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Welcome to OSAS

Welcome to the General Ledger application for OPEN SY STEM S 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 Genera Ledger with other
applications, those applications automatically create entries in the appropriate
accounts to track debits and credits to track cash flow.

General Ledger plugs into Resource Manager, the foundation of OSAS. Consult
the Resource Manager guide for more information on basic OSAS 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. This guide is divided 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.

e 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, gives information and checklists on the steps you
need to perform to set up General L edger.

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

*  The Appendixes contain supplimentary materia not directly related to
General Ledger functionality.

* Thelndex isatopical reference to the information in the rest of the chapters,
and concludes this guide.

Conventions

Inquiry .

Maint
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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 1-26 and page 1-31
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.
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The General Ledger System

Use the General Ledger system to consolidate information about your business.
You can use it aone, 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

Bank
—» Reconciliation
Purchase »
Order
Bill of
Materials/ -
| Kitting
Accounts
Payahle —é—
¥
General
.| Inventory -+ Ledger
Accounts 4
Receivable | [ N
Joh Cost e
N 7
Sales Order y
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 aong the way.

General Ledger User’s Manual
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Introduction The General Ledger System

Menu Structure

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

Journal Transactions

After you establish the valid codes and I 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.

1-6 General Ledger User’s Manual



The General Ledger System Introduction

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 functions to 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. Thefiles
are described in terms of categories to 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 bal ances, 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

» the account 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 User’s Manual 1-7
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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 numbersin the transactions being posted to the
recordsin thisfile. Thisfile stores the ratios of how money isto be alocated 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 a batch ID to instruct the
system to print many GL statements at once.

Temporary Files

1-8

Thetemporary files store information created from an action you perform. This
information is transferred somewhere else when you perform a different action.
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The General Ledger System Introduction

The GtttxxxW (Transaction Work) file (ttt represents the terminal 1D and xxx
represents the company 1D) stores transaction information until you writeit to
the GLJIRxxx file from the Transactions function.

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

General Ledger User’s Manual 1-9



Introduction The General Ledger System

1-10

Journal Transactions
You can enter transactions in one of these ways:

* 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.

e You can copy recurring entriesto 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 Journa Transaction reports provide information about activity before you
post.

The GLIRxxx file provides information for the GL Journal and GL Activity
Report. The GL Journal provides information 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.

General Ledger User's Manual



The General Ledger System Introduction

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 TheTrial Balance function provides debit or credit ba ances of general
ledger accounts for the current period and the year so far. This information
comes from the GLMAxxx file. This report is useful when you want to test
the balance of debits and creditsin Genera Ledger.

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, thisyear’s actual, or this year’s budgeted. This
information comes from the GLMAxxx file. This report 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. Thisinformation
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 GLMAxxx
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.
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At the end of ayear, usethe 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 files are
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 fileto the current year's GLIRxxx file (period 1).

When you are finished working with last year’s information, use the Update
Current Year function to update the account balancesfor thisyear. Thisfunction,
like the Clear and Close Last Year function, updatesinformation 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’sinformation.

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

Usethe Consolidate Master Files function to consolidate account balancesfrom
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
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General Ledger includes anumber of productivity reports in Microsoft Excel®
format. These reports connect directly to your OSAS data viathe ODBC/JDBC
driver (included with OSAS 7.0) and allow you to use spreadsheet tools to
mani pul ate the data as you want and produce charts and graphsto visualize
trends.
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The General Ledger System Introduction

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

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 OSA S shortcut to start OSAS.

You can use the -u, -, -a, and -t parametersin OSAS shortcut properties or after
the osas command so that the system automatically uses the appropriate user 1D,
company 1D, and access code to save time logging 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
-aapple -cH

Note: In Windows, the -u, -c, and -a 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 -a apple

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

Refer to the Resource Manager guide for more information on these parameters.
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Starting OSAS

Logging In

After you start OSAS, the login screen appears.

1 |OSAS Login

O5AS:

T DPEN SYSTEMS?® Accounting Softwire

User D Sam
Company [0 H Builders Supply w

Access Code

Save Passward?

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Access Code. If you want to save your access code 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. Finally, click OK or press Enter to log in.

This screen appears only after you have set up users and access codes for the
OSAS system.

Access Codes

1-16

Access codes limit use of the system and protect sensitive information. Each
code allows access to specific applications, menus, and functions. If you cannot
select amenu or function, your access code is not authorized for it. Use the
Access Codes function in Resource Manager to set up access codes.

To change access codes, select Access code from the File menu, click the

Access Code button on the toolbar, or press F4 on the main menu. When the
Access Code box appears, enter the access code to change to and press Enter.
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Starting OSAS Introduction

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.

& Set Workstation Date [Z||§|PZ|
Commands  Edit Modes Other Help

2xEeema]? ¢@@ (&K )
‘Work station Date 08/02/2005 E

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

OSAS menus and functions are available in two modes: graphica 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 modeis the
only mode available.

You can use either text or graphical function screensindepently 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, press the
highlighted letter to use a command. These methods al so 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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Introduction Navigating OSAS

Main Menu

If you use BBj in graphical mode, the main menu isavailable 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

& | TODO - OPEN SYSTEMS® Accounting Software
File Modes Tools Favorites Other Help

Gl L e 2 @A & D

OSAS

OPEN SYSTEMS? dccounting Saftware

H  Builders Supply b

Kain Menu General Ledger - 2005
Billz of Materialz/Kitting ournal Tranzactions Tranzactions

Bank Reconciliation Feports Copy Recuring Entries

Paproll with Direct Deposit Productivity Reports GL Journal

Fixed Aszets Periodic Processing GL Activity Report

General Ledger File Maintenance GL and Transaction |nguiry
Inventary Statement Maintenance Edit Transactions

Job Cost Master File Lists Fost to Master

Purchase Order

Sales Order

Fesource Manager

| | Campany H | Terminal TOO0 | 08/02/2005 | &:50 AM

You can move around the graphical menu in these ways:

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

e 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 The MDI menu centralizes all OSAS functionality in one location: applications

Menu 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 data file at the same time.

Fie Modes Tools Other “Window Help

T5 S e 7 @ o Company D |H  Builders Supply .

neiliation| Payroll| ssets| Ledger - 2005 | jnventory | Job Cost|| Purchasing

Orders | Resource M

& 2005 Edit Transactions

Commands Modes Other  Scroll Commands  Help

2xr:namn|z2¢ (@8
GL Account Dehit Credit Reference Pd Cllw

Description Date Snc Allc

/R "l =
SALES 12/03/2006 AR M &
501000 6934 94 AR 12 ] B
COST OF SALES 12/03/2005 AR ¥
100000 12388.25 AR 12 ¥
CASH SALES 12/03/2006 AR [v]
203800 543.45 AR 12 ¥
SALES TAX 12/03/2005 AR ¥
104400 £334.54 AR 12 [v]
INVENTORY 12/03/2005 AR M| E
104200 25039.40 AP 12 ¥ 2
AP LINE ITEMS 12/03/2006 AP [v] =
Entry  DOODD1
------- Balance -
00
[ Enter=edt_ | [ allocate | [ Goto |

| Campany H | 08/02/2005 | Terminal TOOD | 0V

You can move around the MDI menu these ways:

e Toview an application’s menus, click that application’stab.

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

e Toexit from amenu, 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

1-22

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

3% Tax Locations ['._||E|FZ|
Commands Modes  Other  Scroll Commands  Help
2Xiz|ne @n[-¢[00
Tau Location 9 Mame | |
Tau Level Taux D
Auathority Tax on:
T ax Liability Acct Tax Refundable Acct l:l
Clazs  Description Sales Tax Purch Tax Tax Collected Tax Paid
uj] 0.000 0.000 .an .an g]
0z Exempt S ales 0.000 0.000 oo oo E]
03 Ind/&ar Prod. 0.000 0.000 .an .an
04 Interstate Comm 0.000 0.000 .oa .oa
05 Matar Yehicles 0.000 0.000 .an .an
06 Food Products 0.000 0.000 .an .an
07 Clathing 0.000 0.000 .00 .00 E]
0g Gasoline 0.000 0.000 .an U=
03 Services 0.000 0.000 .an .an E]
Total 1307.00 .00
Calculated 1307.01 fili]
Over/Short -0 fili]
[ Enter = edit] [Tax Loc:] [ First ] [ Last ] [ Newt ] [ Prev ] [ g ] [ Header]

| | Compary H | 08/02/2005 | Terminal TOOD | 0VA

You can move around the screen in these ways:

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

« If 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.

* 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.
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Navigating OSAS Introduction

Menus

Shortcut
Menu

Other
Commands
Menu

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 commandsin 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 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 cal cul ators 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 guide for more information on the
commands available on the Other Commands menu.
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Information
Menu

Favorites
Menu
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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:

*  General Information
e Comments

e History

¢ Documents

e Address Lookup

Not all of the commands above appear on every Information menu; instead,
commands are available only asthey 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 guide for more information on
how to use the functions on the Information menu.

The Favorites menu gives you quick access to the OSA S 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 applications to 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 afunction from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.
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Toolbars

As with menus, graphical screens also contain toolbarsthat give you fast access
to the most frequently used OSAS commands. The toolbar for the main menu
differs dightly from that of function screens.

Main Menu The toolbar for the main menu is shown below. Click a button to access that
Toolbar command.
Access Command Calendar Toggle
Code Help Favorites

L=
\2/
o=l
=
El

G

Workstation Application Calculator Call a BBj/Pro5
Date Versions Program
Function Thetoolbar for function screens is shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation
2RI 2R @A e @.|@.
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

E] 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 in aBatch ID field, OSAS|lists al 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 a new customer or item from within the Transactions function. The

M aintenance command is available when the Maintenance button appears onthe
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 mode is 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.

& 0SAS TOOD
Settings Edit  Print  Help

=1

06/01/2005

Comnpany H - Builders Supply

12:27 PH

Toono

Main Menu

General Ledger_

OFEN SYSTEMS (R) Accounting Software —|JRORBONOEUCEEH—

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

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

e Usethe arrow keys to move the cursor up and down to highlight the
application you want. Then press Enter to select it.

* Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to press the 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.

«  To moveto the first application on the menu, press Home. To move to the
last application on the menu, press End.

e On an 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.
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Function Screens

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

Settings Edit  Print  Help

Invoices

Transaction Type

You can move around the screen these ways:

Press Enter or the down arrow to move from field to field.

To use acommand that is listed in the command bar, press the highlighted
letter.

Use hot key commands to access information screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager guide for more
information on these commands and their corresponding hot keys.

If a screen contains more than one section, press Page Down when
prompted to move to the next section.
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« |f amenu appears prompting you for the kind of information to enter or
maintain (such asin 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

Other
Commands

Information
Menu

Favorites
Menu

1-30

Like the graphical mode, the text mode a so includes menus that give you access
to commands that 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 guide for full details about the
menus available in 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 1-23 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 afunction
screen.

The commands on the menu are avail able only asthey 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 1-24 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 afunction to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove afunction from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-24 for more information on this menu.
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Commands and Flags

Both the text menu and text function screens let you use commands to drill down
to more information, change companies or access codes, switch to sample data,
and perform tasks related to the function you are using. These commands are
ana ogous to the commands contained on drop-down menusin 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 unavail able), press the appropriate
alternate key combination to access the command.

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

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

e TheQuick flag remindsyou that you are using the Quick Entry mode to 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 1-24 for more information on this menu.

e When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter anew 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 arein.

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.
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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 commands that are available depend upon the function you are using, and are
ana 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 OSAS 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 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.

The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view a map of the first address on the screen, press
Shift+F4. To view a map 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

All OSAS applications contain a variety of reports to help you view and analyze
your business data. Each report function includes a selection screen that alows
you to select the range of information to include in the report, which appears in
alphabetical order when the report is produced. After you select the information
to include, use one of these options to output the report:

e Select Printer (or enter P in text mode) to send the report to a printer, then
select the printer to use.

e Select Print Preview (or enter R) to view the report in a preview window,
from which you can print the report later. This option isonly available on
Windows or graphical Linux workstations running BB;j.

e Select File (or enter F) to save the report to afile, then change the directory
path and file name (followed by the .txt extension), if necessary. Directory
paths and file names must be less than 35 charactersin length.

Note: To preserve formatting, view the reports you save to atext file with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

e Intext mode, enter S to view the report directly in an OSAS function screen,
then select whether to view it in Standard or Compressed width.

e  When available, select Email (or enter M) to e-mail the report, then enter the
e-mail address to sent the message to, the subject for the message, and
whether to include the report as an attachment to the message.

Generally, reports or forms that make up part of your audit trail cannot be
e-mailed. You also must set up your e-mail system in Resource Manager
before you can e-mail reports.

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

Consult the Resource Manager guide for more information about reports.
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Installation

Before You Install General Ledger

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

The Genera 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 least 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 Resource
Manager installation guide) to install General Ledger. Then install your other
applications.

Setting up General Ledger

Once you haveinstalled General Ledger on your system, you must prepare your
datafilesfor everyday use.

You can prepare files for use with General L edger in one of two ways: you can
create and set up your files manually on a new 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 Manual). For instructions
on converting your files, see the “Conversion” section later in this chapter.

If you plan to use other OSAS applications with General L edger, you must install
and set up General Ledger before you set up the other applications.
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If you use an earlier version of OSAS General L edger, 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, or 6.xx. If you want to convert to version 7.0 from a
version earlier than 3.2, contact a client support representative.

Note I

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.

Before you convert an application’sfiles, back up your datafiles.

Consider Your Setup

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

If you are converting from version 6.5x to 7.0, no conversion is necessary. You
should still use the Data File Conversion function to copy datafiles from the old
data directory to the new directory, however.
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Converting from Versions 4.6x and Earlier

The account numbers may haveto 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 adjustmentsin 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 7-13) to make the necessary changes.

To use the Cash Flow Contents function, you must make adjustments to 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 7-13) to make changes individually or in groups.

If you are converting from version 4.1 through 4.6, the account mask is aready
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 al application conversions are complete.

Note I

If you do not change account masks before you convert, your other
application maskswill not match.
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Converting to Version 7.0

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

& Data File Conversion

Commands Edit Modes Other Help

2xizlanmn|/zo|0a@

Select directory on which to creste files.

Enter directory that containg the files to be converted.

DIOSASE0S datal =
Do you want source files erazed after conversion? Fl
Do you want conversion to pause if a problem is found?

Appl Description Wersion Appl Description Wersion
GL General Ledger 6.05
AP Accounts Payable 6.12
AR Accounts Receivable 612
IH Inventory 6.05
FA Fixed Assets 6.05
Q)

| | Company H [08/02/2005 |Terminal TO0D | NS

1. Thesystem displaysall valid OSA S 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.

3. 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).

4. If you want the conversion processto pauseif 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 a problem.
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10.

11

12.

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 datafilesaready 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 filesfor 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 aproblem 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).

When the process is finished, the files are converted. Select the output
device for 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 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 identifiersto organize the
information in reports and inquiry windows.

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

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

000001

1

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.

e Itemsthat make up a code are always listed a phabetically. Theitems are
listed in this order for each position:

blank spaces

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

uppercase letters (A-2)
lowercase letters (a-2)
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Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if they were letters: 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 isplaced first in the list. Thiscomparisonis
made for each character in the range of IDs until the IDs are in a phabetical order.

If you use numbers for | Ds, pad them with zeros so that they are al the same
length and numeric rules can hold true. For example, in aphabetical sorting ID
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If 1D 60 were |D 000060 and ID 112 were ID
000112, ID 000060 would belisted first, since 060 is | ess than 112 alphabetically
and numerically.

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

»  Toprevent organization problems, use zerosto make all IDsthe samelength.
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 IDs 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 all lowercase letters so
that the IDs can be sorted correctly.

e Usedescriptive IDs. For example, WINOO1 and WINOO2 are more
descriptive I Ds than 000001 and 000002. (If you aready use a numbered
system, you might want to stick with it.)

e If youwant 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.

e Toensurethat you can insert new itemsinto a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive general ledger account 1Ds of 3001
and 3005 leaves room for three items in between.
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Follow the steps in the checklist below to set up your system. Each step is
explained in this section.

1

2.

8.

9.

Set up the options.

Build the CNVTxxx table.

Define the account mask.

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

Build the chart of accounts.

Build the GLALxxx (Allocations) file.

Build the GLRExxx (Recurring Entries) file.

Set up the financia statements.

10. Enter theinitial balances.

11. Set up access codes.

12. Set up abackup schedule.
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Options and Interfaces

To interface other applications with General L edger, 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.

The name of the company you are working with appears. Specify whether the
Optionstableisshared or owned. (See the Resource Manager guide for
information about Options tables.) Then enter GL as the application ID. The
General Ledger Options screen appears.

| General Le dger, Options

Commands Modes Other  Scroll Commands  Help
2xiz|na@n[26[0e

Description “alue

o zurting entries directly to the GL Journal? @

|z Period 13 used for normal processing? lle] g]

Allowy transaction entry in period 137 lle] E]

Do you vwant to use allocations? YES

Option ( 001 of 004
Enter = Toggle Write:
| Company H |08/13/2005 | Terminal TO0D |OWR
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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.

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. 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 months in 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 SY STEMS
Accounting Software applications.

The CNVTxxx table must be set up using the Resource Manager Period Setup

function before you can begin using the General L edger system. See the
Resource Manager User’s Manual for more information.
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Account Mask

Before setting up acompany’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, a hyphen) 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.

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: MMM M 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: 1111MMMM. 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.
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Multiple Companies

If you print consolidated statementsfor several companiesthat 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 7-3 for more information about account masks.

Account Segments

If you set up a division, 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:

001 Minneapolis
002 Cdlifornia
003 Texas

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

10 Accounting

20  Administration

30 Salesand Marketing
40  Shipping 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 7-9 for more information about account
segments.
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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 class is the general category an account
typefits into—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 7-13 for more information about account types.

Chart of Accounts

Before processing data in General Ledger, set up the chart of accounts. A well-
planned chart of accounts makesthe General Ledger system easy to use, requires
little maintenance, and can be expanded as a business grows. Take time to figure
out the best account structure for your present and future needs.

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
accountsin 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 on page 7-25). You can a so copy budget, last-
year balances 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 sasme company.
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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 (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 ligbilities, 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 accounts to 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.

For more information about memo accounts, see “ GL Accounts’ on page 7-15.

Account Balances
The beginning account balance isthe balance at the start of the current fiscal year

or quarter. Each of the 13 period balancesisthe net changein that balance caused
by the transactions posted to that period.
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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 unless the starting period is
the first period in your fiscal year.

Actual Balances

Set up actual balancesin either of the following ways:

e To produce 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 savetime 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 actua 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.

Usethe Account Budgets function (see on page 7-21) to enter budget and
forecast balances, using specia formulas. To print comparative income
statements or balance sheets, you must enter the last-year beginning and period
balances.

Consolidation

Usethe Consol-To Account and Step fields to 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.
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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 on page 7-15.

Allocations

If you enter transactions against one major account and then distribute them to
several other accounts, you can set up an allocation 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 alocations 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 alocated. When you post, the system creates entries
according to the allocation record.

For more information about allocations, see“ Allocations’ on page 7-29.

Recurring Entries

3-14

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 GLIRxxx
(Journal) file, use the Copy Recurring Entries function (page 4-11).

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.

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

For more information about recurring entries, see on page 7-33.

Financial Statements

Before printing financial statements, set them up through the Statement Layout
and Statement Contents functions.

A financial 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 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 BAL1 can be printed with
statement layouts BALA and BALF. This flexibility allows for a great range of
financial statements.
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Layouts

Usethe Statement Layouts function to control the width and placement of the
columns and to determine the type of balancesto 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 Changefrom 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/Y TD)
INCD Last-Year Comparison (current/QTD/Y TD)
INCE Budget/Last-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/Y TD)
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INCJ

INCK

INCL

INCM

INCN

INCO

INCP

RATA

Current Period/Previous Period/Y TD
Current Period/YTD

Current Period/QTD/YTD

YTD Divisional Side-by-Side Comparison
Divisional Side-by-Side Comparison
Companies Side by Side

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 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 Genera Ledger application contains
the following sample statement contents:

Content ID
BAL1
BAL2
INC1
INC2

RAT1

General Ledger User’s Manual

Description

Detailed (Balance Sheet)
Summary (Balance Shest)
Detailed (Income Statement)
Summary (Income Statement)

Ratio Analysis
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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 I Ds.

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 the ratio 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 analysisto calcul 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 on page 5-9) 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.

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.
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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
individual transactions in the GL Journa and post them to the appropriate
general ledger periods.

To produce aless 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 general 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
balances), the message Missing Entries is printed for each account that has
aperiod balance different from the beginning balance. You can ignore the

message.

See “Chart of Accounts” above and on page 7-15 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:

1

Usethe Transactions function (page 4-3) to enter all the transactions or the
total period activity for each account for period 1.

Copy recurring entries for period 1 to the GtttxxxW (Transaction Work,
wherettt representsthe terminal ID number) file. Then usethe Transactions
function to edit them and write them to the GL Journal.
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9.

Print the GL Journal for period 1 and check it (see “GL Journal” on page 4-
15).

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

Usethe Post to Master function (page 4-31) to post the period 1 transactions
to the GLMAxxx file.

Print a Trial Balance (see“ Trial Balance” on page 5-3) for period 1 to check
for errors.

If you find 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.

Use the Statements function (page 5-9) to print financial statements for
period 1.

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 versq). 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.

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.
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Access Codes

To safeguard your system, prevent access by unauthorized people. Use the
Resource Manager Access Codes function to set up access codes on your
system. You can set up access codes for the Genera Ledger system itself, for
menus in the system, and for individual functions. To control users access to
menus and functions, you can set up an access code for each user or group of
usersthat performs the same functions.

A Code for Each Company

Access codes are company-specific. When you set up an access code for a user,
the code is assigned to the company you are using. Because codes are company-
specific, you must set up a code for each company users need to access. You can
use the same code for each company so that the user does not need to remember
different codes. For example, set up the access code CHARM for companies A01,
B01, and CO01 so that a user can use the same code for each company.

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 accessto the
following functions:

¢ Account Mask

¢  GL Accounts

*  Copy Chart of Accounts
e Transactions

e Copy Recurring Entries
* Edit Transactions

e Post to Master

* Tria Baance

e Audit Trial Balance

e  Statements

¢ Create Last-Year Data

¢ Clear and Close Last Year
e Update Current Year

¢ Consolidate Master Files
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After you have set up your access codes, print alist of the codes and store it in a
safe place.

For more information about access codes, see the Resource Manager User’s
Manual.

Forced-Balance Password

The system also provides a forced-balance password, which lets you exit from
transaction entry functions in out-of-balance situations. You can exit from out-of-
balance 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 lose files 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 Genera Ledger datafiles whenever they change—every day or
every week—and before you run these functions:

¢ Account Mask

e 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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Note I

You must back up al the filesin 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 data files for a specified
company in adata path at one time.

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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Introduction

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

Regardless of where the journa 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.
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Usethe 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 time in the financial year or
quarter.

You need not use the Transactions function to enter all GL Journal transactions.
Other OPEN SY STEM S 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 4-11) to copy entries made on aregular
schedul e 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 adetailed 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).

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 entries to
include in the GL Journal and the GL Activity Report.
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The default source code for entries made through the Transactions function is
M1. You can change the second character to any other number or to a letter 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 Accrual
Entries’ on page 4-5 for more information) in the following GL period.

Here are some suggestions for assigning source codes:

» Assign specia 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 aparticular 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 MaterialgKitting

BR Bank Reconciliation

CL GL Year-End Closing

FA Fixed Assets

IN Inventory
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Code Source of Entry

JC Job Cost

PA Payroll

R1 GL Auto-Reversing Accrud (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

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 reverses the 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.

An R1 accrual transaction entered in the last period will be reversed in period 1
of the next fiscal year.

Automatic Allocations

You can make automatic allocations (page 7-29) 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 alocation flag is set for valid allocation accounts, they are
automatically distributed to the accounts specified in the all ocation record.
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Transactions Screen

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

4 2005 Transactions

FEX

Commands Modes Other  Scroll Commands  Help
2xizneAn[24 (@@
GL Account Debit Credit Reference Pd oy
Description Draits Src Alloc
""" Ol = =
Gas & Ol Expense 051 972005 [l [v] E]
101000 157 .98 GASIOIL 05 [¥] E]
Gas & Qi Expense 08492005 M1 Z
100500 273890 TRAWEL 03 Z
Conference haterials 0801972005 M1 []
100100 27380 [TRAWVEL 03 Z
Materials 051 92005 It Z
Ertry ([ 0001  of 0004 )
Total Debits Total Credit=— emeeeee Balance ---------
431.88 431.88 i}
[ Erter=cdit ] [ Append ] [ alloc ] [Allocaﬁons On] [ Wite ] [ Print report ]
I | Corpany H |08/ 92005 [Terminal TO0D [OvR

If no transactions are on file, the Append Line screen appears. See “ Append/Edit
Line Screen” on page 4-7 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 4-7 for more information.

e Press A to add a new transaction.See “ Append/Edit Line Screen” on page 4-

7 for more information.

e PressL to change the allocation flag of the current transaction line.

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

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

When you write transactions to the GLIRxxx file, they are cleared from the
temporary work file (and thus, from the Transactions screen). Use the Edit
Transactions function (page 4-27) to edit transactionsin 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 4-10.

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

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 thetitle and the fact that data appears in the Edit Line
screen.

| Edit Line
Commands Edit Modes Other Help
2xizna@n[2¢[0e
Ertry 000
GL Account 201000 Dehit Credit
ACCOUNTS PAYABLE - AFFILIATES 00 157.95
Trans Desc Gas & Oil Expense Reference | GASIOIL
Trans Date 051972005 E GL Period 05 | Source hd1 Allocate?
Cash Flow Transaction?
Field Description
Inquiry | GL Account Enter the number of the account to which to post the

Maint |

General Ledger User’s Manual

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.
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Field Description

Debit/Credit For adebit 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 correspondsto the
transaction date appears. Press Enter to post the
transaction to that period or enter a different period.

Source The source from the previous transaction appears.
Press Enter to accept it, or enter a different source
code. The system uses R1 if R1 isnot balanced.

The first 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 4-3.)

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 all ocated 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).
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Field Description

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

Usethe Proceed (OK) command to save the entry. After you save the entry, the
transaction appears in the scroll region on the Transactions screen and the cursor
returnsto the GL Account field in the Append Line screen. If the balance of the
entries is a debit, the offsetting credit amount appearsin 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 off setting 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).

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-bal ance password.
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Incorrect Entries

If you save an incorrect transaction, use the Edit Transactions function (page
4-27) 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 4-15) 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 balance, the forced-balance password is required

even if transactions are in overall balance. The system defaultsto R1 if R1 is out
of balance, and a warning appears when you enter or leave transactions.

Unwritten Transactions Report

0871572005 Builders Supply Page 1
10:55 AM Unwritten Transactions Report
Company H
Bntry [Perisd  Date CL Account Description Sre. Cflow Ref. Debit Credit Alloc
1 08 08/15/2005 201000 Cas & Dil Expense Ml Yes GAS/0IL 157.38  Yes
2 08 08/15/2005 101000 Cas & Dil Expense Ml Yes GAS/0IL 157.38 Tes
3 08 08/15/2005 100500 Conference Materials Ml Tes TRAVEL 273.30 Tes
4 08 08/15/2005 100100 Materials Ml Tes TRAVEL 293.30  Yes
ENDING BALANCE PERIOD 08 431,38 431,38
BALANCE 431,38 431,38
End of Report
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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 7-33) 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
GLJRxxx (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 all the entriesin 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

Journal Transactions

Copy Recurring Entries Screen

4-12

Select Copy Recurring Entries from the Journal Transactions menu. The Copy

Recurring Entries screen appears.

%2005 Copy Recurring Entries
Commands  Edit Modes Other Help

o)X

2xizna@an[ 260

Run Code  From
Thru

Copy Date
Copy to Period

B
592005 [To)
;

| Company H |08/13/2005 | Terminal TO0O |OWR

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 1-33 for more information on output devices.
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Out-of-Balance Entries

The system verifies the balances of all 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
changes to list the total debit and credit balances for each run code.

B BEIE]

Commands Edit Modes Other Help

2xElrama[-e(ee

& |Password Entry

Commands  Edit Modes Other Help

2xizmaEn]26 @@

Enter Password to Cortinue Without Balancing | *******

Amounts Shown Are Totals of Selected

Run Code Balahces for Compatices H
Fun Code Balance Fun Codle
L[] 0.00 5 0.00
1 247 [ 0.00
2 0.00 T 0.00
3 0.00 L] 0.00
4 0.00

| | carnpany H |08/19:2005 |Terminal T000 |0VR

The balance shown for arun codeisfor 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 codes that are out of balance and exit from the function. Produce the
Recurring Entries List (see on page 7-33) to find the source of the problem. Then

usethe Recurring Entries function to fix the out-of-bal ance 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 4-3) 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

4-14

08/159/2008 Copy Pecurring Entries Page 1
10: 52 AM Pericd &
Debit Credit
H COMPANT TOTAL 7.03z2.42 7.03z2.42
GRLAND TOTAL 7,032_4F 7,032_4F
End of Beport
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GL Journal

The GL Journal is the 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 Journa screen appears.

% 2005 GL Journal
Commands  Edit Modes Other Help

2xina@n

24 @@

Pick Period

Source Code

hain Account

Divizion

Department

Subaccount

Entry

Fram
Thru
Fram
Thru
Fram
Thru
Fram
Thru
Fram
Thru
Fram
Thru
Fram
Thru

Line
s

2.
&k
4

1 Pririt by
12 () Entry Mumber
() Account Number
() Source Code

1000 (8]
soo0 (8] Account Nurmber Sort
ol (8]
03 (8] Print:
9 () Posted Transactions
9 () Unpasted Transactions
4 ) Bath
O‘
Date to Print Paost A
Headings

12345672001 E2345678501234567850
Builders Supply

GENEPAL LEDGER JOURNAL
0g8/12/05

| Company H |08/13/2005 | Terminal TO0O |OWR

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

N

Inquiry
Inquiry

Inquiry

Inquiry

-16

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 elseis using the GLIJRxxx file.
Select the output device. See “Reports’ on page 1-33 for more information

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

GL Journal

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
balance because not all offsetting transactions will be listed. You must list all
accountsto 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.

08/19/2005 Builders Supply Page 9
Period 01 Thru 12
11:15 AM CENERAL LEDGER JOURNAL
Company H 08/15,/05
Bntry Per. Post Date GL Account  Description Srce. Cflow Ref. FPost Debit Credit Allsc.
1700 1z 08/18/2005 805000 Tax loc CA cls 03 AP Yes AP Ho 151.35 Tes
1701 1z 08/18/2005 805000 Tax loc CA cls 03 AP Yes AP Ho 586.17 Tes
1702 1z 08/18/2005 805000 Tax loc CA cls 03 AP Yes AP Ho 43.57 Tes
1703 1z 08/18/2005 200000 2P AP Yes AP Ho 2,379.73 Tes
1704 1z 08/18/2005 104400 COODS RCVD-IN Accrual AP Yes AP Ho 8,015.23 Tes
1705 1z 08/18/2005 200000 COODS RCVD-AP Accrual AP Yes AP Ho 9,351.87 Tes
1706 1z 08/18/2005 S06000 COODS RCWD-Exp Accrual AP Yes AP Ho 1,376.64 Tes
1707 1z 08/18/2005 104400 INV BCVD-IN Accrual AP Yes AP Ho 2,245.10 Tes
1708 1z 08/18/2005 200000 INV BCVD-AP Accrual AP Yes AP Ho 2,245.10 Tes
ENDING EALANCE PERIOD 12 622,838, 53 622,838, 53
BALANCE 1,367,475.94 1,367,475.97
End of Reporc
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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 bal ance has changed and which
transactions have affected it.

How to Use This Report
The GL Activity Report can serve several purposes.

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

e Produce thereport 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.

e Produce thereport for all periods, al source codes, and all 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

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

& 2005 GL Activity Report

Commands Edit Modes Other Help
2xrzramn[-¢(0@
Pick Period Fram 1 Account Mumber Sort 11
Thru 12
Source Code  From Prirt Inactive Accourts?
Thru
hain Account From | 1000 E] Ihclude Zero Balance Accounts? Fl
Thru (3000 (8]
Divizion Fram |01 E] Date to Print Paost A
Thru (03 [8)
Department From LY
Thru LY
Subaccount From LY
Thru LY
Headings
Lire 12345672001 E2345678501234567850
{1 Builders Supply
2. ACTIVITY REPORT
&k GENERAL LEDGER
4. 0g/19/08
| | Company H |08/13/2005 {Terminal TO0O |OWR

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.
Inquiry 3. Enter the range of main account numbers you want to include in the report.
Inquiry 4. Enter the range of divisions you want to include in the report.

Inquiry 5. Enter the range of departments you want to include in the report.

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

7. 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.
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Journal Transactions GL Activity Report

8.

10.

11

12.

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.

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).

Select the date you want printed on 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.

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 elseis using the GLIRxxx file.

Select the output device. See “Reports’ on page 1-33 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

08/19/2008 Builders Supply Page 13
Period 06 Thru 08 ACTIVITY REPORT

1l:z4 AM GENERAL LEDGER

Company H 08/15/05

Sorted by Main Account Number

CL Account Post Date Description Entry Per. Erce. Cilow Ref. Post Debit Credit
806000 OTHELR EXPENSES 7,721 68
0640772008 Period 06 Actiwvity 1374 08 Ml TYes Tes 1,210,687
ENDING EBALANCE PERIOD 0§ 8,932,322
0740372008 Period 07 Actiwvity 1378 a7 Ml TYes Tes 1,208 63

ENDING BALANCE PERIOD 07 1lo,z22.01

08/0E5/2008 Period 08 Adjusting Entry 1376 og Ml TYes Tes 1l,842.10
0841272008 Tax loc CA cls 00 1389 g AP Yes AP No 7z.70
0841272008 Tax loc CA cls 03 1320 g AP Yes AP No EZE. 22
0841272008 Tax loc CA cls 00 1321 g AP Yes AP No Zo.00
0841272008 Tax loc CA cls 00 1332 g AP Yes AP No 2.00
0841272008 Tax loc CA cls 00 1393 g AP Yes AP No Z.00
0841272008 Tax loc CA cls 00 1324 g AP Yes AP No 2.00
08418/2005 Tax loc CA cls 00 1873 g AP Yes AP No &3.00

08418/2005 Tax loc CA cls 00 1674 g AP Yes AP No 47.328
08418/2005 Tax loc CA cls 00 1878 g AP Yes AP No Z.1z2

08418/2005 Tax loc CA cls 00 1e78 g AP Yes AP No 1.7&8
08418/2005 Tax loc CA cls 00 1877 g AP Yes AP No 2.00
08418/2005 Tax loc CA cls 00 1878 g AP Yes AP No Zo.00
08418/2005 Tax loc CA cls 00 1872 g AP Yes AP No 2.00
08418/2005 Tax loc CA cls 00 1e80 g AP Yes AP No Z.00
0841872005 GOODE RCVD-Exp Accrual 1egd og AP Yes AP No SE0.00

0841872005 INV LCVD-Exp Accrual 1eg7 og AP Yes AP No SE0.00
ENDING BALANCE PERIOD 08 12,776 64
888200 EUSPENEE a.00
ENDING EBALANCE PERIOD 0§ a.00
ENDING BALANCE PERIOD 07 a.00

0841572005 Credit Union 1613 g PA  Yes PAYROLL No &0.00

0841572005 Dues 1614 g PA  Yes PAYROLL Ho 1&.00

ENDING BALANCE PERIOD 08 7E.00

ACTIVITY BALANCE 4,006,132 52 4,006,132 L&

GL BALANCE 12,613,545 82 12,613,545 26

End of Reporc
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GL and Transaction Inquiry

Usethe GL and Transaction Inquiry function to view individual accounts and,
optionally, their transaction history. You cannot change the information.

GL Account Inquiry Screen

Select GL and Transaction Inquiry from the Journal Transactions menu. This
Screen appears:

& GL Account Inquiry:

Commands Modes Other Help
2xiznenn[-o(0@
Account LY Type 010 Cash On Deposit
Description CASH IN BAHK - 1st HATIONAL DE, CR, or Mema Debit
Clear To Account Step L[] Alternate Budget Forecast
Consol To Account Step L[] Entry Method Activity
Period Actual CY Budget Last Year Forecast
Bedin 4514.50 4514.50 4030.52 4514.50
35112 115.50 177.90 35112
2 -201.14 -15.00 15.63 -201.14
3 1212 85.75 -220.00 1212
4 115.50 177.90 -201.14 115.50
& -15.00 15.63 35112 -15.00
G 85.75 -220.00 1212 85.75
7 15.63 35112 -15.00 15.63
g 177.90 -201.14 115.50 177.90
9 -220.00 1212 85.75 -220.00
10 188.88 15.40 -201.14 188.88
1 -§4.60 85.75 35112 -§4.60
12 -100.00 188.88 1212 -100.00
13 .00 .00 .00 .00
Enl 4540.66 5126.41 4514.50 4540.66
[ aCcount ] [ First ] [ Last ] [ Prew ] [ et ] [ Scan trans ] [ Al budget ] [ Balfactivity ]
| | Company H |08/13/2005 | Terminal TO0D |OWR

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

« Toview information for a different account, press C. 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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GL and Transaction Inquiry Journal Transactions

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

« Toview transactions for the current account number, press S. When the
Period prompt appears at the bottom of the screen, enter the period for the
transactions you want to view. The Transaction Inquiry Screen appears.

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

«  Totoggle between viewing the amounts as balances or activity, pressB.

For an explanation of the fields on the screen, see “GL Accounts’ on page 7-15.

Transaction Inquiry Screen

& Transaction Inguiry [’._||E|PZ|
Commands Modes Other Help
2xiz|nean[2¢[0e@
Period 05 Beginning Balance: 4,876.48
Trans Date SC Description Reference Amount Al Pst CF
08/18/2005 | AR 00002081 /FHEO0T /000001 LOS0m
Period 08 Ending Balance: 311,990.90-

Thefirst screen of transactions for period you specified appears. Use the cursor
keys to scroll through the transactions. If the transactions extend beyond one
screen, press G to move to a specific transaction.
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Journal Transactions GL and Transaction Inquiry

Thefollowing information appears:

« the account’s beginning balance for the specified period

« date, source code, description, and reference of the transaction

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

» alocation status of the transaction

e  post status

» cash flow status

« account’s ending balance for the specified period

For more information about the fields, See “Transactions” on page 4-3.

When you are finished looking at the transactions for an account, press D to
return to the GL Account Inquiry screen.

When you are finished looking at the GL Account Inquiry screen, use the Exit
(F7) command to return to the Journal Transactions menu.
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Edit Transactions

Editing vs.

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.

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 4-3).

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 Journal Transactions

Edit Transactions Screen

Select Edit Transactions from the Journal Transactions menu. This screen

appears.
42005 Edit Transactions [’._||E|P5__<|
Commands Modes Other Scroll Commands  Help
2xiz|ne@n[2¢[ee
GL Account Diehit Credit Reference Pd il
Description Drate Src Allc
838,80 AR =
SALES 12/03/2005 SR M | &
501000 934 .94 AR 12 F &)
COST OF SALES 1200372005 AR z
100000 1238825 AR 12 z
CASH SALES 1200372005 AR z
2035300 249 45 |AR 12 z
SALES TAX 1200372005 AR z
104400 6934 .94 |AR 12 z
INYEMTORY 1200372005 AR z E]
104200 25039 40 2P 12 M &
AP LIME ITEMS 1200372005 AP z E]
Entry 000001
------- Balance ------
03
Erter=edit ] [ allocate ] [ Goto ]
| | Company H |08/13/2005 |Terminal TO0O |OWR

Use the commands to edit the transactions that appear:

*  PressEnter to edit the selected transaction line. See “Edit Line Screen” on
page 4-29 for more information.

* PressL to change the allocation 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.
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Journal Transactions

Edit Transactions

Edit Line Screen

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

If you edit a transaction that originated in another OSAS application, a warning
message appearsto alert 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 as it 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.

4| Edit Line

Commands Edit Modes Other Help
s FIEIET
Entry 000004
GL Account 203500 Dehit Credit
00 94945
Tranz Desc SALES TAX Reference | AR
Trans Date 120372005 ﬁ GL Period 12| Source Allocate?
Cash Flow Transaction?

You can change any field except Source.

Field

GL Account

Debit/Credit

Trans Desc

General Ledger User’s Manual

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 acredit transaction, the amount
appearsin the Credit field.

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

Journal Transactions

4-30

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 correspondsto the
transaction date appears.

If the transaction 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 appears in 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 appearsin text mode).

Usethe 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

Usethe Post to Master function to post the transactions in the GLIRxxx
(Journdl) file to the specified account inthe 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 else is using the
GLJIRxxx or GLMAxxx files.

« If youaregoing to print the GL Posting L og, 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 datafiles in case unforeseen problems such as a power surge or
failure interrupt the post and result in the loss of data.
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Post to Master Screen

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

appears.
/2005 Post to Masten [Z||§|g|
Commands Edit Modes Other Help
A FIEEIEY
Pick  Period Fram 7
Thru g
Source Code Fram

Thru

Are You Posting Allocated Transactions?
Do outant To Print Totals For Each Period?
Do ou tant To Print Detail?

FEE

| | company H |08/13/2005 | Terminal TO0D |OWR

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
alocated entriesin the GLIRxxx file, these entries are not allocated.

4-32 General Ledger User’s Manual



Journal Transactions Post to Master

4. If you want to print the total debitsand 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).

5. If youwant 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 1-33 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 all ocated.

If the message Invalid GL account printsin the log, the account for the
transaction has been deleted. Use the Edit Transactions function (page 4-27) to
assign avalid account to the journal entry. Then post again to put the ledger back
into balance.
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Post to Master Log

0871972008 Post to Master Page Z4
L1l:d4 AM GL Posting Log
Coupany H Pericds 07 Thru 0%

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

175 oz 08/1l8/2005 S08000 AP AP 2.13 TES
05/07/2Z005 Tax loc CA cls 00

1676 [uk:} 08/1l8/Z005 206000 AD AP 1.78 TES
0870772005 Tax loc CA cls 00

1e77 og 0gsle/Z00E 208000 AT AP 2.00 TES
08/07/Z005 Tax loc CA cls 00

1e78 o3 08/1l8/2005 S06000 AP AP z0.00 TES
0e/07/Z00E8 Tax loc CA cls OO0

173 oz 08/1l8/2005 S08000 AP AP 8.00 TES
05/07/2Z005 Tax loc CA cls 00

1680 [uk:} 08/1l8/Z005 206000 AD AP Z_00 TES
0870772005 Tax loc CA cls 00

le84 ul:} 0g/sla/z005 s0s000 AP AP S50.00 TES
0g/l2/EZ0058 GOODS DCVD-Exp hccrual

187 o3 08/1l8/2Z005 S06000 AP AP s50.00 TES
08/1l8/Z005 INV RCVD-Exp Accrual

1613 o 0871572005 235300 A PATROLL 60.00 TES
0571772005 Credic Union

leld og 0g/sLE/Z0O0E 9533900 ra PAYROLL 15 00 TES
0871742005 Dues

TOTAL POSTED THIS RUN gE8,291.20 8E8,281.23
TOTAL POSTED PERIOD 07 1,007,81Z.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-
balance 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 Ba ance screen appears.

42005 Tirial Balance

Commands Edit Modes Other Help
2xreramn[-¢(0@
Period g Print by Account Types? |:|

Account Mumber Sart hd1
hain Account Fram 1000
Thru  |3000 Print:
Divizion Fram 01 (3 Actual Amounts
Thru 03 () Currert-Year Budget Amounts
Dz o A () Mext-Year Budget Amounts
b A () Last-Year Amounts
Subaccournt From b} () Forecast Amounts
Wit X () Year-to-Date Actuals Only
Lire Headings
17345678901 2345678301234567890
S5 Builders Supply
2.
3. TRIAL EALANCE
4. Bugust 19, 2008
| | company H [08/13/2008 Terminal TO0D | NS

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

2. Enter the range of main account numbers, divisions, departments, and
subaccounts for which you want to produce the report.
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Reports

5-4

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 7-13.)

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 1-33 for more information
on output devices. After the report is produced, the Reports menu appears.
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Trial Balance

08/19/2008 Builders Supply Page
Period Beginning Balances
11:54 AM TEIAL EALANCE
Company H Rugust 15, 2005
Actual hetual

Current Period Tear-to-Date Balance
GL Account Description Debit Credic Debit Credic
100000 CASH IN BANK - lst NATIONAL 4,E14.E0 4,514. 50
100100 CASH IN BANK - Znd NATIONAL 0.00 0.00
100500 PETTY CASH 100.00 100,00
101000 ACCOUNTS RECEIVAELE 1z,155.50 lz,155.50
102000 ALLOWANCE FOR BAD DEET 243.10 243.10
104000 INVENTORY - RAW MATERIALS 958,335, 14 998,335, 14
104200 INVENTORY - WORK-IN-PROCESS 1,03E,227.71 1,035,227.71
104400 INVENTORY - FINISHED COODS 8EE, 345,62 858,345, 62
105000 PEEFATD EXPENSES 0.00 0.00
106000 MARKETABLE SECURITIES EE1,45E5.25 EE1,455 26
151000 LAND 450,000.00 450,000 00
152000 MACHINERY & EQUIPMENT 1,387,674.92 1,387,674.392
152500 ACCUM DEPR-MACHINEEY & EQUIP £30,121.10 £30,121.10
153000 OFFICE MACHINES 453,241, 67 493,241 67
153500 ACCUM DEPR-OFFICE MACHINES 253,661.27 253,661.27
154000 AUTOMOBILES 84,996.32 84,996,532
154500 ACCUM DEPR-AUTOMOBILES 32,745.31 32,749,351
180000 COODWILL 25,000.00 25,000.00
181000 ACCUM AMORTIZATION £,250.00 £,250.00
200000 ACCOUNTS PAYABLE - TERADE 235,166_41 235,166.41
201000 ACCOUNTS PAYABLE - AFFILIATES 37,751.37 37,751.37
202000 PAYROLL CLEARING ACCOUNT 0.00 0.00
203000 FEDERAL WITHHOLDING FAYAELE 0.00 0.00
203200 FICA WITHHOLDING PAYABLE 0.00 0.00
203400 STATE WITHHOLDING PAYAELE 0.00 0.00

1
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Audit Trial Balance

Usethe Audit Trial Balance as aworksheet at the end of the year. It shows year-
to-date account balances and last-year, budget, or forecast balances, and provices
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.

/2005 Audit Trial Balance

Commands  Edit Modes Other Help

A FIEIEY

Pririt:
() Last-Year Amounts

() Forecast Amounts

Account Mumber Sort

=

(%) Currert-Year Budget Amounts
() Next-Year Budget Amounts

Headings
Lire 12345672001 E345678501234567850
i Builders Supply

AUDIT TRIAL BALANCE
Aucast 19, 20085

h1

| Company H |08/13/2005 |Terminal TO0D | NS

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

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.
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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 1-33 for more information
on output devices. After the report is produced, the Reports menu appears.

Audit Trial Balance Worksheet

08/19/2005 Builders Supply Page E
11:59 AM
Company H AUDIT TRIAL EALANCE
Rugust 15, 2005
---- Adjustments ----

CL Account Description Last Year Current Year Debit Credit Ending Ealance
EZEDOD INSURANCE EXPENSE 0.00 0.00
EZEOO0L INSURANCE EXPENSE - MPLS 0.00 4E,302.57
EZEDOZ INSURANCE EXPENSE - DALL 0.00 19,431, 78
EZEDOR INSURANCE EXPENSE - OAKL 0.00 16,282, 18
201000 OTHER INCOME 0.00 (zz,418.385)
802000 FINANCE CHARGEE ASSESSED 0.00 (E72_EE)
804000 DISCOUNTS TAKEN 0.00 0.00
805000 INTEREST EXPENSE 0.00 152,715.53
806000 OTHEER EXPENSES 0.00 16,826.31
851000 FEDERAL INCOME TAX EXPENSE 0.00 0.00
852000 STATE INCOME TAX EXPENSE 0.00 0.00
999800 SHARES OUTSTANDING 0.00 0.00
999300 SUSPENSE o.0o0 (25_00)

BALANCE 0.00 (003}
End of Report
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Statements

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 parameters for the group of statements
in a batch statements record. Then when you print statements, you simply enter
the batch statement ID; the system prints the statements set up in the batch
statements record.

Before You 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
sample statement layouts and contents to print your own financial statements,
modify the samples to suit your needs, or set up your own statement layouts and
contents.

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

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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Reports

Statements Screen

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

&/ 2005 Statements

Commands  Edit Modes Other Help

Line

e

2xEbemn[o[0e
Estch ID [y
Fick  Statemert LayoutD  [BALA (& Fick  Division From |01 (4]
Statement Content D |[BALT (3] Theu (03 (8]
Department From LY
Period g Thru LY
Beginning Date 0B /2005 Subaccourt  From 9
Ending Date 0531 /2005 Thru 9
Corpany |0

Prirt Segment Detail?
Print Accounts With Zero Balances?

Print Yorkstation Date and

Statement Titles

123456789012345678
*CONA

EALANCE ZHEET WITH EUDGET COMPARIZON

Az OF *PEDW

Segment Sort 1

OOoE

Time? Change Foaters? Fl

S0123456789012345678901234567830

Cormpany H |08/ 92005 | Terminal TOOD | INS

Field

Batch ID

Pick Statement

Layout ID

5-10

Description

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

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

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

General Ledger User's Manual
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Field Description

Pick Statement If you entered a batch ID, thisfield is skipped.
Content ID

Period (1-13)

Beginning/Ending
Date

Company ID

Pick Division/
Department/
Subaccount

From/Thru

General Ledger User’s Manual

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

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 a company 1D, the statement content ID
you use must not have company IDs specifiedin it. If
you leave this field blank, the statement content you
use must have a company ID specified in it.

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 al the account segments, leave the
From and Thru fields blank.
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Field

Print Segment
Detail?

Segment Sort

Print Accounts With
Zero Balances?

Print Workstation
Date and Time?

Statement Titles 1-4

5-12

Description

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 al 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 al segments
of an account into the main account number.

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

If your account mask is divided into segments or if
you did not enter abatch 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).

PressEnter to use the current title (from the statement
layout), or enter atitle for the statement. Changesyou
make here do not change the layout permanently.
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Field Description

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.

Change Footers? 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
Footerswindow 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 1-33 for more information on output devices. After the statements are
produced, the Reports menu appears.

Comma-Separated Text File

If you are printing a statement (not a group of statements set up in a batch
statements record), you can elect to export the report to a comma-separated text
file. You can then open this file directly using Microsoft Excel or import the file
into other productivity software packages.

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
isrecognized by Microsoft Excel and other productivity software packages. If
you do not use commas as separator characters, General Ledger createsthefile
and adds a . TXT extension.
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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.

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

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

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 file is saved with a . TXT
extension instead of a.CSV extension. Change the separator character back
to acommacto use the .CSV extension.

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

Lotus Spreadsheet Notes

5-14

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

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.
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* Thecdlsinthe WKSfile arein Protected mode.

e 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.

e Only theresults 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.

e Theresults 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 inthe
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.

Statement Notes

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

Theincome statement, balance sheet, and ratio anaysis 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 printsin the position normally holding the
company name.

Theratio analysis contains earnings-per-share information. For this calculation to
be performed, the company’s chart of accounts has a memo 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

08/18/20085 Builders Supply Page 1
lz:05 PM
INCOME STATEMENT WITH BUDEET COMPARISON
FOR THE PERIOD FROM AUG 1, 2005 THROUGH AUG 31, 2005

ACCT DESCRIPTION *** CUTURRENT PERIOCD EEE EEE TEALR - T - DATE EEE
Na TEIZ YEAR % EUDCET % TEIZ YEAR % EUDCET %
REVENUE

4010 RETAIL SALES £805854.85 30.18 Z063383.82 £3.00 E2E57140.54 31.34 Z085824.53 30.23
4020 INC. FROM COMPLETED CONTRACTS 656133.38 70.46 E13155.65 71.30 4864564 .42 £8.85 4873087.23 70.64
4040 DISCOUNTS ALLOWED 6061.33- LEE- 640423~ .80- £6483.30- .80- £3546.40- .87-
4080 FREIGET 0UT 115.42 .01 .00 .00 115.42 .00 .00 .00

TOTAL REVENUE 831182.32 100.00 713745.24  100.00 7065730.88 100.00 6888865.36 100.00

COST OF GOODE 20LD

5010 COST OF GOODE 20LD - RETAIL 151672, 26 l6.23 103482.68 l4.50 1054815.38 14.33 1057435, 60 15.33
E0z20 COST OF GOODE S0LD - CONTRACTS 3634585.10 35.04 EE53153.42 35.47 £581433.73 36.54 E665847.47 38.64
5030 FREICET IN £3731.08 3.20 £5128.73 3.52 EE7136.35 3.21 £34655.58 3.40
5040 INVENTORY WARIANCE £316.383- LEd- .00 .00 £316.383- .08- .00 .00
TOTAL COST OF GOODS S0LD 535041 48 57.8% 381770.83 £3.483 3857534 53 £4_53 38573888 65 £7.37
GROSS PROFIT 38214084 47 .11 331574 41 46 51 320818635 4541 284086671 L
EXPENSES
SELLING EXPENSES
5100 SALARTES EXPENSE 57307 .43 615 57267 .06 8.02 4572381830 £.4d1 457122 67 663
5110 TRAWEL AND ENTERTAINMENT EXP 25211 .03 24512 .03 1812 .07 .03 183700 .03
5120 AUUTO EXPENSE 201766 LEZ £431.13 .34 13433531 1.30 1847117 )
5130 ADWERTISING EXPENSE 255856 ) 275058 .38 176605 24 2_50 1855305 _E8
TOTAL SELLING EXPENSES 62135 76 667 FEF33.83 8.78 TEETTE_1Z 10.84 48638383 720

MANUFACTURING EXPENSES

5200 PAYROLL EXPENSE 10564668 11.35 104230.85 14 60 BEEFSE 70 1163 B832001.56 1206
5210 DEPRECTATION EXPENSE 20080.34 216 18381_65 258 153518_55 2.17 155217 24 225
5220 MATNTENANCE EXPENSE 122638 213 1241 .08 217 837205 213 831124 213
5230 APPLIED OWERHEAD 4755 47 _51 4782 P72 _67 38525 50 -1 38877 .44 -1

TOTAL MANUFACTURING EXP. 131758_82 1415 12865581 18.03 102710880 14 54 103540748 15.01
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Balance Sheet

08/19/Z008
1Z:05 PM

ACCT
N

1000
lool
1008
1010
10z0
1040
1042
1044
1060

1810
1820
1525
1830
1E2E
1540
1545

lz00
1210

Builders Supply
BEALANCE SHEET WITH BUDGET COMPARIZON

AZ OF AUG 31, zZ005

DESCREIPTION CURRENT
TELR

ASSETS

CUTRRENT AZSETE

CASH IN BANK - lst NATIONAL (311930, 50)
CASH IN EANK - Znd NATIONAL (E732.90)
DETTT CASH 282,90
ACCOUNTS RECEIVAELE 17zE88_ 77
ALLOWANCE FOR EAD DEET (132 10;
INVENTORY - RAW MATERIALS 1024730, 05
INVENTORY - TWORE-IN-PROCEZS 1123770.67
INVENTORY - FINISHED OODZ Slz0ge. 21
MAPEETAEBLE SECURITIES E53091_75

TOTAL CURRENT ASSETS 3654005, 55

LONG TEPRM AEZSETE

LAND EO7EEO_ 0O
MACHINERY & EQUIPMENT 1863152 26
ACCUM DEPR-MACHINEEYT & EQUIR (530148, 64)
OFFICE MACHINES EE?L1EE_ 72
ACCUM DEPR-OFFICE MACHINES (222424 0Z)
AUTOMOEILES 94388 61
ACCUM DEPR-AUTOMOEILES (Ez417_ &7

TOTAL LONG TERM ASZSETS 17Z1866. 46

OTHER AZSETS

GOODTTILL Z5000. 00
ACCUM AMORTIZATION (EZ9d. &4
TOTAL OTHER ASZETE 1870538
TOTAL AZSETS E224E77. 22

Page 1

4824 26

lz0.00
1239640
(247 _ 391}
1042837, 44
11z3E511.1=2
DEOEZZ. 47
541371 43

3745466, 27

LEO7EED_00
1863182 36
(E313E7.6E)

LETLEE_TZ
(E2327432.67)

94358 61

[EZE7T7_83)
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Ratio Analysis

5-18

Bupply

DATIO ANALTEIE

087132005 Builders
12:05 MM

A4S OF AUG
DATIO

LIQUIDITY RATIOS

CURRENT RATIO

QUICE RATIO

IPROFITAEILITY RATIOR

HNET PROFIT MARCIN

RETURN ON AZZETS

RETURN ON EQUITY

EADNINGE PER SHARE

ACTIVITY RATIOS

INVENTORY TURNOWER (COGS)

INVENTORY TURMNOWER (3ALES)

RATE OF RETURN ON FIXED ASSETS

RATE OF RETURN ON TOTAL AZSSETS

LEVERAGE RATIOZ

DEET TO AZZETS

DEET TO EQUITY

31, 2005

CORRENT TEAL
DATIO

.04

-nE

.03

-4l

.63

Page 1

LAZST YTEAR
LATIO

721

1.z22

.07

-ng

WEE

.11

1.33

Z_37

4_27

1324

.43

.37
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Cash Flow Statement

The Cash Flow Statement provides information about sources and uses of cash
and cash equivalents within a business. 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

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

%2005 Cash Flow Statement

Commands Edit Modes Other Help
2xizramn|-¢ [0
Cash Flow Content ID CFCH E] Years 2005
Pick Period Fram 2 Pick  Division From |01 E]
Thru & Thru (03 (4]
Department From LY
Beginning Date 02401 /2005 Thru 9
Ending Date 06/30/2005 Subaccourt  From 9
Thru LY
Corpany |0 H
Prirt Detail? Change Foaters? Fl
Print Wworkstation Date and Time? Fl
Line Statement Titles
123456789012345678901234567850123455678901234567890
1.
2.
&l
4.
Cormpany H |08/ 92005 | Terminal TOOD | INS
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Field

Cash Flow Content
ID

Period From/Thru
(1-13)

Beginning/Ending
Date

Years

Company ID

Pick Division/
Department/
Subaccount
From/Thru

Print Detail?

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 intext mode). If
you want all accountsin each account type totalled
with the cash flow content description, clear the box
(or enter N in text mode).
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Cash Flow Statement

Field
Print Workstation

Date and Time?

Change Footers?

Statement Titles 1-4

Description

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).

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 in text mode). The Statement Footers window
appears. The changes you make in the Statement
Footerswindow are not permanent and affect only the
statements you are preparing.

Press Enter to usethetitlesthat 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 1-33 for
more information on output devices. After the Cash Flow Statement has been
produced, the Reports menu appears.

General Ledger User’s Manual
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Cash Flow Statement

Page 1

Cash Flow for Year 2005

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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Introduction

Create Last-Year Data
Clear and Close Last Year
Update Current Year
Month-End Maintenance
Consolidate Master Files
Remove Prior-Year Files
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Introduction

Use the functions on the Periodic Processing menu to process period-end and
year-end information. The year-end process involves the conversion and use of
last-year data, which is also 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 balancesin the GLMAxxx (Master) file. After period 12 (13
for quarterly systems), you must close out the balances in the income statement
accountsto 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, use
the Create Last-Year Data function (see page 6-5) to copy your data to last-year
files. Then you can process both the old year and the new year.

If your company’s basic accounting period is one month, you can use period 13
for year-end audit adjustments and to clear and close entries.

If your basic accounting period is one week, you must close the books once every
guarter, 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
Follow these stepsto close the books at year end:
1. Back upyour files.

2. Consolidate your GLMAxxx filesif you want to print consolidated financial
reports for companies that are on different computers (see page 6-21).
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3. Createthelast-year GLMAxxx and GLJRxxx (Journal) files for each
company (see page 6-5).

4. Switchto last-year files and use the Transactions function (page 4-3) 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 4-31) and print financial statements for the last period (page 5-9).

5. Usethe Transactions function (page 4-3) to enter the yearly or quarterly
audit adjustments, and post them to the GLMAxxx file (page 4-31).

6. Print the year-end financial statements for each company (page 5-9).

7. Usethe Update Current Year function (page 6-15) to update the beginning
balances for the current fiscal year.

Note I

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

8. Back up your datafiles for storage (see the Resource Manager User’s
Manual).

9. Clear and close the revenue and expense accounts (see page 6-9).

10. Usethe Update Current Year function (see page 6-15) to update the current-
year GLMAXxxx file with the final balances from the last fiscal year.

Month-End Maintenance
Use the Month-End Maintenance function only when you must make roomin
the GLJIRxxx file because disk space islimited. 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 6-19.
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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 GLJRxxx (Journal) files. Then you can make adjusting entries to | ast-year
fileswhile 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:

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

The beginning, 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:

If necessary, copy a chart of accounts or consolidate GLMAxxx files that are
on different computers. You cannot use the Copy Chart of Accounts
function with last-year files.

Because creating last-year files changes information in the GLMAxxx and
GLJIRxxx files, back up your datafiles.
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e Print the Chart of AccountsList (page 9-9) and make sure that each account
isassigned 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 elseis using the GLMAxxx and GLJRxxx files.

Create Last-Year Data Screen

6-6

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

4,/2004 Create Last-Year Data
Commands Edit Modes Other Help

2xizramn|-¢ [0

Have “ou Backed Up Your Currert-Year Files?

Reset Current-Year Journal Ertry Mumber to 17 Fl
Retained Earnings Account For H 7 304000 E]

Copy Mext-Year Budget to Current-Year Budget? |:|

Do You tYWant to Zero Mext-vear Budget Balances? Fl

| |company H [12/31/2004 |Terminal TO0O | NS

1. 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). We strongly
recommend that you always back up your current-year files before you
create last-year files.
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2. If youwant to reset the journa entry number for the new year’sentriesto 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.

3. Enter the retained earnings account to which you want to clear income
statement account balances.

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

4. 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).

5. 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).

6. Select the output deviceto print the Clearing Log. See “ Reports’ on page 1-
33 for more information on output devices.

This log shows al changes made to the income statement account balances.
Check the log to make sure that everything is correct.

After Creating Last-Year Data

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.

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 6-9).
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Periodic Processing

Clearing Log

123172004
12:E3 MM

GL Account

E3E00z
L2002
s01000
S0Z000
204000
s0s000
s0&000
251000
SEZ000
229500

Beginning Balawnce Clearing Log
Conpany H

Description

INZUPANCE EXPEMNZE - DALL
INSUPANCE EXPENSE - OAKL
OTHER INCOME

FIMAMCE CHARGES ASSESSED
DISCOUNTE TAHEN

INTEREST EXPENSE

OTHEFR. EXPENSES

FEDEPAL INCOME TiX EXPEMNSE
STATE INCOME T&¥ EXPENSE
SUSPEMEE

Transferred to Account 304000:

End of PReport

ZE418. 35
E7Z_65
]

ilu}
-oo
7500

Page Z

1343175
leZ23. 15

15271553
1682631

36592525
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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 youwant to seeretained 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

Before you clear and close by step, perform these tasks:

Print the Chart of Accounts List (see page 9-9) 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
(Journd) 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 6-15) 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 GLIRxxx fileswith the extension .Ynn (where nn represents a
two-digit year). Thesefiles 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 isthe difference between the total
revenues and the total expenses—that is, the profit (if it isacredit balance) or the
loss (if it is adebit 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 6-15).

Clearing and Closing to Capital Accounts

6-10

Before you use this function for the first time, you must use the GL Accounts
function (page 7-15) 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.
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Each account in the GLMAxxx file has a 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).

Before you close the books for the first time, follow these steps:

1. Determinewhich accounts will be closed to the capital account(s) in each
step.

2. Make sure that the account type assigned to each account is correct.

3. Enter the capital account number to which each revenue and expense
account will be closed. Then enter the step number.

4. 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:

e Clear and close all income, revenue, and expense statement accounts in one
step, which is the fastest way. Then use the Statement Layout and
Statement Contents functions to calculate the year-end figures you need.

e Closedl 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.

e Audit automatic closing by closing the accountsin 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.
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Distributing Net Income

6-12

The closing procedure you use depends on how your businessis organized.

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'sincome 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

Usethe GL Accounts function (page 7-15) 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 al the clearing steps, the income summary account
will have a credit balance showing the net profit for the year or a debit
balance showing the net loss. Use the Transactions function (page 4-3) 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 balance to zero.
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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.

%2004 Clear and Close Last Year,
Commands Edit Modes Other Help

2xiz 2B En[?20 |08

Clearing Step I

Uze Period

| |Company H [12/31/2004 | Terminal TO0D | 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 (wherennnn 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 4-15) and the GL Activity Report (page 4-19) 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 journd to the GLMAxxx file (page 4-31) 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 5-7) 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 6-15).
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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:

* 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.

» Usethe Setup (F9) command to access the last-year files.

When You Update

Updating the current year produces these results:

e Theactual account balancesin thelast-year GLMAxxx.Ynn fileare copied to
the Last Year column in the current-year GLMAxxx file.

«  Thebeginning account balances in the current-year GLMAxxx file are
updated by the ending balancesin the GLMAxxx.Ynn file.

e 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 financial 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.

42004 Update Current Year g|§|g|
Commands Edit Modes Other Help
2xznaan[2¢[ea

Harve “ou Printed Al Reports for Last Year,
and Backed Up Your Current-Year Files?

Retained Earnings Account 304000 E]

| |company H [12/31/2004 [Terminal TO0D | 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 (wherennnn is
the current General Ledger fiscal year).
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1. 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.

2. Enter the number of your company’s retained earnings account.

3. Makesurethat no oneelseisusing 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 Manual) so that the right period appears on the screen
in the next quarter.
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Month-End Maintenance

Usethe Month-End Maintenance function to erase transactionsin the GLIRxxx
(Journal) filefor periods you specify, without resetting the account balances. Use
this function only when you must make room in the GLJRxxx file because disk
spaceislimited. If you have enough disk space, you can keep an entire year’'s
journal entries on file. You can also 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 (seethe
Resource Manager User’s Manual).

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
|ast-year data erases all the transactions in the GLIRxxx file.

Before You Begin

Before using the Month-End Maintenance function, post the journal entries for
the corresponding periodsto the GLMAxxx (Master) file, make sure that the
ledger isin balance, and back up your datafiles.
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Periodic Processing

Month-End Maintenance Screen

6-20

Select Month-End Maintenance from the Periodic Processing menu. The

Month-End Maintenance screen appears.

%2004 Month-End Maintenance

Commands Edit Modes Other Help

CoX

2xzze a2 ¢ 0@

Delete Journal Entries:
for Petiods From | 11
Thru

Remove Unposted Entries?

Remove Cash Flow Exception Entries?

P
P

|company H [12/31/2004 | Terminal TO0D | NS

1. Enter the range of periods for which you want to delete entries from the

GLJRxxx file.

2. 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.

3. 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).

4. Make surethat no one elseisusing the GLIRxxx or GLMAxxx files. Then
use the Proceed (OK) command to begin processing. When processing
finishes, the Periodic Processing menu appears.
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Usethe Consolidate Master Files function to consolidate the account baances
from one GLMAxxx (Master) file into 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 5-9) to print statements for two or more
companies.

e Set up the statement contentsto print consolidated reports for the companies.

If you have General Ledger files on another computer, you can copy the
GLMAxxx files from one computer to another and then print consolidated
statements.

If you usethe 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:

e Consolidate al 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.
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e Consolidate the companies into two or more GLMAxxx files—for example,
to print separate consolidated statements for several departments.

If you want to print financia statementsfrom 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 7-15)
to specify the main company’s accounts (in the Consol To Account field) with
which the branch company’s accounts are consolidated.

If all the branch company’s accounts are the same as the main company’s
accounts, skip the Consol To Account field.

Each account aso 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

6-22

Take these steps to consolidate GLMAxxx files:

1. UsetheGL Accounts function (page 7-15) to verify that the branch
company’s accounts are set up to consolidate with the main company’s
accounts.

2. Back up the datafiles on all computers (see the Resource Manager User’s
Manual).

3. Copy each branch company’s GLMAxxx file to a different diskette. Then
copy each oneto the hard disk directory with the main company’s GLMAxxx
file.
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You must rename the GLMAxxx files that have the same company ID as the
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 adiskette 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

4. Usethe Consolidate Master Files function to consolidate the branch
GLMAXxxx files with the main GLMAxxx file.

5. Print the consolidated financia statements (see on page 5-9).

6. Restorethe 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.

%2004 Consolidate Master Files - Last Year,
Commands Edit Modes Other Help

I L IR
Copy From Compay b !
in File ID
with Step Mumber 1
into Company E]

| |Company H [12/31/2004 |Terminal TO0D | NS

1. Enter the D of the company you want to consolidate.

2. Enter the name of the branch GLMAxxx file for the company 1D you entered.
Enter the file name exactly asit appears in the file directory.

If you are consolidating severa branches with the main company GLMAxxx
file, you must perform this function for each branch.

3. If you are consolidating accounts by steps, enter the step number you are
consolidating at thistime.

4. Enter the ID of the company in the main GLMAxxx filewith which you want
to consolidate the branch company.
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5. Makesurethat no one elseisusing the GLMAxxx file. Then use the 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
GLMAXxxx file. Then erase the branch GLMAXxxx files from the hard disk.
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Remove Prior-Year Files

Usethe 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.

%2005 Remove Prior, Year Files

Commands Edit Modes Other Help

2xizramn|-¢ [0
Have “ou Backed Up Your General Ledger Data Files?
“Wear ta Remave E]

| | company H [12/31/2004 |Terminal TO0O | NS

1. If you have backed up your General Ledger data files, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

2. Enter the year for which you want to delete data.
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If there are unposted transactionsin the prior-year GLIRxxx file, the
following prompt appears if 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 sure that no one else is using the datafiles for the year you want to

delete. Then usethe Proceed (OK) command to begin deletion. When the
deletion is finished, the Periodic Processing menu appears.
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Account Mask

Account Segments
Account Types
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Account Budgets
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Tables
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Account Mask

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 a main 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:

Main account number
Division

Department
Subaccount

WN R Z

Theterms division, department, and subaccount are only labels. Use segmentsin
whatever way is necessary for your numbering structure. See chapter , section
for more information.
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The default mask is MMMMMMMMMMMM, which indicates that the main

account number segment takes up all 12 positions. You cannot del ete a mask; you

can only change it.

You can arrange the segments in any order, omit segments you do not need, and

use fill characters (for example, a hyphen) 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:

MM M 111222333

Main Division
Account Subaccount

Number
Department

Fill Character

nN1MM*MMMM

T T

Division Main
Account
Number

Previous-Year Files

7-4

The current-year and previous-year files access the same GLMSK (Account
Mask) file. Changes made to the account mask whileworking with previous-year

Fill Characters

MMMM-/3\-1\-2

Department

Main -
Acoount  gupaccount Divison
Number

Fill Characters

1111-2222-M M

DiviZn—l T ‘i

Department Main
Account
Number

files also affect current-year files, and vice versa.
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Account Mask Screen

Select Account Mask from the File Maintenance menu. This screen appears.

(2005 Account Mask
Commands Edit Modes Other Help

2xez[zemal/e]/ee@
Main Account Postion 1| Lencth 4
Division Position 5| Length 2
Department Position 0| Lencth o
Subaccourt Postion 0| Lencth o

Fill Character

User-Defined Account Sort 1
User-Defined Account Sort 2

Account Mumber Mazk MMMM11
b Main Account
1 Divizion
2 Depattmernt
3 Subaccount

| | carnpany H |08/19:2005 |Terminal T000 |0VR

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.

Division, If you are not using one of these account segmentsin
Department, your account number format, press Enter to skip it. 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.
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Field Description

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 GLJRxxx 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.

Usethe 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.
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Note I

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 aready 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 a new 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 adivision, 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 Screen

Select Account Segments from the File Maintenance menu. This screen
appears:

42005 Account Segments

Commands  Edit Modes Other Help
A IR
Account Mask MMMM11
Account Segment 1
Segment ID ol (8]
Description Minneapolis
| | Company H |08/13/2005 | Terminal TO0D |OWR
Field Description
Account Mask The mask for the company appears.
Account Segment Enter the number associated with the account
segment (1, 2, 3) for which you are entering a
description.

If you enter the number of asegment 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

Segment ID Enter the ID of the segment for which you are

entering a description. For example, if you have three
divisions, you can number 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.

Usethe 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 fitsinto—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.

Account Types Screen

Select Account Types from the File Maintenance menu.

5 Account Types

This screen appears.

Commands Modes ©Other Scroll Commands  Help
2xizeepn|/7¢|/0@

Type Description Account Class Code

003 C ) @
oo Cash On Deposit Current Azsets o E]
020 Accounts Receivable Current Azsets (] E]
025 Alloweance for Bad Debts Current Assets C

0z0 Ernployes Receivables Current Lssets C

035 Cther Receivables Current Azsets (]

040 hotes Receivable Current Azsets (]

0435 Ry Materials and Supplies Current Assets o]

=) Wiork-in-Process Current Assets ]

055 Finished Goods Inventory Current Assets (]

0E0 Prepaid Expenses Current Assets (]

0G5 Marketable Securties Current Assets o]

070 Cther Current Assets o]

07s Cther Current Assets o]

050 Cther Current Assets o]

100 Land Fized Assets D =
105 Builcding s Fixed Aszets o g]
110 Machinety and Equipmerit Fixed tssets C E]

[ Enter = Edit ] Goto ]
Carngsary H [08419/2005 | Terminal TO0D [OVR
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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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Usethe GL Accounts function to set up and maintain the master chart of
accounts. A well-planned chart of accounts makes the General L edger system
easy to use, requires little 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 manua for information about the
accounts from which you need to post entries. Make sure that the General L edger
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.

Note I

Use this function only to set up initial balances and enter annua 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.

Prerequisites

You must set up the account mask (see “ Account Mask” on page 7-3) before you
can set up acompany’s chart of accounts. You should also set up the account
segment descriptions (see “Account Segments” on page 7-9) 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, all 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 ligbilities, 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 numbers between accounts to 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

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, last-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

Select GL Accounts from the File Maintenance menu. This screen appears.

4 Gl Accounts

Commands Edit Modes Other Help
2xrramn[-¢[0@
Account LY Type 020 E] Accounts Receivable
Description ACCOUNTS RECENY ABLE DB, CR, or Memo Debit .
Clear To Accourt E] Step o Alternate Budget Farecast v
Consol To Account E] Step u] Ertry Method Activity -
Period Actual CY Budget Last Year Forecast
Bedin 121:55.50 121:55.50 18067 .75 121:55.50
4075.90 10111.75 2088.50 4075.90
2 -2250.75 -5550.50 -5005.50 -2250.75
3 148628 .55 1268.20 1:500.00 -3890.65
4 10111.75 2088.50 -2250.75 10111.75
5 -5550.50 -5005.50 4075.90 -5550.50
G 1268.20 1:500.00 -3890.65 1268.20
7 -5005.50 4075.90 -5550.50 -5005.50
g 2088.50 -2250.75 10111.75 2088.50
9 1:500.00 -3890.65 1268.20 1:500.00
10 -4400.00 99:3.50 -2250.75 -4400.00
1 99:3.50 1268.20 4075.90 99:3.50
12 juli} -4400.00 -3890.65 juli}
13 juli} juli} juli} juli}
End 157620.48 6269.45 12155.50 5001.25
[ Mzin | Company H |08/13/2005 | Terminal TO0D |OWR
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

Copy From

Type

Description

DB, CR, or Memo

Clear To Account

Step

Consol To Account

Step

Description

Thisfield appearsif you enter anew account. To copy
an existing account, enter the number of the account
you want to copy.

Enter the account type.

Enter the description of the account as you want it to
appear in reports and on statements.

For adebit account, enter D. For a credit account,
enter C. For amemo account, enter M.

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 6-9 for more
information).

If you did not enter an account to clear this one to,
press Enter to skip thisfield. 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.

If the account will be consolidated with an account
that is on a different computer (see page 6-21), 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.

If the account will be consolidated with an account
that ison 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 accounts in one step, enter 1.
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GL Accounts

Field

Alternate Budget

Entry Method

Period Begin/1-13

General Ledger User’s Manual

Description

For more information about steps and consolidating
accounts during periodic processing, see page 6-21.

If you want to enter or edit information for the
forecast budget, pressF. If you want to enter or edit
information for next year, press N.

To enter or edit activity for the account, pressA. 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 balancesin 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 commeas. If
you enter anegative balance, enter a negative sign (-)
before the number.

The system recognizes whether apositiveamountisa
debit or a credit by your selection in the DB, CR, or
Memo field.

The Account Budgets function (page 7-21) provides
formulas that facilitate the entry of budget and
forecast amounts. You can use the Copy Account
Balances function (page 7-43) to copy the last-year
actual, current-year budget, next-year budget, or
forecast balances for arange of accounts to their
current-year budget or forecast balances.
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Note I

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.

Usethe 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 og that you must print.
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Usethe 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.

42005 Account Budgets @|§|@

Commands Edit Modes Other Help
2xizramn|-¢ [0
Account LY Type 110 Machinery and Equipment
Description MACHIHERY & EQUIPMENT DE, CR, or Memo Debit
Manual Entry? |:| Alternate Budoet Forecast ¥
Period Actual CY Budget Last Year Forecast
Begin 138767492 136767492 1166197.48 136767492
1 40000.00 1509575 .00 4000000
2 .00 125481 66 .00 oo
3 .00 oo .00 oo
4 15995.78 oo .00 1509575
5 125481.66 oo 40000.00 125481 66
3 .00 oo .00 oo
7 .00 4000000 125481.66 oo
g .00 oo 15995.78 oo
9 .00 oo .00 oo
10 .00 oo .00 oo
1 .00 oo 40000.00 oo
12 .00 oo .00 oo
13 .00 oo .00 oo
End 1569152.36 1569152.36 138767492 1569152.36
| | Company H |08/13/2005 |Terminal TO0D |OWR
Field Description
Inquiry Account Enter the account number with which you want to
work.
Account Type/ The account type, description, and type of balance
Description/ (debit, credit, or memo) appear.

DB, CR, or Memo
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Field

Manual Entry?

Alternate Budget
Begin Actual/
CY Budget/Last
Year/Forecast

Period 1-13 Actual/
CY Budget/Last
Year/Forecast

Description

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, press N. 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 amountsin 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 thisfield
only.

Duplicate - Duplicate an amount in this field and
subsequent fields.

Allocate - Equally allocate an amount between this
field and subsequent fields.

L/Y $ - Adjust the balances in this field and
subsequent fields to the corresponding balancesin the
Last Year column, plus or minus a dollar amount.
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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 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 balancesin thisfield and
subsequent fields by a percentage. You cannot use
thisfunction in 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 a negative value 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.

Usethe Proceed (OK) command to save balances. The cursor returns to the
Account field. Enter the next account for which to adjust budget and forecast
balances or use the Exit (F7) command to return to the File Maintenance menu.
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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 al 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 General Ledger account number

e account description

» typeof account (dehit, 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 belost if you replace the
accounts.
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Copy Chart of Accounts Screen

Select Copy Chart of Accounts from the File Maintenance menu. The Copy
Chart of Accounts screen appears.

42005 Copy Chart of Accounts

Commands Edit Modes Other Help
2xizramn|-¢ [0
Copry:
Copy Divizion From oo E]
To 0z (s
hain Account Fram 1000 E]
Thru  |3000 (&)
Department Fram b1
Thru h)
Account Type  From 005 (4]
Thu 105 (8]
Ediit Account Descriptions?
Copy Current-Year Budget Amounts? |:|
Copy Mext-Year Budget Amounts? |:|
Copy Last-Year Amounts? F
Copy Forecast Amounts? Fl
Replace Existing Accounts in Destination Company? |:|
| | Company H |08/13/2005 | Terminal TO0O |OWR

1. Enterthetype of copy you want to perform. You can copy accounts from 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.
2. Enter the range of the companies, divisions, or departments from which you
want to copy.

3. If you are copying the chart of accountsfor 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).

4. Enter the range of accounts you want to copy.
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Copy Chart of Accounts

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 accounts for 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

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
7-15) 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
allocation 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 allocationsin the
Resource Manager Options and Interfaces function.

How Allocations Work

With thisfunction, 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 all ocation 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 payabl e account 200000
for $100. You indicate that the transaction should be automatically allocated.

Here isthe original journa entry:

Utilities
Expense Accounts
Main Account Payable
$100 $100
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When you post the transaction, the system creates this journa entry:

Utilities Utilities Utilities Utilities
Expense Ex_p_ense Expense Expense
Main Account Division 01 Division 02 Division 03
$100 $60 $10 $30

Last-Year Files
The current-year and the last-year files access the same GLALxxx file. Changes
made to allocation records while working with | ast-year files also affect current-

year files, and changes made to allocation records while working with current-
year files affect last-year files.

Allocations Screen

Select Allocations from the File Maintenance menu. The Allocations screen

appears.
% 2005 Allocations
Commands Edit Modes Other Help
2xzEramn[ro[e@
Account to Allocate LY UTILITIES EXPENSE
Description |Uti|'rties Exp. Allocation
GL Account Percent GL Account Percent GL Account Percent
01, |534001 () | so.00]16. [ 3. [
0z, LY 17. LY 32, b1
03, LY 18. LY 33, b1
04. LY 19. LY 34. b1
05, LY 20. LY 35, b1
06. [ 21 [ 36. [
07. [ 7, [ 7. [
08, [ 23, [ 38, [
0g. [ 24, [ 39. [
10. [ 25, [ 40. [
s LY 26. LY 4. b1
12, LY 27, LY 42, b1
13. LY 28, LY 43, LY
14. LY 29. LY 44, LY
15, [ 30. [ 45, [
Percentage to allocate 0% | Company H |08/13/2005 | Terminal TO0O |OWR
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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. Enter the number of the magjor account whose journal entries you want to
allocate to other accounts. The description of the account appears for
verification.

2. Enter adescription of the dlocation. It printsin the Allocations List.

3. Enter the number of each account to which to allocate entries made to the
major account.

Note I

Because the system cannot split a penny, the first account in the record
receives all the rounding adjustments.

4. Enter the percentage to be alocated to each account.

Before you can save arecord, the sum of the allocation 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.

Usethe 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

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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Journal entries made regularly—every week, every month—are called recurring
entries. Usethe Recurring Entries function to set up groups of recurring entries.
Usethe Copy Recurring Entries function to copy the recurring entries to the
GtttxxxW (Transaction Work, where ttt is the terminal I1D) 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 | ast-year files access the same GLRExxx (Recurring
Entries) file. Changes made to recurring entries while working with | ast-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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File Maintenance

Recurring Entries Screen

Select Recurring Entries from the File Maintenance menu. This screen appears.

£ 2005 Recurring Entries

FEX

Commands Modes ©Other Scroll Commands  Help
2xizneEn[20[@@
GL Account Dehit Credit Reference Run CFlae
Description Sro Allc
153500 440577 10000001 L v @
DEPRECIATION - FURR & Fli RE [ E]
521000 4403.77 10000002 1 [¥] E]
DEPRECIATION - FURR & FIX RE L
154500 2621.07 10000003 1 z
DEPRECIATION - AUTOS RE :
521000 2621.07 10000004 1 Z
DEPRECIATION - AUTOS RE :
181000 5.56 [100000035 1 Z
AMORTIZATION - GOODILL RE : E]
531000 558 10000006 1 [+] |
AMORTIZATION - GOODMLL RE F] @
----- Balance ------
.00
[ Erter=cit ] [ Append ] [ alloc ] [ an ] [ Balance ]

|Company H |08/1912005 |Terminal TODD |OVR

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 7-35 for more information.

e PressA toadd arecurring entry to the end of the list. See“ Adding or Editing
aLineltem” on page 7-35 for more information.

e 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 n in text mode), or vice versa.

*  PressB to view the run code balances.

7-34
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Recurring Entries

e Press G to moveto aspecific line. This command is available only when
there is more than one screen of entries.

Note I

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 appearsin 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.
4% | Edit Line
Commands Edit Modes Other Help
2xizlen|ma|/o|0a
GL Account 193500 Dehit Credit
juli} 440577
Tranz Desc DEPRECIATION - FURM & FIX Reference
Run Caode 1| Cash Flow Transaction? Source Allacate? F
Field Description

6L Accoun

Debit/Credit

Trans Desc

General Ledger User’s Manual

Enter the general ledger account number you will
post the transaction to.

Use the Maintenance (F6) command to open the GL
Accounts function (page 7-15) 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.
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Field Description

Reference Enter the reference number for the transaction. You
must enter a unique reference for each debit or credit.

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 allocationsin the Resource
Manager Options and Interfaces function, you
cannot access this field.

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 entriesis a debit, the offsetting credit amount appearsin the
Credit field of the next transaction. If the balance is a credit, the off setting 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 amountsis zero, a warning message appears, and the Run Code
Balances window appears. You must enter the password to exit.

3 Recurring Entries
Commands  Edit Modes Other Help

2xiz|nemn[e[eex

aaaaaaaa

Enter Password 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.
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Tables

Usethe 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 Genera Ledger system; see the Resource Manager User’s Manual 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.

The $PASSS$ Table

To ensure that the general ledger remains in 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.

Note I

Use the forced-ba ance 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 Journa isin balance.
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File Maintenance

Tables Screen

7-40

Select Tables from the File Maintenance menu. When the blank Tables screen
appears, enter $PASS$ in the Table ID field to list the contents of the table..

Commands Edit Modes Other Help

FUNCTION PAZEWORD

FORCED BAL. OWERRIDE

2xizpn|mn|o|0a
Table ID LY Description
Mumber of Colzs 2 Column Length 12 Type A .

|C0mpanyH 08122005 | Terminal TOOD |OVRE

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 same for al companies. If you
like, change it for additiona 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-balance password, use the Resource Manager
Access Codes function to protect the Tables function in General Ledger.

For additional security, remove this section from this manual.
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Copy Account Balances

Usethe Copy Account Balances function to copy the actual, current-year
budget, last-year, or forecast balances of arange of accountsto the current-year
budget, next-year budget, or forecast balances.

Copy Account Balances Screen

Select Copy Account Balances from the File Maintenance menu. The Copy
Account Balances screen appears.

£2005 Copy Account Balances @|§|@

Commands  Edit Modes Other Help

2xizramn|-¢ (0@

This function lets you copy Account Balances from one column
to anather. The halances in the destination column will be

averwritten.

Main Accourt From |1000 E] Copy Account Balances In Actual .
Thru | 2034 E] Ta Forecast L

Divizion Fram

Thru

Department From
Thru

Subaccount Fram
Thru

Percent Increase 5.00

oo
a2
)|

| | Company H |08/13/2005 {Terminal TO0O |OWR

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. Usethe Proceed (OK) command to begin copying balances. When the
balances are copied, the File Maintenance menu appears.
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Usethe 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.

2005 Assign Account Types g|§|g|
Commands Edit Modes Other Help

2xrramn[-¢(0@
Pick GL Account Fram 100000 E]
Thru 100500 (&)
Account Type 050 E]

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
changes you made are correct.

| | Company H |08/13/2005 |Terminal TO0O |OWR

1. Enter the range of accounts to which you want to assign account types.
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 type is also assigned to the range. If an account’s balance type is
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 arange 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 on 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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Usethe 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 thelog is on page 7-51.

When you select Change Fields from the File Maintenance menu, the Change

Fields screen appears:
& Change Fields
Commands Modes Other Scroll Commands  Help
2xiz|nean[2¢[0e@
Field ID 9
Criginal Y alue Mewy Yalue File Description Time Tag
TR = = Locnonrene e Loy | [ | =
200100 200001 g] Tax Location Header File Laong [#] =
E] Tax Location Header File Long [#] L
Distribution Codes File Laong [#]
Distribution Codes File Laong [#]
Distribution Codes File Laong [#]
Distribution Codes File Laong [#]
AP Check History File Short [#]
AP Purchaze History File Short [#]
Material Requisitions Det Long Z
Recurring Line tems Long Z
E] Tranzaction Line tems Laong [#] i
) |#P vendor File Long EN 4
E] Distribution Codes File Long [#] =
Ling Mo 000001 of 000002 )
[ Switch to tag ] [ Erter = edit ] [ Append ] [Begin code change ] [ Header ] Field IO
| | Company H |08/13/2005 |Terminal TO0D |OtR

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 I D 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.
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Header
" Inquiry | 1. EntertheField ID you want to change. You can change only General Ledger
_ fields from the General Ledger menu. To change IDs 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 the Field ID and indicate your preferencefor printing the log,
use the Proceed (OK) command to begin entering field values to change.
Values

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 Press S to switch to the File Description section to specify which files
change during processing.

*  PressEnter to edit the current line.
*  Press A to append another valueto the list.
*  PressB to begin the change field process.

*  PressH toreturn to the header section to change the selection you made
for printing the log.
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* PressG togotoaparticular entry. This option is only available when
there is more than one page of entries.

* PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

8. Continue entering old values and new vaues until you have specified all of
the values you want to change in the Values section.

Files

Thefilesthat contain the Field ID you selected appear in the File Description

section. You should change IDsin all 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. TheTime field gives you an idea of therelative time it takes to change the
fieldin agiven file. Fileswhere thiscode 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.

10. The Tag field denotes whether the file is affected by the copy process. Tag
the file to change fields in the file.

11. Select acommand.
*  Press S to switch to the Values section of the screen.

* PressEnter to toggle afile asincluded or excluded from the copy
process.

* PressA totagall of thefiles.
e PressN tountag all of thefiles.

*  PressB to begin the change field process.
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*  PressH toreturn to the header section to change the selection you made
for printing the log.

* PressG togotoaparticular entry. This option is only available when
there is more than one page of entries.

* 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 complete, the log printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to returnto the
File Maintenance menu.
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Change Fields Log

08/12 /2008 Builders Supply Page 3
S9:50 AM Change Field Log

File HName Records FRead PRecords Conwerted Original Total Pecord New Total Becords
GLREH & o] & g
GLECF 315 u] 322 3zZZ
GLECF 315 u] 322 322
GLMAH Could not get exclusiwe access to file.

GLMLH Could not get exclusive access to file.

INCTH o u] o u]
INGLH z u] z z
INGLH z o] z z
INGLH z u] z z
INGLH z u] z z
INGLH z o] z z
INGLH z u] z z
INGLH z u] z z
INGLH z u] z z
INGLH z o z z
INEOH o u] o u]
INTEH o u] o u]
DADDH 11 o] 11 11
PADFH z u] 97 97
PAECH z u] 11 11
DAWIH z u] 11 11
DAWIH 11 o 11 11
POORH 1 u] z4 z4
FOPQH £a u] L4 L4
S0FHH 188 o] 188 iR=1
S0KTH 12 u] 1z 1z
S0RLH z0 u] Z0 z0
S0RLH Z0 o] zZ0 z0o
SORLH zZ0 o zZ0 z0o
S0TDH 39 u] 39 39
S0TDH 32 u] 32 33
S0TDH 22 o 22 29
JOBEH z u] Z5 ZE
JOESH Tuproper field length; ENUM=0, Record=100004

JOBEH ZE o] ZE ZE
JOBSH Inproper field length; FNUM=0, Record=100004

JOBEH 3 u] Z5 ZE
Field ID GL ACCOUNT

Original Walue New Value

lo0100 100001

Z0o0loo0 Zooool
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Statement Layout

Usethe Statement Layout function in conjunction with the Statement Contents
function to create financial statements and reports. Several income statements
and balance sheets are provided with Genera 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 controlsthe width and placement of the columns
and the type of balancesto 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 allowsfor a great range of financial statements.

After statement layouts and contents have been set up, use the Statements
function (page 5-9) to print the statements.

What Statement Layouts Regulate
The statement layout determines
*  how a statement looks

« thetypes of information that go into the columns—account numbers,
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—calculated
for the quarter to date, year to date, or for specified periods.
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Planning and Examples

Before you set up a statement, determine what you want on it—the kind of
balance 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 also 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 Genera Ledger application contains the following sample statement layouts:

Layout ID
BALA
BALB
BALC
BALD
BALE
BALF
BALG
INCA
INCB
INCC
INCD
INCE
INCF

INCG

Description

Current/Budget Comparison
Current/Last-Year Comparison
Current/Budget and Last-Year Comparison
Change from Last Year

Current Period/Year to Date

Current Period/Year to Date

Six-Month Comparison

Budget Comparison (Current/Y TD)
Last-Year Comparison (Current/YTD)
Budget Comparison (Current/QTD/YTD)
Last-Year Comparison (Current/QTD/Y TD)
Budget/Last-Year Comparison (Current/Y TD)
Budget Variance (Current/Y TD)

Last-Year Variance (Current/Y TD)
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Layout ID Description

INCH Budget Variance (Current/QTD/Y TD)
INCI Last-Year Variance (Current/QTD/Y TD)
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 Company Side-by-Side Comparison
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.

Useasample 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.

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.
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Statement Layout

Statement Maintenance

Statement Layout Selection Screen

Select Statement Layout from the Statement Maintenance menu. The
Statement Layout selection screen appears:

(2005 Statement Layout

Commands Edit Modes Other Help

2xiznaan[ 240

Select:

() Maintain Statement Layout
() Copy Statement Layout

() Delete Statement Layout

| Company H |08/13/2005 | Terminal TO0D |OWR

Select the task you want to perform. You can maintain or create statement
layouts, copy statement layouts, or delete statement layoults.

Each of these tasks is explained in this section.
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Maintain Statement Layout Screens
Usethe Maintain Statement Layout screensto add or change statement layouts.
Screen One

When you select Maintain Statement Layout from the Statement L ayout menu,
the first screen appears.

& 2005 Maintain Statement Layout
Commands Edit Modes Other Help

2xrz|zemnl2e|/ee@
Statement Layout I° b
Statemert Title Mo 1 oM
Staternent Title Mo 2
Statermert Title Mo 3 EALANCE SHEET WITH EUDGET COMPARISON
Statermert Title Mo 4 85 OF *PECVY
Al Colurn Shift? F
Print Page Mo?
Mo of Blank Line(s) 2

Statement Focter Mo 1
Statement Footer Mo 2
Statement Footer Mo 3

Statement Foater Mo 4 UMALIDITED

Footer Starting Line Mo 56
| | carvpsany H |08/1212005 |Terminal T000 |0VR
Field Description

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 sheetsare 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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8-8

Field

Allow Column Shift?

Print Page No?

No Of Blank Line(s)

Statement Footer No
1-4

Description

Enter the title, using no more than 111 characters.

You can have part of the title 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 8-18 for more information.

If you want to shift column totalsto 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 shifts in the statement content and you can fit
more information on the page.

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).

Enter the number of blank linesto print between ther
title and the text, or press Enter to leave two lines.

The statement footers print at the bottom center of
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 I nserts’
on page 8-18 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
2005 Maintain Statement Layout
Commands Edit Modes Other Help
2xzeemn[-¢]/0a
Statement Layout I0 BALG
*CONA
Colurm D
(Mo of Columns = & 1
‘What Iz In The Calumn? 3 E] Actual (Report Width = 130 1
As Of When? ) ¥TD Rel Curr Year?
Howy Far Back? 5 Relative Cormpany ke
TEPTTTTTYY
Farmula
Scaling 1
Heading Mo 1 Addnl. Trailing Spaces 1
Heading ko 2 ) Prirt This Caolumn’?
Heading Mo 3 MONTHS &GO
Farmat - 00
-E- -D- -F- -H-
5 4 ]
DESCRIPTION MONTHS RGO MONTHS RGO MONTHS RGO
—HHHHHHHHE. 00 - {HHHHHHHHE. 00 —iHHHHHHEHE 00
| | Company H |08/13/2005 |Terminal TA0O |OWR

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 aready 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
intoit.

Copy From Thisfield appears if 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.
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 8-15. If you select 3, 4, 5, 8, or 9,
refer to “Account Balances’ on page 8-11. If you
select 6 or 7, skip ahead to “ Calculations’ on page 8-
13.
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Account Balances

If the column contains actual, budget, or last-year balances, enter this

information:

Field

As Of When?

How Far Back?

Year?

General Ledger User’s Manual

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 inthe As Of When field,
select one of these values:

« use the balance for the selected period only
* usethe quarter-to-date balance
* use the year-to-date balance

The year-to-date balance is the sum of the changesin
the balancesin every period through the one specified
in the 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
* use the year-to-date balance

Enter the year for the data you want printed in this
column. If you leave thisfield blank, the system uses
the current year.
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Field Description

Company If you entered 3, 4, 5, 8, or 9 in the 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-side format. 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 a financial statement
that uses thislayout 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
guestion mark (?). If you want to assign the layout to
one company, enter the company ID.

If you enter ? or acompany ID, you must enter at
least one of six account masks allowed for the
companies that use the layout.

When you print a side-by-side financia 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

If the column contains formulas, enter thisinformation.

Field

Formula

General Ledger User’s Manual

Description

The amount printed in aformulacolumn (type 6 or 7)
is calculated from amounts in previous columns or in
totals according to the formulayou 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 on 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 (actud, last-year,
forecast, or budget amounts) in that column type.

Use variable Tnx (n is the number of the Total field
[1-9], and x is the |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:
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Field Description

Totd field 9 in the statement content stores Total
Revenue.

Column F in 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 use in
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, like in
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

If the column contains information to print, enter this information.

Field

Heading No 1-3

Format

General Ledger User’s Manual

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 | nserts’

on page 8-18 for information about inserting current

data into 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.
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Field

Description

Column types 3-9 are numeric columns:
# represents a number (0-9)

0 represents a decimal place

. represents a decimal point

, represents a comma

The standard format for these column typesis
#ut#####.00-. This format 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 this limit; if some do, an error message
will appear. At the end of the statement, values that
exceed thislimit are marked with asterisksin the
statement printout.

You can print signs in 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 balancesin
debit accounts and debit balances in credit
accounts. You can enter the sign to the left or the
right of the number format.

+ Print anegative sign as described above, and print
apositive sign next to credit balances in credit
accounts and debit balances in debit accounts (1 eft
or right).
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Field

Addnl Trailing
Spaces

Print This Column?

General Ledger User’s Manual

Description

() Print parentheses around debit balances in credit
accounts and credit balances in debit accounts.

CR Print the |etters CR to the right of credit balances
in debit accounts.

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 adebit in a credit account, print a
negative sign to the right.

+###.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 a number 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.

Enter the number of spaces to insert between this
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 default,
which is 2 spaces.

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).
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When you save the column, the cursor returnsto the Column ID field. Enter the
next column ID to work with, or exit to the first Maintain Statement L ayout

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.

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 the title so that the
name of the company you are printing the statement for isinserted.

Thetable below details the available print-time inserts:

Insert

*PBDN

*PBDW
*Pbdw
*PBDM
*Pbdm
*PEDN
*PEDW
*Pedw
*PEDM
*Pedm

*PERN

8-18

Prints

Period Beginning Date—
Numbers

Period Beginning Date—Words
Period Beginning Date—Words
Period Beginning Date—Military
Period Beginning Date—Military
Period Ending Date—Numbers
Period Ending Date—Words
Period Ending Date—Words
Period Ending Date—Military

Period Ending Date—Military

Period Number

Example

11/01/00

NOV 1, 2000
Nov 1, 2000

1 NOV 2000
1 Nov 2000
11/30/00
NOV 30, 2000
Nov 30, 2000
30 NOV 2000
30 Nov 2000
11
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Insert Prints Example
*COID Company 1D H

*CONA Company Name Builders' Supply
*SCID Statement Content ID BAL1

Copy Statement Layout Screen

Usethe 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:

52005 Copy Statement Layout
Commands Edit Modes Other Help

LA FIEEIEY
Fram  Statement Lavout ID BaLA, (&
To  Statemert Lavout ID BaLD (&)

| | Company H |08/13/2005 |Terminal TO0O |OWR

1. Enter the ID of the statement layout you want to copy.
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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 or a
mixture of uppercase and lowercase letters, keep track of which caseyou
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.

Usethe Proceed (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.

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 delete 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.

%2005 Delete Statement Layout

Commands  Edit Modes Other Help

2xizramn|-¢ (0@

Delete  Statement Layout D BALE E]

| Company H |08/13/2005 | Terminal TO0D |OWR

iy | 1

Enter the ID of the statement layout you want to delete.

2. Select Yes or usethe 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.

Enter the next statement layout 1D you want to delete, or exit to the
Statement Layout menu.
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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 Genera 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 controlsthe width and placement of the columns
and the type of balancesto 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 allowsfor a great range of financial statements.

After statement layouts and contents have been set up, use the Statements
function (page 5-9) 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 segmentsto use
e add balances and print the totals

e printlinesof text

e underline and shift columns of figures

Generally each line of the statement contents represents a row on the statement.
Therows are printed in the order of the sequence numbersin the first column.
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Planning and Examples

8-24

Enter statement contents oneline 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 Shegets)
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 | Ds.
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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 RAT1 to identify the memo account number. The number of shares
in that account is used in the ratio analysisto calcul 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 all 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 Screen

Select Statement Contents from the Statement Maintenance menu. The
Statement Contents screen appears.

Statement Maintenance

2005 Statement Contents [ZII@[XI
Commands Modes Other  Scroll Commands  Help
2xizna|ma|-¢ (0@

Statement Contert |0 LY
Use Acct Mask for Company % Mask MMMM11

Act on Total

Seq Mo Frc Co Beg AcctType End AcctType  Description 123456739 @
o000z HP CURREMT ASSETS E]
000003 |(AD 100077 109977 + E]
ooo0o4 s
ooo0os |CR
00000 (71 TOTAL CURREMT ASSET 0+
0o00a7 |(CL
00000s HP LOMG TERM ASSETS
0ooo0s |(AD 150077 159977 +
oooo10 s
000011 [cR =
ooooi 2 (T1 TOTAL LOMNG TERM 255 0+ E]
000013 |CL E]

Line ( 000001 of 000053 )

Erter = edit ][ Append ][ Header ][ Goto ]

| Company H |08/13/2005 |Terminal TO0O |OWR

iy | 1

iy | 2
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Using only numbers and letters of the same case you used in the Statement
Layout function, enter the statement content ID.

Enter the ID of the company whose mask you want to use for the content.
The company’s account mask appearsin the Mask field.

Use the commands to work with the information in the scroll region:

e Toedit the selected line item, press Enter. See “Edit or Append aLine
Item” on page 8-27 for more information

e Toaddalineitem, pressA. See “Edit or Append aLine Item” on
page 8-27 for more information.
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To insert aline between two existing lines, select the sequence number
where you want to insert aline and press the Insert key.

The system automatically inserts aline and renumbers subsequent lines,
then opens the Insert Line screen. This screen isidentical to the Edit
Line screen (see below). Use this screen to enter values for the new line.

To return to the header portion of the screen, press H.

To go to aparticular line item, 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 appearsin the Edit Line window.

& | Edit Line

Commands Edit Modes Other Help
2xizeaan[o][0e
Sequence Mumber 000003 Function AD | Account Detail
Print Rowe? Company E]
Beginning Account Mo 100077 E] Beginning Account Type LY
Ending Account Mo 109977 E] Ending Account Type LY
Description Desc Tab 2

Total 1 + | Total2 Total 3 Total 4 Total 5

Total 6 Total 7 Total & Total 9
Print Debit Credit or Both Eoth * | Reverse Signto Print? Il
Prirt Dallar Signs? Fl Mumber of Chars to Shift
Extra Blank Lines o

[99=Newy Page)

Action on Totals (+ For Add, - For Subtract, 0 For Zero)

Field

Description

Sequence Number 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 ba ances and the period(s) that
print are determined by the columnsin 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 prints in 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
individua accountsfor 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 fieldsin 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 | ft.
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Field
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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 allows it, 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 goes to the Description
field; the text you enter is indented from the left
margin by the number of spaces you specify in the
Desc Tab field.

The balances and sums stored in any or al of the nine
Totals fields (see the Totals 1-9 field below) print on
the statement.

To print the amounts that are in atotal column, enter
Tn (n isthe total column [1-9]). For example, enter
T1 to print the amounts in the Tota 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 iswhere the
answer is stored. For example, to print the result of
the formula T8B/T9B, enter T8.

Enter UD to print a double underline.
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Field Description

Enter US to print asingle underline.

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 el se.

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 statements for
several companies.

Leave thisfield blank to specify the company ID at
print time.

If you always want to use a particular company’s
bal ances on thisline, enter the company’s ID. Then
do not specify a company ID at print time. (See
“Statements” on page 5-9 for more information.)

You can produce consolidated statements for severa
companies in one of these ways:

» Specify two or more company |Ds when you print
statements. In this case, do not specify any
company IDs in the statement content.

 Set up totalsin the statement content. For example,
on onelineyou could put the summariesfor arange
of accounts for company A, and on the next line,
the summaries for arange of accountsfor company
B. On the third line you could total summaries for
the companies, using total 3. You can also specify
not to print each company summary line so that
only the consolidated total s print.
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Field

Beginning/Ending
Account No

Description

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 5-9 for more information.)

For functions AD, BD, ED, AS, BS, and ES, specify a
range of accounts. You can a so 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
MMMM11, the beginning main account number is
1000, your ending main account number is 1999, and
you want to include all divisionsin thisrow of the
content, enter 1000?72 and 1999?72 (if your account
division mask isin thisformat). When you print a
statement using this content, you can specify arange
of divisions for which to print the statement.

Note I

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 afinancia statement, you must enter ? in each segment position.

Field
Beginning/Ending

Account Type

Description

General Ledger User’s Manual

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.
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Field

Desc Tab

Totals 1-9

Print Debit Credit or
Both

Reverse Sign to
Print?

8-32

Description

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.

For functions HP, T1-T9, AD, BD, ED, AS, BB, BS,
and ES, enter the number of spacesto indent the
description from the left margin.

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 a total, leave the field
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

To use only debit accounts, enter D. To use only credit
accounts, enter C. To use all the accounts specified in
the range, enter B.

Normally a negative sign (-) printsfor all credit
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 this line holds debit accounts, clear the box (or
enter N in text mode).
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Field

Print Dollar Signs?

Number of Chars to
Shift

Extra Blank Lines

Description

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 unless they are
also specified in the numeric format in the statement
layout—for example, $####.00.

If you clear the box (or enter N in text mode), dollar
signs will not print, even if the statement layout calls
for them, unlessthe format is ($###4#.00).

If you specified aCL or CR function, enter the
number of characters to shift the numeric columns.
Columns will not be shifted unless the statement
layout permits it and if thereisablank column in
which to print the shifted characters.

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 this line.

To print aheader longer than 30 characters, enter the
parts of the header in consecutive lines, and enter -1
in thisfield. Thenin the Desc Tab field above, enter
the number of spaces to 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.

General Ledger User’s Manual
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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.

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.
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Statement Contents

Period or
Quarter

Current Pd
ThisPd Only

Result

Current Pd
QTD

Result

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

Prev Qtr
YTD

Result

Activity Detail or
Summary

Print activity for specified
period

period 8 activity

Print QTD activity for
specified period

period 7 + 8 activity

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 period is
in

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 samerelative period in
the previous quarter

period 4 + 5 activity
Print YTD balance for the

same relative period in the
previous quarter

period 5 ending balance

General Ledger User’s Manual

Balance Detail or
Summary

Print beginning balance for
specified period
period 8 beginning balance

Print beginning balance for
quarter the specified period isin

period 7 beginning balance
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

Print beginning balance for the
year the previous quarter isin

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 balancefor
specified period

period 8 ending balance

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

Print ending balance for the
same relative period in the
previous quarter

period 5 ending balance
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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 ID 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 a field 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 sel ection screen appears.

FoX

2005 Baich Statements
Commands Edit Modes Other Help

2xi 2B @020 |00

Select:

() Maintain Batch Statements
() Copy Batch Statements
() Delete Batch Statements

() Pretest Batch Statements

| | Company H |08/13/2005 |Terminal TA0O |OWR

Select the function you want to perform. You can maintain or create batch
statements records, copy a batch statements record to another record, del ete batch

statements records, or pretest batch statements records.

Each of these functionsis explained in this section.
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Batch Statements

Maintain Batch Statements

Use the Maintain Batch Statements option to add or change batch statements

records.

When you select Maintain Batch Statements from the Batch Statements
selection screen, the Maintain Batch Statements screen appears.

& 2005 Maintain Batch Stateme

Commands  Edit Modes Other Help

nts

IR FIECIEY
Batch 1T % Sequence 9| Descr.
Pick  Staterment Layout D |BaLA E] Pick  Division From LY
Staterment Contert ID | BAL1 E] Thru LY
Department From LY
Period Thru LY
Beginning Date Subaccount From LY
Ending Date Thru LY
Cormpany |0 z
Prirt Segment Detail? Seament Sort
Print Accounts With Zero Balances? F
Print Yorkstation Date and Time?
Line Statement Titles
12345672901 E34567800123456785012345678901234567250
s *CONA
2.
&k EALANCE ZHEET WITH BUDGET COMPARISON
4. AS OF *PEDW
| | Company H |08/13/2005 | Terminal TO0D |OWR
Field Description

Batch ID
Sequence

General Ledger User’s Manual

Enter the batch statement 1D you want to view, edit,
or create.

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
sequence code you want to work with.
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Statement Maintenance

8-40

Field

Desc

Pick Statement
Layout/Content ID

Period (1-13)

Beginning/Ending
Date

Company ID

Pick Division/
Department/
Subaccount From/
Thru

Description

Enter a description of the batch statement record.

Enter the ID of the statement layout and statement
contents for which you want to set up printing
parameters.

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 |Ds to the statement
(up to 10), enter each company I1D. When you are
finished assigning company IDs, 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.
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Batch Statements

Field

Print Segment
Detail?

Segment Sort

Print Accounts With
Zero Balances?

Print Workstation
Date and Time?

Description

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.

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, this field is skipped.

If you are using two or three segments in 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

bal ances 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).

When you save the batch statement, the cursor returnsto the Batch ID field. Press
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 sel ection screen.

General Ledger User’s Manual

8-41



Batch Statements Statement Maintenance

After You Enter Batch Statements

After you have entered a batch statements record, select the Pretest Batch
Statements option on the Batch Statements sel ection 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 8-44 for more information.

Copy Batch Statements

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.

42005 Copy Batch Statements
Commands Edit Modes Other Help

2xiz e mn|-¢ [0

From Batch Statement ID | BATCH1
Ta Batch Statement I |BATCH4

=)

| | Company H |08/13/2005 |Terminal TO0D |OWR

1. Enter the batch statement 1D you want to copy.

2. Using only numbers and capital letters, enter an ID for the new batch of
statements.
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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. Usethe Proceed (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.

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 sel ection
screen, the Delete Batch Statements screen appears.

& 2005 Delete Batch Statements

Commands Edit Modes Other Help

2xelee @R[ 2€ |86

Delete Batch Statement ID | BATCH4 E]

Company H (084182005 | Tetrinal TO0O |OVR
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1. Enter theID of the batch statements record you want to del ete.

2. Select Yes or usethe 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 statementsrecord 1D you want to delete, or exit to the

Batch Statements selection screen.

Pretest Batch Statements

8-44

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.

%2005 Pretest Batch Statements

Commands Edit Modes Other Help
2xiz|lpn|me|o|/0a
Batch 1D 4% Monthly Financials
Pick  Statement Lavyout ID LY Pick  Division From LY
Statement Contert D LY Thru LY
Department From LY
Period g Thru LY
Beginning Date s izoos o) Subsccournt From )
Ending Date 08i31/2005 [To) Thru )
Cormpany |0 H E]
Segment Sort
Line Statement Titles
12345678901234567890123456789012345678901234567820
1.
2.
3.
4.
Cormpany H |08 92005 | Terminal TOOD |OVR
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Field

Batch ID

Pick Statement
Layout/Content ID

Period (1-13)

Beginning/Ending
Date

Company ID

Pick Division/
Department/
Subaccount From/
Thru

Segment Sort

Statement Titles 1-4

Description

Enter the ID of the batch statements record you want
to test.

Nothing appears in these fields because a batch
statements record consists of several combinations of
statement layouts and contents.

Enter the period for which you want to test the record.

The beginning and ending dates for the period you
entered appear from the CNVTxxx (Period
Conversion) tablein 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 a blank
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.

Usethe 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.
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Cash Flow Contents

Usethe 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

Select Cash Flow Contents from the Statement Maintenance menu. The Cash
Flow Contents screen appears.

% Cash Flow Contents

Commands Modes Other  Scroll Commands  Help
2xiz|ne@n[2¢[0e
Cash Flow Content ID LY
Use Acct Mask for Company % Mask 11
Description |
Beginning Enling

Seq Mo Sec Acct Type Acct Type Description

----- T 2
000002 | 100 125 Met (purch)sale of property E]
000003 A 165 165 Amortization E]
000004 A 130 130 Depreciation

000005 A 045 0ss Changes in inventary

000006 A 0&0 0&0 Changes in prepaid expenses

0oooo7 A 200 200 Changes in accounts payable

000003 A 20 20 Income taxes payvable

000009 A 230 230 Changes in payroll taxes payab

0oo010 A 240 240 Changes in deductions payable

0oo011 A 245 245 Changes in pension fund payabl E]
000012 | 065 065 Marketable securities g]
000013 F 400 405 Proceeds from stock issue E]

Line¢ 001 of 016 )

Enter=edit ][ Append ][ Header ]

| | Company H |08/13/2005 | Terminal TA0D |OWR

1. Enter the cash flow content ID you want to view, edit, or create.

2. If you are adding anew cash flow content ID, the Copy From field appears.
Enter the ID you want to copy from or press Enter to skip thisfield.
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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.

* PressAtoaddaline. The Append Cash Flow Contents screen appears.

*  PressH to return to the header section of the screen.

Append/Edit Cash Flow Contents

8-48

& Edit Cash Flow Contents
Commands Edit Modes Other Help

2xiralma]? ¢|@e [ J(Fumm
Seq Mo 000001

Sec A W

Beginning Acct Type | 020 E]

Ending Acct Type 025 (4]

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.

Beginning Acct Type Enter the account type you want for the beginning of
the statement range.
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Field Description

Ending Acct Type Enter the account type you want for the end of the

statement range.

Description Enter a description for the statement.
Usethe 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 anew 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

Usethe 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.

42005 Financial Statement Verification

Commands Edit Modes Other Help
LA FIEEIEY
Statement Content |0 LY Include in Statemert:
Divizian Fram 01 E]
Yerify: Thru |03 (&)
Main Account From 1000 E] Department From LY
Thru 1520 (&) Thru 0y
Account Type From oos E] Subaccount From
Thru  [085 (8] Thru
Cormpany
H
Prirt:
Account numbers that are duplicated?
Account numbers that are excluded?
Account numbers that use Reverse Sign Printing?
| Company H |08A15/2005 |Terminal T00O |OR
Field Description
Inquiry Statement Content Enter the statement content ID you want to verify.
ID
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Statement Maintenance

8-52

Field

Verify Main Account

Verify Account Type

Include in

Statement: Division/

Department/
Subaccount/
Company

Print Account
numbers that are
duplicated?

Print Account
numbers that are
excluded?

Print Account
numbers that use
Reverse Sign
Printing?

Description

Enter the range of main accountsthat you want to use
to verify that all accounts are included in the content.

Enter the range of account types that you want to use
to verify that all accounts are included in the content.

Enter the division, department, and subaccount
ranges you will use when you print the statement.

Next, enter the company IDsfor which the statements
are printed.

The system uses this information to check for
duplicated accounts in the statement.

If you want the report to list account numbers that
appear in the statement more than once, select the box
(or enter Y in text mode); if not, clear the box (or
enter N in text mode).

If you want the report to list account numbersthat are
missing from the statement, but are within the
verification criteria you entered, select the box (or
enter Y in text mode); if not, clear the box (or enter N
in text mode).

If you want the report to list credit balance accounts
for which the Reverse Sign to Print flag is not set,
select the box (or enter Y in text mode); if not, clear
the box (or enter N in text mode).

Select the output device for the report. See “Reports’ on page 1-33 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/Z37E005 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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Master File Lists

Printing a Master File List
Account Segments List
Account Types List
Chart of Accounts List
Allocations List
Recurring Entries List
Statement Layout List
Statement Contents List
Batch Statements List
Cash Flow Contents List
Tables List
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Printing a Master File List

Thefunctions on the Master File Lists menu let you print lists of theinformation
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 is

incorrect, use the appropriate function on the File Maintenance menu to correct
it, then reprint the list.

All master file lists are produced in the same way. Use the instructions below to
print a master 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.

1. Select 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.

&/2005 Chart of Accounts List

Commands Edit Modes Other Help

2xizramn|-¢ (0@

Pick  GL Accourt Mumber  From | 100000 E]
Thru 181000 (&)
Print Clear/Consalidate?
Account Mumber Sart hd1
Lire Headings
12345672001 E345678501234567850

Builders Supply

CHART OF ACCOUNTS
AUGUST 12, Z005

2

Defautt Sorts M1

Cormpany H |08 92005 | Terminal TOOD |OVR
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Inquiry |

9-4

Select the range of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usually available for these fieldsto let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all values in the list.

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.

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.

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 thelist.

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.

Select the output device to begin printing the list. See “Reports” on page 1-
33 for more information. After the list is produced, the Master Codes List

menu appears.
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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
0a3s/13/z2008 Euilders Supply Page 1
10:32 AM Account Segments List

Conpany Segment Value Description

Company H Aocount Mask: MITIMLL
H 1 oo Main
H 1 ol Mimmeapolis
H 1 oz Dallas
H 1 oz Oakland

End of Report
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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

02/19/2005 Builders Supply Page 1

1l0:3z AM Account Types List

Account Type Description Account Class Account Code
oos Cash On Hand Current Assets o
alo Cash On Deposit Current Assets L
0zo Accounts Receiwvable Current Assets o
0zZ5 Allowance for Bad Debts Current Assets c
ozo Enployee Receiwvahles Current Assets L
035 Other Receiwvables Current Assets o
040 Hotes Receiwvable Current Assets o
045 Baw Materials and Supplies Current Assets L
oso Work-in-Process Current Assets o
aLs Finished Goods Inwventory Current Assets L
ag0 Prepaid Expenses Current Assets L
0&s5 Marketable Securities Current Assets o
o7o Other Current Assets o
075 Other Current Assets o
oso0 Other Current Assets o
100 Land Fized Assets o
1l0& Buildings Fixed Assets L
110 Machinery and Ecquipment Fixed Assets L
115 Furniture and Fixtures Fized Assets o
1z0 Motor Vehicles Fized Assets o
125 Leasehold Improvements Fixed Assets L
1z0 Acocunmulated Depreciation Fixed Assets c
135 Other Fized Assets o
140 Other Fized Assets o
145 Other Fized Assets o
i1s0 Other Fized Assets o
155 Other Fized Assets o
1le0 Intangible Aszsets Other Assets L
185 Accumulated Awortization Other Assets c
170 Other Other Assets o
175 Other Other Assets o
Z00 Accounts Payable Current Liabilities c
Z05 Notes and Interest Payable Current Liabilities c
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Chart of Accounts List

After you enter the accounts for acompany, 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 interfaceswith 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 journa 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 3-3. 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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Master File Lists

Sample List

9-10

0871972008 Builders Supply
10:31 AM
Coupany H CHART OF ACCOUNTS

AUGUST 12, Z005

Page 1

GL Account Description CR/DE Type Clear Acct. Step Consol. Acct Step
io0ooo CASH IN BANK - lst NATIONAL DEEIT oln u} u}
io01o0 CASH IN BANK - End NATIONAL DEEIT oln u} u}
lo0Eo0 DETTY CAZSH DEEIT ongE u} u}
ioloo0 ACCOUNTE RECEIVAELE DEEIT ozo u} u}
10z000 ALLOWANCE FOR BAD DEET CREDIT O0zZE u} u}
104000 INVENTORY - RAW MATERIALS DEEIT 03k u} u}
104Z00 INVENTORY - WORE-IN-PROCESE DEEIT 050 u} u}
104400 INVENTORY - FINIZHED GOODE DEEIT 04& u} u}
l0E000 DPREPATID EXPENSES DEEIT 050 u} u}
l0&000 MARKETABLE SECURITIES DEEIT 0OE5E u} u}
151000 LAND DEEIT io0 u} u}
15Z000 MACHINERY & EQUIPMENT DEEIT 110 u} u}
15ZE00 ACCUM DEPR-MACHINEERY & EQUIP CREDIT 120 u} u}
152000 OFFICE MACHINES DEEIT 13E u} u}
153500 ACCUM DEPR-OFFICE MACHINES CREDIT 120 u} u}
154000 AUTOMOEBILES DEEIT 1z0 u} u}
154500 ACCUM DEPR-AUTOMOEILES CREDIT 120 u} u}
lz0000 GOODWILL DEEIT 1&0 u} u}
lzl000 ACCUM AMORTIZATION CREDIT 165 u} u}

13 ACCOUNTE LISTED

End of Beport
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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 allocationsin the
Resource Manager Options and Interfaces function.

Sample List

08 19 /20058 Builders Supply Page 1
1o-32 aM Allocations List
Co. Alloc. Acct. Aoocount Description Allocation Description
H LEloooo SALARTES EXPENSE Salary Allocation
GL Account Percent GL Account Percent GL Account Percent
1. Eloool 7E.00 16 31.
Z. Eloooz l0.00 17, BE.
3. 5lo0o0z 1500 18 33,
4. 15, Fd .
5. z0. 3E.
=8 Z1. 36
7. ZZ. 7.
8. 23, 38,
R Zd. 35,
1o, Z5. 40,
11. ZE. 41
1z. z7. 47 .
13. Z8. 43.
14. = 44
1&. 0. 4E.
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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 a new 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

02/19/2005 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

02/19/2005 Builders Supply Pags
10:33 AM Statement Layout List
Statement ID: BALA
Title 1: *CONA Print Page #:
Z: Extra Lines :
3: BALAWNCE SHEET WITH BUDGET COMPARISON Allow Shift -
4: AZ OF *PEDW
Footer 1: Start Line
Z:
kN
4: UNAUDITEL
Column A: Heading l: ACCT What 1 Account No. Addnl. Spacing:
Z: HO Printing Col.:
2z
Format o ROOODOOOOOO
Column C: Heading 1- DESCRIPTION That 2 Desecription Lddnl. Spacing:
2: Printing Col.:
3-
Format 1 HOOOOOOCOOO0oOCoOO00000oo0000!
Coluwn E: Heading 1: CURRENT That 3  Actual Addnl. Spacing:
H TEAR As of When 1 Current Period Printing Col.:
kN How Far Back: 3 TYear-To-Date
Company
Format © (EESEERESE OO) Scaling o1 Tear:
Column G: Heading That 4 CY Budget Addnl. Spacing:
EUDGET As of When : 1 Current Period Printing Col.:
How Far Back: 3 T¥Year-To-Date
Company
Format : HEEEEEESE. 00 Zcaling HE Tear:

YE3S

No

58

TE3

YES

YEE

TE3
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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

08/15/2005 Builders Supply Page z
10:33 aM Statement Contents List

Statement Contents ID: BALL
Account Mask: MMMMLL

Zequence Beginning Ending Actions on Totals Print DE/CR Reverse Extra
Mumber Fne. Co. Acct./Type  Acct. /Type Description Tah 123456789 § Row Only Sign  Lines
000044 AD 300077 09917 From GL 2 4+ MO YES EOTH TES ]
000045 as 400077 999773 NET PROFIT 2 4+ MO YES BOTH TES o
000046 L] 0 TEE ]
000047 5] Columns Right 1§ 15 ]
LELLEES T1 TOTAL STOCKHOLDERS EQUITY 4 0+ MO YES BOTH TES o
000048 L] 0 TEE 1
000050 CL Columns Left 1E 15 ]
000051 5] Columns Right 30 a0 o
000082 12 TOTAL LIABILITIES & EQUITY 4 N0 YES EOTH TES ]
000053 ) 0 TEE ]

Key to Functions

AD - Print Account Detail Tl - Print Total Ho. 1 T6 — Print Total MNo. & CR - Shift Columns Right
AZ - Print Account Summary TZ - Print Total No. Z T7 - Print Total No. 7 CL - Shift Columns Left
ED - Print Beg. Balance Detail T2 - Print Total No. 3 T8 - Print Total No. 2 U2 - Zingle Underscore
BS - Print Beg. Balance Summary T4 - Print Total Ho. 4 T9 - Print Total MNo. 9 UL - Double Underscore
ED - Print End Balance Detail TE - Print Total No. £ HP - Print Heading

E% - Print End Balance Suunary EE - Print Beg. Bal. of Year HC - Center Heading
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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

081972005
10:32 AM

Batch Statement ID: BATCHL - Monthly Financials

Builders Supply

Batch Statements List

Page

1

End of Report

Batch  Statement Begin/End  Seguent Zero Statement Title Lines
Seq. Layout Content Per. Dates Det. Sort Bal. From Thru Statement Footer Lines
o1 BALA BALL1 TES HNO Diwr. 1. *COMNA
Dep. z.
Sub. 3. BALANCE SHEET WITH EUDGET COMPARISON
Company ID: Print-Time Date/Time: YES 4. RS OF *PEDOD
1
z
3.
Et
oz INCAE INC1 TES HNO Diwr. 1. *COMNA
Dep. z.
Sub. 3. INCOME STATEMENT WITH EUDGET COMPARISON
Company ID: Print-Time Date/Time: YES 4. FOR THE PERIOD FROM *PBDW THREOUGH *PEDW
1
z
3.
4.
03 BATRE RATL TES TES Diwr. 1. *COMNA
Dep. z.
Sub. 3. PATIO ANALTSIS
Company ID: Print-Time Date/Time: YES 4. RS OF *PEDOD
1.
z.
3.
4.
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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 anew list each
time you add or change cash flow contents.

Sample List

o2slo/z008 BEuilders Supply Page 1
10: 34 AM Caszsh Flow Contents List

Secmence Beginning Endineg

Number Bec Account Type Account Type Description

Cash Flow Content CFCH CAZH FLOW FOR COMP H
Company ID: H Mask: MMIMIL

0ooaol A ozo az& Changes in receivables

oooooz I 100 1z5& Net (purch)sale of property
o003 A 168 168 Amortization

ooooog N 1z0 1z0 Depreciation

0ooaos A 045 OL5& Changes in inwentory

ooooog A al=10) oen Changes in prepaid expenses
ooooo? B oo 00 Changes in accounts payahle
oooaos A zlo 210 Income taxes payable

goooos N z30 £30 Changes in payroll taxes payab
00oalo A z40 240 Changes in deductions payable
ooooll N 45 245 Changes in pension fund payabl
o001z I [l O&5 Marketahle securities

ooooLz: F 400 405 Proceeds from stock issue
ooool4 F 415 415 Payment of dividends

00o0als F z00 308 Changes in bonds & notes paybl
ooools C oos olo Cash accounts
————————————————————————— Eey to Section —-——————--—---——————— - ———
A = Adjustments to Operating Activities I = Investing Actiwvities

F = Financing Actiwities C = Cash

End of Beport
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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.

Sample List

02/19/2008 EBuilders Supply Page 1
10:34 AM Tables List
General Ledger

Table IDL $DPAZSS Description
No. of Columns 2 Column Length 1z Type &
FUNCTION PAZSWORD

FOLRCED BAL. OWERRIDE

Table I GLAUDH Description
No. of Columns 1 Column Length a0 Type &

Euilders Supply

AUDIT TRIAL EALANCE
December 21, Z00EL

Tahle ID GLCHAH Description
No. of Columns 1 Column Length 30 Type &

Builders Supply

CHART 0OF ACCOUMTE
DECEMEER 31, Z005

Table ID GLPRAH Description
No. of Columns & Column Length 1z Type &L

Build ers Supply ACTIVITY RE FORT GENER
AL LEDGER 1273170 5
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System Messages A

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 a different
company ID, 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
allocations 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?

Thebatch ID 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 on file. 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 page 6-5) to create last-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 datafiles.

Cannot print this Report Definition for this period!

The system cannot print the statement because the statement layout you selected
specifiesinformation 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.
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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.

e Thecurrent periodis, 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 last-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 ID 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.
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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
guestion mark. If you want to assign specific companies (up to ten), enter each
company ID.

General Ledger data files are not set up for company xxx.

You have not created Genera L edger datafilesfor the specified company, so you
cannot copy accountsto 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.

General Ledger User’s Manual A-5



System Messages

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.

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 table is not built properly. Use the Period Setup function in
Resource Manager to make adjustments.

Layout ID xxxxxx is not on file.

The statement layout ID is not on file. Enter a different 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.

Leavethisfield 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 alineitem because the transaction already has 998 line items.
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Missing period conversion table.

You must set up the CNVTxxx table before you can print statements. See the
Resource Manager’s User’s Manual.

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.
Percentages do not equal 100.00.

The allocation 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 aworksheet
(\WKYS) fileistoo wide for the workstation default. Use the Defaults function on
the Resource Manager Workstation Configuration menu to increasethevaluein
the 123 Cell No field (see the Resource Manager User’s Manual).

General Ledger User’s Manual A-7



System Messages

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.
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.
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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-bal ance 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 Payable/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 assighed an account mask to the
statement content.

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 4-3) to close the account balance to another
account. Then delete the account.
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Common Questions B

These commonly asked questions about the General L edger system are divided
into the following categories: Journa Entries, Reports and Statements, Period
End, Closing, and Accounts.

Journal Entries
I made a mistake on some journal entries. What should | do?

If you have not posted the entries to the GLMAxxx (Master) file, use the Edit
Transactions function (page 4-27) 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, makereversing entriesto 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 fieldsto 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.

Why does the Transactions screen show the wrong accounting period for the date?

The CNVTxxx tableis not built correctly. Use the 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.
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The general ledger entries from my other accounting applications do not show up in the
journal when | post them. What happened to them?

You do not have the interface switch set to exchange information with Genera

L edger, or you do not have the right general ledger account numbersin the tables
or files of the application. The posting logs for the other applications should
show aMissing 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 Manual).

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 4-3) to enter them manually into the GLIRxxx (Journal) file.

If atransaction was posted to the wrong account, use the Edit Transactions
function (page 4-27) to enter the correct account number.

Print the GL Activity Report (page 4-19) 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 entrieswill 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.

| 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 GLIRxxx (Journal) file before they will belisted in the GL Journal
or the GL Activity Report.
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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 loaded with
paper. If you are still unable to print, try these things:

« Make sure that 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 Resource Manager Installation and
Utilities 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 General

L edger program directory.

How can | print consolidated statements every period?

If all the companiesyou want to include in the consolidated statements are on the
same General Ledger system, you have two options:

»  Specify the IDs of all the companies (up to 20) when you print the
statements.

e Set up the statement content to consolidate totals for all the companies.
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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 6-21).

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 isthe 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.

Why does one of my statement content IDs not appear in the inquiry window, even though |

know it exists?

B-4

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. Usethe
Statement Contents function (see page 8-23) to copy the content to a different
content 1D, and specify that the lines should be resequenced; sequence 01 is
created and the I D appears in the inquiry window.
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Period End

When should | 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'sworth of entries, which lets you
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 ajournal 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?

Closing

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).

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 7-15) to enter the clearing
account and step for every revenue and expense account before you run the Clear
and Close Last Year function.
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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 6-15).

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 a transaction that offsets the balance, and enter the offsetting transaction to
the account to which you want to close it.

Can | change an account number?

You can change an account number using the Change Fields function (page
7-47) 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 7-25) to copy from
one company to another.
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account

account
categories

accounting
period

activity

activity
ratios

amortization

application

assets

A storage unit of financial 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 timein accounting, used to provide distinct units of time you can
work with. For example, you might want areport to include transactions
done within a particular accounting period.

The changes in 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 its inventory
and other assets; for example, the rate of return on fixed assetsis theratio of
sales to 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 a common accounting practice or
process—for example, Accounts Payable, Accounts Receivable, or Payroll.

Theresources (such as cash, investments, manufacturing materials,
inventory, buildings, leases, fixtures) owned by a business. 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
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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 aways have an audit trail.

To make acopy 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 financia statement that summarizes the financia status of a
business at a given time, according to the fundamenta 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, abusinessrecord associated with its own files, tables, and menu of
applications.

A journd entry in which a debit is offset by more than one credit (or vice
versa).

Financial statements prepared by using the sum of the accounts of several
companies as if 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 applications to the
current version. See also installation.
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depreciation
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expenses

field

file

function

general
ledger

goodwill

income

income
statement

income
summary

account

installation
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The allocation of the cost of using up fixed assets over timein the form of a
particular portion per accounting period.

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 | abeled.

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.
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interface To join to another application for the purpose of having information entered
in one application update information in another application’s files.

inventory The goods a business owns at a particular time, whether held for direct sale
or for use in manufacturing goods for future sale. Manufacturing inventory is
usually divided into raw material, work in process, and finished goods.

journal A chronological record of transactions.

journal Transactions recorded in ajournal.

entries

leverage Ratios used to determine how much the business is encumbered by its
ratios liabilities: the ratio of debt (liabilities) to assets and of debt to equity.
liabilities The claims of creditors upon the business's resources (assets)—accounts,

salaries, taxes, and so on—payabl e to parties other than the owners.

liquidity Ratiosthat indicate the amount of cash that could be availablefor investment

ratios after meeting short-term obligations. The current liquidity ratio isthe ratio of
current assetsto current liabilities. The quick ratio isthe ratio of current
assets less inventory to current liabilities.

memo An account that stores various numbers you may need in calculations—for
account example, the number of shares of stock outstanding or the number of daysin
each month (for sales reports).

menu A list of applications, functions, options, or other menus.

post To transfer information from one place to another, usually at the end of the
day or at adistinct break in business.

profitability An indication of how much the net profit isin relation to the size of the

ratios business. The net profit margin is theratio of net profit to sales; the return on
assets and return on equity are theratios of the profit to total assets and to
equity, respectively. The earnings per share show the dollar amount of profit
per share of stock.
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contents
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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.

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 is assigned 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/stockholders. Retained earnings form part of the
equity of the business.

A journd 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 arecurring entry belongsto.

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.
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statements

table

transaction

trial balance

variance

G-6

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 is visible. See also file.

A credit or debit made to an account. Each journal entry consists of at least
one debit and one credit transaction.

A report that shows the balance of each account in the general ledger. The
total credits must equal the total debits.

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, 5-14

A

access codes
changing, 1-16
command, 1-16
company-specific, 3-21

entering, 1-16
setting up, 3-5, 3-21
storing, 3-22
account
balances, 3-12
beginning, 3-12

in Statement Contents, 8-28
in Statement Layout, 8-11
class, 3-11, 7-13
code, 3-11
information storage, 1-7
numbers
changing, B-6
changing during conversion, 2-6
fill characters, 3-9
format, 3-9
main, 3-12
structure, 3-12, 7-16
sorts, 7-6
user-defined, 3-9
Account Budgets
function, 3-13, 7-21
Account Mask
assigning to Statement Contents, 8-34
backing up files before using, 3-22
before conversion, 2-6
changing, 2-6, 7-6, 7-7
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examples, 3-9, 7-4

file, 1-8

fill characters, 7-4

for consolidation, 6-22

for previous-year files, 7-4
formats, 7-3

function, 4-16, 4-20, 5-4, 5-7, 7-3
in Statement Contents, 8-25, 8-31
in Statement L ayout, 8-12
protecting with access codes, 3-21
reassigning in Statement Contents, 8-34
segmentsin, 7-3

setup, 3-5, 3-9, 3-18, 7-15
structure, 3-12

Account Segments

deleting, 7-11

file, 1-8

fill characters, 3-9
function, 1-7, 1-8, 7-9

in account masks, 3-9, 7-3
previous-year files, 7-9
setup, 3-5, 3-10, 7-15

Account Segments List

function, 9-5

Account Types

account class, 7-13

after conversion, 2-6

changed during conversion, 2-6
changing, 2-6

changing memo account types, 2-6
file, 1-8

function, 1-7, 5-4, 7-13

setup, 3-5, 3-11

Account Types List

function, 9-7

accounts out of order

IX-1
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Chart of AccountsList, 9-9
Accounts Payable, 3-14, 4-3, 7-33
Accounts Receivable, 1-10, 4-3

interface with General Ledger, 1-6, 1-10
accrual entries

automatic reversal of, 4-5
Activity and Balance Results

example, 8-34
actual balances, 3-13

setup, 3-19
Address Lookup, 1-26, 1-32
address mapping, 1-26, 1-32
addresses, 1-26, 1-32
adjustments

entering at year-end, 6-4
Allocations

automatic, 4-5

file, 1-8

function, 1-7

|ast-year files, 7-30

rounding adjustments, 7-31

screen, 7-30

setup, 3-5, 3-14

T accounts, 7-30
Allocations List

function, 9-11

printing after allocating, 7-31

sample, 9-11
alphabetical sorting, 3-3

of numbers, 3-4
Assign Account Types

function, 7-45

screen, 7-45
Audit Trial Balance

after clearing and closing last year, 6-14

function, 1-6, 5-7, 5-9

protecting with access codes, 3-21

report, 1-11
automatic allocations, 4-5
automatic reversal of accrual entries, 4-5

B

back up
all files a once, 3-23
at year-end, 6-4

IX-2

before

clearing and closing last year, 3-22, 6-9

consolidating master files, 3-22, 6-22
creating last-year data, 3-22, 6-5
month-end maintenance, 3-22, 6-19
posting, 4-31
posting to master, 3-22
removing prior-year files, 6-27
updating current year, 3-22, 6-15
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, 6-3
bal ance sheet accounts
numbers changed during conversion, 2-6
balances, 3-12, B-4
actual, 3-13
GL Journal, 4-17
setup, 3-13
Batch Error List, 8-44
Batch Statements, 3-18
default values, 8-37
file, 1-8
function, 5-9
Pretest Batch Statements screen, 8-44
Batch Statements List
function, 9-19
sample, 9-19
beginning balances
in Statement Contents, 8-28
updating, 6-10, 6-16
Browse, 1-26
budget balance
setup, 3-13

C
caculations

in Statement Layout, 8-13
capital accounts

clearing and closing to, 6-10
Cash Flow Contents
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file, 1-9
function, 8-47
Cash Flow Contents List
function, 9-21
sample, 9-21
Cash Flow Statement, 1-11
after conversion, 2-6
function, 1-11, 5-19
Change Fields
samplelog, 7-51
screen, 7-47
chart of accounts, 7-16
copying, 3-11, 7-16
setup, 3-5, 3-11, 7-15
Chart of Accounts List
accounts out of order, 9-9
printing
before clearing and closing | ast year, 6-9
before creating last-year data, 6-6
sample, 9-10
class, 3-11
Clear and Close Last Year
backing up files before using, 3-22
before updating current year, 6-15
checklist, 6-9
function, 1-12, 6-7, 6-9, B-5, B-6
protecting with access codes, 3-21
unposted transactions, 6-13
clearing and closing accounts at year-end, 6-4
Clearing Log
sample, 6-8
closing
ingeps, 6-11
the books, 6-3
CNVTxxx table, 5-11, 5-20, 6-17, 7-39, 8-40, 8-45
setup, 3-5, 3-8
codes
access codes, changing, 1-16
establishing aformat, 3-4
setting up, 3-3
sorting, 3-3
column format
setting up in Statement Layout, 8-15
commands
access code, 1-16
flags, 1-31
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hot keys, 1-31
Proceed (OK), 1-4
company
access codesfor, 3-21
Consolidate Master Files
after consolidation, 6-25
backing up files before using, 3-22
checklist, 6-22
function, 1-12, 6-21, B-4
methods, 6-21
protecting with access codes, 3-21
consolidation, 3-13
account mask, 6-22
at year-end, 6-3
companies, 3-10
financial statements, 6-21
methods, 6-21
statements, 8-30
conversion
account masks, 2-6
account types, 2-6
before converting, 2-5
from version 4.10 or lower, 2-6
setup considerations, 2-5
converting to OSASversion 6.1, 2-7
Copy Account Balances
function, 7-19, 7-43
Copy Batch Statements
function, 8-42
Copy Chart of Accounts, 3-11
before creating last-year data, 6-5
before entering GL Journal transactions, 4-3
fields copied, 7-25
function, 7-25, B-6
protecting with access codes, 3-21
replacing existing accounts, 7-25
Copy Recurring Entries
function, 1-8, 4-3, 4-11, 7-33
out-of-balance entries, 4-13
protecting with access codes, 3-21
sample log, 4-14
screen, 4-12
Copy Statement Layout
function, 8-19
correcting
journal entries, B-1
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posted entries, B-1

Create Last-Y ear Data
backing up files before using, 3-22
before clearing and closing | ast year, 6-9
checklist, 6-5
function, 1-6, 1-12, 6-3, 6-5, 6-19, 7-15, B-6
protecting with access codes, 3-21

creating last-year files a year-end, 6-4

D
datadictionaries, 2-3
Data File Conversion
function, 2-5, 2-7
Data File Creation
function, 2-3
datafiles
backing up, 3-22
date fields, 1-25
Delete
account, 7-17
Delete Batch Statements
function, 8-43
Delete Statement L ayout
function, 8-21
departments, 3-10
setting up in Account Segments, 7-9
distributing net income, 6-12
divisions, 3-10
setting up in Account Segments, 7-9
double-entry bookkeeping, 4-9

E

Edit Transactions
function, 3-20, 4-10, 4-14, 4-27, 4-33, B-2
printing GL Journal before using, 4-27
protecting with access codes, 3-21
screen, 4-28

ending balances
in Statement Contents, 8-29

F

F2 Inquiry
button, 1-26
flag, 1-31

IX-4

F6 Maintenance
flag, 1-31
icon, 1-26
File Maintenance functions, 1-7
files
backing up, 3-22
fill characters, 7-4
in account segments, 3-9
financial statements, 8-3, 8-23
at year-end, 6-4
consolidated, 6-21
printing, 3-18
setup, 3-5, 3-15
flags, in text mode, 1-31
forced-balance password, 3-20, 3-22, 4-10, 7-39, 7-40
format
columnsin statement layouts, 8-15
formulas
in statement layouts, 8-13, 8-14

G
General Ledger
before converting, 2-5
before you instal, 2-3
converting to version 7.0, 2-7
installation, 2-3
installing new version before converting, 2-5
setup considerations, 2-5
system requirements, 2-3
General Ledger interfaces, 1-6, 3-14
GL Accounts
correcting, 7-20
deleting, 7-17
function, 1-7, 6-10, 6-12, 6-22, 7-15, 7-35, B-5
in GLMAxxx file, 1-7
protecting with access codes, 3-21
GL Activity Report, 3-19, 7-35, B-2
function, 1-10, 3-13, 4-3, 4-19, B-2
printing
after clearing and closing steps, 6-14
before posting, 4-31
uses for, 4-19
using for month-end maintenance, 6-19
GL and Transaction Inquiry function, 4-23
GL Journal
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balances, 4-17
function, 1-10, 3-13, 3-19, 3-20, 4-3, 4-10, 4-27, 7-35,
B-2,B-5
offsetting accounts, 4-17
printing, 4-15
after clearing and closing, 6-14
before editing transactions, 4-27
before posting, 4-31
sample, 4-17
GLALXxxx file, 1-8, 4-5, 7-29, 7-30
setup, 3-5
GLAT file, 1-8, 7-13
GLAUDxxx table, 7-39
GLBAT file, 1-8
GLCFC file, 1-9
GLCGxxx file, 2-6
GLCHAXxxx table, 7-39
GLJRxxx file, 1-8, 1-9, 1-10, 1-12, 3-14, 3-21, 4-3, 4-9,
4-11, 4-15, 4-16, 4-21, 4-31, 4-32, 6-4, 6-5, 6-9, 6-10,
6-14, 6-17, 6-19, 6-20, 6-27, 6-28, 7-6, 7-33, 7-35,
9-13,B-2,B-5
GLJIRxxx.Ynn file, 1-12, 6-13
GLMAXxxx file, 1-6, 1-7, 1-9, 1-11, 1-12, 3-11, 3-13, 3-20,
3-21,4-21, 4-23, 4-27, 4-31, 5-9, 6-3, 6-4, 6-5, 6-9,
6-10, 6-11, 6-14, 6-15, 6-17, 6-19, 6-20, 6-21, 6-22,
6-24, 6-27, 7-15, 7-39, B-1, B-2
GLMAxxx.Ynnfile, 6-15
GLMKxxx file, 6-5, 6-9, 6-10, 6-15, 6-27, 7-6
GLMSK file, 1-8, 7-4
GLPDxxx table, 1-12
GLPRAXxx table, 7-39
GLPRJxxx table, 7-39
GLRExxx file, 1-8, 1-10, 4-11, 7-33
setup, 3-5
GLSCFfile, 1-9, 1-11, 8-25
GL SExxx file, 1-8, 3-10, 7-9, 7-17
setup, 3-5
GLSLFfile, 1-9, 1-11, 8-5
GL STRLxxx table, 7-39
graphical mode
drop-down menus, 1-23
function screens, 1-22
graphical main menu, 1-20
Inquiry button, 1-26
Maintenance icon, 1-26
MDI menu, 1-21
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shortcut menu, 1-23
toolbars, 1-25
GtttxxxW file, 1-9, 3-19, 4-9, 4-11, 4-14, 7-33

H
hot keys, 1-31

|
IDs
establishing aformat, 3-4
setting up, 3-3
sorting, 3-3
income statement accounts
numbers changed during conversion, 2-6
incorrect entries, 4-10
incorrect transactions
Edit Transactions function, 4-27
initid baances
entering, 3-19
setup, 3-5, 3-19
Inquiry (F2)
button, 1-26
flag, 1-31
Install Applications
function, 2-3, 2-5
installing Genera Ledger, 2-3
interfaces
General Ledger, 3-11, 3-14, 4-3, 4-17, 7-33, 9-9, B-2
with Accounts Receivable, 1-6

J
journal entries
correcting, B-1
Journal file, 1-9
Journal Transactions function, 1-6, 3-14

L
last-year balance
setup, 3-13
last-year files
allocations, 7-30
recurring entries, 7-33
launching
OSAS in other operating systems, 1-15
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OSAS in Windows, 1-15
Lists

printing, 9-3
L ocations

function, 7-47
Lotus, 5-15

spreadsheet, 5-14

M

main account numbers, 3-12
main menu
graphical, 1-20
MDI, 1-21
navigating graphical, 1-20
navigating MDI, 1-21
navigating text, 1-28
text, 1-27
toolbars, 1-25
Maintain Batch Statements
function, 8-39
Maintain Statement L ayout
function, 8-7
Maintenance (F6)
flag, 1-31
icon, 1-26
mapping, 1-26, 1-32
master chart of accounts
GL Accounts function, 7-15
Master File Lists, 1-7
Master Lists
printing, 9-3
memo accounts, 3-12
numbers changed during conversion, 2-6
setup, 7-16
menus
drop-down menus, 1-23
graphical main menu, 1-20
MDI, 1-21
shortcut, 1-23
text main menu, 1-27
messages
in text mode, 1-32
modes
graphical, 1-19
text, 1-27

IX-6

Month-End Maintenance
backing up files before using, 3-22
before using, 6-19
function, 1-12, 6-4, 6-19
when to use, B-5
multiple companies, 3-10
account masks for, 3-10

N
navigating
graphical function screens, 1-22
graphical main menu, 1-20
MDI menu, 1-21
text function screens, 1-29
text main menu, 1-28
to directories and files, 1-26
net income
distributing at year-end, 6-12
numbers

alphabetical sorting, 3-4
numeric formats
samples of statement layouts, 8-17

(0]
offsetting accounts
in GL Journal, 4-17
offsetting amounts, 7-36
in recurring entries, 7-36
Options
setting up, 3-5
Options and Interfaces function, 7-33
OSAS
MDI menu, 1-21
modes, 1-19
graphical, 1-19
text, 1-27
setup considerations, 2-5
starting in other operating systems, 1-15
starting in Windows, 1-15
out of balance
during setup, 3-20
entries, 3-20, 4-13
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P
password, 3-20, 4-10, 7-37, 7-39
forced-balance, 3-22
period setup, B-1
Periodic Processing
Clear and Close Last Year, 1-12
Consolidate Master Files, 1-12
Cregte Last-Y ear Data, 1-6, 1-12
functions, 1-6, 1-11
Month-End Maintenance, 1-12
Remove Prior-Year Files, 1-11
Update Current Year, 1-12
Post to Master
backing up files before using, 3-22
function, 1-7, 1-10, 3-20
protecting with access codes, 3-21
posting, 1-10
after clearing and closing last year, 6-14
prepost checklist, 4-31
Pretest Batch Statements
function, 8-42, 8-44
screen, 8-44
previous-year files, 7-9
account masks, 7-4
in Statement Content, 8-25
in Statement Layout, 8-5
printing
reports, B-3
statements, B-3
print-time inserts, 8-18
examples, 8-18
Proceed (OK) command, 1-4
programs
backing up, 3-23

R
Ratio Analysis

using content RAT1, 3-18
Recurring Entries

file, 1-8

function, 1-7, 1-10, 4-11, 4-13

in last-year files, 7-33

setup, 3-5, 3-14, 3-15
Recurring Entries List

function, 4-13, 9-13
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referencefield, 3-14
Remove Prior-Year Files
function, 1-11, 6-27
reports, 1-11
Audit Trial Balance, 1-11
Cash Flow Statement, 1-11
Tria Balance, 1-11
Resource Manager
Data File Conversion function, 2-5, 2-7
Data File Creation function, 2-3
Install Applications function, 2-3, 2-5
reversing transactions, 4-27
right-click menu See shortcut menu, 1-23
Run Code Balances, 7-37
run codes, 1-10
in recurring entries, 3-15
setup, 3-15

S

screens
graphical function, 1-22
graphical main menu, 1-20
navigating graphical, 1-22
navigating text function, 1-29
OSAS MDI menu, 1-21
text function, 1-29
text main menu, 1-27
setting up
access codes, 3-5, 3-21
account mask, 3-5, 3-9
account segments, 3-5, 3-10
account types, 3-5, 3-11
alocetions, 3-5, 3-14
backup schedule, 3-5, 3-22
chart of accounts, 3-5, 3-11
CNVTxxx table, 3-5, 3-8
codes, 3-3
financial statements, 3-5, 3-15
IDs, 3-3
initid baances, 3-5, 3-19
options, 3-5
recurring entries, 3-5, 3-14
shortcut menu, 1-23
sorting
alphabetical, 3-3
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codesand IDs, 3-3
principles of, 3-3
source codes
automatic, 4-4
Transactions function, 4-3
starting
OSAS
in other operating systems, 1-15
in Windows, 1-15
Statement Contents
account balances, 8-28
account mask, 8-25, 8-31
assigning account mask to, 8-34
beginning balances, 8-28
consolidated statements, 8-30
ending balances, 8-29

file, 1-9

function, 1-11, 3-15, 3-17, 3-18, 5-9, 6-11, 8-3, 8-23,
B-4, B-5

previous-year files, 8-25

sample

balance sheets, 3-17, 8-24
income statements, 3-17, 8-24
ratio analysis, 3-17, 8-24

setting up for consolidating companies, 6-21

setup, 3-15, 3-17

Statement Contents List
function, 8-33, 9-17
sample, 9-17
Statement Layout

account balances, 8-11

account masks, 8-12

calculations, 8-13

copying, 8-19

deleting, 8-21

examples, 8-4

file, 1-9

function, 1-11, 3-15, 3-16, 3-18, 5-9, 6-11, 8-3, 8-23,

8-26

previous-year files, 8-5

print-time inserts, 8-18

sample
balance sheets, 3-16, 8-4
income statements, 3-16, 8-4
ratio analysis, 3-17, 8-5

samples, 3-16
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of numeric formats, 8-17

setup, 3-15, 3-16
Statement Layout List

function, 8-18, 9-15

sample, 9-15
Statements

function, 3-18, 3-20, 5-9, 6-21, 8-3, 8-23, 8-27, 8-33

protecting with access codes, 3-21
subaccount, 3-10

setting up in Account Segments, 7-9
Symphony, 5-14

T

T accounts
alocations, 7-29

Tables function, 7-39

TablesList
function, 9-23
sample, 9-23

text mode

command line, 1-32
commands, 1-31
flags, 1-31
function screens, 1-29
main menu, 1-27
messages, 1-32
toolbars, 1-25
function screens, 1-25
main menu, 1-25
Transaction Inquiry screen, 4-24
Transaction Work file, 1-9
Transactions
double-entry bookkeeping, 4-9
function, 1-6, 1-9, 1-10, 3-19, 3-20, 4-3, 4-14, 4-25,
4-27,6-12,B-1, B-2
incorrect entries, 4-10
protecting with access codes, 3-21
reversing, 4-27
source codes, 4-3
Tria Balance
function, 1-6, 3-14, 3-20, 5-3, 5-9
protecting with access codes, 3-21
report, 1-11
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