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Introduction

This chapter contains the following information idgegd to introduce you to the Fitrix General
Ledger:

* Understanding the General Ledger

» Features and Capacities of the General Ledger

+ Reference Files
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General Ledger—Introduction

It's imperative to know at any given time what ydmancial standing is so that sound decisionskEmade in a timely
manner to improve your company’s profitability. TBeneral Ledger provides companies with complei@itial report-
ing from all aspects of the business to manageocatp performance and monitor the return on investm

The Fitrix General Ledger module combines power féndbility with ease of use, to give you the @#l information
you need to make timely and informed business @iemsaand manage your business more effectivelytolfate finan-
cial statements can be run on a daily basis if @éellitrix analytical tools include audit trail i@s, drill-down capabil-
ities that enable you to view everything from dieijournal entries to original source documeritgricial analysis
reporting such as actual versus budgeted , thiswaraus last year, plus an interface with thedfrt writer tool that
enables you to perform “what if” analysis and witestomized financial statements.
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General Ledger Features/Function Highlights

Modular Integration — Direct integration with all Fitrix Accounting drDistribution modules

Flexibility — ability to have multiple periods and even mugtifiscal years open at one time. There is no need
postpone entering transactions in the current migadn until the prior month/year is closed out

Drill Down — ability to drill down from an account balancesee all entries that make up the balance and the
source document for each entry

Budgeting— on line data entry that can be entered by cosnpad division /department within the company

Reversing Journal Entries— ability to mark journal entries for accrualsragersing so they will be reversed
automatically in the next accounting period

Recurring Journal Entries — ability to set up recurring journal entries thalt recur every month or only when
selected to recur

Date Control — password protects the number of periods (badsvand forwards) to which a user can post
transactions.

Account Number Control - ability to block system maintained account nurshie transactions that are system
maintained. For instance the Accounts Receivaldetascount number could be blocked.

Reporting

Reports available include:

GL Activity Audit Trails

Trial Balance

Income Statement:

e Department detalil

» Consolidated

e Summary By Account Category

* This Year/Month versus Last Year/Month
Balance Sheet:

« Department detalil

» Consolidated

* This Year/Month versus Last Year/Month

e Acutal versus Budget
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Optional F9 Financial Report Writer

F9 is one of the leading general ledger based report writers on the market. With this tool you can take up-to-
the-minute data from Fitrix General Ledger and import into Excel and from there you can:

1-4

Perform “what if” analysis

Create customized financial reports in variousriats that span any time frame, even one day owee&
reports

Ability to “slice and dice” your GL account numb@to segments representative of your businessofiedivi-
sion, department)

Consolidated financial reporting for multiple daaéses if you are running more than one company Ritix

Allows you to pass budget information from youregosheet back to the Fitrix GL thereby reducing éatry
and data entry errors.

Introduction
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General Information

Reference Files

This section covers the various files that arerretkto throughout the documentation. The discusisioludes the file
name, the menu and menu option used to maintaifi¢ghand the purpose served by the file.

Activity files: Used “behind the scenes” by the Fitrix systemnsuee that users who have installed more than one

accounting module enjoy cohesive interaction antbeg. At the time of posting, documents are pokidhese activity
files, and the system thus ensures that changbs ttatabase made through the Order Entry modalexmple, result
in appropriate updates to data tables used by otk&lled modules—for example, Inventory Control.

Account Groups file: Accessed through the Update Account Groups omtiothe Ledger Setup Menu. This file holds
group codes and descriptions along with the accoamtes and numbers associated with each unique todénforma-

tion in this file can be used to relieve the usent having to memorize account names and numbes&f@ous transac-
tions.

Account Number Ranges file Accessed through the Update Account Number Raogisn on the Setup Company
Menu. This file stores the range of account numhes®ciated with each type of account: Asset, litphétc. It repre-
sents your Chart of Accounts.

Checking Accounts file Accessed through the Update Checking Accounismoin the Setup Company Menu. This
file stores the number and description for eacktasscount designated to serve as a checking accoun

Company Information file: Accessed through the Update Company Informatfgion on the Setup Company Menu.
This file includes the name and address of yourpaom. If you are assigning income and expensespartments
within your company, this file will also containetltode and description for each department.

General Journal file: Accessed through the Update General Journalmpticthe Ledger Journal Menu. This file
includes the date and description of transactionsred in the current accounting period, the sojagmal, and the
accounts and debit/credit amounts involved.

GI/L Activity file: Accessed through the Post General Journal optidhehedger Journal Menu. This file contains
detailed information on all original, recurring,careversing transactions posted during the cuaeobunting period.
The file stores the source journal and a descriptithe transaction along with the accounts anduats involved.

Ledger Accounts file Accessed through the Update Ledger Accounts pmiiothe Setup Company Menu. Each docu-
ment in this file represents one of your genemdér accounts. Information stored in this file ird#s account numbers,
respective descriptions, and optional subtotal gsoiihe file also includes information on whether ¢ach account is
increased with a credit or a debit.

Ledger Defaults file: Accessed through the Update Ledger Defaults omtiothe Ledger Setup Menu. This file holds
default information used by the system including ¢arrent accounting period and year, the startesadddates for the
period, the number of the Retained Earnings ac¢mmfiormation relating to past periods, and a fiatgl that determines
whether setup is complete.

Multilevel Tax Code file: Accessed through the Update Multilevel Tax Cod@soa on the Multilevel Tax Menu. This
file stores tax codes, rates, and descriptionstlaatedger accounts to which tax amounts will bsted.

Multilevel Tax Groups: Accessed through the Update Multilevel Tax Grooypson on the Multilevel Tax Menu. This
file contains one-character codes assigned to grofitax codes for entry of transactions involvingltiple levels of
taxes. Multilevel tax groups are valid only whes thse Multilevel Tax Groups field of the Companfommation form
is setto Y.
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Recurring Documents file Accessed through the Update Recurring Documegiteroon the Recurring Documents
Menu. This file holds information on documents whare copied repetitively. The information in tfiis is identical to
the General Journal file except for the Selecopying field which determines the regularity withich each docu-

ment is copied.

Source Document file Accessed through the Update Source Document Tgyésn on the Ledger Setup Menu. This
file contains the various source codes and desaniptvhich represent the various ledgers in youoaoting system.
The ledgers represented in this file are avail&dri@ise when updating journals.

Different Databases

Fitrix Business products come with two distinct sets of data. $taedard company set contains the real data far you
company; the sample company set contains datasthiaed for tutorials and other training purpo3és sample data-
base is used so that anyone who is new to thersysia see examples and run options without riglaafage to the real
accounting data of your company.

In addition to the standard and sample data sdfisteht databases may be set up for your systegohy authorized
Fitrix reseller so that you can run multiple comigarfrom one system. The name of the current dataisadisplayed on
the top left portion of the main screen.

To change to a different database/company, clicBettings, at the top of the main screen and thitisChange Data-
base Access.
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Data Flow

The following topics are covered in this chapter:
* How to use Fitrix Software Manuals

* Viewing and Accessing G/L Menus
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Phases in the Accounting Cycle

The cycle of activity within Fitrix follows a patte that is consistent across all modules. The oyatesists of the follow-
ing phases: setup activities, transaction procgssind end of period activities.

Setup

v

Transaction
Processing

v

End of Period

The three phases must be performed in sequence:
1. Setupmust be complete before any transaction processgms.
2. Transaction Processingequires that all transactions be entered andkelteagainst an edit list in order to be posted.

3. End of Period activities report on transactions that were posigtihg the transaction processing phase.

Phase 1: Setup

The setup phase in Fitrix involves general proceslfior company setup, as well as specific procediaresetting up
each accounting module: General Ledger, Accoungali?@, and Accounts Receivable.

Company Setup
Company setup procedures must be done before megatgfic setup. These procedures include entén@game and

address of the company, assigning department caddsgstablishing account number ranges. Otheritéesi may
include entering ledger accounts and designatingioecash ledger accounts as checking accounts.

Module-specific setup
Module-specific setup activities vary from modudenhodule, but include, for example, designatingaditfledger

accounts for the module and entering existing df@ns, as well as entering account groups, custenrerendors, ship-
to and pay-to addresses, etc.
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When setup activities are complete, the systemsebe told that the setup phase is completeh®mibdule setup
menu, you can answer Y to the question Setup Cdetpla each module’s setup menu. This initiateettezution of
pre-transaction processing procedures, such amgasdtexisting open items. Once these proceduesa@mplete, you
can begin the next phase.

Phase 2: Transaction Processing

Transaction processing is the day-to-day handlfrdpouments. It consists of three separate prosesséering and
updating documents, checking the edit list, andipgslocuments

A transaction is initiated by entering a docum&saich screen for entering documents shows tlygetertcounts that

will be affected by the document and provides Bdlat entering other relevant information aboutdoeument (e.g., for
Accounts Receivable invoices, a ship-to addressigemiscellaneous charges, sales taxes, etc.g &document has

been entered into the system, it may be updatadyatime before posting.

Checking the edit list

After all the documents have been entered, yowpdahand check the edit list. This list simply gsall documents cur-
rently in the system waiting to be posted. The kstishows which ledger accounts will be adjustad what effect each
document will have on them, along with other infation about each document. If mistakes are fountthisrreport, cor-
rections can be made through the document inpaeagiand the edit list can be run again. Any erteaswill prevent
the posting of a document (e.g.,”"Document doedatatnce”, “Setup not complete”, “Account not foundtc.) show up
on the edit list.

The edit list can be printed and checked as mamggias necessary, but must be run at least onclpament before
posting can take place. If a document on an eslitdicorrected via the input screen, an edinligst be run again before
posting.

Posting documents

Posting puts documents into activity tables for@emeral Ledger and for each separate module.ngastn be done at
any time after an edit list has been run, and @ddme as many times within a period as necessary.

Once a document has been posted, it cannot be changed. If an incorrect document is posted, the only way
undo the error is to enter and post a reversing.e@hce documents are posted, they can no lorgesthieved through
document entry options.

Besides the posting of documents, the posting tipereay also include adding or updating balannaspien item
tables. After one or more postings, reports carubéo show the activity for a given period. Sueparts are usually run
at the end of the period.

Phase 3: End of Period

End of period activities are categorized into Gahkedger activities and module-specific activities
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General Ledger activities

General Ledger end of period activities processsamamarize the effects on each ledger account dbaliments posted
through the various modules. General Ledger AgtiRiéports can be generated in either detail or sampfiorm to show
the adjustments to each ledger account made byea giodule's transaction processing. These repant®e run at any
time.

Module-specific activities

1. Reporting

Besides the reports that detail a module's ef@tiSeneral Ledger, module-specific activity repodn also be gen-
erated. Normally this is done by printing the jaalmfor the module. Journals report on posted decusnand show
which ledger accounts are affected by a particddaument.

2. Loading recurring documents

Recurring documents are those that would normallyebentered each time a certain kind of periadiegaction
occurs. FitrixBusiness allows these documents to be given a “tag” thatgieates them as recurring, so that at period
end these same documents may be automaticallyddadéhe next period. This frees you from haviagnter the
same document period after period. Recurring dootsteat have been loaded for the next period neaypolated
and posted just like manually entered documents.
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Company Setup

The first step in setting up Fitrix is to set up tompany. This activity appears as a menu optia inodules. How-
ever, once company setup has been completed fanodale, it is not necessary to repeat the proeefiuradditional
modules that are installed.

Fitrix 5.20 Database: bettyb Printers: LexmarkZ2{lexmark 2

File “iew Execute Seftings Help

ddem=g@

i c=0: 1 General Ledger
2 Accoutes 1 |edge ) Company Setup

3 Accout B 3 Recun & a Update Company Information
4 Order B 3 Ledge = b Print Company Infarmation
5 Inventt (5 4 Ledge [E c Update Account Mumber Ranges
G Furch: 5 7 Multile' /= ¢ Print Account Number Ranges
7 Multict &5 g Admin [E e Update Ledger Accounts
8 Payollgy g Compi = 1 Print Ledger Accounts
9 F\xedfﬂ Exit
Fourth Ganaration

a Replenishment gk h Select Different Company Software Solutions, Inc.

g o Update Checking Accounts @ Copyright 2007

I P IDODDREDRDD

b Report Writers ﬂ Exit

&) Exit

Status |dle Socket: sock224/10.0.0.95/20020

Company Information

e Update Company Information (mandatory)

The first activity in setting up your company isetater basic information such as company name @aaas through
the update Company Information menu option. Thitkésinformation that prints out on remittanceg,,@nvoices,
checks, etc. This menu option is also used to eat@pany department codes and their respectivesalu

e Print Company Information (optional)

This option prints out a report showing the compaasne, address, and department/accounting structure

Account Number Ranges

« Update Number Rangegmandatory)

Next, ledger account ranges are added. The ledgeuat numbers must be entered in ascending segjuEnis can
be done before the entry of the ledger accountagbbes.

e Print Account Number Ranges(optional)

This option prints a chart of account breaks.
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Ledger Accounts

» Update Ledger Accounts (mandatory)

Ledger accounts may be added through the Updatgeédtcounts option. This is where “Increase witedit” is
specified for the various ledger accounts.

Increase with

Ledger Account Type Credit?

Current or Fixed Asset N

Current or Long Term Liability

Capital

Cost of Goods

Y

Y

Income Y
N
N

Expenses

» Print Ledger Accounts (optional)

This option prints out a listing of ledger accouyms., a chart of accounts.

Checking Accounts

» Update Checking Accountqoptional)

Certain cash ledger accounts may be designateaeaking accounts with the Update Checking Accourgsau
option. This step is necessary in order to makeofiiee Reconcile Checking Accounts menu optioAdgounts
Payable, which allows you to reconcile cash le@dgeounts with bank statements for these desigreatealunts.

Different Company

This menu option is not currently functional. Ifiybave multiple databases/companies set up, youtwarge from
the current database to a new database as follows:

1 From the Main Menu, clickettings at the top of the menu.

2 Click Change Database Access.

3 Enter the database name and then @Kk The selected database|is
active.
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G/L Accounting Cycle

The accounting cycle for General Ledger followshhasic Fitrix Cycle. After the general company pgbuocedure,
there are G/L-specifisetupactivities,transaction processingandend of periodactivities.

G/L
Setup

'

G/L
Transaction
Processing

'

G/L
End of Period
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General Ledger Setup

Primary activities for setting up General Ledgalude entering ledger defaults, entering ledgeoants and their
beginning balances, and updating source documeleisco

Fitrix 5.20 Database: bettyb Printers: Lexmark2/Lexmark 2 g@@
File  View

demEz2E

e Setfings Help

(sERECIE | General Ledger
B 2 Acoout iy o Ledge 4 Ledger Setup

& 3 AcouEy 2 Recult & 3 Update Ledger Defaults

5 40rderlgs 3 Ledgs @ b print Ledger Defautts

o

3 Imentt £ 4 Ledge & o Update Account Balances

B PUIChe iy 7 Mullle' & o Print Ledger Accounts ' 2
7 Multict B 5 Admin @ e Update Source Document Types _f -'

3 Payroll G g Comp: = £ Print Source Dacument Types )

8 Fied s 5] Exit g Update Account Groups

4 Replenishrment B h Print Account Groups

b Report Wiiters ﬂ Exit

4] Bt

E OO ODD

Status die Socket s0ck224/10.0.0 95/20020|

Ledger Defaults

e Update Ledger Defaults(mandatory)

Update Ledger Defaults is the primary activity @t Setup. Through this screen all period informafis specified
for Fitrix. During G/L setup, period start datesiand dates are defined. The current accountiriggpand fiscal
year are noted. The ability to directly enter delitd credits within G/L is activated here. Alde tlefault retained
earnings account is specified (this ledger accowrst already exist).

» Print Ledger Defaults (optional)

This option prints out a report of data input fralpdate Ledger Defaults.

Ledger Accounts

» Update Ledger Account Balancegmandatory)

The procedure for entering ledger accounts in Gémedger is different from the way ledger accowartsentered in
other modules. The Update Ledger Account Balanaasunoption allows the user not only to add ledgepants,
but also to add beginning balances, departmentscax@ budgeted amounts associated with a ledgeuaicc

e Print Ledger Accounts (optional)

This option prints a listing of ledger accountgpaventional chart of accounts.
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e Print Ledger Account Balance(optional)

This option prints ledger accounts with respectisiances for any number of periods or ledger adsolYou are
prompted for beginning and ending periods and ledgeount numbers.

Source Document Types

« Update Source Document Typegoptional)

This option allows you to enter code and descniptibsource documents (e.g., CR for cash recefgpBsfor vendor
invoices, etc.)

e Print Source Document Typeqoptional)

This option allows you to print out a listing oftlsource document types.

Account Groups

e Update Account Groups(optional)
This option is used to enter and maintain accoumms.
e Print Account Groups (optional)

This option allows you to print out a listing ofcaeint groups with code, description and ledger aetn

Setup Complete

Once G/L ledger setup activities have been comgjéte system needs to be told that setup is cdeplibis must take
place before any transaction processing can beginlfefore documents can be posted). This is dgrféling in the
Ledger Setup Complete Date field and setting thidgke Setup Complete field to Y. A verification mags appears to
verify that setup is being completed.

Upon verification the following occurs:
e The current period is placed under G/L control.
e Past and future periods are not under G/L control.
* Beginning balances entered in Update Ledger AccBafances are posted to the G/L posting tables.

Once General Ledger setup is complete, the onl fiet can be updated in this screen is the “Dip®/CR Entry”
field. All other fields cannot be updated. Alsogbming ledger account balances can no longer texehor updated
with the Update Account Balances option. Unlike éats Receivable and Accounts Payable, it is NOSBide to reset
the “Ledger Setup Complete?” field back to “N”.

General Ledger Transaction Processing

General Ledger transaction processing involves tipgléhe general ledger and posting the genergdedntries.
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Fitrix 5.20 Database: bettyb Printers: Lexmark2/Lexmark 2

File ‘“iew Ewrecute Seftings Help
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Fitrix 5.20
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3] Exit
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Ledger Journal Menu

» Update General Ledger

In G/L, a General Journal document begins as ai emde through the Update General Journal meriaropt
Account groups may also be assigned through tleesdhat accompanies this option.

e Print General Journal Listing

Before posting General Journal documents, an Hslitrhust be run using the Print General Journdingsmenu
option. Data entry mistakes found on the listing/rha corrected through the Update General Joureaunoption.

* Post General Journal

Finally, General Journal documents are postededith. posting tables. A posting report is printed showing
which documents have been posted. This report leréstly like the edit listing, except that Genelalirnal docu-
ment numbers have been assigned to each postechdotu

Once posted, documents are no longer accessiblegithe Update General Journal input screen.

General Ledger End of Period

At end of period, the general ledger should bequhsind then various reports can be run.
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Fitrix 5.20 Database: bettyb Printers: Lexmark2/Lexmark 2
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End Of Period Posting

* Post General Journal

This option posts general journal entries to pastables and generates a report. Post General Lellgeld nor-
mally be run before performing any other end ofqukactivities.

e Post G/L Activity to Ledger

Next, the Post G/L Activity to Ledger menu optisrriin. For each ledger account, a running balankept for each
period in a special posting table. This option watial all posted General Ledger documents (whickude docu-
ments from other modules) and update this runnalgrte for the current period. Only then can thealnancial
statements (trial balance, balance sheet and instatement) be run.

e Print G/L Activity

The G/L Activity Report, accessed from the Prink @ktivity option, shows all adjustments to eactider account
for the period. It can be printed in either detsiisummary form. You are required to enter startind ending peri-
ods. On this report, all GL activity, not just adty initiated through General Journal, is showntloa report.

The G/L Activity report can act as an optional diditing before running the Post G/L Activity to dger menu
option. Changes may be made as General Journ@stitrough Update General Journal. Print G/L Agtigan be
run before or after Post G/L Activity to Ledger.
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End of Period Reports

» Print Trial Balance

This option prints out all debits and credits faclke ledger account. It also checks whether detstegual to credits.
* Print Income Statement

This option prints out profit/loss at any given éinbased on income minus cost of goods, minus egsen

» Print Balance Sheet

This option prints a snapshot of the financialisait any point in time, based on assets minuditieb =capital.

e Print Budget and Comparison

This options prints out the current balance, bugldétalance, and last year’s balance for selectigbteaccounts.

Close Current Period

» Begin a New Period

To end the current period, the Begin a New Perjattba is run. This option deletes all posted G/lcadments,
prompts for the next period and period end datecaedtes the new period.

» Copy All Recurring Documents

This option creates General Ledger journal entiiesopying in all recurring documents which camtbe modified
or deleted with the Update General Journal option.

The Recurring Document capabilities of General lezdge much more extensive than those of other lesdAll
General Journal documents setup as recurring mégabled, or a selection from these documents magauked.
The Print All Recurring Documents option can bedusegenerate a report showing all recurring documeOnce
loaded, recurring documents may be updated oratkjast like manually entered General Journal dasum
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M enus Overview

The following topics are included in this chapter:
« GJ/L Setup

e Transaction Processing

» End of Period Activities

e Report Production
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Before you Begin

Before you can enter transactions into Fitrix Gahkeedger, you must first complete “setup” of tiggtem. During setup,
you enter basic reference information, your ChiAezounts (if not previously set up using anothérix module), and
special General Ledger reference information.

Fitrix General Ledger activities can be dividedifur broad categories, each with a charactesgiof activities. The
sets of menu options corresponding to these aesvitre listed and briefly discussed in the negtice.

G/L Setup
» Entering company information
» Entering accounting reference information

» Completing the G/L setup

Transaction Processing
» Entering and reviewing documents
» Posting entries to General Journal
» Posting to ledger accounts
End of Period Activities
» Reviewing period activity
e Changing to a new period
Report Production
» Printing reference information
» Printing transaction processing reports

» Printing financial reports

Overview of G/L Setup

Before you can begin entering transactions, yout peorm a series of steps to enter all of therimiation the system
refers to during transaction processing. This idetispecifying the database you wish to work veitit] entering basic
company information and accounting reference infdrom.

Once all information for your setup is in placeuydeclare your setup complete by entering the sebmplete date and
setting the set up complete flag to Y.

Company Setup

The following options, found on tHéompany Setup menu, are used to set up your company and the Cha&tadunts
on the system.
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Because the menu options used for these stepsperthe company as a whole, they are duplicatedazh Fitrix mod-
ule you have installed. You can set up this infdramethrough G/L or any other module, and you amded do it once for
your whole system. Updates to this company-widerm&tion can also be done from any module.

* Update Company Information (9-a) - enters or miediffour company’s name and address.
» Print Company Information (9-b) - prints your busss name and address as it will appear on reports.

« Update Account Number Ranges (9-c) - specifieserngmranges in your chart of accounts correspontting
different types of ledger accounts (assets, ligddlj capital, etc.).

» Print Account Number Ranges (9-d) - prints adisaccount ranges.

* Update Ledger Accounts (9-e) - add to or modiflalof Accounts (account numbers, descriptionstatab
groups; use this option to specify contra accounts)

e Print Ledger Accounts (9-f) - prints a list of gt accounts (account numbers and descriptionsuatc
types). This list can also be printed using thetRredger Accounts option (4-d-a) on the Ledgeufetenu.

* Update Checking Accounts(9-g) - assigns certaishCGeccounts to function as Checking Accounts (ifigis
check reconciliation feature of Fitrix Accounts Bhile)

Accounting Reference Files

The following options, accessed from thedger Setup menu, allow you to set up and/or update accountingooisr;i
account characteristics, and account balances. dlkeyallow you to enter special codes for groupiofjaccounts and
for the various journals that may be the sourdh@®entries. This information is referred to by sigstem when you enter
and process transactions.

» Update Ledger Defaults (4-a) - specify accounfigods, retained earnings account number; conongirect
debit/credit entry method if desired.

» Print Ledger Defaults (4-b) - prints a list of tleelger default settings.

» Update Account Balances (4-c) - enters balanaesxisting accounts, if any

» Print Ledger Account Balances (4-d) — prints fkedf ledger accounts with account balances fohgeeriod.
* Update Source Document Types (4-e) - creates dodssurces of transactions

e Print Source Document Types (4-f) - prints adiEsource document type codes

» Update Account Groups (4-g) - creates optionaksddr groups of ledger accounts associated wetuiently
entered transactions

* Print Account Groups (4-h) - prints a list of ansobgroup codes

Completing G/L Setup

Following entry and review of reference informateumd accounting information, you must enter theipatomplete date
and set the set up flag equal to Y certain ledgéaudts to indicate to the system that setup of y&flL information is
complete. No postings are possible until the Gtusés declared complete.

The following option accesses thedger Defaults screen program: Update Ledger Defaults (4-a)
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& Update Ledger Defaults

Current Accounting Period:
Current Fiscal Year:
Retained E amings Account Mo:
Direct DE_CR Entry:
Ledger Setup Complete Date:
Ledger Setup Complete™
Require Appraval to post?:
Periods Back: 1 Fanward: 1

Pr | ear Start End

03 2007 030172007 03/31/2007
02 2007 0240172007 02/28/2007
01 2007 010172007 0143142007
12 2006 12/01/2006 12/31/2008
11 2006 1170172006 1143042006
10 2006 10401/2006 10/31/2008
03 2006 090172006 0943042006

File Edit view MNavigation Tools Actions Help
oL =YX QBN E00ED @0
A GO0 0 0 0 &\

© Find Prev Mest Add Update Delete Browse

JIK] Last Purge D ate:
2007
310000000 &L
M
10/01/2008 [BE]
A Batch Journal?:
M Appraval Code:

Ledger Defaults

Cantrol Password:

Period Maintenance

Balanced
Y
Y
Y
Y
Y
Y
Y
1of1

i

CEX

OVR

Two fields on the Ledger Defaults screen “freebe initial settings for your General Ledger. Thasethe Ledger Setup

Complete Date and Ledger Setup Complete fields.

Their combined function is to initiate the firstuttent” period and specify the document date aftach existing docu-
ments (if any) from other Fitrix modules on yousw®m will be posted to the current period to créatginning G/L

account balances.

Note

Once the Ledger Setup Complete field is set to “Y” and the information has been stored, the settings in the
Ledger Setup Complete Date and Ledger Setup Complete fields cannot be changed. See the “Completing
G/L Setup” section of this manual before proceeding with this step.

1 Set the earliest date for which existing G/L attifrom other modules (if any) will be posted
ledger accounts to create beginning balances Lesigtepp Complete Date (mm/dd/yyyy)

2 Set this field to “Y”only after all setup steps are completed and checkeddresetup Complete
(YIN).
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Typically the first date for the posting of tran8ans to ledger accounts is the same as the fagdithe current period.
However, in Fitrix General Ledger these dates peeifiedseparately.

Because the Ledger Setup Complete date is indepeafithe date for starting the current periogdél have been using
other Fitrix modules prior to the installation dfrix General Ledger, you have the option of pagtietivity from those
sources to ledger accounts, in the form of begmbalances, for dates that fe#fore the start of the current period.

Documents whose dates fall before the Ledger Setupplete Date can be stored for reference purgmgesannot be
posted to ledger accounts.
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Overview of Transaction Processing

After setup is complete, you can begin entering@nodessing G/L transactions. The steps in thisgs® correspond to
options found on theedger Journal menu and theledger End of Period menu.

Ledger Journal Menu:

* Update General Journal (1-a) - enters Generahdbdocuments.
e Print General Journal Listing (1-c) (edit list foosting)

* Post General Journal (1-d) - initial posting o@eral Journal documents . This option also dispéey3-a on the
Ledger End of Period menu.

Ledger End of Period menu:

» Post G/L Activity to Ledger(3-b) - posting to leztgaccounts (End of Period menu)

e Print G/L Activity(3-c) - The Print G/L Activity ption is provided to allow you to review system-eiaictivity
that will affect account balances, and can be tuang time in the transaction processing cycle.
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Overview of End of Period Processing

Activities performed with thé edger End of Period menu options include period maintenance and reportingdiivity.
Print G/L Activity(3-c) - review period activity i summary or detail formats)

Begin a New Period(3-i) - makes the next periodrtbe “current” period (see "Understanding “G/L Qofied” Peri-
ods" on page 6-3.)

Copy All Recurring Documents (2-c) - loads recugrdiocuments that will be used in new “current” per{Other
options for selecting, updating, and printing reitigy documents are found on the recurring Documergsu. See
"Recurring Documents Menu" on page 9-2.)

Copy All Recurring Documents (2-c).

Note

If the End of Period process is being run for #e period of a fiscal year, this option directifeats account balances
(for example, zeroing out income and expense at¢s@nd posting a retained earnings amount). Rurthisgoption
to begin a new year creates a report showing hawwatt balances are affected. See "Beginning a NewaFYear"
on page 10-9.
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Overview of Financial Reporting

Financial reporting options are accessed fronl_tdger End of Period menu. They allow you to analyze activity that
enters the G/L from various sources and print steshfinancial reports in a number of different fats Though finan-
cial reports are typically generated at the endosbunting periods, report options can be run gtiame.

Note

The folder icon preceding a print option indicates that a submenu will appear allowing you to further specify
your selection or print format.

» Print G/L Activity(3-c) - G/L activity report: shes all postings from the General Journal and froenjburnals of
other Fitrix modules

« Print Trial Balance(3-d) - Trial Balance: showkdsbit and credit activity for each account

* Print Income Statement(3-e) - Income Statememtutstes net income from income and expense acdotais
for the period; Comparative format includes accaofdrmation from the previous year

» Print Balance Sheet(3-f) - Balance Sheet: shoeptbportion of the value of the company distribiudenong
asset, liability and capital accounts

» Print Budget and Comparison (3-g) - Budget and @anison reports: allow you to compare activity dor
account with budget amounts
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Company Setup Menu

The Setup Company Menu contains the following tepic

Setting up Company Information
Account Number Ranges
Ledger Account Numbers and Descriptions

Desginating Checking Accounts

Company Setup Menu
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Order of Setup Seps

When you set up reference files, the order of sitegssigned so that earlier steps add informdtiahcan then be
accessed automatically in the course of later stegpanstance, once you have set up account nurahges, any time an
account number is entered the system can autorhatethyou what type of account it is (for exareplwhether it is an
asset or liability account). Conversely, if you toyperform setup steps out of order (for examgeéting up account num-
bers before defining account ranges) you may défieasystem’s capacity to provide useful data-eintigrmation
through automatic lookups.

The setup steps that apply to all Fitrix modulesrfgrmed through options on menu 9, Company Setaipunare cov-
ered in detail irLearning Fitrix. They are discussed here because the informdteyninclude forms the basis for later,
G/L-specific setup steps.

For example, ledger accounts are typically sengdémpany-wide use through the Company Setup rfreeau 9),
available in any Fitrix module. Account Groups, @lhassign a code to a certain selection of thatgeleaccounts for
data-entry purposes, are set up through the LeSiggeip menu (menu 4) of G/L.

Reference | nfor mation Options

Options on th&€Company Setup menu are used to create the basic structures of the @&e-Ehart of Accounts and any
sub-departments you choose to set up within yoonmpamy.

The Setup Company Menu:

B 1 Genery 1 General Ledger
SRR Y 9 Company Setup

& 3 Accout iy 3 Rec a Update Company Information

B 4 Orderlisy 3 Ledge b Frint Company Information

B 8 Inventiiy 4 Ledge B ¢ undate Ascount Nurber Ranges
B B Puchipy 7 Multiler @ g Print Account Number Ranges
By 7 Multict &5 8 Admin [E e Update Ledger Accounts

B 8 Payroll gy 8 comp; & 1 Print Ledger Accounts

B 9 Fixed /5] Exit B o upaate ch counts

& a Replenistment 4 1\ geiet Diflorent Company

] Ext 9] Exit

Status Ide Sacket sock224/10.0.0.95/20020

Menu options for reference file setup:

e Update Account Number Ranges (9-c) allows you to define the number of digits that vié the standard for
your ledger accounts, and to define the limitshef tumeric ranges that correspond to different auictypes.

» Update Ledger Accounts (9-€) is used to create or modify your Chart of Accoutits also used to specify con-
tra accounts and to set up optional subtotal grofipscounts for reporting purposes.

» Update Checking Accounts (9-g) (optional) is used to designate certain cash adscam checking accounts.
This allows you to use the check reconciliatiortdezin Accounts Payable.
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Information Checklist for Reference File Setup

Decide on company divisions that will be assigdedartment codes for reporting purposes (or usddfault of
a single department “000").

If using departments, create department codep ¢ three characters.
Decide number of digits to be used in account nennb

Modify Account Number Ranges to correspond to antmumbering.
Create a list of account numbers and account fi¢isers to be added.

Define subtotal groups (if any) to be assignediniiccount ranges.
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Company Information

Use this program to store basic company informatigaur business name and address, department ctksshether
or not you will use the Multilevel Tax feature.

Multilevel Tax features are used in conjunctionhaiitrix Accounts Payable and Accounts Receivabbeluhes to track
costs and prices that are subject to more thartypeeof tax. For information about the use of Meitel Tax features,
seeGetting Sarted with Fitrix.

Update Company | nformation

This option is used to set up and maintain the Gomifile. This file stores data regarding the name address of your
company, which is used on reports. In additionatdepent codes—used if you intend to assign incontkeexpenses to
departments—are stored here. Refer to the defisitior departments and profit centers in Appendi®ssary for fur-
ther information.

The Company Information screen:

& Update Company Information FE®
File Edit ¥iew Mavigation Tools Actions Help
OB g QA HRNEOOILD »
A 600 0 @0 &
Find Prev MNewt Add Update Delete Browse
Company Information
Business Name: PARTS PLUS DISTRIEUTION
Address1: 1110 MAIN STREET
Address2; |
City, State, Zip: |SEATTLE . WA 96133
County: |KING
Country: US4
v Use Muliilevel Tax Groups: |

Dept | Descript
000 ADMIN. OFFICE

100 EASTDIST CENTER
200  CENTRAL DIST. CENTER
222 TEST

300 WEST DIST. CENTER
410 DN A-SALES DEPT

1of1

When you first use the system, the company infaondtelds have default data provided in both tample and stan-
dard company data sets. This data is included snaseh sample, and should be modified to reprggemtcompany.

The data in the Company table is unique to eatdbdae (i.e. company). The table contains one alydome record;
therefore, the commands on the command prompt,thétlexception of Update and have been disableel name and
address entered in the Company Information seetpmear on all reports generated by the system.

The Company Information screen contains the folfmfields:

1. Business Name:

This alphanumeric field may be up to 30 charadtefength, and contains your company’s name. They ém this
field will be displayed on reports generated bygiistem.

2. Addressl:

This is the contact address of the company. U@talBhanumeric characters may be entered.
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Address2;

This field provides an additional 30-character agddrline for suite number or other address infaonat

City, Sate, Zip:

Enter the city, state, and zip code for your conypan

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chemac

Multilevel Tax:

Set to Y only if using Fitrix modules that have tilalel tax capabilities (AP, AR, OE, PU). See tmapter on mul-
tilevel tax for more information.

Use Multilevel Tax Groups:

Unless you enter a “Y” in the Multilevel Tax fielthis field is skipped. See Chapter 7 - MultileVak for more
information.

The Department section of the form stores up tolamelred department codes. The department figltblsanumeric,
allowing you to establish numeric or alphabeticd@ombination) codes. The use of department daddsacking
income and expenses is completely optional.

1

Department Codes:

In this column, you enter a department code thettifles a profit center, a division of the compagtg. Throughout
the FitrixBusiness modules, you have the option of posting sales apéreses to specific departments. This is a
three-character field.

Description:

In this column, you specify the department namedaiated with the department code in the same rowr #lphanu-
meric department name may be up to 30 charactéesgth. This Company Information Form is usedgecsfy the
name and address to put on your reports and ttdit'penters” or “company divisions” to associatghwarious
department codes.

Additional Company I nfor mation

If you click on Zoom , the following screen disptay
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Choose an ltem
File Help

0B (]9

itional Company Information
Credit Card Processing Information

[ 0K ] [Q:{Eancel ]

QYR

Additional Company Information — this screen isdig@store additional information such as telephmumaber, fax num-
ber, etc.

Add on detail addinfo =3

File Edit Mavigation Help

Additional Company Information Screen

Drescription Drata
500-555-2668

web address

[@ 0K ] [Q:{ Cancel ]

QYR

Enter the description of the data, ie telephone, Fax, email,

Credit Card Processing Information- if you are gsinedit card processing in Order Entry, it ishiistscreen that you
enter the interface information. See @weler Entry User Guide for more information.

Extension ccard
File Edit Help

OB |OWRHEER 90
Credit Card Processing Information
Credit Card ON:
HTML Serial No:
ADVANCE Serial No:
Server Time Out:

Server URL: |https:.-".-"www.skipiac:kic:.c:om.-"sc:ripts.-"
Trans. Authorize: |ev0|vcc.dII?AuthorizeAPI

Trang. Status Request: |ev0|vcc.dII'?SJAPI_TransactionStatusHequest

Tranz. Change Request: |evolvcc.dII?SJAF'I_TransactionEhangeStatusHequest
Batch Upload: |Batc:hUpIoad.dII?BatchUpIoadD‘I
Batch Statuz Request: |evoIvEE.dII'?SJAF'I_BATEHFILESTATUSHEQUEST
Batch Change Request: |evoIvEE.dII?SJAF'I_BATEHFILEGETHESPDNSEFILE

[ 0K ] [Q:{Eancel ]

Is credit card QN7 (YN 20

4-6 Company Setup Menu



Fitrix General Ledger User Guide

Print Company Information

This program prints a hardcopy of information eeteunder the Update Company Information option.r8pert "18:
Company Information Report" on page 12-19.
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Account Number Ranges

The way that all these different types of accoamsidentified to the computer system is by accoumtbers. After
deciding upon a list of accounts, you need to asaignique account number or “account code” to eacbunt. In the
Fitrix system, this “code” is a number that corssizt up to nine digits. You assign these numbeithabthe numbers of
similar accounts all fall within the same numearage. Fitrix lets you assign these ranges.

The Account Number Ranges screen:

& Update Account Mumber Ranges g@@
File Edit WView Mavigation Tools Actions Help
OB & QHEBEHN OO

A 00 0 0 0 @\

= Find Prev Mest Add Update Delete Browse

Account Mumber R anges

First Current &sset: 100000000 CURREMT AS5ETS
First Fixed Aszet: 180000000 FIXED 455ETS
First Current Liability: 200000000 CUR LIABILITIES
First Long Term Liability: 270000000 LT LIAEILITIES
Firzt Equity or Capital: 300000000 CAPITAL
First Income or Sales: 400000000 INCOME
First Cost of Goods: 500000000 COST OF GOODS
First Dperation Expenze: BO0000000 ExPEMSES
1of1

QYR

These ranges can be changed by the user, butdjpesounts always fall in this order. For exampieed Assets
accounts always start on the number after theJastent Assets account. You do not, of course, baaetually use this
number, but the posting program recognizes it astyipe. Fitrix comes with a default Chart of Acota) which you can
use as a guide for assigning your own account ntsnfdce you have chosen the account numbers youtavase, you
can change that default list by changing, addingleteting the accounts used.

IMPORTANT: There is a direct connection between account numamgres and individual account numbers. The
account number ranges should be set up prior timgelp individual accounts. When an account isupethe
program accesses the Account Range file to deterthmtype of account (more specifically, whetlher t
account balance should be increased with a credi¢lit).

If you change the account ranges, you must updalelete the affected accounts in your Chart ofolts,
because the account type is determined when tlwatis created or updated.

Types of Ledger Accounts

The Fitrix Business system recognizes eight different types of ledgeounts. Five of these account types appear on the

company’s balance sheet and describe its net worth.
e Current Assets are liquid assets such as cash or Accounts Payable
» Fixed Assets are property such as furniture and real estate.

e Current Liabilities are debts that must be paid in the short term asgiayroll or accounts payable.
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« Long Term Liabilities are debts that must be paid over a long periothtd, such as mortgages or business
loans.

« Capital accountsare those accounts that contain the value of gosiness, such as stock and retained earnings.

The next three types of accounts are those thateamm the income statement (or profit and logestant) and describe
how your company performed for a given period.

* Income accounts show the sources of your income.

« Cost of Goods accounts are expense accounts that show what you paiddor gnerchandise. They are also
called “selling expenses” because they are dirgigttito making sales.

» Expense accounts categorize all of your other expenses such as salfdries, utilities, etc.
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Print Account Number Ranges

This program prints a hardcopy of information eateunder the Update Account Number Ranges menaro@iee
report "19: Account Number Ranges Report" on payeQ.
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L edger Accounts

The previous step created the ranges of accounberatthat correspond to account types. At thistgbmindividual
ledger accounts comprising the Chart of Accountstrbe entered into tHeedger Accountstable, using numbers
defined by these ranges.

To view examples of ledger accounts, see the sa@ipdet of Accounts provided with the sample datal{iésample
company”).

The Ledger Accounts screen:

& Update Ledger Accounts g@@
File Edit WView Mavigation Tools Actions Help

QB QHEBEHN OO

QA 000 0 0 &\

© Find Prev Mext Add Update Delete Browse

Ledger Accounts
Account Murnber: 100000000
Type:  |CURRENT ASSETS
Description:  |CASH ACCOUNT
Subtotal Group [optional):
Increase with Credit?: M

Allow Uge in Manual Journal Entries?:

10f137

QYR

Account Number:

Enter an account number of up to nine digits. TyygeTand Increase with Credit field are filled inthg system
accourding to your predefined account number ranges

Description:
Enter up to 30 characters.
Subtotoal Group (optional):

Subtotal groups (optional) are assigned for a reréage of contiguous accounts for the purposeexting a subto-
tal on reports. The description prints on the reptimg with the subtotal for the accounts.

Increase with Credit:

Thelncreasewith Credit? field displays a default of “Y” or “N” according tive standard method for increasing the
balance of this type of account. For example,éfdbcount number range for Income is 40000000@999999, and
the account number you type in is 410000000, wieenpress [ENTER] the default of “Y” for Income aceds—
balance increases with a credit—displays in thegage with Credit? field.

If you are adding an account whose purpose isfsebbther entries that fall within the same Tyg®nge the default
here to indicate that this account’s balance vélifcreased with the opposite of the normal efoy.example, an
account with a number of 420000000 for ReturnsAimvances falls within the Income range of acconminbers.
However, the Increase with Credit? field for thisaunt is set to “N” to define its balance as iasiag with a debit.

Allow Usein Manual Journal Entries:
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If this value is set to N the user will not be alkd to use this account number in the Update JbEmtaies program.
There are some account numbers that have theirazEnge maintained by the system (Example-Trade Adsou
Receivable and Trade Accounts Payable) and therefi@nual journal entries to these accounts shailbden
allowed.

Printing Ledger Accounts

This program prints a hardcopy of information eateunder the Update Ledger Accounts menu optiois. fEport
should be checked to verify data-entry accuracg.r8port "3: Chart of Accounts” on page 12-4.
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Checking Accounts

If Fitrix Accounts Payable is installed on your s, cash accounts from which you issue checkbea®t up as check-
ing accounts. This will allow you to use the A/Reck reconciliation feature. See Chapter 5 inAtmunts Payable User

Guide.

The Checking Accounts form:

Update Checking Accounts

9i=1E

File Edit WView Mavigation Tools Actions Help
QB QHEBEHN OO
4 QO 0 0 0 &=

© Find Prev Mext Add Update Delete Browse

Checking Accounts

Account Humber: 100000000 = |CASH ACCOUNMT

Department Code: 100 |TA>< 100

1of5

QYR
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Ledger Setup Menu

Ledger setup is performed once, prior to enteringricial data. The following topics are covered:
e Setting up Ledger Defaults
» Establishing Account Balances

* Recurring Documents
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Ledger Setup Menu

TheLedger Setup menucontains options through which you set up your antiag periods. You also use it to specify
the default settings for ledger accounts that dater how the system will recognize and processsaetions involving
those accounts.

Most setup options are run only once. They are tsedt up your Chart of Accounts, account numigesiystem, com-
pany name as it is to appear on reports, and stlar “reference” information.

The Ledger Setup Menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lexmark 2

Fie View Execute Settings Help

demER2E

c-i2d 1 General Ledger

2 Aecout i 1 Ledge | Ledger Setup
3 Atcout iy 3 Recunt [ [ Update Ledger Defaulis

4 Orderlfs 3 Ledge [ 1 Print Ledger Defaults

5 InventC &5 4 Ledge [ ¢ Upgate Account Balances

B Purehifiy 7 Mulile' g o Print Ledger Accounts . |
7 Mullic. &5 8 Admin B e Update Gource Document Types - T
8 Paviolle 9 Comp: [ 1 printSource Document Types

9 Fied /9] Exit o Update Account Groups

® Copyright 2007

Fourth Generation
4 Replenishrnent ) 1 PrintAccount Groups Softwars Solutions. Inc.

FErrREDREBODEDDR

b Reportriters ﬂ Exit

S Ext

Status |dle Socket: sock224/10.0.0.95/20020
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Ledger Defaults

This option allows you to setup and maintain thdder Defaults file. On the Ledger Defaults form yestiablish the fol-
lowing:

« Update Ledger Defaults

Accesses the form used to specify accounting perod the default retained earnings account, tosghdirect
debit/credit entry if desired and to complete the &etup.

e Update Account Balances

Use this option to directly enter beginning balanfoe accountbefore setup is complete. After setup, new
accounts can be added, and subtotal codes andtlardgants updated, either before or after seteprisplete.

e Update Source Document Types
This option is used to create codes for sourc&¥/lbfdocuments.
« Update Account Groups(optional)

This option allows a single code assignment to ipleliedger accounts for quick selection and digpls a set
on data-entry forms.

Information Checklist for Ledger Defaults

The first step in G/L setup defined the types afoamts according to numeric ranges. The stepsitiesidnere for using
theLedger Defaultsform allow you to define your accounting cycle émrhs of date ranges. The following checklist
should be followed:

« Define accounting period and fiscal year numbesystem.
* Decide whether to use direct (manual) debit/credity method.
e Determine a Setup Complete Date for your system.

« Define period number and date range for yourahfturrent” period.

Note
G/L setup shouldot be declared complete at this stage. For more irdtom, see Chapter 8Gompleting G/L Setup.

Setting Up Ledger Defaults

The Ledger Defaults screen:
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& Update Ledger Defaults

File Edit WView Mavigation Tools Actions Help
QB Q HBERNE00ED 00
A 00 0 0 0 @\
= Find Prev Mest Add Update Delete Browse
Ledger Defaults
Current Accounting Period: |03 Last Purge Date:
Current Figcal Year: | 2007
Retained Earings Account Mo: 0000000 =
Diirect DB_CR Entry: |1
Ledger Setup Complete Date: | 10/01/2008 [LEd

Ledger Setup Complete?  |Y Batch Journal?: M
Fequire Approval to post?:  |M Approval Code:
Periods Back: 1 Farward: 1 Contral Pagsword:
Period Maintenance
Fr | ear Start End Balanced

03 2007 03/00/2007 034312007
02 2007 02/00/2007 02/28/2007
01 2007 010072007 01/31/2007
12 2006 12/01/2006 12/31/2006
11 2006 11/01/2006 11/30/2006
o 2006 10/01/2006 10/31/2006
03 2006 03/01/2006 03/30/2006

B A A A4

1of1

QYR

Ledger Defaults screen—header section

A fiscal year is divided into “accounting period&&counting periods are usually months; howeverj¥eneral Led-
ger is setup with the flexibility to allow for agngth of accounting period.

The Ledger Defaults form lists the following fields

1.

5-4

Current Accounting Period:

This two-character alphanumeric field stores a nemmbpresenting the “current” period. The pericat ik estab-
lished as the current period during setup will eedhe first period under G/L control.

Once setup is complete, transactions may be entétediocument dates that correspond to periods poiand sub-
sequent to the current period. Those documentstpaise G/L Activity file when the Post General doai option is
run.

When the Post G/L Activity to Ledger option is ragnsactions with document dates prior to theanimperiod post
to the period corresponding the those dates, ifgbaod is under G/L control. If it is not undefl&ontrol, the trans-
action will post to the earliest period under Géntrol.

Transactions with document dates later than theentiperiod (future transactions) will not be stdedor posting to
the general ledger account balances (Post G/L iyctiv Ledger) until the period that correspondsh® document
date becomes the current period.

During setup, the current period on this form stdag set to reflect your position in the currestéil year. The sys-
tem then prompts for the start and end dates gb¢hied you are defining.
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Once setup is complete, the current period fieky&em-maintained. When you close out the cuperibd, the
Begin A New Period option (on the Ledger End ofi®Menu) updates this field to the next period: fore infor-
mation see "Beginning a New Fiscal Year" on pag®.10

Current Fiscal Year:

This four-character alphanumeric field stores tineent fiscal year. You must enter all four digigpresenting the
year (i.e., enter 1991, not 91 or'91).

Retained Earnings Account No:

This is a nine-digit numeric field, used to stdre tefault Retained Earnings account number. Tdlis defaults to
3100. This default account is used by the systepo$d during the year end closing. See "Beginnihgwa Fiscal
Year" on page 10-9.

Direct DB/CR Entry:

This single-character field accepts an entry of WoThe entry controls the way in which journatres are entered
into the Ledger Journal form (accessed through.éuger Journal Menu).

If set to Y, the Ledger Journal form requires @rabunts be manually declared as debits or creditedime of each
transaction entry. In other words, a knowledgeadfits and credits and the nature of the differgmés of ledger
accounts is required.

If this field is set to N, the system automaticdibures debits and credits based on the informagitered for the
accounts. This method does not require a knowletigebits and credits. If you want to switch a débia credit (or
vice versa), the amount must be preceeded bysdr'

Even after setup is complete, the Direct DB/CR ¥figld can be changed to suit your current negds. the follow-
ing section, Automatic vs. Direct Entry of Debits@edits.

Ledger Setup Complete Date:

This is a required field. This date has an effedty at the time that the G/L Setup Complete fialdeét to Y. It only
has an effect if, prior to G/L setup being complétensactions have been entered and posted ®/thActivity file
(from any module).

If any transactions have been posted to the G/livitgfile, at the time that G/L setup is set tagplete the follow-
ing processing occurs:

All those transactions residing in the G/L Activithe with document dates prior to the Ledger Sebgmplete Date
will be marked as posted. These transactions, hervewil not be posted to ledger accounts when BdistActivity
to Ledger is run.

Transactions with document dates later than thgé&e8etup Complete date will be marked as unpostegse doc-
uments will post on subsequent runs of the PostAgfivity to Ledger process, when their dates féthin the “cur-
rent” period.

The following example demonstrates how this woutdtky

You set up Fitrix Accounts Payable in July of 2086d then installed General Ledger in February0&f72 and
you want all Accounts Payable transactions thaeHaen made on or after July 1, 2006, to be pdstgdur
General Ledger Chart of Accounts.
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To do this you would set the Ledger Setup Compbette field to 07/01/2006. The Ledger Setup Compléidd
would then be set to Y. Then, when you run the RgktActivity to Ledger option, the Chart of Accasrbal-
ances would be recalculated to include all of theudnents with document dates of July 1, 2006 er.lat

6. Ledger Setup Complete?

This single-character alphanumeric field storealaes of "Y" (yes) or "N" (no). When the systemiistinstalled,
this field defaults to "N". After you have finishésetting up” your general ledger reference filed dave entered
and verified beginning balances for your ledgemaacts, you return to the Ledger Defaults form anange this
field to"Y". Then, as you store the form with arYthis field, the system automatically posts attivdnce settoY,
thisfield cannot be changed back to N.

Before the Ledger Setup Complete field is set talMyeginning balances must be verified. Use thiet Frial Bal-
ance option to verify that the ledger accountsratmlance prior to setting this field to Y, becaosce setup is com-
plete this process cannot be rever sed.

» Beginning balances cannot be modified once setgpinplete.

* How an account is credited/debited cannot be obdu(igcreased with a credit or a debit), afterfible is set
to "Y".

» Prior to G/L setup being complete, the Post G/ltivity to Ledger option cannot be run (ledger acticoal-
ances cannot be updated).

7. Batch Journal

Enter "Y" if batches will be used when enteringrjwal entries.

8. Require Approval

Enter a "Y" if approval is required to post jourealtries.

9. Approval code

Enter password required to approve journal enttghms for posting.

10. Periods Back

Enter the number of periods back from current gktiat the user can post to.

11. Periods Forward

Enter the number of periods forward from the curpariod that the user can post to.

12. Control Password

Enter the password the user must enter if tryingotst to a period outside of the periods back arabds forward
range.

Ledger Defaults screen—Period Maintenance section

The lower section of the form entitled Period Maimdnce stores information concerning accountingg@dristory. Click
on Details to move down to the fields in this saetiOnce a period is under the control of the @Ata in this section for
that period cannot be updated.
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1. Period:

This column consists of two parts: the period nunavel the period year. The former accepts a twi-eidry, while
the latter accepts a four-digit entry. Togethegythonstitute the accounting period.

2. Start and End Date of Period:

The next two fields establish the date parametarthe accounting period. The system defaults tathig periods.

3. GJ/L Controlled:

This is a system-maintained field whose entry (Ypindicates whether a given period is under &l of the
general ledger system.

As the Ledger Setup Complete? field is changed thércurrent period is placed under the contrdéhefgeneral led-
ger. Once a period has come under G/L controbritinues to be under G/L control even when it {sesseded by a
new current period.

Periods that precede the date of installation @ftlodule and periods in the future (relative to“tharent” period)
are by definition not under the control of G/L. Hewer, information in such periods may still be us@dbudgets
and comparative analysis. When first entering asting periods, the G/L Controlled field always défato N and
cannot be manually overridden. When the LedgerB€tmplete? field is changed to Y, the G/L Con&dlfield for
the current period automatically changes to Y.

Thereafter, subsequent “current” periods are auticaily placed under the control of the generagkemdwhen each
such period begin®©nce thisfield is set to Y, account balances cannot be directly adjusted in the Chart of Accounts.
They must be adjusted through standard transaetibies in the general ledger.

Important:

Though specifying start dates and end dates fanating periods other than the current accountimipg is not
required, you may want to specify the dates fohqueriods for the following reasons:

1. First, you may want to enter accounting data fpwavious or future periods (even though it wilt be under the
control of the general ledger, e.g. historical datéuture budgeting data). This may also be apple if you had
other Fitrix modules set up, such as Accounts Pay@abAccounts Receivable, prior to installing Gexté edger.

2. A second reason is that you may want to defim@watting periods that do not correspond to calenuamths
(the system defaults to calendar months if notucsed otherwise).
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Print Ledger Defaults

This menu item prints a report detailing the infatian currently stored in the Ledger Defaults fillis report can be
used to verify data-entry accuracy and shouldled fis a hardcopy record of your reference files.

For an example of the report generated by this nogtion, refer to report number "16: Ledger Defsuleport” on page
12-17."
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Update Account Balances

Update Account Balances allows you set up and miaithe Ledger Accounts file (also referred tohesEhart of

Accounts). After selecting this option, the Ledéecounts screen is displayed.

The Ledger Accounts screen:

& Update Account Balances
File Edit WView Mavigation Tools Actions Help

\ 0 90 9 O @

Ledger Accounts
Account Murnber:

Subtotal Code [optional):
Increase with Credit?: M

Allow Use in Manual Journal Entries?: v

Find Prev Mest Add Update Delste Br.owse

Description:  |CASH ACCOUNT

Ledger Account B alances

Drept bon| Year Activity Balance
oon 03 2007

oon 0z 2007

oon 01 2007 50752.53

oon 12 2008

oon 11 2008

oon 10 2008 18116

oon 03 2008 0.00

(G o | [ cancel | [EDetal

Enter a unique account number to identify account,

OB OWhPEADNBRH E00ED 00

Type: |CURRENT ASSETS

Postings Budgeted
122573.10 2852112
151100.22
151100.22
100347 63
100347 63
100347 63
100528.85

10130

EEX

0.00
0.00

QYR

Creating a Chart of Accounts is an important stegeitting up the General Ledger system. Once $etsipeen com-
pleted, access to the chart through Update Ledgeounts allows you to add new accounts and cotteat descrip-
tions, but you cannot modify account balances. &@not delete any account to which activity hasmssted.

Theonly time you can add to or change account balancdslete accounts that have had a balance entedexiing

setup, through the Ledger Setup Menu. After yoletstarted using your ledger, you cannot manuallysa@éccount bal-
ances, nor can you delete an account that hasnyaahaount posted to it. The option to manually adpalances and to
delete accounts with a balance is provided onlyséup purposes (so that you can more easily jaild chart when

first setting up the system).

Ledger Setup Menu
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Print Ledger Accounts

You can either print a listing of account numbearaccount numbers with balances. To see a sampltesé reports,
refer to "3: Chart of Accounts” on page 12-4, asdledger Account Balances Report" on page 12-5.
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Update Source Document Types

This item allows you to maintain the Source Docutiig® This file stores source document type coaled their
descriptions. These source type codes are onlywbed entering general journal documents. Theyrdoemational
only and have no impact on transactions posted &thver modules.

A General Ledger combines documents from a vadétgdgers; Payroll, Accounts Receivable, and ActstPayable
are but three of many possible sources. The Ridreral Ledger provides a method of identifying eefdrring to the
source with a shorthand code. Each code (up tohsixacters) is associated with a longer descriptidhe Source Doc-
ument Types table.

The General Journal Sources form:

& Update Source Document Types Q@@

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

e O 9 0 0O 9 @
% Find Prev Mest Add Update Delete Browse

General Journal Sources

Source Code: ||[E{=ERIFIY

Description: |GEMERAL JOURMAL

6of8

[‘ 0K ] [’;‘Eancel ]
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Enter the identifying code For this source,

The sample database includes a set of source dottypes which may be modified to suit your reguiests. These
include:

ACTPAY ACCOUNTS PAYABLE
ACTREC ACCOUNTS RECEIVABLE
CASHPY CASH PAYMENTS
CASHRC CASH RECEIPTS
CASHSL CASH SALES

GENJRN GENERAL JOURNAL
PAYRLL PAYROLL

SALERT SALES RETURNS

The General Journal Source screen provides thawilg fields:
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1. Source Code:

This six-character alphanumeric field stores thigumtype code that identifies a particular sowtceument type.

2. Description:

This thirty-character alphanumeric field storesadliption of a particular source document type.
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Print Source Document Types

This option produces a hardcopy list of source duant types. To see an example of this report, tef&t7: Source
Document Types Report” on page 12-18.
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Update Account Groups

This option allows you to create and maintain tleedunt Groups file. An account group consists ocherount group
code and one or more ledger accounts associathdhwit code. The use of account groups simplifiesentry of trans-
actions into the general ledger by providing a fétand” way of specifying the set of ledger accsuhat will be

affected by a given transaction.

The Account Groups form:

& Update Account Groups

File Edit Wiew Mavigation Tools Actions Help
A 00 0 0 0 @\

= Find Prev Mest Add Update Delete Browse

Account Groups
Group Code: | DEFREC
Description: [DEPRECIATION EXPENSE

Account Drept
745000000 000
181500000 000
182500000 000

183500000 000

[rescription
DEPRECIATION EXPEMSE
FURMITURE & FIXTURES DEP.

50of 15

iﬂ"lew [retail

QA BBHE00ED »

TRANSPORTATION EQUIP. DEP.
MACHINERY & OTHER EQUIP. DEF.

EEX

QYR

A chart of accounts can consist of hundreds o€dkffit accounts. If your accounts are grouped ay@al fashion and
associated with an account group code, you negdrermiember the account group codes when entedngdctions.

For example, you could have a group that contaatiet@lephone expense accounts: basic service;dstignce, 700-
charges, and so on, together with the number ofdlsh account from which you normally pay theseeagps. When
entering a payment for telephone service into ¢dgér, you need only call up that account groupearter the appropri-
ate amounts. You need not retrieve the account atsribdividually.

Account Groups screen—header section

The header section stores basic information abboataount group.

1. Group Code:

This is a six-character alphanumeric field whiabres the code that identifies a particular accouoap.

2. Description:

This thirty-character alphanumeric field storesdlescription of a particular account group.
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Account Groups screen—detail section

The detail section of the form contains the ledgmount numbers that are associated with an acgoonp.

1.

Account:

This nine-digit numeric field stores the ledger@aaat numbers that are associated with a parti@adeount group
code. You may include up to 100 ledger accounesath account group. All accounts entered must haea
previously set up through the Update Account Badaraption on the Ledger Setup Menu. The Zoom feasur
available.

Dept.:

This three-character alphanumeric column storegpéinnal department code. This column defaultsO@. T he
Zoom feature is available. Refer to the definitiofislepartments and profit centers in Appendix BisSary for fur-
ther information.

Description:

Upon entering a valid account number, its desanpts displayed in this column. This descriptiomigomatically
retrieved from the Ledger Accounts file. This idisplay-only field.
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Print Account Groups

This option produces a hardcopy list of accountigsy organized by account group code. The repolidies account
group codes, descriptions for each code, and tlgeleaccounts associated with each particular code.

This list should be printed to verify data-entrydestored as a permanent record of your accounpgsetup. For an
example of the report generated by this menu optefer to report number "5: Account Groups Report'page 12-6.
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Completing G/L Setup

The following sections cover key concepts involirrdompleting G/L setup:
* “Controlled” Periods
e Setup Complete Date

e “Current” Accounting Period
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Information Checklist for Setup Complete

« Determine number of digits to be used for accowmbers.

» Set up account number ranges according to actppes (order of types cannot be changed - see pllate
Account Number Ranges program on the Company Se&uqu.).

e Set up ledger account numbering to corresponddoumt types.

» Enter basic ledger accounts (at least one accthmRetained Earnings Account must be specifiaatder for
Setup Complete to be valid): additional accountstuaadded later.

» Enter beginning balances for all existing accounts

» Use Print Trial Balance option to confirm initizdlances and see that G/L debits and credits balanc
« Determine system of periods (monthly, quartenlyspecified dates).

» Specify first current period specified (start ard date).

« Determine earliest date for G/L Control (earli@misactions cannot be posted to ledger accouhis)late will
be the Setup Complete Date (to be entered on Lddigfaults form).

Note
When you change the value of the Ledger Setup Gatmfield from N to Y (on the Ledger Defaults forrapd store
the information, this valueannot be changed. Your G/L setup becomes “locked in.” At this tintke beginning bal-
ances you have set up for ledger accounts polbsetaccounts. These postings appear on repdekiag place in
the period you have designated as the initial ‘®ntrperiod.” All of your accounting then proceedstloe basis of the
ledger accounts and initial account balances ywe keatered.
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Understanding “G/L Controlled” Periods

A G/L controlled period is one for which ledger aaat balances can be changed by posting transaatibase docu-
ment dates fall within it.

The system must be able to ascertain whether agpirunder G/L control when recalculating the entrbalance of a
given account, in order to properly include or ipmamounts for that period in making the calcutatio

In Fitrix General Ledger, some periods definedlangystem never come under G/L control, while atinet initially
under G/L control come under it eventually.

The following section describes the possible statés/L control for different kinds of periods.

Periods not Under G/L Control

All periods—before setup is complete.

Before setup is complete, no period is under Gtrad; no transactions will post to ledger accounts

Periods ending before earliest G/L-controlled da& (Setup Complete Date).

Account balances that are entered for periods fwithe Setup Complete Date, which defines theesadate of G/L
control, cannot be updated by posting transactions.

Because it cannot be changed, such pre-Setupsigfasically added to G/L records only for purposéhistori-
cal/comparative reporting.

Future periods—dates later than end of current pgod.

Although transactions can be posted to the Gedetahal for future periods, these transactions agaffiect ledger
account balances until the period to which thegmbEcomes the current period.

Periods Under G/L Control

1. First current period.

Once setup is complete, a minimum of one periath@er G/L control: the current period (as definggbriod num-
ber and year on the Ledger Defaults form). Thithésperiod to which beginning balances for ledgeoants are
posted when setup is declared complete.

Subsequent “current periods.”

Each time you complete the current period, you @eaw period (using the Begin a New Period optiBach new
“current” period created comes into being “undek €dntrol. “

Previous “current periods.”

In Fitrix General Ledger, any period that was otiee“current” periodemains under G/L control permanently. Any
period that has ever been the current period dhhate transactions posted to it that will afféetiger account bal-
ances.
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Note
Previous periods include periods from a previous yeat are under G/L control.
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Understanding “Setup Complete Date”

The Ledger Setup Complete Date you specify detersiine earliest point at which transaction databesome part of
ledger account balances through the posting process

If you have been using other Fitrix modules on ysystem, data has been added to the activity tablery time you
posted from these modules. Without Fitrix Geneedder, these activity tables function only to aeaaiports showing
how you should adjust your ledger accounts to aucfmr the effects of these transactions.

Once Fitrix General Ledger is installed, you hawe dption of posting a specified amount of thisgxesting activity to
ledger accounts. You do this by setting the Le@&gtup Complete Date to include all periods for Wwhiou wish to post
activity from other modules to your General Led@@nce your G/L setup is complete, running the BgktActivity to
Ledger option posts these transactions to yourdireent period.

For example, if you installed Fitrix General LedgerMarch 1st, you might want to set your Setup @lete Date to
January 1st so that your General Ledger wouldaeéli activity generated by other modules sinaelibginning of the
year.
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Understanding G/L’s “Current Period”

In order to set up your accounting cycle, you nugfine one period as the current period. This iseduy entering the
period number and year in the Current Accountingoeleand Current Fiscal Year fields on the Ledgefdnlts form.

The current period is the one that becomes the*splen” period to which postings can be made whetasis first
declared complete. In our terminology, it is thstfperiod to come under G/L control.
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How Completing the Setup Affects the G/L System

The following sections summarize the status ofGle system before and after the setup is declavetptete. Note that
some settings can be modified at any time, regssdi€ whether setup is complete.

Status of G/L System Before Setup is Declared Congie

* Ledger account balances can be modified directly.
« Ledger accounts can be deleted.

* You can change the value in the Increase with i€ dield (determining whether the account is regur contra
type).

* No period is under G/L control (the value in th& @ontrolled field on the Ledger Defaults formNsor all
defined periods).

» Transactions cannot be posted from G/L Activitylés to ledger accounts.

What Takes Place When Setup Complete Is Declared

When setup is declared complete, transactionstivitgdables are marked as either posted or urgehstccording to
their dates.

Documents whose dates fall on or after the Setupplete Date will be marked by the systermasposted Like newly
entered transaction documents, they will postdgéde accounts when the Post G/L Activity to Ledgetion (3-b) is run
from the Ledger End of Period menu.

Documents whose dates fall before the Setup Complate will be marked by the systempasted This marking
causes the system to disregard them when the Pogtcdvity to Ledger option is run. In effect theye permanently
“disqualified” from posting to ledger accounts.

Permanent Effects of Declaring Setup Complete

* The Setup Complete Date cannot be changed.

e Activity and balances can no longer be directlydified using the Update Account Balances optiordder
account balances can be modified only by entenmposting transactions.

» Ledger accounts can be deleted only if there iagtivity associated with the account.

* The Increase with Credit? field (on the Ledgerddts form) cannot be modified. In other words,tcan
accounts (whose entry for this field is the oppositthe default value for its account type) carbethanged
into “normal” accounts, nor can existing accourgddrned into contra-type accounts at this point.

e For the “current period” specified on the Ledgafault form, the value in the G/L Controlled fiedd this form
changes from N to V.

» Transactions in the G/L Activity tables can betpdgo ledger accounts.
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Modifiable Aspects of G/L Setup Data

6-8

New ledger accounts can be added at any time.
Start and end dates of new periods can be modified
Source Document types can be added at any time.
Account Groups can be added at any time.

New Department codes can be added at any time.

Subtotal Groups can be added or modified (usiedthdate Ledger Accounts option) at any time.
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Understanding Entries and Postings

Two Phase Posting

It is important to realize that in Fitrix Generadger posting consists of two distinct phases:

Phase 1 Posting

Posting of entries made through the Update Gederahal option to the G/L activity tables (using fPost General
Journal option).

Phase 2 Posting

Posting of activity to ledger accounts (using tlstRG/L Activity to Ledger option). This phase afgting occurs
only in the G/L module.

Posting in Fitrix General Ledger is done in two gdsin order to match the structure of other Fitrodules. These mod-
ules are designed so that they can be used fouating purposes without having Fitrix General Ledigstalled along-
side them.

Postings in these standalone modules, howeveofdne first type only—posting to G/L activity tas, which are part
of every module. The information contained in rép@enerated from a module’s G/L activity tablegi¢ates how the
posted transactions are intended to affect ledgmyumts, but such postings cannot affect ledgesiatts directly.

When Fitrix General Ledger is installed, it hasemscto the same set of activity tables. It canagdtinsactions from all
the sources that post transactions to the acti&iiles, post this information directly to ledgec@uants, and use it to
recalculate current account balances.

Entries to the General Journal are treated likestrations from any other Fitrix module. In thetfjphase, entries are
posted to the activity tables used by all moduleshe second phase, after an edit list is runatiity resulting from
these entries is posted from the activity tablethédedger accounts.

Note

Before you run financial reports of any kirmbth phases of posting must be completed. This enshia¢sll transac-
tions currently on the system are accurately redldn the account balances.

Posting to Prior Periods

Posting to a prior period is allowed if the perisdinder G/L control. Once a period has come ufercontrol (by
becoming the system’s “current” period) it remaimsier G/L control. That is, it remains accessiblpdstings that will
affect ledger account balances.
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Note
If you post documents into a prior period thatas uinder G/L control, the document will post to fhst period under
GI/L control. This is essentially what occurs ifyitdig setup, you assign a Setup Complete Date for ggstem that is
earlier than the designated start date for yoat fgurrent” period.

Note

Transactions whose document dates fall withintberval between these dates are essentially triimisachat pertain
to periods not under G/L control, and the way tystesm handles them is to post them to the firstrént” period (the

earliest period under G/L control) when setup islaed complete.

Results of Posting to Prior Periods

When a posting is made to a prior period, this amh@iadded to th&his Period Postingscolumn for that period. Each
time Begin a New Period is run, any amounts in Hesod Postings columns for prior periods aretreseero—the
amounts are transferred (added) to the amounkeiAttivity column for the period, to create nevdigrg activity

amounts.

¢ Update Account Balances

File Edit Wiew Mavigation Tools Actions Help
O QUhBEE] BN B00ED 00
A @ © 0 0O 9 W
% Find Prey Mest Add Update Delste Browse
Ledger Accounts
Account Nunber, | 45000000 Type: INCOME
4L INCOME

[rescription

Subtotal Code [optional): [

Increase with Credit?

Allows Uge in Manual Journal Entries?
Ledger Account B alances

Dept Mon Year Activity Balance Postings Budgeted

000 03 |2007 10200.00 E200.00

oan 02 |2007 3400.00 4000.00

oon 01 2007 340000 340000 4000.00
69 of 130

[‘ aK ] [t_:‘[:ancel I @Header I

QYR

Enter the budgeted amount For this period.
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Results of Posting to a Prior Year

Posting is also allowed to G/L controlled periodsiprior year. This allows you, for instance, égin a new accounting
year and later make adjusting entries to the o&t.\J&nancial reports can be run for any periogngttime and will accu-
rately report the year-end account balances updgtedch postings.

If a transaction is posted to a period that beldogs prior fiscal year, and affects revenue oregige accounts, a special
transaction is created to ensure that the nexdlfigear still effectively begins with zero balandeshese accounts.

To accomplish this, the system creates a transaittithe G/L activity tables that reverses the@fen the revenue and
expense accounts. This is balanced with a correlspgtransaction to the default Retained Earnimg®ant. When
posting of G/L activity occurs, this automaticajignerated transaction will register as a postirthedretained Earnings
account for period 00 of the following fiscal year.

Posting to Future Periods

Posting to future periods is allowed, but ledgaroant balances are not affected immediately by sugbsting.

When entries are made with document dates that refer to future periods, only the first phase of posting is allowed, creat-
ing activity in the G/L activity tables. The system prevents this activity from affectiadger accounts until the period
referred to becomes the current period (and theteles under G/L control).

The first time the Post G/L Activity to Ledger amtiis run in that new “current period,” the trartgats in the activity
tables marked for that period will post to ledgec@unts and the account balances will be updated.

End of Period Posting

When a new period becomes the “current” period r@salt of running the Begin a New Period optiorhj3the amount
in theThis Period Postingscolumn on theé.edger Account Balances form showing the accumulated total of postings
throughout the period, is transferred to fativity column to represent the total activity for theipeijust ended. The
This Period Postings column is reset to zero whendption is run.

While the period is current, the amount in Bedancecolumn shows theurrent balance for the account. After the new
period begins, this amount representseting balance for the account.

Entering Budget Amounts

Using the Update Account Balances program, youecdear budget amounts for any ledger account atiarey This
information is for reference purposes only and dussenter into calculations of any kind.

Entering Beginning Account Balances

Direct entry of ledger account balances using thddte Account Balances program is allowaly before G/L setup is
declared complete. Once setup is complete all account balances anetained by the system in response to postings
from G/L activity and the Balances field on the bed Accounts form cannot be entered.
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Results of Posting Activity

The following discussion shows the columns thaeapn the Ledger Account Balances form, and theth@amounts
change as a result of postings and the creatioewfperiods.

Note

The last row on each of the tables shown here atelicthe current information (after the posting da=irred) that
will be displayed on the Ledger Account Balancesifol he previous row indicates the state of therimition before

the posting occurs.

The first table shows an account that has beenett@dth a beginning balance and activity of zénahe course of
period 1, This Period postings add a total of 16lads, resulting in a current Balance of 100 dslla

Period Activity Balance This P.e”Od
Postings
1 0 100 100

When the Begin a New Period option is run to bgggriod 2, the amount from the This Period Postoaamn is trans-
ferred into the Activity column and This Period Biogs amount goes to zero.

(end of period)

Period Activity Balance This Ffenod
Postings
1 0 100 100
1 100 100 0

When the new period is added to the table, thdtimegueginning balance for period 2 is 100 dollas shown. Activity
for the new period is zero.

(new period)

Period Activity Balance This Pgnod
Postings
1 100 100 0
(past period)
2 0 100 0

With the addition of a regular posting

of 50 dddlam period 2, the accoun

Period

Activity

Balance

This Period
Postings

1
(past period)

100

100

t balance is updatedftamdesult is as shown:
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Period Activity Balance This Ffenod
Postings
2 0 100 0
(beginning)
2 0 150 50
(1st posting)

Now, if a posting of 25 dollars is made to a dat falls in the previous period while tharrent period is period 2, the
effect will be shown in the row for period 1—by ieasing both the This Period Postings column aedtdance col-

umn by 25 dollars.

Period Activity Balance This Renod
Postings
1 100 125 25
(past period)
2 0 s
(current period) ] PPy

The system also recalculates the current baland@doaccount due to the posting: the Balance i@ changes to

175

The last type of change shown in these columnsreaghben the Begin a New Period option is run.

The information displayed in the This Period Postings column for amounts posted to previous periodsis not retained
when you initiate a new period.

As was the case earlier in this example (when detiended and period 2 began), when a third pésibdgun, the
amount in the This Period Postings column for pkdiqand for period 2) is added to the Activity ambfor the period
and the This Period Postings column is reset to. zer

Period Activity Balance This P_enod
Postings
1 125 125 0
(past period)
2 50 175 0
(old current period)
3 0 175 0
(new current period)

The amounts appearing in the This Period Postings column allow you to track postings to periods that are no longer the

current period.
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Multilevel Tax M enu

This menu contains options that are used only wititilevel tax. Multilevel taxes are used to assign
up to four tax codes to a single line item.
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Multilevel Tax Menu

The Multilevel Tax Menu:

Fitrix 5. 20 Database: sample Printers: Lexmark2/l exmark 2

File View Executs Selings Help

deymEZ@

@ siEd 2 Accounts Receivable
R SRR RETT 7 Multilevel Tax

3 Accour = Z Custor & & Update Multilevel Tax Codes
Orderlgs 3 Betup b Update Multilevel Tax Periods
Inventc B 7 wiultile
Furchz j5

o e

¢ Update Multilevel Tax Groups
8 AdMin [ g Print Multilevel Tax Cades
MulticL g5 g Setup

o

e Print Multilevel Tax Groups

E'Fa‘vﬁo\!‘ﬂ Eﬁl &= f Print Multilevel Tax Analysis
9 Fixed Assels ﬂ Eﬁﬂt © Copyright 2007
1 Replonishment Fourth Genaration

Software Solutions, Inc.

SpopoopoeooODR

Exit

! Status [dle Socket: sock224/10.0 0.951‘20020_5
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Update Multilevel Tax Codes

The tax codes entered here are used with the sugtitaxes feature. The multilevel tax featuresisdiin the Accounts
Payable, Accounts Receivable, and Order Entry nesdul

When you plan to switch to multilevel taxes, yoed¢o set up your multilevel tax codes. You shqéddorm this step
after you set up your ledger accounts, &efbre you set up your default files.

Note
Update Multilevel Tax Codes has an “intelligentlate function that does not allow you to deletetitayel tax codes
that have activity posted to the Multilevel Taxieity file. This is similar to the intelligent deie function of Update
Ledger Accounts.

The Multilevel Tax Code menu:

& Update Multilevel Tax Codes g@@

File Edit Wiew Mavigation Tools Actions Help
OB O] ! EEBH SO

A6 9 @ =
Find Prev Mest Add Update Delete Browse

Multilewvel Tax Codes
Mulllevel Tax Code: [KINGEO

Multilewel Tax Rate: | 4.000]
Description: §EDUNTY OF KIijG T
e, IUSA ARSEARIS
Province / State : WA |
Diepartment: T &
Include Tax 'with Asset/Expense: N_
A/R Tayhccowt: | 210000000 2, | [BECRUED SALES Tk
A/R Discount Tax Account: . 2‘;-00-00_00-0- f ACCR LES TAX
AP Tax Account: | ES:BE:DD:DDD : |
AP Digcount Tax Account: . £38500000 | [SALES Tax EXPENSE
50f10

1. Multilevel Tax Code:

This six-character field is required. It stores tioele assigned to a particular tax category armd rat

2. Multilevel Tax Rate:

Enter the tax rate for this multilevel tax codetdtrthe tax rate in whole numbers. Example: 15%5gnot .15).
This field is required.

3. Description:

Enter the description for this tax code. This diggion appears when you use the Zoom feature.

4. Country:

Enter the Country for this tax code. This fieldhest required, nor is it used by any other options.
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5.

10.

7-4

Province/ Sate:

Enter the province or state for this tax code. Tielsl is not required, nor is it used by any otbptions.

Department:

This field affects the behavior of the Order Ergnd Purchasing modules. You may leave it blank. &myy must be
a valid department code. If left blank, the systesas the Department Code specified for the document

For example, if you have a department code of Hiihed for an Order Entry invoice and you leaveBtepartment
field blank here, the tax posts to department 1f0@ou always want to use the same department vgositing tax,
enter that department in this field.

Include Tax with Asset/Expense:

Y/N field-entry optional. This field affects the wé&ransaction amounts from the Purchasing modust fmoasset or
expense accounts in the General Ledger (GL). ErgeYi causes tax to be included in the amount postetie
expense or asset account in the GL.

This allows you to post the fully landed cost oféntory or assets, which is useful for US (not eaddded tax) and
Canadian (partial value added tax) situations.

For example, suppose your company purchases am&xjiem and is obligated to pay state sales tak étow do
you want your accounting system to handle thisasibm? Do you want the full amount of the purchétsm plus
tax) to post to the GL expense account, or justtheunt of the item (purchase amount less tax)@rtagt Y in this
field causes the amount (item+tax) to post to #pease account in the GL.

A/R Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processiogivable
documents (A/R invoices, credit memos, etc.) ohcaseipts. Enter the ledger account to which yantwo post tax
amounts for these types of transactions in A/R.

A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgssoaint where you want to post any tax amount iregduich dis-
counts allowed on customer invoices. Not all busses track tax in this way. The setting (Y or Njhaf "Calculate
Tax on Cash Discounts" field (A/R Defaults formygms the use, during the posting process, of¢beuat number
you specify in this field. If set to N, the systeadculates no tax on cash discounts. In this dagseaccount number
you enter here doesn't matter.

However, you must enter an account here even ifGladculate Tax on Cash Discounts" field is seltdn this case,
you should probably enter the same ledger accauntiged in #7 above. (Use Zoom.)

If you set the "Calculate Tax on Cash Discountsttfi A/R Defaults form) to Y, then any discounbaled on an A/R

invoice contains some tax. Keep in mind that yaidafining the characteristics of a Multilevel Teode. Suppose
that, when you use this code in the future, youtw@ealculate tax on A/R cash discounts and adcfourthat tax in

a ledger account. In that case, you should havaettiin A/R Discount Tax Account when you set upry@hart of

Accounts, and you should set up the A/R Defaujuasdescribed. You now enter the ledger accountbar for the

A/R Discount Tax Account in this field.

A/P Tax Account:
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Entry Required-Zoom available. This field goverhs posting of tax amounts when you are processagglpe doc-
uments (A/P invoices, credit memos, etc.) or NoR-&hecks. Enter the ledger account where you veapos$t tax
amounts for these types of transactions in A/P.

11. A/P Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount ireduid discounts
taken on vendor invoices. Not all businesses ttaxkn this way.

The setting (Y or N) of the "Calculate Tax on C&stcounts"” field (A/P Defaults form) governs thepduring the post-
ing process, of the account number you speciffiimfteld. If set to N, the system calculates noda cash discounts. In
this case, the account number you enter here doeatier.

However, you must enter an account here even ifGaéculate Tax on Cash Discounts" field is sdtltdn this case, you
should probably enter the same ledger account ged in the A/P Tax Account field.

If you set the "Calculate Tax on Cash Discountsitf{A/P Defaults form) to Y, then any discounbaled on an A/P
invoice contains some tax. Keep in mind that yaudefining the characteristics of a Multilevel T@de. Suppose that,
when you use this code in the future, you wanutouwate tax on A/P cash discounts and accourthdrtax in a ledger
account. In that case, you should have defined/Bndiscount tax account when you set up your Gifakccounts, and
you should set up the A/P Default as described @bdou now enter the ledger account number foAffRediscount tax
account in this field.
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Update Multilevel Tax Periods

The periods entered with this option are used forlultilevel Tax reports. The periods are usethi@ selection criteria
screen displayed before the report is run. All mmgnu commands have been disabled except the Upaiataand.

Note: If you use monthly and not quarterly periods, yeed to enter only the first period and the resault correctly. If
you use quarterly periods, do not accept thesautiefa

The Multilevel Tax Periods menu:

& Update Multilevel Tax Periods CEE
File Edit Wiew Mavigation Tools Actions Help
EER BB 500ED 90

HOLMVEXE

i Find Prey Mest &dd Update Delete Browse

Multilevel Tax Periods
Company Name: |PARTS PLUS DISTRIBUTION

: Period Feriod vear Start D ate End Date |
1] 2007 01401 /2007 |01/31/2007
|02 2007 02/01/2007 |D2/28/2007
|03 2007 03/01/2007 |03/31/2007
| 04 2007 04/01/2007 |04/30/2007
|05 2007 05/01/2007 |08/31/2007
| O 2007 040142007 |0B/30/2007
|07 2007 07/01/2007 |07/31/2007
| 08 2007 08/01/2007 |08/31/2007
|09 2007 09/01/2007 |09/30/2007
|10 2007 (1040142007 110431 /2007
|11 2007 (1170142007 (1143042007 v
Tof1

-

[O aK ] [t_“ Cancel I

QYR

Enter the bwo digit period number,

1. Company Name;

This is a system-maintained field. It is the busgneame of the company as entered via Update Conipefaults.

2. Period:

This is the period number for this reporting peridtis field is required. Once you enter a periogl hext period is
increased to the last period plus one.

3. Period Year:

This is the year of the reporting period. The difsthe last period year entered.

4, Sart Date:

Enter the start date of this reporting period efadilts to the day after the last end date entered.

5. End Date:

Enter the end date of this reporting period. ladét to the end of the month entered for the size.
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Update Multilevel Tax Groups

This menu option is used to enter multilevel taougrs. Tax groups handle the special cases whaedhe two or more
taxes for a single line item. You can use up ta flitferent tax codes and the rates associatedtvtin in a given tax
group.

Multilevel tax groups are only valid when the UselMevel Tax Groups field on the Company Infornagitiscreen is set
to.

Note

If there is a "Y" in the Use Multilevel Tax Groufisld om the Company Information screen, you muséea multi-
level tax group code rather than a multilevel tadefor the following options:

Accounts Receivable:

« Update Receivable Documents

e Update Receivable Defaults

e Update Customer Information
Accounts Payable:

e Update Payable Documents

e Update Non-A/P Checks

« Update Payable Defaults

< Update Vendor Information

The Multilevel Tax Groups form:

& Update Multilevel Tax Groups
File Edit Wiew Mavigation Tools Actions Help

o NIV E QRABEMBEO00ED @O
A G 0 0 0 9 K.
© Find Prev Mext Add Update Delete EBrowse
Multilevel Tax Groups
Mulilevsl Tax Group Code: - [SEATR |
Description:  [SEATTLE SALES TAX. |

[ Tax Cd De’scnptlon- Rate - Cumulative
KINGCO COUNTY OF KING Tax 4.000M
SEACTY (CITY OF SEATTLE Tax E.000N

20f6

QYR
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1

Multilevel Tax Group Code:

This is a six-character field and is required.

Description:

Enter a 20 character description for this tax grooghe. This description appears when using the Zeature.

Tax Code:

Enter a six-character multilevel tax code. The itayel tax code must already be set up throughupeate Multi-
level Tax Codes program. The Zoom feature is alEldVhen you enter the tax code, the descriptimhrate appear
for this multilevel tax code. NOTE: up to four difent tax codes and the rates associated with taenioe imple-
mented within a given tax group.

Description:

This display only field contains the descriptiom fioee multilevel tax code. The description was sedén the Update
Multilevel Tax Codes option.

Rate:

This display only field contains the rate for thaltitevel tax code. The rate was entered in theafpdultilevel Tax
Codes option.

Cumulative:

Enter N if the tax should be calculated on theamedunt (without tax) only. Enter Y if the tax sholle calculated on
the total of the goods amount plus the amountxobtathose goods for a tax that appears on a prs\ioe.

For example, PST, Canada’s Provincial Sales Taoftés calculated on the price of the goods plesaimount of the
federal GST (Goods and Services Tax). The tax graup used in the following way:

Table 1: Multilevel Tax Group Code: A

Tax Code Description Rate Cumulative
R GST .07
P PST .06 Y

The G and P tax codes must be set up in Updatdlélgt Tax Codes with the appropriate rates anegaetnum-
bers. For a net goods amount of $300, the followéxgs calculated in invoice entry when the A ¢gagup is used.

In this example, GST is 7% and PST is 6%:

300.00 = Net goods amount (without tax)
300.00 X .07 = 21.00 = GST
321.00 X .06 = 19.26 = PST

340.26 =  Gross goods amount (with tax)
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Print Multilevel Tax Codes

This program prints the information entered throlgidate Multilevel Tax Codes. For an example of tieport, see
report number "20: Multilevel Tax Codes" on page212

Print Multilevel Tax Groups

This program prints the information entered throllgidate Multilevel Tax Groups. For an example @ tieport, see
report number "21: Multilevel Tax Groups" on page2P.

Print Multilevel Tax Analysis

This menu option allows you to print a summary detail report.

The following Selection screen appears:

& Select mtaxsel g@@

File
Period/v'ear Fram Diate ToDate Ledger
03/01/2007 [CEd||03/31/2007 L3
[O QK ] [t;‘ Cancel ]
o ) - . VR
Enter 'R’ for receivables, 'P' for payables, nothing For all

Print Analysis Summary

This report prints a summary of the multilevel taformation posted to the Multilevel Tax activitijef. It prints the total
debits and credits for each tax code within thgézdiccount, a description of the tax code, amdedh of debits and cred-
its for each account.

Print Analysis Detalil

This option prints a detail report of the multilétax information posted to the Multilevel Tax a4ty file. It prints the
ledger account number and description, invoice remrdate, tax code, goods amount, and tax amouatdyunt num-
ber and tax code.

The goods amount is the amount of goods sold sitdltirate. This does not include the tax. Thefailhg formula may
be helpful for remembering the terminology:

Gross amount = Net amount (goods amount) + Tax amou
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Ledger Journal Menu

¢ Document Entry Steps

e General Journal Documents
e Posting

e Reversing Entries

* Report Generation (printing)
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Document Entry and Posting Options

The G/L system serves a dual function: It is ugeck¢ate and process its own series of transactimusalso to process
and report on transactions drawn from all othersesiof accounting information on your system.

The General Journal is the central location forfitst phase of G/L transaction processing docureeairty and review.
Options on the Ledger Journal menu allow you ternipdate, print, and post (Phase 1 posting—togétivity tables)
entries made through the General Journal.

As it gathers transactions from all sources, FiBeneral Ledger adds transactions entered thrasgiwin General Jour-
nal to the same flow. This allows you to follow @iform set of posting procedures regardless ofitimaber

The Ledger Journal menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/Lexmark 2

File ‘iew Ewecute Seftings Help

sddemEg@

R < 1 General Ledger
PR LSRRI | | edger Journal

3 Accout g 2 Recurl@ a Update General Journal

4 Orderlf5 3 Ledge ) b Copy Recurting Documents
5 Inventt ity 4 Ledge {Z) ¢ Print General Journal Listing

6 Furchéfpsy 7 Multile' = g Post General Joumnal
T Multict g 2 Admin & Create Reversing Entries
& Payrollgs g Comp: (& 7 Update Batch Maintenance
9 Fixed # ﬂ Exit ﬂ Exit

a Replenishment

focoegoeopoEOE

b Report Writers

&) Bt

| Status [dle Socket: sock208/10.0.0,.95/20020 |
Menu options for document entry and posting:
» Update General Journal (1-aJaccesses the General Journal screen program fomamt entry and updating.

» Copy Recurring Documents (1-bJoads pre-selected recurring documents into thee@¢dournal. Though it
may be run at any time, this option is typically renly once per period.

» Print General Journal Listing (1-c) allows you to print an edit list of all unpostedr@eal Journal documents.
This option must be run at least once for new Garkrurnal documents before the system will allbant to be
posted.

e Post General Journal (1-d)posts all documents in the General Journal focthieent period to the G/L activity
tables. It prints a report detailing.

» Update Batch Maintenance (1-zplease refer to the Chapter on Batch Maintenancer@ldn theGetting
Sarted with Fitrix manual for information on this program.
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Information Checklist for Transaction Processing

0 Gather documents to be entered for business ttmss or accruals.

0 Note recurring documents (if any) to be loaded @pdhted to record current transactions.
o After making entries, print edit list and revieatd.

0 Post documents to G/L activity tables.

o Printlisting of system-wide G/L activity for reaxv (optional).

0 Post G/L activity to ledger accounts.

0 Print reports on updated financial information.
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General Journal Documents

In its most basic form, a General Journal documensists of a transaction’s date and descriptton]edger accounts
affected by the transaction, and how the amountsved in the transaction translate into debits ardlits.

In Fitrix General Ledger the total debits and tat&dits for the transaction must balance befoeadticument can be
stored. Thé&seneral Journal screeris the primary data entry screen used in Fitrix &ahlLedger. The following sec-

Note

tions show you how to use it to add or modify Gahdournal documents.

To access the screen, select the Update GeneraklJayption (1-a) from the Ledger Journal menu.

The General Journal form:

¢ Update General Journal E@

Ele Edit Yiew Mavigation Tools Actions Help
OB UWREAHA BN E00EL 00
LG 90 0 9 { 3
Find Prey Mest Add Update Delste Browse Options
General Joumal
EE Posted: W]
ST EXPENSE ‘

Diescription: |
EOP ReverselY/N]: [N
Source: |GENURN  [@  [SENERALJOURNAL

Account Group: | @
User: 'k‘:‘elt;l.b

Aocount Dept Description Amount [Drebit/Credit
711000000 000 INTEREST EXFENSE 1250000 DB
100000000 000 CASH ACCOUNT 12500.00 CR

Tolak-Debits | 1250000 Credis | 12500,00] Difference | am
(New Document)
[Q il ] [l;‘[lannel l [EDetall ]

Enter accounting date of the document.

General Journal screen—header section

The header section of the form contains generafimétion about a document.

1.

8-4

Ledger Journal Menu

This will default to today’s system date. If a detentered (in mm/dd/yy format) outside the curpeeriod, a warn-
ing is displayed. Pressing [ENTER] erases the ingrrallowing processing to continue.

It is possible to enter a date for a future or jpa&siod. If you enter a date in a previous perthdjng posting this
transaction will post to the previous period. Thili have an effect on various financial repottgse reports should
be re-run for that previous period and all othetquks up to the present.
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If a document is entered whose date falls in aoggprior to the first period under G/L control, whihe Post G/L
Activity to Ledger option is run this document wilbst to the earliest period thatunder G/L control (that is, to the
earliest period that has ever been the "currentoge

If a document is entered with a future period datening the Post G/L Activity to Ledger option {aibt post that
document until the future period has become theeatiperiod.

Documents entered with future period dates are ineddtivity tables until the future period becontles current
period. The document is then posted to the apptgpkedger accounts.

Posted:

Stores a Y or an N indicating whether the docurhastbeen posted.

Description:

Stores a thirty-character description of the doauime

EOP Reverse:

Single-character field which accepts a value dfegity (yes) or N (no). The default for this fiegdN (no). A docu-
ment stored with a value of Y in this field is tred the same as any other document, with one ercept

When the Begin a New Period option is run, a neaudtent is created for each document in the preypeusd that
had the EOP Reverse field set to Y. When beginaingw period, the system searches for all docusnweith the
EOP Reverse field set to "Y" in the period beingseld out. The system then creates one documeeadbrdocu-
ment found. The newly created document has debiteedit postings to the accounts involved indhiginal trans-
actionexactly reversed from those postings on the original document.

For example, if the original transaction involvedebit to Cash of $100.00, and a credit to AccoR@seivable of
$50.00 and a credit to Freight Revenue of $50.@0,e¢he reversing document in the new period wbalk a credit
to Cash of $100.00 and debits to Accounts Recedvabtl Freight Revenue of $50.00 each.

Source:

Six-character alphanumeric field. The code entberé represents the originating journal of thisutonent
(accounts receivable, accounts payable, etc.)auMsfto GENJRN (General Journal). The code entengst have
been previously been set up in the Source Docufilenmaintained through the Update Source Docurigpes
option on the Ledger Setup Menu. The Zoom featupeovided.

Source Description:

Upon entering a valid source document code in the field, the system displays its descriptioanrunlabeled
field to the right of the source code. This dg#@wh is automatically retrieved from the SourcecDment table. If
no source entered, it will default to GENJRN (gahgurnal).

Account Group:

When entering a document, the account group eatly ap a specific set of accounts into the degdltion of the
form. You may then select only those accounts eédar this transaction. An account group musihasen previ-
ously set up in the Account Groups file, maintaitir@@dugh the Update Account Groups option on thdglee Setup
Menu. See "Update Account Groups" on page 5-14dditional information on this topic. The Zoom feat is
available.
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8.

Account Group Description:

After entering a valid account group, its descaptis displayed adjacent to the Account Group fielthis descrip-
tion is automatically retrieved from the Accounto@ps table.

General Journal screen—detail section

Pressing Ctrl TAB, or clicking Details, moves thesor to the detail section of the screen (lowetise of the form).
This section provides a row for each account postdyy the document. A general journal documenhoabe stored
(and therefore, posted) unless it contains detatien data.

1.

Account:

Nine digit numeric field. Stores the ledger acdsuaffected by this transaction. All account nunshaust have pre-
viously been setup in the Update Account Balancegram on the Ledger Setup Menu. The Zoom feasuagail-
able.

Dept.:

Optional three-character alphanumeric field. Di$ato 000. Stores a department code if you arigaisg) your
expenses and income to departments. Codes musphaxieusly been set up in the Update Company inébion
program found on the Ledger Setup Menu. The Zasatufe is available. For further information, refethe defi-
nitions for departments and profit centers in AppieB: Glossary.

Description:

Thirty-character alphanumeric field. Upon enteréngalid ledger account in the Account columngiscription is
displayed. This description is retrieved from tieglger Account table. This is a display-only field

Amount:

Stores the amount of the transaction to be postéiietaccount on the current line.

Credit/Debit:

The first column under this heading is a numestdfivhich stores the amount being credited or @dbiflo the right
of the amount is an entry of CR or DB, indicatingether the amount is a credit or debit, respectiBabth columns
are system-maintained. Whether a ledger accoumtrieased with a debit or a credit is establishiadn you set up
the Ledger Account information, and the computerseidts that table to determine which value—a Cla BB—to
place in the appropriate field.

General Journal screen—totals section

This section of the form is system-maintained.

1.

8-6

Totals-Debits:

Displays the total amount of debit postings for¢herent document.

Credits:

Displays the total amount of credit postings fa turrent document.
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3. Difference:

Displays a value if the debits and credits areabinalance (if debit and credit totals are diffajemhe General Led-
ger module will not allow the storage of documehtt have a nonzero value in this field.

Printing General Journal Documents

After creating journal documents and copying réagrdocuments to the GeneralJournal, the nextistepprint a hard-
copy listing of these documents. This option dsled unposted documents in the general journdlpsimts out a listing
of those documents.

The Print General Journal Listing option must be prior to posting. Use the printout to verify aa&intry.
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Post General Journal

Prior to posting, you must run the Print Generalkdal Listing option. Any errors discovered in arjoal document may
be corrected using the Update General Journalmpgflace the document is posted, a new journal deatimust be cre-
ated to correct an error.

Posting the General Journal updates the G/L Awtfilé. Account balances are not updated untilRost G/L Activity
to Ledger option on the Ledger End of Period Mentwin. The Post General Journal option is dugitédr your conve-
nience on the Ledger End of Period Menu.

Posting Documents to G/L Activity (Phase 1 Posting)

Each time you enter new documents or modify exgstiocuments, Fitrix General Ledger requires yopriot anedit
list. The purpose of the edit list is to provide a meafnshecking the accuracy of entries and changesrédiie docu-
ments are posted.

The edit list can also be printed out to serve psrenanent record of all the details of the tratisacOnce you have run
an edit list for the documents entered or modifaatj you are satisfied that the data entered id,¢hk first phase of
posting can begin.

Running the posting option not only posts the doents but also prints a report. Messages on thetraptfy you of
any problems that occurred if posting of all docatsevas not successful.

Create Reversing Entries

The Begin New Period program runs a sub progranfitids all journal entries that are designated EOfand reverses
them. However this can create a timing issue.eikample, let's say you’ve opened up the period@lbu have not yet
closed out period 12 and you need to enter acfuaial entries in period 12 that should automéliiaaverse in period
01. Because you have already opened period 01 #¢mses will not reverse until you open period Bg2.having the
Create Reversing Journal Entries programs as aiegepaenu option, you can reverse entries withpahing yet
another period. The program looks at all EOP =ifrjal entries that have not yet been reversedaratses them if the
current period is after the period the originalrfral entry was posted to. Using our example abbweild reverse all
period 12 reversing journal entries into periodaten run.

Update Batch Maintenance

Please refer to the Batch Maintenance Control enaptthe Geting Started with Fitrix manual forarmhation on this
program.
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Summary of Transaction Processing Cycle

The basic transaction processing cycle describedeatakes place one or more times in each accaupériod.

Enter documents to record transactions

Print edit lists to check data

Post documents to G/L activity tables

Print G/L activity to check system-wide activity

Post G/L activity to ledger accounts

Once the end of the accounting period is reachetial transactions have been entered, a new sdragivities is ini-
tiated that will be described in the next sectiéng of Period Processing.

These include activating a new period and geneyaiseries of reports showing how the financialtposof your com-
pany has changed as a result of the period’s #ctivi
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Recurring Documents
Menu

This chapter contains information about managircgméng documents.
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Recurring Documents Menu

Every business has transactions that take platteaily unchanged in every accounting period. Rexytpents, lease
payments, service charges—even salary entries—araamnples. Since the documents that record ttrassactions
must be posted again and again, they are calledriiag documents.”

Rather than making entries for these transactives/geriod, Fitrix General Ledger has a file inigbhthis type of trans-

action can be stored. The Recurring Documents Mbeovides options that allow you to enter, seledhtpand copy
recurring documents to the General Journal.

The Recurring Documents Menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2 g@gl
File View Erecute Geftings Help

dem=Ezm !

cig 1 General Ledger
Rl = BREL LY 2 Recurring Documents

3 AttouiEy 2 Recun (& 5 Update Recurring Documents

4 Orderlgs 3 Ledge [ b Print Al Resurring Documents

S Inwenti @ 4 Ledge Z ¢ copy All Recurring Dacuments

B Purche (5 7 Multle = o Print Selected Dncuments

7 MUliclgs B admin (= ¢ Copy Selected Documents

B Paymollts & Comp: [ f Print &l Document Detail

9 Fmedfﬂ Exit g g Print Selected Document Detall

3 ® Copyright 2007
a Replenishment ﬂ Exit Fourth Genaration

Software Solutions, Inc.

rocoBeoaDEODEOD

b Reportwiriters

4] et

Status Idie Socket sock208/10.00.95/20020/|
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Update Recurring Documents

Documents entered into the Recurring Documentsfieretained there permanently unless you ddieta.t

Recurring Documents are maintained with the Up&aeurring Documents program on the Recurring Docusne
Menu. The documents in this table can be copigbdgdseneral Journal table whenever necessary ferieg a transac-
tion of a recurring type.

Each General Journal document created by copyiaguaring document is given a document date. Aeddémewly cre-
ated documents can be changed, posted, or rejjastditte any other standard document in the Gdrdenarnal. Chang-
ing the document in the General Journal will notehany effect upon the original document storeth@Recurring
Documents file.

The Recurring Document form:

& Update Recurring Documents

File Edit %iew Mavigation Tools Actions Help
e o = S n T Ty T
OB |OUEREAA BB BEO0EDR 900
iR @ O 0 O 9 &
i Find Prey Mest Add lpdate Delete Browse
Recuring Docurment
Select for Copping: m [M=ha. Y=ves, d=always]
Description: [MONTHLY BANK CHARGES
EOF Reversely/NJ: [N|
Sauee: | Genun (&)

SENERAL JOURNAL

Account Group: |
| Aocaunt Diept Diezcription Arnoint Debit/Credit
710000000 000 BAMK CHARGES 149.95 DB
711000000 000 INTEREST EXPEMSE 12878.00 DB
Totals Debits | 13027.95 | Credits 13027.95| Difference | 0.00
20f2
[@ox | FefCancel | [Del |

O
Enter code ko identify how to select For duplication, i

Recurring Document screen—header section

The header section of the form provides generalmétion about a document.

1. Select for Copying:

This is a single-character alphanumeric field tiatepts an entry of either N (no), Y (yes), or Avéys). The
default is N. Y indicates that you want the docutrierbe copied to the General Journal during the rexurring
document copy. When it is copied to that file, ¥his changed back to an N so that the documeritiautomatically
copied again with the next copying.

An A indicates that you always want this documentdpy and it will be duplicated in every recurrishgcument
copy session. Using the A value means that youqtacopying your recurring documents only oncepagiod. It is
important to note that if you copy more than onperaod, more than one copy of documents with $étecCopying
set to A will be created in the general journal.
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An N in this field means that the document is db¢ duplicated during the next copy. This fieldusomatically set
to an N value after every copy unless an A appiedtss field.

Description:

This is a thirty-character alphanumeric field, whatores a brief description of the recurring doeotn

EOP Reverse(Y/N):

This one-character alphanumeric field stores aevalther of Y (yes) or N (no). Setting this flag¥taesults in the
document being automatically reversed at the ernbleoperiod when the Begin a New Period optiours(i.e., a
document which reverses debit and credit postimgsdated). See the discussion of this option udgdate General
Journal on page 8-4 for additional information emarsing documents.

Source:

This six-character alphanumeric field stores a aegeesenting the originating journal of a docun{astounts
receivable, accounts payable, etc.). It defautSEINJRN (General Journal).

This code is informational; it is displayed on theneral Ledger activity reports, but otherwise masignificance.
The code entered must have been previously beampgbtough the Update Source Document Types opfidine
Ledger Setup Menu. The Zoom feature is provided.

Source Description:

Upon entering a valid source document code in the field, the system displays its descriptiothim unlabeled
field to the right of the source document code sTdascription is retrieved from the Source Docunfiet

Account Group:

This is a six-character alphanumeric field. For eniaformation on this field see "Update Account 8" on page
5-14. The Zoom feature is available.

Account Group Description:

After entering a valid account group, its descaptis displayed adjacent to the Account Group fi€hls description
is retrieved automatically from the Account Grofifes

Recurring Document screen—detail section

Selecting Detail or pressing Ctrl TAB moves thesourto the detail (lower) section of the form. Teétion provides a
row for each account. A document cannot be staretherefore, posted, without this detail inforroati

1.

2.

9-4

Account:

Nine-digit numeric field. Stores the numbers cquesling to the ledger accounts affected by thissation. All
account numbers must have been previously setilngihedger Accounts table. The Ledger Accountsrinédion is
maintained with the Update Account Balances progoarthe Ledger Setup Menu. The Zoom feature idablai

Dept.:
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Optional three-character alphanumeric field. Dafatd 000. Stores a department code if you arertfepatalizing
your expenses and income. Codes must have preyibash set up in the Company Information tableughothe
Update Company Information program of the Setup gamy Menu. The Zoom feature is available.

Refer to the definitions for departments and proditers in Appendix B: Glossary for further infation.

3. Description:

Thirty-character alphanumeric field. Upon enteringalid ledger account in the Account column, #satiption is
automatically displayed. This description is reteid from the Ledger Accounts table. This is a digginly field.

4. Amount:

Stores the amount of the transaction to be copi¢le account on the current line.

5. Credit/Debit:

The first column under this heading is a numeetdfivhich stores the amount being credited or @dbito the right
of the amount is an entry of CR or DB, indicatinigether the amount is a credit or debit, respegtiBbth columns
are system-maintained fields. Whether a ledgerwattas increased with a debit or a credit is deteett when you
set up the Ledger Accounts.

The Ledger Accounts table is maintained with thelatp Account Balances program of the Ledger SetepuM

Recurring Document screen—totals section

This section of the form is system-maintained:dbmputer calculates the totals for you, and pléices in the proper
fields.

1. Totals-Debits:

Displays the total amount of debit postings for ¢herent document.

2. Credits:

Displays the total amount of credit postings far turrent document.

3. Difference:

The value displayed is the amount that debits aedits are out of balance. The General Ledger neodgill not
allow storage of documents that have a nonzeravialthis field.
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Print All Recurring Documents

This program prints a report listing the documesgatiption and whether a document is marked foyiogpto the Gen-
eral Journal. The description is the informatiaretl in the Description field in the Recurring Doeents table.

Whether the report lists the document as “markeddpying” depends on the current entry in the Sdler Copying
field in the Recurring Documents table, maintaittedugh the Update Recurring Documents program.

For an example of the report generated by this nitemy refer to report number "10: Recurring Docutse.ist" on
page 12-11.
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Copy All Recurring Documents

This program copieall recurring documents, regardless of the curretingeh the Select for Copying field in the
Recurring Documents table. Through this copyingpss, each document in the Recurring Documents isbbpied to
the General Journal table (no change is made tBdcarring Documents file).

When you run this program a prompt is presentedioov you to put in a date for the documents t@teKect. If no date
is specified, the system defaults to the currete.dghis copying process has no impact on G/L Agtifiles or account
balances.
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Print Selected Documents

This program prints a report listirogly those documents that are marked to be copiedtgeheral journal. The descrip-
tion is the information stored in the Descriptiggld in the Recurring Documents table, maintaiedugh the Update
Recurring Documents program.

The report produced by this program is very sintitathe Recurring Documents List report generatethb Print All
Recurring Documents program. The difference istiatist is restricted to those documents thateaeked for copying.
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Copy Selected Documents

This program copiesnly those recurring documents with the Select for Qagp¥ield currently setto Y (yes) or A
(always) in the Recurring Documents table.

A setting of Y is changed back to N after copyisgch documents must be reset to Y before theyaied again
through the Post Selected Documents program.

Through this copying process, each designated decti the Recurring Documents table is copiethéoGeneral Jour-
nal table (no change is made to the Recurring Deciisitable). The copying process has no impact/brid&ivity files
or account balances.

When you run this program a prompt is presentedioov you to put in a date for the documents te@teKect. If no date
is specified, the system defaults to the currete.da
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Print All Document Detall

This program prints a detail report fai recurring documents, regardless of the value dtioréhe Select for Copying
field in the Recurring Documents table. The rejdrganized by document number. Complete inforomais listed for
each document reflecting the data entered on tleariReg Documents screen displayed under UpdatefRag Docu-
ments.

For an example of the report generated by this nogtion, refer to report number "11: Recurring Doents Detail
Report" on page 12-12.
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Print Selected Document Detall

This program prints a detail report famly those recurring documents with a current valu¥ ¢fes) or A (always)
stored in the Select for Copying field in the Remg Documents table. The report is organized byudzent number.
Complete information is listed for each designatedument reflecting the data entered on the RemuBiocuments

screen displayed under Update Recurring Documents.

This program produces a report which includes ¢imbse documents that are marked for copying.
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Ledger End of Period

«  Sequence of Events for End of Period Processing
e Overview of End of Period Reports

* Period Maintenance Activities for End of Periodldnd of Year
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End of Period Processing Sequence

End of Period processing for G/L includes prepathggsystem for recording transactions in a newecuiperiod, and
creating reports that summarize the effects ofabkeperiod’s transaction processing.

The following steps outline the typical End of Perprocessing sequence. Each step is discussearndetail in the
sections following.

Posting at End of Period
» Printing edit list of existing G/L activity
» Posting all existing G/L activity to ledger accosin
Printing End of Period reports
e Printing the Trial Balance report
» Printing the Income Statement and Balance Sheette
e Printing comparative reports (optional)
Period Maintenance
» Initiating the new “current” accounting period

» Copying recurring documents into the General Jaluior the new period (using options on Recurrirag -
ments menu) (optional)

Beginning a New Year (when new “current” period stats a new year
» Specifying next “current” period number as 01

« Initiating Begin a New Year processing by printiBggin a New Year posting report.
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Ledger End of Period Menu: Period Maintenance
Options

Besides posting and print options, the End of Blem@nu contains options pertaining to completing pariod and
beginning a new one.

Note

All End of Period processing options are foundimm tedger End of Period menu, with the exceptiothefperiod
maintenance step of loading recurring documents;iwinses options on the Recurring Documents menu.

The Ledger End of Period Menu:

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/Lexmark 2 E]@ril

File View Executs Selings Help

deymEZ@

Ll 1 General Ledger
H e le T Bl 3 | edger End of Peried

3 Accollgsy 2 Recun (= 5 Post General Joumal

® Copyright 2007
4 Orerlpy 3 Ledge [ n post GiL Activityto Ledger Fourth Ganaration

Software Selutions, Inc.

5 Imentt i 4 Ledge @5 ¢ Print GIL Activiy
B Purchs gy 7 Multile' & g print Trial Balance
7 MUMcL s B Admin B e Frintncome Staterrent

B Payolley 9 Compigy 1 Print Balance Sheet

9 Fired 5] Exit: B o PrintBudget and Comparison

a Replenishment =) h Begin a Mew Perind

ceoceoDEoDEDOREODRD

i e [E i Transaction Drill Down

&) Exit 8] et

: Status [dle Socket: sock220/10.0 0.951200205
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Posting General Journal Documents

The Post General Journal program posts all unpakiedments in the General Journal table. This pogirocess
updates the G/L Activity file.

This menu item is identical to the Post Generatdalyrogram on the Ledger Journal Menu. Priordstipg, you must
print an edit list using the Print General Jouiriating option on the Ledger Journal Menu.

For an example of the report produced by this noggiion, refer to report number "2: General JouR@dting Report” on
page 12-3.

Note

Before posting, any errors on a document may bectad using the Update General Journal optiomeriédger
Journal Menu. After posting, errors can only beectted by creating a new document.
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Post G/L Activity to Ledger

This program posts the G/L Activity to the gendedlger balances. A posting report is generate@rozgd by document
number. The description of the document, each attqmsted to by the document, the account namethencredit/debit

amount of the posting is listed.

For an example of the report generated by this nogtion, refer to report number "15: G/L Activity Ledger Posting
List" on page 12-16.
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Transaction Drill Down

This program enables the user to drill down fromaecount number to the source documents that makieeuaccount
number’s balance.

1. Click Find, and then enter your selection créeri

2. Click OK. The selected transactions display.

& Transaction Drill Down

File Edit VYiew Mavigation Tools Actions Help
Al =IRVEXEE Q BE&HE
QA 0 © K

- Find Prev MNext Browse

HOOED 90

TRANSACTION ACTIVITY DRILL DOWHN

Driginal Joumal: |

Document Number

Description: |

Post Date: 1 |
6L Date: | ]

Becount Dept | Descriptioh Armount CR/DE
120000000, 000 INVENTORY | 6430000 C
500100000000 STEREOQ COGS | 6450000 D
401000000, 000 STEREQ SALES | 119800.00:C
1000000000000 | CASH ACCOUNT 555000 0
1710000000 000 (ACCOUNTS RECEIVABLE | 113810.00 D

Tof5

L4 View Detail |

YR

3. Click Zoom, or press Ctrl Z to drilldown to theusce document.

# Transaction Drill Down

File Edit View Mavigation Tools Actions Help

O ML =IVER A BB E00ED 00
Approve ltems fc%nvulc\ng
Sales Order: [143 o [ACTION AUTORSRTS | ShipTa: [CALIF |
Pay Mathod: 4R |ACCOUNTS RECEIVABLE | Tems: [a "
Bill-Ta: |1 |
Irvoice Dale:0_3;2_2#2007—ﬂ_§:1| Irvoice Stage: rPS_T_\ Irvoice: §B—|
Ship Tems: |PREPAID | [FREIGHT PREPAID- DO NOT INVO | I, Frght?: ‘E
AutoADprove'?D Discount ;- §_UQQ % Tax .EJD_T.52<_| Currency. D
Ap Ln Stg | Item Cods Lk | Quantity Frice et &motnt
i 1PST  ALP3SEE E& 200,000 535,000 119200.00
-+
[ | 15ubTatal  : | 138
Discountable? : |:| | Discount |
Taxable? B I:| | Freight &maount | DD‘D1I
Line Tax Code : |—‘ | Freight Tax Code: |
Shipweight [ | ITotalTex <[ om|
Pic Ticket Mo || [Totallwvoice [ 113810.00]

10f1

OWR
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Overview of End of Period Reports

e TheG/L Activity report shows the total debits and credits to éaadper account for the current period or a range
of periods. The summary report contains only thal tebits and total credits to the account, wikike Detail
report shows the debits and credits for each dootime

« TheTrial Balance report should be run before any other financiabrepare created, to verify that the total deb-
its and total credits balance for the period. Ta®ort lists the total credit and debit amountsgfach account for
the period.

e Thelncome Statementists total income and cost of goods sold to caleugross profit, then subtracts total
expenses to show net income for the period.

« TheBalance Sheeshows your company’s overall financial positioroshe end of the period, listing the totals
for the period for assets, liability and capitat@ants.

« Budget and Comparisonreports can be used with budget figures to comimtiads for the period with totals for
the previous period. They display a comparisonusfgeted year-to-date totals with actual year-te datals.

Budget amounts are entered using the Update Ac&alahces option (4-c), and can be added or updatethy
account at any time. Budget amounts are “referemdg-information, used only for creating compavatreports.

End of Period Maintenance Activities

Begin a New Period (3-hprings the next period under G/L control, allowyau to post documents in that date range.

Select Printer - 001 g@@

Begin a Mew Period
if next period has not heen defined
prampts for the next period number
prampts for the period end date
creates a new period
- if next period is a new year
begin a new fiscal year
creates the yearend journal for zeroing pil accounts
posts the difference into retained earnings
prints the audit trail

Number of Copies: |1 =

" Screen pager

 Editar |
& Host Printer [Lexmark2 j

£ Client Printar | | Lexmark 2
€ pail To: | Subject: |
 Fax Mumber: ,7 r _l
" File File Mame: ,7
Last process: Ready to select print option
Qmﬁru !

After selecting this option, the system displaysessage defining the activities that will be parfed:
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Is this ok? [¥]

Current Period: 0342007
Start Date: 03/01/2007 - End Date: 03/31/2007

Mew Periad: 04/2007
Start Date: 04/01/2007 - End D ate: 04/30/2007

;5'2‘(93 1[gno | (@ ouit

QYR
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Beginning a New Fiscal Year

The Begin a New Period option is used to beginva figcal year.

When you run the Begin a New Period option and i§pétat the new period is the first period of anniéscal year (by
giving the new period a period number of 01), ty&team performs the following activities:

« calculates year-to-date earnings from Income Bteid accounts (income, expense, and cost of goods)

e zeroes out balances in Income Statement accoumitspasts earnings to designated Retained Earnings
account. A new period “00” is automatically createdhe next fiscal year for this posting.

e prints posting report showing debit/credit effeat8egin a New Year processing on account balances

Note
When you specify the new period number as 01, be sure that you intend to initiate Begin a New Year pro-
cessing. Begin a New Year operations are performed automatically once you specify the period as 01 and
execute the Print command for the Begin a New Year posting report.
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Administration Menu

*  Check Database Status

*  Check Database Connections
»  Export Database

» Update Database Statistics

e Purge Activity

*  Shutdown Database

e  Startup Database

e Update Batch Information
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Administration

The Administration Menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File View Ewscute Seftings Help

Slem=EzZ@

1 Generfi3 Inventory Control
e BRI g Administration

3 ALLOUNES 3 nvenic g 3 Chack Database Status
4 Ordeflggy 3 Inventc & b Check Datahage Connections
3 Inventtizs 4 Setup gk d Ewport Database

T MulticL = 8 Admin = n Purge Activity

=
=]
(=]
[
&=
5 B FPurchifs 7 Multle s e Update Database Stalistics
=
= B Payrollgs g setup 2 5 Shutdown Database

&=

=

3 Fixed Fﬂ Exit & 1 Starlup Datahase © Copyright 2007
a Replenishment B z Update Batch Infarmation Ewars Satians, .
b ReportWriters ﬂ Esit:

9] Exit

o

I Status Idle Sacket: sackZ24/10 0.0 3520020

The following Options are available:

Check Database Satus

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix Repreative for
further information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If theisia "Online"
then the database is up and ready for connect®irmys the current status of the database such as:

« Database version
» Status- Online/Quiescent/Offline
* Number of days the database has been up

e Size of memory allocated.
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Check Database Connections

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Reprative for
further information.

Check Database Connections (option3¥)ows information about the current users conndotélte database. There
will be one line of information for each user timturrently connected to the database in thevatig format:

* Session ID

e SQL Statement type - Select/Insert/Update/Delete
« Database name

* |solation Level

e Errorinfo if any.

Export Databases

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Reprgative for
further information.

Export Databases (option d). Exports the databadesehema structure into delimited text files. Tikiased for
Backup or Migration purposes. The user must havé p&rmission, and there must be no other usersemted to
the database in order to use this utility. The dataved into the $fg/data folder.

Update Database

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Repreative for
further information.

Update Database Statistics (option €). Updatemtbenal statistics of the database. This is dorimprove
performance. This should be performed on a redudars, especially after numerous rows of data baes added
to, or deleted from the database. The user must BBA permission.

Purge Activity

Purge Activity (option p). This menu option has thkowing submenu:
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Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘“iew Execute Seftings Help

demEgE

(ic-ile 5 Inventory Control
Ea =l s Administration
3 ooty 9 immnte 4 LRSS p Purge Activity

el 3 venli g 1 Check B h Merge Customer Activity
5 Inventt g 4 Setup &

B Purche gy 7 Multle g

d Export i Print Duplicate Customer Infa
: e Updatt & | Merge Ship-To Activity

7 Multict = & Admin & p Purge ﬂ Exit:

O Payrollgy 9 Setup & 5 Shutdown Database

? Fix’ed;:ﬂ E?dt: & t Startup Database | ® Copyright 2007

- Fourth Generati
a Replenishment B z Update Batch Information Sateare Solutiars, .

cop@ocoCcOoERE

b ReportWriters: ﬂ. it

9] Exit

Status [dle Socket sock224/10.0.0 95/20020

Merge Customer Activity - this program is useful when a company changesesand you want to set up a new
customer code that reflects the new company namhé¢hem transfer all sales history/activity to tlewncode.

Merge Customer Activity | LJ E”ZI
File Edit Yiew Mavigation Tools Actions Help

OB QUREER ARMN 00
'ﬁ

£ Add
Custorner Merae
‘WORMIMG: This program will transfer all activity, open items, and
reference records from the old customer code to the new customer
code and then delete the old customer code,
Enter Old Customer Code: | B |
|PEF|FEIF|MANEE AUTO PARTS |
Enter Mew Custamer Code: IM |

|COMPETETION SPECIALTIES |

[ﬁ 1[4 J [&1 Cancel J

Enker Old Customer Code, Rilks
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Print Duplicate Customer Infor mation - this report program will list any informationahcould not be merged
into the new customer code because it is a dupliéatr example, if old customer A has a ship-toec@t and
new customer B also has a ship-to code 01, shi{i-ttan not be merged. What you will need to ddis ¢ase is
set up a new ship-to code under customer B forsthijgping address.

M erge Ship To Activity - This program transfers all sales history/activitthe new code and then deletes the
old code.

& Merge Ship-To Activity

File Edit Wiew Mavigation Tools. Actions Help

OB OihBRER BaM 00
: Q
S oadd
Ship-To Merge
“Warning: This program transfers all activity and reference
records from the old ship-to code to the new thip-to
code and then deletes the old ship-to code,
Enter Customer Code: |] ACTIDNAUTDF’AHTS
Erter Dld Shipto Code: | CALIF @) [ACTION AUTOPARTS WEST

Enter New Shipto Coder  ['wissH (G| ACTION AUTOPARTS NORTH WEST

& ok | [d cancel |

Enter the Customer Code, i

Shutdown Database

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Reprgative for
further information.

Shutdown Database (option s). Shuts down the dsgéadragine. This will disconnect all users and slbgatabase
processes. Once stopped, the database will bedssible until restarted (option t). The databasgne should
always be stopped before shutting down or rebodtiegserver hardware. The user must have DBA psionis

Sartup Database

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Reprative for
further information.

Startup Database (option t). Starts the databageenThis must be done any time the databasbdw®s stopped
due to option "s"above, or because of a hardwar&lstvn.
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Update Batch I nfor mation

Update Batch Information (option z). See the chagtéitied Batch Control Maintenance in Betting Sarted With
Fitrix guide for information on this program.
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There are many reports needed for General Ledd@ndiag and tracking. This chapter offers
examples of the most common reports.
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1. General Journal Edit List

General Journal L

File Mavigate Help

ORI < I AR

|~

-~
Date: 0372372007 General Journal Edit List
Time: 1lE:E&:06 DARTE PLUS DISTRIEUTION Page: 1
Docunent No.: UNASSIGHNED User: bettyb Date: 0O3/Z3/7E007 Will EBe Posted Into:
Description: RECLAZE BALANCE TO CORRECT DPT 03 /2007
Source: GENJEN - GENERAL JOURMNAL Auto Rewverse: N
Acocount Description Amount
1z0000000-000 INVENTORY 2,91s.00 LE B
1z0000000-200 INVENTORY 2,91s.00 CR
Total Debits Total Credits
z,9l6.00 z,9l6.00
***%* End of Report.
Pl
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2. General Journal Posting Report

2 Post General Journal

File Mavigate Help

<< X >R

|

Date: 03/23/2007

General Journal Posting List
Time: 15:57:20

PARTS PLUS DISTRIEUTION

Page: 1
Posting Secquence: 7

Document No.: 12 User: bettyh Date: 03/z3/Z007

Description: RECLAZE EALANCE TO CORRECT DPT
Source: GENJPEN - GENERAL JOURMNAL

Period Posted Into:
03 /2007

Auto Rewverse: N

Acocount Description

120000000-000 INVENTORY

Z,21&.00 DE
120000000-300 INVENTORY

Z,21&.00 CR

Total Debits
z,9l6.00

Total Credits

2,916.00

***%* End of Report.

|~

|
3
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3: Chart of Accounts

12-4

Ledger Accounts

File Mavigate Help

<< X >R

Date: 03/23/2007
Time: 15:59:22

Account #

Ledyer Account Listing
DARTE PLUS DISTRIEUTION

Description

Page: 1

Increase with Credit?

CURRENT ASSETS
100000000
101000000
102000000
103000000
110000000
115000000
112000000
120000000
120500000
130000000
131000000
132000000
135000000
140000000
180000000
170000000

FIXED AZSETS
180000000
180500000

S

CASH ACCOUNT

SECONDARY EANE ACCOUNT
PAYROLL EANE ACCOUNT

MONEY MAPEET ACCOUNT
ACCOUNTE RECEIVAELE

EMPLOYEE & OTHER RECEIVAELES
ALLOWANCE FOR DOUETFUL AfR'S
INVENTORY

PURCHASE VARIANCE

PREPAID RENT

PREPAID INSURANCE

PREPAID ADVERTISING

LOANS TO OWHNERS

INVESTHMENTS

INTANGIELE ASSETS

DEPOSITE

EUILDING
EUILDING DEPRECIATION

HEgE8 8885858835535

=

|

|
3
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4. Ledger Account Balances Report

9 Print Ledger Account Balances

File Mavigate Help
-~
Date: 0372372007 Ledger Account Balances
Time: l&:01:43 DARTE PLUS DISTRIEUTION Page: 1
Debit Credit
Period Thisz Period Prior Activity Balance Balance
CURRENT ASSETS:
100000000-000 Cash Account: DE
03 /2007 (22, BEL.1Z) 12z, 57310 -oo
Totals: (z8,521.12) .o N
101000000-000 Zecondary Bank Account: DE
0z/z007 42,945 50 -oo
Totals: -oo -oo
102000000-000 Payroll Bank Account: DE
03 /2007 (17,687 ZZ) 12, 283,63 -oo
Totals: (17,687 ZZ) -oo
1032000000-000 Money Market Account: DE
0z/z007 7E0,000.00 -oo
Totals: -oo -oo
) |
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5. Account Groups Report

12-6

Print Account Groups

File Mavigate Help

<< X >R

Date: 03/23/2007

Acocount Groups

|

Time: l&:0EZ:Z& DARTE PLUS DISTRIEUTION Page: 1
Acocount  Acocount Group Account  Description

Grp Cd. Description Mumher

APVCHE ACCOUNTE PATAELE VOUCHER 1Z0000000-000 INVENTORY

E03000000-000

PURCHASE DISCOUNTS

ARINVC ACCOUNTE RECEIVAELE INVOICE

110000000-000
400000000-000
100000000-000

ACCOUNTE RECEIVAELE
PARTS SALES
CASH ACCOUNT

CASHATP A/P CASH DISEURSEMENT

100000000-000
Z00000000-000
E03000000-000

CASH ACCOUNT
ACCOUNTE PATAELE
PURCHASE DISCOUNTS

CASHAR A/R CASH RECEIPTS

110000000-000
100000000-000
4Z0000000-000

ACCOUNTE RECEIVAELE
CASH ACCOUNT
RETURNS AND ALLOWANCES

|~
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6: Trial Balance

Trial Balance

File Mavigate Help
<< X >R
-~
.
Date: 03/23/Z007 Trial Balance Report All Departments
Time: l&:03:5z DARTE PLUS DISTRIEUTION Page: 1
For The Period 0f: 02/z007 0270172007 to 0373172007
Beginning Net Balance Balance
Aceot f Description Ealance Aeotivities Debits Credits
ALEEETE:
CURRENT ASSETS: __
100000000-000 CASH ACCOUNT
151,100 22 (22, BEL.1Z) 12z, 57310 -oo
101000000-000 SECONDARY BANE ACCOUNT
42,945 50 -oo 42,945 50 -oo
10Z000000-000 PAYROLL BANE ACCOUNT
25,970,825 (17,687 ZZ) 12, 283,63 -oo
102000000-000 MONEY MARKET ACCOUNT
7E0,000.00 -oo 7E0,000.00 -oo
110000000-000  ACCOUNTS RECEIVAELE
44 101,94 1z3, 72840 173,850 324 -oo
110000000-100  ACCOUNTS RECEIVAELE
£33._30 -oo £33._30 -oo
110000000-200 ACCOUNTS RECEIVAELE
Z,300.00 &,.200.00 9,.700.00 -oo
* 110000000-200 ACCOUNTE RECEIVAELE
47,.970.00 -oo 47,.970.00 -oo
3 | L
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7: Income Satement

This sample report is the Consolidated report.

9 Print Income Statement {ConsL.) |Z||E|Pz|

File Mavigate Help
ORI < I AR
-~
Date: 0372372007 Income Statement - Consolidated
Time: 1&:11:41 DARTE PLUS DISTRIEUTION Page: 1 %
For the Period of: 02/z007 0270172007 to 0373172007
Departments: All Departments
Period to Date % Tear to Date %
INCOME:
* 400000000 PARTE SALES 6.11 .o 47,976, 11 le.8
401000000 ZSTERED SALES z11,2817.07 947 ZELl,3239.67 7.7 —
40Z000000 ENGINE SALES E.000.00 zZ.Z E.000.00 1.8
4ZZ000000 FREIGHT CHARGE INCOME -oo .o 24E.00 -1
450000000 RENTAL INCOME &,.200.00 2.0 10, z00.00 2.6
Total INCOME ZE3,EE2.18 lO0.0 z24,860.72 100,00
COST OF GOODE:
* E0OOOQOOO0  PARTE COGE 4. EE .o 4. EE .o
E00lo0000  STERED COGE 123,547 85 EE.Z 123, 92885 45 &
EQOQZ00000  ENGINE COGE 1,275.00 .a 1,275.00 -
E10000000 MATERIALS QUANTITY VAR (645 75} (.30 (645 75} (.20
Total COST OF GOODS 1z4,7281.35 EE.2 121,16E.35 46.0
EXPENSEZ:
£14000000 SALES STAFF TAMES 2,.102.36 1.4 2,.102.36 1.1
_ | ¥¥

You can also print these other report types:
» Detail - prints departmental detail for each account numbe
* Summary - prints one line for each subtotal code (ex.satest of sales, expenses)

» Comparative Detail - prints departmental detail for this year pentsllast year period, and this year’s year-to-
date v/s last year’s year-to-date.

e Comparative Consolidated - same as Comparative Detail without the deparat&etail.
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8: Balance Shest

This sample report is the Consolidated report enitikcome Statement. The same print opitons ardad@iwhen print-
ing the Balance Sheet.

9 Print Balance Sheet (Consol.)

File Mavigate Help

‘09000 <

~

Date: 03/23/Z007 Ealance Zheet - Consolidated All Departments
Time: 1&:1E:32 DARTE PLUS DISTRIEUTION Page: 1
For the Period of: 02/z007 0270172007 to 0373172007
ASEETS

CURRENT ASSETS:

100000000 CASH ACCOUNT 12z ,572.10
101000000 SECONDARY EANE ACCOUNT 4z ,945_ 50
102000000 PAYROLL EANE ACCOUNT 18,283.63 —
103000000 MOMNEY MAPEET ACCOUNT FE0,000.00

* 110000000 ACCOUNTE RECEIVAELE 232 ,260.24
115000000 EMPLOYEE & OTHER RECEIVAELES E00.00
112000000 ALLOWANCE FOR DOUETFUL AfR'S (2,500.00)

* 120000000 INVENTORY 313,188.33
130000000 PREPAID RENT Z,000.00
131000000 PREPAID INSURANCE L£,000.00
132000000 PREPAID ADVERTISING 7,000.00
135000000 LOANS TO OWNERS 100,000.00
140000000 INVESTMENTS .oo
150000000 INTANGIELE ASSETS 1,000.00
170000000 DEPOSITE 7,000.00

Total CURRENT ASSETE 1,593, 256.80

FIMED ASSETS:

<

|
3
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9: Budget and Comparison Analysis

File Mavigate Help

<< X >R

-~
Date: 03/23/Z007 Budget and Conparison Analysis
Time: 1&:34:Z1 DARTE PLUS DISTRIEUTION Page: 1
Accounts: 400000000-400000000, Departments: ALL, Period Range: 03/2007 - 03720
Period Tear To Date =
Dept Actual Budgeted %Change Actual Budgeted %Change
INCOME:
400000000 Parts Sales:
oo 6.11 45,000_00 (100.0} 47,976, 11 45, 000,00 E.E
Totals for INCOME:
Actual Budgeted %Change Actual Budgeted %Change
6.11 45,000.00{100.0} 47,976, 11 45, 000,00 E.E
) |
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10: Recurring Documents List

9 Print All Recurring Documents

File Mavigate Help
~
Date: 03/23/Z007 Decurring Document List
Time: 1&:3E5:53 DARTE PLUS DISTRIEUTION Page: 1
2 MONTHLY DEPRECIATION NOT MARKED FOR POSTING -
4 MONTHLY BANE CHARGES NOT MARKED FOR POSTING
) |
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11: Recurring Documents Detail Report

2 Print All Document Detail

File Mavigate Help
(ORI 1> AR
-~
Date: 03/23/Z007 Decurring Documents
Time: l&:36:Z5 DARTE PLUS DISTRIEUTION Page: 1
Document Number: 3
Select for Posting? N (H=No, T=yes, A=always)
EOP rewverse: N
Description: MONTHLY DEPRECIATION
Source: GENJEN
Account Moo Description Amount
F4E000000-000 DEPRECIATION EXPENSE 1z, 500,00 DE
l2lE00000-000 FURNITURE & FIXKTURES DEP. 2,E00.00 CR
12ZE00000-000 TRANSPORTATION EQUIP. DEP. 4,000.00 CR
123500000-000 MACHINERY & OTHER EQUIP. DEP. E.200.00 CR
Document Number: 4
Select for Posting? N (H=No, T=yes, A=always)
EOP rewverse: N
Description: MONTHLY BANE CHARGES
Source: GENJEN
Account Moo Description Amount
Fl0000000-000 EANE CHARGES 143.35 DE
7ll000000-000 INTEREST EXPENSE 1z,872.00 DE
l00000000-000 CASH ACCOUNT 12,027.35 CLR
3 | L
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12: G/L Activity Summary Report

File Mavigate Help
<< X >R
-~
|
Date: 03/23/Z007 G/L Activity Summary
Time: 1&:37:20 DARTE PLUS DISTRIEUTION Page: 1
For the Period of: 0372007 - 0272007 0270172007 to 0373172007
Acct.  Dpt. Description Debits Credits Net Activity
100000000-000 CASH ACCOUNT
87,024,728 11E,E5E. 30 (22, BEL.1Z)
10Z000000-000 PAYROLL BANE ACCOUNT
oo 17,687_22 (17,887.22) 0
110000000-000  ACCOUNTS RECEIVAELE
149 33E.48 13, 544 08 1z3, 72840
110000000-200 ACCOUNTS RECEIVAELE
&,.200.00 -oo &,.200.00
1z0000000-000 TINVENTORY
EZ,491.74 1zE,427.10 (7E,923E5.26)
1z0000000-200 TINVENTORY
-oo 2,91s.00 (E,916.00)
12E000000-000 LOANS TO OWHNERS
93, 500,00 -oo 93, 500,00
140000000-000 INVESTHMENTE
-oo lo,000.00 (10,000 00)
121500000-000 FURNITURE & FIKTURES DEP.
-oo &,.400.00 (&, 40000}
12ZE00000-000 TRANSPORTATION EQUIP. DEP.
_ | ¥¥
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13. G/L Activity Detail Report

9 Print Activity Detail

File Mavigate Help
<< X >R
-~
.
Date: 03/23/Z007 G/L Activity Detail
Time: 1&:4E5:19 DARTE PLUS DISTRIEUTION Page: 1
For the Period of: 0372007 - 0272007 0270172007 to 0373172007
Src Doc # Date Lef Description Debits Credits
Begin Balance: 151,100,828
100000000-000 CASH ACCOUNT —
GI 2 02fZ2/2007 GENJEN 12,027.95
MONTHLY BANE CHARGES
OE 25 02FZ272007 1 E,.350.00
CR 3 02/Z6/E007 10 13, 544 08
GI 10 02/Z6/2007 GENJREN 12,027.95
MONTHLY BANE CHARGES
GI 11 02/Z6/2007 GENJREN 83, 500,00
LECORD OFFICEER LOAN
OE 44 02/Z6/2007 1 z00.70
OE 4% 02/Z6/2007 2 21,Z50.00
OE 4& 02/Z6/2007 2 23,950.00
GI 1z 022972007 GENJREN 12,027.95
LEV ENTREY DONE EZX IN ERROR
Total Actiwity for Account: 100000000-000 100,082, 72 11E,E5E. 30
End Balance: 135,607.058
_ | ¥¥
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14. G/L Activity Detail by Doc Type

9 Print Activity Detail By Doc Type

File Mavigate Help
-~
Date: 03/23/Z007 G/L Activity Detail
Time: l&:48:14 DARTE PLUS DISTRIEUTION Page: 1
For the Period of: 0372007 - 0272007 0270172007 to 0373172007
Src Doc # Date Lef Description Debits Credits N
Begin Balance: 151,100,828
100000000-000 CASH ACCOUNT
GI 03/2z /2007 12,027.95
OE 03/2z /2007 E,.350.00
CR 03/2&/2007 13, 544 08
GI 03/2&/2007 10E,E27.9E
OE 03/2&/2007 &1,500.70
GI 03/23/2007 12,027.95
Total Actiwity for Account: 100000000-000 100,082, 72 11E,E5E. 30
End Balance: 135,607.058
< | )
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15: G/L Activity to Ledger Posting List

9 Post G/l Activity to Ledger

File Mavigate Help
-~
Date: 03/23/Z007 G/L Activity to Ledger Posting List
Time: 1&:44:032 DARTE PLUS DISTRIEUTION Page: 1
Posting Secquence: 41
Journal: GJ
Doc.: 13 LEV ENTREY DONE EZX IN ERROR GENJEN
Date: 03/Z9/7E007 Period: 0272007
100000000-000 CASH ACCOUNT 12,027.95 LE
710000000-000 EANE CHARGES 143395 CR
711000000-000 TINTEREST EXPENZE 1z,278.00 CR
End of Journal: GJ
Total Debits Total Credits
12,027.95 12,027.95
) |
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16: Ledger Defaults Report

Ledger Defaults

File Mavigate Help

<< X >R

|

Date: 03/23/Z007 Ledger Defaults
Time: l&:43:132 DARTE PLUS DISTRIEUTION Page: 1

Per TYear Start End
Current Accounting Period: 03 zon7 0370172007 - 03/31/7z007

Default Retained Earnings Account No: 310000000
General Ledger Balanced?: T
EBatch General Journal?: N

Berquire Approwal to post?: N

S
|
3
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17: Source Document Types Report

9 Print Source Document Types

File Mavigate Help

<< X >R

Date: 03/23/2007
Time: 1&6:50:43

Source Document Types

PARTS PLUS DISTRIEUTION Page: 1

Code

ACTPAYT
ACTREC
CASHIPT
CASHRC
CASHEL
GENJEN
DAYTRLL
SALERT

|~

Description
ACCOUNTE PAYAELE
ACCOUNTE RECEIVAELE
CAZH PAYMENTE

CAZH RECEIPTE

CAZH SALES

GENERAL JOURMAL
DAYROLL

SALES RETURNE

|

€
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18: Company I nformation Report

9 Print Company Information

File Mavigate Help

(ORI 1> AR

Date: 03/23/Z007 Company Information
Time: l&:E1:Z0 DARTE PLUS DISTRIEUTION

Page: 1

|

Comparny Name: PARTS PLUS DISTRIEUTION
Addressl: 1110 MAIN STREET
AddressZ:
City, State, Zip: SEATTLE WA 98133
County: EING
Country: TEL
Multilewel Tax: T Uze Multilewel Tax Groups: T

Department Code Description
oo ADMIN. OFFICE
100 EAST DIZST. CENTER
zon CENTRAL DIST. CENTER
200 WEST DIST. CENTER

|~

|
3
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19: Account Number Ranges Report

9 Print Account Number. Ranges

File Mavigate Help
-~
Date: 03/23/Z007 Aocount Number Ranges
Time: l&:E51:E0 DARTE PLUS DISTRIEUTION Page: 1
First Current Asset Account: 100000000 CURRENT ASSETS
First Fized Asset Account: 180000000 FIXED ASSETS
First Current Liakility Account: EZ00000000 CUR LIABILITIES
First Long Term Liakility Account: E70000000 LST LIABILITIES
First Equity or Capital Account: 300000000 CAPITAL
First Income or Sales Account: 400000000 INCOME
First Cost of Goods Account: 500000000 COST OF GOODS
First Operation Expense Account: &00000000 EXPENSES
< 3%
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20: Multilevel Tax Codes

9 Print Multilevel Tax Codes
File Mavigate Help

<< X >R

|

|y

Date: 0372372007 Multilewvel Tax Codes
Time: 1&:L5E:3E DARTE PLUS DISTRIEUTION Page: 1

Multilewel Tax Code: ATLTAX .

Multilewvel Tax Rate: 7.80

Description: CITY OF ATLANTA TAx

Country : US4
Province / State - GA

Accounts Receiwvable Account: Z10000000 ACCRUED SALES TAX
AR Discount Account: Z10000000 ACCRUED SALES TAX

Accounts Payable Account: 638500000 SALEZ TAX EXPENEE
AP Discount Account: €32500000 SALES TAX EXPENZE

€
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21: Multilevel Tax Groups

9 Print Multilevel Tax Groups

File Mavigate Help

<< X >R

Date: 03/23/2007
Time: 1&6:53:22

Multilewel Tax Groups
DARTE PLUS DISTRIEUTION

Page:

1

Multilewel Tax Group Code: NOTAX
Tax Group Description: NO TAX

Tax Code Description Rate Cumuilative
NOTAX NO Tax o.oo T
Multilewel Tax Group Code: SELTH
Tax Group Description: SEATTLE ZALES TAX
Tax Code Description Rate Cumuilative
EINGCO COUNTY OF EING TAX 1.320 u
SEACTY CITY OF ZEATTLE TaX 2.10 u

|~

|
3

|
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible datakbThis sec-
tion of the manual discusses how to use SQL toegatiiormation from the database.

SQL is used primarily to generate ad hoc repo@. Bont end tools, such as Informix ISQL, allowwyt enter and run
standard SQL queries with a simple set of commadtiser productivity tools allow you to link datatime SQL database
to spreadsheets, word-processing documents, chadgyraphs. As the information in the databasegés the spread-
sheet changes automatically.

Before you use SQL report generators or produgtiaidls, you must know how SQL itself works. Thowgparticular
SQL front-end tool may differ, the basic instructigets should work in a similar manner. This secitidroduces you to
the basic use of these statements and gives yonptes of how they are used in a variety of ways

The examples use General Ledger tables and col@me all accounting transactions eventually gnihihe General
Ledger, it is a common application for SQL querigse point of this section, however, is to cover liasics of SQL, not
to teach you how to create specific queries inviiddial applications.

13-2  SOL Queries



Fitrix General Ledger User Guide

SELECT Command

The SELECT statement gets information from thelukga. There are only six different clauses thatrobwhich infor-
mation this SELECT retrieves. They are called @ausnce they describe a part of the overall SELE@MWmand. Only
two of these clauses are required for any SQL damlbuery. These commands or clauses are listedeandbed below.

SELECT: The SELECT clause is the start of all SQL quetligs. required for all information retrieval. & used to tell
the system which information categories or fielde-SQL they are called columns—you want to access.

FROM: The FROM clause is also required for all SQL Ssldt is used to tell the system from which filetable to
take the data.

WHERE: The WHERE clause is optional. It lists the selattiriteria for the Select statement. It allows yodescribe
which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsiyo tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for taid
subtotals.

HAVING: The HAVING clause is also optional. It allows ytmutell the system which groups to select.

You can retrieve any type of information from a S@dtabase with these six clauses. In the next gesections we will
cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:
SELECT col um-nanmes FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are neecgensitive.

Column-names refers to the names of the actuafromdior information categories created in the tatddle-names
refers to the database tables that contain the data

Selecting All Columns
When you don’t want to specify specific column nam@u can use the asterigk (o indicate that you want the values
in all columns. For example, suppose you want éoadeinformation from a control table. Enter:

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typligahere is only one record in this control taatel, in this example, the
columns in it are company name, address #1, adéfssty, state, zip, county, country, the firatrent asset account,
the first fixed asset account, first current lithiaccount, the first long term liability accoufitst capital account, the
first income account, first cost of goods accoand the first expense account.

In response to this query, the system displaysdhges associated with each of these columns. Xaet éormat in
which this information is displayed differs fromssgm to system.
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Selecting Specific Columns

If you just want to see specific columns from déabknter the names of the columns. For exampi@ufwant just the
name and address information from the databaser:ent

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of theldéianary. In order to select specific columnsyyoust know what
they are named in the database. Some SQL quegnsygtrovide a display of these column and tableasaifypically,
however, you must work from printed table definio There are SQL queries that allow you to regrieformation
about the names of the columns and tables in ttadodse, but they are not covered here.

Notice that the different column names are sepdifayecommas. This is usually required. The lastiewi name does not
have a comma after it.

Using Math in the SELECT Satement

You can also include mathematical operations wigttiar SELECT statement. The mathematical operaémsgnized
are:

+ Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:
SELECT doc_no, ampunt, anmount + 1 FROM stgactvd
The result of this query shows the document nuntberamount of the transaction, and that amount + 1
Here is an example of multiplication:
SELECT doc_no, anmpunt, anount * .077 FROM stgactvd
You do not need to use literal amounts as parbaf ynath. You can use other column names.
SELECT doc_no, anmount, anpunt / doc_no FROM stgactvd

You can combine multiple mathematical operations ¢kample, you can multiply, divide, add, and satttall in the
same SELECT statement), and you may combine cohamres and literals in calculations.

SELECT doc_no, anmount, doc_no + anmpunt, amount / 2
FROM st gact vd

You can also use parentheses to show the ordeecégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd

This expression adds 1 + 2 before dividing this snum amount.
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Selecting Specific Rows: WHERE

The simplest selection statements show all thenmédion in a file or table. However, you may onlgn to see specific
rows (records) that meet a given selection crit@iiamake such a selection, use the WHERE clause.

The format for the WHERE clause is:
WHERE col umm- nane rel ati onal - operator val ue

This may seem a little complicated, but an exarsptauld clarify how it is used. For example, FitBusiness uses a
table to store all of the accounting detail frora theneral Ledger system. If you want to see thaesrfbr a particular
original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all cedumthis table. The table named stgactvd is thigity data table for
the General Ledger system.

In the WHERE clause, you see the name of a coluignjournal, followed by a relational operator =ddimished by a
value, AP. What this statement means is: list@ldolumns in the table stgactvd where the colurign wurnal contains
AP.

In composing this query, you can use any columnengnthe table.
Relational operators consist of the following:
SymbolMeaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To

Matching Character Patterns

The keyword MATCHES can be used within the WHER&UsE to select rows that contain certain strintgpa.
The format is as follows:
VWHERE col um- nane MATCHES val ue

In this case, the column name must be a charggierdolumn. This means that it must contain charachot numbers.
The value is a pattern of characters and must tlesed in quotation marks. For example, our previguery of the gen-
eral ledger activity table could have been stasgdgithe MATCHES keyword like this:

SELECT * FROM stgactvd WHERE ori g_j ournal MATCHES " AP"

In this example, we require an exact match, wrsobxiactly the same as an = command. The real paATCHES
comes into play when you use wildcards to find amiegful character string within a longer characi@umn.
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MATCH Wildcards

There are three wildcards:

* This matches any set of characters or no chagcter
? This matches any single character.
[ X- Y] This matches the range of characters indicated.

You can use these wildcards in a variety of wayselect the proper rows from a table. For exaniplthe General Led-
ger detail table, there is a column that contdiesdepartment code. Note that even though depatzndes typically
consist of digits, it is still a character fieldhtra numeric field. These codes can be any charsitieg up to three char-
acters long. Use these codes to select line itdail de the variety of ways detailed below:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"

This finds any rows where the department code lsegith the character 1.
SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code ammtae character string 10 anywhere within it.
SELECT * FROM st gactvd WHERE department MATCHES "?10"

This finds any line item where the department ciostthe characters 10 preceded by any other saoigleacter. It does
not find a department beginning with 10, but ig#n110, 210 and so on.

SELECT * FROM stgactvd WHERE department MATCHES "1[ 1-5]*"

This finds all rows containing department code$ begin with the digit 1, followed by the digitsfirough 5, and then
followed by any other characters. This does nat fiows where the digits 1 through 5 do not immesdyatollow the
beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiiyg AND and OR as follows:

» AND: Makes the clause more restrictive. In order tsdlected, the data must pass all tests joined dy th
AND clauses.

» OR: Makes the clause less restrictive. To be seletitedjata only need pass one test or the othersyiritax
for the use of AND and OR is:

WHERE col umm_nan®e rel ati onal - operator val ue
AND col um_nane rel ational - operator val ue

or

WHERE col uim_nan®e rel ati onal - operator val ue
OR col um_nane rel ati onal - operator val ue

In the next example, the WHERE clause selects amisg in which the department code begins with tigi d and
whose document number is greater than one hunB@ds in which the department code begins with 1wandse doc-
ument number is less than or equal to 100 areatetted. Rows in which the document number is grehtin one hun-
dred, but in which the department code does nanbeigh 1 are alsmot selected.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
AND doc_no > 100
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In the following example, even more documents atected. All documents in which the department doelgins with 1
are selected because they pass the first tesdditian, all documents with numbers greater tham loandred are
selected because they pass the second test.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR doc_no > 100

Note
Even though some documents may pass both tesgsatbenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any humber of ptsase

SELECT * FROM st gactvd WHERE departnment MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anpunt > 1000

Note

Remember: adding multiple AND statements makesestemore and more restrictive; in order to becdets the row
must meeall of these criteria.

You can also use parentheses to group ANDs and ORs.
SELECT * FROM st gactvd WHERE (departnent MATCHES " 1*"
AND doc_no > 100) OR (orig_journal = "AR'

AND anmount > 1000)

In this test, selected records or rows must eftla@e a department code that begins with 1* andcardent number
greater than 100 or they must have an originahjaucode of AR and an amount greater than 1000.

Improper Useof AND or OR

Remember the AND and the OR are used to join camgl@umn_name relational-operator value phrasésmthe
WHERE clause. It isot used to join separate WHERE clauses or to joineato a single column_name.
Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR doc_no > 100

Incorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR depart ment MATCHES "*1"
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Incorrect:

SELECT. ..
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfet wild cards.
Instead of using an asterisk to match charactgrer@ent sign (%) is used. Instead of question smarknatch a single
character, an underscore is used.

SELECT * FROM st gactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 arelfallowed by any combination of other charactet&E can only be
used for character columns (letters or digits). Valeies used must be enclosed with quotation marks.

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that want to select a value between two other values.
SELECT * FROM stgactvd WHERE anount BETWEEN 10 AND 40
This selects all rows in which the amount colums daalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovowyeo indicate the second set of values.
Correct:
SELECT * FROM stgactvd WHERE anount BETWEEN 10 AND 40
Incorrect:
SELECT... BETWEEN 10 40

You also must show the values in the proper ord#r tive smallest value first. The wrong examplesdoeet produce an
error message, but no rows are selected.

Correct:
SELECT * FROM stgactvd WHERE anmpunt BETWEEN 10 AND 40
Incorrect:
SELECT... BETWEEN 40 AND 10
You can also use BETWEEN to specify a range ofdatealphanumeric characters.

SELECT * FROM st gactvd WHERE ori g_j our nal
BETWEEN "A" AND "Z"

This query selects all documents with an originarjal code beginning with a capital letter.

WHERE Using IN

Use the keyword IN to compare the value in a colwvith a list of possible values. You could do thene thing using a
series of ORs, but IN makes this somewhat morégstrorward.
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The syntax:
WHERE col um-nane I N (list of val ues)
Here is an example of selection from a list of flaesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GQ")

This select statement finds any rows which conddd AP, or GJ in the original journal code column.
It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'

OR orig_journal =" AP"

OR orig_journal ="G"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgsor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered ino itas had those values removed. Spaces or the zeto are not
considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you haweULL key-
words for use with the WHERE clause.

The syntax:
WHERE col um_nane |'S NULL
For example:
SELECT * FROM stgactvd WHERE departnent |S NULL.

This finds all records in the activity table whichve no department code associated with them.

Using NOT

With many WHERE statement keywords, you can usé&éygvord NOT to select records that act matched by your
selection criteria. NOT can be used with the folloyvkeywords:

« MATCHES
* LIKE

« BETWEEN
« IN

« NULL

For example, if you wanted to find all records watlralue NOT NULL in the department column, usefti®wing:
SELECT * FROM stgactvd WHERE departnent |'S NOT NULL.

finds all the rows with values in the departmertiom
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SELECT * FROM st gactvd WHERE orig_j ournal
NOT IN ("AR',"AP","Q&")

selects all rows that have orig_journal codes @inatnot equal to AR, AP, or GJ

SELECT * FROM st gactvd WHERE depart nment
NOT BETWEEN "A" AND " Z"

selects rows whose department codes do not betinavdgapital letter
SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelseym with 1

SELECT * FROM st gactvd WHERE department NOT LI KE " 1%

selects all rows where the department code doelsayi with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that taka filam one table. Using the WHERE command youaiso join
two tables together and get related informatiomftbem.

For example, in Fitrix General Ledger, the actiéble, stgactvd, contains the information aboahdae item that is
posted to the system. It does not contain the liafsionation about the document, such as when g evaeated and a gen-
eral description of the document. This informati®im a general reference table for all transastiom the system. This
table is called stxtranr.

To see the document date as well as the informatonit specific line items, select columns fromhbaftthese tables
and join them together using a WHERE clause sodhigtthe related records are selected.

The syntax for joining multiple tables is:

SELECT [t abl e- nane] . col um- nane, [t abl e- nane. ] col um- nane, . . .
FROM t abl e1, table2,...
WHERE t abl el. col utm- nane=t abl e2. col utm- nanme

The WHERE clause causes the SELECT statementumrenly those rows where the specified columnessich table
are identical. The table name after the SELECstaht only needs to be used when the column napeaepin both
tables.

In Fitrix Business, the table name must always be used because wbearotumns carry matching data used for joins,
they are named identically. You can see which cokimeed to be joined in the WHERE clause, by natihigh col-
umns in the two tables have the same name.

Here is an example of a query that returns a fishwounts for the individual lines that make upams$action, selected
from the general ledger activity table, along wviftb corresponding document date and descriptitineofransaction
from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anount
FROM st xtranr, stgactvd

WHERE st xtranr. orig_journal =stgactvd. ori g_j our nal
AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line was entered under the Update General Journal ofEeeh line con-
tains the document number, the document date g@berigtion of the transaction, and the amount pbfstethat line.
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Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is requiecause doc_no
is used as a column in both tables. Their contar@sdentical, but you need to specify in SQL whihle you want to
use.

Also notice that we did not have to use the tabim@s for doc_date, doc_desc, and amount. Thica@uke these col-
umns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT stént more tables are used, you simply extend¥ERE clause
to equate columns within each table.

For example, in Fitrix, there is another table thaltds information about a transaction. This tablstgtranr and it con-
tains information such as the accounting periodyaat for the transaction. If you want to see thisrmation for each
of your activity lines, extend your query to inctuthis third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anopunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr. orig_journal =stgactvd. ori g_j ournal

AND stxtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr. doc_no

Notice that two new columns have been added: aedbgband acct_year. No tables need to be spediietthese col-
umns because they occur only in the table stgt&tgtranr has been added to the FROM clause. THa éllises have
also been duplicated to join the columns from atxtito the matching ones in stgtranr. The choicgbdfanr for the join
in this case was arbitrary since all tables invdlgentain the same keys. Stgactvd could have fustaily been used.
However, this may not always be the case; mangjoiay take place on columns that are unique totecpiar table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifp8amal and can be used in conjunction with anyotiptional
clauses.

The syntax:
ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat thas not
been selected. For example, to see all of the nowt® General Ledger activity table sorted by doent number, use the
following command:

SELECT * FROM st gactvd ORDER BY doc_no
If you want to do the same thing but select ongpecific original journal, use the following comnaan

SELECT * FROM st gact vd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odgjaurnal, and within
each original journal, organized by department nemnlsse the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that perfoalculations among the rows selected. Theseadlerlcaaggregate
functions because they work on a group of rows. ithey are used, you do not see the individual inemselves, but
the results of the operation on all rows or groofows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the colspecified for the rows selected.
COUNT (*) Counts the number of rows retrieved by the WRHEEClause.
MAX (column-name) Finds the maximum value in the caolwpecified for the rows selected.
MIN (column-name) Finds the minimum value in the calwspecified for the rows selected.
SUM (column_name) Adds the column specified and tatdits the rows selected.

These aggregate functions are used like column saifter the SELECT keyword. They do not subtotdéssyou use
the GROUP BY clause (explained in the next section)

Correct:
SELECT sum(anount) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documefitdbes not, however, show the document numbelfit

Incorrect:
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SELECT doc_no, sun{anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase
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GROUP BY Command

This clause gives you subtotals for different gmoprows using aggregate functions. The syntax:

SELECT col um-1ist, aggregate-functi ons FROM t abl e- nane
GROUP BY col um-1i st

For example:

SELECT doc_no, sum(anount) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numimtize total for that document next to it.

Note
You must have a GROUP BY clause for each columecsedi.

Correct:

SELECT doc_no, acct_no, sun{anmpbunt) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In otbets, you get
the sum for document number one, for the first anc@aumber, then the sum for document number amehé& second
account number, and so on. Yourdi get the sum for a given document number alone.

Incorrect:

SELECT. . .
GROUP BY doc_no

This produces a GROUP BY error because you refetkacct_no in the column selection but did not aéfien the
GROUP BY column list.
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Glossary

Account: An account is a classifying or summarizing devitespresents a category of transactions thatsabas entity
has decided to track. All transactions recorded journal are subsequently posted to two or mocewats. A trans-
action is posted as a debit or credit entry tocoant. The difference between the total of allidebtries and the
total of all credit entries posted to a single agtas referred to as the account’s “balance.” Dejireg on the type of
account, an account’s balance is either increasddaeased by a debit or credit entry (see DabitsCredits).

Account Number: Each account in the Chart of Accounts is iderdifig a unique number, up to nine digits long.
Accounts of a given type usually are grouped byantnumber. For example, all asset accounts rhighin with a
“1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODS EXPENSE
600000000 GENERAL EXPENSE EXPENSE

Account Types: There are three basic types of accounts: asabiljtly, and capital. Capital is also referred socavners’
equity. Income and expense accounts are a subssthofed earnings, which is a capital account.

Accounting Periods or General Ledger Periods: Each business transaction is time-sensitive.ifngystem, a new
accounting period is created every time you clagdlte existing period. You are not limited to ajiyen number of
periods during the course of a year. A transadtiantakes place in the current year falls into ofihese possible
periods.

Accrual Method: A method of accounting which records revenueseapeinses in the period in which they are earned or
incurred and not in the period in which they amereed or paid. Compared to the cash method ofuattw, the
accrual method of accounting is more accuratetdngds to be more complex.

Adding a Row: Adding a row means creating a new row and additmthe table. For example, when you add a new
account to the account table, you are adding atoaWat table.

Adjusting Entries: Entries that adjust the balances of ledger acsoéjusting entries are usually made for one af tw
reasons. One reason is to record unrecorded emectisas revenue earned but not received. The @hson is to cor-
rect accounting errors.

Age: The number of days between the date on a pantidoleument and the “aging date.” When processingggmng
report, the system prompts for the aging dateutiee determines which date to use as an aging (@ee.Customer
Aging. See also Vendor Aging.)
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Alphanumericfield: An alphanumeric field is a field whose entries cansist of any combination of letters and num-
bers.

Asset Account: Assets are things of value possessed by a busiBiash in a bank account is an asset, as is ascount
receivable (the money owed a business by its custmAssets need not be paid for to be considesselts. Asset
accounts are increased by a debit and decreasadreglit.

Audit Trail: The ability to verify and track accounting trartsaas or ledger balances.

Automatic Reorder: The process of generating purchase orders fontowgitems whose quantity falls below the reor-
der point.

Average Cost: Average cost is a method of calculating the cbsiv@ntory items by averaging the per unit cosalbf
items currently in stock.

Backorder: If items are out of stock, these items can beoputack order. When the item comes in, it is ugusiipped.
The backorder document is a modified version ofttiginal sales order and represents an agreemship the item
as soon as the item becomes available.

Backup: In computer terms, backup refers to the proces®p§ing computer files. These copies are usuatigerto
diskette or tape. File backups are insurance agsystem failure.

Balance: The balance of an account is equal to the surheofliebit and credit postings to the account. Actoare in
balance if the total debits are equal to the tortadlits.

Balance Forward Customers: Statements for “balance forward” customers sholy the transactions that affect the
current period. For balance forward customers, gamare applied to the oldest invoices first.dntrast, “open
item” statements show each outstanding invoice,payinents may be applied to a particular invoice.

Balance Sheet: The balance sheet shows the current financialitondf a company. The balance sheet lists askats,
bilities, and capital. It is usually totaled in twtain sections. The first section totals assets.Sdtond totals liabili-
ties and capital. Assets must always equal ligsliplus capital.

Blanket Order: This is a large order that is split into more tlwae shipment, possibly to different locations.

Blanket Release: A blanket release is a document that is a sulisetamger blanket order. It represents a singiprsnt
for an order that comprises multiple shipments.

Capital Accounts: (Also called owners’ equity accounts.) These ant®vecord the difference between what is owned
(assets) and what is owed (liabilities). They dse aalled proprietorship or net worth. Capital@euts are increased
by a credit and decreased by a debit.

Cash Method: A method of accounting which records revenuesexqenses in the period in which they are received o
paid and not in the period in which they are eameidicurred. Compared to the accrual method odawting, the
cash method is less complex and often used by entalkinesses.

Cash Receipt: Money received as payment for goods or servicasA/R cash receipt is a payment that applies town
standing invoice. A non-A/R cash receipt is a payntleat does not apply to an outstanding invoic@oA-A/R
receipt may not even apply to a customer’s account.

Cash Receipts Journal: The cash receipts journal is the journal into Wtatl cash receipts activity is recorded, thus
affecting the balances of accounts in the receévidalger.

Chart of Accounts: A “chart” is a list of accounts. A chart of accasimcludes all the different accounts used in samm
rizing the transactions and current condition bfiainess.

Check Journal/Cash Disbursement Journal: This is the journal into which all cash disburssts activity is recorded,
thus affecting the balances of accounts in the lplayladger.
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Column: A column is a category slot into which you entédbormation in a table. For example, if the compuynigts
“Enter Company:” on the form, the space followihg tolon is the “column” into which informationastered. This
is the “Company” column.

Cost of Goods (COG) Accounts: These are expense accounts; they track the ctis¢ sme products whose revenues
are recorded in sales accounts. In other wordsethecounts record the cost of those products vtheebhompany
sells. This cost is recorded at the time of safe Balance of these accounts is increased witlhiaated decreased
with a credit.

Count Adjustment Account: This is a balancing account that is posted to wherinventory quantity-on-hand is
adjusted—in this case there is no correspondiregy@aburchase of inventory.

Count Sheet: This is a list of items and their physical locatsdn a warehouse(s) to be used by personnel caunti
inventory.

Credit: The term credit can refer to two different thingpending on its usage. If used in reference tgdedccounts,
credit refers to an entry that increases or deeseagedger account. Some accounts are increasedregit while
others are decreased by a credit. How a crediebit dffects the balance of an account dependiBetype of
account involved. If used in reference to custoateounts, a credit refers to an acknowledgmenawpfent. When
a customer pays you, you credit that customer’satic When you pay a vendor, that vendor credits gacount.

Credit Memo: If referring to customer accounts, a credit meefens to a document notifying a customer that his
account has been credited (reduced). When dealthgrendor accounts you enter a credit memo tceimse the
amount you owe the vendor.

Creditor: A person or company to whom you owe money. Youndegs are creditors when you owe them money.

Current Accounting Period or General Ledger Period: This is the accounting period for which you arerently post-
ing transactions.

Current Assets: Current assets are assets that are normally ysddring the operating cycle of a business (usually
year). Cash and inventory are typical examplesiafent assets.

Customer Accounts: Though not an account in the general ledger sensgstomer account is used to summarize what
a given customer owes or is owed at a particulartpo time. A customer’s account is summarizedalstatement.

Customer Activity: Activity refers to any transaction that affects thalance of a customer or ledger account. A sum-
mary of activity shows all transactions affectihgge balances in the current period.

Customer Aging: The customer aging shows how long any open iteame been on the books and how much of a cus-
tomer’s debt falls into various aging categoridsode aging categories reflect progressively maiewselevels of
overdue payment.

Customer Balance: The customer balance is the amount owed by or awaccustomer. If the customer owes you
money, he is said to have a debit balance. If wee bim money, he is said to have a credit balaAcaistomer bal-
ance is the total of his current open items.

Customer Terms. Customer terms are the conditions under whichepqect payment from the customer. Customer
terms typically include the period of time withirhigh you expect to be paid, any discounts alloveedearly pay-
ment, and the time frame within which such discewre allowed.

Database: A database is all the related information withicomputer system to which you have access in ame ¢o
another.
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Debit: The term debit can refer to two different thingpending on its usage. If used in reference todedgcounts, a
debit refers to an entry that increases or decsem$eger account. Some accounts are increasaehlitg while oth-
ers are decreased by debits. How a credit or défbitts the balance of an account depends on geediyaccount
involved. If used in reference to customer accqumben a customer purchases goods from you, yoit tthel cus-
tomer’s account. When you purchase goods from darethe vendor debits your account.

Debit Memo: If used in reference to a customer account, at dedino refers to a document notifying the custothat
his account has been debited (increased).

Debitsand Credits: Each transaction entered into a journal, and exadligtposted to the subsidiary and general ledgers,
consists of debit and credit entries to two or mamweounts. A ledger account balance is the diffexdretween all
debit postings to that account and all credit posti Whether a debit or credit posting to an actmaneases or
decreases the account balance depends on theftgpecnint.

The basic accounting equationassets = liabilities + capital. Accounts (assets) on the left side of the acéograqua-
tion are increased with a debit. Those on the side (liabilities and capital) are increased veitbredit. Retained
earnings is a type of capital account; revenueexpense accounts are a subset of retained earfiagenues
increase retained earnings, and because capit@l@tscare increased with a credit, revenue accauatsicreased
with a credit. Similarly, expense accounts decreatened earnings and capital accounts are dexterith a debit.
Therefore, expense accounts are increased withia de

Deleting a Row: Deleting a row is the process of removing it frira computer database after it has been added or
updated.

Department Code: A three-character department code identifies whpebfit center” an account belongs to. If you are
not using profit centers, the default departmendieds “000.” Refer to the entry for Profit Centéss an example of
the use of department codes to set up profit cemtghin a company.

Document: Transactions entered in the Fitrix Accounting sgstre referred to as “documents.” Different jolgna
(accounts receivable, accounts payable, for exgmpg be used to record different types of docusmddbdcuments
consist of debit and credit entries to two or medger accounts. In order to save a documentditaiment must be
in balance; that is, the total of all debit entmiesst equal the total of all credit entries.

Drop Ship Order: This is an order that is shipped directly to youstomer. The items ordered never enter your ware-
house. The items go directly from your vendor taryocustomer.

Employee Code: Each employee in the Payroll system is identifigé unique six-character code. Although an
employee’s name and social security number carsée to sort and view data on an employee, the graploode is
the key used throughout the Payroll system to wefigidentify an employee.

Employee Type: Each employee in the Payroll system can be agedoigth an employee type which is identified by a
unique six-character code. The employee type pesvatcess to default setup values for the emplayeeprovides
a means for grouping employees.

Expense Accounts. Expense accounts are used to track the cost ofdisiness. They are a subset of retained earnings
(a capital account). At the end of a period of tifmsually a year) the difference between the wialll income
account balances and the total of all expense att@lances is calculated and that balance isfeaes to retained
earnings. After transferring this figure to retalrearnings, the balance of each income and exeseint is set to
zero. Capital accounts are decreased with a d&diause expenses decrease capital, expense acamulintsreased
with a debit.

Field: A field is a data-entry or display area on a foArfield may or may not correspond to what is altjustored in a
table in the database.
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FIFO: “First-In First-Out"—One of several methods of el@hining the value of inventory and calculating tiost of
goods sold. Using the FIFO method, it is assumatithie “first inventory items in” (the oldest invtery items) are
the “first inventory items out” (the first items bee shipped).

Finance Charges: Finance charges are charges made by a vendoisagain or made by you against a customer, for
non-payment of an amount due. Finance chargessareharges made against the account because thieptyas
not made according to the established terms.

Flat Rate: A value applied on a per-payment basis. Unlike@@ntage rate, which calculates a specified ptimpoof
an amount, a flat rate ignores the exact valub@aimount, treating it as a single payment to whisingle unit of
the “rate” value is applied. Thus the “calculatedlue due to a flat rate is the same each tingedpplied.

FOB: FOB stands for “free on board” or “freight on bddrThe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploénbuyer assumes ownership of a product. FOB sioree—but
does not necessarily—affects who pays the freigatges for shipping a product. In some busine$sesdller pays
freight up to the FOB point and the buyer pays ftbmFOB point. Similarly, in some businesses @& point
determines who pays insurance on the shipment.

Form: A form is the template into which information istered. A form may combine information from sevaeliffierent
tables, usually lines of information from a “heddeble at the top of the form and several rowsrfra “detail” table
at the bottom.

General Journal: The most basic type of journal in an accountingiesy is the general journal. It may be the only-jou
nal. Transactions which consist of a debit to asi@ne account and a credit to at least one (diffgaccount are
entered in such a journal. Ultimately each traneads posted from the general journal to a genledder account.

General Ledger: The general ledger includes each account listéldeirthart of accounts, along with debit and credit
transaction entries that add up to the accounnbala

Income Accounts. These accounts are used to track revenues. Sal@srdas, for example, are a type of income account.
They are a subset of retained earnings (a camitalant). At the end of a period of time (usuallyear) the differ-
ence between the total of all income account balsand the total of all expense account balancddslated and
that balance is transferred to retained earnin§sr A&ransferring this figure to retained earninfyg, balance of each
income and expense account is set to zero. Cauitalunts are increased with a credit and decregitec debit.
Because revenue increases capital, income accawmiscreased with a credit.

Income/Deduction/Obligation Codes: Each type of income, deduction, and incurred eggglobligation is identified
by a unique six-character code. When the incomdyat@n, or obligation is used in a payroll entrisireferred to
by this code. The code provides access to defalieg and basic information required to calculageincome,
deduction, or obligation amount.

Income Statement: The income statement (also referred to as a ‘fpaofi loss” statement) records the changes inyequit
associated with business operations for a speqifeidd of time. This statement lists the reveraras expenses and
the difference between them for a period of timee difference between revenues and expensesiisgie as a net
profit or a net loss.

Inventory Account: This is the current assets account that repreflemtgalue of the goods in stock.

Inventory Adjustment Account: This is the ledger account that balances changeke 1o the inventory account bal-
ance that do not result from sales, returns, oclases.

Inventory Control (1/C): This is the system for tracking goods stored & $o customers, including calculation of
costs and prices.

Inventory Item: This is a single unit of merchandise from inventor

Item Code: An item code is a unique alphanumeric string iif@ing a type of inventory item.

Glossary-5



Fitrix General Ledger User Guide

Journal: Journals are used to sequentially record busin@ssactions. Each transaction consists of a tiehitleast one
account and a credit to at least one (differentpant. Journal entries are posted to ledger acsptirdrefore, every
entry made in a journal ultimately has an effecttanbalance of two or more ledger accounts. Ao@atng system
may include multiple journals, each used to reeosgecific type of transaction. The most basic gfgeurnal is the
general journal. In addition there may be an actreteivable journal, an accounts payable jouaral,so on.

Ledger: A ledger consists of a group of accounts and dettcredit entries representing transactionsatffectt the
account balance. A group of accounts is calledigde The general ledger includes all accountsdist the chart of
accounts. Subsidiary ledgers comprise subsetsdfttart of accounts. The accounts receivable leflyeexample,
comprises all customer accounts. The total ofut@mer account balances equals the balance actmeints receiv-
able ledger account.

Liability Accounts: Liabilities are debts or anything that is owedahility accounts are increased by a credit and
decreased by a debit.

LIFO: “Last-In First-Out” is one of several methods afaulating the cost of inventory items. With thé-0 method
those inventory items “last in” (most recently paised) are considered the “first out” (first tosiodd).

Open Item Customers: Statements for open item customers show eachaodlisig invoice. For open item customers,
payments are applied to a specific invoice. In @&stt balance forward statements show only theséetions that
affect the current period. For balance forward aungrs, payments are applied to the oldest invdices

Open Items: Open items are the invoices that have been pestgédontain outstanding balances. These balanpes re
sent an amount owed by the customer or due to @dovenhe document is considered an open item thatilbalance
is paid or otherwise adjusted to zero.

Order Acknowledgment: An order acknowledgment is a hardcopy version sdlas order. Order acknowledgments
may be sent to customers so that they have a re¢dné sales transaction.

Payable Document: There are four common types of payable documentsndor invoice, a cash disbursement, a ven-
dor credit, and a vendor debit.

Payable Ledger: A payable ledger is the ledger that includestadldccounts affected by accounts payable transac-
tions—invoices, cash disbursements, and vendoitsredd debits.

Payroll Deduction: A payroll deduction is any amount withheld fromeanployee’s check. For every deduction there is
typically an employer liability incurred.

Payroll Document: A payroll document is the complete record of arpliylisbursement. This document includes an
employee’s gross income, deductions, net incone eamployer obligations, as well as the related aeting data
for the document.

Payroll Income: Payroll income comprises wages, reimbursementscash outlays recorded as part of a payroll entry.
Payroll income normally is an operating expense.

Payroll Journal: The payroll journal is the journal into which pliyroll activity—paychecks, income, deductions, and
employer obligations—is recorded. When posted,dbtgvity affects the balance of accounts in thgrpthledger.

Payroll Ledger: A payroll ledger is the ledger that includes haé accounts affected by posted payroll transactions
paychecks, income, withholding, and incurred oliayes.

Payroll Obligation: A payroll obligation is an employer liability rdting from a payroll transaction. For example, when
an employer withholds federal taxes from an emp&y/paycheck, the employer incurs a liability (ddigation) to
pay the amount withheld to the federal government.

Posting: Posting is the process of transferring transast{documents) from the journal to the ledger.
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Posting Sequence Numbers: All processes which “post” entered data into aiegde area for completed documents have
reports that feature a posting sequence numbeseliembers are used to keep track of reportstibatdbe perma-
nently stored in your records. Each of these reguat its own sequence of posting numbers.

Prepaid Asset: This is an asset that you have paid for, but Botgceived.

Profit Center: A “profit center” identifies a part of a company fwhich profits can be calculated separately. Satel
expenses for that division are designated withud-gccount” number.

Example: A Simple Chart of Accounts with Two Prd@iénters (Dept.):

Number Dept Account Description Type
100000000 CASH IN BANK ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE

400000000 200 PRODUCT SALES INCOME
500000000 200 COST OF GOODS EXPENSE
600000000 200 GENERAL EXPENSE

Purchase Order: A purchase order represents the purchase of matideafrom a vendor.

Purchasing: The purchasing system is one of several Accoumtiodules. It provides an automated method for track
purchases, tracking receiving, and projecting caghiirements.

Receivable Documents: There are four common types of receivable docusa@ntustomer invoice, a customer cash
receipt, a customer credit, and a customer debit.

Receivable Journal: The receivable journal is the journal into whidhegcounts receivable transactions—invoicing,
credits, and debits—are recorded. When postedg thassactions affect the balance of accountsamebeivable
ledger.

Receivable Ledger: A receivable ledger is the ledger that includéshal accounts affected by accounts receivablesiran
actions—invoices, cash receipts, and customertsradd debits.

Retained Earnings: Retained earnings is the increase in equity thatrbsulted from profitable operations; net income
to date minus dividends to date.

Row: A row is one set of specific information withirtable. For example, an account table containdiallrfformation
about a single account in an account row. An acctalnle contains as many rows as there are diffe@sounts.
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Satement: The customer statement shows the current acfivitg given customer. The statement shows outstgndi
invoices, recent payments, credits, and debitsgatistomer’s account.

Sore or Record: Recording or storing a row is the process of qqitim the computer database after it has beerddd
or updated.

Table: A table is where information is stored in a congpuf given table contains only a specific typendbérmation.
For example, an account table contains the diffesales and expense accounts used by the system.

Transaction: A transaction is an event that is recorded inatt@unting records. Typically, such an event ingslthe
transfer of money, product, or services. Each tretien entered in the Accounting system is refetoeas a “docu-
ment.”

Trial Balance: This is a work sheet used as a preliminary stggt®rating a Balance Sheet. The trial balancdissirg
of every ledger account, along with its debit anetlit balance. The total of all debit balances &hequal the total
of all credit balances.

Update: Updating a table is the process of changing roitisimit. Whenever you change a description inaheount
table, for example, you are updating a row witthiat table.

Vendor Accounts; Though not an “account” in the general ledger seasrendor account is used to summarize what a
vendor is owed at a particular point in time. A deris account is summarized by an aging statement.

Vendor Activity: Activity refers to any transaction involving a \dar that affects the balance of a vendor or ledger
account. A summary of activity shows all transatsiaffecting those balances over a specified perfidisne.

Vendor Aging: A vendor aging report lists outstanding vendowioes categorized by number of days from the vendor
invoice date or due date. Vendor aging reportsbeasetup to “age” in two different ways. First,aging report can
put outstanding vendor invoices into categoriesgireg from currently due to past due. With this noet, the aging
categories reflect ever more serious levels of divepayment. Second, an aging report can arrartgeanoding ven-
dor invoices into categories, ranging from thoseently due to those that will be due in the futdrhis report is a
projection of cash requirements. In this caseatfing categories reflect amounts due farther ifuhee.

Vendor Balance: The vendor balance is the amount owed to or oweal\®ndor. If you owe a vendor money, the ven-
dor’s account has a credit balance. If the vengasoyou money, the vendor’s account has a detanbal A ven-
dor’s balance is the sum of all open items pentgirid that vendor.

Vendor Terms. Vendor “terms” are the conditions under which ¥lkador expects payment from you. Vendor terms typ-
ically include the period of time within which yaxpect to pay that vendor’s invoices, any discoalitsved for
early payment, and the time frame within which sdidtounts are allowed.
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The standard Fitrix products have been designed to work with forms manufactured by the Harland company. These forms
can be ordered through the Harland company, at 1-800-346-5316. Sample forms are also available.

Itislikely that your programs have been modified by your data processing department. If thisisthe case, Harland can

design custom forms to your specifications.

The forms, form numbers, and form types are listed below.

N'L:J?Tr] g]er Form Type

4GEN1 Invoice Continuous Form
4GEN2 Statement Continuous Form
AGEN3 Picking Ticket Continuous Form
4GEN4 A/P Check Continuous Check
AGENS Payroll Check Continuous Check
4GENG6 Invoice Laser Form
4GEN7 Statement Laser Form
AGEN7 Picking Ticket Laser Form
4GEN9 A/P Check Laser Check
4GEN10 Payroll Check Laser Check
4GEN11 Purchase Order Continuous Form
4GEN12 Purchase Order Laser Form

Dw2 Double Window Envelopes

DW73 Double Window Envelopes

Forms

A-1
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A

A/P Discount Tax Account 7-6
A/P Tax Account 7-6
A/R Discount Tax Account 7-5
A/R Tax Account 7-5
Account
Account Groups form 5-18
General Journal form 8-8
Recurring Document form 9-5
Account balances 6-4, 6-6, 6-11, 6-14
beginning balances 6-15
modifying after setup complete 6-9
year end balances 6-13
Account Group
General Journal form 7-7
Recurring Document form 9-5
Account Group Description
General Journal form 8-8
Recurring Document form 9-5
Account Groups 6-9
Account Groups file 1-5
Account Groups form—detail section 5-18
Account Groups form—header section 5-18
Account Groups Report
sample 12-6
Account Number Ranges 2-7, 4-13
account number ranges
individual account numbers 4-12
Account Number Ranges file 1-5
Account Number Ranges Report
sample 12-20
accounting cycle phases 2-2
Accounting System Menu 3-2
activities
explanation of 2-5
Activity column 6-14, 6-16
Activity Detail Report
sample 12-14
Activity files 1-5
Activity Summary Report
sample 12-13
Address1
Update Company Information form 4-6
Address2
Update Company Information form 4-6
Administration Menu 11-1
Amount
General Journal form 8-8
Recurring Document form 9-6
AND 13-8
AVG 13-17

B

Balance column 6-14
Balance Sheet sample 12-9
Begin a New Period 6-5, 6-13, 10-8
Beginning a New Fiscal Year 10-10
Beginning balances 6-3

entering beginning balances 6-15

posting at setup complete 6-5
Budget amounts
entering budget amounts 6-15
Budget and Comparison Analysis
sample 12-10
Budget and comparison reports 6-4
Business Name
Update Company Information form 4-6

C

Capital accounts 4-12
Chart of Accounts
sample 12-4
Checking Accounts 2-8
Checking Accounts file 1-5
Checking the edit list 2-4
City 4-6
Columns
Activity column 6-14, 6-16
Balance column 6-14
This Period Postings column 6-13, 6-14,
6-16, 6-17
Company Information file 1-5
Company Information Report
sample 12-19
Company Name 7-7
Company Setup 2-3
Completing G/L setup
chart of effects 6-11
declaring setup complete 6-3, 6-8, 6-12
permanent effects 6-9
effects on the G/L system 6-8
entering beginning balances 6-15
Ledger Setup Complete field 6-3
modifiable aspects of setup data 6-9

periods preceding Setup Complete Date 6-%%

D

Data Flow 2-1
databases
selecting 2-7
Date
General Journal form 8-6
Department 7-4
Department Codes
Company Information form 4-7
Department codes 6-9
Dept
Account Groups form 5-18
General Journal form 8-8
Recurring Document form 9-6
Description 7-4, 7-10
Account Groups form 5-18, 5-19
Company Information form 4-7
General Journal form 8-6, 8-8
General Journal Source form 5-15
Recurring Document form 9-4, 9-6
Difference
General Journal form 8-9
Recurring Document form 9-7
Different Company 2-8
Different Databases 1-7
Direct DB/CR Entry
Ledger Defaults form 5-6
Displaying the Version Number of the
Module 3-2
document types 5-14

E

edit list
checking 2-4
it lists 6-11

posting G/L activity at setup complete 6-6 End Date 7-8

Setup Complete Date 6-4, 6-6, 6-9, 6-12

status before setup complete 6-8
Contra accounts 6-9
Copy All Recurring Documents 6-9
Cost of Goods accounts 4-12
COUNT 13-17
Country 4-6,7- 4
County 4-6
Credit/Debit
General Journal form 8-9
Recurring Document form 9-6
Credits
General Journal form 8-9
Recurring Document form 9-7
Cumulative 7-11
Current Accounting Period
Ledger Defaults form 5-5
Current Accounting Period field 7
Current Assets 12
Current Fiscal Year
Ledger Defaults form 5
Current Fiscal Year field 6-7
Current Liabilities 4-12
Current period 6-3, 4, 5,7, 9, 12, 14

End of Period phase
explanation 2-5
end of period phase 2-2
End of Period processing
posting procedure 6-14
EOP Reverse 8-6
EOP Reverse(Y/N)
Recurring Document form 9-4
Expense accounts 4-12

F

features of General Ledger 1-3
Fields 7
Current Fiscal Year field 6-7
G/L Controlled field 6-8, 9
Increase with Credit field 6-8, 9
Ledger Setup Complete field 6-3
Setup Complete Date field 6-4, 6-6
Financial reports 6-12
Fixed Assets 4-12
Forms
Ledger Account Balances form 6-14, 15
Ledger Defaults form 6-3, 6-7
FROM 13-3
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Future periods 6-4

G

GIL activity

posting G/L activity to ledger accounts 6-11-edger Accounts 2-7

L O

OR 13-8

ORDER BY 13-3

ORDER BY Command 13-16
Overview of General Ledger 1-2

Ledger Account Balances form 6-14, 15
Ledger Account Balances Report
sample 12-5

posting General Journal documents 6-11 Ledger accounts 6-11

G/L Activity file 1-6
GI/L activity tables 6-6, 6-9, 6-11
posting status of transactions 6-8
posting to a prior year 6-14
GI/L Activity to Ledger Posting
sample 12-16
G/L Controlled
Ledger Defaults form 5-9
G/L Controlled field 6-8, 9
GIL controlled periods 6-4, 5, & 7
earliest G/L controlled period 6-4
future periods 6-14
prior periods 6-12
prior year periods 6-13
General Features 1-3
General Information 1-3
General Journal Edit List
sample 12-2
General Journal file 1-6
General Journal form—detail section 8-8
General Journal form—header section 8-6
General Journal form—totals section 8-9
General Journal Posting Report
sample 12-3
General Ledger activities 2-5

General Ledger—Features and Capacities 1-3

General Ledger—General Description 1-2
GROUP BY 13-3
GROUP BY Command 3-18
Group Code
Account Groups form 5-18

H

HAVING 13-3

Improper Use of AND or OR 13-10
Include Tax with Asset/Expense 7-4
Income accounts 4-12
Income Statement

sample 12-8
Increase with Credit field 6-8, 9

account balances 6-4, 6-6 P
beginning balances 6-3
contra accounts 6-9
posting G/L activity to ledger accounts 6-6,
8,11,12,& 14
Ledger Accounts file 1-6
Ledger Accounts form—header section 5-14
Ledger Defaults file 1-6
Ledger Defaults form 6-3, & 7
Ledger Defaults form—header section 5-5
Ledger Defaults form—~Period Maintenance

Period 7-7
Ledger Defaults form 5-9

Period Year 7-8

Periods
current period 6-3, 4, 5,7, 9, & 12
defining the current period 6-7
future periods 6-4, & 14
GI/L controlled periods 6-4
new periods 6-13, & 14

section 5-8 L Y
Ledger Defaults Report not under control 6-
sample 12-17 period numbering 6-7

posting at end of period 6-14

prior periods 6-5, 12, & 17

prior year periods 6-13

under G/L control 6-5, & 7
Phase 1

Setup 2-3
Phase 1 posting 6-11

posting to future periods 6-14
Phase 2

Transaction Processing 2-3
Phase 2 posting 6-11, 6-14

posting G/L activity at setup complete 6-6
Phases in the Accounting Cycle 6-2
Post General Journal 10-4

Ledger End of Period Menu 10-1
Ledger Setup Complete Date
Ledger Defaults form 5-6
Ledger Setup Complete field 6-3
Ledger Setup Complete?
Leder Defaults form 5-7
Ledger Setup Menu 5-1
Loading recurring documents activity 2-5
Long Term Liabilities 4-12

MATCH Wildcards 13-7

Matching Character Patterns 13-7 Posted
Matching NULL Values 13-12 General Journal form 8-6
MAX 13-17 Posting

Menu options
Begin a New Period 6-5, 13, 14, & 17
Post G/L Activity to Ledger 6-8, & 14
Post General Journal 6-11
Update Account Balances 6-9, & 15
Update General Journal 6-11
Update Ledger Accounts 6-10

Menus Overview 3-1

MIN 13-17

Module-specific activities 2-5

Module-specific setup 2-3

Multilevel Tax Code 7-4

Multilevel Tax Code file 1-6

Multilevel Tax Codes
sample 12-21

Information Checklist for Setup Complete 6-2 Multilevel Tax Group Code 7-10

J

Joining More Than Two Tables 13-15
Journal
posting 10-4

Index2

Multilevel Tax Groups 1-6
sample 12-22
Multilevel Tax Menu 7-1

End of Period posting 6-14

Phase 1 posting 6-11

Phase 2 posting 6-11

posting G/L activity at setup complete 6-6

posting G/L activity to ledger accounts 6-6,
11,12,& 14

posting status at setup complete 6-8

posting to a prior year 6-5, 13, & 14

posting to G/L activity tables 6-11

printing of edit list required 6-11

reviewing results of posting activity 6-15

running financial reports after posting 6-12

transactions preceding Setup Complete Date
6-12

two phase posting 6-11

understanding entries and postings 6-11

Posting documents

explanation 2-4

Posting to a prior year 6-13
Posting to future periods 6-14
Posting to prior periods 6-12, & 17
N Print Account Groups 5-20
Print Account Number Ranges 4-13

company setup 2-7
Print All Recurring Documents 9-8
Print Analysis Detail 7-13

Multilevel Tax Rate 7-4

New Fiscal Year 10-10
New Period 10-8
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Print Analysis Summary 7-13
Print Company Information 4-10

company setup 2-6
Print General Journal Listing 8-10
Print Ledger Accounts 4-16

company setup 2-8
Print Ledger Accounts—header section 5-13
Print Ledger Defaults—header section 5-11
Print Multilevel Tax Analysis 7-12
Print Multilevel Tax Codes 7-12
Print Multilevel Tax Groups 7-12
Print Selected Documents 9-10
Print Source Document Types—

header section 5-16

Prior periods 6-5
Province / State 7-4

R

Rate 10
Recurring Documents 1-1
detail section 9-5
header section 9-4
loading 9-5
printing 9-8
totals section 9-6
Recurring Documents Detail Report
sample 12-12
Recurring Documents file 9-6
Recurring Documents List
sample 12-11
Reference Files 1-5
Reference-only information
budget amounts 6-15
Reporting activity 2-5
Reports
financial reports 6-12
Retained Earnings Account No
Ledger Defaults form 5-6

S

Sample Reports 12-1
SELECT 13-3
SELECT Command 13-2
Select for Copying
Recurring Document form 9-4
Selecting All Columns 13-4
Selecting From Multiple Tables 13-14
Selecting Specific Columns 13-4
Selecting Specific Rows
WHERE 13-6
Setup Company Menu 4-1
Setup complete
chart of effects 6-11
current period at setup complete 7-7
declaring setup complete 6-3
GI/L controlled periods 6-4
Information Checklist for Setup Complete
6-2
modifiable aspects of setup data 6-9
permanent effects of setup 6-9
posting of beginning balances 6-5

posting status at setup complete 6-8
Setup Complete Date 6-4, 6, 9, & 12
Setup phase

expanation 2-3
setup phase 2-2
Sorting By Multiple Columns 13-16
Source

General Journal form 8-7

Recurring Document form 9-4
Source Code

General Journal Source form 5-15
Source Description

General Journal form 8-7

Recurring Document form 9-5
Source Document file 1-7
Source document types 6-9, 5-14
Source Document Types Report

sample 12-18
SQL Queries 13-1
Start and End Date of Period

Ledger Defaults form 5-9
Start Date 7-8
State 4-6
Subtotal groups 6-10
SUM 13-17

Using Multiple ANDs and ORs 13-9

Using NOT 13-13

Using SELECT and FROM 13-3

Using SQL Statements With Uniplex
Spreadsheets 13-18

W

WHERE 13-3

WHERE Using BETWEEN 13-11
WHERE Using IN 13-12
WHERE Using LIKE 13-10

Z

Zip 4-6

Summary of Processes in the Accounting Cycle

2-6

T

Tax Code 7-10
The Multilevel Tax Menu 7-1

This Period Postings column 6-13, 14, 16, &17

Totals-Debits
General Journal form 8-9
Transaction Processing phase
explanation 2-3
transaction processing phase 2-2
Trial Balance sample 12-7
Types of Ledger Accounts 4-12

U

Update Account Balances 5-12
Update Account Groups 5-17
Update Checking Accounts 4-16
company setup 2-8
Update Company Information
company setup 2-6
Update General Journal 8-5
Update Ledger Accounts 4-14
company setup 2-7
Update Ledger Defaults 5-3
Update Multilevel Tax Codes 7-3
Update Multilevel Tax Groups 7-9
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