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Chapter 1

Introduction

This chapter contains the following information igegd to introduce you to the Fitrix Gen-
eral Ledger:

* Understanding the General Ledger

» Features and Capacities of the General Ledger

Introduction 1



Fitrix General Ledger User Guide

General Ledger—Introduction

It's imperative to know at any given time what ydumancial standing is so that sound decisionskEmade in a
timely manner to improve your company’s profitayiliThe General Ledger provides companies with detap
financial reporting from all aspects of the busgy@smanage corporate performance and monitoreterr on in-
vestment.

The Fitrix General Ledger module combines power fendbility with ease of use, to give you the @l infor-
mation you need to make timely and informed businksisions and manage your business more effgctive to
date financial statements can be run on a dailiglifaseeded. Fitrix analytical tools include autdil reports, drill-
down capabilities that enable you to view everyghitom detailed journal entries to original soudoeuments,
financial analysis reporting such as actual vemmuggeted , this year versus last year, plus anfate with the F9
report writer tool that enables you to perform “wifaanalysis and write customized financial stants.

2 Introduction
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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 mudtifiscal years open at one time. There is no
need to postpone entering transactions in the mumenth/year until the prior month/year is closed

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

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

Reversing Journal Entries— ability to mark journal entries for accrualsregersing so they will be re-
versed automatically in the next accounting period

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

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

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

Reporting

Reports available include:

GL Activity Audit Trails
Trial Balance
Income Statement:
» Department detail
» Consolidated
e Summary By Account Category
* This Year/Month versus Last Year/Month
Balance Sheet:
* Department detail
* Consolidated
* This Year/Month versus Last Year/Month
e Actual versus Budget

Introduction 3
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Optional F9 Financial Report Writer

F9 is one of the leading general ledger based repders on the market. With this tool you canealp-to-the-
minute data from Fitrix General Ledger and impotbiExcel and from there you can:

Perform “what if” analysis

Create customized financial reports in various fasrthat span any time frame, even one day or @& w
reports

Ability to “slice and dice” your GL account numbieto segments representative of your businessdinegi
division, department)

Consolidated financial reporting for multiple dagabs if you are running more than one company with
Fitrix

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

Introduction
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General Information

Reference Files

This section covers the various files that arerretketo throughout the documentation. The discusisioludes the
file name, the menu and menu option used to maitita file, and 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 anmtbeg. At the time of posting, documents are posidtiese
activity files, and the system thus ensures thahgks to the database made through the Order Bottule, for
example, result in appropriate updates to datasaled by other installed modules—for examplegnitary Con-
trol.

Account Groups file: Accessed through the Update Account Groups omtiothe Ledger Setup Menu. This file
holds group codes and descriptions along with doewent names and numbers associated with eacheuodgle.
The information in this file can be used to reli¢kie user from having to memorize account nameshantbers for
various transactions.

Account Number Ranges file Accessed through the Update Account Number Raoggsn on the Setup Compa-
ny Menu. This file stores the range of account nemsassociated with each type of account: Assahilitiy, etc. It
represents your Chart of Accounts.

Checking Accounts file Accessed through the Update Checking Accountsiopgin the Setup Company Menu.
This file stores the number and description folheagset account designated to serve as a cheadogra.

Company Information file: Accessed through the Update Company Informatfiion on the Setup Company
Menu. This file includes the name and address af gompany. If you are assigning income and expettsde-
partments within your company, this file will alsontain the code and description for each depattmen

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

GI/L Activity file: Accessed through the Post General Journal opticgh@hedger Journal Menu. This file contains
detailed information on all original, recurring,dareversing transactions posted during the cuaeocbunting peri-
od. The file stores the source journal and a deson of the transaction along with the accouni$ amounts in-
volved.

Ledger Accounts file Accessed through the Update Ledger Accounts ntiothe Setup Company Menu. Each
document in this file represents one of your gdredger accounts. Information stored in this fileludes account
numbers, respective descriptions, and optionalosabgroups. The file also includes informationvaimether the
each 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 iniclgdhe current accounting period and year, the ated end
dates for the period, the number of the Retainediigs account, information relating to past pesicahd a flag
field 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 descriptiang the ledger accounts to which tax amountsheilposted.
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Multilevel Tax Groups: Accessed through the Update Multilevel Tax Groojison on the Multilevel Tax Menu.
This file contains one-character codes assigneugdops of tax codes for entry of transactions imva multiple
levels of taxes. Multilevel tax groups are validyowhen the Use Multilevel Tax Groups field of tdempany In-
formation form is setto Y.

Recurring Documents file Accessed through the Update Recurring Documepiteroon the Recurring Docu-
ments Menu. This file holds information on docunsenhich are copied repetitively. The informatiortliis file is
identical to the General Journal file except far 8elect for Copying field which determines theutagty with
which each document is copied.

Source Document file Accessed through the Update Source Document Toymésn on the Ledger Setup Menu.
This file contains the various source codes andrg@®ns which represent the various ledgers iaryaccounting
system. The ledgers represented in this file aadable for use when updating journals.

Different Databases

Fitrix Business products come with two distinct sets of data. $tamdard company set contains the real data for
your company; the sample company set containstdatas used for tutorials and other training pwgs The sam-
ple database is used so that anyone who is ndvetsystem can see examples and run options witisgudf dam-
age to the real accounting data of your company.

In addition to the standard and sample data sifisteht databases may be set up for your systeyohby author-
ized Fitrix reseller so that you can run multipapanies from one system. The name of the curabdse is
displayed on the top left portion of the main soree

To change to a different database/company, clicBettings, at the top of the main screen and thltisChange
Database Access.
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Chapter 2

Data Flow

The following topics are covered in this chapter:
e Phases in the Accounting Cycle
* General Company Information
e The Accounting Cycle

. Transaction Processing
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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 oystesists of the
following phases: setup activities, transactioncpasing, and end of period activities.

Setup

v

Transaction
Processing

Y

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 posigihg 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, Accdeaysble, Accounts Receivable, and Payroll.

Company Setup
Company setup must be done before module-speetfiipsThis set up includes entering the name adckad of

the company, assigning department codes, and is$fialgl account number ranges. Other activitieithelentering
ledger accounts and designating certain cash ledg@unts as checking accounts.
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Module Specific Setup

Module-specific setup activities vary from moduweniodule, but include, for example, designatingaditfledger
accounts for the module and entering existing dfgns, as well as entering account groups, custoarad ven-
dors, ship-to and pay-to addresses, etc.

When setup activities are complete, the systemaeebe told that the setup phase is completdndmtodule’s
Update Defaults program, you enter Y in the Setamglete field. This initiates the execution of praasaction
processing procedures, such as posting of exisfieg items. Once these procedures are completeayobegin
the next phase, transaction processing.

Phase 2: Transaction Processing

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

A transaction is initiated by entering a documé&ich screen for entering documents shows the lesdgeunts
that will be affected by the document and provifielsls for entering other relevant information abthe document
(e.g., for Accounts Receivable invoices, a shipddress, terms, miscellaneous charges, sales &ggsOnce a
document has been entered into the system, it maypb8ated at any time before posting.

Checking the edit list

After all the documents have been entered, yoydath and check the edit list. This list simply s¥sall docu-
ments currently in the system waiting to be postda edit list shows which ledger accounts willaggusted and
what effect each document will have on them, alit other information about each document. If alists are
found on this report, corrections can be made tiiidhe document entry screen, and the edit lisbearun again.
Any errors that will prevent the posting of a do@mh(ie- "'Document does not balance”, “Setup nahplete”,
“Account not found”, etc.) show up on the edit.list

The edit list can be printed and checked as mangsias necessary, but must be run at least onclpement

before posting can take place. If a document oeddnlist is corrected via the input screen, art kstimust be run
again before posting.

Posting documents

Posting puts transactions into activity tablestfar General Ledger and any other module affectestir®y can be
done at any time after an edit list has been md,can be done as many times within a period asssecy.

Once a document has been posted, it cannot be ethalfigin incorrect document is posted, the only Wwaundo
the error is to enter and post a reversing entry.

Besides the posting of documents, the posting tiperemay also include adding or updating balannespien item

tables. After one or more postings, reports carubdo show the activity for a given period. Sueparts are usual-
ly run at the end of the period.
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Phase 3: End of Period

End of period activities are categorized into Gehkedger activities and module specific activities

General Ledger activities

General Ledger end of period activities processsamdmarize the effects on each ledger account dbalments
posted through the various modules. General Leldgtivity Reports can be generated in either detaBummary
output to show the adjustments to each ledger axtenade by a given module's transaction proces3ingse re-
ports can be run at any time.

Module-specific activities

1. Reporting

Besides the reports that detail a module's effecteneral Ledger, module specific activity repcea also be
generated. Normally this is done by printing therjals for the module. Journals report on postedich@nts
and show which ledger accounts are affected bytécpkar document.

2. Creating recurring documents

Recurring documents are those that would normalyebentered each time a certain kind of periadicgac-
tion occurs. Fitrix Business allows these documenmtse given a “tag” that designates them as réwyrso that
at period end these same documents may be autaihatieated for the next period. This frees yanfrhav-
ing to enter the same document month after morgbhuRing documents that have been created forgkepe-
riod may be updated and posted just like manualigred documents.
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Company Setup

The first step in setting up Fitrix is to set up tompany. The first six options are needed fare®a Ledger Set-
up. The other options on this menu are discussdetail in Chapter 9 of the Getting Started wittrikiUser Guide.

™ D540 Datsbase: semplePrtes: Lemenk2/NPE
File ‘iew Execute Settings Help

deBmERM

Dev 5.40
[=ERMIIEUE 3 General/Administration . :
= 2ttemM & 1 Comp: IR T R -

= 3 Sales & 2 Systen & a Update Company Information

= 4 Purch: & 3 Datalr & b Print Company Information
& 5 Produt &5 4 webs ¢ Update Account Number Ranges
5 8 Produt & 5 Archive &} d Print Account Number Ranges

1
118

=

e Update Ledger Accounts

B 8 General/Administratic

den

f Print Ledger Accounts
- g Update Checking Accounts
h Document Messages

i Country Codes

| City Codes

k Update E-Mail Templates

| Update Printer Defaults

BB EEEE DI

m Update Email Address Mapping

Stabus Idie

Company Information

Update Company Information (mandatory)

The first activity in setting up your company iseater basic information such as company name dnd a
dress through the update Company Information metior This is the information that prints out amit-
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tances, e.g., invoices, checks, etc. This menwips also used to enter company department cauds a
their respective values.

Print Company Information (optional)

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

Account Number Ranges

Update Number Rangegmandatory)

Next, ledger account ranges are added. The leadgeuat numbers must be entered in ascending seguenc
This must be done before the entry of the ledgeoaats themselves.

Print Account Number Ranges(optional)

This option prints a chart of account breaks.

Ledger Accounts

Update Ledger Accounts(mandatory)

Ledger accounts may be added through the Updatgelektcounts option.

Print Ledger Accounts (optional)

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

Checking Accounts

Update Checking Accounts (optional)

Certain cash ledger accounts may be designatetiez&ing accounts with the Update Checking Accounts
menu option. This step is necessary in order toemede of the Reconcile Checking Accounts menu nptio
in Accounts Payable, which allows you to reconcésh ledger accounts with bank statements for tthese
ignated accounts.
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G/L Accounting Cycle

The accounting cycle for General Ledger followsliasic Fitrix Cycle. After the general company ggpuocedure,
there are G/L-specifisetup activities,transaction processing andend of period activities.

G/L
Setup

'

G/L
Transaction
Processing

'

G/L
End of Period

Data Flow 7



Fitrix General Ledger User Guide

General Ledger Setup

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

Flle Wiew Erecute Settings  Help

slemeEzE

Dev 5.40
(=S MELEY 1 Financial Management
= 2temM g 1 cenerffla o] Ledger

& 2 Sales 5 2 ACCOUN F5 1 Ledger Journal

= 4 Purch: B 3 Accowr ﬁ 2 Recurring Docun'l-s-zr;is"
5 5 Produt = 4 Payroll g5 3 Ledger End of Period
& 6 Produt g5 5 Fixad ¢ = 4 Ledger Setup

& 7 Custor &5 6 Multi-C. Exit

= & Genen & 7 Multi-Level Tax

det g e

Gtatus Idie
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Ledger Defaults
Update Ledger Defaults(mandatory)

Update Ledger Defaults is the primary activity . Setup. Through this screen all period informiatis
specified for Fitrix. During G/L setup, period dtaates and end dates are defined. The currentuaticg
period and fiscal year are define. The ability teectly enter debits and credits within G/L is &ated here.
Also, the default retained earnings account isifipddthis ledger account must already exist).

Print Ledger Defaults (optional)

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

Ledger Accounts

Update Ledger Account Balancegmandatory)

The procedure for entering ledger accounts in Genexdger is different from the way ledger accouars
entered in other modules. The Update Ledger AccBafdnces menu option allows the user not onlydth a

ledger accounts, but also to add beginning balardegzartment codes and budgeted amounts associated

with a ledger account.

Print Ledger Accounts (optional)

This option prints a listing of ledger accountgoaventional chart of accounts.

Print Ledger Account Balance(optional)

This option prints ledger accounts with respectetances for any number of periods or ledger adsoun

You are prompted for beginning and ending periautladger account numbers.
Source Document Types

Update Source Document Typegoptional)

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

Print Source Document Typegoptional)

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

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

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

Setup Complete

Once G/L ledger setup activities have been comgpjébe system needs to be updated that setupriplete. This
must take place before any transaction processingegin (i.e., before documents can be posted.iJkone by
filling in the Ledger Setup Complete Date field asdting the Ledger Setup Complete field to Y. Aifiation
message appears to verify that setup is being aiatl
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Upon verification the following occurs:

« 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 AccBaldnces are posted to the G/L posting tables.
Once General Ledger setup is complete, the onlly fiet can be updated on this screen is the “DD&ICR En-
try” field. All other fields cannot be updated. Alsbeginning ledger account balances can no ldngentered or

updated with the Update Account Balances optiorikdriccounts Receivable and Accounts Payabls, NOT
possible to reset the “Ledger Setup Complete?d filck to “N”.

General Ledger Transaction Processing

General Ledger transaction processing involves tipgiéhe general ledger and posting the generaeledntries.

T Dev 5.40 Database: sample Printers: Lexmark2/NPIBCCTD1 (HP Laserlet P2035n) =N =
File ‘View Execute Settings Help

ymizz@

Dev 5.40

M=l 1 Financial Management !
(=R BNET 1 General Ledger :
= 3 Sales' &5 2 Accour &= 1 Ledge ] Ledger Journal

= 4 Purch: B 3 Accowr = 2 Reaurr & Q a U;}date GeneralJoumal
& 5 Produt & 4 payroll =2 3 Ledge

.E, b Copy Recurring Documents
6 Produt
= & 5 Fixed/ &5 4 Ledge ¢ Print General Journal Listing

7 Custor ;
& & 6 M”m{ﬂ Exit g d Post General Joumnal

8 Gener;
&= & 7 Multi-Level Tax = e Create Reversing Entries

lil Eﬂt ﬂ Exi[ @ z Update Batch Maintenance

4 e

| Status Ide
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Ledger Journal Menu
Update General Ledger

In G/L, a General Journal document begins as ary emide through the Update General Journal menu op-
tion.

Print General Journal Listing

Before posting General Journal documents, an Hsfitrhust be run using the Print General Journaings
menu option. Data entry mistakes found on theniisthay be corrected through the Update Generahdbur
menu option.

Post General Journal

Finally, General Journal documents are posted ¢oGH. activity tables. A posting report is printedt
showing which documents have been posted. Thigtrépuks exactly like the edit listing, except ti@en-
eral Journal document numbers have been assigreatioposted document.

General Ledger End of Period

At end of period, the general ledger balances tsittelld be posted to and then various financiantspcan be run.

Data Flow 11



Fitrix General Ledger User Guide

File ‘View Execute Settings Help

demiEzm

Dev 5.40

[=REMELEN 1 Financial Management
SRRELEN B NELET 1 ceneral Ledger
5 3 Sales & 2 Accour & 1 Ledge @) Ledger End of Period )

: : e, 8 Copyright 2010

& 4 Purch: g 3 Accout &g 2 Recun! [ 4 post General Journal | h Generation

& 5 Prod Software Solutions, Inc.
R & 4 Payroll &5 3 Ledge [ b post G/L Activity to Ledger

& 6 Produt i& 5 Fixed/ & 4 Ledge g c Print GIL Activity

7 Custor = T
& & 6 Mut-CH] Bt @ o Print Trial Balance
= & Gener 7 Wulti-Level Tax

m

el &5 e Print Income Statement

"Sﬂ E*it - ﬂ E)ill E5 f Print Balance Sheet

£ g Print Budget and Comparison
{Z h Begin a New Period

[El i Transaction Drill Down

3] Exit
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End of Period Posting
Post General Journal

This option posts general journal entries to pgstables and generates a report. This menu opi@hso
accessible from the Ledger Journal menu previadisiyussed.

Post G/L Activity to Ledger

Next, the Post G/L Activity to Ledger menu optierin. For each ledger account, a running balankept
for each period in the activity table. This optiill total all posted General Ledger documents @hhin-
clude documents from other modules) and updatéahences for the current period. Only then canfithe
nancial statements (trial balance, balance shekingome statement) be run.

Print G/L Activity

The G/L Activity Report, accessed from the Print @tivity option, shows all adjustments to eactder
account for the period. It can be printed in eitthetail or summary format. You are required to estarting
and ending periods. On this report, all GL activityt just activity initiated through General Jaaltnis
shown on the 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 Jantras through Update General Journal. Print G/L
Activity can be run before or after Post G/L Actito Ledger.
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End of Period Reports
Print Trial Balance

This report program prints out all debits and dseftir each ledger account. It also checks whatlebits
are equal to credits.

Print Income Statement
This program prints out profit/loss at any givanéi based on income minus cost of goods, minusnsgse
Print Balance Sheet

This program prints a snapshot of the financialustat any point in time, based on assets minbditias
plus capital.

Print Budget and Comparison
This program prints out the current balance, busitybalance, and last year’s balance for selectigbteac-
counts.
Close Current Period
Begin a New Period

To end the current period, the Begin a New Periogjam is run. This program prompts for the nextqae
and period end date and creates the new accoupgiigy.

Copy All Recurring Documents

This program creates General Ledger journal entrjesopying in all recurring documents which caarth
be modified or deleted with the Update General daluoption.

All General Journal documents setup as recurring lbgacreated, or a selection from these documeats m
be created. The Print All Recurring Documents aptian be used to generate a report showing altniegu
documents. Once created, recurring documents mapdieted or deleted just like manually entered Ge#ne
Journal documents.
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Chapter 3

Menus Overview

The following topics are included in this chapter:
 G/L Setup
» Transaction Processing
* End of Period Activities

* Financial Reporting
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Before you Begin

Before you can enter transactions into Fitrix Gahkedger, you must first complete “setup” of tlygstem. During
setup, you enter basic reference information, ¥eheirt of Accounts and special General Ledger rafarénfor-
mation.

Fitrix General Ledger activities can be dividedifur broad categories. The sets of menu optiongsponding to
these activities are listed and briefly discussetthé next section.

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

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, youtpeigorm a series of steps to enter all of therimfation the
system refers to during transaction processings aludes specifying the database you wish to watt, and
entering basic company information and accountaigrence information.

Once all information for your setup is in placeuydeclare your setup complete by entering the pebmplete date
and setting the set up complete flag to Y usindtpdate Ledger Defaults program.
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Company Setup

The following options, found on tHéompany Setup menuare used to set up your company and the Chat-of
counts on the system.

Update Company Information - enters or modifiesryaampany’s name, address, and department infor-
mation.

Print Company Information - prints your companyoimfiation.

Update Account Number Ranges - specifies numenigasiin your chart of accounts corresponding to dif
ferent types of ledger accounts (assets, liatslitiapital, etc.).

Print Account Number Ranges - prints a list of actaanges.

Update Ledger Accounts - add to or modify CharAofounts (account numbers, descriptions, subtotal
groups).
Print Ledger Accounts - prints a list of ledger@aats (account numbers and descriptions; accopes)y

Accounting Reference Files

The following options, accessed from ttedger Setup menuy allow you to set up and/or update accounting-peri
ods, account numbers, and account balances. Yoalsaiset up account group codes for groupingeocdunts
and Source Document Types that may be the sourte @htries. This information is referred to bg gystem
when you enter and process transactions.

Update Ledger Defaults - specify accounting perioelgined earnings account number, ledger setup co
plete date, and period protection.

Print Ledger Defaults - prints a list of the leddefault settings.

Update Account Balances - enter balances for egjstccounts.

Print Ledger Account Balances — prints the listedliger accounts with account balances for eaclogeri
Update Source Document Types (optional) - creaties for sources of transactions

Print Source Document Types - prints a list of seudocument type codes

Update Account Groups (optional) - create codegfoups of ledger accounts associated with fretiyen
entered transactions

Print Account Groups - prints a list of accountigra@odes
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Completing G/L Setup

Following entry and review of reference informatimd accounting information, you must enter theupetom-
plete date and set the set up flag equal to Ydizate to the system that setup of your G/L infdforais complete.

No postings are possible until the G/L setup idated complete.

The following option accesses thedger Defaults screen programUpdate Ledger Defaults (4-a)

' Update Ledger Defaults

File Edit View Mavigation

':") L—Eﬂ R §~._J _I: =l
QAo Q0 O
Find Prev

Current Accounting Period: 08

Current Fiscal Year:

Retained Earnings Account Mo:

Recalculate Balances From:

Direct DB_CR. Entry: Y

Ledger Setup Complete Date:

Ledger Setup Complete?; ¥

Require Approval to post?: N
Periods Back:

Period Control Password:

Tools

BoBM S0

2012

10/01/2006

Actions

@ &

Mext Add Update Delete Browse

Last Purge Date:

310000000 |=

D E|

g
Batch Journal?: M
Approval Code:

1 Periods Forward:

& TP

@0

==

Pearind

Period Yoar Start

End

12 20012 12/01/2012 1273172012 N
11 2012 1170172012 11/30/2012 N
10 2012 10/01/2012 10/31/2012 N
03 2012 09/01/2012 09/30/2012 N
08 2012 08/01/2012 08/31/2012 Y
07 2012 07/01/2012 07/31/2012 ¥
06 2012 06/01/2012 06/30,2012 Y =
Tof1

Note

Once the Ledger Setup Complete field is set to &Mt the information has been stored, the set-
tings in the Ledger Setup Complete Date and LeB8g&up Complete fields cannot be changed.

See the “Completing G/L Setup” section of this marhefore proceeding with this step.
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1 Set the earliest date for which G/L activity fratmer modules will be posted to ledger accounts to
create beginning balances Ledger Setup Complete Dat

2 Set this field to “Y” only after all setup stepse completed and checked Ledger Setup Complete?
(YIN).

Typically the first date for the posting of transans to ledger accounts is the same as the fingoflthe current
period.

Because the Ledger Setup Complete date is indepeafithe date for starting the current periodiafl have been
using other Fitrix modules prior to the installatiof Fitrix General Ledger, you have the optiorpo$ting activity
from those sources to ledger accounts, in the fafrbeginning balances, for dates that fall befbeegtart of the
current period.

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

After setup is complete, you can begin entering@modessing G/L transactions. The steps in thisgs® corre-
spond to options found on the Ledger Journal mewiutze Ledger End of Period menu.

Ledger Journal Menu:
» Update General Journal — enter journal entries
* Print General Journal Listing- edit that must be Inefore you can post journal entries
» Post General Journal — post journal entries. . ®pign is also available on the Ledger End of ®%emenu.

» Create Reversing Entries — used to reverse joemtakes where EOP reverse is set to Y if they riedze
reversed prior to opening another new period.

Ledger End of Period menu:

» Post G/L Activity to Ledger- posts GL activity intbe tables that store the balances that prinhervarious
financial reports

» Print G/L Activity- this option is provided to alloyou to review system-wide activity that will ateac-
count balances, and can be run at any time irrédmsaction processing cycle.
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Overview of End of Period Processing

Activities performed with the Ledger End of Periménu options include period maintenance and regpdn ac-
tivity.

Print G/L Activity- review period activity (in sumamy or detail formats).
Begin a New Period- makes the next period the mawrént” period.

Copy All Recurring Documents - loads recurring doemts that will be used in new “current” periodl{ét options
for selecting, updating, and printing recurring diments are found on the recurring Documents menu).

Copy All Recurring Documents.

Note

If the End of Period process is being run for tet period of a fiscal year, this option directly a
fects account balances (for example, zeroing adrire and expense accounts and posting a re-
tained earnings amount). Running this option taragew year creates a report showing how
account balances are affected.
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Overview of Financial Reporting

Financial reporting options are accessed from #dgker End of Period menu. They allow you to anahaevity
that enters the G/L from various sources and gtartdard financial reports in a number of diffefeniats.
Though financial reports are typically generatethatend of accounting periods, these reports eamitbat any
time.

Note

The folder icon preceding a print option indicattest a submenu will appear allowing you to fur-
ther specify your selection or print format.

» Print G/L Activity - shows all postings from the ral Journal and from the journals of other Fitnigd-
ules

» Print Trial Balance — shows all debit and credti\aty for each account

» Print Income Statement - calculates net income frisame and expense account totals for the period.
Comparative format includes account informatiomfrihve previous year

» Print Balance Sheet shows the proportion of thaeevaf the company distributed among asset, ligllitd
capital accounts

* Print Budget and Comparison - allows you to compatévity for an account to budget amounts
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Company Setup for GL

The Setup Company Menu contains the following tepic

e Setting up Company Information
e Account Number Ranges

e Ledger Account Numbers and Descriptions
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Order of Setup Steps

When you set up reference files, the order of stegesigned so that earlier steps add informdtiahcan then be
accessed automatically in the course of later stapsinstance, once you have set up account nurahges, any
time an account number is entered the system damatically tell you what type of account it is (fexample,
whether it is an asset or liability account). Casedy, if you try to perform setup steps out ofarfor example,
setting up account numbers before defining accranges) you may defeat the system’s capacity taigeauseful
data-entry information through automatic lookups.

The setup steps that apply to all Fitrix modulesrfgrmed from the Company Setup menu that is aedesem
option 8, General/Administrative) are covered itaden this chapter.

Reference Information Options

The Setup Company Menu:

File View Ewecute GSefings Help

demE2m

Dev 5.40

MR 8 General/Administration
SR Rl d 1 company Setup

Sales | g 3 Sysfen IEl a Update Company Information
Purch: &5 3 Datalr b Print Company Infermation

o

EN

Produt &= 4 Web S ¢ Update Account Number Ranges

(=]

d Print Account Number Ranges

| [ [E @

Produt &5 5 Archive
7 Custnrﬁ' S
GenerallAdministratic

e Update Ledger Accounts

- oo

f Print Ledger Accounts

P P DPD RO

g Update Checking Accounts
h Document Messages

i Country Codes

j City Codes

k Update E-Mail Templates

| Update Printer Defaults

@@ @ @@ @ D

m Update Email Address Mapping

= |

Statuz Idle
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Company Information

Use this program to store basic company informatigaur business name and address, department aoues,

whether or not you will use the Multilevel Tax fast.

Multilevel Tax features are used in conjunctionhaiitrix Accounts Payable and Accounts Receivalbelutes to
track costs and prices that are subject to more dha type of tax. For information about the us#laftilevel Tax
features, se€hapter 10.

Update Company Information

This option is used to set up and maintain the Gomgile. This file stores data regarding the name address of

your company, which is used on reports. In addjtd@partment codes—used if you intend to assigoniecand

expenses to departments—are stored here. Refee thefinitions for departments and profit centaréppendix B:
Glossary for further information.

The Company Information screen:

.

Business Mame:

Address1:

Company Information

ABC DISTRIBUTION

Address2;

City: ATLANTA
State:  GA
County:
Country: US

ra Update Company Information

File Edit
OB & ik
a6 9 9 O

100 SPRING RD

UMNITED STATES

View Mavigation Tools Actions

Find Prev MNext Add Update Delete Browse

Zip:

Options

30339

Help

=

&

==

D390

Multilevel Tax:
Use Multilevel Tax Groups:

Use Posting Error Motifications:

| 0aa
| 100
200
300

Dept

ADMIN, OFFICE

EAST DIST. CENTER
CENTRAL DIST, CENTER
WEST DIST. CENTER

1of1

When you first use the system, the company infaondtelds have default data provided in both tample and
standard company data sets. This data is includ=dlynas a sample, and should be modified to reptegur

company.

Company Setup Menu
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The data in the Company table is unique to eadibdak (i.e. company). The table contains one alycdaoe rec-
ord; therefore, the commands on the command pronitit,the exception of Update, have been disaliiéé.name
and address entered in the Company Informationoseappear on all reports generated by the system.

The Company Information screen contains the foltmafields:

1.

©

Business Name:

This alphanumeric field may be up to 30 charadtetength, and contains your company’s name. Tigyém
this field will be displayed on reports generatgdhe system.

Address1

This is the contact address of the company. UtalBhanumeric characters may be entered.

. Address2:

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

City, State, Zip

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

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chemac

Multilevel Tax:

Setto Y only if using Fitrix modules that have tialel tax capabilities (AP, AR, OE, PU). See thapter on
multilevel tax for more information.

Use Multilevel Tax Groups:

Unless you enter a “Y” in the Multilevel Tax fielthis field is skipped. See Chapter 3 - MultileVelx for more
information.

. Use Posting Error Notifications:

If this box is checked you will receive a fficttion on your screen if a record is locked dgrinposting routine.
For example, if you are posting sales ordatsane of the customers affected is open in updatte by
another user you will receive a message on goeen notifying you what table is locked and wuser is
locking it so you can ask them to close it gad can run the post routine again.

The Department section of the screen stores opédundred department codes. The departmentdielgphanu-
meric, allowing you to establish numeric or alphab@r a combination) codes. The use of departroedes for
tracking income and expenses is completely optional

12
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1. Department Codes:

In this column, you enter a department code thaxttifles a profit center, a division of the compaetg.
Throughout the Fitrix modules, you have the optibposting sales and expenses to specific depatsmehis
is a three-character field (alphanumeric).

2. Description:

In this column, you specify the department namedciated with the department code in the same rovurl-
phanumeric department name may be up to 30 chesantkength.

Additional Company Information

Additional Company Information

g

Click on the ] lnf':'. icon and this screen displays. This screen is tesetbre additional information such as tele-

phone number, fax number, etc.

'~ Additional Company Information o= .

File Edit MNavigation Help
OB OURPEHA DVOQOEDE VO

Additional Company Information Screen
Description Data

573-876-5350

| phion: |
| fax ‘

e-mail

| web address

|pir1_r1um
|

(Gok | |[iqcancet |

Enter the description of the data, ie telephone, fax, email.

Credit Card Processing Information

@

Click on the EICRIEE .icon to display this screen. If you are usingldreard processing in Order Entry, it is in

this screen that you enter the interface infornmatio
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File

P~ Credit Card Information
Edit View Tools

QB ¢ WinEE

Credit Card ON;

HTML Serial Mo:
ADVANCE Serial Mo:
Server Time Out:
Server URL:

Trans. Authorize:
Trans. Status Reguest:
Trans. Change Request:
Batch Upload:

Batch Status Request;
Batch Change Request:

= e 5

Help

ABERE 90

Credit Card Processing Information

E

b

000050107832

953553074878

10

https:/fwww, skipjackic. com scripts

evolvee. diAuthorizeAPT

evolvee, di?SJAPI_TransactionStatusRequest
evblvcc. ciII?SJ.-'J.PI_TransacﬁonChangeStaﬁJsRequeét

.Bairﬁl_-lpload.dII.?E.atchLipIoadU 1

evolvCC,dI?SIAPT_BATCHFILESTATUSREQUEST
evolvCC.dIPSIAPI_BATCHFILEGETRESPOMNSEFILE

@ o= |
Is credit card ON? (/M)

o

Remittance Address

4

Click on the ™®™ icon to display this screen. The address infoiomagntered here will print on OE

and AR invoices.

File

r3 Rermrmittance Neldrecs
Edit View Tools

OB VW LPHEABALER @O

Remit Address

E=={EcE )

Help

Address1: |PO BOX 105906
Address2: ||
City:  ATLANTA
State:  GA
Zip: 30339
Country: US [@]  UNITED STATES
[@ oK | I!:‘ Cancel I

Enter the second line of the remit address.

LR
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Web Services

&

Click on the eb Services | jeon to turn on web services used by the Fedetpidss and UPS shipping
interfaces. See the Federal Express/UPS User Guideore information on how these interfaces work
with Fitrix Order Entry.

Print Company Information

This program prints a hardcopy of information eaeteunder the Update Company Information option.
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Account Number Ranges

The way that all the different types of accountsidentified to the programs is by account numbages. After
deciding upon a list of accounts, you need to asaignique account number or “account code” to @acbunt. In
the Fitrix system, this “code” is a number thatsists of up to nine digits. You assign these numberthat the
numbers of similar accounts all fall within the sarmumeric range.

The Account Number Ranges screen:

E Update Account Mumber Ranges EI@
File Edit View Navigation Tools Actions Help
OB O QA ALEBME »
A6 09 0 0 &\
Find Prev Mext Add Update Delete EBrowse
First Current Asset: 100000000 CURREMNT ASSETS
First Fixed Asset: 180000000 FIXED ASSETS
First Current Liability: 200000000 CUR LIABILITIES
First Long Term Liability: 270000000 LT LIABILITIES
First Equity or Capital: 300000000 CAPITAL
First Income or Sales: 400000000 INCCOME
First Cost of Goods: 500000000 COST OF GOODS
First Operation Expense: 600000000 EXPEMSES
1of1

These ranges can be changed by the user, butdf/jpesounts always fall in this order. For exampleed Assets
accounts always start on the number after thedastent Assets account. You do not, of course, haeetually
use this number, but the posting program recogriizesthat type. Fitrix comes with a default CharAccounts,
which you can use as a guide for assigning your a@aount numbers. Once you have chosen the acnaomiiers
you want to use, you can change that default {istHanging, adding, or deleting the accounts used.

Warning!

There is a direct connection between account numapgres and individual account numbers. The
account number ranges should be set up prior timgetp individual accounts. When an account
is set up, the program accesses the Account R#ade tletermine the type of account (more spe-
cifically, whether the account balance should ledased with a credit or debit). If you change
the account ranges, you must update or deleteffineted accounts in your Chart of Accounts, be-
cause the account type is determined when the at&uareated or updated.
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Types of Ledger Accounts

Fitrix recognizes eight different types of ledgecaunts. Five of these account types appear ocatmpany’s bal-
ance sheet and describe its net worth.

e Current Assetsare liquid assets such as cash or Accounts Payable
» Fixed Assetsare property such as furniture and real estate.

* Current Liabilities are debts that must be paid in the short term asgayroll or accounts payable.

» Long Term Liabilities are debts that must be paid over a long peridoha, such as mortgages or business

loans.

» Capital accountsare those accounts that contain the value of lgasiness, such as stock and retained earn-

ings.

The next three types of accounts are those thaasgm the income statement (or profit and logsstant) and
describe how your company performed for a givernoper

» Income accountsshow the sources of your income.

» Cost of Goods accountsre expense accounts that show what you paidofar perchandise. They are also

called “selling expenses” because they are dire¢ietlto making sales.

» Expense accountsategorize all of your other expenses such as sal#ries, utilities, etc.
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Print Account Number Ranges

This program prints a hardcopy of information eeteunder the Update Account Number Ranges menaropti
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Ledger Accounts

The previous step created the ranges of accounbensnthat correspond to account types. At thistgbmindivid-
ual ledger accounts comprising the Chart of Accoummtist be entered into thedger Accountstable, using num-
bers defined by these ranges.

To view examples of ledger accounts, see the saB@ldet of Accounts provided with the sample datal{ésample
company”).

The Ledger Accounts screen:

'L Update Ledger Accounts =50

File Edit View MNavigation Tools Actions Help
OB & i S A0ERM O
AR e 00 0 9 &\

Find Prev MNext Add Update Delete Browse

Account Mumber: 100000000
Type: CURRENT ASSETS
Description: BAME OF AMERICA
Subtotal Group {optional):
Increase with Credit?: N

Allow Use in Manual Journal Entries?:

1of1

1. Account Number:

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

2. Description:

Enter up to 30 characters.

3. Subtotal Group (optional):

Subtotal groups (optional) are assigned for a iwertange of contiguous accounts for the purposgreyditing a
subtotal on reports. The description prints onrdport along with the subtotal for the accounts.

4. Increase with Credit:

ThelIncrease with Credit?field displays a default of “Y” or “N” according tihe standard method for increas-
ing the balance of this type of account. For examipthe account number range for Income is 400000
499999999, and the account number you type inG9@2000, when you press [ENTER] the default of f¥t’
Income accounts—balance increases with a creditpladis in the Increase with Credit? field.
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If you are adding an account whose purpose isfsebbther entries that fall within the same Tygleange the
default here to indicate that this account’s batanil be increased with the opposite of the noraraty. For
example, an account with a number of 42000000R&urns and Allowances falls within the Income @0
account numbers. However, the Increase with Crd@it? for this account is set to “N” to define lalance as
increasing with a debit.

5. Allow Use in Manual Journal Entries:

If this value is set to N the user will not be alkxd to use this account number in the Update Jo&imtaes
program. There are some account numbers that haireGL balance maintained by the system (Exampéeld
Accounts Receivable and Trade Accounts Payablejrerdfore manual journal entries to these accahusid
not be allowed.

Printing Ledger Accounts

This program prints a hardcopy of information eateunder the Update Ledger Accounts menu optiois. rEport
should be checked to verify data-entry accuracy.
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Chapter 5

Ledger Setup Menu

Ledger setup is performed once, prior to enteringrfcial data. The following topics are
covered:

» Setting up Ledger Defaults
» Establishing Account Numbers and Balances

» Setting up Source Document Types and Account @&rou
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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 accouras tletermine how the system will recognize and ggsdransac-
tions involving those accounts.

Most setup options are run only once. They are tsedt up your Chart of Accounts, account balanc@spany
information as it is to appear on reports, and oslieh “reference” information.

The Ledger Setup Menu:

o~

F= Dev 5.40 Database: sample Printers: Lexmark2/NPECCTDA (HP Laserlet P2035n) = ol
File ‘iew Execute Settngs Help

demEra

S
B 2 temM & Generi
£ 3 Sales B 2 Accour (= Ledge

5 4 PUch & 3 ccout g 2 Rocun s Update LodgorDatuts ]

ons, Inc.

[ 5 Produt &5 4 Payroll B 3 Ledge I_El;-g-;'mmt Ledger Defaults
= 6 Produt B 5 Fixedt B 4 Ledoe &
& 7 Custal &5 5 Mulﬁ{ﬁ Exﬁ =
5 © Gener: & 7 Mult-Level Tax

det o en

¢ Update Account Balances

d Print Ledger Accounts

e Update Source Document Types
f Print Source Documnent Types
g Update Account Groups

h Print Account Groups

EBEERDD

i Replace GL Account Mumber

@ | Replace Department Code

o] Exit

Status Idle
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Ledger Defaults

Update Ledger Defaults

Use this program to specify accounting periods theddefault retained earnings account, to choosetdi
debit/credit entry if desired and to complete the &etup.

Update Account Balances

Use this program to directly enter beginning badanfor accountdefore setup is complete. After setup,
new accounts can be added, and subtotal codesuaigetoamounts updated.

Update Source Document Typegoptional)
This program is used to create codes for sourc&lofransactions
Update Account Groups(optional)

This option allows a single code assignment to ipleliedger accounts for quick selection and digpia a
set on data entry screens

Information Checklist for Ledger Defaults

Define accounting periods and fiscal year numbesiygiem
Decide on your account number structure

Determine a Setup Complete Date for your system
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Setting up Ledger Defaults

The Ledger Defaults screen:

. "~ Update Ledger Defaults |i|@

File Edit Wiew Mavigation Tools Actions Help

: - - = - &= T =E

OB il AEBALEBRMEBEO0EDE 9O
a0 09 0 9 W
Find Prey Mext Add Update Delete Browse
Accounting Setup

Current Accounting Period: 08 Last Purge Date:

Current Fiscal Year: 2014 Retained Earnings Account Mo: 310000000 =

Recalculate Balances From: i Direct DB_CR Entry; ¥

Ledger Setup Complete Date: 09/30/2005 114 Ledger Setup Complete?: ¥

Batch Journal?: M

Streamiine GL Setup

Print General Journal Listing: Post General Journal: Print Post Report:

Approval & Period Control
Require Approval to post?: M Approval Code:
Periods Badk: 1 Periods Farward: 1]

Period Control Password:

Period fear | Start End Balanced 8
! 06 2014 06/01/2014 06,/30/2014 ¥ i
! 05 2014 05/01/2014 05/31/2014 ¥
|04 2014 04/01/2014 04,/30/2014 ¥
! 03 2014 03/01/2014 03/31/2014 b
102 2014 02/01/2014 02/28/2014 ¥
{ 01 2014 01/01/2014 01/31/2014 Y =

Tof1

(o]

&

Ledger Defaults screen—header section

A fiscal year is divided into “accounting period&tcounting periods are usually months; howeverj¥General
Ledger is setup with the flexibility to allow fong length for an accounting period.

The Ledger Defaults screen has the following fields

Current Accounting Period:

This numeric field stores a number representing¢beent” period. The period that is establishedla current
period during setup will become the first periodlenG/L control.

Once setup is complete, transactions may be entd@tbdlocument dates that correspond to this ctiperiod
and subsequent periods. Those documents post @&/thactivity file when the Post General Journatiop is
run.
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When the Post G/L Activity to Ledger option is rransactions with document dates prior to theentrperiod
post to the period corresponding to those datékatfperiod is under G/L control. If it is not werdG/L control,
the transaction will post to the earliest period@mnG/L control.

Transactions with document dates later than theentiperiod (future transactions) will not be stedddor post-
ing to the general ledger account balances (PdsfAGtivity to Ledger) until the period that corresms to the
document date becomes the current period.

During setup, the current period on this screemlshie set to reflect your position in the curréstal year.
The system then prompts for the start and end détee period you are defining.

Once setup is complete, the current period fiekl/&em-maintained. When you close out the cupenribd, the
Begin a New Period option (on the Ledger End ofdeeMenu) updates this field to the next period.

Current Fiscal Year:

This four-character alphanumeric field stores theent fiscal year. You must enter all four digipresenting
the year (i.e., enter 2012 not 12).

Retained Earnings Account No:
This is a nine-digit numeric field is used to sttire default Retained Earnings account number.
Recalculate Balances From:

Every time the Post to GL program is run, the paoggoes back to the GL Set up Complete date arslalo=
calculation to verify there have been no postimggrior periods. Set this date if you want the dagmes back
to be more current and therefore not take so lormgdcess.

Direct DB/CR Entry:

This single-character field accepts an entry off WoThe entry controls the way in which journatrees are en-
tered into the Update General Journal program &eckthrough the Ledger Journal Menu).

If setto Y, the Update General Journal progranuireg the user to enter whether the amount shaukl debit
or credit. In other words, an understanding of thelind credits and the nature of the differentsypfdedger
accounts is required.

If this field is set to N, the system automaticaéts the debit/credit field to DB or CR basedtmndccount
type. This method does not require an understarafidgbits and credits. If you want to switch aitlebha
credit (or vice versa), the amount must be precégeal "-" sign.

Even after setup is complete, the Direct DB/CR ¥figld can be changed to suit your current needs.

Ledger Setup Complete Date:

This is a required field. This date has an effety at the time that the G/L Setup Complete fialdeét to Y. It
only has an affect if, prior to G/L setup being g@ete, transactions have been entered and posthd &/L
Activity file (from any module).

If any transactions have been posted to the G/liviAgfile, at the time that G/L setup is set tongolete the fol-
lowing processing occurs:

All those transactions residing in the G/L Activithe with document dates prior to the Ledger Sedgmplete
Date will be marked as posted. These transactimwsever, will not be posted to ledger accounts wikest
GI/L Activity to Ledger is run because they are adhereflected in your beginning balances.
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Transactions with document dates later than thg&e8etup Complete date will be marked as un-poStesse
documents will post on subsequent runs of the Bfs#Activity to Ledger process, when their datd$vathin
the “current” period.

The following example demonstrates how this wouddtky

You set up Fitrix Accounts Payable in July of 204amhd then install General Ledger in February of201
You want all Accounts Payable transactions thatHasen made on or after July 1, 2011, to be pdsted
your General Ledger Chart of Accounts.

To do this you would set the Ledger Setup CompDette field to 07/01/2011. The Ledger Setup Complete
field would then be set to Y. When you run the R&At Activity to Ledger option, the Chart of Accasn
balances would be recalculated to include all efdbcuments with document dates of July 1, 201éater.

Ledger Setup Complete?

This single-character alphanumeric field storeslae of "Y" (yes) or "N" (no). When the systemiisftin-
stalled, this field defaults to "N". After you hafiaished “setting up” your general ledger refereffites and
have entered and verified beginning balances far lgdger accounts, you return to the Ledger Dé&Sadreen
and change this field to Y. Then when you store thiange the system automatically posts acti@ibee set to
Y, thisfield cannot be changed back to N.

Before the Ledger Setup Complete field is set talYheginning balances must be verified. Use ttiiet Hrial
Balance option to verify that the ledger accoungsia balance prior to setting this field to Y. Begng balanc-
es cannot be modified once setup is complete.

» How an account is credited/debited cannot be cthfigereased with a credit or a debit), after tleédfis
setto "Y".

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

Batch Journal

Enter "Y" if batches will be used when enteringrjal entries.
Streamline GL Setup

If the Post General Journal box is checked, jouemaiies will post immediately after the edit repoas been
run. If the Print Post Report box is checked aipgsteport will also print.

RequireApproval

Enter a "Y" if approval is required to post joureatry batches.

Approval code

Enter password required to approve journal erditghes for posting.

Periods Back

Enter the number of periods back from current pktit the user can post to. If you try and enteamsaction
with date further back than the period allowed thisssage will display:
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E Prompt @

Enter Period Password to Post with this date:

|[‘:} oK l |Q:‘* Cancel |

Periods Forward

Enter the number of periods forward from the curpariod that the user can post to. If you try anter a
transaction with future date further ahead tharpéméod allowed this message will display:

E Prompt @

Enter Period Password to Post with this date:

|I‘;} oK ] |Q:ﬁ Cancel |

Control Password

Enter the password the user must enter if tryingntter a transaction into a period outside of #wéogs back
and periods forward range.

Ledger Defaults screen—Period Maintenance section

The lower section of the screen stores informatimmcerning accounting period history. Click on Dleétamove to
this section. Once a period is under the contréhefG/L, data for that period cannot be updated.

Period:

This column consists of two parts: the period nungrel the period year. The former accepts a twa-digry,
while the latter accepts a four-digit entry. Togettlihey constitute the accounting period.

Start and End Date of Period:

The next two fields establish the date parametarthe accounting period. The system defaults tathig peri-
ods.

Balanced ( G/L Controlled):

This is a system-maintained field whose entry (Wpindicates whether a given period is under thetrol of
the general ledger system.

When the Ledger Setup Complete field is changed tbe current period is placed under the contfahe
general ledger. Once a period has come under Gfiralpit continues to be under G/L control everewtit is
superseded by a new current period.

Periods that precede the date of installation eftiodule and periods in the future (relative to“therent” pe-
riod) are by definition not under the control ol.GHowever, information in such periods may st#l lised for
budgets and comparative analysis. When first ergeatcounting periods, the G/L Controlled field ajis de-
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faults to N and cannot be manually overridden. WihenLedger Setup Complete field is changed tch¥,&/L
Controlled field for the current period automatigalhanges to Y.

Thereafter, subsequent “current” periods are auticaily placed under the control of the generapgkdwhen
each such period begir@ncethisfield is set to Y, account balances cannot be directly adjusted in the Chart of
Accounts. They must be adjusted through standard transaetitiies in the general ledger.

Important:

Though specifying start dates and end dates fanaxting periods other than the current account-
ing period is not required, you may want to spetliy dates for such periods for the following
reasons:

1. First, you may want to enter accounting data froevipus periods.This may also be ap-
plicable if you had other Fitrix modules set upctsias Accounts Payable or Accounts Re-
ceivable, prior to installing General Ledger.

2. A second reason is that you may want to define wttdng periods that do not correspond
to calendar months (the system defaults to calemadaths).

30
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Print Ledger Defaults

This menu item prints a report detailing the infation currently stored in the Ledger Defaults pamgr This report
can be used to verify data-entry accuracy.

Completing G/L Setup 31



Fitrix General Ledger User Guide

Update Account Balances

Update Account Balances allows you set up and miaitihe Ledger Accounts (also referred to as tharQif Ac-
counts). After selecting this option, the Ledgercéunts screen is displayed.

The Ledger Accounts screen:

. E Update Account Balances | = |
File Edit View MNavigation Tools Actions Help
OB U UhBEA BLRAN BOQEDE OO

QA0 Q9 O 9O =
Find Prev Mext Add Update Delete Browse
Account Number: 16000000 Type: CURRENT ASSETS
Description: REBATE RECEIVABLES
Subtotal Code (optional):
Increase with Credit?: N

Allow Use in Manual Journal Entries?: Y

Ledger Account Balances

Ii;-en: Moi | Year | Achvity Balance Postings Budgeted

: 000 08 2012 1490.00 2000.00

' 000 a7 2012 -10.00 149000 2000.00

iUGU 06 2012 1500.00 1500.00 2000.00
1 of 105

Creating a Chart of Accounts is an important stegeitting up the General Ledger system. Once $e&tsipeen
completed, access to the chart through Update lredizmounts allows you to add new accounts and cotheir
descriptions, but you cannot modify account balan¥eu cannot delete any account to which activég been
posted.

Theonly time you can add to or change account balancdslete accounts that have had a balance enteded-is
ing setup, through the Ledger Setup Menu. After lyave started using your ledger, you cannot mayadiust
account balances, nor can you delete an accourtidsahad any amount posted to it. The option toually adjust
balances and to delete accounts with a balanaevéded only for setup purposes (so that you caremeasily build
your chart when first setting up the system).
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Print Ledger Accounts

You can either print a listing of account numberaccount numbers with balances.
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Update Source Document Types (optional)

This program stores source document type codeghaitddescriptions. These source type codes aseusad when
entering general journal documents and use of fkaptional. Fitrix posting programs automaticalksign the
following source codes to posted transaction ardelsource codes print on the GL activity repoitiémtify which
module generated the transaction.

AR Invoice AR
AR Cash Receipt CR
AP Invoice AP
AP Disbursement CD
Fixed Assets FA
IC Transactions IC
Journal Entry GJ
OE invoice SH
Payroll PY
PO Receipt PR
PO post to AP PU
Production Work Order SC

If you are entering journal entries for transactipnocessed outside of Fitrix, you may want toaiseurce code to
identify where the transaction originated.

F- Update Source Document Types =] =] ]
File Edit View MNavigation Tools Actions Options Help

OB @ Wik i BUEBEM 9@

A0 99 0 9 &\

Find Prev MNext Add Update Delete Browse

Source Code: OEIMP

Description: IMPORT SALES ORDERS

(New Document)
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Source Code:

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

Description:

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

This program produces a hardcopy list of sourceidmt types.
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Update Account Groups (optional)

This program allows you to create and maintain Aotdgsroups. An account group consists of an accgroup
code and one or more ledger accounts associatbdhwit code. The use of account groups simplifiesentry of
transactions into the general ledger by providifighmrthand” way of specifying the set of ledgec@amts that will
be affected by a given transaction. For examplervérgering a journal entry for monthly depreciatém you en-
ter the account group DEPREC, the detail sectigdh@fcreen will be automatically populated withtla account
numbers associated with the group code.

E Update Account Groups = =
File Edit Wiew Mavigation Toels Actions Help
OB & il A BB E00Q >

A e O 0 9 &\

Find Prev Mext Add Update Delete Browse

Group Code: DEPREC
Description: DEPRECIATION EXPENSE

! Account Dept Description

| 745000000 000 DEPRECIATION EXPEMSE

| 181500000 000 FURNITURE & FIXTURES DEP.

| 182500000 000 TRANSPORTATION EQUIP. DER.

| 183500000 000 MACHIMERY & OTHER EQUIP. DEP.

| I
4 of 14

Account Groups screen—header section

The header section stores basic information abmacaount group.

Group Code:

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

Description:

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

The detail section contains the ledger account rugnthat are associated with an account group.

38

Account:

This nine-digit numeric field stores the ledger@ott numbers that are associated with a partiadeount
group code. You may include up to 100 ledger actoumeach account group. All accounts entered imase
been previously set up through the Update Accoatéries option on the Ledger Setup Menu. The Z@amn f
ture is available.

Dept.:

This three-character alphanumeric column storegpéional department code. This column defaults@. The
Zoom feature is available.

Description:

Upon entering a valid account number, its desanipis displayed in this column. This descriptiomigomati-
cally retrieved from the Ledger Accounts table.sTisia display-only field.
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Print Account Groups

This program produces a hardcopy list of accountigs, organized by account group code. The repodes
account group codes, descriptions for each codktrenledger accounts associated with each paticalde.
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Replace GL Account Number

Use this program if you need to replace a GL actoumber with a new account number.

F Replace GL Account Number
File Edit View Mavigation Tools Actions Help

OB QUWhEPEQA BA0EBM @0
W
Existing Account Mo, : (=
New AccountNo.: |_F.]
@ ox | [ cancel |

Enter Existing Account Mo.

== =)

Existing Account No— enter the account number you want to replace.cém then zoom by
clicking on the spy glass or pressing Ctrl Z towieansactions this account number was used in
to verify you are replacing the correct account ham

New Account No— enter the account number it is to be replacel. wit

Once you save the transaction the program will nd replace the account number in every tabledrdatabase.
You will then be prompted as to whether you wardetete the existing account number from your cobéc-

counts so it can no longer be used.
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Replace Department Code

Use this program if you need to replace a departicmaie with a new department.

E Replace Department Code
File Edit View MNavigation Tools Actions Help

V' GUREHA BORD 90
il

Existing Department Code: El
New Department Code: E\J

| |r11 Cancel |

I@ oK

Enter Existing Department Code

Existing Department Code— enter the department you want to replace. Yoitlten zoom by

clicking on the spy glass or pressing Ctrl Z toawiteansactions this department was used in to

verify you are replacing the correct department.

New Department Code- enter the department it is to be replaced with.

Once you save the transaction the program will éind replace the department in every table in #tatdse. You
will then be prompted as to whether you want tetethe existing department so it can no longardesl.

Completing G/L Setup
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Chapter 6

Completing G/L Setup

The following sections cover key concepts involirrdompleting G/L setup:

» Understanding Controlled Periods
* Understanding Setup Complete Date and CurreidPer

* Posting Routines
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Information Checklist for Setup Complete

» Determine number of digits to be used for accoumlpers.

» Set up account number ranges according to accypes {order of types cannot be changed - see thatep
Account Number Ranges program on the Company Se&uu.).

» Set up ledger account numbering to corresponddousnt types.

» Enter basic ledger accounts (at least one accthmRetained Earnings Account must be specifiemtdier
for Setup Complete to be valid): additional accsw#n be added later.

» Enter beginning balances for all existing accounts.

» Use Print Trial Balance option to confirm initisdlances and see that G/L debits and credits balance
» Determine system of periods (monthly, quarterlyspgcified dates).

» Specify first current period specified (start amd elate).

» Determine earliest date for G/L Control (earli@nsactions cannot be posted to ledger accounisjdke
will be the Setup Complete Date .

Note

When you change the value of the Ledger Setup Getenfield from N to Y (on the Ledger De-
faults screen), and store the information, thisi®abnnot be changed. Your G/L setup becomes
“locked in.” At this time, the beginning balancesuyhave set up for ledger accounts post to those
accounts. These postings appear on reports agtpkioe in the period you have designated as
the initial “current period.”
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Understanding “G/L Controlled” Periods

A G/L controlled period is one for which ledger aant balances can be changed by posting transaatibose
document dates fall within it.

The system must be able to ascertain whether agperunder G/L control when recalculating the entrbalance
of a given account, in order to properly includegmore amounts for that period in making the clalton.

In Fitrix General Ledger, some periods definedlmgystem never come under G/L control, while athert ini-
tially under G/L control come under it eventually.

The following section describes the possible stat&s/L control for different kinds of periods.

Periods not Under G/L Control

1. All periods—before setup is complete.

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

2. Periods ending before earliest G/L-controlled datéSetup Complete Date).

Account balances that are entered for periods prithie Setup Complete Date, which defines theesardiate of
G/L control, cannot be updated by posting transasti

Because it cannot be changed, such pre-Setupdigfaically added to G/L records only for purposéhistori-
cal/comparative reporting.
3. Future periods—dates later than end of current perod.

Although transactions can be posted to the Gederahal for future periods, these transactions aaaffiect
ledger account balances until the period to whigy trefer becomes the current period.

Periods under G/L Control

1. First current period.

Once setup is complete, a minimum of one periachder G/L control: the current period (as definggbriod
number and year on the Ledger Defaults form). Ehike period to which beginning balances for ledge
counts are posted when setup is declared complete.

2. Subsequent “current periods.”
Each time you complete the current period, you apaew period (using the Begin a New Period optigakh
new “current” period created comes into being “un@d. control. “

3. Previous “current periods.”

In Fitrix General Ledger, any period that was otfee“current” periodemains under G/L control permanently.
Any period that has ever been the current periodstidl have transactions posted to it that wifeaf ledger ac-
count balances.
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Understanding “Setup Complete Date”

The Ledger Setup Complete Date you specify detasnine earliest point at which transaction databemome
part of ledger account balances through the pogtiogess.

If you have been using other Fitrix modules on ysystem, data has been added to the activity tebkay time
you posted from these modules. Without Fitrix Gahkedger, these activity tables function only teate reports
showing how you should adjust your ledger accotmtecount for the effects of these transactions.

Once Fitrix General Ledger is installed, you hawe aption of posting a specified amount of this@xisting activi-
ty to ledger accounts. You do this by setting tkdder Setup Complete Date to include all periodsvfich you
wish to post activity from other modules to youm@gal Ledger. Once your G/L setup is complete, inmnthe Post
GJ/L Activity to Ledger option posts these transaiesi to your first current period.

For example, if you installed Fitrix General LedgerMarch 1st, you might want to set your Setup Glete Date

to January 1st so that your General Ledger wouldateall activity generated by other modules sitieebeginning
of the year.
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Understanding G/L’s “Current Period”

In order to set up your accounting cycle, you nudgdine one period as the current period. This isedoy entering
the period number and year in the Current Accogriariod and Current Fiscal Year fields on the lezdgefaults
screen.

The current period is the one that becomes the“epkn” period to which postings can be made wretngsis 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 ofGHe system before and after the setup is declanetptete. Note
that some settings can be modified at any timegrodgss of whether setup is complete.

Status of G/L System before Setup is Declared Congik

» Ledger account balances can be modified directly.
» Ledger accounts can be deleted.

* You can change the value in the Increase with €2didild (determining whether the account is regala
contra type).

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

» Transactions cannot be posted from G/L Activityl¢alio ledger accounts.

What Takes Place When Setup Complete Is Declared

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

Documents whose dates fall on or after the Setupplete Date will be marked by the systenmasposted Like
newly entered transaction documents, they will po$tdger accounts when the Post G/L Activity mlfger option
(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 PogtdBvity to Ledger option is run. In effect theye perma-
nently “disqualified” from posting to ledger accasn

Permanent Effects of Declaring Setup Complete

» The Setup Complete Date cannot be changed.

» Activity and balances can no longer be directly ified using the Update Account Balances option.dexd
account balances can be modified only by ententhmsting transactions.

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

» The Increase with Credit field (on the Ledger Défascreen cannot be modified. In other words, reoat-
counts (whose entry for this field is the oppositéhe default value for its account type) cannthanged
into “normal” accounts, nor can existing accourggurned into contra-type accounts at this point.

* For the “current period” specified on the Ledgerfdddt form, the value in the G/L Controlled field this
screen changes fromNto Y.

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

48

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 (usindJipgate Ledger Accounts program) 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 program to the G/L activity tables (usihg Post
General Journal option).

Phase 2 Posting

Posting of activity to ledger account balancesn@gshe Post G/L Activity to Ledger option). Thisgse of post-
ing occurs only in the G/L module.

Posting in Fitrix General Ledger is done in two gg&in order to match the structure of other Fittodules. These
modules are designed so that they can be useddouating purposes without having Fitrix Generadiger in-
stalled alongside them.

Postings in these standalone modules, howevegfahe first type only—posting to G/L activity tas, which are
part of every module. The information containeddports generated from a module’s G/L activity éatihdicates
how the posted transactions are intended to dffdger accounts, but such postings cannot affdgeleaccount
balances directly.

When Fitrix General Ledger is installed, it hasesscto the same set of activity tables. It canagathnsactions
from all the sources that post transactions tatiiwity tables, post this information directlylexiger accounts, and
use it to recalculate current account balances.

Entries to the General Journal are treated likestetions from any other Fitrix module. In thetfphase, entries
are posted to the activity tables used by all megluih the second phase, after an edit list isthenactivity result-
ing from these entries is posted from the actitatyles to the ledger account’s balance.

Note

Before you run financial reports of any kirmbth phases of posting must be completed. This en-
sures that all transactions currently on the systeraccurately reflected in 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 utlkercontrol (by
becoming the system’s “current” period) it remaimsler 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 thata$ nnder G/L control, the document will post to
the first period under G/L control. This is essaifiwhat occurs if, during setup, you assign a
Setup Complete Date for your system that is edthian the designated start date for your first
“current” period.

Note

Transactions whose document dates fall within tiberval between these dates are essentially
transactions that pertain to periods not under éathtrol, and the way the system handles them is
to post them to the first “current” period (thelesat period under G/L control) when setup is de-
clared complete.

Results of Posting

When a posting is made, this amount is added tdhiePeriod Postingscolumn for that period. Each time the
Begin a New Period program is run, any amountshiis Period Postings columns are reset to zerotendrhounts
are transferred (added) to the amounts in the Agtiwlumn for the period.

In the example shown here, when period 09 is opdmedmount in the posting column will transfethe Activity
column.

!" Update Account Balances [ree =

File Edit View Navigation Tools Actions Help

OB & i QA BB B00EDE 90O
A0 00 0 9 &\

Find Prev MNext Add Update Delete Browse

Account Number: 700000000 Type: EXPEMSES
Description: RENT
Subtotal Code (optional): GENERAL & ADMIMISTRATIVE EXP.
Increase with Credit?: N

Allow Use in Manual Journal Entries?: Y

Ledger Account Balances

ept Moi| Year | Activity Balance Postings Budgeted

000 08 2012 1000.00 1000.00

18 of 20
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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, &gin a new ac-
counting year and later make adjusting entriebégorior year. Financial reports can be run for peryod at any
time and will accurately report the year-end actdatances updated by such postings.

If a transaction is posted to a period that beldogs prior fiscal year, and affects revenue ore@ge accounts, a
special transaction is created to ensure thatekefiscal year still effectively begins with zelpalances in these
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 asmonging transaction to the default Retained Egsaccount.

When posting of G/L activity occurs, this automallig generated transaction will register as a pasto the Re-
tained Earnings account for period 00 of the foltoyfiscal year.

Posting to Future Periods

Posting to future periods is allowed, but ledgeroant 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,
creating activity in the G/L activity tables. The system prevents this activity from affectiedger accounts until the
period becomes the current period (and thereby samder G/L control).

The first time the Post G/L Activity to Ledger agiis run in that new “current period,” the trangats in the ac-
tivity tables marked for that period will post &xliger accounts and the account balances will bategd

End of Period Posting

When a new period becomes the “current” period r@salt of running the Begin a New Period optiofhj3the
amount in thérhis Period Postingscolumn on thé.edger Account Balances screershowing the accumulated
total of postings throughout the period, is transf@ to theActivity column to represent the total activity for the
period just ended. The This Period Postings colismaset to zero when this option is run.

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

Entering Budget Amounts

Using the Update Account Balances program, youecder budget amounts for any ledger account atiamey
This information is for reference purposes only dods not enter into calculations of any kind.

Entering Beginning Account Balances

Direct entry of ledger account balances using thddte Account Balances program is allowely 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 fietdtbe Ledger Accounts form cannot be entered.

Completing G/L Setup 51



Fitrix General Ledger User Guide

Results of Posting Activity

The following discussion shows the columns thatapmpn the Ledger Account Balances screen, anddlghe
amounts change as a result of postings and theéamed new periods.

Note

The last row on each of the tables shown here @tetcthe current information (after the posting
has occurred) that will be displayed on the Ledgmrount Balances screen. The previous row in-
dicates the state of the information before thdipg®ccurs.

The first table shows an account that has beerectegth a beginning balance and activity of zénahe course of
period 1, This Period postings add a total of 160ads, resulting in a current Balance of 100 dslla

. - This Period
Period Activity Balance Postings
1 0 100 100

When the Begin a New Period option is run to begiriod 2, the amount from the This Period Postowsmn is
transferred into the Activity column and This Pér@ostings amount goes to zero.

Period Activity Balance ;25;320d
1 0 100 100

1 100 100 0

(end of period)

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

. - This Period
Period Activity Balance Postings
1 100 100 0
(past period)
2 0 100 0
(new period)
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With the addition of a regular posting of 50 ddlam period 2, the account balance is updatedttandesult is as

shown:
Period Activity Balance T'l.],'gs':iﬁggd
1 100 100 0
(past period)
2 0 100 0
(beginning)
2 0 150 50
(1st posting)

Now, if a posting of 25 dollars is made to a dagt falls in the previous period while thearrent period is period 2,
the effect will be shown in the row for period 1—ibgreasing both the This Period Postings colunththe Bal-
ance column by 25 dollars.

Period Activity Balance Ttl;iss':iﬁggd
1 100 125 25
(past period)
2 0 175 ——T[50
(current period) ]«

The system also recalculates the current balamdbécaccount due to the posting: the Balance ilnge& changes

to 175

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

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

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

. . This Period
Period Activity Balance Postings
1 125 125 0
(past period)
2 50 175 o
(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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Chapter 7

Ledger Journal Menu

*Document Entry Steps
*General Journal Documents
*Posting

*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 transactmusalso to
process and report on transactions drawn fromtlairasources of accounting information on your esyst

The General Journal is the central location forfitse phase of G/L transaction processing docureaity and re-
view. Options on the Ledger Journal menu allow §menter, update, print, and post (Phase 1 postingsA ac-
tivity tables) entries made through the Generatdalu

As it gathers transactions from all sources, FiBeneral Ledger adds transactions entered thrasgiwin General
Journal to the same flow.

The Ledger Journal submenu:

' Dev 540 Database: sarmple Printers: Lexmark2/NPECCTDL (HP Laserlet P2035n) =n e =
File ‘iew Execute Sethgs Help
sl B 2
[=RRCUEE RN T 1 General Ledger
B 3 Sales' & 2 Accour &5 1 Ledge Ledger Journal
€5 4 PUEh (5 3 Aot @ 2 R [ & Untols ouneraidoumal |
5 5 PO 0 4 carol g2 3 Lok 8 oprReang oo
S 6 Produt &5 5 Fixed/ [ 4 Ledge [=| c Print General Journal Listing
& 7 Custol g5 6 Mulﬁ—Ciﬁi Exit =} d Post General Journal
ﬁ it = 7 Multi-Level Tax ,,'_;1‘ e Create Reversing Entries
Em‘t - <] Exit [E z Update Batch Maintenance
| Status Idie

Menu options for document entry and posting:

¢ Update General Journal (1-a)accesses the General Journal screen program farmgot entry and updat-
ing.

e Copy Recurring Documents (1-b)oads pre-selected recurring documents into thee@édournal. Though
it may be run at any time, this option is typicallyy only once per period.
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Print General Journal Listing (1-c) allows you to print an edit list of all un-posteér&ral Journal docu-
ments. This option must be run at least once far General Journal documents before the systemawill
low them to be posted.

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

Create Reversing Entries- (1-efreates reversing entries for any journal entrgesa with EOP Reverse
Y/N field setto Y.

Update Batch Maintenance (1-zplease refer to the Chapter on Batch Maintenancgr@dn theGetting
Sarted with Fitrix manual for information on this program.

Information Checklist for Transaction Processing

O O O o o o o

Gather documents to be entered for business tréoisaor accruals.

Note recurring documents (if any) to be createdwpdhted to record current transactions.
After making entries, print edit list and reviewtaa

Post documents to G/L activity tables.

Print listing of system-wide G/L activity for rewie(optional).

Post G/L activity to ledger accounts.

Print reports on updated financial information.
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General Journal Documents

In its most basic form, a General Journ
counts affected by the transaction, and

al documensists of a transaction’s date and descriptlum|eédger ac-
how theuautsdnvolved in the transaction translate intoitbedind credits.

Note

In Fitrix General Ledger the total debits and tat&dits for the transaction must balance before
the document can be stored. Teneral Journal screeris the primary data entry screen used in
Fitrix General Ledger. The following sections shgou how to use it to add or modify General

Journal documents.

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

¥~ Update General Journal = @
File Edit View MNavigation Tools Acticns Options Help
OB &gk i QA BB M E00EDE 9O
> ©_ ©
Batct ions  Reverse JE  Chart
A0 90 0O 9 &\
Find Prev Mext Add Update Delete Browse
Date: 08/15/2012 k4 Posted: ¥
Description: TEST
ECP Reverse{Y/M): N
Source: GEMIRN GEMERAL JOURMAL
Account Group:
Usger: bettyb
Account Dept Diescription Armount Dehit/Credit o
704000000 000 OFFICE SUPPLIES 100.00 DB
100000000 000 BAMK OF AMERICA 100.00 CR
Totals-Debits 100,00 Credits 100.00 Difference 0.00
fof1
Lt View Detal |
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General Journal screen—header section
The header section of the form contains generatinétion about a document.

Date:

This will default to today’s system date. If a destentered that is outside the current periodamimg is dis-
played. Pressing [TAB] erases the warning, allgwnocessing to continue.

It is possible to enter a date for a future or pasiod. If you enter a date in a previous perthgjng posting
this transaction will post to the previous peridchis will have an effect on various financial reigpthese re-
ports should be re-run for that previous period ahdther periods up to the present.

If a document is entered whose date falls in aodeprior to the first period under G/L control, wihthe Post
GJ/L Activity to Ledger option is run this documenil post to the earliest period thiatunder G/L control (that
is, to the earliest period that has ever beendhgént" period).

If a document is entered with a future period datening the Post G/L Activity to Ledger option laibt post
that document until the future period has becoreecthrent period.

Documents entered with future period dates are ineddtivity tables until the future period beconties current
period. The document is then posted to the appatgplkedger account balances.

Posted:

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

Description:

Stores a thirty-character description of the doautnaad this description prints on the GL Activigport.

EOP Reverse:

Single-character field which accepts a value dfegity (yes) or N (no). The default for this fie&dN (no). A
document stored with a value of Y in this fieldrisated the same as any other document, with arepégn.

When beginning a new period, the system searchedlfdocuments with the EOP Reverse field setvtoit
the period being closed out. The system then eseate document for each document found. The newht-
ed document has debit and credit postings to tbeusts involved in the original transactiexactly reversed
from those on the original document.

For example, if the original transaction involvedebit to Cash of $100.00, and a credit to Accotgseivable
of $50.00 and a credit to Freight Revenue of $5@#xh, the reversing document in the new perioddvioave
a credit to Cash of $100.00 and debits to AccoRaseivable and Freight Revenue of $50.00 each.
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Source:

Six-character alphanumeric field. The code entbere represents the originating journal of thiswtoent (ac-
counts receivable, accounts payable, etc.). DesfamlGENJRN (General Journal). The code enterest have
been previously been set up with the Update Sdbomeiment program.

Source Description:

Upon entering a valid source document code in the¢ field, the system displays its descriptioarinunla-
beled field to the right of the source code. Tdescription is automatically retrieved from the 8suDocument
table. If no source entered, it will default to GEN (general journal).

Account Group:

When entering a document, the account group eatly ap a specific set of accounts into the detadttion of
the screen. You may then select only those acsme#ded for this transaction. An account grouptthave
been previously set up using the Update Accounu@sgrogram on the Ledger Setup Menu.

Account Group Description:

After entering a valid account group, its descaiptis displayed adjacent to the Account Group fieltiis de-
scription is automatically retrieved from the Acab@roups table.

General Journal screen—detail section

Pressing Ctrl TAB, or clicking Details, moves thesor to the detail section of the screen. Thisieseds where you
enter the account numbers and amounts. A genenmalgbdocument cannot be stored (and thereforegpsihless
it contains detail section data.
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Account:

Nine digit numeric field. Stores the ledger acdsuaffected by this transaction. All account nurshaust have
previously been setup in the Update Account Balapcegram on the Ledger Setup Menu. The Zoom feasu
available.

Dept.:

Optional three-character alphanumeric field. Di$ato 000. Stores a department code if you argaisg your
expenses and income to departments. Codes musphaieusly been set up in the Update Company infor
mation program found on the Ledger Setup Menu. Zdmn feature is available.

Description:

Thirty-character alphanumeric field. Upon enterangalid ledger account in the Account columngdiscrip-
tion is displayed. This description is retrieveah the Ledger Account table. This is a displaly dield.

Amount:

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

Credit/Debit:

The first column under this heading is a numegdtdfiwhich stores the amount being credited or édbifTo the
right of the amount is an entry of CR or DB, inding whether the amount is a credit or debit, retipely.
Both columns are system-maintained. Whether agledgcount is increased with a debit or a credistsb-
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lished when you set up the Ledger Account infororgtand the computer consults that table to determhich
value—a CR or a DB—to place in this field.

General Journal screen—totals section

This section of the form is system-maintained.

Totals-Debits:

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

Credits:

Displays the total amount of credit postings far turrent document.

Difference:

Displays a value if the debits and credits areabitalance (if debit and credit totals are diffédjefihe General
Ledger module will not allow the storage of docuiseéhat have a nonzero value in this field.

Printing General Journal Documents
After creating journal documents and copying réagrdocuments, the next step is to print a listfithese docu-
ments. This option selects all un-posted documerttse general journal and prints out a listinghafse docu-

ments.

The Print General Journal Listing option must be ptior to posting.
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Post General Journal

Prior to posting, you must run the Print Generairdal Listing option. Any errors discovered in afjoal document
may be corrected using the Update General Joupt@in Once the document is posted, a new jouroalichent
must be created to correct an error.

Posting the General Journal updates the G/L Agtiil#. Account balances are not updated untilRlost G/L Ac-
tivity to Ledger option on the Ledger End of Perldédnu is run. The Post General Journal optiorugidated for
your convenience 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 an
edit list. The purpose of the edit list is to provide a meafnshecking the accuracy of entries and changes®dfie
documents 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 enteregi@dified, and you are satisfied that the data edtes valid, the
first phase of posting can begin.

Running the posting option not only posts the doeots but also prints a report. Messages on thetraptfy you
of any problems that occurred if posting of all de@nts was not successful.

Create Reversing Entries

The Begin New Period program runs a sub programfithds all journal entries that are designated EOPand
reverses them. However this can create a timingis§or example, let's say you've opened up thimg®1 but
you have not yet closed out period 12 and you neeter accrual journal entries in period 12 #tatuld automat-
ically reverse in period 01. Because you have diregpened period 01 these entries will not revarg# you open
period 02. By having the Create Reversing Journ&li€s programs as a separate menu option, yotesanse en-
tries without opening yet another period. The paogtooks at all EOP =Y journal entries that hastyet been
reversed and reverses them if the current periaétés the period the original journal entry wastea to. Using our
example above it would reverse all period 12 remgrpurnal entries into period 01 when run.

Once this program is run and the reversing jouen#éies have been created you will need to runPtive General
Journal Listing and Post General Journal programs.

Update Batch Maintenance

Please refer to the Batch Maintenance Control enapttheGetting Sarted with Fitrix manual for information on
this program.

62 Ledger Journal Menu



Fitrix General Ledger User Guide

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 account balances

Once the end of the accounting period is reachwatlall transactions have been entered, a new s#ragivities is
initiated that will be described in the next secfiind of Period Processing.

These include activating a new period and geneyaiseries of reports showing how the financialtsof your
company has changed as a result of the periodigtgct
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Recurring Documents Menu

Every business has transactions that take platieailir unchanged in every accounting period. Reyhpents, lease
payments, service charges—even salary entries—Haeamples. Since the documents that record ttragsac-

tions must be posted again and again, they aredcatcurring documents.”

Rather than making entries for these transactigesyeperiod, Fitrix General Ledger has a file inighhthis type of
transaction can be stored. The Recurring Docuniéatau provides options that allow you to enter, celerint,

and copy recurring documents to the General Journal

The Recurring Documents submenu:

r

F= Dev 5.40 Database: sample Printers: Lexmark2/NPECCTDA (HP Laserlet P2035n)

File ‘iew Execute Settngs Help

e m ERr@E

& 2 temM g5 1 Gener;
& 3 Sales & 2 Accour 5 1 Ledge

& 4 Purch: &5 3 Accour g5 2 Recurré--él Update Féécﬁ}r}ﬁg-Dﬁ-cum;r{té--l
5 PO 4 Parel .3 Lot 5 Pt iR Do
& 8 Produ( & 5 Fixed ﬁ 4 Ledge ¢ Copy All Recurring Documents
& 7 Custol g 6 Mulﬁ{iﬁi_ Exit. Z} d Print Selected Documents

i § Gener U T
I!ﬁl (AN & 7 Mutt-Level Tax =] e Copy Selected Documents
lﬂ S =) f Print All Document Detail

g g Print Selected Document Detail

3] Ext

[ =5z

Status |dle
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Update Recurring Documents

Documents entered into the Recurring Documentsrpmare retained there permanently unless youaltiem.

Recurring Documents are maintained with the UpB&eeurring Documents program on the Recurring Docusne
Menu. The documents in this table can be copigbedseneral Journal table whenever necessarydating a

transaction of a recurring type.

Each General Journal document created by copyieguaring document is given a document date. Aedeémew-
ly created documents can be changed, posted, ersexy/just like any other standard document irGeeral Jour-
nal. Changing the document in the General Jourilbhet have any effect upon the original documstatred in the

Recurring Documents file.

The Recurring Document screen:

r' Update Recurring Documents | [=]

File Edit View MNavigation Tools Actions Options Help
OB & !

BT o =

A BB E0QED QO

A0 0 0 0 9 |\

Find Prev MNext Add Update Delete Browse

Select for Copying: M (M=Mo, ¥=yes, A=always)
Description: MONTHLY DEPRECIATION

ECP Rewerse{Y/M): M

Source: GEMIRN |4, GEMERAL JOURMNAL
Account Group:

Account Dept Description Amount Debit/Credit =

745000000 000 DEPRECIATION EXPEMSE 1250000 DB

181500000 000 FURMNITURE & FIXTURES DER 320000 CR

182500000 000 TRAMSPORTATION EQUIP. DER. 400000 CR

183500000 000 MACHIMERY & OTHER EQUIF. ... 530000 CR
Totals Debits 12500.00 Credits 12500.00 Difference D.D-D

1of2
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Recurring Document screen—header section

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

Select for Copying:

This is a single-character alphanumeric field #atepts an entry of either N (no), Y (yes), or Avéys). The
default is N. Y indicates that you want the docuterbe copied to the General Journal during the rezur-

ring document copy. When it is copied, the Y isrded back to an N so that the document is not aatioatly
copied again with the next copying.

An A indicates that you always want this documertdpy and it will be duplicated in every recurrichgcu-
ment copy session. Using the A value means thapleruon copying your recurring documents only opee
period. It is important to note that if you copy mdhan once in a period, more than one copy ofichents
with Select for Copying set to A will be createdlie general journal.

An N in this field means that the document is dbé duplicated during the next copy. This fieldigomati-
cally set to an N value after every copy unless taiue is set to A.

Description:

This is a thirty-character alphanumeric field, whitores 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¥ftaesults in
the document being automatically reversed at tldeogéthe period when the Begin a New Period opisomn
(i.e., a document which reverses debit and craxditipgs is created).

Source:

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

This code is informational; it is displayed on tBeneral Ledger activity reports, but otherwise masignifi-
cance. The code entered must have been previosstydet up through the Update Source Document Tofpes
tion of the Ledger Setup Menu. The Zoom featugd@vided.

Source Description:

Upon entering a valid source document code in the¢ field, the system displays its descriptiothiaunla-
beled field to the right of the source documentecddis description is retrieved from the SourceDuent file.

Account Group:

This is a six-character alphanumeric field.

Account Group Description:

After entering a valid account group, its descaptis displayed adjacent to the Account Group fighis de-
scription is retrieved automatically from the Acobroups program.
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Recurring Document screen—detail section

Selecting Detail or pressing Ctrl TAB moves thesourto the detail (lower) section of the form. Teétion pro-
vides a row for each account. A document cannatded, or therefore, posted, without this detdibimation..

Account:

Nine-digit numeric field. Stores the numbers caomesling to the ledger accounts affected by thissimation.

All account numbers must have been previously sittipe Ledger Accounts table. The Ledger Accoimts
formation is maintained with the Update AccountdBees program on the Ledger Setup Menu. The Zoam fe
ture is available.

Dept.:

Optional three-character alphanumeric field. Defatd 000. Stores a department code if you arerttapatal-
izing your expenses and income. Codes must havéopsty been set up in the Company Informationgabl
through the Update Company Information programhef$etup Company Menu. The Zoom feature is availabl

Description:

Thirty-character alphanumeric field. Upon enterangalid ledger account in the Account column, gsdiption
is automatically displayed. This description igimted from the Ledger Accounts table. This isspldiy-only
field.

Amount:

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

Credit/Debit:

The first column under this heading is a numegtdfiwhich stores the amount being credited or @dbito the
right of the amount is an entry of CR or DB, inding whether the amount is a credit or debit, retipely.
Both columns are system-maintained fields. Whethledger account is increased with a debit or ditiede-
termined when you set up the Ledger Accounts.

Recurring Document screen—totals section

This section of the screen is system-maintaineglctmputer calculates the totals for you, and glétem in the
proper fields.

Totals-Debits:

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

Credits:

Displays the total amount of credit postings far turrent document.

Difference:

The value displayed is the amount that debits aedits are out of balance. The General Ledger neodill not
allow storage of documents that have a nonzercevalthis field.

Recurring Documents Menu 69



Fitrix General Ledger User Guide

Print All Recurring Documents

This program prints a report listing the documesgatiption and whether a document is marked foyicgpto the
General Journal. The description is the informatitored in the Description field in the Recurringddments table.

Whether the report lists the document as “markeddpying” depends on the current entry in the Sdlar Copy-
ing field in the Recurring Documents table, maiméal through the Update Recurring Documents program.
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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 copyingcpss, each document in the Recurring Documents islobp-
ied to the General Journal table (no change is ratlee Recurring Documents table).

When you run this program a prompt is presenteditov you to put in a date for the documents tetaKect. If no

date is specified, the system defaults to the atidate. This copying process has no impact onAgtivity files or
account balances.
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Print Selected Documents

This program prints a report listirmyly those documents that are marked to be copiedetgeheral journal. The
description is the information stored in the Dasibon field in the Recurring Documents table, maiméd through
the Update Recurring Documents program.

The report produced by this program is very sintitethe Recurring Documents List report generatethb Print
All Recurring Documents program. The differencehiat the list is restricted to those documents éinatmarked for

copying.
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Copy Selected Documents

This program copiesnly those recurring documents with the Select for Gupfield 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 theyapied again
through the Post Selected Documents program.

Through this copying process, each designated dectim the Recurring Documents table is copiedhéoGeneral
Journal table (no change is made to the RecurrimguBents table). The copying process has no ingraG/L
Activity files or account balances.

When you run this program a prompt is presenteditov you to put in a date for the documents tetaKect. If no
date is specified, the system defaults to the otidate.
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Print All Document Detall

This program prints a detail report fat recurring documents, regardless of the value dtor¢he Select for Copy-
ing field in the Recurring Documents table. Theores organized by document number. Complete médion is
listed for each document reflecting the data edterethe Recurring Documents screen displayed udpdate
Recurring Documents.
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Print Selected Document Detall

This program prints a detail report famly those recurring documents with a current valug @fes) or A (always)
stored in the Select for Copying field in the Remg Documents table. The report is organized byudwent num-
ber. Complete information is listed for each deatgd document reflecting the data entered on tloereg Doc-

uments screen displayed under Update Recurringeuts.

This program produces a report which includes timbge documents that are marked for copying.

Recurring Documents Menu
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Chapter 9

Ledger End of Period

*Sequence of Events for End of Period Processing
*Overview of End of Period Reports

*Period Maintenance Activities for End of Period &t of Year
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End of Period Processing Sequence

End of Period processing for G/L includes prepathgsystem for recording transactions in a newectiperiod,
and creating reports that summarize the effecteefast period’s transaction processing.

The following steps outline the typical End of Perprocessing sequence. Each step is discusseoréndatail 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 accosint

Printing End of Period reports

» Printing the Trial Balance report
» Printing the Income Statement and Balance Sheettsep

» Printing comparative reports (optional)

Period Maintenance

» Initiating the new “current” accounting period

» Copying recurring documents into the General Jddorahe new period (using options on Recurringcbo
uments 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 Remenu contains options pertaining to completing period and
beginning a new one.

Note

All End of Period processing options are foundlom tedger End of Period menu, with the ex-
ception of the period maintenance step of load&ogiring documents, which uses options on the
Recurring Documents menu.

The Ledger End of Period submenu:

T Dev 540 Database: sample Printers: Lexmark2/NPBCCTDL (HP Laserlet P2035n) =N e
File ‘iew Ewxecute Settngs Help

e m =2 @

Dev 5.40
ElilEwld 1 Financial Management

(SRR NEEE 1 General Ledger

£ 3 Sales & 2 Accour ) 1 I_edge
= 4 Purch 5 3 Accour = Recurri g . Post Baneat el
5 5 Produt &5 4 Payroll 5 3 Ledge'é‘{ b Post G!LAdlmty fo Ledger
5 6 Produt & 5 Fixed/ = 4 Ledge B c Print GIL Activity

7 Custor g Tl 1
(=] &= 6 Mult-CS] Exit = d Print Trial Balance
= 8 Gener & 7 Multi-Level Tax

il [ &3 e PrintIncome Statement

lﬁl Em - ﬂ Ex“ [E5 f Print Balance Sheet

£ o Print Budget and Comparison
[Z} h Begin a New Period

[E i Transaction Drill Down

9] Exit

Status Idle
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Posting General Journal Documents

The Post General Journal program posts all un-gakteuments in the General Journal table. Thismpgrocess
updates the G/L Activity file.

This menu item is identical to the Post Generatdaluprogram on the Ledger Journal Menu. Priordstipg, you
must print an edit list using the Print Generalrd@liListing option on the Ledger Journal Menu.

Note

Before posting, any errors on a document may beectad using the Update General Journal op-
tion on the Ledger Journal Menu. After postingpesrcan only be corrected by creating a new
document.
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Post G/L Activity to Ledger

This program posts the G/L Activity to the gendealger balances. A posting report is generatedrizgd by doc-
ument number. The description of the document, eachunt posted to by the document, the accounepand the

credit/debit amount of the posting is listed.
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Transaction Drill Down

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

1. Click Find, and then enter your selection criteria.

2. Click OK. The selected transactions display.

....r;.Tlansaction Drill Down [ = .-

File Edit View Mavigation Tools Actions Help
OB U WhBPHAALBM BO00ED: 900
A e @ |

Find Prev MNext Browse

Original Journal: AP
Document Number: 255
Description:
Post Date: 09/04/2012
GL Date: 08/22/2012

Account Dept | Descriphbon Amount CR/OB o
633500000 300 SALES TAX EXPEMNSE 000 D
120000000 000 INVENTORY 100.00 D
200000000 000 ACCOUNTS PAYABLE 100.00 C
10f 77
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Click Zoom, or press Ctrl Z to drill down own toetsource document.

5 Teansaction Drill Down [ =] =]
File Edit WView Mavigation Tools Actions Options Help
(O RL=REV X i
<>
Ba'tch Opti
Date; 0&/22/2012 34|  Gross AmtEntry: M Dept.: 300
Vendor: 123457 4| CHAMPION IMC Posted: Y
PayTo: PAYTO 1 Recurrent Code: Recurrent Times:
Doc.Type: I Ref.Mo; L Fix Date;
Descript: Invoice Date:  08/22/2012 LS
Terms: B 4 2% 10 MET PAYMENT 30 DAYS Default Tax: NOTAX
Pay On: 09/01f2012 |4 Due: -09/21f2012 P_A_I Disc.:  09f01f2012 L1 Disc¥a: 2.000
P.O. No.: P.O. Date: 7]
Acct.Grp: ! Cash: 100000000 |=| - 000
! Account Dipt Descriphon Code Amount .
120000000 000 INVENTORY MNOTAX 100,00 100.00 DB |
Currency: STD Multilevel Tax: 0.00 0.00 DB
s 200000000 = - 000 .| ACCOUNTS PAYABLE 100,00 CR
1of1

Overview of End of Period Reports

TheGJ/L Activity report shows the total debits and credits to éadfper account for the current period or a
range of periods. The summary report contains thdytotal debits and total credits to the accowhtle the
Detail report shows the debits and credits for elatument.

TheTrial Balance report should be run before any other financiabrepare created, to verify that the total
debits and total credits balance for the periods Téport lists the total credit and debit amodatseach ac-
count for the period.

Thelncome Statementlists total income and cost of goods sold to calteugross profit and then subtracts
total expenses to show net income for the period.

TheBalance Sheeshows your company’s overall financial positioroéshe end of the period, listing the
totals for the period for assets, liability and italpaccounts.

Budget and Comparisonreports can be used with budget figures to comjmtiads for the period with totals
for the previous period. They display a comparigbhudgeted year-to-date totals with actual yeaddte
totals.
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Budget amounts are entered using the Update Acd&alances option (4-c), and can be added or updatezhy
account at any time. Budget amounts are “referemtg-information, used only for creating compavatreports.

End of Period Maintenance Activities

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

' Select Printer - 001 = e

Begin a New Period
if next period has not been defined
prompts for the next period number
prompts 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 p/l accounts
po3ts the difference into retained earnings
prints the audit trail

Screen pager

PDF viewer

Export (i.e. Excel)

Editor El

Host Printer |Lemark2 :I Copies: m

Outputformat @ Plaintext ¢ Graphical (PDF)

o e Bie e |

o)

¢ Client Printer PrinterSeﬂingsl I'-.-1argins| Landscape only

Line width (characters) ¢ 80 ¢ 132 " 192 { 256
Paper Source % Cut sheet " Continuous

Output format & Plain text = Graphical (PDF)
Current selection: [ Copies: 1 [/ Portrait
NPI3CCTD1 (HP LaserJet P2035n)

¢ Email To Subject:
™ File File Name:

Last process: Displayed to screen §}

24 Di

" Is this ok? [y] e [ [ S

Current Period: 08/2012

Start Date: 08/01/2012 - End Date: 08/31/2012

Mew Period: 092012

Start Date 09,/01,/2012 - End Date09,/30,2012

(@ ves | gm0 || quit |
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Beginning a New Fiscal Year

The Begin a New Period option is used to beginva figzal year.
When you run the Begin a New Period option andif§p#tat the new period is the first period of awnféscal year
(by giving the new period a period number of Otk system performs the following activities:

» calculates year-to-date earnings from Income Statémccounts (income, expense, and cost of goods)

» zeroes out balances in Income Statement accoudtgasts earnings to designated Retained Earnings ac
count. 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, betbat you intend to initiate Begin a New
Year processing. Begin a New Year operations affepeed automatically once you specify the
period as 01 and execute the Print command foBéugn a New Year posting report.
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Chapter 10

Administration Menu

*Check Database Status
*Check Database Connections
*Update Database Statistics

* Security Reports

*Purge Activity

*Update Batch Information
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Administration

The Administration Menu:

File ‘iew E=ecute Ssftings Help

o] ¢ @ = 7 @

Dev 5.40
fllilEue 8 General/Administration
SRS =R el 5 system Administration

3 Sales & 2 Systen) ok a Check Database Status

4 Purch: & 3 Datalr [ b Check Database Connections
5 Produt &= 4 Web S & e Update Database Statistics

6 Produt = 5 Archive B m Security Reports

7 Custori'él__ it B p Purge Activity

3_ Ge.”efa_”‘“d'f"””‘-étrau_c &l z Update Batch Information

Erroooooo

7 Dev540 Database: sample Printers: Lexmark2/NPECCTDI (HP Laserlet P2035n)

Status Idls

The following Options are available:

Check Database Status

Note

This function should only be used by your Systenmidstrator. Please contact your Fitrix Rep-

resentative for further information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If thesta "Online”
then the database is up and ready for connect8irmws the current status of the database such as:

« Database version

¢ Status- Online/Quiescent/Offline
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» Number of days the database has been up

» Size of memory allocated.

Check Database Connections

Note

This function should only be used by your Systenmidstrator. Please contact your Fitrix Rep-
resentative for further information.

Check Database Connections (option3f)jows information about the current users conndctélte database. There
will be one line of information for each user tiaturrently connected to the database in thevatig report:

» Session ID

* SQL Statement type - Select/Insert/Update/Delete
+ Database name

* Isolation Level

» Error info if any.

Role Based Menus Setup

Use these programs to set up custom menu strudtureach role/user. See tBetting Sarted with
Fitrix User Guide for instructions on how to do this.

Security Reports

This menu option (option m) allows you to printeport of current security settings (ie- who is af#al to do what
with the Fitrix software).

Purge Activity

Purge Activity (option p). This menu option has thkowing submenu:
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p Purge Activity

[El h Merge Customer Activity
'=! i Print Duplicate Customer Info

& j Merge Ship-To Activity

&] Exit

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

X r3 Merge Custorner Activity |i|

File Edit WView Mavigation Tools Actions Help

OB O UihBERA AOEREM 9O
&

Aad

WARNING: Thiz 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: ﬁ EJ

CLASSIC PARTS UMLIMITED
Enter New Customer Code: 18 =)
WILD WEST MOTOR. RANCH

@ok | [4cancel |

Enter Old Customer Code,

Print Duplicate Customer Information - this report program will list any informationahcould not be merged
into the new customer code because it is a dupli¢air example, if old customer 2 has a ship-tediiland new
customer 12 also has a ship-to code 01, ship-tafi1 be merged. What you will need to do in tlaseis set up a
new ship-to code under customer 12 for this shigppiddress.

Merge Ship To Activity - This program transfers all sales history/actititghe new code and then deletes the old
code.

Update Batch Information

Update Batch Information (option z). See the chapditied Batch Control Maintenance in tBetting Sarted
With Fitrix guide for information on this program.
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Chapter 11

Sample Reports

There are many reports needed for General Ledd@ndiag and tracking. This chapter offers
examples of the most common reports.
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General Journal Edit List

Fo

¥~ Print General Journal Listing
File Mavigate Help

O 002D <

Date: 09/711/2012 Feneral Journsl Edit List
Time: 17:4Z:Z4 ZBC DISTRIBUTICH Page: 1

Document MNo.: UNASSIGHED User: bettybk Date: 0%/30,/2012 Will Be Posted Into:

Description: DEPRECIATION 08/s201z2
Source: GENJEN - FENERAL JOURMAL Zuto Reverse: N
Zocount Descripticn Imount
745000000-000 DEPRECIATICN EXHPEMNSE 1z2,500.00 =)
181500000-000 FURNITURE & FIXTURES DEP. 3,000.00 CR
1532500000-000 TRANSPORTATICH EQUIF. DEF. 7,.,000.00 CR
183500000-000 MACHINERY & COTHER EQUIF. DEF. 2,500.00 CR
Total Debkits Total Credits
1z,500.00 1z2,500.00

m
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General Journal Posting Report

Fo

E Post General Journal
File Mavigate Help

O 00D <

—

Date: 0%/11/Z012 Feneral Journal Posting List
Time: 17:43:07 LBC DISTRIBUTICH Page: 1
Posting Sequence: 25
Document Mo.: 52 TUser: kettyk Date: 0%/30/2012 Pericd Posted Into:
Description: DEPRECIATION 0s/2012
Source: FENJREN - GENERARL JOURMAL Zuto Reverse: M
Zoocount Descripticn Amount
T745000000-000 DEFRECIATION EXPENSE 1z,500.00 DB
181500000-000 FURNITURE & FIXTURES DEP. 32,000.00 CR
182500000-000 TRENSPORTATICN EQUIP. LDEP. 7,.000.00 CR
133500000-000 MACHIMERY & OTHER EQUIP. DEP. 2,500.00 CR
Total Debits Total Credits
1z,500.00 12,500.00

| »

m
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Chart of Accounts

F Print Ledger Accounts
File Mavigate Help

O 00D <

— :

Date: 0%/11/Z012
Time: 17:44:05

RAeocount #

Ledger Account Listing
ZBC DISTRIBUTICH

Descripticn

Increase with Credit?

m

Dage: 1

CURRENT ASSETS

ACCOUNTS RECEIVABLE SFLIT TERM
EMELOYEE & OTHER RECEIVRBLES
ALLOWRNCE FOR DOUBTFUL A/SR'S

1a000000 REBATE RECEIVABLES
1400000000 BANE OF RMERICA
101000000 WACHOVIR
102000000 WELLS FARGOD
103000000 MOMNEY MRREET RCCOUNT
110000000 LACCOUNTS RECEIVABLE
110001000
115000000
115000000
120000000 INVENTORY
120500000 PURCHRSE VARIANCE
130000000 PREPAID RENT
131000000 PREPRID INSURRNCE
132000000 PREPAID ADVERTISING

ZEEEEdEE e
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Ledger Account Balances Report

Fo =

F Print Ledger Account Balances

File Mavigate Help

O 00D <

— :
Date: 0%/11/Z012 Ledger Account Balances
Time: 17:45:04 LBC DISTRIBUTICH Page: 1
Debit Credit
Pericd This Pericd Pripr Zctivity Balance Balance
CURRENT RASSETS:
16000000-000 Rebate Receiwvables: DB
0Bs2012 1,450.00 -aa
Totals: ] -0a
100000000-000 Bank Of Bmerica: DB
oBs2012 735_195 258,778 1% -aa
Totals: ] 735_195
100000000-100 Bank Of Bmerica: DB
oBs2012 13,333.03) -aa
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Account Groups Report

¥~ Print Account Groups
File Mavigate Help

© 002 &

—

Date: 0%/11/Z012 Zocount Eroups

Time: 17:45:39 ZBRC DISTRIBUTICH Page: 1

Aocount Rcocount Group Account Descripticn

Crp Cd. Description Number

ARTHVC ACCOUNTS BECEIVRAELE INVOICE 110000000-000 ACCCOUNIS RECEIVABLE
400000000-000 BRRTS SALES
100000000-000 BANE OF AMERICE

CREHAD L/P CHSH DISBURSEMENT 100000000-000 BANE OF RMERICE
Z00000000-000 ACCCUNTS PAYARLE
503000000-000 PURCHASE DISCOUNTS

CRSHAR B/R CASH RECEIETS 110000000-000 ACCCOUNIS RECEIVABLE
100000000-000 BANE COF RMERICE
420000000-000 RETURNS AND ALLOWANCES

DEPREC DEPRECIATICHN EXPEMNSE T745000000-000 DEPRECIATION EXTENSE
181500000-000 FURMITURE & FIXIURES DEP.

| »

m
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Trial Balance

File Mavigate Help

© 002 &

—

] »

*  102000000-000 WELLS FAREOC

Date: 0%/11/Z012Z2 Trial Balance EHeport 211 Departments
Time: 17:48:23 LBC DISTRIBUTICH Bage: 1
For The Period Of: 08s2012 08/01/2012 to 0B/31/2012
Beginning Het Balance Balance
Lot £ Description Bzlance Beotivities Dekita Credits
LSSETS:
CURRENT AS5ETS:
* 15300000-000 EEBATE RECEIVABLES
1,4350.00 -0a 1,430.00 -0a
* 100000000-000 BANE OF AMERICA
Z2bB8,038.21 T33_55 258,778.1¢6 -0a
* 100000000-100 BANE OF AMERICH
{3,332.03) -0a t3,332.09) -aa
* 100000000-200 BALNE OF BMERICH
{2,406.00) ili} {2,40&6.00) i}
+ 101000000-000 WACHOVIA
43,065.50 -aa 43, 065.50 -0a
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Income Statement

This sample report is the consolidated report.

E Print ‘Incmne Statement {E'm:s!} @

File Mavigate Help

© 2002 &

| .
[SSSSSSSSSSeseeee————————————————
Date: 0371172012 Inceme Statement — Conaclidated —
Time: 17:47:10 ZRC DISTRIBUTICH Bage: 1
For the Period of: 08/2012 0870172012 to 0B/31/2012
Departments: All Departments
Period to Date % Year to Date %
INCOME -
400000000 PRRTS SALES 844 .00 100.0 39,333_32 82.5
401000000 STERED SALES i L] a 195772 4.1
470000000 RETURNS RND ALLOWANCES -0a | {15.14) il
422000000 FREIGHT INCOME .0a | 20_.82 3|
450000000 FIMNAWCE CHARGE INCCME .aa a B,154 _ 4% 12 @
430000000 OCTHER INCOME .0a a 21z .43 4
Toctal INCCOME 544.00 100.0 47,702_41 100.0
COST OF =00DS5:
500000000 PBRARTS COES 8Z5.00 570 13.108_89 275
500100000 STEREC COES 15.00 g 176.23 .
500300000 ELECTRICAL COE5 .aa .0 {487 _1a) [

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

e 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.

« Comparative Consolidated- same as Comparative Detail without the departaietetail.
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Balance Sheet

This sample report is the consolidated report.

I print Balance Sheet (Consol)
File

© @0OD <

Mavigate Help

]

»

m

Date: 0371172012 Balance Sheet - Consclidated 211 Departments —
Time: 17:47:57 LBC DISTRIBUTICH Bage: 1
For the Period of: 08/2012 08/01/2012 to 0873172012
LS5ETS

CURRENT RSSETS:

18000000

100000000
101000000
102000000
103000000
110000000
110001000
115000000
115000000
120000000
120500000
130000000
131000000

EEBATE RECEIVRABLES

BANE OF AMERICR

WARCHOVIZ

WELLS FARGD

MOMEY MRREET RCCOOUNT
AOCOUNTS RECEIVABLE

ACCOUNTS RECEIVRBLE SPLIT TEEM
EMPLOYEE & OTHEE RECEIVABLES
ALLOWRMCE FOR DOUBTFUL &/R'S
INVENTORY

PURCHRSE VARIANCE

DREEATD EENT

PREPATID INSURRNCE

1,430.090
253,03895_13
43,065.50
23,148.00

(1,489 .20)
522 .00
1,055,533
51,306, 61197
{1,327.13)
1,5891_72

5, 000.00

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 persllast year period, and this year’s

year-to-date v/s last year's year-to-date.

Comparative Consolidated- same as Comparative Detail without the departaietetail.
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Budget and Comparison Analysis

v

¥~ Print Consolidated
File Mavigate Help

O 002D <

— :
Date: 0%/11/2012 Budget and Comparison BEnalysis-Consclidated
Time: 17:4%:02 LBC DISTREIBUTICH Page: 1
Zocounts: 400000000-995%555595%58, Departments: 000-300, Peripd Range: 01,2012 - 1
Pericod Year To Date
Dept . Aotual Budgeted %Change Zotual Budgeted %Change
INCOME -
400000000 Parts Sales:
3%9,053.33 -0a 3%,053.33 -0a
401000000 Sterec Sales:
1,857.72 -0a 1,957.72 -0a
420000000 Returns bnd Allowances:
(1&e.14) -0a (16.14) -0a
422000000 Freight Income:
Z0.82 -0a 20.82 -0a
430000000 Finance Charge Income:
8,194 48 -0a &,1594 48 -0a
4530000000 Other Income:
Z1Z.43 -0a 21z .43 -0a
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Recurring Documents List

"~ Print All Recurring Documents
File Mavigate Help

O 00D <

—

Date: 0571172012

| »

Recurring Document List

Time: 17:4%:532 LBC DISTRIBUTICH Page: 1
3 MONTHLY DEPRECTATION NOT MRREED FOR POSTING
4 MONTHLY BANE CHRRGEES

NOT MREEED FOR POSTING i
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Recurring Documents Detail Report

File Mavigate Help

© 002 &

i e T oo T
T~ Print All Document Detail

Date: 0%/11/Z012Z Becurring Documents
Time: 17:50:29 ZBC DISTREIBUTICH Dage: 1

Document Number: 3
Select for Posting? W H=Ho, Y¥=yes, R=always)
EQP rewverse: N
Degcription: MONTHLY DEERECIATION
Source: GENJIEN

Aeocount Moo Description Amount

745000000-000 DEPRECIATICN EXFENSE 1z,500.00 DB
181500000-000 FORNITURE & FIXTUERES DEP. 3,200.00 CR
182500000-000 TRANSPORTRATION EQUIFP. DEP. 4.000.00 CR
183500000-000 MARCHINERY & OTHER EQUIP. DEP. 5,300.00 CR

Document Number: 4
Select for Posting? W (H=He, Y=yesz, R=always)
EQP rewverse: N
Degecription: MOWNTHLY BAME CHARCES

»

m
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G/L Activity Summary Report

File Mavigate Help

© 2002 &

Date: 0%/11/201Z
Time: 17:51:1%

G/L Activity Summary
LBC DISTRIBUTICH
For the Pericd of: 08/2012 - 0872012

—

Bage: 1

0870172012 to 0853172012

Boct. Dpt. Description Debits Credits Net Reotiwity
100000000-000 BANE OF RMERTICA
739._585 1ad.0a ©3%9_85
110000000-000 ACCOUNTIS RECEIVRAELE
1,317._8B5 a280._4a7 437._78
110000000-100 ACCOUNTS RECEIVABLE
2,672_75 -0a 2,.6872_7h
1103000000-200 - ACCOUNTS RECEIVABLE
254 _50 3,6852.Z20 {3,3897.70)
110000000-300 ACCOUMTS RECEIVABLE
-0a 10_0a0 {10.00}
115000000-000 EMPLOYEE & OTHER RECEIVABLES
] _0a -0a
115000000-000 ALLOWANCE FOR DOUBTFUL ASR'S
-aa -0a -aa

»

m
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G/L Activity Detail Report

¥~/ Print Activity Detail
File Mavigate Help

O 002D <

—

Date: 05/11/2012Z2 E/L Zeotiwity Detail

Time: 17:5Z:58 LBC DISTREIBUTICH Page: 1
For the Periocd of: 0872012 - 0872012 08/01/2012 to 0B/31/72012

Sre Doc § Imw/Chk § Date Hef Descripticon Debits Credits

Begin Balance: 1,450.00

1&000000-000 REBATE RECEIVABLES

Total Activity for Account: 1&000000-000 .00 .0a
End Balance: 1,450.00
Begin Balance: 258,038.21
100000000-000 BANE OF BRMERICA
CR 137 ogs0z2/2012 11 24.585
CR 140 08s02/,2012 1 5.00
CR 14z 08/02/2012 3 &00._00
CR 143 oBs02/,2012 3 10000
GJ 51 08/15/2012 GENJEN 100.00

el »
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G/L Activity Detail by Doc Type

e
= Print Activity Detail By Doc Type
File Mavigate Help

© 002 &

— :
Date: 0%/11/Z012 G/L Activity Detail
Time: 17:53:55 LBC DISTRIBUTICH Page: 1
For the Peripd of: 0B/2012 - 0872012 08/701/2012 to 0B/31/72012
Src Doc 4 Inw/Chik-§ Date Hef Description Debits Credits
Begin Balance: 1,450_00
18000000-000 REBATE RECEIVAHBLES
Total Activity for Account: 1g000000-000 -aa -aa
End Balance: 1,4590.00
Begin Balance: 258,038.Z21
100000000-000 BANE OF RMERICA
CR nas02,2012 TE&a_85
=7 08/15/2012 100.00
CR 08/31/2012 10.00
Total Actiwvity for Account: 100000000-000 ¥35_95 100.00
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G/L Activity to Ledger Posting List

8 L L Pl e T T
T~ Post G/L Activity to Ledger
File Mavigate Help

© @002

Date: 0371172012

G/L Activity to Ledger Posting List

Time: 17:54:34 LBC DISTRIBUTICH Dage:
Posting Sequence: 123
Journal: AP
Doc_: Z66 CAMON
Date: 0%/04/201Z Period: 0%/Z01Z2
Z00000000-000 ACCOUNTS PAYRBLE 50.490 LB
838500000-000 SALES ThY EXPEMSE -aa CE
500300000-000 ELECTRICAL COGES 50.40 CR
Doc_:- Z70 1z3457
Date: 05/05/2012 Pericd: 09/2012
200000000-000 RACCOUNTS PAYABLE 458 .78 CR
704000000-300 OQFFICE SUPELIES 458._78 [5)2]
538500000-300 SRLES Th¥ EXPEMSE -aa LB
Doc_:- 271 MONTHLY PMI-LOAN § ARIB-Z53871 123457
Date: 058/08/2012 Period: 0%/2012
§38500000-300 SALES Ti¥ EXPENSE -0a DB
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Ledger Defaults Report
’ = Print Ledger Defaults =R

File Mavigate Help

O 00D <

—L

Date: 0%/11/Z012 Ledger Defaults =
Time: 17:55:22 LBC DISTRIBUTICH Page: 1
Per Year Start End
Current Reoccounting Pericd: 035 2012 a8,01/2012 - 0573072012

Default Retained Earnings Account Wo: 310000000
Feneral Ledger Balanced?: ¥
Batch General Journal?: N

Bequire RApprowval to post?: N
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Source Document Types Report

v

F Print Source Docurnent Types
File Mavigate Help

O 00D <

— :

Date: 0%/11/Z012 Source Document Types =
Time: 17:56:12 LBC DISTRIBUTICH Page: 1
Code Descripticn Tl

ACTERY ACCOUNTS PAYRELE
ACTREC ARCCOUNTS RECEIVAELE
CRSHEY CASH PRYMENTS
CRSHRC CASH RECEIFTS
CRSHSL CASH S5RLES

EENJEN EENERRL JOURMNAL
CEIMP IMPORT SALES CORDERS
PRYELL PAYROLL

SARLERT SALES RETURNS
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Company Information Report

F Print Cormpany Information
File Mavigate Help

O 00D <

—

Date: 0%/11/Z012 Company Information
Time: 17:5&8:53 ZBC DISTRIBUTICH Page: 1

Company Name: ABC DISTRIBUTIOH
bddressl: 100 SPRING RD
Lddressi:
City, State, Zip: ATLANTZ SR 30335
County:
Country: U5
Multilewel Tax: ¥ TUse Multilewel Tax Groups: ¥

Department Code Description
aaa ADMIN. OFFICE
1a04a ERST DIST. CENTIER
200 CENTRAL DIST. CENTER
300 WEST DIST. CENTER

m
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Account Number Ranges Report

Fo

F Print Account Mumber Ranges
File Mavigate Help

O 00D <

—

Date: 0%/11/Z012 Zcoeoount Number Ranges
Time: 17:57:25 ZBC DISTRIBUTICH Page: 1

First Current Asset ZAccount: 100000000 CURREMT RSSETS
First Fixed Asset Account: 180000000 FIXED ASSETS
First Current Liakility Account: 200000000 CUR LIABILITIES
First Long Term Liakdility Zcocount: 270000000 L/T LIABILITIES
First Equity or Capital Account: 300000000 CRAPITAL
First Income cor Sales Account: 400000000 INCOME
First Cost of Foods Account: 500000000 COST OF =00DS
First Operation Expense Account: €00000000 EXPENSES

m
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SQL Queries

Why SQL Queries are run
SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible dat@akrhis
section of the manual discusses how to use SQAhtteeginformation from the database.

SQL is used primarily to generate ad hoc repoa. 8ont end tools, such as Informix ISQL, allomyt enter
and run standard SQL queries with a simple sebofroands. Other productivity tools allow you to lidéta in the
SQL database to spreadsheets, word-processing éntsinsharts, and graphs. As the information irddtebase
changes, the spreadsheet changes automatically.

Before you use SQL report generators or produgtiaiols, you must know how SQL itself works. Thougpartic-
ular SQL front-end tool may differ, the basic instiion sets should work in a similar manner. Tleigti®n intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a waoktvays

The examples use General Ledger tables and colBimse all accounting transactions eventually gméhuthe

General Ledger, it is a common application for Sfdleries. The point of this section, however, isdoer the ba-
sics of SQL, not to teach you how to create spedifieries in individual applications.
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SELECT Command

The SELECT statement gets information from the lukda. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are caliéglises since they describe a part of the oveELIEET com-
mand. Only two of these clauses are required fgrSfPL database query. These commands or clauséstaceand
described below.

SELECT: The SELECT clause is the start of all SQL quetlieis.required for all information retrieval. & used to
tell the system which information categories oldse—in SQL they are called columns—you want to asce

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

WHERE: The WHERE clause is optional. It lists the setatiiriteria for the Select statement. It allows youle-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsi Yo 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 to-
tals and 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@tabase with these six clauses. In the next sksections we
will cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:

SELECT col utm- nanes FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are ngecgensitive.

Column-names refers to the names of the actuahu@dwor information categories created in the tabddle-names
refers to the database tables that contain the data

Selecting All Columns

When you don’t want to specify specific column namgu can use the asteri¢k (o indicate that you want the
values in all columns. For example, suppose you Wwasee all information from a control table. BEnte

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typligathere is only one record in this control tahbe, in this exam-
ple, the columns in it are company name, addresadtress #2, city, state, zip, county, countrg,fitst current
asset account, the first fixed asset account,dirgtent liability account, the first long termbBidity account, first
capital account, the first income account, firsitaaf goods account, and the first expense account.
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In response to this query, the system displayvahees associated with each of these columns. X&et éormat in
which this information is displayed differs froms$gm to system.

Selecting Specific Columns

If you just want to see specific columns from deéaknter the names of the columns. For exampimufwant just
the name and address information from the dataleases;

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

The names used are those that are part of thaldsitanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL gqustgms provide a display of these column anc: tahines.
Typically, however, you must work from printed tahlefinitions. There are SQL queries that allow imtetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

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

Using Math in the SELECT Statement

You can also include mathematical operations wiloiar SELECT statement. The mathematical operaigmsg-
nized are:

+  Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, ampunt, anount + 1 FROM stgactvd
The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, anpunt, anount * .077 FROM stgactvd

You do not need to use literal amounts as parbaf ynath. You can use other column names.

SELECT doc_no, anpunt, anount / doc_no FROM stgactvd

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

SELECT doc_no, amount, doc_no + amount, amount / 2

FROM st gact vd

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

SELECT doc_no, amount / (1 + 2)
FROM st gact vd
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This expression adds 1 + 2 before dividing this swmamount.

Selecting Specific Rows: WHERE

The simplest selection statements show all therimddion in a file or table. However, you may onlgnt to see
specific rows (records) that meet a given seleatiiteria. To make such a selection, use the WHEREse.

The format for the WHERE clause is:

WHERE col um- nane rel ati onal - operator val ue

This may seem a little complicated, but an examshtauld clarify how it is used. For example, FitBsiness uses a
table to store all of the accounting detail frora Beneral Ledger system. If you want to see theéesrfor a particu-
lar original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

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

In the WHERE clause, you see the name of a coluimgnjournal, followed by a relational operator =ddimished
by a value, AP. What this statement means isalighe columns in the table stgactvd where therol
orig_journal contains AP.

In composing this query, you can use any columnenamnthe table.

Relational operators consist of the following:
Symbol Meaning
= 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&uUSsE to select rows that contain certain strintgpa.

The format is as follows:

WHERE col umm- nane MATCHES val ue

In this case, the column name must be a charagierdblumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, cavipus query
of the general ledger activity table could havenbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"
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In this example, we require an exact match, wisobxiactly the same as an = command. The real paiwer
MATCHES comes into play when you use wildcardsitd 8 meaningful character string within a londearmcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagacter
? 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 examnipléhe General
Ledger detail table, there is a column that comstéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactiéeld, not a numeric field. These codes can beduaracter string up
to three characters long. Use these codes to sieledtem detail in the variety of ways detailegldw:

SELECT * FROM st gactvd WHERE department MATCHES "1*"

This finds any rows where the department code I3egith the character 1.

SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code amnthe character string 10 anywhere within it.

SELECT * FROM st gactvd WHERE departnent MATCHES "?10"

This finds any line item where the department dostthe characters 10 preceded by any other sugleacter. It
does not find a department beginning with 10, bfihds 110, 210 and so on.

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

This finds all rows containing department codes begyin with the digit 1, followed by the digitstirough 5, and
then followed by any other characters. This doedind rows where the digits 1 through 5 do not ietiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

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

* AND: Makes the clause more restrictive. In order tedlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be seletiieddata only need pass one test or the othersye
tax for the use of AND and OR is:

WHERE col um_nane rel ati onal - operator val ue
AND col um_nane rel ati onal - operator val ue

or

WHERE col um_nane rel ati onal - operator val ue
OR col um_nane rel ati onal -operator val ue

In the next example, the WHERE clause selects v in which the department code begins with tlyé d and
whose document number is greater than one hunBmgs in which the department code begins with 1vaindse
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document number is less than or equal to 100 arsatected. Rows in which the document numberestgr than
one hundred, but in which the department code doebegin with 1 are alsmt selected.

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
AND doc_no > 100

In the following example, even more documents atected. All documents in which the department doeigins
with 1 are selected because they pass the fitstiteaddition, all documents with numbers gre#ten one hundred
are selected because they pass the second test.

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

Note

Even though some documents may pass both tesygsathenly selectednce.

Using Multiple ANDs and ORs

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

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesebiemore and more restrictive; in order to
be selected, the row must mebtof these criteria.

You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (departnent MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR'
AND anount > 1000)

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

Improper Use of AND or OR

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

Correct:

SELECT * FROM st gactvd WHERE department MATCHES "1*"
OR doc_no > 100
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I ncorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR departnment MATCHES "*1"

I ncorrect:

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 ctems@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnent LIKE "1%

This finds all departments that begin with 1 arelfatlowed by any combination of other charactef&E can only
be used for character columns (letters or digithg values used must be enclosed with quotatioksnar

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that y@nt to select a value between two other values.

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40
This selects all rows in which the amount colums aaalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovheo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE anpunt BETWEEN 10 AND 40

I ncorrect:

SELECT... BETWEEN 10 40

You also must show the values in the proper ord#r tlve smallest value first. The wrong examplesioet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40

I ncorrect:

SELECT. .. BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofdatelphanumeric characters.

SELECT * FROM stgactvd WHERE orig_j our nal
BETWEEN "A" AND "Z"
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This query selects all documents with an originarpal code beginning with a capital letter.

wrere USINg N

Use the keyword IN to compare the value in a colwith a list of possible values. You could do theng thing
using a series of ORs, but IN makes this somewloaé rstraight-forward.

The syntax:

WHERE col um-nanme IN (list of values)

Here is an example of selection from a list of faesvalues.

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

This select statement finds any rows which confd) 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 ="Q&"

You can see the advantage of using the IN keyword.

Matching NULL Values

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

You may wish to identify the values that are NULhem selecting records. For this purpose, you h&weULL
keywords for use with the WHERE clause.

The syntax:

WHERE col um_nane 1S NULL

For example:

SELECT * FROM stgactvd WHERE departnent 1S NULL.

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

Using NOT

With many WHERE statement keywords, you can usé&elygrord NOT to select records that aot matched by
your selection criteria. NOT can be used with thitofving keywords:

* MATCHES
* LIKE
« BETWEEN
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« IN
« NULL

For example, if you wanted to find all records watlwalue NOT NULL in the department column, usefdtiew-
ing:
SELECT * FROM stgactvd WHERE departnent 1S NOT NULL.

finds all the rows with values in the departmertiom
SELECT * FROM st gactvd WHERE ori g_j our nal
NOT IN ("AR',"AP","Q&J")
selects all rows that have orig_journal codes &hatnot equal to AR, AP, or GJ

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

selects rows whose department codes do not betinavdapital letter

SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelsegih with 1

SELECT * FROM stgactvd WHERE departnent NOT LIKE "1%

selects all rows where the department code doelsemih with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take filam one table. Using the WHERE command youaiao
join two tables together and get related informafrom them.

For example, in Fitrix General Ledger, the activtdple, stgactvd, contains the information aboahdene item that
is posted to the system. It does not contain tlseclhaformation about the document, such as whermad created
and a general description of the document. Thizrimétion is in a general reference table for alhsactions on the
system. This table is called stxtranr.

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

The syntax for joining multiple tables is:

SELECT [tabl e-nane] . col um-naneg, [t abl e- nane. ] col um-nane, ...
FROM t abl el, table2,...

WHERE t abl el. col um- nane=t abl e2. col utm- nane

The WHERE clause causes the SELECT statementumrenly those rows where the specified columresaich
table are identical. The table name after the SELE@tement only needs to be used when the colame rap-
pears in 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 Wwicidumns need to be joined in the WHERE clauseydiing
which columns in the two tables have the same name.
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Here is an example of a query that returns a fishwounts for the individual lines that make upaasaction, se-
lected from the general ledger activity table, glaith the corresponding document date and desamniptf the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anpunt
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 tet entered under the Update General Journal ofiaxch line
contains the document number, the document daeldbcription of the transaction, and the amoustaabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reduiecause
doc_no is used as a column in both tables. Theitects are identical, but you need to specify il 8@ich table
you want to use.

Also notice that we did not have to use the tablmes for doc_date, doc_desc, and amount. Thicaube these
columns only appear in one table or the other.

Joining More Than Two Tables

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

For example, in Fitrix, there is another table thalds information about a transaction. This tablstgtranr and it
contains information such as the accounting pesitdl year for the transaction. If you want to ségitiformation
for each of your activity lines, extend your quéryinclude this third table.

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

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

AND st xtranr.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: aedbgand acct_year. No tables need to be speddicthese
columns because they occur only in the table sigt@tgtranr has been added to the FROM clauseANi2
clauses have also been duplicated to join the amduinom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramncs all tables involved contain the same keys.®¢dacould have
just as easily been used. However, this may naysvbe the case; many joins may take place on caldhat are
unique to a particular 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 ofdvs in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM stgactvd ORDER BY doc_no

If you want to do the same thing but select ondpacific original journal, use the following comnaan

SELECT * FROM st gactvd
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 odbjaurnal, and
within each original journal, organized by depanmtneumber, use 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. Theseadliedaggre-
gate functions because they work on a group of réMieen they are used, you do not see the indivichyvas them-
selves, but the results of the operation on allsrowgroups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the column specifiedhierows selected.
COUNT (*) Counts the number of rows retrieved by the WHEREs®e.
MAX (column-name) Finds the maximum value in the column specifiettii@ rows selected.
MIN (column-name) Finds the minimum value in the column specifiedtfe rows selected.

SUM (column_name)Adds the column specified and totals it for thesselected.

These aggregate functions are used like column siafer the SELECT keyword. They do not subtotdssyou
use the GROUP BY clause (explained in the next@@ct

Correct:

SELECT sun{anmpunt) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documetfitdbes not, however, show the document numbelfit
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I ncorrect:

SELECT doc_no, sum(anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

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

SELECT colum-1ist, aggregate-functions FROM tabl e-nane
GROUP BY col um-1li st

For example:

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

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

Note

You must have a GROUP BY clause for each columecssd.

Correct:

SELECT doc_no, acct_no, sun(anount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In otbiets,
you get the sum for document number one, for tis¢ diccount number, then the sum for document nuie for
the second account number, and so on. Yomotiget the sum for a given document number alone.

I ncorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refegbacct_no in the column selection but did not aéften
the GROUP BY column list.
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Appendix A

Forms

The standard Fitrix products have been design&té with forms manufactured by the Harland Compdrhese
forms can be ordered through the Harland Compariy880-346-5316. Sample forms are also available.

Note: Those forms that have 530 in their numberf@ré&itrix version 530 and higher.

Screen Screen Type

Number

4GEN1 Invoice Continuous

AGEN1- Invoice Continuous
530

4GENG6 Invoice Laser

AGENG- Invoice Laser
530

4GEN2 Statement Continuous

4GEN7 Statement Laser

4GEN3 Pick Ticket Continuous

4652'813_ Pick Ticket Continuous

4GENS8 Pick Ticket Laser

Forms
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128

Forms

4%2'818' Pick Ticket Laser
4GEN5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
4GEN14 | OrderAcknowl- Continuous
edgement
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
DW2 Double Window Envelopes
DW73 Double Window Envelopes
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Appendix B

Glossary

Account—An account is a classifying or summarizing deviteepresents a category of transactions that améss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit @itazatry to an account. The difference betweertated of all
debit entries and the total of all credit entriested to a single account is referred to as theuatts “balance.”
Depending on the type of account, an account’snigalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byaotnumber. For example, all asset accounts nhigin
with a “1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Table 1: 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—T here are three basic types of accounts: assgtjtijaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital aeto
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Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive.isystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ayiyen
number of periods during the course of a yearafidaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apeémses in the period in which they are
earned or incurred and not in the period in whieytare received or paid. Compared to the cashadeth
accounting, the accrual method of accounting isena@curate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and additgtiie table. For example, when you add a
new account to the account table, you are addiogvdo that table.

Adjusting Entries—Entries that adjust the balances of ledger accoludfjsisting entries are usually made for one
of two reasons. One reason is to record unrecagdedts such as revenue earned but not receivedtiibe
reason is to correct accounting errors.

Age—The number of days between the date on a partidoleument and the “aging date.” When processing an
aging report, the system prompts for the aging;da&euser determines which date to use as an dgiteg (See
Customer Aging. See also Vendor Aging.)

Alphanumeric field—An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account—Assets are things of value possessed by a busi@ask.in a bank account is an asset, as is
accounts receivable (the money owed a busineds lsystomers). Assets need not be paid for to beidered
assets. Asset accounts are increased by a debiteaneased by a credit.

Audit Trail— The ability to verify and track accounting transaics or ledger balances.

Automatic Reorder—The process of generating purchase orders for toweitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwéntory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be putack order. When the item comes in, it is usually
shipped. The backorder document is a modified warsf the original sales order and represents egeagent
to ship the item as soon as the item becomes alaila

Backup—In computer terms, backup refers to the procesepying computer files. These copies are usuallgana
to diskette or tape. File backups are insurancesapsystem failure.

Balance—The balance of an account is equal to the sumeofiibit and credit postings to the account. Account
are in balance if the total debits are equal tadked credits.

Balance Forward Customers—Statements for “balance forward” customers show the transactions that affect
the current period. For balance forward custonmmagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding iry@ad payments may be applied to a particulari¢evo

Balance Sheet—Fhe balance sheet shows the current financial tonddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyatet! in two main sections. The first section totasets. The second
totals liabilities and capital. Assets must alwagsial liabilities plus capital.

Blanket Order—This is a large order that is split into more tloae shipment, possibly to different locations.

Blanket Release-A blanket release is a document that is a subsetarfyer blanket order. It represents a single
shipment for an order that comprises multiple slapts.
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Capital Accounts—(Also called owners’ equity accounts.) These actotgcord the difference between what is
owned (assets) and what is owed (liabilities). Tamyalso called proprietorship or net worth. Gatcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues aperses in the period in which they are
received or paid and not in the period in whichytaee earned or incurred. Compared to the accreghoad of
accounting, the cash method is less complex armd affed by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesAcash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt mgment that does not apply to an outstandingiceva\
non-A/R receipt may not even apply to a customactount.

Cash Receipts Journal—Fhe cash receipts journal is the journal into wratttcash receipts activity is recorded,
thus affecting the balances of accounts in theivabke ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosiimcludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement JournaThis is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accouriise payable ledger.

Column—A column is a category slot into which you entdoimation in a table. For example, if the computer
puts “Enter Company:” on the form, the space foltaythe colon is the “column” into which informatias
entered. This is the “Company” column.

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctis¢ same products whose
revenues are recorded in sales accounts. In othrelswthese accounts record the cost of those proehich
the company sells. This cost is recorded at the bfrsale. The balance of these accounts is inedeaih a
debit and decreased with a credit.

Count Adjustment Account—This is a balancing account that is posted to vtherinventory quantity-on-hand is
adjusted—in this case there is no correspondirg@agburchase of inventory.

Count Sheet—This is a list of items and their physical locagan a warehouse(s) to be used by personnel cguntin
inventory.

Credit—The term credit can refer to two different thinggpednding on its usage. If used in reference todedg
accounts, credit refers to an entry that increasetecreases a ledger account. Some accountscaeased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdepends on
the type of account involved. If used in referetceustomer accounts, a credit refers to an ackeugvhent of
payment. When a customer pays you, you creditdiistbomer’s account. When you pay a vendor, thatlaen
credits your account.

Credit Memo—If referring to customer accounts, a credit menferseto a document notifying a customer that his
account has been credited (reduced). When dealihgrendor accounts you enter a credit memo tceizse the
amount you owe the vendor.

Creditor— A person or company to whom you owe money. Youidees are creditors when you owe them money.

Current Accounting Period or General Ledger Peridtiis-is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usedring the operating cycle of a business
(usually one year). Cash and inventory are tymeamples of current assets.

Customer Accounts—Though not an account in the general ledger sensestomer account is used to summarize
what a given customer owes or is owed at a pagiqubint in time. A customer’s account is summatibg a
statement.
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Customer Activity—Activity refers to any transaction that affects baance of a customer or ledger account. A
summary of activity shows all transactions affegtinose balances in the current period.

Customer Aging—The customer aging shows how long any open iteme haen on the books and how much of a
customer’s debt falls into various aging categorid®se aging categories reflect progressively rser®ous
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or dwadustomer. If the customer owes you
money, he is said to have a debit balance. If yoe lbim money, he is said to have a credit balaAcaistomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which ymeet payment from the customer.
Customer terms typically include the period of timi¢ghin which you expect to be paid, any discoultswed
for early payment, and the time frame within whéttth discounts are allowed.

Database—A database is all the related information withicoanputer system to which you have access in one
form or another.

Debit—The term debit can refer to two different thingpeleding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdecreases a ledger account. Some accountscagased by
debits while others are decreased by debits. Horedit or debit affects the balance of an accoeptdds on
the type of account involved. If used in referet@ceustomer accounts, when a customer purchasels diam
you, you debit that customer’s account. When yowglpase goods from a vendor, the vendor debits your
account.

Debit Memo—f used in reference to a customer account, a adediho refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadigtposted to the subsidiary and general
ledgers, consists of debit and credit entries awmore accounts. A ledger account balance igifference
between all debit postings to that account andretfiit postings. Whether a debit or credit postmgn account
increases or decreases the account balance depettus type of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sfdb® account-
ing equation are increased with a debit. Thosénenright side (liabilities and capital) are incregsvith a cred-
it. Retained earnings is a type of capital accorgvenue and expense accounts are a subset ofec&arnings.
Revenues increase retained earnings, and becauita eacounts are increased with a credit, reverogeunts
are increased with a credit. Similarly, expenseants decrease retained earnings and capital atscarende-
creased with a debit. Therefore, expense accommisnereased with a debit.

Deleting a Row—beleting a row is the process of removing it frdra tomputer database after it has been added or
updated.

Department Code—A three-character department code identifies whpehbfit center” an account belongs to. If
you are not using profit centers, the default depant code is “000.” Refer to the entry for Pr&inters for an
example of the use of department codes to setafft penters within a company.

Document—Transactions entered in the Fourth GeneradBiasiness system are referred to as “documents.”
Different journals (accounts receivable, accoumatgaple, for example) may be used to record diffengres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderateesa
document, that document must be in balance; thdtegotal of all debit entries must equal thaltof all credit
entries.

Drop Ship Order—This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.
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Employee Code—Each employee in the Payroll system is identifigdlunique six-character code. Although an
employee’s name and social security number carsée 1o sort and view data on an employee, the smglo
code is the key used throughout the Payroll systeamiquely identify an employee.

Employee Type—Each employee in the Payroll system can be assdcigith an employee type which is identified
by a unique six-character code. The employee typeighes access to default setup values for the @yepl and
provides a means for grouping employees.

Expense Accounts—Expense accounts are used to track the cost of drisiness. They are a subset of retained
earnings (a capital account). At the end of a geoitime (usually a year) the difference betwdentbtal of all
income account balances and the total of all ex@ansount balances is calculated and that balance i
transferred to retained earnings. After transferthis figure to retained earnings, the balanceaah income
and expense account is set to zero. Capital accanatdecreased with a debit. Because expensesdecr
capital, expense accounts are increased with & debi

Field—A field is a data-entry or display area on a foArfield may or may not correspond to what is adfual
stored in a table in the database.

FIFO—"First-In First-Out"—One of several methods of datining the value of inventory and calculating tioest
of goods sold. Using the FIFO method, it is assuthadthe “first inventory items in” (the oldestentory
items) are the “first inventory items out” (thestiitems to be shipped).

Finance Charges—Finance charges are charges made by a vendor againor made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account because the
payment was not made according to the establigretst

Flat Rate—A value applied on a per-payment basis. Unlikeragretage rate, which calculates a specified
proportion of an amount, a flat rate ignores thacéxalue of the amount, treating it as a singhgrpnt to
which a single unit of the “rate” value is appliddhus the “calculated” value due to a flat ratéhis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on boartihe FOB point determines when the title to aduat
changes hands; that is, it determines at what plegnbuyer assumes ownership of a product. FOB soee—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewtdse
seller pays freight up to the FOB point and thedsypays from the FOB point. Similarly, in some Ingsises the
FOB point determines who pays insurance on thensdip.

Form—A form is the template into which information istered. A form may combine information from several
different tables, usually lines of information frarfheader” table at the top of the form and sdweras from a
“detail” table at the bottom.

General Journal—The most basic type of journal in an accountingesysis the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least adifferg@ht)
account are entered in such a journal. Ultimatabhetransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listélderchart of accounts, along with debit and
credit transaction entries that add up to the agicbalance.

Income Accounts—These accounts are used to track revenues. Salegras, for example, are a type of income
account. They are a subset of retained earningagiéal account). At the end of a period of timsuaily a year)
the difference between the total of all income antdalances and the total of all expense accaalahbes is
calculated and that balance is transferred torretbearnings. After transferring this figure taameéd earnings,
the balance of each income and expense accougtttis sero. Capital accounts are increased witleditcand
decreased with a debit. Because revenue increap#alcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred enmgrlopligation is
identified by a unigue six-character code. Whenitlkeme, deduction, or obligation is used in a pHyntry it
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is referred to by this code. The code provides sste default values and basic information requioechlculate
the income, deduction, or obligation amount.

Income Statement—The income statement (also referred to as a “paofit loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theereues and
expenses and the difference between them for acgefitime. The difference between revenues aneérmsgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that represimtgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changés teathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée sgacustomers, including calculation
of costs and prices.

Inventory Item—This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idginty a type of inventory item.

Journal—Journals are used to sequentially record businassactions. Each transaction consists of a delit t
least one account and a credit to at least onkefdift) account. Journal entries are posted tceledgcounts;
therefore, every entry made in a journal ultimatedg an effect on the balance of two or more ledgeounts.
An accounting system may include multiple journaksch used to record a specific type of transaclibe
most basic type of journal is the general jourtrabddition there may be an accounts receivablepduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detitcredit entries representing transactions ffiedtta
the account balance. A group of accounts is callktiger. The general ledger includes all accdisté&l in the
chart of accounts. Subsidiary ledgers compriseetalzd the chart of accounts. The accounts recksivatiger,
for example, comprises all customer accounts. dteg of all customer account balances equals theba in
the accounts receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hiliay accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofccdating the cost of inventory items. With the OF
method those inventory items “last in” (most rebeptirchased) are considered the “first out” (fbsbe sold).

Open Item Customers—Statements for open item customers show each adisthinvoice and payments are
applied to a specific invoice. In contrast, balafarevard statements show only the transactionsdfiatt the
current period. For balance forward customers, paymare applied to the oldest invoices first.

Open Iltems—Open items are posted invoices that contain outsigrbalances representing amounts owed by
customers or due to vendors. A document is coresitian open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version sdlas order. Order
acknowledgments may be sent to customers so tiyathtve a record of the sales transaction.

Payable Document—Fhere are four common types of payable documentsndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes ald@hcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemedits and debits.

Payroll Deduction—A payroll deduction is any amount withheld fromemployee’s check. For every deduction
there is typically an employer liability incurred.
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Payroll Document—A payroll document is the complete record of a plytisbursement. This document includes
an employee’s gross income, deductions, net incamet employer obligations, as well as the relatedanting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursementscasia outlays recorded as part of a payroll
entry. Payroll income normally is an operating exgee

Payroll Journal—The payroll journal is the journal into which aliyoll activity—paychecks, income, deductions,
and employer obligations—is recorded. When podtes activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes a# #tcounts affected by posted payroll
transactions—paychecks, income, withholding, awcdrired obligations.

Payroll Obligation—An employer liability resulting from a payroll treaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactidnsuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aesjerarea for completed documents
have reports that feature a posting sequence nuifibese numbers are used to keep track of regwatshould
be permanently stored in your records. Each ofethegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbteeeived.

Profit Center—A “profit center” identifies a part of a company f@hich profits can be calculated separately. Sales
and expenses for that division are designated afibepartment” number.

Table 2: Simple Account Chart with Two Profit Centas

Number Dept|  Account Description Type
100000000 CASH IN BANK ASET
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
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500000000 200 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE EXPENSE
600000000 200 GENREXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of matigeafiom a vendor.

Purchasing—The purchasing system is one of seveitdix modules. It provides an automated method for track
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documentastomer invoice, a customer
cash receipt, a customer credit, and a customét. deb

Receivable Journal—The receivable journal is the journal into whichaalcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestqd, these transactions affect the balance oluats in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includestedlaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custaneelits and debits.

Retained Earnings—Retained earnings is the increase in equity thewrésulted from profitable operations; net
income to date minus dividends to date.

Row—A row is one set of specific information withinabte. For example, an account table contains all th
information about a single account in an accoumt ¥n account table contains as many rows as iere
different accounts.

Statement—The customer statement shows the current actioity fgiven customer. The statement shows
outstanding invoices, recent payments, credits,datiits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitingthe computer database after it has been
added or updated.

Table—A table is where information is stored in a compugegiven table contains only a specific type of
information. For example, an account table conttiedifferent sales and expense accounts usduklsystem.

Transaction—A transaction is an event that is recorded in ttemanting records. Typically, such an event invelve
the transfer of money, product, or services. Eeatistaction entered in tiBeisiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steget®rating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its Wleimd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rovisiwit. Whenever you change a description in the
account table, for example, you are updating awithvin that table.

Vendor Accounts—Though not an “account” in the general ledger seasendor account is used to summarize
what a vendor is owed at a particular point in tidieendor’s account is summarized by an agingstant.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or
ledger account. A summary of activity shows alhfactions affecting those balances over a spe@feidd of
time.
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Vendor Aging—A vendor aging report lists outstanding vendor inge categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffeicent ways. In the first, an aging report can putstand-

ing vendor invoices into categories, ranging fréwsie currently due to those past due. With thidotktthe ag-
ing categories reflect ever more serious levelveidue payment.

In the second, an aging report can arrange ouisigreéndor invoices into categories, ranging fréwose cur-
rently due to those that will be due in the futdrkis report is a projection of cash requiremelmtshis case, the
aging categories reflect amounts due farther irffuhege.

Vendor Balance—The vendor balance is the amount owed to or oweal\mndor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vend@s you money, the vendor’s account has a thakdnce.
A vendor’s balance is the sum of all open itemsgdeing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which ¥ieador expects payment from you. Vendor
terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts
allowed for early payment, and the time frame witiwhich such discounts are allowed.
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