can also copy budget, last-year
bal ances and forecast amounts from one company to another (if the companies
use the same account mask), from one division to another, or from one
department to another within the same company.

Account Number Structure

Account numbers can consist of any combination of numbers, letters, and dashes,
but the account numbers must conform to the account mask (see “ Account Mask”
above). To ensure that the accounts are organized correctly in reports and
statements, all the account numbers should be the same length. The system forces
all account numbers to fit the mask by filling in zeros or lettersif you leave
spaces.

Main account numbers should indicate significant groups—assets, liabilities,
equity, revenues, and expenses. For example, main account numbers 1000 to
1999 could be assets, 2000 to 2999 could be liabilities, and so on.

Use the same ranges of main account numbers for the same account categories
for all companies. It simplifies setting up the system, and you will be able to use
the same sets of statement layouts and contents for all companies when you print
financial statements.

When assigning account numbers, skip numbers between accountsto |eave room

for future accounts. For example, you might assign asset account numbersin the
following series: 1000, 1010, 1020, 1030.
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Memo Accounts

Memo accounts track miscellaneous figures that may be useful in preparing
financial statements. For example, you might set up a memo account to track the
number of shares of stock outstanding.

For more information about memo accounts, see “ GL Accounts’ on page 8-15.

Account Balances

The beginning account balance is the balance at the start of the current fiscal year
or quarter. Each of the 13 period balances isthe net change in that bal ance caused
by the transactions posted to that period.

The balances you enter should be current at the beginning of an accounting
period. If you start in the middle of afiscal year, use the period that corresponds
to the period you start with. Do not start with period 1 unlessthe starting period is
thefirst period in your fiscal year.

Actual Balances

Set up actual balances in either of the following ways:

* Toproduce adetailed audit trail of your entries, enter only the beginning
actual balance when setting up an account. Later you will make GL Journal
entries to enter the period balances (see Initial Balances below) and then
post them to the GLMAxxx file.

« If youwant to save time and if you do not need a complete audit trail of your
entries, enter the beginning balance and all the account balances. If you print
the GL Activity Report after you enter these balances, the message Missing
Entries is printed for each account that has a period balance different from
the beginning balance. You can ignore the message.

Budget and Last-Year Balances

After you enter or skip each period actual balance, you can enter the period
budget balance for the current-year budget (if any). Then after you enter or skip
the period budget balance, you can enter the period last-year balance.
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Allocations
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Use the Account Budgets function (see page 8-21) to enter budget and forecast
balances, using special formulas. To print comparative income statements or
bal ance sheets, you must enter the last-year beginning and period balances.

Consolidation

Use the Consol-To Account and Step fieldsto print consolidated statements for
companies that are on different computers or to combine multiple companies on
the same computer system into one company for reporting purposes.

Trial Balances

After entering all the account balances, print five Trial Balances—one for actual
balances, one for current-year budget, one for last-year balances, one for next-
year budget, and one for forecast amounts. Check the Trial Balances for errors
and make sure that the amounts balance.

For more information about charts of accounts, see page 8-15.

If you enter transactions against one major account and then distribute them to
several other accounts, you can set up an all ocation record for the major account.
In that record, specify each account to which transactions are allocated (up to 45
accounts) and the percentage that each account receives. The sum of the
percentages must equal 100 percent.

Once allocations records are established, you can enter journal transactions
against the major account and, by selecting the Allocate box (or entering Y in
text mode) in the Transactions and Edit Transactions functions, indicate that
the transaction should be allocated. When you post, the system creates entries
according to the allocation record.

For more information about allocations, see “Allocations’ on page 8-31.
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Recurring Entries

Journal entries made regularly—every week, every month, and so on—are called
recurring entries. To set up groups of recurring entries, use the Recurring
Entries function. When you want to copy the recurring entries to the GLJRxxx
(Journal) file, use the Copy Recurring Entries function (page 5-15).

If General Ledger interfaces with other OPEN SY STEM S Accounting Software
applications, some recurring entries may be better tracked through those
applications. For example, you can use Accounts Payable to print monthly rent
checks and create the proper GL entry.

The Reference field must be a unique number and cannot be edited later.

Run Codes

Run codes group particular recurring entries together. For example, you can copy
specific run codes and then post all the weekly transactions at the same time.

Assign run codes with care. For example, weekly recurring entries can be
assigned arun code of 1, biweekly recurring entries a run code of 2, and so on.

Debits and Credits

Each recurring entry must consist of at least one debit and one credit transaction,
and the total debits must equal the total creditsin arun code.

For each debit or credit, assign a unique reference code, which identifies the item
if it needs to be changed or deleted.

For more information about recurring entries, see page 8-35.

Financial Statements

Before printing financial statements, set them up through the Statement Layout
and Statement Contents functions.
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A financial statement consists of one statement layout and one statement content.
The Statement Layout function controls the width and placement of the columns
and the type of balances to use. The Statement Contents function controls the
rows of the report and determines which accounts to include.

One statement content can be printed with several statement layouts. Likewise,
one statement layout can be printed with several statement contents. For
example, acompany’s balance sheet statement content BAL 1 can be printed with
statement layouts BALA and BALF. Thisflexibility allows for a great range of
financial statements.

Layouts
Use the Statement Layouts function to control the width and placement of the

columns and to determine the type of balances to use. The General Ledger
application contains the following sample statement layouts:

Layout ID Description (Balance Sheets)
BALA Budget Comparison

BALB Last-Year Comparison

BALC Budget and L ast-Year Comparison

BALD Change from Last Year

BALE Balance Sheet

BALF Balance Sheet

BALG Six-Month Comparison

Layout ID Description (Income Statements)
INCA Budget Comparison (current/Y TD)

INCB Last-Year Comparison (current/Y TD)
INCC Budget Comparison (current/QTD/YTD)
INCD Last-Year Comparison (current/QTD/Y TD)
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INCE Budget/L ast-Year Comparison (current/Y TD)
INCF Budget Variance (current/Y TD)

INCG Last-Year Variance (current/YTD)

INCH Budget Variance (current/QTD/YTD)

INCI Last-Year Variance (current/QTD/YTD)
INCJ Current Period/Previous Period/Y TD
INCK Current Period/YTD

INCL Current Period/QTD/YTD

INCM YTD Divisional Side-by-Side Comparison
INCN Divisional Side-by-Side Comparison
INCO Companies Side by Side

INCP Six-Month Comparison

RATA Ratio Analysis

Year-to-date (Y TD) statements use 13 accounting periods; quarter-to-date (QTD)
statements use 3 periods. If you use a quarterly system (that is, each of the 13
periods equals one week in the quarter), print a current/Y TD report to get QTD
information.

Contents
Use the Statement Contents function to control the rows of the report and to

determine which accounts to include. The General Ledger application contains
the following sampl e statement contents:;

Content ID Description
BAL1 Detailed (Balance Sheet)
BAL2 Summary (Balance Sheet)
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Content ID Description

INC1 Detailed (Income Statement)
INC2 Summary (Income Statement)
RAT1 Ratio Analysis

Detailed statements show the individual accounts. Summary statements show
only the major account categories (current assets, current liabilities, and so on).
Print the sample statements to find which ones you can use. You can produce
both summary and detailed versions of each balance sheet and income statement
by producing each layout ID with both content IDs.

When selecting layouts to use, set up the contents so that they use the appropriate
account numbers.

To print consolidated statements for more than one company, you may want to
set up additional statement contents for that purpose.

To use theratio analysis content RAT1, set up a special memo account in the
chart of accountsto hold the number of shares of stock outstanding. Then modify
the content of RAT1 to identify the memo account number. The number of shares
in that account is used in the ratio analysis to cal cul ate earnings per share.

Account Masks

Assign an account mask to each statement content. Each company using a
statement content must have the same account mask. In addition, to print
consolidated statements, you must assign the same account mask to each
company that isincluded.

Printing Statements

Use the Statements function (see page 6-9) to print financial statements. After

printing a statement for the first time, check the figures. If you find errors, use the
Statement Layout and Statement Contents functions to make corrections.
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Batch Statements

If some statements are routinely produced for the same companies, you can set

up the group of statementsin a batch statements record. Then instead of entering
printing parameters each time you produce the statements, enter the batch ID for
the group of statements and the system uses the parameters set up in that record.

Initial Balances

You must enter actual balances for each past period in the current fiscal year.

To produce an audit trail of al the entriesin the current fiscal year, enter the
individua transactionsin the GL Journal and post them to the appropriate
general ledger periods.

To produce a less detailed audit trail, enter one transaction for each account
with activity in each period (except the current one), representing the total
period activity. Then post the entries to the appropriate general ledger
periods.

For the current period, enter individual transactions and post them to the
current genera ledger period.

If an audit trail is not required, enter the beginning balances and the net
change in each period for each account when setting up acompany’s chart of
accounts. When you print the GL Activity Report (after entering the

bal ances), the message Missing Entries is printed for each account that has
a period balance different from the beginning balance. You can ignore the

message.

See “Chart of Accounts” above and on page 8-15 for information about
entering account balances in this manner.

Entering Initial Balances

Follow the steps below when entering initial balances to produce an audit trail of
the current year’s past-period activity:

General Ledger
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1. Usethe Transactions function (page 5-3) to enter all the transactions or the
total period activity for each account for period 1.

2. Copy recurring entries for period 1 to the GtttxxxW (Transaction Work,
where ttt representsthe terminal 1D number) file. Then usethe Transactions
function to edit them and write them to the GL Journal.

3. Print the GL Journal for period 1 and check it (see “GL Journal” on
page 5-19).

4. UsetheEdit Transactions function (page 5-27) to correct transactions that
have errors. Then print the GL Journal again.

5. Usethe Post to Master function (page 5-31) to post the period 1
transactions to the GLMAxxx file.

6. PrintaTrial Balance (see“Trial Balance” on page 6-3) for period 1 to check
for errors.

7. If youfind errorsin the Trial Balance, use the Transactions function to
make correcting entries. Then post the entries to the GLMAxxx file and
reprint the Trial Balance.

8. Usethe Statements function (page 6-9) to print financia statements for
period 1.

9. Repeat steps 1-8 for each past period in the current fiscal year.

When you finish entering the activity for the past periods, you can begin entering
the transactions for the current period.

Out of Balance Entries
For every debit you enter in the GL Journal, you must enter an offsetting credit
(and vice versa). If entries are out of balance during setup, you can use the

forced-balance password to exit from the Transactions function without
balancing the entry.
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If you use the Recurring Entries function and accounts are out of balance—even
if the overall totals are in balance-you must enter a forced-balance password. If
you use the forced-balance password, print the GL Journal to find out why the
journal is out of balance. Then correct the situation as soon as possible.

To safeguard your system, you’ll need to prevent access by unauthorized people.
Use the Resource Manager Roles function to set up roles on your system. You
can set up roles for the General Ledger system itself, for menusin the system,
and for individual functions. To control users' access to menus and functions,
you can set up an roles for each user or group of usersthat performs the same
functions.

Different Roles for Each Company

Roles are company-specific. When you set up arole, the roleis assigned the
company you arein.

Because the roles are company-specific, you must set up roles for each company
auser needs to access.

What Should Be Protected

Because of the sensitive nature of the GLIRxxx file, the GLMAxxx file, and the
information available through the statements, you should limit access to the
following functions:

e Account Mask

e GL Accounts

»  Copy Chart of Accounts
¢ Transactions

»  Copy Recurring Entries
* Edit Transactions

¢ Post to Master

* Tria Balance

e Audit Trial Balance

e  Statements

¢ Create Last-Year Data
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e Clear and Close Last Year
e Update Current Year
¢ Consolidate Master Files

For more information about roles, see the Resource Manager User’s Guide.
Forced-Balance Password

The system al so provides a forced-bal ance password, which lets you exit from
transaction entry functions in out-of-balance situations. You can exit from out-of-

bal ance transactions without the password, but you cannot write transactions to
the journal.

Backup Schedule

3-22

Plan a backup schedule before you begin day-to-day operations.

You can losefiles because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up Data Files

Back up your General Ledger data files whenever they change—every day or
every week—and before you run these functions:

e Account Mask

¢  Post to Master

¢ Create Last-Year Data

¢ Clear and Close Last Year
e Update Current Year

¢ Month-End Maintenance
¢ Consolidate Master Files

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files.
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You must back up all thefilesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
files that have been changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafilesfor a specified
company in adata path at onetime.

Backing up Programs

Once amonth or so, back up your programs. Even though these files do not
change, backup media can be damaged or deteriorate, so it paysto have afresh
copy in storage in case you need it.

Media

We recommend keeping one or more sets of backup mediain case one set is bad
or damaged. Rotate the sets of backup media, keeping one set off-site.
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Use the Information Inquiry functions to look up information
about your GL accounts. Since you cannot change or add
information with thesefunctions, these functions provide asafe
and convenient way to view data without printing reports.






Chart of Accounts Inquiry

General Ledger

Select Chart of Accounts Inquiry from the Information Inquiry menu. The

Chart of Accounts Inquiry screen appears

ﬂ Chart of Accounts Inguiry [P=R§CH ===
Commands Edit Modes Other Scroll Commands Help
R EIEEY o

Balance as of Period

GL Account Description Actual
Debit Credit
100000 CASH IN BANK - 15t NATIONAL 4840.66 @
100100 CASH IN BANK - 2nd NATIONAL 100.00 @
100500 FETTY CASH 200.00 B
101000 ACCOUNTS RECEIVABLE 15762048
102000 ALLOWANCE FOR BAD DEBT 100.01
104000 INVENTORY - RAW MATERIALS 110488361
104200 INVENTORY - WORK-IN-FROCESS 1130773.73
104400 INVENTORY - FINISHED GOODS 917406.54
105000 FREFAID EXPENSES 0o
106000 MARKETAELE SECURITIES 666436.77
151000 LAND 507250.00
152000 MACHINERY & EQUIFMENT 1569152.36
152500 ACCUM DEFR-MACHINERY & EQUIP 669377 45 B
153000 OFFICE MACHINES 53317921 E]
153500 ACCUM DEFR-OFFICE MACHINES 306685.16 @
Toggle Values ] [ account Detail ] [ Goto ]
[ companyn [ 12230007 | TerminalTooo [ ove

Select the period as of which you would like to see the account bal ances.

Use these commands to view transaction information or change the account:

*  PressT to toggle between the Actual, Budget, Last Year’s (LY) Balance,
Forecast, and Next Year’s (NY) Balance account views.

* PressD to view specific account detail for the highlighted account.

* PressG to highlight a specific account by entering its GL Account number.

4-3



CHAPTER 4 ¢ Information Inquiry Chart of Accounts Inquiry

You can press Shift-F3 (or double-click) on any linein which amounts appear in
blue to drill down for more information. When you drill down from the Chart of
Accounts Inquiry screen, you'll see the period balances for the associated
account.

When you are finished looking at the GL Chart of Accounts Inquiry screen, use
the Exit (F7) command to return to the main menu.

4-4 General Ledger



Accounts Inquiry

Select Accounts Inquiry from the Information Inquiry menu. The Accounts
Inquiry screen appears:

X 2010 Accounts Inquiry [o] = ==
Commands Edit Modes Other Scroll Commands Help
2xu nalan/-e|o0e0 oK [Abanden]
GL Account | 101000 %  ACCOUNTS RECEIVABLE Status Active
Acct Type 020 Accounts Receivable DB/CR/Memo Debit
‘ GL Pd‘ Actual| Budgel‘ Last Year‘ Forecast|
oo omm  oww e owald
1 4078.90 10111.75 2088.80 4078,90@
2 -2250.75| -8550.50 -8005.50 -2250.75 =
3 148628.58 1268.20 1500.00 -3990.65
4 10111.75| 2088.80 -2250.75 10111.75|
5 -8550.50| -8005.50 4078.90 -8550.50
6 1268.20| 1500.00 -3990.65 1268.20|
7| -8005.50| 4078.90 -8550.50 -8005.50
8 2088.80 -2250.75 10111.75 2088.80|
9 1500.00| -3990.65 1268.20 1500.00|
10 -4400.00| 995.50 -2250.75 -4400.00
11 995.50 1268.20 4078.90 995.50
12 -00| -4400.00 -3990.65 00"
13 00 00 00 o0l
End 157620.48 6269.45 12155.50 5001.25 %
[GLAccount|[ First || Last || MNext || Prev |
I Alt budget I [ Switch o Balance ] [ account Detail H Totals I
Use account format MMMM11 |Company H[12/29/2010 [Terminal T000 [OVR

Use the commands to view transaction information or change the account:

e Toview information for a different account, press G. Next, enter the number
of the account whose transactions you want to view, use the Inquiry (F2)
command to look up the account number, or press Enter to begin with the
first record in the GLMAxxx (Master) file for the company specified.
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4-6

« Toview information for thefirst, last, previous, or next account on file, press
F, L, P, or N, respectively.

« Totogglethelast column between forecast and next-year budget amounts,
pressA.

«  Totoggle between viewing the amounts as bal ances or activity, press S.

e Toview account detail for the highlighted GL period, pressD.

e Toview total detailsfor the highlighted GL period, pressT.

For an explanation of the fields on the screen, see “GL Accounts’ on page 8-15.
You can press Shift-F3 (or double-click) on any line in which amounts appear in
blue to drill down for more information. When you drill down from the Accounts
Inquiry screen, you'll see the GL transactions that make up that period’s activity

for this account.

When you are finished looking at the GL Accounts Inquiry screen, use the Exit
(F7) command to return to the main menu.

General Ledger
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Select Transaction Inquiry fromthe Information Inquiry menu. The Transaction
Inquiry screen appears

X 2010 Transaction Inquiry =R ch =
Commands Edit Modes Other Scroll Commands Help
2xunama|[re][ee OK
GL Post Code L Status Active
GL Account 00000 % | CASH IN BANK - 1st NATIONAL
GL Period From 12
GL Period Thru 12
|Fusl Date ‘Pd |Src |Descnpt|0n | Amount| Pst ‘Ref ‘ All ‘
12/03/2010 12AR  CASH SALES 12388.25 W AR
12/04/2010 12BR |Transfer of Funds -500.000 @ |TRSFR B
12/04/2010 12BR  |Stop Payment Charge -7.500 T |ADJ -
12/04/2010 12BR |Pymts to Affiliates -11416.25 [ DISB
12/07/2010 12M1  |Period 12 Adjusting Entr -100.00
12/02/2010 12AP  |Checking Acc -225648 66 [ |AP
12/12/2010 12AR |PAYMENTS RECEIVED 33360255 [ AR
12/14/2010 12PA  |Net Cash Entry -1744371| [ |PAYROLL i
12/12/2010 12BR |BR DEPOSIT 3000.000 [ |OTINC. ¥
12/12/2010 12BR |BR DISBURSEMENT -300.000 T EXPENSE E]
Unposted Trans Pd 12 Beqg Bal Posted Trans Pd 12 End Bal
91254.18 4940.66 -100.00 4840.66
[GL Post Code | [ Frst || tast J[ Net |[ Previous |
I Sort I [ View I [ g0 to ] [ Totals ]

[Company H{12/29/2010 [Terminal T000 [OVR

e Enter or choose the GL Post Code for which you want to see transaction
inquiry information. Leave the field blank to view information for all post
codes as well as information unrelated to a post code.

e Enter or choose the GL Account for which you want to see transaction

inquiry information. Choose the range of periods for which you want to see
transaction inquiry information.
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Use the navigation buttons to further manipulate the inquiry:

To view information for thefirst, last, previous, or next account on file, press
F, L, P, or N, respectively.

Press S to select a different sorting method for the inquiry.

Press V to view the GL Transaction Detail for the selected GL account. The
following information appears:

e post date, period, source code, description, and reference of the
transaction

e dollar amount of the transaction; debits are displayed as positive
amounts, and credits are displayed as negative amounts

» dlocation status of the transaction

+  post status

» cashflow status

« theaccount’s balance for unposted transactions

« theaccount’s beginning balance for the specified period

e theaccount’s balance for posted transactions

e account’s ending balance for the specified period

Press O to go to a specific transaction.

Press T to view the totals information for the selected GL account.

For moreinformation about the fields, See “ Transactions’ on page 5-3.

You can press Shift-F3 (or double-click) on any line in which amounts appear in
blue to drill down for more information. When you drill down from adrillable
transaction in the Transaction Inquiry screen, you' |l see the associated historical
information from the source application.

When you are finished looking at the GL Transaction Inquiry screen, use the Exit
(F7) command to return to the main menu.
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General Ledger

Journal Transactions

Introduction

The functions explained in this chapter constitute the daily
work portion of General Ledger. You might or might not enter
all the General Ledger Journal transactions through the Journal
Transactions functions; other applications such as Accounts
Payable and Accounts Receivable can update the General
Ledger system, eliminating the need to enter transactions
through General Ledger.

Regardl ess of where the journal transactions originate, you will
use the Journal Transactions functions to make miscellaneous
entries and adjustments.

The functions on the Journal Transactions menu follow your
work cycle. First, enter transactions and copy recurring
transactions. Second, print the GL Journal and GL Activity
Report to make sure that your entries are correct. Third, edit
transactions (if necessary). Finally, post the transactions to the
GLMAxxx (Master) file.

Each function is explained in this chapter.






Transactions

Use the Transactions function to enter GL Journal transactions for revenues,
expenses, asset acquisitions, and so on. You can make journal entries to any of
the 13 periods—and to last-year data—at any timein the financial year or
quarter.

You need not use the Transactions function to enter all GL Journal transactions.
Other OPEN SY STEMS Accounting Software applications such as Accounts
Payable and Accounts Receivable update the GLIRxxx (Journal) file with the
proper entries if they interface with General Ledger. You can also use the Copy
Recurring Entries function (page 5-15) to copy entries made on a regular
schedule to the transaction records.

If you use other functions to update the GL Journal, you still must use the
Transactions function to make miscellaneous entries and adjustments.

Before You Begin

Before entering GL Journal transactions, obtain a copy of the chart of accounts
for each company and a detailed list of the latest entries you need to make for
each company. You can use original documents (check register, invoices, books
of original entry, and so on), but make sure that you have all of them; each
company’s entries must balance.

You can enter transactions for only one company at atime. Before you select the
Transactions function, make sure that the menu screen shows the correct
company and date (see chapter 1 for information on changing the company 1D
and date).
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Source Codes

Each debit or credit has a two-character source code, which indicates the origin
of the transaction. You can use the source code to select the types of entriesto
include in the GL Journal and the GL Activity Report.

The default source code for entries made through the Transactions functionis
M1. You can change the second character to any other number or to aletter to
distinguish the entry, but the first character must be the letter M (manual entry).

You can enter an accrual transaction with source code R1 if you want the system
to reverse the transaction automatically (see “ Automatic Reversal of Accrua
Entries’” on page 5-5 for more information) in the following GL period.

Here are some suggestions for assigning source codes:

» Assign special source codes for special entries; for example, use MY for
year-end audit adjustments.

* Assign acharacter to each week in the period. When you print a GL Journal
that contains transactions with the same source code, you can see the entries
for a particular week.

* Assign adifferent character to each person who makes entries so that you
will know who entered each transaction.

The system assigns some source codes automatically:

Code Source of Entry

AL General Ledger Automatic Allocation
AP Accounts Payable/Purchase Order
AR Accounts Receivable/Sales Order

BK Bill of Materialg/Kitting

BR Bank Reconciliation

CL GL Year-End Closing

General Ledger
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Code Source of Entry

FA Fixed Assets

IN Inventory

JC Job Cost

PA Payrall

R1 GL Auto-Reversing Accrual (entered)

R2 GL Auto-Reversed Accrua (generated reversal)
RE General Ledger Recurring Entry

The system assigns source code R2 to the transactions that automatically reverse
R1 transactions.

Automatic Reversal of Accrual Entries

General Ledger

If you want the General Ledger system to reverse accrual entries automatically,
enter the accrual transaction with source code R1. The system generates a
transaction for the next period that reversesthe accrual entry. The reversing entry
has a source code of R2.

For example, suppose that your company usually has accrued wages at the end of
the month. You could enter R1 transactions to account for the accrued wages
expense. The next month the system would generate R2 transactions that reverse
the accrual entries. When the wages were paid, you would enter transactions for
the full amount.

AnR1 accrual transaction entered in the last period will be reversed in period 1
of the next fiscal year.
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Automatic Allocations

You can make automatic all ocations (page 8-31) by simply entering an account
number that is set up in the GLALxxx (Allocations) file and then selecting the
Allocate box (or entering Y in text mode). Then when you post transactionsin
which the allocation flag is set for valid allocation accounts, they are
automatically distributed to the accounts specified in the all ocation record.

Transactions Screen

Select Transactions from the Journal Transactions menu. This screen appears.

BN 2007 Transactions =NECIH X )
Commands Edit Modes Other Scroll Commands Help
» K = | -} | 1] | ? & | aa oK Abandon
GL Account Debit Credit Reference Pd Cflow
Description Date Src Alloc
105000 1000.00 ME366 12 @
Allocate prepaid insuranc 12/18/2007 M1 @
535001 500.00 ME3EE 12 B
Allocate prepaid insuranc 12/18/2007 M1
535002 300.00 ME3EE 12
Allocate prepaid insuranc 12/18/2007 M1
535003 200.00 ME3EE 12
Allocate prepaid insuranc 12/18/2007 M1
0
0
03]
=
Entry { 0001 of 0004 )
Total Debits Total Credits = Balance —----—-
1000.00 1000.00 .00
Enter=edit ] [ Append ] [ alloc ] [AHocations Qn] [ Wirite ][ Print report ] Goto
| companyH [ 111182007 | Terminal Tooo [ovR

If no transactions are on file, the Append Line screen appears. See“ Append/Edit
Line Screen” on page 5-8 for more information. If transactions exist, they are
listed in the screen’s scroll region. Use the commands to work with these
transactions:

*  PressEnter to edit the selected transaction line. See “ Append/Edit Line
Screen” on page 5-8 for more information.
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General Ledger

Press A to add a new transaction.See “ Append/Edit Line Screen” on
page 5-8 for more information.

Press L to change the allocation flag of the current transaction line.

Press O to toggle the default status for the Allocate? field in the Append
Line screen from selected (or YES) to cleared (or NO).

Press W when you have made the last journal entry to save the transactions.
Theinformation stored in the temporary file iswritten to the GLIRxxx file.
Use the Exit (F7) command to return to the Journal Transactions menu.

When you write transactions to the GLJRxxx file, they are cleared from the
temporary work file (and thus, from the Transactions screen). Use the Edit
Transactions function (page 5-27) to edit transactions in thisfile.

Press P to produce alist of the unwritten transactions for the terminal being
used, then select the output device for the Unwritten Transactions Report.
An example of the Unwritten Transactions Report is on page 4-11.

Press G to go directly to a particular transaction. This command is available
only when there is more than one screen of entries.
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Append/Edit Line Screen

The Append/Edit Line Screen appears when you add or edit a transaction on the
Transactions screen. The only differences between the Append Line screen and
the Edit Line screen are the title and the fact that data appears in the Edit Line

screen.
n Append Line o[ E [ |
Commands Edit Modes Other Help
;@XE§|E|=|?®|QQ [ ok ][ Apandon |
Entry 0001
GL Account 105000 (3] Debit Credit
PREPAID EXPENSES 0o 1000.00
Trans Desc Allocate prepaid insuranc Reference | ME3EE
Trans Date 12/18/2007 EJ GL Period 12| Source i1 Allocate?
Cash Flow Transaction?

Field Description
Inquiry | GL Account Enter the number of the account to which to post the
~ Maint | transaction. The GL account’s description appears

beneath the account number for verification.

Use the Maintenance (F6) command to open the GL
Accounts function to add or edit a GL account.

Debit/Credit For a debit transaction, enter the dollar amount in the
Debit field. For a credit transaction, skip the Debit
field and enter the amount in the Credit field.

Trans Desc Enter a description of the transaction—for example,
Gas and Oil Expense.

Reference Enter areference to identify the type of transaction.
For example, you might use GAS/OIL to identify
entries for gas and oil expenses.

Trans Date Press Enter to accept the current date or enter a
different date for the transaction.

GL Period The accounting period that corresponds to the
transaction date appears. Press Enter to post the
transaction to that period or enter adifferent period.
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Field Description

Source The source from the previous transaction appears.
Press Enter to accept it, or enter a different source
code. The system usesR1 if R1 is not balanced.

Thefirst character of the source code must be M,
except for automatically reversing accrual entries,
which must have source code R1. (For more
information, see “ Source Codes’ on page 5-4.)

Allocate? If you want the transaction to be allocated when it is
posted, select the box (or enter Y in text mode); if not,
clear the box (or enter N in text mode).

The transaction is allocated only if an allocation
record exists for the account you entered above.

Cash Flow If you want the transaction to be included in the Cash

Transaction? Flow Statement, select the box (or enter Y). If you
want the transaction to be excluded from the
statement (for example, in the case of a correcting
entry), clear the box (or enter N).

Exclude the transaction only if you are surethat itisa
noncash-flow transaction. Incorrect entries can result
in an erroneous Cash Flow Statement.

Use the Proceed (OK) command to save the entry. After you save the entry, the
transaction appearsin the scroll region on the Transactions screen and the cursor
returns to the GL Account field in the Append Line screen. If the balance of the
entries is a debit, the offsetting credit amount appears in the Credit field of the
next transaction; if the remaining balance is a credit, the offsetting debit amount
appears in the Debit field and the source code and period from the previous
transaction appear.

Continue entering transactions until the balance at the bottom of the screen is
zero. If the offsetting amount should be split between two or more accounts, enter
the necessary additional transactions to bring the balance to zero (see “Double-
Entry Bookkeeping” below).
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Transactions are not immediately written to the GLIRxxx (Journal) file. They are
held in atransaction work (GtttxxxW) file, which is specific to the workstation
where the transaction was entered. To write the transactions to the GLIRxxx file,
use the Write command.

When you are finished entering transactions, use the Exit (F7) command to return
to the Transactions screen.

Double-Entry Bookkeeping

Double-entry bookkeeping requires an offsetting credit for each debit, and vice
versa. You must continue entering transactions until the balance of the entriesis
zero.

If you are writing transactions to the journal in an out-of-balance situation, you
can enter the forced-balance password.

Incorrect Entries

5-10

If you save an incorrect transaction, use the Edit Transactions function
(page 5-27) to correct the problem; or enter areversing transaction, and then
enter the transaction correctly.

Each time you enter journal transactions for a company, print the GL Journal
(page 5-19) for that period so that you have an audit trail of the transactions.

If there are no next-year files, reversing entries are made in period 99.
If reversing entries are out of bal ance, the forced-bal ance password is required

even if transactions are in overall balance. The system defaultsto R1 if R1 isout
of balance, and awarning appears when you enter or leave transactions.

General Ledger
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Unwritten Transactions Report

08/18/2007
10:55 AM
Conpany H

Builders Supply
Uawritten Transactions Deport

rage

1

End of Report

Entry Period Date GL hocount Description Sro. Cflow Def. Debit Credic Alloc.
1 og 08/18/Z007 Z0l000 Gas & 0il Expense Ml Tes GAS/0IL 157598 Tes
z og 08/18/Z007 101000 Gas & 0il Expense Ml Tes GAS/0IL 157598 Tes
2 og 08/19/Z007 100500 Conference Materials Ml YTes TRAVEL £7z.90 Tes
4 og 08/18/Z007 100100 Marerials Ml YTes TRAVEL £7z.90 Tes
ENDING BALANCE PERIOD 02 421l.88 421l.88
EALLANCE 421l.88 421l.88

General Ledger
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| Inquiry |

General Ledger

Use the Import Transactions function to import atext file directly into General

L edger transactions.

Select Import Transactions from the Daily Work menu. The Import Transactions

screen appears.

N import Transactions

=)= =

Commands Edit Modes Other Scroll Commands Help

R‘XEE‘E|E@‘?Q‘@® oK Abandon
Layout 1D GLImport % | GL Import

File Type Comma Delimited

File Name C:/GLFILE.txt

GL Account Debit Credn‘Reference Pd CFlow
Description ‘Date Src Alloc

H

Status Bar

o |
™
n_|
m |
o =
g &
o =

Entry ( 0000 of 0000 )

Total Debits Total Credits Balance ——--—-——-
.00 .00 .00

|Company H[08/19/2010 |Terminal T000 [OVR

Enter or browse to the File Name you would like to import.

1. Select theLayout ID for theimport file (use the Import Definitions function
in the Resource Manager System File Utilities menu to add or edit alayout
ID). The File Type for the Layout ID is displayed.

2.
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3. Theimport information populates the Import Transactions scroll area. Press
W to write the changes to a transaction, or pressL to return to the Layout ID
field and begin again.

4.  When you write the changes you will be prompted to commit imported
transactions. Press OK to continue, or Cancel to quit.

Select the output device to begin printing the import transaction journal. See

“Reports’ on page 1-39 for more information. After the journal is produced, the
Daily Work menu appears.
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Copy Recurring Entries

Journal entries made regularly—every week, every month—are called recurring
entries. Use the Recurring Entries function (page 8-35) to set up groups of
recurring entries. Then use the Copy Recurring Entries function to copy the
recurring entries either to the GtttxxxW (Transaction Work) file or directly to the
GLJIRxxx (Journal) file, depending on your selection in the Options and
Interfaces function in Resource Manager. See “ Options and Interfaces’ on

page 3-7 for more information on copying recurring entries to one of the two
files.

Before You Begin

Before you use this function, make sure that you have set up al the entries in the
GLRExxx (Recurring Entries) file. In addition, make sure that you have not
already copied the current set of entries, so that you do not end up with a double
set of entries.
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Copy Recurring Entries Screen

Select Copy Recurring Entries fromthe Journal Transactions menu. The Copy
Recurring Entries screen appears.

ﬂ 2007 Copy Recurring Entries =NECIEL X
Commands Edit Modes Other Help
> K = | i} | 1] | ? & | e OK Abandon

Run Code From 4
Thru 9

Copy Date 12182007 [
Copy to Period 12

| CompanyH | 11182007 | Terminal To00 | OVR

1. Select the range of run codes you want to copy (0-9). Each run code
identifies a group of recurring entries you set up through the Recurring
Entries function.

2. Enter the date you want to use for the recurring entries.

3. Enter the period to which you want to copy the recurring entries (1-13).

4. Select the output device to produce the Copy Recurring Entries Log. See
“Reports’ on page 1-29 for more information on output devices.
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Out-of-Balance Entries

The system verifies the balances of al the recurring entries. If some entries are
out of balance, the following message appears: Recurring entries are out of
balance.

The Password Entry screen appears and the Recurring Entry screen behind it
changesto list the total debit and credit balances for each run code.

A ([=[E] = ]

Commands Edit Modes Other Help

ﬁXE§|I§|EE ?@|@@ OK Abandon
ﬂPassward Entry ==

Commands Edit Modes Other Help
%XK§|3|B|?@|@@ OK Abandon

Enter Password to Continue Without Balancing |

Amounts Shown Are Totals of Selected

Run Code Balances for Companies H
Run Code Balance Run Code
0 0.00 5 0.00
1 0.22 6 0.00
2 0.00 T 0.00
3 0.00 3 0.00
4 0.00 9 0.00

Company H | 1148/2007 Terminal TOOD | OVR
| | | |

The balance shown for arun codeis for all companies. A zero balance indicates
that the entries are in order for that run code; any other amount indicates that at
least one entry is out of balance for that run code.

Note the run codesthat are out of balance and exit from the function. Produce the
Recurring Entries List (see page 8-35) to find the source of the problem. Then
usethe Recurring Entries function to fix the out-of-balance situation before you
copy the recurring entries.

If you want to copy the recurring entries anyway, enter the force-balance
password for this company.
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Editing and Writing Transactions

If you copied the recurring entries to the GtttxxxW (Transaction Work) file, use
the Transactions function (page 5-3) to edit or delete the entries that were
copied. Then use the function’s Write command to write the entries to the Journal
file.

If you copied the recurring entries to the GLIRxxx (GJ Journal) file, use the Edit
Transactions function (see on page 4-27) to edit or delete the entries that were
copied.

Copy Recurring Entries Log

5-18

les1l9/z007 Copy Recurring Entries Page 1
lo:58 AM Period 1Z
Debit Credit
H COMPANT TOTAL 7 03242 7 03242
GRAND TOTAL 7 032,42 7 032,42
End of EBeport
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GL Journal

The GL Journal isthe main written record of the GLIRxxx (Journal) file. It lists
the transactions for the periods and source codes you specify and is part of your

audit trail.

Print the GL Journal every time you make journal entries or copy and write
recurring entries so that you have a written record of that day’s work. Print the
journal at the end of each accounting period, and storeit in a safe place. If you
use a printed copy for reference, make sure that you have the most recent version.

GL Journal Screen

Select GL Journal from the Transactions menu. The GL Journal screen appears.

X 2007 GL Joumnal SNRE_ X
Commands Edit Modes Other Help
'}@XE‘E‘H@‘?@‘QQ [ ok ][ Abandon |
Pick Period From 1 Print by:
Thru 12 @ Entry Number
Source Code From Account Number
Thru Source Code
Main Account From 4000 |?‘
Thru 9399 |?‘ Account Number Sort
Division From |01 |?‘ o
Thru 03 |?‘ Print:
Department From q @ Posted Transactions
Thru LY Unposted Transactions
Subaccount From LY Buoth
Thru LY
Entry From
Thru Date to Print Post -
Headings
Line 12345£782012345578501234567820
1. Builders Supply
2
3. GENERAL LEDGER JOURNAL
4. 12/31/07

| companyH [ 111182007 | Terminal Tooo [ovR

1. Enter the range of periods you want to include in the journal (1-13).

General Ledger
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Inquiry |
Inquiry |
Inquiry |
Inquiry |

5-20

10.

11.

12.

13.

Enter the range of source codes you want to include in the journal.

Enter the range of main account numbers you want to include in the journal.
Enter the range of divisions you want to include in the journal.

Enter the range of departments you want to include in the journal .

Enter the range of subaccounts you want to include in the journal.

Enter the range of entries you want to include in the journal.

Select the order in which you want to organize the journal.

Select the sort configuration you want to use for the journal. If you created
user-defined sorts (through the Account Mask function), they appear at the
bottom of the screen.

Select the transactions (posted or unposted) you want to list in the journal .

Enter P if you want to print the post date or T if you want to print the
transaction date.

Enter thetitle you want on the journal (four lines of 30 characters each). Use
the numbers above the fields to help center the text.

The system does not use different heading lines for previous-year and
current-year files. If you created previous-year files and you frequently
switch between the previous-year and current-year files, check the heading
lines to make sure that the displayed information is correct.

Before you go on, make sure that no one else is using the GLIRxxx file.
Select the output device. See “Reports’ on page 1-29 for more information

on output devices. After the GL Journal is produced, the Journal
Transactions menu appears.

General Ledger
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Balances and Offsetting Accounts

Posting From Other Applications

General Ledger Journal

If you elect to list arange of accounts, the debit and credit balances might not
bal ance because not all offsetting transactions will be listed. You must list all
accounts to verify that the transactions are in balance.

If other OSAS applications interface with General Ledger, check the posting
totals report produced by the other applications against the GL Journal to make
sure that every debit and credit gets posted.

08/13/2007 Builders Supply Page 3
Period 0l Thru 12
11:13 AM GENERAL LEDGER JOURMAL
Company H 12713707
Entry DPer. Post Date GL Account  Descriprion Srce. Cflow Ref. Post Debit Credit Alloc
1700 1z 12/18/2007 806000 Tax loc Ch els 03 AP Yes AP Ho 191,38 Tes
1701 1z 127182007 806000 Tax loc Ch els 03 AP Yes AP Ho E86.17 Tes
170z 1z 12/18/2007 806000 Tax loc Ch els 03 AP Yes AP Ho 43.57 Tes
1703 1z 12/18/2007 200000 AD AP Yes AP Ho 2,373.79 Tes
1704 1z 1271872007 104400 GOO0DS REVD-IN Accrual AP Yes AP Ho 8,0L5.2% Tes
1705 1z 12/18/2007 200000 GOODS REVD-AP Accrual AP Yes AP Ho 3,391.87 Tes
1706 1z 12/18/2007 806000 GOODS RCVD-Exp Accrual AP Yes AP Ho 1,376.64 Tes
1707 1z 1271872007 104400 INV RCVD-IN Accrual AP Yes AP Ho z,245.10 Tes
1708 1z 12/18/2007 200000 INV RCVD-AP Accrual AP Yes AP Ho z,245.10 Tes
ENDING BALANCE PERIOD 12 622,838, 59 622,838, 59
BALANCE 1,367,475, 54 1,367,475, 57
End of Report
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GL Activity Report

The GL Activity Report lists the transactions under the accounts they belong to
and the ending period balances of each account. If you print the report at the end
of each period or for arange of periods, you can see how much activity an
account has had during that time—how much the balance has changed and which
transactions have affected it.

How to Use This Report

The GL Activity Report can serve several purposes:

e Produce the report for information pertaining only to accounts that showed
activity for one period or arange of periods; in this case the report will be
short.

«  Produce the report for all accounts for one period or arange of periods,
regardless of whether or not some of the accounts showed activity; in this
case the report could be considerably longer.

«  Produce the report for all periods, all source codes, and al accounts. This

form of the report can be quite long. You might want to produce such along
report only at the end of the year.
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GL Activity Report Screen

Inquiy |
Inquiry |
Inquiry |
Inquiry |

5-24

Select GL Activity Report from the Journal Transactions menu. The GL
Activity Report screen appears.

GL Activity Report

[ 2007 GL Activity Report = | (5] |
Commands Edit Modes Other Help
%xtg‘&.‘ﬂ@‘?@‘@@ [ ok |[Abanden |
Pick Period From 1 Account Number Sort M1
Thru 12
Source Code From Print Inactive Accounts?
Thru
Main Account From 4000 EJ Include Zero Balance Accounts?
Thru  [99093  [a
Division From |01 [TJ Date to Print Post W)
Thiu |03 [8]
Department From b
Thru LY
Subaccount From LY
Thru )
Headings
Line 123456789012345678901234567850
1. Builders Supply
2. ACTIVITY REPCRT
3 GENERAL LEDGER
4. 12/31/07
Defautt Sorts M1 | companyn | 1180007 | Terminai Tooo | ovr

1. Enter the range of periods you want to include in the report (1-13).

2. Enter the range of source codes you want to include in the report.

3. Enter the range of main account numbers you want to include in the report.

4. Enter the range of divisions you want to includein the report.
5. Enter the range of departments you want to include in the report.

6. Enter the range of subaccounts you want to include in the report.

Select the sort configuration you want to use for the report. If you created
user-defined sorts (through the Account Mask function), they appear at the
bottom of the screen.

General Ledger
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8. If you want the report to show ending balances for every account for each
specified period, regardless of whether or not an account showed activity in
aperiod, select the box (or enter Y); if not, clear the box (or enter N). If you
elect not to show ending balances, nothing is printed for accounts that have
no activity in the periods you select.

9. If you elected not to print inactive accounts, the Include Zero Balance
Accounts? field is skipped. If you elected to print inactive accounts and you
want to include accounts with zero beginning balances for the selected
periods, select the box (or enter Y); if not, clear the box (or enter N).

10. Select the date you want printed on the report.

11. Enter thetitle you want on the report (four lines of 30 characters each). Use
the numbers above the fields to help center the text.

The system does not use different heading lines for last-year and current-
year files. If you created last-year files and you frequently switch between
the last-year and current-year files, check the heading linesto make sure that
the displayed information is correct.

Before you go on, make sure that no one else is using the GLIRxxx file.
12. Select the output device. See “Reports’ on page 1-29 for more information

on output devices. After the GL Journal is produced, the Journal
Transactions menu appears.

Error Messages in the Report

After the report prints, check it. If the message Missing entries or Account not
on file appears, something may be wrong between the GLIRxxx (Journal) file
and the GLMAxxx (Master file). See appendix A for advice on what to do before
you go on. Do not post to the GLMAxxx file until the situation is corrected.

Notes on the GL Activity Report

The GL Activity Report can be produced in anumber of formats. The example at
the end of the section shows transactions for a range of periods. Period-end
balances are printed for each period in the range.
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GL Activity Report

GL Activity Report

1271372007 Builders Supply Page 13
Period 06 Thru 03 ACTIVITY REPORT
11:24 AM GENERAL LEDGER
Company H 12713707
Sorted by Main Account Nuuber
GL Aeoount  Post Date Description Entry Per. Srce. Cflow Ref. Post Debir Credit
306000 OTHER EXPENSES 7,721,658
06/07/2007 Perind 06 Reriwviry 1374 06 ML Yes Tes 1,210.67
ENDING BALANCE PERIOD 06 3,332.32
07/03/2007 Perind 07 Reriwviry 1375 07 ML Yes Tes 1,305.69
ENDING BALANCE PERIOD 07 10,238.01
08/05/2007 Period 08 Adjusting Entry 1376 03 ML Yes Tes 1,842.10
08/12/2007  Tax loc CA ols 00 1385 03 AP Yes AP Ho 72.70
08/12/2007  Tax loc CA ols 03 1330 03 AP Yes AP Ho 525.83
08/12/2007  Tax loc CA ols 00 1331 03 AP Yes AP Ho 20.00
08/12/2007  Tax loc CA ols 00 1332 03 AP Yes AP Ho 3.00
08/12/2007  Tax loc CA ols 00 1333 03 AP Yes AP Ho z.00
08/12/2007  Tax loc CA ols 00 1334 03 AP Yes AP Ho 3.00
08/18/2007 Tax loc Ch cls 00 1673 03 AP Yes AP Ho £5.00
08/18/2007 Tax loc Ch cls 00 1674 03 AP Yes AP Ho 47.33
08/18/2007 Tax loc Ch cls 00 1675 03 AP Yes AP Ho 2.13
08/18/2007 Tax loc Ch cls 00 1676 03 AP Yes AP Ho 1.758
08/18/2007 Tax loc Ch cls 00 1677 03 AP Yes AP Ho 3.00
08/18/2007 Tax loc Ch cls 00 1678 03 AP Yes AP Ho 20.00
08/18/2007 Tax loc Ch cls 00 1678 03 AP Yes AP Ho 3.00
08/18/2007 Tax loc Ch cls 00 1630 03 AP Yes AP Ho 2.00
08/18/2007  B00DS RCVD-Exp Accrual 1634 03 AP Yes AP Ho 350.00
08/18/2007  INV RCVD-Exp Accrual 1637 03 AP Yes AP Ho 350.00
ENDING BALANCE PERIOD 08 12,776.64
353500 SUSPENSE 0.00
ENDING BALANCE PERIOD 06 0.00
ENDING BALANCE PERIOD 07 0.00
08/15/2007 Credit Union 1613 08 PA Yes PAYROLL No £0.00
08/15/2007  Dues 1614 08 PA Yes PAYROLL No 15.00
ENDING BALANCE PERIOD 08 75.00
ACTIVITY BALANCE 4,006,192 53 4,006,192 56
GL BALANCE 13,615,545.83 13,615 ,545.86
End of Report
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Edit Transactions

Use the Edit Transactions function to change transactions that have not been
posted to the GLMAxxx (Master) file. You can change any field except the source
code. Because you cannot edit entries that have been posted, only unposted
entries appear.

Editing vs. Reversing Transactions

To fix an incorrect transaction that has not been posted to the GLMAxxx file, use
the Edit Transactions function. To fix atransaction that has been posted to the
GLMAXxxx file, reverse the transaction and reenter it correctly through the
Transactions function (page 5-3).

When you edit transactions, the GL Journal isthe only audit trail of the changes.

You may prefer to enter reversing transactions, rather than editing transactions,
so that your actions have a permanent record in the GLMAxxx file.

Printing the GL Journal

Print the GL Journal before and after you edit transactions so that you have an
audit trail of the transactions you changed. You also need the GL Journal to find
the entry numbers of the transactions you want to edit.
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Edit Transactions Screen

5-28

Select Edit Transactions from the Journal Transactions menu. This screen
appears.

BN 2007 Edit Transactions =NECI X
Commands Edit Modes Other Scroll Commands Help
» K t= | 2 | = | ? & | aa oK Abandon
GL Account Debit Credit Reference Pd Cflw
Description Date Src Allc
11838.80 A/R @
SALES 12/0372007 AR @
501000 5934.94 AR 12 B
COST OF SALES 12/0372007 AR
100000 12388.25 AR 12
CASH SALES 12/0372007 AR
2035800 549.45 AR 12
SALES TAX 12/0372007 AR
104400 5934.94 |A/R 12
INVENTORY 12/0372007 AR B
104200 25039.40 AP 12 E]
AP LINE ITEMS 12/0372007 AP @

Entry 000001

Enter=edit ][ allocate H Goto ]

[ companyH [ 11182007 | Terminal Tooo [ovR

Use the commands to edit the transactions that appear:

*  PressEnter to edit the selected transaction line. See “Edit Line Screen” on

page 5-29 for more information.
e PressL to changethe alocation flag of the selected transaction line.

* Press G to goto atransaction line, then enter the account number. This
command is available only if there is more than one screen of transactions.

General Ledger
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Edit Line Screen

When you press Enter on the command bar, the Edit Line screen appears.

If you edit atransaction that originated in another OSAS application, awarning
message appearsto aert you that you are editing a transaction that is not a
manual, recurring, or reversing transaction. Use caution when editing
transactions that originate in other applications asit can cause discrepancies
between files. It may be better to enter areversing transaction in the originating
application and post it to General Ledger than edit the transaction directly here.

Cash Flow Transaction? v

B Editline [ESHEER
Commands Edit Modes Other Help
2xzlse|lmn|-0]|0e [ ok [Abanden)
Entry 000001
GLAccount  [401000 (3] Debit Cradit
.00 11838.80
Trans Desc SALES Reference | A/R
Trans Date 12/03/2007 |E| GL Period 12| Source Allocate? V!

You can change any field except Source.

Field

GL Account

Inquiry |
~ Maint |

Debit/Credit

Trans Desc

General Ledger

Description

The number of the account the transaction will be
posted to appears. The account name appears for
verification.

Use the Maintenance (F6) command to open the GL
Accounts function to add or edit accounts.

For a debit transaction, the dollar amount appearsin
the Debit field. For a credit transaction, the amount
appearsin the Credit field.

A description of the transaction—for example,
SALES—appears.
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Edit Transactions

Field

Reference

Post Date

GL Period (1-13)

Source

Allocate?

Cash Flow
Transaction?

Description

A reference identifies the origin of the transaction. If
the transaction originated in General Ledger, the
reference entered in the Transactions function
appears. If the transaction originated in another
application, the application initials appear; for
example, if the transaction was posted from Fixed
Assets, FA appears.

The date the transaction was posted to General
Ledger appears.

The accounting period that corresponds to the
transaction date appears.

If thetransaction originated in General Ledger, source
code M1 (manual entry), R1, or M plus any other
character appears. If the transaction originated in
another application, the application initials appears;
for example, if the transaction was posted from Fixed
Assets, FA appears.

If the transaction will be allocated when it is posted,
the box is selected (or Y appearsin text mode); if not,
the box is cleared (or N appearsin text mode).

If the transaction will be included in the Cash Flow
Statement, the box is selected (or Y appearsin text
mode). If the transaction that affects cash flow will be
excluded from the Cash Flow Statement (for
example, in the case of a correcting entry), the box is
cleared (or N appears in text mode).

Use the Proceed (OK) command to save your changes and return to the Edit
Transactions screen. Continue editing transactions, if necessary, then use the Exit
(F7) command to return to the Journal Transactions menu when you are

finished.
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Post to Master

Use the Post to Master function to post the transactions in the GLIRxxx
(Journal) file to the specified account in the GLMAxxx (Master) filefor arange of
periods. Post the transactions before you produce financial statements or reports.

You can post as often as you like; the system never posts the same transaction
twice.

For each transaction you have allocated, the system distributes the transaction to
the accounts in the allocation record according to the percentages specified.

Before Posting

Before you post, complete these tasks:

e If you have amultiuser system, make sure that no one elseis using the
GLJIRxxx or GLMAxxx files.

e If you aregoing to print the GL Posting Log, make sure that the printer is
online.

e Print the GL Journal and the GL Activity Report, and check them to make
sure that everything is correct and that the debits and credits are in balance.

«  Back up the datafilesin case unforeseen problems such as a power surge or
failure interrupt the post and result in the loss of data.

General Ledger 5-31



CHAPTER 5 ¢ Journal Transactions Post to Master

Post to Master Screen

5-32

Select Post to Master from the Journal Transactions menu. This screen
appears.

H 2007 Post to Master =HECHL X )
Commands Edit Modes Other Help
5@'?(E|E|-|?®|QQ 0K || Abanden |
Pick  Period From g
Thru 12
Source Code From
Thru
Are You Posting Allocated Transactions? v
Do You Want To Print Totals For Each Period? v
Do You Want To Print Detail? v
| CompanyH [ 111182007 | Terminal OO0 | OVR

1. Enter the range of periods to which you want to post transactions.
2. Enter the range of source codes to which you want to post transactions.

3. If you are posting allocated transactions, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you elect to post allocations, the post takes longer because the system
checks every unposted transaction in the range of periods you selected to see
whether it is alocated. If you elect not to post allocations and there are
allocated entriesin the GLIRxxx file, these entries are not allocated.

4. If you want to print the total debits and credits posted for each period you

selected, select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).
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5. If you want to print detail, select the box (or enter Y in text mode); if not,
clear the box (or enter N in text mode).

6. Select the output device to produce the GL Master Posting Log. See
“Reports’ on page 1-29 for more information on output devices. After the
log is produced, the Journal Transactions menu appears.

GL Master Posting Log

The GL Master Posting Log shows the debits and credits that were posted for
each period and the entries that were automatically allocated.

If the message Invalid GL account printsin thelog, the account for the
transaction has been deleted. Use the Edit Transactions function (page 5-27) to
assign avalid account to the journal entry. Then post again to put the ledger back
into balance.

General Ledger 5-33



CHAPTER 5 ¢ Journal Transactions Post to Master

Post to Master Log

0571372007 Post to Master Page Z4
11l:44 AM GL Posting Log
Company H Dericds 07 Thru 02

Post Date GL Account
Entry Period Tran.Date Description Source Reference Debit Credit Alloc

1675 os 0871872007 S06000 AP AP 2.13 YES
08/07/2007 Tax loc CA cls 00

1676 o 08/18/2007 208000 AP AP 1.75 TES
0870772007 Tax loc CA cls 00

1877 og 081872007 206000 AP AP a.00 YEE
08/07/2007 Tax loc CA cls 00

1578 og 0871872007 206000 AP AP =) YES
080772007 Tax loc CA cls 0O

1673 os 0871872007 S06000 AP AP s.00 YES
08/07/2007 Tax loc CA cls 00

1680 o 08/18/2007 208000 AP AP Z.00 TES
0870772007 Tax loc CA cls 00

16684 og 081872007 2B0&000 AP AP 85000 TES
0871872007 GOODS RCVD-Exp Accrual

leg? og 08/18/2007 206000 AP AP SE0.00 YEE
0871872007 INV RCUD-Exp Accrual

1513 os 0871572007 333300 P PATROLL &0.00 YES
0871772007 Credit Union

1614 oz 0871572007 333300 PA PAYROLL l5.00 YES
0871772007 Dues

TOTAL POSTED THIS RUN 525,231.20 BE28,291.23
TOTAL POSTED PERIOL 07 1,007,512.83 1,007,512.83
TOTAL POSTED PERIOD 08 1,860,911 51 1,860,911 54

End of Report
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Trial Balance

If you want to check on individual account balances or make sure that an out-of-
bal ance condition has been corrected, print the Trial Balance. You can print
actual, budget, last-year, or forecast balances.

Trial Balance Screen

Select Trial Balance from the Reports menu. The Trial Balance screen appears.

A 2007 Trial Balance B e =
Commands Edit Modes Other Help
T EEIEEALY K| [Abandon |
Period 12 Print by Account Types?
Account Number Sort M1
Main Account From 4000 (3]
o Thu (9999 (8] i
Biizian i o ‘;l @ Actual Amounts
Thru 03 |4

Current-Year Budget Amounts

Department From Next-Year Budget Amounts
Thru Last-Year Amounts
Subaccount From Forecast Amaounts
umr Yearto-Date Actuals Only
Line Headings

1234567890123458678901234567890

Builders Supply

TRIAL BALANCE

bl

Decermber 31, 2007

| company [ 117182007 | Terminai Toon [ovr

1. Enter the period for which you want to produce the report. If you leave this
field blank, beginning balances will be printed.

Inquiry | 2. Enter the range of main account numbers, divisions, departments, and
subaccounts for which you want to produce the report.
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6-4

If you want to print by account types, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you print by account types, subtotals are shown after each type of account,
and the account sort is skipped. (For more information about account types,
see “Account Types’ on page 8-13.)

Select the sort configuration you want to use for the report. If you created
user-defined sorts through the Account Mask function, valid entries appear
at the bottom of the screen.

Select the type of balances or amounts you want in the report.

Enter the title you want on the report (four lines of 30 characters each). Use
the numbers above the fields to help center the text.

Before you continue, make sure that no one else is using the system.

Select the output device. See “Reports’ on page 1-29 for more information
on output devices. After the report is produced, the Reports menu appears.
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Trial Balance

1171372007 Builders Supply Page 1
Period Beginning Balances
11:54 AM TRIAL BALENCE
Company H agust 19, 2007
Actual Aetual

Current Period Year-to-Dane Ealance
GL Account Description Debit Credit Debit Credin
100000 CASH IN BANK - lst NATIONAL 4,514.50 4,514.50
100100 CASH IN BANK - Znd NATIONAL 0.00 0.00
100500 PETTY CASH 100,00 1o00.00
101000 ACCOUNTS RECEIVAELE 12,155, 50 1z,155.50
102000 ALLOWANCE FOR BAD DEBT 242.10 z43.10
104000 INVENTORY - RAW MATERIALS 998,335 14 998,335, 14
104200 INVENTOEY - WORK-IN-PROCESS 1,035,227.71 1,035,227.71
104400 INVENTORY - FINISHED GOODS 858,345, 62 858,345, 62
105000 PREPAID EXPENSES 0.00 0.00
106000 MARKETABLE SECURITIES 561,455, 26 EE1,4E5.Z6
151000 LAND 450,000. 00 4E0,000. 00
152000 MACHINERY & EQUIPMENT 1,387,674.92 1,387,674.592
152500 ACCUM DEPR-MACHINERY & EQUID £30,1Z1.10 £30,121.10
153000 OFFICE MACHINES 493,241, 67 493,241.67
153500 ACCUM DEPR-OFFICE MACHINES 259,661, 27 zE9,661.27
154000 AUTOMOBILES 24,996, 32 24,996, 32
154500 ACCUM DEPR-AUTOMOBILES 3z,749.31 3z,749.31
180000 GOODWILL 25,000.00 25,000.00
181000 ACCUM AMORTIZATION 6,250.00 6,250.00
200000 ACCOUNTS PAYABLE - TRADE 235,166. 4L 235,166. 41
201000 ACCOUNTS PAYABLE - AFFILIATES 37,75L.37 37,751.37
202000 PAYROLL CLEARING ACCOUNT 0.00 0.00
203000 FEDERAL WITHHOLDING PAYABLE 0.00 0.00
203200 FICA WITHHOLDING PAYAELE 0.00 0.00
203400 STATE WITHHOLDING PAYABLE 0.00 0.00
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Audit Trial Balance

Use the Audit Trial Balance as aworksheet at the end of the year. It shows year-
to-date account balances and last-year, budget, or forecast bal ances, and provides
space for you to write down adjusting entries.

Audit Trial Balance Screen

Select Audit Trial Balance from the Reports menu. The Audit Trial Balance

screen appears.

H 2007 Audit Trial Balance SRECEE X
Commands Edit Modes Other Help
5@'?(E|E|-|?®|@@ oK Abandon

Line

=W R

Print:
@ Last-Year Amounts
= Current-Year Budget Amounts
) Next-Year Budget Amounts
) Forecast Amounts

Account Number Sort M1

Headings
12345578S012345678901234567850

Builders Supply

AUDIT TRIAL BALANCE
December 31, 2007

CompanyH | 111872007 Terminal TO0OO | OVR
| | | |

1. Select the type of balances or amounts you want the worksheet to list.

2. Select the sort configuration you want to use for the worksheet. If you
created user-defined sorts through the Account Masks function, valid
entries appear at the bottom of the screen.

General Ledger
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Audit Trial Balance

3. Enter thetitle you want on the worksheet (four lines of 30 characters each).
Use the numbers above the fields to help center the text.

4. Before you continue, make sure that no one else is using the system.

5.  Select the output device. See “Reports’ on page 1-29 for more information
on output devices. After the report is produced, the Reports menu appears.

Audit Trial Balance Worksheet

11/19/2007
11:53 AM
Conpany H

GCL Account

Description

Builders Supply

AUDIT TRIAL EALANCE
Rugust 15, 2007

Last Year

Current Year

Page E

---- Adjustments ----
Debit Credit Ending Ealance

E2E000

E2E001

E2E00Z

E2E00Z2

201000

20z000

204000

208000

20e000

2E1000

282000

233200

233300

End of Beport

INSURANCE EXPENEE

INSURANCE EXPENEE - MPLE

INSURANCE EXPENEE - DALL

INSURANCE EXPENEE - O0AKL

OTHER INCOME

FINANCE CHARCEE AESEEECED

DISCOUNTE TAKEN

INTEREET EXPENEE

OTHER EXPENEEE

FEDERAL INCOME TAX EXPENEE

ETATE INCOME TAX EXPENEE

EHAREE OUTETANDING

EUSPENEE

BALANCE

0.00 0.00
0.00 45,302.87
0.00 19,421.78
0.00 16,283.15
0.00 i22,418.38)
0.00 (E7Z.85)
0.00 0.00
0.00 152,715.52
0.00 16, 826.31
0.00 0.00
0.00 0.00
0.00 0.00
0.00 176,000
0.00 i0.03)
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Statements

Before You

General Ledger

Use the Statements function to produce balance sheets, income statements, and
ratio analyses. You will probably want to produce statements every period for
every company. You can use the Statements function to produce consolidated
statements for 20 companies.

If you frequently print the same statements for the same company, use the Batch
Statements function to set up the printing parametersfor the group of statements
in a batch statements record. Then when you print statements, you simply enter
the batch statement I1D; the system prints the statements set up in the batch
statements record.

Begin

Before you use the Statements function for the first time, review the sample
statement |layouts and contents provided with General Ledger. You can use the
sampl e statement layouts and contents to print your own financial statements,
modify the samplesto suit your needs, or set up your own statement layouts and
contents.

Before you print financial statements, make sure that all transactions have been
entered, corrected, and posted to the GLMAxxx (Master) file. Then print a Trial

Balance Report or an Audit Trial Balance Report to check the account balances.
If you find problems, enter adjusting transactions. Then post the transactions to
the GLMAxxx file.
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Statements

Statements Screen

Inquiry |

6-10

Select Statements from the Reports menu. The Statements screen appears.

EZDOF Statements o]l = e
Commands Edit Modes Other Help
X KE‘E‘E &8 ‘ ? @ ‘@@ OK Abandon
Batch 1D b Active Financials?
Pick  Statement Layout ID  |BALA E Fick  Division From 01 ‘?l
Statement Content ID | BAL1 |E Thru 03 ‘?l
Departrment From %
Period 12 Thru 4
Beginning Date 12/01/2007 |@| Subaccount From q
Ending Date 12312007 | Thru 5
Company 1D H

Print Segment Detail?
Print Azcounts With Zero Balances?
Print Workstation Date and Time?

Segrnent Sort

Change Footers?

Line Statement Titles
1234587890123456789012345&78901234567685012345678290

1. *CONA

2.

3. BALANCE SHEET WITH BEUDGET COMPARISCI

4. A3 OF *PEDW

Company H | 09/26/2007 Terminal TOOO | OVR

Field Description
Batch ID If you want to print a group of statements that you set

Active Financials?

up in a batch statements record, enter the batch ID. If
you have not set up any batch statements records or if
you do not want to print agroup of statements that
you set up in abatch statementsrecord, press Enter to
skip thisfield.

If you want the statement to be displayed with the
active financials viewer, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text
mode). The active financials viewer isavailablein
graphical workstations only. For more on the active
financials statement viewer, see “Income Statement”
on page 6-18.
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Field Description
Inquiry | Pick Statement If you entered a batch ID, this field is skipped.
Layout ID

Inquiry | Pick Statement

Content ID

Period (1-13)

Beginning/Ending
Date

Company ID

General Ledger

Enter the statement layout 1D for the statement you
want to print. The heading lines from the statement

appear.
If you entered a batch ID, this field is skipped.

Enter the statement content ID for the statement you
want to print. The heading lines from the statement

appear.

Enter the period for which to print the report. The
statement or report covers the entire accounting
period to date.

After you enter the period, the beginning and ending
dates for that period appear from the CNVTxxx table
in Resource Manager. Press Enter to use those dates,
or enter different dates.

The system uses the most recent account balances for
the selected period, regardless of the dates you enter.
If you enter different dates, they appear in the
statement title and footers (if you elected to print
dates in the statement layout).

You can enter 20 company |Ds. After you have
entered the ID of the last company, press Enter.

To print a consolidated statement for the companies
set up in the statement content, press Enter to skip
thisfield.

If you enter acompany ID, the statement content ID
you use must not have company I1Ds specified iniit. If
you leave thisfield blank, the statement content you
use must have acompany 1D specified iniit.
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Inquiry |

6-12

Field

Pick Division/
Department/
Subaccount
From/Thru

Print Segment
Detail?

Segment Sort

Print Accounts With
Zero Balances?

Print Workstation
Date and Time?

Description

If your account mask does not include one or more of
these segments, the appropriate fields are skipped.

Enter the range of account segments you want in the
report. To include all the account segments, leave the
From and Thru fields blank.

If you are not printing consolidated statements, select
the box (or enter Y in text mode) to break the
information down for each account segment. Clear
the box (or enter N in text mode) to summarize the
information for all segments of an account into the
main account number.

If you are printing consolidated statements, select the
box (or enter Y in text mode) to print each company
on a separate line. Clear the box (or enter N in text
mode) to summarize the information for all segments
of an account into the main account number.

If your account is made up of only amain account or
if you entered a batch ID above, thisfield is skipped.

If your account mask is divided into segments or if
you did not enter a batch ID, enter the order in which
you want account segments to be organized. For
example, if you are using all the account segments
and you want the account numbers to be arranged by
division, then by department, and then by subaccount,
enter 123.

If you want the statement to include accounts with
zero balances, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you want the statement to include the workstation
date and time, select the box (or enter Y in text mode);
if not, clear the box (or enter N in text mode).

General Ledger



Statements

Reports « CHAPTER 6

Field

Statement Titles 1-4

Change Footers?

Description

Press Enter to usethe current title (from the statement
layout), or enter atitle for the statement. Changesyou
make here do not change the layout permanently.

If you entered more than one company I1D, you might
want to use these fields to list the companies that are
consolidated in the statement.

If you want to use the footer information as specified
in the statement layout, clear the box (or enter N in
text mode).

If you want to change the footers, select the box (or
enter Y in text mode). The Statement Footers window
appears. The changes you make in the Statement
Footers window are not permanent and affect only the
statements you are preparing.

If you display the statement on the screen, the footer
prints only on the last page.

Select the output device to begin printing the statements. See “Reports’ on
page 1-29 for more information on output devices. After the statements are
produced, the Reports menu appears.

Comma-Separated Text File

General Ledger

If you are printing a statement (not a group of statements set up in abatch
statements record), you can elect to export the report to a comma-separated text
file. You can then open thisfile directly using Microsoft Excel or import the file
into other productivity software packages.
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To export the statement to a comma-separated text file, select text as the output
device, then enter the output destination and file name. If you use commas as the
separator character, do not add an extension. General Ledger creates the file and
addsa.CSV extension. The extension stands for Comma-Separated Variables and
is recognized by Microsoft Excel and other productivity software packages. If
you do not use commas as separator characters, General Ledger creates the file
and adds a.TXT extension.

Changing the Separator Character

You can change the character that separates the records in the file from acomma
to another printable character (atilde or semi-colon, for example). You cannot
change the separator character to atab or similar non-printing character.

Follow these steps to change the separator character:

1. Select Application Tables from the Resource Manager Data File
Maintenance menu. The Application Tables screen appears.

2. Enter RMTB in the Enter File Name field and press Enter.

3. Enter DELIM inthe Table ID field and press Enter. The DELIM table appears
and listsa commain the first field as the separator character.

4. Change the separator character to the character of your choice, then use the
Proceed (OK) command to save your changes.

When General Ledger exports statements, the fileis saved with a . TXT
extension instead of a.CSV extension. Change the separator character back
to acommacto use the .CSV extension.

5. Usethe Exit (F7) command to return to the Resource Manager Data File
Maintenance menu.

Lotus Spreadsheet Notes

These points apply when you read statements into a L otus spreadsheet:
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General Ledger

You can read the WK Sfileinto 1-2-3 versions 1, 1A, and 2 and Symphony®
versions 1 and 1.1. Once you save a .WKS file with Symphony or 1-2-3
version 2, you might not be able to read it with an earlier version of 1-2-3.

The WKSfileis saved to the print file directory you set up in the Defaults
function on the Resource Manager Workstation Configuration menu. You
can copy it to adifferent directory to be used with the spreadsheet package,
if necessary.

The cellsin the WKS file are in Protected mode.

The statement columns are stored in the same column letter in the
spreadsheet like in the statement layout. Blank columns have a width of 1.
The page and column headings are stored in column A. Column shifts are
ignored.

Only the results of formula columns are stored in the spreadsheet cells—the
formulas are not saved. You must define the formulasin Lotusif you want to
use them in the spreadshest.

The results of formula columns (types 6 and 7) are stored in spreadsheet
cellsonly if they are set up to be printed. If the Print This Column field in the
statement layout is set to NO for the formula column, the formularesult is
not stored in acell.

To get the spreadsheet pages to break properly with the default margin
settings, print statement footers on line 48.
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Active Financials Statement Viewer

6-16

If you elected to view your statement with the active financial s statement viewer,
the statement will open in a separate active financials statement viewer. The
viewer allows you to view statements and drill-down to view source information
for the statement data. This viewer is only available in BBj graphica mode.

[EX Active Financials Viewer (== =s
Commands Viewer Other Help
%XE‘E\|E‘?6‘QQ‘& 0K Abandon
'BALA / BALT|[INCA / INC1|RATA / RAT1]
Builders Supply
BALANCE SHEET WITH BUDGET COMPARISON
AS OF JAN 31, 2010
ACCT DESCRIPTION CURRENT
NO YEAR BUDGET
CURRENT ASSETS
1000 CASH IN BANK - 1st NATIONAL 436562 4630.00
1005 PETTY CASH 115.00 5500 |°
1010 ACCOUNTS RECEIVABLE 16234.40 2226725
1020 ALLOWANCE FOR BAD DEBT 32468~ 44533~
1040 INVENTORY - RAW MATERIALS 999510.75 1010546.64
1042 INVENTORY - WORKIN-PROCESS 1053848.86 105523549
1044 INVENTORY - FINISHED GOODS 882747.02 860880.32
1060 MARKETABLE SECURITIES 571329.82 603409.03
TOTALCURRENT ASSETS 3528326.79 355657840
Status Bar |Company H [12/29/2010 [Terminal T000 [OVR

e Todrill down to view sourceinquiries and other information, click on blue-
highlighted data. Thiswill open the appropriate inquiry function or formula

information for the highlighted data.

< If you have opened more than one statement using the batch function, each
statement is opened as a separate tab. Click on the tab to view the specific

statement you want.

e Toview the report using a green-bar format that makes the lines easier to

read, choose Green Bar from the Viewer menu.
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*  To export the statement into atext or .CSV file, choose Export to Text File
from the Viewer menu.

»  Click the printer tool button to print the statement.

*  PressF5 to abandon the statement viewer and return to the Statements menu.
Press F7 to exit back to the main menu.

Statement Notes

General Ledger

A sampleincome statement, balance sheet, and ratio analysis are on the next
pages.

The income statement, balance sheet, and ratio analysis are not consolidated
statements. The company could have been specified on the Statements screen or
in the statement content. If a statement or report is consolidated for several
companies, CONSOLIDATED prints in the position normally holding the
company name.

The ratio analysi s contains earnings-per-share information. For this calculation to
be performed, the company’s chart of accounts has amemo account that contains
the number of shares outstanding. That account must be identified in the
statement contents so that a formula can be used in the content to divide net
earnings by the number of sharesin the account.
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Income Statement

1171872007 Builders Supply Page 1
lz:05 PH
INCOME STATEMENT WITH EUDGET COMPARISON
FOR THE PERIOD FROM AUG 1, Z007 THROUGH AUG 21, Z0O7

ACCT DESCRIPTION *** COTRRENT PERIOLD FEE FEE T E AR - o - I ATE FEE
Ho THIE TEAR % BUDGET % THIE TEAR % BUDGET %
REVENUE

4010 RETAIL SALEE 20224 25 2018 Z0E223. 87 Z2.00 ZZE7L40. 24 21.94 Z02E2Z4. E£2 20,232
40z0 INC. FROM COMPLETEDR CONTRACTE BEELZZ. 28 0. 46 EL2LEE. B 7L.20 4264564 47 E2. 85 4872087 23 064
4040 DISCOUNTE ALLOWED EOEL. 33— LEE- E404 . 23— . 20— EE422 20— .20- E2246 . 40— .87
4080 FREIGHT 0OT 1lE.4Z oL .oo .oo 1lE.4Z .oo .oo .oo

TOTAL REVENUE 22L18Z.2Z2 100,00 7PL374E.2Z4 100,00 POEE7I0.22 100,00 E22226L. 26 100,00

COET OF GOOLRE SO0LD

£0LO0 COST OF GOOLE S0LL - RETATIL LELE7Z.ZE le.z2 1032482 62 l4. 50 l0E421E. 282 14,22 10E742E5 &0 1E.322
E0Z0 COET OF GOOLE S0LL - CONTRACTE FEI4RE. 10 22.04 ZEZILED . 4Z 2E.47 ZE21482 73 2654 ZEEER47 47 2864
£0z0 FREIGHT IN ZR72L. 08 2.Z0 ZELZR. 72 2.EZ ZZ7L3E.2E 2.Z1 ZI4EEE. L2 2.40
£040 INVENTORY WARIANCE ERLE. 23— L B4 .oo .oo ERLE. 23— L0g- .oo .oo
TOTAL COST OF GOOLRE SO0LL £32041 .48 £7.89 22177082 £32.48 FBETERL. LD £4. 52 FRETRRE EL £7.37
GROEE PROFIT 2FPZ140. 24 4Z.11 22127441 46 EL FZ02LRE. 28 4E.41 ZP40266. 7L 4Z. 63
EXPENEEE
SELLING EXPENEEE
£Ll00 SALARIEE EXPENEE E7207.43 &.LE E7ZET.0E 2.0z 4EZ218.20 E.41 4E7LZZ. 67 [ )
ELLO TRAVEL AND ENTERTAINMENT EXP ZEZ.L1L .0z Z4E.1Z .0z 121z.07 .0z 1227.00 .0z
ELlZ0 AUTO EXPENEE Z0L7.EE LZZ Z4321.132 .24 1324335, 21 l.20 1247117 .27
E1z0 ADVERTISING EXPENEE ZEER. L& .27 Z7ED. £ .28 176608, 24 Z.E0 12EE2. 08 .zg
TOTAL SELLING EXPENEEE BZL2E.7E E.E7 BZESZ. 29 2.78 TEETTI.LE 10,24 426223, 29 7.Z0

MANUFACTURING EXPENSES

£z00 PATROLL EXPENEE 10EE4E. 62 1l.328 104z320. 25 l4. &0 BZEERZ. 70 ll.e2 22Z00L1. f& lz.0e
EZl0 DEPRECIATION EXPENSEE Z0020. 24 Z.le 12321 65 Z.kg2 LlE2EL2. EE Z.17 LEEZL7. 24 Z.ZE
EZZ0 MATNTENANCE EXPENSEE lZzZe. 28 R lz4l.02 .17 237Z. 08 R 22L1.24 R
£Zz20 APPLIED OVERHEAD 4725, 4ZF LEL 47RZ.ZE LE7 FBEZE.EOQ LEE 2287744 LEE

TOTAL MANUFACTURING EXP. 12178882 l4.18 lzgegs. 21 l2.032 loz7log. 20 14,54 1025407 .48 lE.0L
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Balance Sheet

08/s19/2007
1Z:05 PM

ACCT
HO

1000
100l
100&
1010
10z0
1040
1042
1044
1060

1510
15z0
1EzE
1Lz0
1535
1540
1545

1200
1210

Builders Supply

EALANCE SHEET WITH BUDGET CONPARIZON
AZ OF AUG 21, 2007

DEZCRIFTION

AZEETE

CUURRENT ASSETS
CASH IN EBANE - lst NATIONAL
CASH IN BANE - Znd NATIOMNAL
TETTY CASH
ACCOUNTS RECEIVAELE
ALLOWANCE FOR EAD DEET
INVENTORY - RAW MATERIALS
INVENTORY — WORE-IN-PROCESS
INVENTORY - FINISHED GOODE
MARKETAELE SECURITIES

TOTAL CURRENT ASSETE

LONG TERM ASSETS
LANT
HaCHINERY & EQUIPMENT
ACCUM DEPR-MACHINERY & EQUIP
OFFICE MACHINES
ACCUM DEPR-OFFICE MACHINES
AUTOMOEILES
ACCTHM DEPR-AUTOMNMOEBILES

TOTAL LONG TERIM AZSSETE
OTHER AZZETS
GOODWILL
ACCTUM AMORTIZATION

TOTAL OTHER ASSETS

TOTAL ASEETS

CTTRRENT
TEAR

(311530300
(273,50
383,90
17zE8L.77
(1zg._10)
1034730 0&
1133770.87
S1lz086. 31
EE53051.75

BEE54005. 56

EO7ZE0_00
1563152, 36
(630148 64)

EE7L1EE. 72
(2932484 0Z)

94388 61

(52417.57)

Page 1

48324 _Z&

1a0_00
1z396. 40
(247 _931)
10475837 44
1lz3511.1%
QZ0E33_47
£41371_43

23748466 27

EQO7EE0_00
1563152, 36
(G313E7_EE)

EETLEE. T2
(93743 67)

943858 61

(52e77.63)

General Ledger
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Ratio Analysis

6-20

0s/1l3/2007 Builders
lz:0&5 FPM

Supply

DATIO AMALTEIE

AL OF AUG

DATIO

LIQUIDITY RATIOS

CURRENT RATIO

QUICK BATIO

PROFITABILITY RATIOS

NET PROFIT MARGIN

RETURN ON ASSETS

RETURN ON EQUITY

EARNINGE PER SHALE

ACTIVITY RATIOS

INVENTORY TURNOVER (COGES)

INVENTORY TURNOVER (SALES)

RPATE OF RETURN ON FIXED ASSETS

RATE OF RETURN 0ON TOTAL ASSETS

LEVERLGE DATIONE

DEET TO AZSZETS

DEET TO EQUITYT

31, zono?

CURRENT TELDR

RATIO

.89

S04

_05

.05

.70

W23

-EL

.10

_31

-4l

.63

Page 1

LAZT YELR
LATIO

_07

-3

22

.43

.37

General Ledger



Cash Flow Statement

The Cash Flow Statement provides information about sources and uses of cash
and cash equivalents within abusiness. The Financial Accounting Standards
Board (FASB) has determined that a Cash Flow Statement should be part of a
complete set of financial statements. The Cash Flow Statement is generated
according to the “Indirect Method” as described in FASB Statement 95.

You can produce a consolidated Cash Flow Statement for 20 companies.

Cash Flow Statement Screen

General Ledger

Select Cash Flow Statement from the Reports menu. The function screen

appears.
A 2007 Cash Flow Statement = | 2
Commands Edit Modes Other Help
2xu|nemn[-e|ee o< [Avanaon
Cash Flow Content ID CFCH |T| Years 2007
Pick Period From Pick  Division From |01 |T‘
Thru 12 Thru (03 [8]
Department From b
Beginning Date 08/01/2007 |E‘ Thru 1
Ending Date 12/31/2007 |EH Subaccount From q
Thru q
Company 1D H
Print Detail? Change Footers?
Print Workstation Date and Time?
Line Statement Titles
12345578501234567850123456789012345678501234567820
1 Builders' Supply
2 Cash Flow Statement
3
4
Company H 11182007 Terminal TO0O INS
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Cash Flow Statement

Inquiry |

Inquiry |

6-22

Field

Cash Flow Content
ID

Period From/Thru
(1-13)

Beginning/Ending
Date

Years

Company ID

Pick Division/
Department/
Subaccount
From/Thru

Print Detail?

Print Workstation
Date and Time?

Description

Enter the ID of the cash flow statement you want to
produce.

Enter the range of periods for which to print the
statement.

After you enter the range of periods, the beginning
and ending dates for the periods appear from the
CNVTxxx table. Press Enter to use those dates, or
enter different dates.

The system uses the most recent account balances for
the selected range of periods, regardless of the dates
you enter.

The current year appears. Press Enter to accept the
current year or enter a different year to print. Then
enter a different year for comparison purposes, or
leave the year blank to use the current year only.

You can enter 20 company |Ds. After you have
entered the ID of the last company, press Enter.

If your account mask does not include one or more of
these segments, the appropriate fields are skipped.

Enter the range of account segments you want in the
statement. To include all the account segments, leave
the From and Thru fields blank.

If you want each account listed with the account
description, select the box (or enter Y in text mode). If
you want all accounts in each account type totalled
with the cash flow content description, clear the box
(or enter N in text mode).

If you want the statement to include the workstation
date and time, select the box (or enter Y in text mode);
if not, clear the box (or enter N in text mode).

General Ledger
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Field Description

Change Footers? If you do not want to change the footer information,
clear the box (or enter N in text mode).

If you want to change the footers, check the box (or
enter Y intext mode). The Statement Footers window
appears. The changes you make in the Statement
Footers window are not permanent and affect only the
statements you are preparing.

Statement Titles 1-4  Press Enter to use thetitlesthat appear (from the cash
flow statement layout), or enter atitle for the
statement. Changes you make do not change the
layout permanently.

If you entered more than one company |1D, you might
want to use these fields to list the companies that are
consolidated in the statement.

Select the output device to produce the statement. See“ Reports’ on page 1-29 for
more information on output devices. After the Cash Flow Statement has been
produced, the Reports menu appears.
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Cash Flow Statement

Page 1

Cash Flow for Year 2007

Cash flows from operating activities:
Net income (1,108, 766.20)
Adjustments to reconcile net income to net cash
provided by operating activities:
Total adjustments o.oo

Net cash provided by operations (1,108, 766.20)

Cash flows from inwvesting activities:
Net cash provided by investing actiwvities o.oo

Cash flows from financing activities:

Net cash provided by financing actiwvities o.oo
Net decrease in cash and cash equivalents (1,108, 766.20)
Cash and cash equivalents at beginning of period o.oo

Cash and cash edquivalents at end of period (1,108, 766.20)
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General Ledger

Periodic Processing

Introduction

Usethe functions on the Periodic Processing menu to process
period-end and year-end information. The year-end process
involvesthe conversion and use of last-year data, which isalso
handled through the Periodic Processing menu.

When to Close the Books

Although you can use the statement contents and layouts to
produce financial statements for a particular period without
closing the books, you can store only 13 periods of current
balancesinthe GLMAxxx (Master) file. After period 12 (13 for
quarterly systems), you must close out the balancesin the
income statement accounts to clear them for the next year.

Business, however, does not end when your fiscal year does,
and you cannot put the new year’s data on hold while you
finish closing the old year. Therefore, usethe Create Last-Year
Data function (see page 7-5) to copy your datato last-year
files. Then you can process both the old year and the new year.

If your company’s basi ¢ accounting period is one month, you

can use period 13 for year-end audit adjustments and to clear
and close entries.
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If your basic accounting period is one week, you must close the books once every
quarter, since only 13 periods are available (13 weeks x 4 quarters = 52 weeks
per year). You must enter adjustments along with the regular transactionsin
period 13.

The Year-End Procedure

7-2

Follow these steps to close the books at year end:
1. Back up your files.

2. Consolidate your GLMAXxxx filesif you want to print consolidated financial
reports for companies that are on different computers (see page 7-21).

3. Createthelast-year GLMAxxx and GLJRxxx (Journal) filesfor each
company (see page 7-5).

4. Switch to last-year files and use the Transactions function (page 5-3) to
finish entering the transactions in the last accounting period for each
company. When the transactions are correct, post them to the GLMAxxx file
(page 5-31) and print financial statements for the last period (page 6-9).

5. Usethe Transactions function (page 5-3) to enter the yearly or quarterly
audit adjustments, and post them to the GLMAxxx file (page 5-31).

6. Print the year-end financial statementsfor each company (page 6-9).

7. Usethe Update Current Year function (page 7-15) to update the beginning
balances for the current fiscal year.

Repeat steps 4-7 until you have made all adjusting entries for the last fiscal
year.

8. Back up your datafilesfor storage (see the Resource Manager User’s
Guide).

9. Clear and close the revenue and expense accounts (see page 7-9).

General Ledger
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10. Usethe Update Current Year function (see page 7-15) to update the current-
year GLMAxxx file with the final balances from the last fiscal year.
Month-End Maintenance

Use the Month-End Maintenance function only when you must make room in
the GLIRxxx file because disk spaceislimited. If you have enough disk space,
you can keep an entire year’s journal entries on file.

For information about month-end processing, refer to page 7-19.

General Ledger 7-3






Create Last-Year Data

Usethe Create Last-Year Data function at the end of a company’s fiscal year to
prepare the data files for the new year and to create last-year GLMAxxx (Master)
and GLJIRxxx (Journal) files. Then you can make adjusting entries to last-year
files while you begin processing data for the new year.

You cannot use the Create Last-Year Data function if you are working with last-
year files.

If your companies use different fiscal years, you can use the Create Last-Year
Data function as each company’s fiscal year ends.

These things happen when you create last-year data for a company:

e The system creates last-year GLMAxxx, GLMKxxx (Master Key), and
GLJRxxx fileswith the extension .Ynn (nn represents the last two digits of
the year). These files provide information for multiyear reports, statements,
and so on.

*  Thebeginning, ending and 13-period actual balances of each of the
company’s accounts in the current-year GLMAxxx file are transferred to the
Last Year column, and each account’s ending balance is transferred to the
beginning balance.

*  The company’s entries are removed from the current-year GLIRxxx file.

Before You Begin

Before you create last-year data, do these tasks:
e |f necessary, copy achart of accounts or consolidate GLMAxxx filesthat are

on different computers. You cannot use the Copy Chart of Accounts
function with last-year files.
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Create Last-Year Data

Because creating last-year files changes information in the GLMAxxx and
GLJIRxxx files, back up your datafiles.

Print the Chart of AccountsList (page 10-9) and make sure that each account
is assigned the correct account type and that you have assigned a clear-to
account and step to every income statement account.

Make sure that no one else is using the GLMAxxx and GLJRxxx files.

Create Last-Year Data Screen

Select Create Last-Year Data from the Periodic Processing menu. The Create
Last-Year Data screen appears.

1

X 2010 Create Last-Vear Data == ==
Commands Edit Modes Other Help
2xiz|ne | Bn|ze|[ee
Have You Backed Up Your Current-Year Files?
Reset Current-Y ear Journal Entry Number to 1?
Retained Earnings Account For Company H LY
Copy Next-Year Budget to Current-Year Budget?

Do You Want to Zero Next-Year Budget Balances?

Copy Inactive Accounts with Zero Balances?

*** Your Current GL Year Will be Set to 2011 ***

|Company H[12/29/2010 |Terminal T000 [OVR

If you have backed up your current-year files, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode). You should always
back up your current-year files before you create last-year files.
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Inquiry |

If you want to reset the journal entry number for the new year’s entriesto 1,
select the box (or enter Y in text mode); if not, clear the box (or enter N in
text mode). If you elect not to reset the entry number, the new year's
transactions will begin with the number following the last transaction
number from the previous year.

Enter the retained earnings account to which you want to clear income
statement account bal ances.

The range of account types that represent income statement accounts are
cleared to the retained earnings account you specify here.

If you want to copy next-year budget to current-year budget, select the box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).

If you want to zero next-year budget balances, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want to copy inactive accounts with zero balances, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

The year that the current GL year will be after the Create Last-Year Data
procedure is complete is displayed on the bottom of the screen. Be surethis
isthe year you want before you proceed.

Select the output device to print the Clearing Log. See “Reports’ on
page 1-29 for more information on output devices.

This log shows all changes made to the income statement account bal ances.
Check the log to make sure that everything is correct.

After Creating Last-Year Data

General Ledger

After you have created the last-year files for a company, you can begin
processing the new year’s data while you finish processing the old year’s data.
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To access prior-year files for a company, use the Setup (F9) command at any
General Ledger menu and select the year you want to access. For last-year data,
you can use any General Ledger function except Create Last-Year Data and
Copy Chart of Accounts. For any year before last year, you can produce reports
and statements, but you cannot change any data.

When you are finished entering and posting last-year transactions and printing
statements and reports, you are ready to use the Clear and Close Last Year
function (see page 7-9).

Clearing Log

7-8

173172007 Beginning Balance Clearing Log Page Z
1Z:23 PM Conpany H
GL Account Description Debit Credit
EzE0OZ INSURANCE EXPENEE - DALL 1242178
L3E003 INSURANCE EXPENSE - ODAKL 16283 15
g01000 OTHEER INCOME ZZ418. 38
S0Z000 FINANCE CHARCEZ ASZESZED E7Z.€E
204000 DISCOUNTE TAKEN .oo
g0E000 INTEREST EXPENSE 152715 53
#06000 OTHER EXPENZER 16826 31
2Ll000 FEDERAL INCOME TiX EXPENEE .oo
B5E000 STATE INCOME Ti¥ EXPENZE .oo
233300 SUT3PENSE 75.00
Transferred to Account 304000: IEE9EL_ 2R
End of Beport
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Clear and Close Last Year

Usethe Clear and Close Last Year function to clear and close the revenue and
expense accounts to specified capital accounts. This function clears the accounts
for all periods—you cannot use it to close accounts period by period.

If you want to see retained earnings at the end of each period, set up the statement
content to print the necessary account balances in the balance sheet.

Before You Begin

General Ledger

Before you clear and close by step, perform these tasks:

Print the Chart of Accounts List (see page 10-9) and make sure that the
correct account type is assigned to each account.

Specify the accounts to which the revenue and expense accounts will be
closed and the step in which each will be closed.

Create last-year GLMAxxx (Master), GLMKxxx (Master Key), and GLIRxxx
(Journal) files. These accounts should have the file extension .Ynn (nn
represents the last two digits of the year).

Using last-year files, enter and post any required adjustments, print financial
statements, and run the Update Current Year function (see page 7-15) to
update the beginning balances for the current year. Repeat this step as many
times as necessary to complete the year-adjustments for last year.

Back up your datafiles.

Use the Setup (F9) command on any General Ledger menu screen to access
the last-year files.
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When You Clear and Close

When you create last-year files, the system creates last-year GLMAxxx,
GLMKxxx, and GLJRxxx fileswith the extension .Ynn (where nn represents a
two-digit year). These files provide information for multiyear reports, statements,
and so on.

When you clear and close by step, the system enters a matching debit in the
GLJIRxxx.Ynn (last-year Journal) file for the actual balance of each revenue
account. Then it enters an offsetting credit for posting to a capital account.

For expense accounts, the opposite happens. The system enters a matching credit
for the actual balance of each expense account. Then it enters an offsetting debit
to the capital account.

The net balance posted to the capital account is the difference between the total
revenues and the total expenses—that is, the profit (if it isacredit balance) or the
loss (if it isadebit balance) for that year.

The Clear and Close Last Year function has no effect on budget and last-year
balances.

Updating Beginning Balances

If you want only to update the beginning balances in the current-year files
without clearing and closing the files, exit from this function. Then use the
Update Current Year function (see page 7-15).

Clearing and Closing to Capital Accounts

7-10

Before you use this function for the first time, you must use the GL Accounts
function (page 8-15) to identify the capital account(s) to which to clear and close
the revenue and expense accounts. Thereafter, you can use the Clear and Close
Last Year function to clear and close the accounts automatically.

Each account in the GLMAxxx file hasa Clear To Account field where you can

specify the account to closeit to. In the Step field you can enter the step in which
the account is closed (see “Closing in Steps”’ below).

General Ledger
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Before you close the books for the first time, follow these steps:

1

Determine which accounts will be closed to the capita account(s) in each
step.

Make sure that the account type assigned to each account is correct.

Enter the capital account number to which each revenue and expense
account will be closed. Then enter the step number.

If you have additional accountsto be closed to the capital account(s) (such as
dividends paid), set them up in the same way. This should be the last
clearing step.

Closing in Steps

You have three aternatives for closing in steps:

Clear and close all income, revenue, and expense statement accountsin one
step, which is the fastest way. Then use the Statement Layout and
Statement Contents functions to calculate the year-end figures you need.

Close dl divisions, departments, or subaccounts to main account numbers.
Then print the Trial Balance and financial statements to show the total
amounts for income statement accounts, rather than a breakdown by
division, department, and subaccount.

Audit automatic closing by closing the accounts in one to nine steps. For
example, if you close the operating expenses in one step, the income
statement at this point will show the total gross profit or operating margin. If
you close the COGS accounts in the next step, the income statement will
show your gross income. When you clear the revenue accounts in the next
step, the income statement accounts (revenues and expenses) will be ready
for the new year's transactions. You are ready to distribute the net income.

Distributing Net Income

The closing procedure you use depends on how your business is organized.

General Ledger
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Clear and Close Last Year

7-12

Builders' Supply, the sample data company, closes its divisions to main account
numbers and then its income statement accounts to retained earnings. The
balance in this account is the portion of the year’s income retained by the
company to increase its capital.

If you want to distribute the income to more than one capital account (for
example, if your company is a partnership), you can use this procedure;

1

Use the GL Accounts function (page 8-15) to add an income summary
account, which will hold the net income temporarily.

Usethe GL Accounts function to enter the income summary account in the
Clear To Account field of each revenue and expense account. You can clear
these accounts to the income summary account in one or several steps.

When you have finished all the clearing steps, the income summary account
will have a credit balance showing the net profit for the year or a debit

bal ance showing the net loss. Use the Transactions function (page 5-3) to
credit (or debit) each capital account for the proper amount. Then enter an
offsetting debit (or credit) to the income summary account for the total
amount distributed, reducing that account’s bal ance to zero.

General Ledger



Clear and Close Last Year Periodic Processing * CHAPTER 7

Clear and Close Last Year Screen

Select Clear and Close Last Year from the Periodic Processing menu. The
Clear and Close Last Year screen appears.

2007 Clear and Close Last Year [E=N I
Commands Edit Modes Other Help
%X[§|g|ﬂ| ?@|@@ OK Abandon

Clearing Step 1

Use Period 12

| CompanyH [ 111182007 | Terminal ToOO | NS

If you have not used the Setup (F9) command to access last-year files, the
message This function can be run with nnnn files only appears (where nnnn is
the current General Ledger fiscal year).

1. Enter the number of the clearing step you want to perform.

2. PressEnter if you want to clear the journal entriesto period 13 (the one you
are probably using for your fiscal year-end entries), or enter a different
period.

If there are unposted transactionsin the prior-year GLIRxxx.Ynn file, the
following prompt appears. Warning! There are unposted transactions. Do you
want to continue? Either continuewith the Clear and Close Last Year function,
or exit and then post the unposted transactions.
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Make sure that no one else is using the GLIRxxx file. Then use the Proceed
(OK) command to begin clearing and closing the accountsin this step.

After Each Step

When you finish each step, follow this procedure:

1. Printthe GL Journal (page 5-19) and the GL Activity Report (page 5-23) for
period 13, source code CL. Make sure that all the closing entries are there. If
entries are missing, check the account record—the account may not be set up
to clear and close.

When everything is correct, save the two reports as part of the audit trail.

2. Post the journa to the GLMAxxx file (page 5-31) for the company whose

accounts you cleared and closed, using period 13. Posting updates the

account balances with the transactions just entered.

3. Print an Audit Trial Balance (page 6-7) and make sure that the accounts
closed in that step have a zero balance.

Repeat this procedure for all your steps.

After Clearing and Closing

When you are finished clearing and closing all the accounts for a company,
update the current-year files (see page 7-15).
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Update Current Year

After you have created last-year files and cleared and closed the revenue and
expense accounts for acompany, use the Update Current Year function to update
the current-year GLMAxxx (Master) file with the adjustments made to the last-
year files. You should a so run the function each time you make adjustments and
post them in the prior-year GL files.

Before You Begin

Before you update the current-year GLMAxxx file, perform these tasks:

e Make sure that you have cleared and closed the accounts for the company
whose current-year GLMAxxx file you want to update.

e Back up your last-year datafiles.

e Usethe Setup (F9) command to access the last-year files.

When You Update

Updating the current year produces these results:

*  Theactual account balancesin the last-year GLMAxxx.Ynn file are copied to
the Last Year column in the current-year GLMAxxx file.

*  The beginning account balances in the current-year GLMAxxx file are
updated by the ending balances in the GLMAxxx.Ynn file.

*  If you added an account to the last-year GLMAxxx.Ynn file, it isadded to the
current-year GLMAxxx and GLMKxxx (Master Key) files.
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Updating Beginning Balances Only

You can use this function to update only the beginning balances of the accounts
in the current-year files without actually clearing and closing. For example,
closing the previous year takes you into the second month of the current year.
You are making adjusting entries daily. You need to produce the financia reports
for the first month of the current year. You need the latest information, so you use
the Update Current Year function to update only the current year’s beginning
balances.

Update Current Year Screen

Select Update Current Year from the Periodic Processing menu. The Update
Current Year screen appears.

ﬂ 2007 Update Current Year | =1 e
Commands Edit Modes Other Help
TETYEEIEEAEY ok (bensen]

Have You Printed All Reports for Last Year
and Backed Up Your Current-Year Files?
i

Retained Earnings Account 304000 |T|

| companyH [ 117182007 | Terminal Tooo | ms

If you have not used the Setup (F9) command to access last-year files, the
message This function can be run with nnnn files only appears (where nnnn is
the current General Ledger fiscal year).
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1

Inquiry | 2.

3.

If you have not printed all the last-year reports and backed up the current-
year files, clear the box (or enter N in text mode). When you have completed
these tasks, select the box (or enter Y in text mode) to continue.

Enter the number of your company’s retained earnings account.

Make sure that no one elseisusing the last-year GLIRxxx or GLMAxxx files
or the current-year GLMAxxx file. Then use the Proceed (OK) command to
begin processing.

If there are unposted transactionsin the prior-year GLIRxxx file, the
following prompt appears:

Warning! There are unposted entries. Do you want to continue?

You can either continue with the Update Current Year function, or exit to
the Periodic Processing menu and go back and post these transactions.

When the current-year GLMAxxx file for the company has been updated, the
Periodic Processing menu appears.

Quarterly Systems

If you use a quarterly system, remember to update the CNVTxxx table (see the
Resource Manager User’s Guide) so that the right period appears on the screeniin
the next quarter.

General Ledger
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Month-End Maintenance

Before You

General Ledger

Use the Month-End Maintenance function to erase transactions in the GLIRxxx
(Journal) filefor periods you specify, without resetting the account balances. Use
this function only when you must make room in the GLIRxxx file because disk
spaceislimited. If you have enough disk space, you can keep an entire year’s
journal entries on file. You can aso use this function to delete journal entriesin a
particular year.

After you erase journal records from the GLIRxxx file, you can use the Resource
Manager Change File Size function to reduce the size of the file (see the
Resource Manager User’s Guide).

If you print the GL Activity Report after you delete journal entries, the message
Missing entries is printed for the periods for which you deleted entries.

If the end of the month is also the end of the year, you can use the Create Last-

Year Data function instead of the Month-End Maintenance function. Creating
last-year data erases all the transactions in the GLIRxxx file.

Begin

Before using the Month-End Maintenance function, post the journal entries for
the corresponding periods to the GLMAxxx (Master) file, make sure that the
ledger isin balance, and back up your datafiles.
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Month-End Maintenance Screen

7-20

Select Month-End Maintenance from the Periodic Processing menu. The
Month-End Maintenance screen appears.

2007 Month-End Maintenance =NECIH. X
Commands Edit Modes Other Help
» K= | i} | 1] | ? & | a @ OK Abandon

Month-End Maintenance

Delete Journal Entries:
for Periods  From 1

Thru B
Remove Unposted Entries? 1]
Remove Cash Flow Exception Entries?

| CompanyH | 11182007 | Terminal 000 | NS

Enter the range of periods for which you want to delete entries from the
GLJRxxx file.

Clear the box (or enter N in text mode) to prevent the system from removing
entries that have not posted because of invalid account numbers.

If you want to save only the noncash-flow transactions, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

Make sure that no one else is using the GLIRxxx or GLMAxxx files. Then

use the Proceed (OK) command to begin processing. When processing
finishes, the Periodic Processing menu appears.

General Ledger



Consolidate Master Files

Use the Consolidate Master Files function to consolidate the account balances
from one GLMAxxx (Master) fileinto another if you have General Ledger files
with the same company 1D on two computers. You can also use this function to
consolidate the accounts from several GLMAxxx files on the same computer into
onefile.

Printing Consolidated Financial Statements

You do not have to use this function to print consolidated financial statements. If
you want to print consolidated financial statements for multiple companies, use
one of these methods:

« Usethe Statements function (page 6-9) to print statements for two or more
companies.

e Set up the statement contents to print consolidated reports for the companies.
If you have General Ledger files on another computer, you can copy the
GLMAXxxx files from one computer to another and then print consolidated
statements.

If you use the Consolidate Master Files function to consolidate a company with

another active company, your balances will be overwritten. Instead, print
consolidated statements for the companies.

Consolidation Methods

Use one of the following methods to consolidate companies:
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« Consolidate all companiesinto one GLMAxxx file. For example, to include

the accounts of a department at a branch office, consolidate that company’s
accounts with those of a company in the GLMAxxx file at your main office.
Then you can use the consolidated company in statements with other
companies in the main office’'s GLMAxxx file.

e Consolidate the companiesinto two or more GLMAxxx files—for example,
to print separate consolidated statements for several departments.

If you want to print financial statements from a consolidated GLMAxxx file, they
should use the same account mask; otherwise, the financial statements might not
print correctly.

The First Time You Consolidate

Before you consolidate the first time, use the GL Accounts function (page 8-15)
to specify the main company’s accounts (in the Consol To Account field) with
which the branch company’s accounts are consolidated.

If al the branch company’s accounts are the same as the main company’s
accounts, skip the Consol To Account field.

Each account also has atwo-digit Step field, so you can consolidate in steps to
provide an audit trail. For example, you might consolidate all asset accountsin
one step, al liability accountsin the next step, and so on. If you do not want to
consolidate an account, enter 0 in the Step field.

Consolidation Steps

7-22

Take these steps to consolidate GLMAxxx files:

1. UsetheGL Accounts function (page 8-15) to verify that the branch
company’s accounts are set up to consolidate with the main company’s
accounts.

2. Back up the datafileson all computers (see the Resource Manager User’s
Guide).

General Ledger
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General Ledger

Copy each branch company’s GLMAxxx fileto a different diskette. Then
copy each oneto the hard disk directory with the main company’s GLMAXxxx
file.

You must rename the GLMAxxx files that have the same company ID asthe
one on the computer you are copying the files to so that they will not
overwrite the existing file. For example, if the GLMAxxx files for branch
offices 1 and 2 are on a diskette and the main GLMAxxx fileison hard disk
drive C, the DOS commands to copy the branch GLMAxxx files without
renaming them are:

C:\> copy a:glmal c:\osas\data
C:\> copy a:glma2 c:\osas\data

The DOS commands to copy and rename the branch GLMAxxx files are:

C:\> copy a:glmal c:\osas\data\branl
C:\> copy a:glma2 c:\osas\data\bran2

Use the Consolidate Master Files function to consolidate the branch
GLMAXxxx files with the main GLMAxxx file.

Print the consolidated financial statements (see page 6-9).

Restore the main GLMAxxx file from the backup and resume normal
operation.
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Consolidate Master Files Screen

Select Consolidate Master Files from the Periodic Processing menu. The
Consolidate Master Files screen appears.

ﬂ 2007 Consolidate Master Files - Last Year L=RECI. X
Commands Edit Modes Other Help
2xn|mema[-e|ee
Copy From Company H b
in File ID GLMAA
with Step Mumber 1
into Company H B

| CompanyH [ 111182007 | Terminal OO0 | mMS

Inquiry | 1.

Inquiry | 4,
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Enter the ID of the company you want to consolidate.

Enter the name of the branch GLMAxxx file for the company ID you entered.
Enter the file name exactly asit appears in the file directory.

If you are consolidating several branches with the main company GLMAxxx
file, you must perform this function for each branch.

If you are consolidating accounts by steps, enter the step number you are
consolidating at thistime.

Enter the ID of the company in the main GLMAxxx file with which you want
to consolidate the branch company.

General Ledger
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5. Make surethat no one elseisusing the GLMAxxx file. Then usethe Proceed
(OK) command to begin consolidating.

6. Repeat the function for each branch file until al the branch companies you
want are in the main GLMAxxx file.

After You Consolidate

When you are finished printing consolidated statements, restore the original main
GLMAxxx file. Then erase the branch GLMAxxx files from the hard disk.
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Remove Prior-Year Files

Use the Remove Prior-Year Files function to erase GLMAxxx (Master),
GLJIRxxx (Journal), and GLMKxxx (Master Key) files stored for any year other
than the current fiscal year.

Remove Prior-Year Files Screen

Select Remove Prior-Year Files from the Periodic Processing menu. The
Remove Prior-Year Files screen appears.

You must be in the current year to use this function.

n 2008 Remove Prior Year Files | = e
Commands Edit Modes Other Help
E|@|ﬂ|?@|@@ 0K || Abandon |
Have You Backed Up Your General Ledger Data Files? v
Year to Remove 2007‘E|

| CompanyH [ 111182007 | Terminal OO0 | NS

1. If you have backed up your General Ledger datafiles, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).
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Inquiry I 2. Enter the year for which you want to delete data.

If there are unposted transactionsin the prior-year GLIRxxx file, the
following prompt appearsif you choose to delete data for last year:

Warning! There are unposted entries. Do you want to continue?

Either continue with the Remove Prior-Year Files function, or exit to the
Periodic Processing menu and post these transactions.

3. Make surethat no one elseis using the datafiles for the year you want to

delete. Then use the Proceed (OK) command to begin deletion. When the
deletion is finished, the Periodic Processing menu appears.
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Account Mask

General Ledger

Use the Account Mask function to define or change a company’s account
numbering structure. An account mask can consist of four segments: main
account number, division, department, and subaccount. The main account
number segment is required; the other segments are optional. The segments can
be arranged in any order.

Uses of Masks

Account segments simplify financial reporting and statement setup. For example,
you can use segments to show information in financial statements for individual
divisions, departments, and subaccounts—or you can combine account segments

into amain account.

You can produce afinancial statement for only one division or a side-by-side
statement for two or more divisions.

Mask Formats

For each segment you use, specify its starting position in the account number and
its length. For example, if the first four characters in the account number are the
main account number, enter 1 in the Main Account Position field and 4 in the

Main Account Length field (see the field descriptions below).

When you enter the length of a segment, the Account Number Mask field is
updated. Here’'s what the entries mean:

MMain account number
1Division
2Department

3Subaccount
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The terms division, department, and subaccount are only labels. Use segmentsin
whatever way is necessary for your numbering structure. See chapter , section
for more information.

The default mask is MMMMMMMMMMMM, which indicates that the main
account number segment takes up all 12 positions. You cannot del ete amask; you
can only changeit.

You can arrange the segments in any order, omit segments you do not need, and
use fill characters (for example, ahyphen) to separate segments.

Any character can serve as afill character, but only one type of fill character can
be used in an account number format. That is, you can use a hyphen or a period,
but not both. A fill character takes up one position in the account number, and it
appearsin every blank position between account segments.

Here are some examples of account masks:

Fill Characters

MMM 111222333 MMMM —/3\—1 \—2
Main Division Department
Account v Subaccount Main
Number A t Division
Department Nﬁ(r:rc])tl)Jgr Subaccount
Fill Character Fill Characters
) 1111-2222-M M
1117*MMMM 74 Aﬁ
Division
Divison  Main Department Main
Account Account
Number Number

8-4 General Ledger



Account Mask File Maintenance « CHAPTER 8

Previous-Year Files

The current-year and previous-year files access the same GLMSK (Account
Mask) file. Changes made to the account mask while working with previous-year
files also affect current-year files, and vice versa.

Account Mask Screen

Select Account Mask from the File Maintenance menu. This screen appears.

2007 Account Mask = | 5 e
Commands Edit Modes Other Help
ﬁxt§|i§|ﬂ@|?@|99 OK Abandon
Main Account Position 1| Length 4
Division Position 5| Length 2
Department Position 0| Length 0
Subaccount Position 0| Length 1]

Fill Character

User-Defined Account Sort 1
User-Defined Account Sort 2

Account Number Mask MMMM11

M Main Account
1 Division

2 Department
3 Subaccount

Company H 11192007 Terminal TO0OO | OVR

Field Description
Main Account Enter the position in the account number where the
Position/Length main account number begins. Then enter the length of

the main account number (the length must be 3
characters or more). For example, if the main account
number takes up the first four positionsin your
account numbers, enter 1 in the Main Account
Position field and 4 in the Length field.
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Field Description

Division, If you are not using one of these account segmentsin
Department, your account number format, press Enter to skipit. If
Subaccount you are using any or all of these segments, enter the
Position/Length position in the account number where each segment

begins. Then enter the length of the segment. The
length can be 1-6 characters.

If you want to use afill character between account
segments, you must leave a blank space between the
segments. For example, if you used athree-digit main
account segment followed by a two-digit subaccount
segment and if you wanted afill character between
the two, you would enter 5 in the Subaccount
Position field.

Fill Character If you left spaces between segments, you must enter
the character you want inserted in those spaces. For
example, you might enter a hyphen (-) to separate a
four-character main account number and a two-
character division segment.

User-Defined You can enter two additional sort configurations for
Account Sort 1/2 usein printing various reports. (Your account mask is
considered a sort configuration.)

Enter the sequence of account number segments for
each user-defined account sort. For example, if the
mask is MMM 112233, you might enter 3M21 or
23M1.

f you try to delete or change sort configurations, this
message appears.

Warning! Changing the account sort will require
re-creating the GLIJRxxx and the GLMKxxx files.

Account Number The account number format is displayed. When you

Mask start this function, the default format is
MMMMMMMMMMMM. The format is updated as
you enter the segment positions and lengths.
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Use the Proceed (OK) command to save the format. Use the up-arrow key to
change an account mask. If you change an account mask, this message appears:

Warning: Mask has changed; existing accounts may be in error.

If you want to change your account masks, you must do so before you
convert your files. If you do not, your other application masks will not
match. In addition, make sure that transactions have been written to the GL
Journal before using this function.

Before the system begins changing the masks, this prompt appears:
Do you want to let the system adjust the new accounts automatically?

If you select Yes (or enter Y in text mode), the system begins changing masks,
prompting you only if it encounters a conflict between two account numbers. If
you select No (or enter N in text mode), the system changes the masks one at a
time, each time waiting for you to approve the change to the mask.

If you change the mask, the system removes the sort keys from files. You cannot
change the mask and sort keys at the same time. Changing the mask updates
General Ledger files but not statement contents or transaction work files, and it
does not affect files from other applications. If you have already entered the
company’s chart of accounts, the accounts might not be in the correct format, so
they will no longer be valid. Make sure that transactions have been written to the
GL Journal before using thisfunction. If you do not want to save the new account
mask, use the Abandon (F5) command. If you want to save the mask, use the
Proceed (OK) command again.

After you save a mask, change to anew company to define an account mask for
that company, or exit to the File Maintenance menu.
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Account Segments

If you have set up a division, department, or subaccount segment in the account
mask, use the Account Segments function to set up a description of each
division, department, or subaccount you use.

For several General Ledger reports you can select ranges of divisions,
departments, and subaccounts, and you can specify the order of the account
segments. (The terms division, department, and subaccount are only labels. Use
segments in whatever way is necessary for your numbering structure.) The
descriptions you assign in the GLSExxx (Account Segments) file appear in the
report headers.

Previous-Year Files

The current-year and previous-year files access the same GLSExxx file. Changes
made to the account mask while working with previous-year files also affect
current-year files, and vice versa.
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Account Segments

Account Segments Screen

8-10

Select Account Segments from the File Maintenance menu. This screen

“ 2007 Account Segments

Commands Edit Modes Other Help

2xc|leemn][-o]0e ok [Avandon_

Account Mask

Account Segment

Segment 1D

Description

MMMM11

Minneapolis

Company H | 1119/2007 Terminal TOOO | OVR

Field

Account Mask

Account Segment

Description

The mask for the company appears.

Enter the number associated with the account
segment (1, 2, 3) for which you are entering a
description.

If you enter the number of a segment that is not
defined in your account mask (that is, it is not
displayed in the Account Mask field), aninvalid
entry message appears. Enter the number of a defined
segment for which you want to enter a description.
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Field Description

Inquiry | Segment ID Enter the ID of the segment for which you are
entering a description. For example, if you have three
divisions, you can humber them 01, 02, and 03. Then
enter a description to distinguish each division (see
below).

If you want to delete the segment, use the Delete (F3)
command.

Description Enter a description of the account segment. For
example, if you have three divisions, you can enter a
description based on location such as Minneapolis,
Oakland, and Dallas.

Use the Proceed (OK) command to save the segment definition. After you save
the segment description, enter the next segment description, or exit to the File
Maintenance menu.
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Account Types

Account types are predefined codes used to group accounts together and to create
financial reports such as the Cash Flow Statement. Account types are stored in
the GLAT file.

Each account type has an account class and code associated with it. The classis
the general category the type fits into—long-term asset, current asset, cash, and
so on. Within each class are accounts such as cash on hand and accounts
receivable.

Several account types are described as other. To accommodate special needs,
they can be included when you set up the Cash Flow Statement.
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Account Types

Account Types Screen

8-14

Select Account Types from the File Maintenance menu. This screen appears.

RN

n Account Types
Commands Edit Modes Other Scroll Commands Help
R ILEIEAEY o

Type Description Account Class Code

005 Cash On Hand Current Assets D @
010 Cash On Deposit Current Assets D

020 Accounts Receivable Current Assets D

026 Allowance for Bad Debts Current Assets C

030 Employee Receivables Current Assets D

035 Cther Receivables Current Assets D

040 MNotes Recewvable Current Assets D

045 Raw Materials and Supplies Current Assets D

0s0 Work-in-Process Current Assets D

055 Finished Goods Inventory Current Assets D

080 Prepaid Expenses Current Assets D

0ES Marketable Securities Current Assets D

070 Other Current Assets D

075 Other Current Assets D

080 Other Current Assets D

100 Land Fixed Assets D

105 Buildings Fixed Assets D

110 Machinery and Equipment Fixed Assets D

Enter = Edit Goto ]
| companyH | 111192007 | Terminai TooD | OVR

The account type, account class, and account code appear. The account code is

the default code and includes credit, debit, and memo types.

To edit an account type description, press Enter. To go directly to another

account type, press G.

When you are finished editing account descriptions, use the Exit (F7) command
to return to the File Maintenance menu.
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GL Accounts

Usethe GL Accounts function to set up and maintain the master chart of
accounts. A well-planned chart of accounts makes the General Ledger system
easy to use, requireslittle maintenance, and can be expanded as a business grows.

If General Ledger interfaces with other OPEN SY STEMS Accounting Software
applications, see the appropriate user’s manual for information about the
accounts from which you need to post entries. Make sure that the General Ledger
tables and records in the other applications match the appropriate accountsin the
GLMAxxx (Master) file. If they do not match, the journal entries from the other
applications will not be posted properly.

Use this function only to set up initial balances and enter annual budget and
forecast balances. When you have finished setting up the accounts, do not
use this function to change actual balances. If you do, you will put the ledger
out of balance without leaving an audit trail. Instead, enter and post journal
transactions to make the necessary changes. Likewise, do not use this
function to change last-year balances; they are updated by the Create Last-
Year Data and Update Current Year functions.

The Edit current and last year balances in file maintenance? optionin the
General Ledger Options and Interfaces controls your ability to edit current
and last year actual balancesin this function. See“ Options and Interfaces’ on
page 3-7 for information about changing that option.

Prerequisites

You must set up the account mask (see “ Account Mask” on page 8-3) before you
can set up acompany’s chart of accounts. You should also set up the account
segment descriptions (see “ Account Segments” on page 8-9) before you enter
General Ledger accounts.
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Account Number Structure

Account numbers can consist of any combination of numbers, letters, and dashes,
but the account numbers must conform to the account mask. To ensure that the
accounts are organized correctly in reports and statements, al the account
numbers should be the same length.

Main account numbers should indicate significant groups—assets, liabilities,
equity, revenues, and expenses. For example, main account numbers 1000 to
1999 could be assets, 2000 to 2999 could be liabilities, and so on.

Use the same ranges of main account numbers for the same account categories
for all companies. It simplifies setting up the system, and you can use the same
sets of statement layouts and contents for all companies when you print financial
statements.

When assigning account numbers, skip humbers between accountsto leave room
for future accounts. For example, you might assign asset account numbersin the
following series: 1000, 1010, 1020, 1030.

Memo Accounts
Memo accounts track miscellaneous figures that may be useful in preparing

financial statements. For example, you might set up a memo account to track the
number of shares of stock outstanding.

Copying the Chart of Accounts

8-16

If you use the same account numbering structure for several companies, you can
save time by building one company’s chart of accounts and then copying it to
each of the other companies. You can copy budget, |ast-year balances, forecast
amounts, and the account mask from one company to another; and you can copy
from one division or department to another within the same company.
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GL Accounts Screen

Inquiry |

General Ledger

Select GL Accounts from the File Maintenance menu. This screen appears.

B GL Accounts == ==
Commands Edit Modes Other Help
EEEIEIEEIEAEY [0k |[ Avandon |
Acct  [100500 4 Desc PETTY CASH Status Active -
Type 005 IE[ Desc Cash On Hand DB/CR/Memo  Debit -
Clear To Account \E‘ Step 0 Display Forecast -
Consol To Account B Step 0 Ent Method Activity -
Period Actual CY Budget Last Year Forecast
Begin 100.00 100.00 -30.00 100.00
1 15.00 -45.00 75.00 15.00
2 -25.00 50.00 -30.00 -25.00
3 30.00 -60.00 100.00 30.00
4 -45.00 75.00 -25.00 -45.00
5 50.00 -30.00 15.00 50.00
6 -60.00 100.00 30.00 -60.00
7 -30.00 15.00 50.00 -30.00
8 75.00 -25.00 -45.00 75.00
9 100.00 30.00 -60.00 100.00
10 -100.00 -10.00 -25.00 -100.00
11 -10.00 -60.00 15.00 -10.00
12 100.00 -100.00 30.00 100.00
13 .00 .00 .00 .00
End 200.00 40.00 100.00 200.00
Company H |10/15/2010 | Terminal TO00 |OVR
Field Description
Account Enter the account number with which you want to

work. The division, department, and subaccount
descriptions (if available) appear from the GLSExxx
(Account Segments) file.

To delete an account, use the Delete (F3) command.
If you try to delete an account for which journal
transactions have been entered, the message Activity
on account appears. If you try to delete an account
for which the year-to-date balance is not zero, the
message YTD balance not zero appears. In either
case, you cannot delete the account.
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Field Description

Inquiry | Copy From Thisfield appearsif you enter anew account. To copy
an existing account, enter the number of the account
you want to copy.

Type Enter the account type.

Description Enter the description of the account as you want it to
appear in reports and on statements.

Status Select Inactive to make the account unable to accept
new entries.
DB, CR, or Memo For adebit account, enter D. For a credit account,

enter C. For amemo account, enter M.

Clear To Account If the account will not be cleared at the end of the
year, make sure that thisfield is blank. Then press
Enter to skip it.

For arevenue or an expense account, enter the
number of the account you will clear the account to
during year-end closing (see page 7-9 for more
information).

Step If you did not enter an account to clear this one to,
press Enter to skip this field. If you entered an
account to clear the account to at the end of the year,
enter the step in which you want to close the account.

Consol To Account If the account will be consolidated with an account
that is on a different computer (see page 7-21), enter
the account number with which this account will be
consolidated. If the account numbers are the same or
if this account will not be consolidated with another,
make sure that this field is blank; then press Enter.
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General Ledger

Field

Step

Alternate Budget

Entry Method

Period Begin/1-13

Description

If the account will be consolidated with an account
that is on adifferent computer, enter the step in which
the consolidation will take place. If you enter 0, the
account will not be consolidated. If you want to
consolidate all accountsin one step, enter 1.

For more information about steps and consolidating
accounts during periodic processing, see page 7-21.

If you want to enter or edit information for the
forecast budget, press F. If you want to enter or edit
information for next year, press N.

To enter or edit activity for the account, press A. To
enter or edit the balance of the account, press B.

Enter actual, current-year budget, last-year and
forecast, or next-year budget balances.

Enter beginning balances in the first row (Begin).
Then enter the net change in each balance (if you
entered A in the Entry Method field) or the balance
itself (if you entered B in the Entry Method field) for
period 1 in the next row, for period 2 in the following
row, and so on. Do not use dollar signs or commas. If
you enter a negative balance, enter a negative sign (-)
before the number.

The system recognizes whether a positive amount isa
debit or a credit by your selection in the DB, CR, or
Memo field.

The Account Budgets function (page 8-21) provides
formulas that facilitate the entry of budget and
forecast amounts. You can use the Copy Account
Balances function (page 8-45) to copy the last-year
actual, current-year budget, next-year budget, or
forecast balances for arange of accountsto their
current-year budget or forecast bal ances.
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After you have set up accounts, do not change the actual balances. If you do,
you will put the ledger out of balance without leaving an audit trail. Instead,
enter and post journal transactions to make the necessary changes.

Use the Proceed (OK) command to save your entries. The cursor returnsto the

Account field. Enter the next account you want to work with, or use the Exit (F7)
command to return to the File Maintenance menu.

Making Corrections

If you approve an account with incorrect information, enter the company 1D and
account number; then enter the record. Do not change actual or last-year
balances.

If you enter an incorrect account number, reenter the account under the correct
number. Then delete the old account.

If you change an account type, adebit/credit switch, or actual or last-year figures,
the system creates an audit log that you must print.
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Account Budgets

Use the Account Budgets function to enter and adjust budget and forecast
balances for a company’s accounts. You can adjust budget balances manually or
by using one of the special functions.

Account Budgets Screen

Select Account Budgets from the File Maintenance menu. This screen appears.

[EX 2010 Account Budgets [ = ]
Commands Edit Modes Other Help

2 xm | LA - | @m|? & | aa Lok || Aandon |

Account 101 A Account Type 020 Accounts Receivable

Description ACCOUNTS RECEIVABLE 0B, CR, or Mema  Dehit

Manual Entry? Allernale Budget  Forecast b
Period Actual CY Budget Last ¥ear Forecast
Begin 12165.560 12155.50 18067.76 12155.50

1 4078.90 1011175 208880 4078.90

2 -2260.76 -8550.50 -B006.60 -2250.7%5

3 148628 68 1268.20 1600.00 -3990.65

4 10111.76 2088.80 -2260.76 1011175

5 -8660.60 -8005.50 407890 -8550.50

G 1268.20 1500.00 -3990.66 1268.20

7 -8006.60 4078.90 -8660.60 -8005.50

8 2088.80 -2250.7%5 10111.76 2088.80

9 1600.00 -3990.65 1268.20 1500.00

10 -4400.00 995.50 -2260.76 -4400.00

1 995.50 1268.20 4078.90 995,50

12 .00 -4400.00 -3880.65 .00

13 .00 .00 .00 .00
End 157620.48 6269.45 12155.50 5001.25

[Company H[12/29/2010 [Terminal TO00 [OVR
Field Description
Inquiry | Account Enter the account number with which you want to

work.
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Account Budgets

8-22

Field

Account Type/
Description/
DB, CR, or Memo

Manual Entry?

Alternate Budget
Begin Actual/
CY Budget/Last
Year/Forecast

Period 1-13 Actual/
CY Budget/Last
Year/Forecast

Description

The account type, description, and type of balance
(dehit, credit, or memo) appear.

If you want to use the special functions to calculate
budget amounts, clear the box (or enter N in text
mode). If you want to enter the budget amounts
manually, select the box (or enter Y in text mode).

If you elect to use the special functions, you can still
enter amounts manually (see below).

To enter or adjust forecast balances, press F. To enter
or adjust the next-year budget, pressN. The beginning
actual, current-year budget, last-year, and forecast or
next-year budget figures appear. You can change only
the current-year budget, next-year budget, and
forecast balances.

The 13 period actual, current-year budget, last-year
budget, and forecast figures appear.

If you elected to enter budgets and forecasts
manually, enter the amounts in the appropriate fields.

If you elected to use the special functionsto calculate
budget and forecast balances in the Manual Entry
field, select one of the following functions when
prompted:

Manual entry - Enter a budget amount for this field
only.

Duplicate - Duplicate an amount in thisfield and
subsequent fields.

Allocate - Equally alocate an amount between this
field and subsequent fields.
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Field

End Actual/CY
Budget/Last
Year/Forecast or
Next-Year Budget

Description

L/Y $ - Adjust the balancesin thisfield and
subsequent fields to the corresponding balancesin the
Last Year column, plus or minus adollar amount.

L/Y % - Adjust the balancesin thisfield and
subsequent fieldsto the corresponding balancesin the
Last Year column, plus or minus a percentage.

Chg $ - Change the balancesin this field and
subsequent fields by a dollar amount.You cannot use
thisfunction in period 1.

Chg % - Change the balances in this field and
subsequent fields by a percentage. You cannot use
thisfunctionin period 1.

The Chg $ and Chg % functions use the balance of
the previous period to calculate the balance of the
next period.

After you select the function, enter the appropriate
dollar amount or percentage. Enter a positive value to
increase budgets or anegative val ue to decrease them.
The balances for the current period and the remaining
periods of the column are adjusted accordingly (that
is, al the periods from the cursor position down are
affected).

The ending actual, budget, last-year, and forecast
figures appear.

Use the Proceed (OK) command to use the command buttons at the bottom of
the screen to view further accounts.

Use the commands to work with the information on the screen:

* PressF to view the first account budget in the list of accounts.

General Ledger
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e PressL to view thelast account budget in the list of accounts.

e PressN to view the next account budget in the list of accounts.

* PressP to view the previous account budget in the list of accounts.
e PressE to edit the currently highlighted account.

*  PressA toreturn to the header and enter a new account to view.

When you finish adjusting account budgets, use the Exit (F7) command to return
to the File Maintenance menu.
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Budget Import

Use the Budget Import function to import data from afile directly into General
Ledger budgets.

Select Budget Import from the File Maintenance menu. The Budget Import
screen appears.

B Budget Import [E=B(EcE =)
Commands Edit Modes Other Help

2xmeelme[re|oe ok | [Abanden |

LayoutID || |E\

File Type

File Name E|

GL Account

Period No CY Budget Forecast NY Budget
Begin .00 .00 .00

1 .00 .00 .00

2 .00 .00 .00

3 .00 .00 .00

4 .00 .00 .00

5 .00 .00 .00

6 .00 .00 .00

7 .00 .00 .00

8 .00 .00 .00

9 .00 .00 .00

10 .00 .00 .00

11 .00 .00 .00

12 .00 .00 .00

13 .00 .00 .00
Status Bar [company H|[08/19/2010 [Terminal To00 [OVR

Inquiry | 1. Select the Layout ID for the import file (use the Import Definitions function

in the Resource Manager System File Utilities menu to add or edit alayout
ID). The File Type for the Layout ID is displayed.
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2. Enter or browse to the File Name you would like to import.

3. Theimport information populates the Budget Import detail area. PressN to
review the next page or P to review the previous page.

4. PressW to write the changes to a transaction.

5. When you write the changes you will be prompted to commit the budget
import. Use the Proceed (OK) command to continue, or the Exit (F7)
command to quit.

Select the output device to begin printing the import budgets journal. See

“Reports’ on page 1-39 for more information. After the journal is produced, the
Daily Work menu appears.
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Copy Chart of Accounts

If several companies have similar charts of accounts, the Copy Chart of
Accounts function helps you save time by copying some or all accounts from
one company to another or from one department or division to another. You can
also copy the period budget balances and the last-year balances, but you cannot
copy actual balances. When you copy the chart of accounts by company, you can
use wildcards.

You cannot use the Copy Chart of Accounts function if you are working with
previous-year files.

Copied Fields

For each account you copy, these fields are copied:

e Genera Ledger account number

e account description

e type of account (debit, credit, or memo)
»  clear-to account number

e clearing step

»  consolidate-to account number

e consolidation step

Replacing Existing Accounts

If the company to which you are copying has achart of accounts, you can replace
accounts with the same numbers or |eave the accounts unchanged. Be careful in
this situation; the balances for the existing accounts will be lost if you replace the
accounts.

General Ledger 8-27



CHAPTER 8 ¢ File Maintenance Copy Chart of Accounts

Copy Chart of Accounts Screen

Select Copy Chart of Accounts from the File Maintenance menu. The Copy
Chart of Accounts screen appears.

2007 Copy Chart of Accounts =RIENC X
Commands Edit Modes Other Help
» K r= E|ﬂ@|?@|@@ OK Abandon
Copy —
. Copy Division From 01 ll[
o To 04 b
- Main Account From 4000 {T]
Thru 5999 (8]
Department From LY
Thru AL
Account Type From l\J
Thru 1
Edit Account Descriptions?
Copy Current-Year Budget Amounts? Bl
Copy Mext-Year Budget Amounts? O
Copy Last-Year Amounts? O
Copy Forscast Amounts? O
Replace Existing Accounts in Destination Company? =
| companyH | 117192007 | Terminal TOOD | OVR

1. Enter thetype of copy you want to perform. You can copy accountsfrom one
company to another, from one department to another, or from one division to
another. The screen differs slightly depending on the type of copy you

choose.
Inquiry | 2. Enter the range of the companies, divisions, or departments from which you
want to copy.

3. If you are copying the chart of accounts for a company and you want to use
wildcards when you enter the range of account numbers to copy, select the
Use Wildcards? box (or enter Y in text mode); if not, clear the box (or enter
N in text mode).

Inquiry | 4. Enter the range of accounts you want to copy.
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Inquiry |
Inquiry |

5.

10.

11.

12.

If you are copying the chart of accounts for acompany, enter the range of GL
accounts you want to copy. You can use the ? and * characters as wildcards.

Enter the range of account types you want to copy.
If you are copying accountsfor adivision or department and you want to edit
the account descriptions, select the box (or enter Y in text mode); if not, clear

the box (or enter N in text mode).

If you want to copy current-year budget amounts, select the box (or enter Y
in text mode); if not, clear the box (or enter N in text mode).

If you want to copy next-year budget amounts, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want to copy last-year amounts, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you want to copy forecast amounts, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you want to replace existing accounts, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you replace existing accounts, the balances for those accounts are lost,
which might put the destination company’s general ledger out of balance.

Making Corrections

General Ledger

If you copied more accounts than you wanted or if you need to change
information in the accounts you copied, use the GL Accounts function

(page 8-15) to change or delete the accounts.
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Allocations

If you enter transactions against one major account and then distribute them to
several other accounts, you can use the Allocations function to set up an
alocation record for the major account. You can specify each account to which
transactions are allocated (up to 45) and the percentage that each account
receives. The sum of the percentages must equal 100 percent.

You cannot access this function if you did not elect to use alocationsin the
Resource Manager Options and Interfaces function.

How Allocations Work

With this function, you enter the major account number, each account to which to
distribute transactions, and the percentage of the amount each account receives.
When you enter atransaction for an account set up in the GLALxxx (Allocations)
file, you indicate that the transactions should be allocated; when you post, the
system creates journal entries to the accounts specified in the allocation record.

For example, you could have an all ocation record in which your main utilities
expense account is 534000, with 60 percent distributed to division account
534001, 10 percent distributed to division account 534002, and 30 percent
distributed to division account 534003. You enter ajournal transaction that debits
utilities expense account 534000 and credits accounts payable account 200000
for $100. You indicate that the transaction should be automatically allocated.

Hereisthe origina journal entry:

Utilities
Expense Accounts
Main Account Payable
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When you post the transaction, the system creates this journal entry:

Utilities Utilities Utilities Utilities
Expense Expense Expense Expense
Main Account Division 01 Division 02 Division 03
$100 $60 $10 $30

Last-Year Files

The current- and last-year files access the same GLALxxx file. Changes made to
allocation records while working with last-year files also affect current-year files,
and changes made while working with current-year files affect |ast-year files.

Allocations Screen

8-32

Select Allocations from the File Maintenance menu. The Allocations screen
appears.

A 2007 Allocations =N X
Commands Edit Modes Other Help
2xz|smmo|-e|0e [ ok ][ Abancon |
Account to Allocate 534000 b UTILITIES EXPENSE
Description Utilitizs Exp. Allocation
GL Account Percent GL Account Percent GL Account Percent
oM 534001 B 60.00 | 16. h) 00| 31. h) .00
02 534002 (] | 1000 17. 4 00| 32. A
03 |534003 [a]  3000] 18 A 00| 33. A
04 [a] o0/ 19, 4 00| 34. A
05 b .00| 20. h) 00| 35. h)
06 % oo| 21. LY oo| 36. LY
arg L3 0o | 22. 3 oo | 37. b
08 b 00| 23. ) 00| 38. )
09 b 00| 24. h) 00| 39. b
10 5 00| 2. 9 00| 40. [y
11 5 00| 26. 9 oo| A [y
12 5 0| 27 5 00| 42 [y
13 5 00| 28 5 00| 43 [y
14 [} 00| 29 ) oo | 44 [y
15 4 00| 30 1 oo| 45 4
Percentagsto allocate  .00% | CompanyH [ 11192007 | Terminal OO0 | VR
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Inquiry |

If you have not defined the account mask for the company, this message appears:
Mask is not defined for this company. Exit from the Allocations function and
define the company’s account mask before you enter the allocation records.

1

4,

Enter the number of the major account whose journal entries you want to
allocate to other accounts. The description of the account appears for
verification.

Note: if the account has been marked inactive, you will receive the message
Warning: This account is currently marked as Inactive.

Enter adescription of the allocation. It printsin the Allocations List.

Enter the number of each account to which to all ocate entries made to the
major account.

Because the system cannot split a penny, the first account in the record
receives al the rounding adjustments.

Enter the percentage to be allocated to each account.

Before you can save a record, the sum of the all ocation percentages must equal
100 percent; the percentage of the allocation left to distribute appears at the
bottom of the screen. When that number is zero, you have allocated the total
amount.

Use the Proceed (OK) command to save the record. The cursor returnsto the
Account to Allocate field. Enter the next allocation record, or use the Exit (F7)
command to return to the File Maintenance menu.

After You Allocate

General Ledger

After you have saved the allocations records, print the Allocations List to make
sure that everything is correct and to use as a reference when you enter journal
transactions.
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Recurring Entries

Journal entries made regularly—every week, every month—are called recurring
entries. Usethe Recurring Entries function to set up groups of recurring entries.
Use the Copy Recurring Entries function to copy the recurring entriesto the
GtttxxxW (Transaction Work, where ttt is the terminal 1D) file or directly to the
GLJIRxxx (Journal) file. You can select this option in the Resource Manager
Options and Interfaces function.

If General Ledger interfaces with other OPEN SY STEMS Accounting Software
applications, some recurring entries may be better tracked through those
applications. For example, you can use Accounts Payable to print monthly rent
checks and create the proper GL entry.

Debits and Credits

Each recurring entry must consist of at least one debit and one credit transaction,
and the total debits must equal the total credits before you can exit from this
function or change the Run Code fields.

Last-Year Files

The current-year and the last-year files access the same GLRExxx (Recurring
Entries) file. Changes made to recurring entries while working with last-year
files also affect current-year files, and changes made to recurring entries while
working with current-year files also affect last-year files.
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Recurring Entries Screen

8-36

Select Recurring Entries from the File Maintenance menu. This screen appears.

H 2007 Recurring Entries | S
Commands Edit Modes Qther Scroll Commands Help

K 1= | =3 | ] | ? @ | aa QK Abandon
GL Account Debit Credit Referance Run CFlw
Description Src Alle

153500 4405.77 10000001 1 @
DEPRECIATION - FURN & FIX RE 5] E]
521000 4405.77 10000002 1 B
DEPRECIATION - FURN & FIX RE 5]

154500 2621.07 [10000003 1
DEPRECIATION - AUTOS RE 5]

521000 2621.07 10000004 1
DEPRECIATION - AUTOS RE 5]

181000 5.58 10000005 1
AMORTIZATION - GOODWILL RE 5] E]
531000 5.58 10000006 1 @
AMORTIZATICON - GOODWILL RE ] E]

----- Balance -
.00
Enter=edit ] [ Append ” alloc ] [ On ] [ Balance ] Goto
| companyH | 11n9r2007 | Terminai Tooo |ovm

Use the commands to work with the information on the screen:

*  PressEnter to edit the selected recurring entry line. See “ Adding or Editing

aLineltem” on page 8-37 for more information.

* PressA toadd arecurring entry to the end of thelist. See“ Adding or Editing

aLineltem” on page 8-37 for more information.

*  PressL to switch the allocation status of aline from selected (or Y in text
mode) to cleared (or N in text mode), or vice versa.

*  Press O to change the default allocation setting for appended lines from
selected (or Y in text mode) to cleared (or nin text mode), or vice versa.

*  PressB to view the run code balances.

General Ledger
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*  Press G to moveto aspecific line. This command is available only when
there is more than one screen of entries.

The command bar does not appear for the first recurring entry you add.

Adding or Editing a Line Item

When you press Enter or A on the Recurring Entries screen, the Edit Line or
Append Line window appears. The only difference between the two windowsis
the title and the fact that data appears in the Edit Line window. If you are editing
an item, you cannot edit the Reference field. Thisfield must be unique, and it is
the key to this record.

B Edit Line [E=EEN =5
Commands Edit Modes Other Help
» (5 | i=) | @ B | ? & | aa OK H Abandon ‘
GL Account 153500 (3] Debit Credit
ACCUM DEPR-OFFICE MACHINES 00 4405.77
Trans Desc DEPRECIATION - FURN & FIX Reference 0000
Run Code 1| Cash Flow Transaction? F Source Allocate?
Field Description
Inquiry | GL Account Enter the general ledger account number you will

' Maint |

Debit/Credit

Trans Desc

Reference

General Ledger

post the transaction to.

Use the Maintenance (F6) command to open the GL
Accounts function (page 8-15) and add or edit a
General Ledger account.

Enter the debit or credit amount of the recurring entry.

Enter a description of the recurring entry. Once a
recurring entry has been copied to the GLIRxxx file,
the description prints on the GL Journal and the GL
Activity Report.

Enter the reference number for the transaction. You
must enter a unique reference for each debit or credit.
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Field Description

Run Code Run codes group particular recurring entries together.
For example, you can copy specific run codes and
then post all the weekly transactions at the same time.

Assign run codes with care. For example, weekly
recurring entries can be assigned a run code of 1,
biweekly recurring entries a run code of 2, and so on.

Cash Flow If you want the transaction to be included in the
Transaction? statement of cash flow, select the box (or enter Y); if
not, clear the box (or enter N).

Source Allocate? Enter the source code for the recurring entry. RE and
R1 are the only valid choices.

If you did not elect to use alocations in the Resource
Manager Options and Interfaces function, you
cannot access thisfield.

If you want the transaction to be distributed to the
accounts set up in the allocation record, select the box
(or enter Y in text mode); if not, clear the box (or
enter N in text mode).

Offsetting Amounts

If the balance of the entries is a debit, the offsetting credit amount appearsin the
Credit field of the next transaction. If the balance is a credit, the offsetting debit
amount appears in the Debit field.

To approve the offsetting amount, enter the account number. Then press Enter at
the appropriate field. If the offsetting amount should be split between two or
more accounts, enter each additional transaction until the balance at the bottom
of the screen is zero.
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Run Code Balances

If you try to exit from the Recurring Entries function before the balance of the
offsetting amounts is zero, a warning message appears, and the Run Code
Balances window appears. You must enter the password to exit.

ﬂ Recurring Entries =NRE X

Commands Edit Modes Other Help
» X 1= =)

Enter Passward to Continue Without Balancing

If you enter an incorrect password, the Recurring Entries screen appears. Edit or
add transactions until the balance at the bottom of the screen is zero, then use the
Exit (F7) command to return to the File Maintenance screen.

When you finish entering recurring entries, exit to the File Maintenance menu.

General Ledger 8-39






Tabl

es

The $PASS

General Ledger

Use the Tables function to set up and maintain the $PASS$ (Forced-Balance
Password) table.

The CNVTxxx table in Resource Manager must be set up before you can begin
using the General Ledger system; see the Resource Manager User’s Guide for
information about the Period Setup function and the CNVTxxx table.

The General Ledger system has several company-specific internal tables:
GLAUDxxx, GLCHAxxx, GLPRAxxx, GLPRJxxx, and GLTRLxxx. Do not
tamper with these tables.

$ Table

To ensure that the general ledger remainsin balance, you cannot exit from a
journal entry function (Transactions, Edit Transactions, Copy Recurring
Entries, or Recurring Entries) unless the balance of the debit and credit entries
iszero. However, if the ledger is out of balance and you cannot figure out what
went wrong, you can enter the forced-bal ance password to exit from the function.

Use the forced-balance password only as atemporary emergency measure.

Find out the source of the problem and correct it as soon as possible. Do not
post to the GLMAxxx (Master) file until the Journal isin balance.
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Tables

Tables Screen

Select Tables from the File Maintenance menu. When the blank Tables screen

Inquiry |

appears, enter $PASS$ in the Table ID field to list the contents of the table.

Number of Cols

FUNCTION

B o [E=EN =5
Commands Edit Modes Other Help
2xz|lme|lmn|ze|ee

Table ID $PASSS

PAISWORD

b Description
2 Column Length 12 Type :A v:

FORCED BAL.

OVERRIDE

Company H 111972007 Terminal TOOO | OVR

Field

Function

Password

Description

FORCED BAL. appearsin thefirst column to describe
the function of the password. Do not change this
field. Press Enter to proceed to the next column.

The default forced-balance password that is
established when you install your softwareis
OVERRIDE. It isthe samefor all companies. If you
like, changeit for additional protection. You can have
only one forced-balance password on your system.

Usethe Proceed (OK) command to save the $PASSS$ table. Then enter the next
table ID or use the Exit (F7) command to return to the File Maintenance menu.
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Further Protection

After you have set up the forced-bal ance password, use the Resource Manager
roles function to protect the Tables function in Genera Ledger.

For additional security, remove this section from this manual.
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Copy Account Balances

Use the Copy Account Balances function to copy the actual, current-year
budget, last-year, or forecast balances of arange of accounts to the current-year
budget, next-year budget, or forecast bal ances.

Copy Account Balances Screen

Select Copy Account Balances from the File Maintenance menu. The Copy
Account Balances screen appears.

“ 2007 Copy Account Balances =RECHC x
Commands Edit Modes QOther Help
%XE§|E\|-|?@|@@ 0K Abandon

This function lets you copy Account Balances from one column
to another. The balances in the destination column will be

overwritien

Main Account From 1000 IRI Copy Account Balances In Actual -

Thu 39989 |4 To NY Budget =
Division From I?I

Thru EJ Percent Increase 12.00

Department From LY
Thru b
Subaccount From b
Thru b

Company H | 1119/2007 Terminal TOOO | OVR
| | | |

Inquiry | 1. Enter the range of main account, division, department, and subaccount
segments for which you want to copy account balances. If your company’s
account mask does not include one or more of the account number segments,
those fields are skipped.
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2. Select the source of the account balances you want to copy:

e Actual balances

e Current-year budget
e  Last-year balances
*  Forecast balances

e Next-year budget

3. Select the destination of account balances you want to copy:

e Current-year budget
* Forecast balances
e Next-year budget
4. Enter the percentage by which to increase the balances.

5. UsetheProceed (OK) command to begin copying balances. When the
bal ances are copied, the File Maintenance menu appears.
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N

Use the Assign Account Types function to assign an account type to a range of

account numbers.

Assign Account Types Screen

Select Assign Account Types from the File Maintenance menu. The Assign
Account Types screen appears.

ﬂ 2007 Assign Account Types

Commands Edit Modes Other Help
OK Abandon

2xi=zne|lan|/re|ee

Pick  GLAccount  From 100000 B
Thru 100500 b
Account Type 010 EJ

Mote: This function may also change the Debit/Credit flag for the
accounts you specify, in addition to the account type. Print the
chart of accounts before and after using this function to assure the

changes you made are correct

| companyn [ 117192007 | Terminai Toon | ovr

Inquiry | 1. Enter the range of accountsto which you want to assign account types.

Inquiry | 2. Enter the account type you want assigned to this range.
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When you assign an account type to arange of account numbers, the code for the
default balance typeis also assigned to the range. If an account’s balance typeis
changed when you use this function, the activity amount for that account is
multiplied by -1.

For example, if you assign an account type with a debit code to a range of
account numbers that includes an account with a credit balance, the activity
amount for that account is multiplied by -1 to produce a debit activity amount.

Instead of including the account in the range when you use the Assign Account
Types function, use the GL Accounts function (see page 7-15) to edit the
account. When you are editing the account type in the GL Accounts function,
you can override the default code for the balance type.

After you use the Proceed (OK) command to assign account types, the File
Maintenance menu appears.
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Use the Change Fields function on the File Maintenance menu to change any
code used from one value to another. The Change Fields function can change
codes within this application, aswell asin other applications. To produce alist of
fields changed, use the Print Log feature. A sample of the log is page 8-53.

When you select Change Fields from the File Maintenance menu, the Change
Fields screen appears:

B Change Fields =RECIL X
Commands Edit Modes Other Scroll Commands Help
R ILEIEAEY o
Field ID GL ACCOUNT )
Print Log?

Original Value MNew Value File Description Time Tag
100100 100001 @ Tax Location Header File Long =
200100 200001 @ 'Tax Location Header File Long S
B 'Tax Location Header File Long -

Bank Accounts File Short

Distribution Codes File Long ]

Distribution Codes File Long ]

Distribution Codes File Long ]

Distribution Codes File Long ]

AP Check History File Short ]

AP Purchase History File Short ]

Material Requisitions Det Long ]
E] Recurring Line tems Long ] -
@ Transaction Line tems Long ] &
E] AP Wendor File Long ] =

Line Mo (000001 of 000002 )
[Eegin code change ] [ Header ] [ Eield ID I [ Years I
Switch to tag ] [ Enter = edit ] [ Append ] None Go to

| companyH | 111192007 | Terminai ToD | OVR
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Header

Inquiry |

Values

8-50

The screen contains three sections. The top Header section, which includes the
Field ID and Print Log? fields, is where you select the code or ID to change and
whether you want to produce the printed log. The lower left Values section is
where you build alist of the values you want to change by specifying the old
value and the new value. The lower right Files section contains alist of the files
that are changed in the applications you installed on your system.

1. EntertheField ID you want to change. You can change only General Ledger
fields from the General Ledger menu. To change |Ds and codes from other
applications, run the Change Fields function in the respective application.

2. Select the Print Log? check box to print alist of the files that are changed.

3. After you enter theField ID and indicate your preference for printing the log,
use the Proceed (OK) command to begin entering field values to change.

4. To edit or add original/new valuesin this section, select aline and press
Enter to edit the current line. The Edit Original/New Values dialog box
appears. Press A to append another value to the list. The Add Original/New
Values dialog box appears.

5. Enter the current field value you want to change in the Original Value box.

6. Enter the new value that you want to use for thisfield in the New Value box.

7. Select acommand.

e PressS to switch to the File Description section to specify which files
change during processing.

e PressEnter to edit the current line.
e Press A to append another value to thelist.

«  PressB to begin the change field process.
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Files

General Ledger

Press H to return to the header section to change the selection you made
for printing the log.

Press G to go to a particular entry. This option is only available when
there is more than one page of entries.

Press F to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

8. Continue entering old values and new values until you have specified all of

the values you want to change in the Values section.

Thefilesthat contain the Field ID you selected appear in the File Description
section. You should change IDsin al of the files as a general rule. Exclude files
from the change process only when your reseller or support representative
instructs you to so.

9.

10.

11.

The Time field gives you an idea of the relative time it takes to change the
fieldin agiven file. Fileswherethis code or ID are a part of the key to the
file can be changed more quickly than files where each record in the file
must be scanned for the code or ID. Each fileisrated as Short or Long to
denote the estimated time required to change the field.

The Tag field denotes whether the file is affected by the copy process. Tag
thefileto change fieldsin thefile.

Select acommand.

Press S to switch to the Values section of the screen.

Press Enter to toggle afile asincluded or excluded from the copy
process.

Press A to tag all of thefiles.

Press N to untag all of the files.

8-51



CHAPTER 8 ¢ File Maintenance Change Fields

*  PressB to begin the change field process.

e PressH toreturn to the header section to change the selection you made
for printing the log.

* PressG togoto aparticular entry. This option is only available when
there is more than one page of entries.

e PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

12. When you have tagged the files you want to change, press B to begin the
change process. When the changes are compl ete, the log printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to return to the
File Maintenance menu.
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Change Fields Log

0gs19/,2007 Builders Supply Page 3
S:50 aM Change Field Log

File Hame RBecords Bead PRecords Conwerted Original Total Pecord HNew Total Records
GLREH & o & &
GLECF 315 i) 3EZ 3zz
GLECF 315 i) 3EE 3EE
INCTH o] o] o] o]
INGLH Z i) z z
INGLH z i) = =
INGLH z o] z z
INGLH Z i) z z
INGLH z i) = =
INGLH z a zZ zZ
INGLH Z o 4 4
INGLH Z i) z z
INGLH Z a Z Z
INEQH o o u} u}
INTEH i) i) a a
PADDH 11 i) 11 11
DPADPH z o] a7 a7
DPAECH Z i) 11 11
PAWTH z i) 11 11
DAWIH 11 o] 11 11
POORH 1 i) z4 z4
POPOH L4 ul L4 L4
S0FHH 1ze a 188 186
SOKETH 1z o 12 12
S0RLH z0 i) z0 z0
S0RLH z0 a Z0 Z0
SORLH z0 o z0 z0
SO0TDH a9 i) a9 a9
S0TDH 39 i) 29 29
Z0TDH ek} o] 25 25
JOBSH Z i) zZE zZE
Field ID GL ACCOUMNT

Original Walue New Talue

100100 looool

200100 Z00001
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Import Definition

Use the Import Definition function to create aformat for importing budgets or
transactions from afile created by another system into General Ledger. This
format tellsthe OSAS system where information is located in the file, whether
default values should be used when null or empty fields are encountered, and
how to place the imported data into General Ledger tables. You then use the
formats you create here when you use the Import Budgets and Import
Transactions function.

To use the Import Definition function, select Import Definition from the File
Maintenance menu. The Import Definition screen appears.

To create atransaction or budget import definition, follow the instructions bel ow.
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Import Definition Screen

Select Import Definitions from the File Maintenance menu. The Import
Definitions screen appears.

X Import Definition (== =
Commands Edit Modes Other Scroll Commands Help
2xunamn|[re|ee® ox
Layout 1D GLImport LY
Description GL Import
Import Type GL Transactions
File Type Comma Delimited
Record Length 0
File Name
|Field Name ‘Type | Fie|d| Stan| Length|Defauit ‘Fnrce"‘ Translate ‘
Allocate Flag Text 0 0 0 ] ]
/Amount Number 0 0 0 ] |
CashFlow Transaction Text 0 0 0 ] | -
Debit/Credit Flag Text 0 0 0 ] |
Description Text 0 0 0 B B
GL Account Text 0 0 0 ] |
GL Period Number 0 0 0 ] |
Reference Text 0 0 0 ] |
Source Text 0l 0l 0l B B B
Transaction Date Date 0 0 0 ] | @
Transaction Day MNumber 0 0 0 B B E
Line No ( 000001 of 000013 )
Enter = edit ] I Layout ID ] [ Delete lay out I I Go fo ]
[Company H|[08/19/2010 [Terminal To00 [OVR
~ Inquiry | 1. Enter or select an ID in the Layout ID field to identify the layout definition

you want to work with.
2. Enter or edit the Description of the import definition.
3. Select GL Transactions or GL Budgets in the Import Type field.

4, Select Comma Delimited, Quote Comma Delimited, or Fixed Field Width
inthe File Type field.

5. Enter or edit the Record Length (only available for fixed field width file
types.

8-56 General Ledger



Import Definition

File Maintenance « CHAPTER 8

General Ledger

6. Enter or browse to the File Name if editing an imported definition.

Scroll to thefield you would like to edit. Use the following commands to edit the
import definition fields.

Press Enter to use the Edit Field Information dialog box to edit the
field.

Press L to choose a different Layout ID.
Press D to delete the current layout.
Press G to go to a specific field.

Press F7 when finished editing the import definition to return to the File
Maintenance menu.
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Statement Layout 9-1
Statement Contents 9-21
Batch Statements 9-35
Cash Flow Contents 9-45
Financial Statement Verification

9-49

General Ledger

Statement Maintenance

Statement Layout

Use the Statement Layout function in conjunction with the
Statement Contents function to create financia statements
and reports. Several income statements and bal ance sheets are
provided with General Ledger; customize them to suit your
needs, or design your own.

Financial Statements

A financia statement consists of one statement layout and one
statement content. The Statement Layout function controlsthe
width and placement of the columns and the type of balancesto
use. The Statement Contents function controlsthe rows of the
report and determines which accounts to include.

One statement content can be printed with several statement
layouts. Likewise, one statement layout can be printed with
several statement contents. This flexibility allows for a great
range of financial statements.

After statement |ayouts and contents have been set up, use the
Statements function (page 6-9) to print the statements.

What Statement Layouts Regulate

The statement layout determines

9-1



CHAPTER 9 » Statement Maintenance

* how astatement looks

« thetypesof information that go into the columns—account humbers,
descriptions, balances, or calculations

» thetypes of account balances that are included—actual, budget, forecast,
next-year budget, or last-year actual

« thelength of the reporting period—the current period only, the previous
period only, or number of periods relative to the current period—cal culated
for the quarter to date, year to date, or for specified periods.

Planning and Examples

Before you set up a statement, determine what you want on it—the kind of

bal ance information, column layouts, calculations, and so on. You can design
statement layouts that display different companies, periods, or account segments
in side-by-side columns. You can al so define a company and an account mask for
each column that references amounts in the chart of accounts. With these masks,
you can define a column to contain one company, all companies, one account
segment, or a combination of these factors.

The General Ledger application contains the following sample statement layouts:

Layout ID Description

BALA Current/Budget Comparison

BALB Current/L ast-Year Comparison

BALC Current/Budget and L ast-Year Comparison
BALD Change from Last Year

BALE Current Period/Year to Date

BALF Current Period/Year to Date

BALG Six-Month Comparison

INCA Budget Comparison (Current/Y TD)
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Layout ID
INCB
INCC
INCD
INCE
INCF
INCG
INCH
INCI
INCJ
INCK
INCL
INCM
INCN
INCO
INCP

RATA

Description

Last-Year Comparison (Current/YTD)
Budget Comparison (Current/QTD/YTD)
Last-Year Comparison (Current/QTD/Y TD)
Budget/L ast-Year Comparison (Current/Y TD)
Budget Variance (Current/Y TD)

Last-Year Variance (Current/Y TD)

Budget Variance (Current/QTD/Y TD)
Last-Year Variance (Current/QTD/YTD)
Current Period/Previous Period/Y TD
Current Period/YTD

Current Period/QTD/YTD

YTD Divisional Side-by-Side Comparison
Divisional Side-by-Side Comparison
Company Side-by-Side Comparison
Six-Month Comparison

Ratio Analysis

Year-to-date (Y TD) statements use 13 accounting periods; quarter-to-date (QTD)
statements use 3 periods. If you use a quarterly system (that is, each of the 13
periods equal s one week in the quarter), print a current/Y TD report to get QTD

information.

Use asample layout asit is, copy a sample layout and modify it, or use the
samples as guides for creating your own layouts. Print one of the samplesto use
for reference while you read this section.

General Ledger
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Previous-Year Files

The current-year and the last-year files access the same GLSLF (Statement
Layout) file. Changes made to statement layouts while working with previous-
year files also affect current-year files, and changes made to statement layouts
while working with current-year files also affect previous-year files.

Statement Layout Selection Screen

Select Statement Layout from the Statement Maintenance menu. The
Statement Layout selection screen appears:

BN 2007 Statement Layout L=NECI X
Commands Edit Modes Other Help
» K = | i} | 1] | ? & | aa OK Abandon

Select

@ Maintain Statement Layout

O Copy Statement Layout

) Delete Statement Layout

| CompanyH [ 111972007 | Terminal To00 | OVR

Select the task you want to perform. You can maintain or create statement
layouts, copy statement layouts, or delete statement layouts.

Each of these tasksis explained in this section.
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Maintain Statement Layout Screens

Use the Maintain Statement Layout screens to add or change statement layouts.

Screen One

When you select Maintain Statement Layout from the Statement Layout menu,

the first screen appears.

A 2007 Maintain Statement Layout | B e
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon

Statement Layout ID BALA 9
Statement Title No 1 *CONA
Statement Title No 2

Statement Footer No 1
Statement Footer No 2
Statement Footer No 3

Statement Title No 3 BALAMCE SHEET WITH BUDGET COMPARISCN
Statement Title No 4 AS OF *PEDW

Allow Column Shift? E

Print Page No?

No of Blank Line{s) 2

Statement Footer No 4 UNAUDITED
Footer Starting Line No 56
ComparyF [ 1132007 | Termral 1080 |0VR
Field Description
Inquiry | Statement Layout ID  Enter the ID of the statement layout.

Because you can specify ranges of layouts to print or
copy, it is helpful to group similar layouts together;
for example, the sample balance sheets are BALA
through BALG.

Statement Title No 1- The statement titles print at the top center of each
4 report page. The titles are automatically centered
when the report prints.
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Field Description

Enter the title, using no more than 111 characters.

You can have part of thetitle change each time you
print the report to include current or changing data.
For example, you can print the current period’'s
beginning and ending dates. See “Print-Time Inserts’
on page 9-16 for more information.

Allow Column Shift?  If you want to shift column totals to theright or left to
improve readability, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you elect to shift columns, leave a blank columnin
the statement layout to receive the shifted lines. You
specify which linesyou want shifted in the Statement
Contents function.

If you elect not to shift columns, the system ignores
column shiftsin the statement content and you can fit
more information on the page.

Print Page No? If you want page numbers to print in the upper right
corner of each page, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

No Of Blank Line(s)  Enter the number of blank linesto print between ther
title and the text, or press Enter to leave two lines.

Statement Footer No  The statement footers print at the bottom center of
1-4 each report page. The footers are automatically
centered when the statement prints.

Enter the footer, using no more than 111 characters.

You can have part of the footer change each time you
print the report. For example, you can print the period
beginning and ending dates. See “Print-Time Inserts’
on page 9-16 for more information.
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Field Description
Footer Starting Press Enter to print the footerson line 56, or enter the
Line No number of the line on which you want the footers to

print. The number you enter must be between 20 and
99. If the page is 11 inches long, do not enter a
number greater than 62.

When you are finished, use the Proceed (OK) command to save the information
on this screen and proceed to the next.

Screen Two

ﬂ 2007 Maintain Statement Layout =
Commands Edit Modes QOther Help
K r= ‘ i< ‘ @ & ‘ ? @ ‘ Q@ OK ||Abandun|

Staternent Layout 1D BALA
*CONA
Column ID E

(No of Columns = 4 )
What Is In The Column? 3 |T| Actual (Report Width = 78 )
As Of When? 1 " Current Period Year?
How Far Back? 3 Year-To-Date Company

Formula

Scaling 1

Heading No 1 CURRENT Addnl. Trailing Spaces 2
Heading No 2 YEAR Print This Column? v
Heading Mo 3

Format (R 00)

-c- -E- -G-
DESCRIPTION CURRENT

YEAR BUDGET

poreerecreererrorrersessessess quyl L00) | .00)

| companyH | 11/1902007 | Terminal TooD |OVR

The number of columns in the report (so far) and the total width of the report
appear on the screen at the upper right. The report width cannot exceed the width
of your printer; the maximum is generally 132 spaces.
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Field Description

Column ID Each column isidentified by aletter. Columns are
arranged in a phabetical order across the report.

If columns are already set up, they are displayed in
the lower third of the screen.

Enter the ID of the column you want to work with (it
must be a letter). Begin a new statement layout with
column A. (If you want to leave a blank column for
shifting column totals to the left margin, begin with
column B.) Then continue through the al phabet.

To leave blank columns between columns, skip a
letter. Then you can shift column totals or replace
blank columns with new columns without
reconstructing the layout. A blank column does not
appear in the report unless you shift column totals
into it.

Copy From Thisfield appearsif the column ID you entered has
not been set up. Enter the letter of the column you
want to copy into the column, or press Enter to skip

thisfield.
Inquiry | What Is In The Select what you want to appear in the column. If you
Column? select 0, 1, or 2, skip ahead to “ Setting up the Column

Format” on page 9-13. If you select 3, 4, 5, 8, or 9,
refer to “ Account Balances’ on page 9-9. If you
select 6 or 7, skip ahead to “Calculations’ on
page 9-11.
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If the column contains actual, budget, or last-year balances, enter this

information:

Field

As Of When?

How Far Back?

Year?

Description

Select the most recent period to put in the column:

* current period

* previous period

* previous quarter

* current activity relative to the period

* year-to-date relative to the printed period
* selected at print time

* year-end balances

If you entered 1, 2, or 3 in the As Of When field,
select one of these values:

» use the balance for the selected period only
* usethe quarter-to-date balance
* usethe year-to-date balance

The year-to-date balance is the sum of the changesin
the balancesin every period through the one specified
inthe As Of When field plus the beginning balance.

If you entered arelative balance in the As Of When
field, select one of these values:

» use the balance for the selected period only
* usethe quarter-to-date balance
* usethe year-to-date balance

Enter the year for the data you want printed in this
column. If you leave this field blank, the system uses
the current year.
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Field Description

Company If you entered 3, 4, 5, 8, or 9 inthe What Is In The
Column field, you can specify the company whose
account balances will appear in the column. This
feature enables you to show different companies’ (or
divisions', departments’, or subaccounts') accountsin
aside-by-sideformat. You can also combine accounts
from more than one company on the statement.

If the layout you are defining will not show
companies and account segments in side-by-side
columns, leave this field and the account masks
blank. Then you can produce afinancial statement
that uses this layout for any company.

If you want to use the layout for all companies and
accounts, press Enter. If you want to select a
company (or al companies) when you produce a
financial statement that uses this layout, enter a
question mark (?). If you want to assign the layout to
one company, enter the company 1D.

If you enter ? or acompany 1D, you must enter at
least one of six account masks allowed for the
companies that use the layout.

When you print aside-by-side financial statement for
all companies (or for all companies specified in the
layout’s Company field), all the companies whose
account masks match one of the masks assigned to
the layout are combined in the statement.

You can use question marks as wildcard charactersto
match specific charactersin an account mask. For
example, you might enter 2?2?02 to match all six-
character account numbers with 02 in the fifth and
sixth character positions.
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Calculations

General Ledger

If the column contains formulas, enter this information.

Field

Formula

Description

The amount printed in aformulacolumn (type 6 or 7)
is calculated from amounts in previous columns or in
totals according to the formula you enter here.

You can enter only numbers and symbols that specify
arithmetic operations. You can use four operations:
add (+), subtract (-), multiply (*), or divide (/). They
are performed left to right. For accurate results,
multiply before you divide. You cannot use
parentheses.

To use column datain formulas, use variable Cx (x is
the column ID). For example, usethe formulaCC-CA
to print the difference between the balancesin
columnsC and A.

Columns used in formulas must precede the
calculation column. For example, if column D
contains acalculation, valuesfrom columns A, B, and
C can be used, but values from columns E, F, G, and
SO 0N cannot.

You can use any of the nine totals from the statement
content in aformula. The specific total balanceis
determined by the type of balance (actual, last-year,
forecast, or budget amounts) in that column type.

Use variable Tnx (n isthe number of the Total field
[1-9], and x isthe |etter of the column that specifies
the type of balance to use). For example, with the
following specifications, you can use formula T9F to
print this period’'stotal revenue for the same period in
column H:

Total field 9 in the statement content stores Total
Revenue.
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Field Description

Column Fin the statement layout specifies column
type 3, Actual Balance.

Column H in the layout specifies column type 5, L ast-
Year Balance.

You can store numbers that you want to usein
formulas in the balances of memo accounts. For
example, in the sample Ratio Analysis (layout ID
RATA) statement, the total revenue is divided by the
number of shares outstanding (stored in amemo
account) to get the earnings per share.

To use the numbers from memo accountsin a
formula, you must use the statement content line to
put the appropriate balancesin aTotal field. Then use
the total in the formula as directed above.

You can enter numbersin two ways:

Enter a number in the beginning balance and use the
ending (year-to-date) balance in calculations, likein
the sampl e shares outstanding account.

Enter adifferent number in each period. For example,
to print the average sales per day, enter the number of
days in the month in each period balance and use that
memo account in aday formula. Thetotal saleswould
be divided by the number of days in each period.

Scaling Use the scaling factor to round off dollar amounts to
the nearest hundred or thousand dollars.

Enter 1 to divide by 1 (no scaling), 100 to divide by
100, or 1000 to divide by 1000.
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Setting up the Column Format

General Ledger

If the column contains information to print, enter this information.

Field

Heading No 1-3

Format

Description

Enter the heading for the column; you can use three
lines of text. If you want the heading to be centered,
you must center it manually above the column.

You can have part of the column heading change each
time the report is produced. See “Print-Time Inserts’

on page 9-16 for information about inserting current

datainto headings—for example, printing the period

beginning and ending dates.

The length of each line of the column heading isthe
greater of either the header characters or the format

length. If you plan to shorten the format, make sure
that the column heading will fit.

The format determines how the column information
appearsin print. Press Enter to use the default format
for the column you are using, or design your own.

Each character in the format represents the space for
one printed character. The type of printed character
allowed depends on the column type.

Column types 1 and 2 are text columns, where X
represents any character and XXXX creates a column
4 characters wide. For column type 1 (account
number), the standard format is 12 characters; for
column type 2 (description), it is 30 characters. You
can alter the format to suit your needs. Account
numbers or descriptions longer than the format you
define for the column are truncated.

Column types 3-9 are numeric columns:
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Field Description

# represents a number (0-9)
0 represents a decimal place
. represents a decimal point

, represents acomma

The standard format for these column typesis
#i##.00-. Thisformat can hold the largest
possible balances. If you shorten the format to gain
space, make sure that none of the balances you print
will exceed thislimit; if some do, an error message
will appear. At the end of the statement, values that
exceed this limit are marked with asterisksin the
statement printout.

You can print signsin five ways, depending on the
sign characters you use in the format:

$ Print adollar sign to the | eft of the farthest
numeric placeholder (#). If you place the dollar sign
outside the parentheses, you can choose to print the
dollar sign or not, as defined in the statement content.
If you place the sign inside the parentheses, it always
prints with the value.

-Print anegative sign next to credit balances in debit
accounts and debit balances in credit accounts. You
can enter the sign to the left or the right of the number
format.

+Print a negative sign as described above, and print a
positive sign next to credit balancesin credit accounts
and debit balances in debit accounts (left or right).

() Print parentheses around debit balances in credit
accounts and credit balances in debit accounts.

CR Print the letters CR to the right of credit balances
in debit accounts.
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Field Description

Here are some examples of numeric formats:

$####.00-  Print anumber up to 9999.99, with a
dollar sign to the left. If the number isacreditina
debit account or a debit in a credit account, print a
negative sign to theright.

+###.00  Print anumber up to 999.99, with a
positive sign or a negative sign to the | eft.

###.00CR  Print a number up to 999.99, with the
letters CR next to the right of creditsin debit
accounts.

(####.00) Print anumber up to 9,999.99 (including
the comma). If the number is a credit in a debit
account or adebit in a credit account, encloseit in

parentheses.
Addnl Trailing Enter the number of spaces to insert between this
Spaces column and the next one. Enter 0 to run the headings

together—for example, to print one heading across
several columns. Press Enter to accept the defaullt,
which is 2 spaces.

Print This Column?  If you want to suppress a column from printing (for
example, to clear an account number column), clear
the box (or enter N in text mode); if not, select the box
(or enter Y in text mode).

When you save the column, the cursor returnsto the Column 1D field. Enter the
next column ID to work with, or exit to the first Maintain Statement Layout
screen.

After you add a statement layout, produce the Statement Layout List to make
sure that everything is correct. Then go on to set up the statement contents.
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Print-Time Inserts

If you want part of thetitle or footer to change each time you print the report,
either change the title each time you use the Statements function, or use print-
time inserts to have the system change the titles. For example, when you print
income statements for several companies, enter *CONA as thetitle so that the
name of the company you are printing the statement for isinserted.

The table below details the available print-time inserts;

Insert Prints Example
*PBDN Period Beginning Date— 11/01/00
Numbers
*PBDW Period Beginning Date—Words ~ NOV 1, 2000
*Pbdw Period Beginning Date—Words ~ Nov 1, 2000
*PBDM Period Beginning Date—Military 1 NOV 2000
*Pbdm Period Beginning Date—Muilitary 1 Nov 2000
*PEDN Period Ending Date—Numbers ~ 11/30/00
*PEDW Period Ending Date—Words NOV 30, 2000
*Pedw Period Ending Date—Words Nov 30, 2000
*PEDM Period Ending Date—Military 30 NOV 2000
*Pedm Period Ending Date—Military 30 Nov 2000
*PERN Period Number 1
*COID Company ID H
*CONA Company Name Builders' Supply
*SCID Statement Content 1D BAL1
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Copy Statement Layout Screen

Inquiry |
Inquiry |

General Ledger

Use the Copy Statement Layout option to modify an existing statement layout.
You may find it easier to copy alayout than to create one from scratch.

When you select Copy Statement Layout from the Statement Layout selection
screen, the Copy Statement Layout screen appears:

ﬂ 2007 Copy Statement Layout |Lliz_hj
Commands Edit Modes QOther Help
LR ok [ Abandon |
From  Statement Layout ID BALA |?\
To Statement Layout 1D BALH |l\

| companyH | 11n1902007 | Terminal TooD | OVR

1. Enter the ID of the statement layout you want to copy.

2. Enter an ID for the new copy of the layout. The system recognizes the
difference between uppercase and lowercase, so if you use all uppercase
letters or a mixture of cases, keep track of which case you used.

If you enter the ID of alayout that already exists, awarning appears. If you
override the warning by pressing Enter and then PgDn, the existing layout is
replaced by the new copy. Do not enter the ID of alayout you want to keep.

If the ID you enter is the same as the ID of the layout you are copying, an
€rror message appears.
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3. UsetheProceed (OK) command to copy the statement layout. The message
Copy complete—Press any key to continue appears after the layout is
copied. Press any key to return to the From Statement Layout ID field.

4. Enter the next statement layout you want to copy, or exit to the Statement
Layout menu.
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Delete Statement Layout Screen

Use the Delete Statement Layout screen to del ete statements you no longer need.
Do not delete layouts you might modify later.

When you select Delete Statement Layout from the Statement Layout selection
screen, this screen appears.

A 2007 Delete Statement Layout =NEEW X
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon

Delete Statement Layout ID BALE E

| companyH [ 117192007 | Terminal Tooo [ovR

Inquiry | 1. Enter the ID of the statement layout you want to delete.

2. Select Yes or use the Delete (F3) command to confirm that you want to
delete the statement layout. The message Press any key to continue
appears after the layout is deleted. Press any key to return to the Delete
Statement Layout ID field.

3. Enter the next statement layout ID you want to delete, or exit to the
Statement Layout menu.
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Statement Contents

Usethe Statement Contents function in conjunction with the Statement Layout
function to create financial statements and reports. Several income statements
and balance sheets are provided with General Ledger; customize them to suit
your needs, or design your own.

Financial Statements

A financial statement consists of one statement layout and one statement content.
The Statement Layout function controls the width and placement of the columns
and the type of balances to use. The Statement Contents function controls the
rows of the report and determines which accounts to include.

One statement content can be printed with several statement layouts. Likewise,
one statement layout can be printed with several statement contents. This
flexibility allows for a great range of financial statements.

After statement |ayouts and contents have been set up, use the Statements
function (page 6-9) to print the statements.

What Statement Contents Regulate

In the statement contents you can

»  gpecify the account mask to use

»  gpecify the accounts and account segments to use
e add balances and print the totals

e printlines of text

* underline and shift columns of figures

Generally each line of the statement contents represents a row on the statement.
The rows are printed in the order of the sequence numbers in the first column.
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Planning and Examples

9-22

Enter statement contents one line at atime. Before you begin, read the rest of this
section to get an idea of what can be done. Then write down all the lines of your
statement content before you modify existing statement contents or create new
ones.

If you plan to create statements with side-by-side formats, follow these
directions:

e Specify the company ID in the Use Acct Mask for Company field to assign
an account mask to your statement content.

e Skip the Company field. Do not define the company in the content; it is
selected through the statement layout.

* Usethe ? wildcard character for all account segments except the main
account segment when specifying beginning and ending account numbers.

General Ledger contains the following sample statement contents:

Content ID Description

BAL1 Detailed (Balance Sheets)
BAL2 Summary (Balance Sheets)
INC1 Detailed (Income Statements)
INC2 Summary (Income Statements)
RAT1 Ratio Analysis

Detailed statements show the individual accounts. Summary statements show
only the major account categories (current assets, current liabilities, and so on).
Print the sample statements to find which ones you can use. You can produce
both summary and detailed versions of each balance sheet and income statement
by producing each layout ID with both content IDs.
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When selecting layouts to use, set up the contents so they use the appropriate
account numbers. Account numbers can be suppressed in the layouts to prevent
them from appearing on statements.

To print consolidated statements for more than one company, you may want to
set up additional statement contents for that purpose.

To use theratio analysis content RAT1, set up a special memo account in the
chart of accountsto hold the number of shares of stock outstanding. Then modify
the content of RAT 1 to identify the memo account number. The number of shares
in that account is used in the ratio analysis to cal cul ate earnings per share.

Use a sample content asit is, copy a sample content and modify it, or use the
samples as guides for creating your own contents. Print one of the samplesto use
for reference while you read this section.

Previous-Year Files

The current-year and the previous-year files access the same GLSCF (Statement
Contents) file. Changes made to statement contents while working with previous-
year files also affect current-year files, and changes made to statement contents
while working with current-year files also affect previous-year files.

Account Mask

You must assign an account mask to each statement content so that the financial
statements will be printed correctly. You must set up separate contents (with the
correct account masks) for companies that have different account masks. If you
use the same account mask for several companies, you can set up only one
content that can be shared by al of them.

If you upgraded to General Ledger version 6.5 from version 4.1x or lower, you
must assign an account mask to each existing content that is not already assigned
one.
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Statement Contents

Statement Contents Screen

[ Inquiry |
[ Inquiry |

9-24

Select Statement Contents from the Statement Maintenance menu. The

Statement Contents screen appears.

u 2007 Statement Contents

o

Commands Edit Modes Other Scroll Commands Help

s@xg‘g‘ﬂ@‘?@‘@-@-

Statement Content ID BAL1 h)
Use Acct Mask for Company H B Mask  MMMM11

Seq No Fnc Co Beg Acct/Type  End Acct/Type  Description

Act on Total

123456789

(000001 |HP ASSETS

(000002 |HP CURRENT ASSETS

BEIG

(000003 |AD 100072 109927

(000004 |US

(000005 |CR

(000006 T1 TOTAL CURRENT ASSET

0+

(000007 |CL

(000008 HP LONG TERM ASSETS

(000009 |AD 150072 159927

000010 |US

000011 |CR

000012|T1 TOTAL LONG TERM ASS

000013 |CL

(44 4

Line (

Enter = edit Append Header Goto

of

[ companyn | 11n9007

Terminal TOOD | OWR

1. Using only numbers and letters of the same case you used in the Statement

Layout function, enter the statement content ID.

2. Enter the ID of the company whose mask you want to use for the content.
The company’s account mask appears in the Mask field.

3. Usethe commandsto work with the information in the scroll region:

* To edit the selected line item, press Enter. See “Edit or Append aLine

Item” on page 9-25 for more information

e Toaddalineitem, pressA. See “Edit or Append aLine Item” on

page 9-25 for more information.
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* Toinsert aline between two existing lines, select the sequence number
where you want to insert aline and pressthe Insert key.

The system automatically inserts aline and renumbers subsequent lines,
then opensthe Insert Line screen. This screen isidentical to the Edit
Line screen (see below). Use this screen to enter values for the new line.

e Toreturn to the header portion of the screen, press H.

« Togotoaparticular lineitem, press G. This command is available only
when there is more than one screen of items.

Edit or Append a Line Item

The only differences between the Edit Line and Append line screens are the title
and the fact that data appears in the Edit Line window.

B Editline =R X
Commands Edit Modes Other Help
z2xzlne|lan|ze 0@ [ ok [ Abandon |
Sequence Number Function AD Account Detail
Print Row? Company m
Beginning Account No ITI Beginning Account Type LY
Ending Account Mo ITI Ending Account Type LY
Description Desc Tab 2
Action on Totals (+ For Add, - For Subtract, 0 For Zero)
Total 1 + | Total2 Total 3 Total 4 Total 5
Total 6 Total 7 Total 8 Total 9
Print Debit Credit or Both Buoth ~ | Reverse Sign to Print? [F]
Print Dollar Signs? ] Mumber of Chars to Shift 2
Extra Blank Lines 0
(99=New Page)
Field Description

Sequence Number

General Ledger

The sequence number identifies each line and
specifies the order it will be executed when you run
the Statements function. When you add a statement
content, the system assigns the sequence numbers.
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Field Description

Function The function specifies what the line does. When you
enter one of these functions, a description of the
function appears at the right.

See the end of this section for atableillustrating
activity and balance results for various periods and
quarters.

Enter AD to print each account number and its
account balance in the specified range. The actual,
budget, or last-year balances and the period(s) that
print are determined by the columns in the statement
layout. You can enter the balances in one or more of
the Total fields at the same time (see the Totals 1-9
field below). The account name printsin the
description column unless you enter a different
description in the Description field.

Enter AS to add balances of the specified accounts
and print the total balances in the appropriate
columns. Then enter a description of the line to print
in the Description field.

Enter BB to print the beginning balances for
individual accounts for the year.

Enter BD to list individually the account number and
its beginning balance in the specified range. The
beginning balance is determined by the As Of When
and How Far Back fields in the statement layout.

Enter BS to add and print the total beginning balances
for the specified accounts.

Enter CR to shift numeric columns of the following
lines to the right.

Enter CL to shift the columns back to the | eft.
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Field

Description

Enter the number of spacesto shift the columnsin the
Number of Chars to Shift field. Because columns are
shifted only if the statement layout allowsit, you can
use the same statement content with or without the
column shift.

Enter ED to print the individual account numbers and
the ending balances in the specified range.

Enter ES to add and print the total ending balances of
the specified accounts.

Enter HC to center aline of text between the report’s
margins. The cursor moves to the Description field.

Enter HP to print text in the row specified by the
sequence number. The cursor goesto the Description
field; the text you enter isindented from the left
margin by the number of spaces you specify in the
Desc Tab field.

The balances and sums stored in any or all of the nine
Totals fields (see the Totals 1-9 field below) print on
the statement.

To print the amounts that arein atotal column, enter
Tn (n isthetotal column[1-9]). For example, enter
T1 to print the amounts in the Total 1 column.

Text that you enter in the Description field printsin
the Description column.

To print the result of aformulain aformula column,
enter the first total in the formulathat is where the
answer is stored. For example, to print the result of
the formula T8B/T9B, enter T8.

Enter UD to print adouble underline.

Enter US to print asingle underline.
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Field Description

Print Row? If you want to print the accounts or headings
specified on the line, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).
You might not want to print aline, for example, if you
were using it to store atotal used in a calculation that
appears somewhere else.

Inquiry | Company You usually specify the company in the statement
layout or when you print statements so that you can

use the same statement content to print statementsfor
several companies.

Leave thisfield blank to specify the company ID at
print time.

If you always want to use a particular company’s
balances on thisline, enter the company’s ID. Then
do not specify acompany ID at print time. (See

“ Statements” on page 6-9 for more information.)

You can produce consolidated statements for several
companies in one of these ways:

» Specify two or more company |Ds when you print
statements. In this case, do not specify any
company IDsin the statement content.

* Set up totalsin the statement content. For example,
on oneline you could put the summariesfor arange
of accounts for company A, and on the next line,
the summaries for arange of accounts for company
B. On the third line you could total summariesfor
the companies, using total 3. You can also specify
not to print each company summary line so that
only the consolidated totals print.

If you set up the statement content to consolidate the
totals of several companies, do not specify acompany
ID when you print the statements. (See “ Statements”

on page 6-9 for more information.)
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Inquiry |

General Ledger

Field

Beginning/Ending
Account No

Description

For functions AD, BD, ED, AS, BS, and ES, specify a
range of accounts. You can also specify arange of
account types instead of account numbers.

You must use an account mask for the content, and
you can use question marks as wildcards to select all
account segments of an account number for functions
AD and AS. For example, if your account mask is
MMMM 11, the beginning main account number is
1000, your ending main account number is 1999, and
you want to include all divisionsin this row of the
content, enter 1000?72 and 1999?27 (if your account
division mask isin this format). When you print a
statement using this content, you can specify arange
of divisions for which to print the statement.

You can use wildcards for account segments, but not for main account
numbers. If you want to be able to select the ranges of segments for which to
print afinancial statement, you must enter ? in each segment position.

Field

Beginning/Ending
Account Type

Description

Description

Select the account type if you have not selected an
account number.

For functions HC and HP, enter the text to print on
thisline.

For functions T1-T9, AS, BS, and ES, enter a
description of the summary line (for example,
Current Assets).

For functions AD, BD, and ED, press Enter to skip
thisfield. The name of each account printsin the
Description column in the report.
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Field Description

Desc Tab For functions HP, T1-T9, AD, BD, ED, AS, BB, BS,
and ES, enter the number of spaces to indent the
description from the left margin.

Totals 1-9 Use these fields to add or subtract the balances or
total amountson alinein any of the ninetotals. If you
do not want anything done to atotal, leave thefield
blank. To adjust the total, enter one of these values:

+ increases the totals field by the balances or total
amounts cal cul ated from the current line

- decreases the totals field by the balances or total
amounts cal cul ated from the current line

0 setsthetotal to zero so that you can use the total
again later in the statement content

Print Debit Credit or ~ To useonly debit accounts, enter D. To use only credit
Both accounts, enter C. To use all the accounts specified in
the range, enter B.

Reverse Sign to Normally a negative sign (-) printsfor al credit
Print? balances, regardless of whether the account is a debit
or acredit account.

If the accounts on this line are normally credit
accounts, select the box (or enter Y in text mode) so
that the debit balances show a negative sign instead.
If thisline holds debit accounts, clear the box (or
enter N in text mode).

Print Dollar Signs? If you want to print dollar signs next to the dollar
amounts on thisline, select the box (or enter Y in text
mode). Dollar signswill not be printed unlessthey are
also specified in the numeric format in the statement
layout—for example, $###4#.00.

If you clear the box (or enter N in text mode), dollar
signswill not print, even if the statement layout calls
for them, unless the format is ($###4#.00).
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Field Description

Number of Chars to  If you specified aCL or CR function, enter the

Shift number of characters to shift the numeric columns.
Columns will not be shifted unless the statement
layout permitsit and if thereisablank columnin
which to print the shifted characters.

Extra Blank Lines Enter the number of lines you want to leave blank
after thisline prints. Press Enter if you do not want to
leave any linesblank, or enter 99 if you want to start a
new page after thisline.

To print a header longer than 30 characters, enter the
parts of the header in consecutive lines, and enter -1
inthisfield. Then in the Desc Tab field above, enter
the number of spacesto shift the later parts.

When you save your entries, the cursor returns to the Statement Contents screen.
Enter another statement content 1D, or exit to the Statement Maintenance menu.

After you add a statement content, produce the Statement Contents List to make
sure that everything is correct. Then use the Statements function to test the
content with a corresponding layout to make sure that it works properly.

Assign Account Mask to Statement Contents

If you change your company’s account mask, you must reassign the account
mask to the statement contents the company uses so that the correct mask will be
used when financial statements are produced. If you upgraded to General Ledger
version 6.5 from version 4.1x or lower, you must assign account masks to the
contents that were not previously assigned one.

Reassigning Account Masks
When you reassign the mask for a statement content, a new account mask record

is created for the content ID, and all the sequences in the content are updated to
use the mask.
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Period or
Quarter

Current Pd
ThisPd
Only

Result

Current Pd
QTD

Result

9-32

For example, if content ABC is assigned to mask MMMM (four charactersin the
main account segment) and you reassign mask MMMM11 (four charactersin the
main account segment and two characters in the division segment) to it, the
account numbers in the appropriate sequences will be changed from XXXX
(where X represents each position in the main account segment) to XXXX??
(where X represents each position in the main account segment and ? represents
each position in the division segment).

Notes on Activity and Balance Results

In the following chart, period 8 is used as an example. The result is printed at the
bottom of each box.

Activity is defined as the amounts that each period or quarter have. It represents
the total transactions for a specified period or quarter.

Balance is defined as the beginning balance plus activity. It represents
cumulative transactions at a particular time.

Activity Detail or
Summary

Print activity for
specified period

period 8 activity

Print QTD activity for
specified period

period 7 + 8 activity

Balance Detail or
Summary

Print beginning balance
for specified period

period 8 beginning
balance
Print beginning balance

for quarter the specified
periodisin

period 7 beginning
balance

Ending Balance
Detail or Summary

Print ending balance for
specified period

period 8 ending balance

Print ending balance for
quarter which equals
ending balance for
specified period

period 8 ending balance
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Period or
Quarter

Current Pd
YTD

Result

Prev Pd
ThisPd
Only

Result

Prev Pd
QTD

Result

Prev Pd
YTD

Result

Prev Qtr
ThisPd
Only

Result

Prev Qtr
QTD

Result

Activity Detail or
Summary

Print YTD balance as
of specified period

period 8 ending balance

Print activity amount
for previous period

period 7 activity

Print QTD activity for
the quarter the previous
periodisin

period 7 activity

Print balance at the end
of the previous period

period 7 ending balance

Print activity amount
for the same relative
period in the previous
quarter

period 5 activity

Print QTD activity
amount for the same
relative period in the
previous quarter

period 4 + 5 activity

General Ledger

Balance Detail or
Summary

Print beginning balance
for the year

beginning balance

Print beginning balance
for previous period

period 7 beginning
balance

Print beginning balance
for the quarter the
previous period isin

period 7 beginning
balance

Print beginning balance
for the year of the
previous period

beginning balance
Print beginning balance
for the same relative

period in the previous
quarter

period 5 beginning
balance

Print beginning balance
for the previous quarter

period 4 beginning
balance

Ending Balance
Detail or Summary

Print ending balance for
the specified period

period 8 ending balance

Print ending balance for
previous period

period 7 ending balance

Print ending balance for
the previous period

period 7 ending balance

Print ending balance for
the previous period

period 7 ending balance

Print ending balance for
the same relative period
in the previous quarter

period 5 ending balance

Print ending balance for
the same relative period
in the previous quarter

period 5 ending balance
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Statement Contents

Period or
Quarter

Prev Qtr
YTD

Result

9-34

Activity Detail or
Summary

Print YTD balance for
the samerelative period
in the previous quarter

period 5 ending balance

Balance Detail or
Summary

Print beginning balance

for the year the previous
quarter isin

beginning balance

Ending Balance
Detail or Summary

Print ending balance for
the same relative period
in the previous quarter

period 5 ending balance

General Ledger



Batch Statements

Usually when you print statements, you must specify the statement content and
statement layout 1Ds and the printing parameters for each statement you want to
print. However, you can use the Batch Statements function to set up printing
parameters for a group of statementsin a single record that can be executed
through the Statements function.

For example, if you print a balance sheet and an income statement for companies
A, B and C every month, instead of entering the printing parameters for each
statement, you can set up the parameters for each statement in a batch statements
record. Then when you use the Statements function, simply enter the batch 1D of
the group of statements you want to print; the printing parameters appear
automatically.

Default Values

The values you enter for each parameter are used when you print statements. If
you leave afield blank, you can assign the parameter when you print statements.
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Batch Statements Selection Screen

Select Batch Statements from the Statement Maintenance menu. The Batch
Statements selection screen appears.

H 2007 Batch Statements =NECI X
Commands Edit Modes Other Help
> K = | i} | 1] | ? & | [ OK Abandon

Select

@ Maintain Batch Statements

*) Copy Batch Statements

) Delete Batch Statements

) Pretest Batch Statements

| CompanyH [ 111972007 | Terminal To00 | OVR

Select the function you want to perform. You can maintain or create batch
statements records, copy a batch statements record to another record, delete batch
statements records, or pretest batch statements records.

Each of these functionsis explained in this section.

Maintain Batch Statements

Use the Maintain Batch Statements option to add or change batch statements
records.

9-36 General Ledger



Batch Statements

Inquiry |
Inquiry |

Inquiry |

General Ledger

When you select Maintain Batch Statements from the Batch Statements
selection screen, the Maintain Batch Statements screen appears.

n 2007 Maintain Batch Statements | S
Commands Edit Modes Other Help
;@XE§|E|=|?®|@@ [ ok |[Abandon |
Batch ID BATCH % Sequence 0 % Descr lonthly Financials
Pick  Statement Layout ID BALA E Pick  Division From LY
Statement Content ID | BALY m Thru LY
Department From %
Period Thru b
Beginning Date {E‘ Subaccount From LY
Ending Date E Thru LY
Company 1D ?

Print Segment Detail? Segment Sort
Print Accounts With Zero Balances? ]

Print Workstation Date and Time?

Line Statement Titles
12345678901234567820123456782012345678901234567820

1 *CONA
7
3 BALANCE SHEET WITH BUDGET COMPARISON
4 AS OF *PEDW
CompanyH | 111972007 Terminal TO0OO | OVR

Field Description

Batch ID Enter the batch statement ID you want to view, edit,
or create.

Sequence The sequence code identifies the order in which the
set of printing parameters are executed when you
print statements.

Enter the sequence code for this set of parameters, or
if you are working with an existing record, enter the
seguence code you want to work with.

Desc Enter a description of the batch statement record.

Pick Statement Enter the ID of the statement layout and statement

Layout/Content ID contents for which you want to set up printing

parameters.

9-37
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Batch Statements

Field

Period (1-13)

Beginning/Ending
Date

Inquiry | Company ID

Inquiry | Pick Division/

Department/
Subaccount From/
Thru

9-38

Description

If you want to specify the period when you print the
statement, leave thisfield blank. If you want to print
the statement for only one period, enter the period.

If you did not enter a period, these fields are skipped.

If you entered a period, the beginning and ending
dates for that period appear from the CNVTxxx
(Period Conversion) table in Resource Manager.
Press Enter to accept the dates, or enter different
dates.

The system uses the most recent account balances for
the selected period, regardless of the dates you enter.
If you enter different dates, they will appear in the
statement title and footers.

If you want to specify the company 1D(s) when you
print the statement, enter a question mark (?).

If you want to assign company IDs to the statement
(up to 10), enter each company I1D. When you are
finished assigning company 1Ds, press Enter at a
blank Company ID field.

If you are not using one or more of these account
number segments, the fields for the unused
segment(s) are skipped.

If you are using one or more of these account number
segments, enter the range of segmentsyou want in the
statement. The length of each field relates to the
number of characters the segment occupiesin your
account mask.

General Ledger
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Field

Print Segment
Detail?

Segment Sort

Print Accounts With
Zero Balances?

Print Workstation
Date and Time?

When you save the batch statement, the cursor returnsto the Batch ID field. Press

Description

Select the box (or enter Y in text mode) to include the
information for each segment in the statement. Clear
the box (or enter N in text mode) to summarize the
information for all segments of a main account into
the main account number.

If you are using only one segment in addition to the
main account segment, thisfield is skipped.

If you are using two or three segmentsin addition to
the main account segment, enter the order you want
the account segmentsto be organized. For example, if
you want them organized first by division, then by
department, and then by subaccount, enter 123.

If you always want to include accounts with zero
balances when you print the statement, select the box
(or enter Y in text mode). If you always want to
exclude accounts with zero balances when you print
the statement, clear the box (or enter N in text mode).

If you want the workstation date and time to be listed
on the financial statements, select the box (or enter Y
in text mode); if not, clear the box (or enter N in text
mode).

Enter to add another sequence number to the same batch ID, enter the next batch
ID you want to work with, or exit to the Batch Statements selection screen.

After You Enter Batch Statements

After you have entered a batch statements record, select the Pretest Batch
Statements option on the Batch Statements selection screen to test the record so
that you do not run into problems when you print the group of statements. See
“Pretest Batch Statements” on page 9-42 for more information.

General Ledger
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Copy Batch Statements

Inquiry |

9-40

Usethe Copy Batch Statements option to copy one batch statements record to
another or to rename a batch statements record.

When you select Copy Batch Statements from the Batch Statements selection
screen, the Copy Batch Statements screen appears.

ﬂ 2007 Copy Batch Statements |3I_‘éj
Commands Edit Modes Other Help
HELIL IR LY [ ox ][ Apandon]

From  Batch Statement ID  BATCH1
To Batch Statement ID  BATCH2

[=]=]

‘ CompanyH | 111972007 Terminal TO0OO | OVR

1. Enter the batch statement ID you want to copy.
2. Using only numbers and capital |etters, enter an ID for the new batch.

If an existing batch statements record has the ID you enter, that record is
replaced by the new copy—do not enter the ID of arecord you want to keep.
If the ID you enter is the same as the ID of the record you are copying, an

€rror message appears.

3. UsetheProceed (OK) command to copy the batch statements record. The
message Press any key to continue appears after the record is copied. Press
any key to return to the From Batch Statement ID field.
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4. Enter the next batch statements record you want to copy, or exit to the Batch
Statements selection screen.

Delete Batch Statements

Usethe Delete Batch Statements option to delete batch statements records you
no longer need. Do not delete records you might modify later.

When you select Delete Batch Statements from the Batch Statements selection
screen, the Delete Batch Statements screen appears.

H 2007 Delete Batch Statements ISHRERL L)
Commands Edit Modes Other Help
%XE§|3|B|?©|@@ OK ||Abandmn|
Delete Batch Statement 1D BATCH2 |1|
| CompanyH [ 11192007 | Terminal ToOO | OVR
Inquiry | 1. Enter the D of the batch statements record you want to delete.

2. Select Yes or use the Delete (F3) command to confirm that you want to
delete the batch statements record. The message Press any key to continue
appears after the record is deleted. Press any key to return to the Delete
Batch Statement ID field.

3. Enter the next batch statements record ID you want to delete, or exit to the
Batch Statements selection screen.
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Pretest Batch Statements

Test batch statements records to make sure that the statements will be executed
properly. The Pretest Batch Statements option simulates the Statements
function, but instead of producing the statements, it produces a Batch Error List
if problems are found. (The Batch Error List messages are listed in appendix A.)

When you select Pretest Batch Statements from the Batch Statements selection
screen, the Pretest Batch Statements screen appears.

ﬂ 2007 Pretest Batch Statements I=NECN X
Commands Edit Modes Other Help
%XE§|3|B|?©|@@ oK ||Ahandmn|
Batch ID BATCH % Monthly Financials Active Financials?
Pick  Statement Layout ID q Pick  Division From LY
Statement Content 1D LY Thru LY
Department From b
Period 12 Thru b
Beginning Date 120172007 |5 Subaccount From 9
Ending Date 126312007 = Thru A
Company 1D H

Segment Sort

Line Statement Titles
1234567820123456785012345678501234567850123457820

1
7
3
4
Company H | 1111972007 Terminal TO0OO | OVR
Field Description
Inquiry | Batch ID Enter the ID of the batch statements record you want
to test.
Inquiry | Pick Statement Nothing appears in these fiel ds because a batch
Layout/Content ID statements record consists of several combinations of
statement layouts and contents.
Period (1-13) Enter the period for which you want to test the record.
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Field

Beginning/Ending
Date

Inquiry | Company ID

Inquiry | Pick Division/

Department/
Subaccount From/
Thru

Segment Sort

Statement Titles 1-4

Description

The beginning and ending dates for the period you
entered appear from the CNVTxxx (Period
Conversion) table in Resource Manager. Press Enter
to accept the dates, or enter different dates

For the statements to which you did not assign
company IDs, you can enter up to 20 companies for
which to test the statements. When you are finished
assigning company IDs, press Enter at ablank
Company ID field.

The division, department, and subaccount ranges
assigned to each statement in the batch statements
record appear.

The account segment sort you assigned to each
statement in the batch statements record appears.

The titles you assigned to each statement in the batch
statements record appear.

Use the Proceed (OK) command to begin testing the batch statements record. If
no errors are found, the Batch Statements sel ection screen appears.

If errors are found, they are printed in the Batch Error List. After the Batch Error
List is produced, the Statement Maintenance menu appears.

General Ledger

9-43






Cas

h Flow Contents

Use the Cash Flow Contents function to maintain the statement of cash flow

contents. You can specify account types for income, investing activities,

financing activities, cash and cash equivalents, and adjustments to reconcile net

income to net cash from operating activities.

Cash Flow Contents Screen

| Inquiry |

General Ledger

Select Cash Flow Contents from the Statement Maintenance menu. The Cash

Flow Contents screen appears.

Description CASH FLOW FOR COMP H
Beginning Ending
Seq Mo Sec Acct Type Acct Type Description
=
000002 | 100 125 Net (purch)sale of property @
000003 A 165 165 Amaortization B
000004 A 130 130 Depreciation
000005 A 045 055 Changes in inventory
000006 A 060 060 Changes in prepaid expenses
000007 A 200 200 Changes in accounts payable
000008 A 210 210 Income taxes payable
000009 A 230 230 Changes in payroll taxes payab
000010 A 240 240 Changes in deductions payable
000011 A 245 245 Changes in pension fund payabl B
000012 | 085 065 Marketable securities E]
000013 F 400 405 Proceeds from stock issue @
Line { 001 of 016 )
Enter=edit ] [ Append ] [ Header ]

B} Cash Flow Contents =NECI. X
Commands Edit Modes Other Scroll Commands Help
2xr|na|mn][re|0e oK
Cash Flow Content ID CFCH )
Use Acct Mask for Company H 4 Mask  MMMM11

| CompanyH [ 11192007 | Terminal oo | OVR

1. Enter the cash flow content ID you want to view, edit, or create.
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Inquiry |

9-46

2. If you are adding a new cash flow content ID, the Copy From field appears.
Enter the ID you want to copy from or press Enter to skip thisfield.

3. Enter the company ID that contains the account mask you want to use.
4. Enter or edit the description.
5. Usethe commands to work with the information in the scroll region:

*  PressEnter to edit the current line. The Edit Cash Flow Contents screen
appears.

e PressA toaddaline. The Append Cash Flow Contents screen appears.
e PressH toreturn to the header section of the screen.

Append/Edit Cash Flow Contents

B Edit Cash Flow Contents [ (S |
Commands Edit Modes Other Help

S@XE§|3|B|?@|@@ oK. Abandon

Seq No 000001
Sec A =

Beginning Acct Type (020 ITI
Ending Acct Type 025 b]
Description Changes in receivables

The Append Cash Flow Contents screen appears when you add anew lineto a
cash flow contents record. The Edit Cash Flow Contents screen appears when
you edit an existing line. Other than the title, these two screens are identical.

Field Description
Seq No The sequence number appears.
Sec Select the section for the current line. Press A for

adjustment to operations, | for investing activities, F
for financial activities, or C for cash.
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Field Description

Inquiry | Beginning Acct Type Enter the account type you want for the beginning of
the statement range.

Inquiry | Ending Acct Type Enter the account type you want for the end of the
statement range.

Description Enter a description for the statement.
Use the Proceed (OK) command to save your changes and return to the Cash
Flow Contents screen. Next, add or edit another line, return to the header and use

the Abandon (F5) command to enter a new cash flow contents ID to work with,
or use the Exit (F7) command to return to the Statement Maintenance menu.
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Financial Statement Verification

Use the Financial Statement Verification function to check your statement
contents for errors. The function examines the statement contents for duplicated
and missing accounts. In addition, the function checksthe Reverse Sign to Print
flag in the statement contents for credit-balance accounts, and warns you if the

flagis not set.

Financial Statement Verification Screen

Select Financial Statement Verification from the Statement Maintenance
menu. The Financial Statement Verification screen appears.

[ 2007 Financial Statement Verification (== ]
Commands Edit Modes Other Help
E|@|ﬂ|?@|@@ 0K | [ Abanden |
Statement Content 1D JAL Include in Statement:
Division From 01 (s
Verify Thu |03 (8]
Main Account From |l‘ Department From
Thru |?‘ Thru
Account Type From |T| Subaccount From
Thru |l| Thru
Company
H
Print:
Account numbers that are duplicated? 7
Account numbers that are excluded? 7l
Account numbers that use Reverse Sign Printing? Fi
CompanyH | 111972007 Terminal TO0OO | OVR
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Inquiry |
Inquiry |

Inquiry |
Inquiry |

9-50

Field Description

Statement Content Enter the statement content ID you want to verify.
ID

Verify Main Account  Enter the range of main accounts that you want to use
to verify that all accounts are included in the content.

Verify Account Type  Enter the range of account types that you want to use
to verify that all accounts are included in the content.

Include in Enter the division, department, and subaccount

Statement: Division/  ranges you will use when you print the statement.
Department/ )
Subaccount/ Next, enter the company |Dsfor which the statements

Company are printed.

The system uses this information to check for
duplicated accounts in the statement.

Print Account If you want the report to list account numbers that
numbers that are appear in the statement more than once, select the box
duplicated? (or enter Y in text mode); if not, clear the box (or

enter N in text mode).

Print Account If you want the report to list account numbersthat are
numbers that are missing from the statement, but are within the
excluded? verification criteriayou entered, select the box (or
enter Y in text mode); if not, clear the box (or enter N
in text mode).
Print Account If you want the report to list credit balance accounts
numbers that use for which the Reverse Sign to Print flag is not set,
Reverse Sign select the box (or enter Y in text mode); if not, clear
Printing? the box (or enter N in text mode).

Select the output device for the report. See “Reports’ on page 1-29 for more
information on output devices. After the report is produced, the Statement
Maintenance menu appears.
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Financial Statement Verification Report

02/Z3/72007 Builders Supply Page 1
12:36 PM Financial Statement Verification
Content ID: BALL

Account Nuwber 100000 for company H was duplicated Z time(s)).
Account Nuwber 100100 for company H was duplicated Z time(s)).
Account Nuwber 100500 for company H was duplicated Z time(s)).
Account Number 233300 for company H was excluded from the report.
Account Number 233300 for company H was excluded from the report.

End of Beport
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Printing a Master File List 10-1
Account Segments List ~ 10-5

Account Types List 10-7
Chart of Accounts List 10-9
Allocations List 10-11
Recurring Entries List 10-13
Statement Layout List 10-15

Statement Contents List 10-17
Batch Statements List ~ 10-19
Cash Flow Contents List 10-21
Tables List 10-23
GL Account Audit Report 10-25

General Ledger

Master File Lists

Printing a Master File List

The functions on the Master File Lists menu let you print lists
of the information you entered using the File Maintenance
menu. These lists do not contain any calculations, formulas, or
transaction amounts, but rather list only the basic file
information used in the system. If any of the information on a
master filelist isincorrect, use the appropriate function on the
File Maintenance menu to correct it, then reprint thelist.

All master file lists are produced in the same way. Use the
instructions below to print amaster file list, modifying the
procedure as necessary for the list you are printing. For
example, if the screen for the list you want to print does not
contain check box options, ignore that step and continue to the
next.
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1. Sedlect thelist you want to print from the Master File Lists menu. The
selection screen for that list appears. The Chart of Accounts List screen is
shown below as an example.

B} 2007 Chart of Accounts List [ol] @ [
Commands Edit Modes Other Help
wxg\e.\i@\?@\gg oK Abandon

Pick  GL Account Number From 100000
Thru 181000

=]

Print Clear/Caonsaolidate? v

Account Number Sart M1

Line Headings
12345687689012345678501234567890

1
2
3 CHART OF ACCOUNTS
4 DECEMBER 31, 2007
| CompanyH | 0702007 | TerminalTODD | OVR
Inquiry | 2. Select therange of information to include in thelist in the From and Thru

fields. The Inquiry (F2) command is usually available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin the list.

3. If the screen contains options that control how information is sorted or
printed (for example, in aPrint or Print By section), select the option you
want to use to sort the information. You can select only one option.

4. If the screen contains check boxes or Yes/No fields that control how
additional information prints on the list, select the check box (or enter Y in
text mode) to use that option when printing the list. Clear the check box (or
enter N in text mode) if you do not want to use that option.
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5. If the screen contains entry fields (such as the Chart of Accounts List screen
in the example), enter the appropriate information into the field. This
information is used to print headings or sort information on the list.

If the field prompts you for information you entered in a File Maintenance
function (account sorts, for example), valid entry choices appear at the
bottom of the screen.

6. Select the output device to begin printing the list. See “Reports’ on

page 1-29 for more information. After the list is produced, the Master
Codes List menu appears.
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Account Segments List

After you enter descriptions of all your divisions, departments, and subaccounts,

print the Account Segments List to make sure that everything is correct.

Sample List

lz /1972007 Builders Supply Page 1
10:32 AM Account Segments List
Company Segment Waluse Description
Company H Account Maslk: MMMMIL
H 1 oo Main
H 1 ol Minneapolis
H 1 0z Dallas
H 1 03 Oalkland
End of Beport
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Account Types List

After you enter account types, print the Account Types List to verify that your
entries are correct.

Sample List

1z/1%3/2007
10:32 AM

Account Type

Builders Supply
Account Types List

Description

Account Class

Page

1

Account Code

oos
010
0z0
0z5
030
035
040
045
os0
[1]:31
0&0
085
a7o
a7s
os0
100
105
110
115
1z0
125
130
135
140
145
150
155
1&0
165
170
175
Z00
Z05

Cash On Hand

Cash On Deposit

Accounts Receiwvable
Allowance for Bad Debts
Enployee Receiwvahles
Other Receiwvables

Hotes Receiwvable

Baw Materials and Supplies
Work-in-Process

Finished Goods Inwventory
Prepaid Expenses
Marketable Securities
Other

Other

Other

Land

Buildings

Machinery and Ecquipment
Furniture and Fixtures
Motor Vehicles

Leasehold Improvements
Acocunmulated Depreciation
Other

Other

Other

Other

Other

Intangible Aszsets
Accumulated Awortization
Other

Other

Accounts Payable

Notes and Interest Payable

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Current Assets

Fized
Fized
Fized
Fized
Fized
Fized
Fized
Fized
Fized
Fized
Fized
Fized
Other
Other
Other
Other

Current Liabilities
Current Liabilities

Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets

(xR e BNl o Bl R w i v w v - B -~ I~ I - I = B~ L= = )~
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Chart of Accounts List

After you enter the accounts for a company, print the Chart of AccountsList to
make sure that you entered all the accounts. You can also useit as areference
when you set up recurring entries, enter transactions, and so on.

Interfaced Applications

If General Ledger interfaces with another application, make sure that the other
application’s account numbers in the tables and records that affect General

L edger match the proper accountsin the ledger. If they do not, the journal entries
from the other applications are not posted correctly.

Use the hard copy of the chart of accounts as a reference, and see the appropriate
user’s manual for your other OSAS applications to learn how to interface them
with General Ledger.

Accounts Out of Order

If the accounts are not listed in the expected order, refer to the explanation of how
the system sorts on page 3-1. You might not have set up the account numbers
correctly, the account mask might be wrong, or you might have entered your sort
selection incorrectly.
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Chart of Accounts List

Sample List

1z/23/2007 Builders Supply FPage 1
4:30 FPH
Company H CHART OF ACCOUNTS

DECEMEER 31, 2007

GL Account Description CR/DE Type Clear Acct. Step Consol. bLoct Step
100000 CASH IN BANK - 1st NATICNAL DEEIT a1o a a
100100 CASH IN BANK - Znd NATICNAL DEEIT a1o a a
100500 PETTY CASH DEEIT aons a a
101000 ACCOUNTS RECEIVAELE DEEIT azo a a
10z000 ALLOWANCE FOR BAD DEET CREDIT O0Z5 a a
104000 INVENTORY - RAW MATERIALS DEEIT 035 a a
104200 INVENTORY - WORE-IN-PROCESS DEEIT aso a a
104400 INVENTORY - FINISHED GOODS DEEIT 045 a a
105000 PEEFPAID EXPENSES DEEIT aso a a
1068000 MARKETAELE 3ECURITIES DEEIT as55 a a
151000 LAND DEEIT 100 a a
152000 MACHINERY & EQUIFPMENT DEEIT 110 a a
152500 ACCTUM DEPE-MACHINERY & EQUIP CREDIT 130 a a
153000 OFFICE MACHINES DEEIT 135 a a
153500 ACCTUM DEFPE-CFFICE MACHINES CREDIT 130 a a
154000 AUTOMOBILES DEEIT 1z0 a a
154500 ACCTUM DEPR-AUTCMOEILES CREDIT 130 a a
180000 GOODWILL DEEIT 160 a a

18 ACCOUNTS LISTED
End of Report
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Allocations List

After you finish setting up the allocation records, produce the Allocations List to
make sure that everything is correct and to use as a reference when you enter
journal transactions. Print a new list each time you add or change allocation
records.

You cannot access this function if you did not elect to use alocationsin the
Resource Manager Options and Interfaces function.

Sample List

127192007 Builders Supply Page 1
10:-3z2 AM Allocations List
Co. Blloc. Acet. Aoocount Description Allocation Description
H El0a0od SALARTES EMPENSE Salary Allocation
GL Account Percent GL Account Parcent GL Account Parcent
1. Elo0ol TE.00 16 31.
Z. ElooQoz l0.00 17, 3E.
3. Elo0aos 15,00 18&. 33.
4. 19. 3.
5. z0. 35,
-8 Z1. 36,
7. ZZ. 7.
=8 Z3. 38,
9. Zd. 29,
1o, 25 40
11. ZE. 41.
lz. Z7. 4z,
13, = 43.
l4. z9. 44,
15, a0, 45
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Recurring Entries List

After you finish setting up the recurring entries, list them to make sure that
everything is correct and to use as a reference when you copy recurring entriesto
the GLIRxxx (Journal) file. Print anew list each time you add or change

recurring entries.

Notes on the Recurring Entries List

The source code for each entry is RE. This code is automatically assigned to all

recurring entries.

Each entry has a unique reference number.

All entries have the same run code, which means that the company has only one
group of recurring entries.

Sample List

1271972007 Builders Supply Page 1
1l0:32 AM RBecurring Entries List
RBeference Description Source GL Account Pun Code Cash Flow Debit Credit
10000001 DEPRECIATION - FURN & FIX RE 153500 1 T 4,405.77
1000000Z DEPRECIATION - FURN & FIX RE Ezlooo 1 T 4,405.77
10000002 DEPRECIATION - AUTOS LE 154500 1 T Z2,621.07
10000004 DEPRECIATION - AUTOS LE Ezlooo 1 T Z2,621.07
10000005 AMORTIZATION - GOODWILL LE lzl000 1 T E.E2
10000006 AMORTIZATION - GOODWILL LE Ezl000 1 T E.E2
TOTAL 7.032.4Z 7.032.4Z
End of Beport
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Statement Layout List

To make sure that everything in a statement layout is correct, produce a hard
copy of each new statement layout.

Sample List

12/19,/2007 Builders Supply Page 1
10:33 AM Statement Layout List
Statement ID: BALA
Title 1: *CONA Print Page §: YEZ
Z: Extra Lines : 4
3: BALANCE SHEET WITH EUDGET COMPARIZSON Allow Shifc : NO
4: AZ OF *DPEDW
Footer Start Line : E&
UMAUDITED
Column A: Heading 1: ACCT That 1l  Account No. Addnl. Spacing: 4
Z: no Printing Col.: YEZ
3:
Format Hi ss s s
Column C: Heading 1: DEECRIPTION That Z Description Addnl. Epacing: Z
Z: Printing Col.: YES
3:
Formar i vecces s e srener ey
Column E: Heading 1: CURRENT What 3  Actual Addnl . Spacing: 4
2: TEAR Az of Then 1l Current Period Printing Col.: YE&
3: How Far Back: 2 TYear-To-Date
Company
Format o (SFESEFESE.00) Scaling =L Tear:
Column G: Heading  1: What 4 CY Budget Addnl. Spacing: 2
2: EULGET As of When : 1 Current Period Printing Col.: YEZ
3: How Far Back: 2 TYear-To-Date
Company
Format o (SFESEFESE. 00 Bcaling =L Tear:
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Statement Contents List

To make sure that everything in a statement content is correct, produce a hard

copy of each new statement content.

Sample List

12/15/2007 Builders Supply Page z
10:33 AM Statement Contents List
Statement Contents ID: BALL
Account Mask: MMMMIL
Sequence Beginning Ending Actions on Totals Print DE/CR Reverse Extra
Humber Fnc. Co. Acct./Type  Aect. /Type Description Tab 123456789 § Row Only Sign  Lines
000044 2D 300077 309977 From GL 2+ HO YES BOTH TES 0
000048 AE 400072 359717 HET PROFIT T+ HO YE& EBOTH TEE 0
000046 s o TES 0
000047 cR Coluuns Bight 15 15 0
000048 T1 TOTAL STOCKHOLDERS EQUITY 4 0+ HO YE& EBOTH TEE 0
000048 s o TES 1
000050 cL Coluuns Left 15 15 0
000051 CR Coluuns Bight 30 30 0
00005z TZ TOTAL LIABILITIES & EQUITY 4 HO YES BOTH TES 0
000053 ur o TES 0
Fey to Functions

AD - Print hecount Detail Tl - Print Total No. 1 T6 - Print Total No. 6 CE - Shift Columns Right

AE - Print hocownt Suumary Tz - Print Towal No. 2 T7 - Print Toual No. 7 CL - Shift Coluuns Left

ED - Print Bey. Balance Detail T3 - Print Total No. % TE - Print Total Ho. 3 U$ - Single Underscore

BS - Print Beg. Balance Summary T4 - Print Total No. ¢ T9 - Print Total No. 9 UD - Double Underscore

ED - Print End Balance Detail TE - Print Tomal No. & HP - Princ Heading

BE - Print End Balance Summary BE - Print Beg. Bal. of Year HC - Center Heading

General Ledger
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Batch Statements List

When you need to see the contents of a batch statements record, print the Batch

Statements List.

Sample List

1z/19/2007
10:33 AM

Batch Statement ID: BATCHL - Monthly Financials

Builders Supply

Batch Statements List

Page

1

End of Repore

Batch  Statement Begin/End  Segment Zaro Statement Title Lines
Seq. Layout Content Per. Dates Det . Sort Bal From Thru Statement Footer Lines
oL BALA BALL TES MO Diw._ 1. *COMNA
Dep. z.
Sub . 3. EALANCE SHEET WITH EUDGET COMPARISON
Company ID: Print-Time Date/Time: YES 4. AS OF *PEDW
1.
z.
3.
4.
oz INCA INC1 TES MO Diw._ 1. *COMNA
Dep. z.
Sub . 3. INCOME STATEMENT WITH EUDGET COMPARISON
Company ID: Print-Time Date/Time: YES 4. FOR THE PERIOD FROM *PEDUW THROUGH *PEDW
1.
z.
3.
4.
o3 RATA BAT1 TES TES Diw._ 1. *COMNA
Dep. z.
Sub . 3. PATIO ANALYSIS
Company ID: Print-Time Date/Time: YES 4. AS OF *PEDW
1.
z.
3.
4.

General Ledger
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Cash Flow Contents List

After you finish setting up the cash flow contents, list them to make sure that
everything is correct and to use as areference. You should print a new list each
time you add or change cash flow contents.

Sample List

les1l9/z007 EBuilders Supply Page 1
10:34 AM Cash Flow Contents List

Sequence Beginning Endineg

Munber Sec Aocount Type Aocount Type Description

Cash Flow Content CFCH CASH FLOW FOR COMF H
Company ID: H Mas=k: MITTILL

oooool A azn azE& Changes in receivables

oooooz I ioo 1zE Het {purchlisale of property
aooo0z A 165 185 Amortization

ooooo4 A 130 130 Depreciation

aooooL A 045 055 Changes in inwventory

ooooos A asn asn Changes in prepaid expenses
ooooao? A z00 Z00 Changes in accounts payable
aoooosg A £10 Z10 Income taxes payable

ooooos A 230 230 Changes in payroll taxes payab
oooolo F z40 Z40 Changes in deductions payable
ooooll A 245 Z45 Changes in pension fund payabl
ooonlz I O&5 0&5 Marketable securities

oooo1z F 400 405 Proceeds from stock issue
oo0o0l4 F 418 418 Payment of diwvidends

oooolE F 200 20E Changes in bonds & notes paybl
oooo0le C ook 010 Cash accounts
————————————————————————— Fey to Section —--—-—--——-—-——-———————————— - ——
A = Adjustments to Operating Activities I = Investing Activities

F = Financing Actiwvities ©C = Cash

End of Report
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Tables List

The Tables List shows the number of columns, column length and type, and data
for General Ledger tables.

Usethe Tables List to keep records and verify the contents of the General Ledger
tables you are using.
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CHAPTER 10 » Master File Lists Tables List

Sample List

17192007 Euilders Supply Page 1
10:34 AN Tables List
General Ledger

Table ID $PASSS Description
No. of Columns Z Column Length 1z Type A
FUNCTION DPASEWORT

FORCED BAL. COVERRILE

Table ID GLAUDH Description
No. of Columns 1 Column Length 30 Type A

Builders Supply

AUDIT TRIAL BALANCE
Decewber 31, EZ005

Table ID GLCHALH Description
No. of Columns 1l Column Length 20 Type A

Builders Supply

CHART OF ACCOUNTS
DECEMEER 31, E005

Table ID GLPRALH Description
No. of Columnns &  Colunn Length 1z Type A

Build ers Supply ACTIWITY RE PORT GENER
AL LEDGER 1273150 5
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GL Account Audit Report

Usethe GL Account Audit Report function to scans all tables and datafilesin
the current company for selected applications and verifies the presence and
validity of the General Ledger account numbers stored there. Thisfunction is
also available in the Master Files List menu of each application that stores GL
account numbersin itsfiles or tables, but is limited to auditing GL account
information for that application only.

To perform the audit, select GL Account Audit Report in the Master File Lists
menu. The GL Account Audit Report screen appears.

ﬂ GL Account Audit Report [=] & =
Commands £t Modes Qther Scroll Commands Help
Fral (B 165 | [} | B @& | 7 & | aQa oK Abandon
Select the Applications to Include in the Audit:
Include AP Accounts Payable @
Include AR \Accounts Receivable =
Include BK Bills of Materials/Kitting
Include BR Bank Reconciliation
Include GL General Ledger
Include IN Inventory
Include Jo Job Cost
Include PA FPayroll
Include PO Furchase Order
Include RM Resource Manager
Include 50 Sales Order
-
¥
g
Enter = toggle ] [ All ] [ None ] [ Done ]
| company H [ 03remo07 | Terminai Toon |ovR

The screen lists all installed applications currently interfaced with general ledger.
Use the commands to add or remove applications from the audit report:

«  PressEnter to toggle a selected application between Include and Exclude.
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CHAPTER 10 « Master File Lists GL Account Audit Report

e PressAtoincludeall applicationsin the GL account audit report.
e PressN to set al applications back to Exclude status.

e PressD torunthe GL account audit report.

GL Account Audit Report List

The GL Account Audit Report List shows tables and data files with invalid or
missing GL account numbers. .

09/z6/2007 Builders Supply Page 1

4:08 PN GL Aeeount Audit Report

Application Description Interfaced to GL?

LP Aecoounts Payable Yes
File File Description Record Description Field Name GL Acocount Reason
APPYH Methods of Payment Pymt. Method Code CHZ GL Acocount 400010 Not Found
APPYH Methods of Payment Pymt. Method Code CHE GL Acocount 100010 Not Found
APVEH Vendors Vendor ID CLEOO1 GL Acocount Nissing
APVEH Vendors Vendor ID ELLOO1 GL Acocount Nissing
APVEH Vendors Vendor ID JONOO1 GL Acocount Nissing
APVEH Vendors Vendor ID TELOO1 GL Acocount Nissing

Aipplication Description Interfaced to GL?

GL General Ledger Yes
File File Description Record Description Field Name GL Acocount Reason
GLJRH Journal Entries Unposted Entry 001404 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001408 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001408 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001410 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001412 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001414 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001418 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001418 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001420 GL Acocount 1010 Not Found
GLJRH Journal Entries Unposted Entry 001422 GL Acocount 1010 Not Found

End of Report
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APPENDIXA

System Messages

M essages on the screen or in areport indicate an error or tell
you how to enter data or what is happening in the function you
are using. Self-explanatory messages are not listed.

Account xxxxxx is a Memo Account—Cannot post to a memo account.

You cannot post transactions to a memo account.
Account is not in Master.

See Account Number is not on file.
Account Mask File xxxxxx for company xxx is not found.

The GLMSK (Account Mask) fileis not set up for the company
for which you are trying to print a statement.

Account Mask for company xxx is not found.

The account mask is not on file for the company you entered.
Enter adifferent company 1D, or exit from the function and set
up the mask for the company. Then try again to set up the
statement content.

Account Mask is not defined for this company.
The account mask is not set up for the company that is shown

in the message. Exit from the function and set up the mask for
the company. Then try printing the statement(s) again.
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Account Number is not on file.

The account number you entered is not in the GLMAxxx (Master) file. Enter a
different account number, use the Inquiry (F2) command to look up and select an
account number from the list that appears, or exit from the function and add the
account number to the GLMAxxx file.

Account Number is not the proper length.

The account you entered isin the wrong format. Use the format shown in the
message when you reenter the account.

Accounts file GLMAxxx for Company xxx is not found.
The GLMAxxx (Master) file does not exist for the company that is shown in the

message. You cannot print statements for the company until you have set up its
chart of accounts.

If this message appears when you are trying to consolidate companies through
statements, verify that the current year is the same for all companies.

Allocations are not on file for this account.
The account from which you are trying to copy allocations does not have any
alocations set up. Enter a different account number, or use the Inquiry (F2)
command to look up and select the account from the list that appears.

A question mark (?) is not allowed in the Account Number.
Because the Statement Contents function allows question marks as wildcard
characters in account segments, you cannot use question marks in your account
numbers.

BASIC ERROR = nn LINE = nnnn PROGRAM = XXXXXX

A serious error has occurred. Write down the information that appears and get
help from a support technician.
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Batch ID xxxxxx exists. Do you want to overwrite it?

The batch 1D to which you are copying a batch statement record already exists. If
you want to overwrite the existing record, select Yes (or enter Y in text mode). If
you do not want to overwrite it, select No (or enter N in text mode); then enter a
different batch ID.

Batch ID xxxxxx is not on file.

Thebatch ID isnot onfile. Enter adifferent ID, or usethe Inquiry (F2) command
to look up and select an ID from the list that appears.

Cannot find xxxxxx files for this company.

No files for the year are specified for this company. Use the Create Last-Year
Data function (see on page 7-5) to create |ast-year files for the company, or use
the Setup (F9) command to access available year files.

Cannot find last-year Master file for Company xxx.

A last-year GLMAxxx (Master) file does not exist for the company. You cannot
use this function for the company until you have created |last-year data files.

Cannot print this Report Definition for this period!

The system cannot print the statement because the statement layout you sel ected
specifies information that conflicts with the current period. Here are the
situationsin which this could happen:

e Thecurrent period is 13 and the As Of When field in the statement layout
specifies Previous Quarter. Because period 13 is not part of a quarter, the
system does not know what the previous quarter is.

e Thecurrent period is 13 and the How Far Back field in the statement layout
specifies Quarter-To-Date. Because period 13 is not part of a quarter, there
cannot be any quarter-to-date information for period 13.

e Thecurrent period is 1, the As Of When field in the statement layout
specifies Previous Period, and the What Is In The Column field specifies
Not Actual. This situation asks for budget and last-year balances for the
previous year, which the system no longer has available.
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e Thecurrent periodis 1, 2, or 3; the As Of When field in the statement layout
specifies Previous Quarter; and the What Is In The Column field specifies
Not Actual. Again, this situation asks for budget and |ast-year balances for
the previous year, which the system no longer has available.

Use adifferent statement layout ID for printing the statement.

Chart of Accounts for company xxx not found.
The GLMAxxx (Master) file does not exist for the company that is shown in the
message. You cannot print statements for the company until you have set up its
chart of accounts.

Company xxx Account Mask is not compatible with Content xxxx Account Mask.

The company’s account mask is different from the mask that is set up for the
statement content. You can use the statement content for the company if you
reassign the account mask in the statement content to the companies for which
you are printing the statement.

Company xxx is not on file.
The company you entered is not set up.

Content and layout have no company-specific entries for consolidation.
A company must be specified before printing. No 1D was specified in the content
or layout that is being used. The companies you are printing the consolidated
statement for are not the ones assigned to the statement content/layout. Enter the
company IDs set up in the content/layout, or leave the Company ID field blank.

Content ID xxxx is not on file.

The statement content ID is not on file. Enter adifferent ID, or use the Inquiry
(F2) command to look up and select an ID from the list that appears.

Enter ‘?’ for print-time substitutions.
If you want to identify the company when you print the statement, enter a

question mark. If you want to assign specific companies (up to ten), enter each
company ID.
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General Ledger data files are not set up for company xxx.

You have not created General L edger datafilesfor the specified company, so you
cannot copy accounts to or from it.

Invalid entry. Destination balances cannot be the same as source balances.

When you copy account balances, you cannot enter the same balance type at both
the Copy Account Balances In and the Copy Account Balances To fields.

Invalid entry. The Department overlaps the Division.

The starting position and length of the department segment makes it overlap the
division segment you defined. Change the starting position or length of the
department segment or the division segment.

Invalid entry. The Department overlaps the Main Account Number.

The starting position and length of the department segment makes it overlap the
main account number segment you defined. Change the starting position or
length of the department segment or the main account number segment.

Invalid entry. The Division overlaps the Main Account number.

The starting position and length of the division segment makes it overlap the
main account number segment you defined. Change the starting position or
length of the division segment or the main account number segment.

Invalid entry. The Subaccount overlaps the Department.

The starting position and length of the subaccount segment makes it overlap the
department segment you defined. Change the starting position or length of the
subaccount segment or the department segment.

Invalid entry. The Subaccount overlaps the Division.

The starting position and length of the subaccount segment makes it overlap the
division segment you defined. Change the starting position or length of the
subaccount segment or the division segment.
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Invalid entry. The Subaccount overlaps the Main Account number.
The starting position and length of the subaccount segment makes it overlap the
main account number segment you defined. Change the starting position or
length of the subaccount segment or the main account number segment.

Invalid Period Conversion table.

The CNVTxxx tableis not built properly. Use the Period Setup functionin
Resource Manager to make adjustments.

Layout ID xxxxxx is not on file.

The statement layout ID isnot on file. Enter adifferent ID, or use the Inquiry
(F2) command to look up and select an ID from the list that appears.

Leave blank for print time substitution.

Leave thisfield blank if you want the system to insert the information entered at
print time.

Maximum number of lines has been reached. You cannot insert.
You cannot insert aline item because the transaction already has 998 line items.
Missing period conversion table.

You must set up the CNVTxxx table before you can print statements. See the
Resource Manager User’s Guide.

Must use each of these characters only once: 1, 2 and 3.

When you select the sequence to sort the account segments, you can enter each
account segment character only once.

Note: You must Post to Master for period xx after Clear and Close.
After you finish clearing and closing accounts, you must post the closing entries.
No transactions are on file.

No transactions are on file for the account for this period.
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Percentages do not equal 100.00.
The alocation percentages must equal 100 before you can save the record.
Period 13 is not defined in the Period Conversion table.

You cannot print the statement for period 13 because period 13 was not set up in
the Period Setup function in Resource Manager.

Recurring entries are out of balance.

Thetotal credits do not equal the total debits for the specified run code. Make
sure that you did not use the same reference for the debit and credit portions of
the same entry.

Report is too wide. You must increase the 123 Cell No in Workstation Defaults.

The definition of the statement layout you are trying to print to a worksheet
(\WKS) fileistoo wide for the workstation default. Use the Defaults function on
the Resource Manager Workstation Configuration menu to increase thevaluein
the 123 Cell No field (see the Resource Manager User’s Guide).

Source code must be Mx, R1, or RE.
The source code of the entry must be Mx, R1 or RE.
Statement is too wide for the printer or file.

The statement you are trying to produce is too wide for your printer or it istoo
wide to save to afile.

The Account Mask is missing for this company.

You cannot use the GL Accounts or the Account Budgets functions until you
define the account mask for the company.

The value must be between 1 and n.

You must enter a value within the range shown in the message.

General Ledger A-7



APPENDIX A » System Messages

There are no unposted entries to edit.
No unposted entries are on file to edit.
Unable to create sort file.

The segment is unable to create the sort file for sorting account segments. Get
help from a support technician.

Use account format MMMM112233.
You must enter general ledger accounts in the format shown.

Warning! Changing this code may result in inaccurate financial reports.
If you change an account type, make sure that you have closed the balances of the
credit or debit account to another account. If you have not, the ledger will get out
of balance.

Warning! Current journal entries do not balance.

The balance of the credits and debits in the GLIRxxx (Journal) file does not
equal zero. Enter or edit the necessary offsetting transaction(s) to reduce the
balance to zero; or enter the forced-balance password, exit, and find out what
went wrong as soon as possible.

Warning! This is not a Manual, Recurring, or Reversing entry.

You should not edit atransaction that has been posted to the GLIRxxx (Journal)
file from another application such as Accounts Payabl e/Purchase Order. If you do
not have the correct transaction, change the entry number. If you want to edit the
transaction, ignore the message.

Wildcards are only valid when using an Account Mask.

You can use wildcard characters only if you assigned an account mask to the
statement content.
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YTD balance is not zero.
The year-to-date balance of the account you are trying to delete is not zero. Use

the Transactions function (page 5-3) to close the account balance to another
account. Then delete the account.
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Journal Entries

Reports and Statements
Period End

Closing

Accounts

General Ledger

B-1
B-3
B-5
B-6

Common Questions

These commonly asked questions about the General Ledger
system are divided into the following categories: Journal
Entries, Reports and Statements, Period End, Closing, and
Accounts.

Journal Entries

| made a mistake on some journal entries. What
should I do?

If you have not posted the entries to the GLMAxxx (Master)
file, use the Edit Transactions function (page 5-27) to change
the entries. You need to know the transaction entry numbers,
which are listed in the GL Journal and the GL Activity Report.

If you have posted entriesto the GLMAxxx file, make reversing
entries to balance the incorrect transactions; that is, enter a
credit of the same amount for each wrong debit and vice versa.
Use the Description and Reference fields to indicate clearly
the transactions you are cancelling.

When the incorrect transactions are reversed, enter the correct

ones. Then post to the GLMAxxx file and print the Trial
Balance to make sure that the account balances are correct.
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Why does the Transactions screen show the wrong accounting period for the date?

The CNVTxxx tableis not built correctly. Usethe Period Setup functionin
Resource Manager to correct it.

Remember, if you use a one-week accounting period, you must update the table
after you close the books every quarter.

The general ledger entries from my other accounting applications do not show up in the
journal when | post them. What happened to them?

B-2

You do not have the interface switch set to exchange information with General
Ledger, or you do not have the right general ledger account numbers in the tables
or files of the application. The posting logs for the other applications should
show a Missing Account message for transactions that could not be posted to
General ledger.

Check the options and interfaces for the applications to make sure that they
interface with General Ledger (see the Resource Manager User’s Guide).

If the applications are interfaced, check the posting totals from the other
applications to find out which transactions should have been posted to which
accounts. If any of the transactions were lost, use the Transactions function
(page 5-3) to enter them manually into the GLIRxxx (Journal) file.

If atransaction was posted to the wrong account, use the Edit Transactions
function (page 5-27) to enter the correct account number.

Print the GL Activity Report (page 5-23) for the appropriate period and make
sure that all the entries have been made and are correct.

Remember to correct the general ledger account numbers in the other
applications' tables or files before you post entries again. If you do not know an
account number when you are setting it up, enter the suspense account number
instead so that the entries will not get lost. You can reverse the transactionsin the
suspense account and enter them to the proper accounts anytime before you post
to the GLMAxxx (Master) file.
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| entered manual journal entries and/or copied recurring entries, but the entries are not listed
in the GL Journal or the GL Activity Report. Why not?

You must use the Write command in the Transactions function to write the

entries to the GLIJRxxx (Journal) file before they will belisted in the GL Journal
or the GL Activity Report.

Reports and Statements

When | try to print reports and statements, nothing happens. Why is the printer not working?

Make sure that the printer is online (the online indicator islit) and |oaded with
paper. If you are still unable to print, try these things:

* Make surethat the printer cable is secure in both sockets.
e Reset the printer (turn it off and on).
*  Reboot the computer.

If these things do not work, check the OSAS Installation User’s Guide to make
sure that the printer is properly set up for the computer.

When | try to print statements, a message tells me that someone is already printing
statements, but no one is. Why do | get this message?

Only one person at atime can print statements. To prevent more than one person
at atime from printing statements, the system creates the GLLOCK file.

Normally the system deletes the GLLOCK file when the first person is done
printing statements. However, if there was a problem while the statements were
being printed—perhaps the system went down or the computer was turned off—
the GLLOCK file would still exist. Delete the GLLOCK file from the Genera
Ledger program directory.

How can | print consolidated statements every period?

If all the companies you want to include in the consolidated statements are on the
same General Ledger system, you have two options:
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*  Specify the IDs of al the companies (up to 20) when you print the
statements.

e Set up the statement content to consolidate totals for al the companies.

The consolidation will not work unless all companies have the same current year.
If the companies you want to consolidate are on different General Ledger
systems, use the Consolidate Master Files function (see page 7-21).

Why do all the results of my calculations in statements come out zero or wrong?

You might have tried to print the wrong total. When cal culations are made, the
result is stored in thefirst total mentioned in the formula, and that isthe total you
should print to get the result. For example, if the formulais T8B/T9B, you should
use the T8 function to print the results. If you use T9, you will get only the
number stored in that total.

If thisis not the problem, make sure that the formulais correct. And remember
that you must use the AS function to calculate total revenues, sales, and so on for
percentages on a line before the first one that contains account balances (see
sample statement content INC1).

Why do all the credit balances in my Balance Sheet show up negative—even for credit
accounts?

In OPEN SY STEMS Accounting Software, debit balances are always positive
and credit balances are always negative, and credit balances are printed with

minus signs. If you want credit balances to be printed without the minus signs,
set the Reverse Sign to Print flag in the statement content for those accounts.

In the Income Statements with variance, the deviation is the actual balance minus
the budget (or last-year) balance, which means that favorable deviations for
revenues are positive, while favorable deviations for expenses are negative.
Likewise, percentages above 100 are favorable for revenues and unfavorable for
expenses.
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Why does one of my statement content IDs not appear in the inquiry window, even though |
know it exists?

When you modified the statement content, you may have deleted sequence 01.
Only contents that have a sequence 01 will appear in the inquiry window. Use the
Statement Contents function (see page 9-21) to copy the content to a different
content 1D, and specify that the lines should be resequenced; sequence Ol is
created and the ID appears in the inquiry window.

Period End

When should I run the Month-End Maintenance function?

GL Journal entries do not have to be cleared at the end of each month. If you
have the disk space, you can keep afiscal year’'s worth of entries, which letsyou
make additional entries and adjustmentsto any period at any timein afiscal year.

Run the Month-End Maintenance function only if you are so short of disk space
that you cannot keep a journal for the whole year. In this case back up the
GLJIRxxx (Journal) file and then erase the Journal for the periods you no longer
need. Then use the Resource Manager File Rebuild/Verify function to reduce the
size of the GLIRxxx file.

| like to see how my capital is growing every period. Do | have to close the books to retained
earnings every month?

You should not close the books except at the end of the fiscal year (or quarter if
your accounting period is one week instead of one month). Use the statement
content to see the current position of your retained earnings or other capital
account in your monthly Balance Sheet.

Set up the statement content to accumulate the net income and dividends paid
with the retained earnings in one of the Total fields (say, Total 7). Then you can
use the T7 function to print the latest retained earnings on a separate line. The
effect will be to add the income to the capital and subtract the dividends (since
dividends paid is a debit account).
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Closing

Why didn’t the income statements clear when | ran the Clear and Close Last Year function?

You have to use the GL Accounts function (page 8-15) to enter the clearing
account and step for every revenue and expense account before you run the Clear
and Close Last Year function.

Why were the transaction entry numbers not reset when | closed the books?

When you used the Create Last-Year Data function, you did not elect to reset the
current-year journal entry numbersto one.

Can | update the current-year account balances with last year’s adjusting entries without
clearing and closing?

You can update the current-year account balances only by using the Update
Current Year function (see page 7-15).

Accounts

How do | close a single account to another one? Can | use the Clear and Close Last Year
function?

Usethe Clear and Close Last Year function only when you are ready to close
the books at the end of the year. To close a single account to another account,
enter atransaction that offsets the balance, and enter the offsetting transaction to
the account to which you want to closeiit.

Can | change an account number?

You can change an account number using the Change Fields function (page
8-49) on the File Maintenance menu.

I have a new company that uses the same chart of accounts as a company already on the
system. Do | have to enter all the accounts one by one?

No. You can usethe Copy Chart of Accounts function (page 8-27) to copy from
one company to another.
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GLOSSARY

account

account categories

accounting period

activity

activity ratios

amortization

application

assets

General Ledger

A storage unit of financia datain accounting, usually
grouping related information under one account number or
account ID.

In standard accounting practice, divisions into which
accounts of a business are categorized—current assets,
current liabilities, equity, revenues, expenses, and so on.

A period of time in accounting, used to provide distinct
units of time you can work with. For example, you might
want a report to include transactions done within a
particular accounting period.

The changesin account balances resulting from
transactions (sales, purchases, payments of wages,
adjustments, and other journal entries) within the business
or between the business and one or more outside parties.

Ratios that show the sales activity of the businessin
relation to itsinventory and other assets; for example, the
rate of return on fixed assetsis theratio of salesto fixed
assets.

Depreciation applied to intangible assets such as goodwill
and leasehold improvements.

A software package made up of several related programs
(functions) and files. Usually an application is named after
acommon accounting practice or process—for example,
Accounts Payable, Accounts Receivable, or Payroll.

The resources (such as cash, investments, manufacturing

materials, inventory, buildings, leases, fixtures) owned by
abusiness. Assets are entered as debits in asset accounts.
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audit trail

back up

balance

balance sheet

capital

clear and
close

company

compound

entry

consolidated
statements

conversion

depreciation

Gl-2

A detailed record of accounting activity used to account for the source of
every dollar in the accounts. Even though the most common types of
accounting errors are eliminated or greatly reduced when you use the
General Ledger system, you should always have an audit trail.

To make a copy of datafor archival purposes. For example, you would want
to back up a history file before you purged history so that you could retrieve
the data if necessary.

The difference between the total debit entries and the total credit entries for
an account. If debits are greater than credits, the account has a debit balance;
if credits are greater than debits, the account has a credit balance.

A standard financial statement that summarizes the financia status of a
business at a given time, according to the fundamental accounting equation
Assets = Liabilities + Owner’s Equity.

Claims on a company’s assets by the owners; includes both the funds
contributed by the owners, and the income earned by the business and not
distributed (retained earnings).

Thetransfer of the balances from revenue and expense accounts to an equity
account at the end of the fiscal year (or quarter) to clear the accounts for the
next year's entries.

In OSAS, abusiness record associated with its own files, tables, and menu of
applications.

A journa entry in which adebit is offset by more than one credit (or vice
versa).

Financial statements prepared by using the sum of the accounts of several
companies asif they were one company. You can print consolidated
statements for companies that are on the same computer or for companies
that are on different computers.

The process of updating existing files, programs, or applicationsto the
current version. See also installation.

The alocation of the cost of using up fixed assets over time in the form of a
particular portion per accounting period.
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dividends

expenses

field

file

function

general ledger

goodwill

income

income
statement

income
summary
account

installation

interface

inventory

General Ledger

The portion of the net income paid out directly to the stockholdersasareturn
on their capital investment.

The costsincurred in earning the revenue: the cost of goods sold, wages,
rent, and so on.

A region on the screen that accepts input from the user; also, one element of
arecord in afile. On the screen, most fields are 1abel ed.

A collection of records stored under a particular name. Function screens
often represent files, but you do not directly see afile. See also table.

A menuitem that leadsto afull screen. Most functions have a corresponding
program. See also table.

A record of accountsin terms of a chart of accounts and accounting periods.
The General Ledger application tracks the effects on accounts from
transactions entered in General Ledger and interfaced applications, and it is
updated by other applications interfaced with it.

An intangible asset representing the potential earning power of abusinessin
excess of the current market value of its net assets.

The excess of revenues over expensesin an accounting period.

A standard financial statement that shows revenues, expenses, gains, and
losses for an accounting period.

An account that holds the net income temporarily in closing the books,
before distributing it to various equity accounts.
The process of adding an application to an existing system. See also

conversion.

To join to another application for the purpose of having information entered
in one application update information in another application’sfiles.

The goods a business owns at a particular time, whether held for direct sale

or for use in manufacturing goodsfor future sale. Manufacturing inventory is
usualy divided into raw material, work in process, and finished goods.
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journal

journal
entries

leverage

ratios

liabilities

liquidity ratios

memo

account

menu

post

profitability
ratios

program

purge

quarterly
system

Gl-4

A chronological record of transactions.

Transactions recorded in ajournal.

Ratios used to determine how much the business is encumbered by its
liahilities: theratio of debt (liabilities) to assets and of debt to equity.

The claims of creditors upon the business's resources (assets)—accounts,
salaries, taxes, and so on—payable to parties other than the owners.

Ratiosthat indicate the amount of cash that could be available for investment
after meeting short-term obligations. The current liquidity ratio istheratio of
current assets to current liabilities. The quick ratio is the ratio of current
assets less inventory to current liabilities.

An account that stores various numbers you may need in calculations—for
example, the number of shares of stock outstanding or the number of daysin
each month (for sales reports).

A list of applications, functions, options, or other menus.

To transfer information from one place to another, usually at the end of the
day or at adistinct break in business.

An indication of how much the net profit isin relation to the size of the
business. The net profit marginistheratio of net profit to sales; the return on
assets and return on equity are the ratios of the profit to total assets and to
equity, respectively. The earnings per share show the dollar amount of profit
per share of stock.

A self-contained list of executable code, written and implemented to do a
task. Most programs are represented by a function on a menu. See also
function.

To remove from the system. See also restore.

The system you use if your basic accounting period is one week and you

close the books at the end of every quarter (13 weeks). You can also use a
fiscal-year system, with a basic accounting period of one month.
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ratio analysis

record

recurring
entries

restore

retained
earnings

reversing
entry

run code
source code

statement
layouts and
contents

statements

table

transaction

General Ledger

A financial report you can use to assess aspects of financial performance.
There are activity, leverage, liquidity, and profitability ratios.

A unit of information that has other pieces of information assigned to it.
Each record isassigned an ID so that the file can sort information in terms of
record IDs.

Journal entries you make regularly in the same amounts—for example,
depreciation entries. You can set up recurring entries in the GLRExxx
(Recurring Entries) file and copy them all at once at the appropriate times.

To bring information back to its original place and condition. See also
purge.

Income earned by a company during the year, but not yet distributed as
dividends to the owners/stockhol ders. Retained earnings form part of the
equity of the business.

A journal entry you make to cancel a previous entry. It consists of an equal
credit to the account previously debited and a corresponding debit to the
account previously credited.

A number that identifies the group a recurring entry belongs to.

A code that identifies the source of ajournal entry.

Records that control the appearance and contents of the statements and
reports you print through the Statements function.

The standard financial statements (such as the balance sheet, the income
statement, and the cash flow statement) you produce at the end of each
accounting period, which detail the company’s financial performance. You
can also produce the Ratio Analysis and other reports (such as sales reports).

A grid that holds records and isvisible. See alsofile.

A credit or debit made to an account. Each journal entry consists of at least
one debit and one credit transaction.
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trial balance A report that shows the balance of each account in the general ledger. The
total credits must equal the total debits.

variance The difference between two balances for the same account—for example,
between the balance of this year and last year.
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Symbols
WKSfiles, 6-15

account

balances, 3-13
beginning, 3-13
in Statement Contents, 9-26
in Statement Layout, 9-9
class, 3-11, 8-13
code, 3-11
information storage, 1-5
numbers
changing, B-6
changing during conversion, 2-4
fill characters, 3-10
format, 3-10
main, 3-12
structure, 3-12, 8-16
sorts, 8-6
user-defined, 3-10

Account Budgets

function, 3-14, 8-21

Account Mask

assigning to Statement Contents,
9-31

backing up files before using, 3-22

before conversion, 2-5

changing, 2-5, 8-7

examples, 3-10, 8-4

file, 1-6

fill characters, 8-4

for consolidation, 7-22

for previous-year files, 8-5

formats, 8-3

function, 5-20, 5-24, 6-4, 6-7, 8-3

in Statement Contents, 9-23, 9-29
in Statement Layout, 9-10
protecting with roles, 3-21
reassigning in Statement Contents,
9-31
segmentsin, 8-3
setup, 3-5, 3-9, 3-18, 8-15
structure, 3-12
Account Segments
deleting, 8-11
file, 1-6
fill characters, 3-10
function, 1-5, 1-6, 8-9
in account masks, 3-9, 8-3
previous-year files, 8-9
setup, 3-5, 3-10, 8-15
Account Segments List
function, 10-5
Account Types
account class, 8-13
after conversion, 2-4
changed during conversion, 2-4
changing, 2-4
changing memo account types, 2-4
file, 1-6
function, 1-5, 6-4, 8-13
setup, 3-5, 3-11
Account TypesList
function, 10-7
accounts out of order
Chart of AccountsList, 10-9
Accounts Payable, 3-15, 5-3, 8-35
Accounts Receivable, 1-8, 5-3
interface with General Ledger, 1-4,
1-8
accrual entries
automatic reversal of, 5-5
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Active Financial Statements, 6-10
Active Financials Statement Viewer, 6-16, 6-18
Activity and Balance Results
example, 9-32
actual balances, 3-13
setup, 3-19
Address Lookup, 1-22, 1-27
address mapping, 1-22, 1-27
addresses, 1-22, 1-27
adjustments
entering at year-end, 7-2
Allocations
automatic, 5-6
file, 1-6
function, 1-5
last-year files, 8-32
rounding adjustments, 8-33
screen, 8-32
setup, 3-5, 3-14
T accounts, 8-32
Allocations List
function, 10-11
printing after allocating, 8-33
sample, 10-11
alphabetical sorting, 3-2
of numbers, 3-2
Assign Account Types
function, 8-47
screen, 8-47
Audit Trial Balance
after clearing and closing last year, 7-14
function, 1-4, 6-7, 6-9
protecting with roles, 3-21
report, 1-9
automatic allocations, 5-6
automatic reversal of accrual entries, 5-5

B

back up
al files at once, 3-23
a year-end, 7-2
before
clearing and closing last year, 3-22, 7-9
consolidating master files, 3-22, 7-22

IX-2

creating last-year data, 3-22, 7-6
month-end maintenance, 3-22, 7-19
posting, 5-31
posting to master, 3-22
removing prior-year files, 7-27
updating current year, 3-22, 7-15
using Account Mask function, 3-22
datafiles, 3-22
programs, 3-23
schedule, 3-5, 3-22
using operating system commands, 3-23
using Resource Manager, 3-22, 3-23
when to, 3-22
year-end, 7-2

balance sheet accounts

numbers changed during conversion, 2-4

balances, 3-13, B-4

actual, 3-13
GL Journal, 5-21
setup, 3-13

Batch Error List, 9-42
Batch Statements, 3-19

default values, 9-35

file, 1-6

function, 6-9

Pretest Batch Statements screen, 9-42

Batch Statements List

function, 10-19
sample, 10-19

beginning balances

in Statement Contents, 9-26
updating, 7-10, 7-16

Browse, 1-22
budget balance

C

setup, 3-13

calculations

in Statement Layout, 9-11

capital accounts

clearing and closing to, 7-10

Cash Flow Contents

file, 1-7
function, 9-45
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Cash Flow Contents List
function, 10-21
sample, 10-21
Cash Flow Statement, 1-9
after conversion, 2-4
function, 1-9, 6-21
Change Fields
samplelog, 8-53
screen, 8-49
chart of accounts, 8-16
copying, 3-12, 8-16
setup, 3-5, 3-11, 8-15
Chart of Accounts List
accounts out of order, 10-9
printing
before clearing and closing last year, 7-9
before creating last-year data, 7-6
sample, 10-10
class, 3-11
Clear and Close Last Year
backing up files before using, 3-22
before updating current year, 7-15
checklist, 7-9
function, 1-9, 7-8, 7-9, B-6
protecting with roles, 3-22
unposted transactions, 7-13
clearing and closing accounts at year-end, 7-2
Clearing Log
sample, 7-8
closing
in steps, 7-11
the books, 7-1
CNVTxxx table, 6-11, 6-22, 7-17, 8-41, 9-38, 9-43
setup, 3-5, 3-9
codes
establishing aformat, 3-2
setting up, 3-1
sorting, 1-30, 3-1
column format
setting up in Statement Layout, 9-13
commands
flags, 1-26
hot keys, 1-26
Proceed (OK), 1-2
company

General Ledger

gning roles, 3-21
Consolidate Master Files
after consolidation, 7-25
backing up files before using, 3-22
checklist, 7-22, 7-23
function, 1-10, 7-21, B-4
methods, 7-21
protecting with roles, 3-22
consolidation, 3-14
account mask, 7-22
at year-end, 7-2
companies, 3-10
financial statements, 7-21
methods, 7-22
Statements, 9-28
conversion
account masks, 2-5
account types, 2-4
before converting, 2-3
from version 4.10 or lower, 2-4
setup considerations, 2-4
converting to OSASversion 6.1, 2-5
Copy Account Balances
function, 8-19, 8-45
Copy Batch Statements
function, 9-40
Copy Chart of Accounts, 3-12
before creating last-year data, 7-5
before entering GL Journal transactions, 5-3
fields copied, 8-27
function, 8-27, B-6
protecting with roles, 3-21
replacing existing accounts, 8-27
Copy Recurring Entries
function, 1-6, 5-3, 5-15, 8-35
out-of-balance entries, 5-17
protecting with roles, 3-21
samplelog, 5-18
screen, 5-16
Copy Statement Layout
function, 9-17
correcting
journal entries, B-1
posted entries, B-1
Create Last-Year Data
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backing up files before using, 3-22 button, 1-22
before clearing and closing last year, 7-9 flag, 1-27
checkligt, 7-5 F6 Maintenance
function, 1-4, 1-9, 7-1, 7-5, 7-19, 8-15, B-6 flag, 1-27
protecting with roles, 3-21 icon, 1-22
creating last-year files at year-end, 7-2 File Maintenance functions, 1-5
files
D backing up, 3-22
fill characters, 8-4
datadictionaries, 2-1 in account segments, 3-10
Data File Conversion financia statements, 9-1, 9-21
function, 2-3, 2-5 at year-end, 7-2
Data File Creation consolidated, 7-21
function, 2-2 printing, 3-18
datafiles setup, 3-5, 3-15
backing up, 3-22 flags, in text mode, 1-26
datefields, 1-21 forced-balance password, 3-20, 3-22, 5-10, 8-41, 8-42
Delete format
account, 8-17 columnsin statement layouts, 9-13
Delete Batch Statements formulas
function, 9-41 in statement layouts, 9-11, 9-12
Delete Statement Layout from/thru ranges, 1-29
function, 9-19
departments, 3-11 G
setting up in Account Segments, 8-9
distributing net income, 7-11 General Ledger
divisions, 3-10 before converting, 2-3
setting up in Account Segments, 8-9 beforeyou ingtal, 2-1
double-entry bookkeeping, 5-10 converting to version 7.0, 2-5
installation, 2-1
E installing new version before converting, 2-3
setup considerations, 2-4
Edit Transactions system reguirements, 2-1
function, 3-20, 5-10, 5-18, 5-27, 5-33, B-2 General Ledger interfaces, 1-4, 3-15
printing GL Journal before using, 5-27 GL Account Audit Report, 10-25
protecting with roles, 3-21 GL Accounts
screen, 5-28 correcting, 8-20
e-mail deleting, 8-17
e-mailing reports, 1-34 function, 1-5, 7-10, 7-12, 7-22, 8-15, 8-37, B-6
ending balances in GLMAXxxx file, 1-5
in Statement Contents, 9-27 protecting with roles, 3-21
GL Activity Report, 3-19, 8-37, B-2
F function, 1-8, 3-13, 5-4, 5-23, B-3
printing
F2 Inquiry after clearing and closing steps, 7-14
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before posting, 5-31
usesfor, 5-23
using for month-end maintenance, 7-19
GL Journa
balances, 5-21
function, 1-8, 3-13, 3-19, 3-20, 3-21, 5-4, 5-10, 5-27,
8-37, B-3, B-5
offsetting accounts, 5-21
printing, 5-19
after clearing and closing, 7-14
before editing transactions, 5-27
before posting, 5-31
sample, 5-21
GLALxxx file, 1-6, 5-6, 8-31, 8-32
setup, 3-5
GLAT file, 1-6, 8-13
GLAUDxxx table, 8-41
GLBAT file, 1-6
GLCFCfile, 1-7
GLCGxxx file, 2-4
GLCHAXxxx table, 8-41
GLJRxxx file, 1-6, 1-7, 1-8, 1-9, 3-15, 3-21, 5-3, 5-10,
5-15, 5-19, 5-20, 5-25, 5-31, 5-32, 7-2, 7-3, 7-5, 7-9, 7-10,
7-14, 7-17, 7-19, 7-20, 7-27, 7-28, 8-6, 8-35, 8-37, 10-13,
B-2, B-3, B-5
GLJRxxx.Ynn file, 1-9, 7-13
GLMAXxxx file, 1-4, 1-5, 1-7, 1-9, 1-10, 3-12, 3-13, 3-20,
3-21, 4-5, 5-25, 5-27, 5-31, 6-9, 7-1, 7-2, 7-3, 7-5, 7-9,
7-10, 7-14, 7-15, 7-17, 7-19, 7-20, 7-21, 7-22, 7-23, 7-24,
7-27, 8-15, 8-41, B-1, B-2
GLMAXxxx.Ynnfile, 7-15
GLMKxxx file, 7-5, 7-9, 7-10, 7-15, 7-27, 8-6
GLMSK file, 1-6, 8-5
GLPDxxx table, 1-9
GLPRAXxx table, 8-41
GLPRJxxx table, 8-41
GLRExxx file, 1-6, 1-8, 5-15, 8-35
setup, 3-5
GLSCFfile, 1-7, 1-9, 9-23
GL SExxx file, 1-6, 3-11, 8-9, 8-17
setup, 3-5
GLSLFfile, 1-7, 1-9, 9-4
GLSTRLxxx table, 8-41
graphical mode
drop-down menus, 1-19

General Ledger

function screens, 1-18
graphical main menu, 1-16
Inquiry button, 1-22
Maintenance icon, 1-22
MDI menu, 1-17
shortcut menu, 1-19
toolbars, 1-20
GtttxxxW file, 1-6, 3-20, 5-10, 5-15, 5-18, 8-35

H
hot keys, 1-26

IDs
establishing aformat, 3-2
setting up, 3-1
sorting, 3-1
income statement accounts
numbers changed during conversion, 2-4
incorrect entries, 5-10
incorrect transactions
Edit Transactions function, 5-27
initial balances
entering, 3-19
setup, 3-5, 3-19
Inquiry (F2)
button, 1-22
flag, 1-27
Install Applications
function, 2-1, 2-3
installing General Ledger, 2-1
interfaces
General Ledger, 3-12, 3-15, 5-3, 5-21, 8-35, 10-9,
B-2
with Accounts Receivable, 1-4

J

journal entries
correcting, B-1
Journal file, 1-7
Journal Transactions function, 1-4, 3-14
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L

|ast-year balance
setup, 3-13
last-year files
allocations, 8-32
recurring entries, 8-35
launching
OSASin other operating systems, 1-11
OSASin Windows, 1-11

Lists
printing, 10-1
Locations
function, 8-49
Lotus, 6-15
spreadshest, 6-14
M
main account numbers, 3-12
main menu
graphical, 1-16
MDI, 1-17

navigating graphical, 1-16
navigating MDI, 1-17
navigating text, 1-23
text, 1-23
toolbars, 1-21
Maintain Batch Statements
function, 9-36
Maintain Statement Layout
function, 9-5
Maintenance (F6)
flag, 1-27
icon, 1-22
mapping, 1-22, 1-27
master chart of accounts
GL Accounts function, 8-15
Master File Lists, 1-5
Master Lists
printing, 10-1
memo accounts, 3-13
numbers changed during conversion, 2-4
setup, 8-16
menus

IX-6

drop-down menus, 1-19
graphical main menu, 1-16
MDI, 1-17
shortcut, 1-19
text main menu, 1-23
messages
in text mode, 1-27
modes
graphical, 1-15
text, 1-23
Month-End Maintenance
backing up files before using, 3-22
before using, 7-19
function, 1-10, 7-3, 7-19
when to use, B-5
multiple companies, 3-10
account masks for, 3-10

N
navigating
graphical function screens, 1-18
graphical main menu, 1-16
MDI menu, 1-17
text function screens, 1-25
text main menu, 1-23
to directories and files, 1-22
net income
distributing at year-end, 7-11
numbers

alphabetical sorting, 3-2
numeric formats
samples of statement layouts, 9-15

O

offsetting accounts

in GL Journal, 5-21
offsetting amounts, 8-38

in recurring entries, 8-38
Options

setting up, 3-5
Options and Interfaces function, 8-35
OSAS

MDI menu, 1-17
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modes, 1-15
graphical, 1-15
text, 1-23
setup considerations, 2-4
starting in other operating systems, 1-11
starting in Windows, 1-11
out of balance
during setup, 3-20
entries, 3-20, 5-17
output device
e-mail, 1-34
file, 1-33
preview, 1-32
printer, 1-31
screen, 1-33

P

password, 3-20, 5-10, 8-39, 8-41
forced-balance, 3-22
period setup, B-2
Periodic Processing
Clear and Close Last Year, 1-9
Consolidate Master Files, 1-10
Create Last-Y ear Data, 1-4, 1-9
functions, 1-4, 1-9
Month-End Maintenance, 1-10
Remove Prior-Y ear Files, 1-9
Update Current Y ear, 1-10
Post to Master
backing up files before using, 3-22
function, 1-5, 1-8, 3-20
protecting with roles, 3-21
posting, 1-8
after clearing and closing last year, 7-14
prepost checklist, 5-31
Pretest Batch Statements
function, 9-39, 9-42
screen, 9-42
previous-year files, 8-9
account masks, 8-5
in Statement Content, 9-23
in Statement Layout, 9-4
printing
reports, B-3

General Ledger

statements, B-3
print-time inserts, 9-16

examples, 9-16
Proceed (OK) command, 1-2
programs

backing up, 3-23

R

ranges
in reports, 1-29
Ratio Analysis
using content RAT1, 3-18
Recurring Entries
file, 1-6
function, 1-5, 1-8, 5-15, 5-17
in last-year files, 8-35
setup, 3-5, 3-15
Recurring Entries List
function, 5-17, 10-13
reference field, 3-15
Remove Prior-Year Files
function, 1-9, 7-27
reports, 1-8
Audit Trial Balance, 1-9
Cash Flow Statement, 1-9
e-mailing, 1-34
formatting, 1-36
including information, 1-29
previewing, 1-32
printing, 1-31
ranges, 1-29
saving to afile, 1-33
selecting information, 1-29
sorting information, 1-30
Trial Balance, 1-8
viewing on screen, 1-33
Resource Manager
Data File Conversion function, 2-3, 2-5
DataFile Creation function, 2-2
Install Applications function, 2-1, 2-3
reversing transactions, 5-27
right-click menu See shortcut menu, 1-19
Roles
setting up, 3-21
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roles in other operating systems, 1-11
company-specific information, 3-21 in Windows, 1-11
setting up, 3-5 Statement Contents
Run Code Balances, 8-39 account balances, 9-26
run codes, 1-8 account mask, 9-23, 9-29
in recurring entries, 3-15 assigning account mask to, 9-31
setup, 3-15 beginning balances, 9-26
consolidated statements, 9-28
S ending balances, 9-27
file, 1-7
screens function, 1-9, 3-15, 3-17, 3-18, 6-9, 7-11, 9-1, 9-21,
graphical function, 1-18 B-5
graphical main menu, 1-16 previous-year files, 9-23
navigating graphical, 1-18 sample
navigating text function, 1-25 balance sheets, 3-17, 9-22
OSAS MDI menu, 1-17 income statements, 3-18, 9-22
text function, 1-24 ratio analysis, 3-18, 9-22
text main menu, 1-23 setting up for consolidating companies, 7-21
setting up setup, 3-15, 3-17
account mask, 3-5, 3-9 Statement Contents List
account segments, 3-5, 3-10 function, 9-31, 10-17
account types, 3-5, 3-11 sample, 10-17
dlocations, 3-5, 3-14 Statement Layout
backup schedule, 3-5, 3-22 account balances, 9-9
chart of accounts, 3-5, 3-11 account masks, 9-10
CNVTxxx table, 3-5, 3-9 calculations, 9-11
codes, 3-1 copying, 9-17
financial statements, 3-5, 3-15 deleting, 9-19
IDs, 3-1 examples, 9-2
initial balances, 3-5, 3-19 file, 1-7
options, 3-5 function, 1-9, 3-15, 3-16, 3-18, 6-9, 7-11, 9-1, 9-21,
recurring entries, 3-5, 3-15 9-24
roles, 3-5 previous-year files, 9-4
setting up Accounts Payable print-time inserts, 9-16
roles, 3-21 sample
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sorting income statements, 3-16, 9-2
alphabetical, 3-2 ratio analysis, 3-17, 9-3
codes and IDs, 3-1 samples, 3-16
principles of, 3-1, 3-2 of numeric formats, 9-15
source codes setup, 3-15, 3-16
automatic, 5-4 Statement Layout List
Transactions function, 5-4 function, 9-15, 10-15
starting sample, 10-15
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TablesList
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sample, 10-24
text mode
command line, 1-27
commands, 1-26
flags, 1-26
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messages, 1-27
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main menu, 1-21
Transaction Inquiry screen, 4-7
Transaction Work file, 1-6
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results, 7-15

screen, 7-16
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