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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
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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 bussy@smanage corporate performance and monitoretioerr on in-
vestment.

The Fitrix General Ledger module combines power fdbility with ease of use, to give you the @&l informa-
tion you need to make timely and informed busimkessgsions and manage your business more effecti\dgyo
date financial statements can be run on a dailisliaseeded. Fitrix analytical tools include auuldil reports, drill-
down capabilities that enable you to view everygHrom detailed journal entries to original soudoeEuments,
financial analysis reporting such as actual vemsiggeted , this year versus last year, plus arfaate with the F9
report writer tool that enables you to perform “wiaanalysis and write customized financial stagnts.

2 Introduction



Fitrix General Ledger User Guide

General Ledger Features/Function Highlights

Modular Integration — Direct integration with all Fitrix Accounting drDistribution modules

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

Drill Down — ability to drill down from an account balanceste 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 accrualsragersing so they will be re-
versed automatically in the next accounting period

Recurring Journal Entries — ability to set up recurring journal entries thélt 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 Rablhasset account number could be blocked.

Reporting

Reports available include:

GL Activity Audit Trails
Trial Balance
Income Statement:

» Department detalil

» Consolidated

* Summary By Account Category

» This Year/Month versus Last Year/Month

Balance Sheet:

» Department detalil

» Consolidated

* This Year/Month versus Last Year/Month
» Actual versus Budget
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Optional F9 Financial Report Writer

F9 is one of the leading general ledger based tepders on the market. With this tool you candalp-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 faisithat span any time frame, even one day or @si w
reports

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

Consolidated financial reporting for multiple dedabs if you are running more than one company Riith
trix

Allows you to pass budget information from youresmisheet 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 arerreteto throughout the documentation. The discusisioludes the
file name, the menu and menu option used to maitite 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 antbeg. At the time of posting, documents are posidtiese
activity files, and the system thus ensures thahghs to the database made through the Order Eottyle, for
example, result in appropriate updates to datasalded by other installed modules—for examplegntary Con-
trol.

Account Groups file: Accessed through the Update Account Groups optiothe Ledger Setup Menu. This file
holds group codes and descriptions along with tdoeant names and numbers associated with eacheuoagie.
The information in this file can be used to reli¢kre user from having to memorize account namesantbers 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 nemalassociated with each type of account: Assehility, etc. It
represents your Chart of Accounts.

Checking Accounts file Accessed through the Update Checking Accountsopin the Setup Company Menu.
This file stores the number and description fotheagset account designated to serve as a chedadngra.

Company Information file: Accessed through the Update Company Informatation on the Setup Company
Menu. This file includes the name and address af gompany. If you are assigning income and expetsde-
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 transactiomsred in the current accounting period, the sojogmal, and the
accounts and debit/credit amounts involved.

GI/L Activity file: Accessed through the Post General Journal optidheohedger Journal Menu. This file contains
detailed information on all original, recurring,careversing transactions posted during the cuaecbunting pe-
riod. The file stores the source journal and a digsen of the transaction along with the accouartsl amounts in-
volved.

Ledger Accounts file Accessed through the Update Ledger Accounts nmtiothe Setup Company Menu. Each
document in this file represents one of your gdriedger 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 atad end
dates for the period, the number of the Retainedikgs account, information relating to past pesicghd a flag
field that determines whether setup is complete.

Multilevel Tax Code file: Accessed through the Update Multilevel Tax Codasoa 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 Groopson on the Multilevel Tax Menu.
This file contains one-character codes assignggaops of tax codes for entry of transactions iava multiple
levels of taxes. Multilevel tax groups are validyowhen the Use Multilevel Tax Groups field of tBempany In-
formation form is setto Y.

Recurring Documents file Accessed through the Update Recurring Documasiteroon the Recurring Docu-
ments Menu. This file holds information on docunsewhich are copied repetitively. The informatiorthiis 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 Tgypésn on the Ledger Setup Menu.
This file contains the various source codes andrge®ns which represent the various ledgers iaryaccounting
system. The ledgers represented in this file aalable for use when updating journals.

Different Databases

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

In addition to the standard and sample data sitstaht databases may be set up for your systegohy autho-
rized Fitrix reseller so that you can run multipampanies from one system. The name of the cudegtabase 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 thktsChange
Database Access.
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Chapter 2

Data Flow

The following topics are covered in this chapter:

 How to use Fitrix Software Manuals

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

The cycle of activity within Fitrix follows a patte that is consistent across all modules. The oyafesists of the
following phases: setup activities, transactioncpssing, and end of period activities.

Setup

v

Transaction
Processing

v

End of Period

The three phases must be performed in sequence:
1. Setupmust be complete before any transaction proce&sgms.

2. Transaction Processingrequires that all transactions be entered andkelgeagainst an edit list in order to
be posted.

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

Phase 1: Setup

The setup phase in Fitrix involves general proceslior company setup, as well as specific procedioresetting
up each accounting module: General Ledger, Accdeayable, Accounts Receivable, and Payroll.

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

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

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

When setup activities are complete, the systemaebe told that the setup phase is completéndmtodule’s
Update Defaults program, you enter Y in the Setamglete field. This initiates the execution of prersaction
processing procedures, such as posting of existien items. Once these procedures are completesayobegin
the next phase, transaction processing.

Phase 2: Transaction Processing

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

A transaction is initiated by entering a documé&atch screen for entering documents shows the lesdgeunts
that will be affected by the document and provifildsls 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 mayptated at any time before posting.

Checking the edit list

After all the documents have been entered, yoyciahand check the edit list. This list simply sfwall docu-
ments currently in the system waiting to be postda: edit list shows which ledger accounts willdofusted and
what affect each document will have on them, alaith other information about each document. If mists are
found on this report, corrections can be made tjinahe document entry screen, and the edit lisbearun again.
Any errors that will prevent the posting of a do@amn(e.g.,”"Document does not balance”, “Setupcootplete”,
“Account not found”, etc.) show up on the edit.list

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

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

Posting documents

Posting puts transactions into activity tablestf@ General Ledger and any other module affectestii®y can be
done at any time after an edit list has been rod,c&an be done as many times within a period asssacy.

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

Besides the posting of documents, the posting ¢ipereay also include adding or updating balanoegpien item

tables. After one or more postings, reports carubgo 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 Gahkedger activities and module-specific activities

General Ledger activities

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

Module-specific activities

1. Reporting

Besides the reports that detail a module's affecteneral Ledger, module-specific activity repads also be
generated. Normally this is done by printing therfals for the module. Journals report on postedichents
and show which ledger accounts are affected bytecpkar document.

2. Creating recurring documents

Recurring documents are those that would normallyebentered each time a certain kind of peria@icgac-
tion occurs. Fitrix Business allows these documémtse given a “tag” that designates them as regyrso that
at period end these same documents may be autaihaticeated for the next period. This frees yanfrhav-
ing to enter the same document month after morgbhuRing documents that have been created forakepe-
riod may be updated and posted just like manualtgred documents.
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Company Setup

The first step in setting up Fitrix is to set up gtompany.

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser [_ [O]X]
Fila Wiew Execute Settings Help

Q¢ m =g @

ﬁ Financ i Generilmdmmlstrltlnn _
& 3 salkes 5 2 Systen & a Update Company Infarmatian :
& 4 Purchifsy 3 Data I = b Print Company Infarmation ﬂﬁﬁﬂhlgtt":rggjﬂ
: : Softwara Solutions, Inc.
£ 5 Producg] Exit E ¢ Update Account Mumber Ranges
= 6 Production Planning E} d PrintAccount Mumber Ranges
T Generalmdmlmstrahc@ e Update Ledger Accounts
of Esit =) T Print Ledger Accounts
@ g Update Checking Accounts
h Document Messanes
E i Country Codes
j City Codes
El k Update E-Mail Templates
ol ext
I Status Idle

Company Information

Update Company Information (mandatory)

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

Print Company Information (optional)

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

Account Number Ranges

Update Number Rangegmandatory)

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

Print Account Number Ranges(optional)

This option prints a chart of account breaks.

Ledger Accounts

Update Ledger Accountgmandatory)
Ledger accounts may be added through the Updatgelrektcounts option.

Print Ledger Accounts (optional)

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

Checking Accounts

Update Checking Accounts (optional)

Certain cash ledger accounts may be designatetezking accounts with the Update Checking Accounts
menu option. This step is necessary in order toemede of the Reconcile Checking Accounts menu optio
in Accounts Payable, which allows you to reconcdsh ledger accounts with bank statements for ttese
ignated accounts.

Different Company
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G/L Accounting Cycle

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

G/L
Setup

'

G/L
Transaction
Processing

'

G/L
End of Period
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General Ledger Setup

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

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |:]|E“':|
File Wiew Execute Seftings Help

Sl @ =2 @

ALl 1 Financial Management s iy
gl s e d 1 General Ledger :'

3 Bales G5 2 Accalt iy 1 Ledge FTTTEL)
pyright 2007

4 Purchs | CBat : ;

B 3 AI:I:.DLIIﬁ 2 Recunt & Update Ledger Defaults G
& Produt 25 4 Payrollgs 3 Laedge = b Print Ledger Defaults
B Produts 5 Fived/ &5 4 Ledge El © Update Account Balances
7 Gener &= B Multi- el |

£ B hiulti C._ﬁ__[_E&Elt: d Print Ledger Accounts

9] Bt 5 7 Multi-Level Tax E e Update Source Document Types

' 0P RODODDRE

ﬂm = f Print Source Document Types

=

@ f Update Account Groups

=) h Print Account Groups

o] Exit

I Status Idle

Ledger Defaults
Update Ledger Defaults(mandatory)

Update Ledger Defaults is the primary activity @ Setup. Through this screen all period informatis
specified for Fitrix. During G/L setup, period gdtdiates and end dates are defined. The currentiating
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period and fiscal year are define. The ability i@ctly 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 fralpdate Ledger Defaults.

Ledger Accounts
Update Ledger Account Balancegmandatory)

The procedure for entering ledger accounts in Gdnaxdger is different from the way ledger accouwares
entered in other modules. The Update Ledger AccBafgnces menu option allows the user not onlydtd a
ledger accounts, but also to add beginning balardesartment 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 respectiedances for any number of periods or ledger adsoun
You are prompted for beginning and ending perigukladger account numbers.
Source Document Types
Update Source Document Typeoptional)

This option allows you to enter code and descniptibsource documents (e.g., CR for cash receffiRsfor
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 accoumis.
Print Account Groups (optional)

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

Setup Complete

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

e The current period is placed under G/L control.

e Past and future periods are not under G/L control.
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* Beginning balances entered in Update Ledger AccBafances are posted to the G/L posting tables.

Once General Ledger setup is complete, the only fiet can be updated on this screen is the “DIDBICR En-
try” field. All other fields cannot be updated. Alsbeginning ledger account balances can no ldng@ntered or
updated with the Update Account Balances optiorikdiAccounts Receivable and Accounts Payable, ROT
possible to reset the “Ledger Setup Complete?d fixsick to “N”.
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General Ledger Transaction Processing

General Ledger transaction processing involves tipgléhe general ledger and posting the genergledntries.

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser [_ [O]X]
Fila Wiew Execute Settings Help

Q¢ m =g @

-.

fiLEY 1 Financial Management}

ZiemMigs 1 GenerfEiI L] Ledger A
3 BalEs G5 2 AccourEy 1 Ledge @ Ledgerdnurnal
& Copyright 2007

F"urchzm. 3 Accolt B 7 REEUHI s Update General Journal F;‘ﬁ':‘;g“s“:mfn"s i
e 4,Payrnllﬁ 3 Ledge = b Copy Recurring Documents

B Producgs 5 Fied /gy 4 Ledge = ¢ Print General Journal Listing
! SeneiEg b "M"”ﬁ'c-i‘__l..fEﬂf = d PostGeneral Journal

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ =

"@ﬂ’@ﬂ’@@@?

e
o

I U B = & Create Reversing Entries

ﬂE‘M E z Update Batch Maintenance

o] Bt

I Status Idle

Ledger Journal Menu
Update General Ledger

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

Before posting General Journal documents, an Editrhust be run using the Print General Journdirds
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. Thigtrémuks exactly like the edit listing, except tiaén-
eral Journal document numbers have been assigresthoposted document.

General Ledger End of Period
At end of period, the general ledger balances tsifateild be posted to and then various financiadntspcan be run.
#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |:]|E]

File. “iew Execute Settings Help

Je m =2\

s 1 Financial Mlnagem‘!"t

(it s le i 1 General Ledger ’

i
T
B 4 Purche sy = AccoUr /5 2 Reéurrg a Post General Jaurnal u':'tr;iE:tn:rE:‘i":n
- fiwars Solutions, |nc.
&= 5 Produtis 4 Payrollgsy 3 Ledge = b Post GIL Activity to Ledger
B 6 ProducEs 5 Fixed/ g 4 Ledge & ¢ Print GIL Activity
ﬁ' T .G.e.nfar:m- : 'M"”ﬁ'c-ﬂ.fEﬁf =] d Print Trial Balance
off Exit 7 Multi-Level Tax B> e PrintIncome Statement
o] Exit = f PrintBalance Sheet
£ o Print Budget and Compatison
=} h Begin a New Period
E i Transaction Drill Down
of Exit
I Status Idle
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End of Period Posting
Post General Journal

This option posts general journal entries to pagstables and generates a report. This menu opiafso
accessible from the Ledger Journal menu previodisiyussed.

Post G/L Activity to Ledger

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

Print G/L Activity

The G/L Activity Report, accessed from the Print. @ictivity option, shows all adjustments to eactider
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 Jaalrnis
shown on the report.

The G/L Activity report can act as an optional dditing before running the Post G/L Activity to dger
menu option. Changes may be made as General Jantias through Update General Journal. Print G/L
Activity can be run before or after Post G/L Actwto Ledger.

End of Period Reports

Print Trial Balance

This program prints out all debits and creditsdach ledger account. It also checks whether dat®tequal
to credits.

Print Income Statement
This program prints out profit/loss at any givendi 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, busltybalance, and last year’s balance for selectigkteac-
counts.
Close Current Period
Begin a New Period

To end the current period, the Begin a New Perimgjfam is run. This program prompts for the nextque
and period end date and creates the new accoupghgg.

Copy All Recurring Documents

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

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
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documents. Once created, recurring documents mapdbeted or deleted just like manually entered Gene
Journal documents.
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Chapter 3

Menus Overview

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

* Report Production

Menus Overview
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Before you Begin

Before you can enter transactions into Fitrix Gahkedger, you must first complete “setup” of tlystem. During
setup, you enter basic reference information, yehart of Accounts (if not previously set up usimgpger Fitrix
module), and special General Ledger referencerimdtion.

Fitrix General Ledger activities can be dividedifttur broad categories, each with a characteidstiof activities.
The sets of menu options corresponding to thesetaes are listed and briefly discussed in thetreection.

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, yout peigorm a series of steps to enter all of therimiation the
system refers to during transaction processings aludes specifying the database you wish to wettk, and
entering basic company information and accountafgrence information.

Once all information for your setup is in placeuyseclare your setup complete by entering the gebmplete date
and setting the set up complete flagto Y.

Company Setup

The following options, found on tt@ompany Setup menuare used to set up your company and the Chax¢-of
counts on the system.

« Update Company Information - enters or modifiesrymampany’s name and address.
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Print Company Information - prints your businesmpaand address as it will appear on reports.

Update Account Number Ranges - specifies numenigas.in your chart of accounts corresponding to dif
ferent types of ledger accounts (assets, lialsliti@pital, etc.).

Print Account Number Ranges - prints a list of astadanges.

Update Ledger Accounts - add to or modify Chamoéounts (account numbers, descriptions, subtotal
groups; use this option to specify contra accounts)

Print Ledger Accounts - prints a list of ledger@aats (account numbers and descriptions; accopas)y
This list can also be printed using the Print Ledyecounts option (4-d-a) on the Ledger Setup menu.

Update Checking Accounts - assigns certain Castuats to function as Checking Accounts (if usingah
reconciliation feature of Fitrix Accounts Payable)

Accounting Reference Files

The following options, accessed from thedger Setup menuy allow you to set up and/or update accounting pe-
riods, account characteristics, and account batafidesy also allow you to enter special codes foupgings of
accounts and for the various journals that mayhbesburce of the entries. This information is neféito by the
system when you enter and process transactions.

Update Ledger Defaults - specify accounting perioet®ined earnings account number; commit to tirec
debit/credit entry method if desired.

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

Update Account Balances - enters balances foriegiaccounts, if any

Print Ledger Account Balances — prints the liskeaiger accounts with account balances for eaclogeri
Update Source Document Types - creates codes fioces® of transactions

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

Update Account Groups - creates optional codegrimups of ledger accounts associated with frequemti
tered transactions

Print Account Groups - prints a list of accountypa@odes

Completing G/L Setup

Following entry and review of reference informatemd accounting information, you must enter theupetom-
plete date and set the set up flag equal to Y iodedger defaults to indicate to the system teans of your G/L
information is complete. No postings are possiloigl the G/L setup is declared complete.
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The following option accesses thedger Defaults screen programUpdate Ledger Defaults (4-a)

& Update Ledger Defaults

File Edit “iew MNavigation Tools Actions Help
OB O W 2E E Q@ B B MH
SO Quit Prink o OF Cancel Cub Copy Faste Zoom . Motex U Fields ToDo
A @O0 ©® O &
i Find Prey Mext Add Update Delete Browse
Current Accounting Period: II:IE | Last Furge Diate: | |
Current Fiscal “ear: :_EEH il _|
Retained Earningz Account Mo; _ 31EIEIEI_EIEIEIEI_i
Recalculate Balances From: I:I'I.-"Ifl1.-"2_EIEIEI Iﬁi:i
Direct DB_CR Entry; :l”_|
Ledger Setup Complete Date: 10/01/2006 11|
Ledger Setup Complete®: "‘r’ ! Batch Journal?: "‘r’ _|
Require Approval bo post?; E Approval Code; :
Periods Eack:% 'II Feriods Fl:urwar-:l:g g
Period Contral Passwaornd: _i
Pernod “ear Skart End Balanced
: nz2 2mo 02442010 02428/2010 ¥
| 01 Mo msamAz2o10 014312010 Y
[12 2009 12401/2009 12431,/2009 Y
{11 2009 1140142009 11430/2009 Y
(10 2009 1040142009 104312009 Y
(09 2009 0940142009 09/30/2009 Y
|08 2009 080142009 08431./2009 Y
1o0f1
14F,

Two fields on the Ledger Defaults screen “freeze initial settings for your General Ledger. Thasethe Ledger
Setup Complete Date and Ledger Setup Completesfield

Their combined function is to initiate the firstuttent” period and specify the document date aftgich existing

documents (if any) from other Fitrix modules on ysystem will be posted to the current period &ate beginning
G/L account balances.

4 Menus Overview



Fitrix General Ledger User Guide

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 LeB8géup Complete fields cannot be changed.
See the “Completing G/L Setup” section of this nalrhefore proceeding with this step.

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

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

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

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

Documents whose dates fall before the Ledger Setupplete Date can be stored for reference purgmgssannot
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® corres-
pond to options found on the Ledger Journal menbltha Ledger End of Period menu.

Ledger Journal Menu:
* Update General Journal - enters General Journaindeuts.
« Print General Journal Listing (edit list for pogtjn
« Post General Journal - initial posting of Geneaairdal documents . This option is also availabléhen
Ledger End of Period menu.
Ledger End of Period menu:

* Post G/L Activity to Ledger- posting to ledger agots (End of Period menu)

« Print G/L Activity- The Print G/L Activity optiond provided to allow you to review system-wide aityiv
that will affect account balances, and can be twang time in the transaction processing cycle.

6 Menus Overview
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Overview of End of Period Processing

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

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

Copy All Recurring Documents - loads recurring doents that will be used in new “current” period{@toptions
for selecting, updating, and printing recurring doents are found on the recurring Documents menu).

Copy All Recurring Documents.

Note

If the End of Period process is being run for te& 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 tarfbagiew 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 anagctévity
that enters the G/L from various sources and gtartdard financial reports in a number of diffefenmats.
Though financial reports are typically generatethatend of accounting periods, these reports eaunibat any
time.

Note

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

« Print G/L Activity - shows all postings from the @aral Journal and from the journals of other Fitri@d-
ules

e Print Trial Balance — shows all debit and crediivdty for each account

« Print Income Statement - calculates net income firmome and expense account totals for the period.
Comparative format includes account informatiomfrine previous year

* Print Balance Sheet shows the proportion of thaevaf the company distributed among asset, lighalitd
capital accounts

e Print Budget and Comparison - allows you to compatesity for an account to budget amounts

8 Menus Overview



Chapter 4

Company Setup

The Setup Company Menu contains the following tepic
» Setting up Company Information
* Account Number Ranges
» Ledger Account Numbers and Descriptions

» Designating Checking Accounts

Menu

Company Setup Menu
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Order of Setup Steps

When you set up reference files, the order of stefdssigned so that earlier steps add informahancan then be
accessed automatically in the course of later stemsinstance, once you have set up account nurahges, any
time an account number is entered the system atitmiig assigns what type of account it is (for ewde, whether
it is an asset or liability account). Converselydu try to perform setup steps out of order @gample, setting up
account numbers before defining account rangesayidefeat the system’s capacity to provide usidta-entry
information through automatic lookups.

The setup steps that apply to all Fitrix modulesavered in detail iGetting Started with Fitrix. They are dis-
cussed here because the information they inclugasfthe basis for later setup steps.
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Reference Information Options

The Setup Company
Menu:

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser [_ [O]X]
Fila Wiew Execute Settings Help

Q¢ m =g @

[ilicd 7 General/Administration]

2iemMis 1 compIRTL L SEtI..IP |

3 Bales 2 Systen & a Update Company Infarmatian
Fiitchz ; © Copyright 2007
HIENE iy 3 Datalr B b Print Company Infarmation Fourth Generation

g Software Solutions, Ine.
g Prnd_ut:'ﬂ Euit

& Production Planning =)

-

¢ LUpdate Account Mumber Ranges

d Print Account Mumber Ranges
i 'Generalmdmlnlstrahc @

e Lpdate Ledger Accounts

"@ﬂ’@ﬂ’@@@?

o Exit E=) f Print Ledger Accounts
@ g Update Checking Accounts
=l h Document Messages
E i Country Codes
i City Codes
El k Update E-Mail Templates
o Bxit

I Status Idle

Menu options include:

« Update Account Number Ranges (1-cllows you to define the number of digits that v the standard
for your ledger accounts, and to define the linftthe numeric ranges that correspond to diffeaecbunt

types.
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Update Ledger Accounts (1-ejs used to create or modify your Chart of Accoultitis also used to specify
contra accounts and to set up optional subtotalgg@f accounts for reporting purposes.

Update Checking Accounts (1-gfoptional) is used to designate certain cash adsamchecking ac-
counts. This allows you to use the check recorigilisfeature in Accounts Payable.

Information Checklist for Reference File Setup

12

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

If using departments, create department codes &j three characters.
Decide number of digits to be used in account numbe

Modify Account Number Ranges to correspond to antaumbering.
Create a list of account numbers and account genrs to be added.

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

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

Multilevel Tax features are used in conjunctionhafiitrix Accounts Payable and Accounts Receivaldelmes to
track costs and prices that are subject to more ¢ha type of tax. For information about the us#laftilevel Tax
features, se6etting Sarted with Fitrix.

Update Company Information

This option is used to set up and maintain the Gaomgile. 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 assigone and
expenses to departments) are entered here. Thea@gruformation screen:

#& Update Company Information
File Edit “iew Mavigation Tools Actions Options Help

4 *? @

L AddlIFi CreditGard. - Remit

A G 9 W 0 v =

© Find Prev Mest add Update Delste Browse
A BaMuO0ED 00

Business Mame: :_.-'-‘«E_I:EIS_THIBLI_TIDN [
Address1: [100 SPRING RD |

Address2: |- _|
City, State, Zip: ATLANTA ] - [BA] 130333 :
Caunty: | - . |
County: US| [UNITED STATES _
Multilesel T ax: |_Y | ze Multilesel Tax Groups: |__|

| Dept | Bescnption

:EIEIEI ADKIM. OFFICE

[100  EAST DIST. CENTER
|200  CEWTRAL DIST. CENTER
|300  WEST DIST. CENTER
|ABC -ABCDEFT

1of1

R
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When you first use the system, the company infolondtelds have default data provided in both tample and
standard company data sets. This data is includedlynas a sample, and should be modified to reptggur
company.

The data in the Company table is unique to eacibdat (i.e. company). The table contains one alydboe
record; therefore, the commands on the commandpiramith the exception of Update, have been dishblée
name and address entered in the Company Informsgiction appear on all reports generated by thersys

The Company Information screen contains the foltmafields:

Business Name:

This alphanumeric field may be up to 30 charadtelsngth, and contains your company’s name. Thigy ém
this field will be displayed on reports generatgdie system.

Addressl:

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 infaomat

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:

Set to Y only if using Fitrix modules that haveltitevel tax capabilities (AP, AR, OE, PU). See tfepter 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 on MultileVak for
more information.

The Department section of the screen stores upedandred department codes. The department §eltphanu-
meric, allowing you to establish numeric or alphabgr a combination of) codes. The use of depantncodes for
tracking income and expenses is completely optional

14

Department Codes:

In this column, you enter a department code trettifles a profit center, a division of the compaetg.
Throughout the Fitrixmodules, you have the option of posting sales apéreses to specific departments. This
is a three-character field.
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Description:

In this column, you specify the department named@ated with the department code in the same raural-
phanumeric department name may be up to 30 chasantkength.

Additional Company Information

Additional Company Information

@

Click on the Addl lnf':'. icon and this screen displays. This screen is tsstbre additional information such as tele-
phone number, fax number, etc.

# Add on detail addinfo

File Edit Mavigation
A O N =M EA i
Additional Company Infarmation Screen
Dezcription [rata

telephone || 7704327612

web address gy abcdiztribution, com

fam Fr0-432-3448

[ oK ] [[:1 Cancel ]

i : : 4E

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

Credit Card Processing Information

7

Click on the “®3tCad 00 to display this screen. If you are using itreard processing in Order Entry and Ac-
counts Receivable, it is in this screen that yaerthe interface information.
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#& Extension ccard D@

File Edit Help
O QU E! 90
Credit Card Proceszing |nfarmation
Credit Card ON: [
HTML Serial No: 000152021124 |
ADVANCE Serial No: 999598074678 |

Server Time Ouk: i'IEI |

Server URL: |httpe: /A skipjackic. comd soriptas
Trane. Authorize: (evobeco di?authonized Pl

Tranz. Status Requesk: !_é:f-n:-lvcc:.dll?SJ.ﬁ.Pl_TransactinnStatusHequest

Batch Upload: EEatchLl plu:uad._diﬁﬁ atchl ploadl
Batch Status Request [evalvCC dI?SJARPI_BATCHFILESTATUSREGQUEST
Batch Change Request: EEVDIVEE. di?*SJaP_BATCHFILEGETRESPO N_SEFILE

|
Tranz. Change Reguest: iﬂfglf_u_:&n:ﬂ?_gqﬁpljrap_gqg!i_u:_upthangeﬁtat_usFieque;,_t_ |
I
I

[ aK, ] [g:{liancel ]

DR

Iz credit card CNT (YN

Remittance Address

@

Click on the ®™ icon to display this screen. The address infoionagntered here will print on OE
and AR invoices.
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#% Extension r_addr

File Edit Help
OB O WEE]R 0O
R emit Address
X R B 710 GALLE RIS PARKWAY
Address2  |STE # 480
City:  |ATLANTA,
State:
Zip: 30339 |
Country: |US [®] |UMITED STATES
[a Ok, ] [ﬂ{cancel ]

Enter the first line of the remit address.

R,

Company Setup Menu 17



Fitrix General Ledger User Guide

Print Company Information

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

The way that all your account numbers are idieatifn the programs is by account ranges. Afteidieg upon a
list of accounts, you need to update these ramgesrtelate with them

The Account Number Ranges screen:

# Update Account Number Ranges

L NVEXE

First Long Termn Lisbility: |

Firzt Dperation Expenze;

First Current Aszet: :_
Firzt Fimed Aszet:
First Current Liability: |

Firzt Equity ar Capital L
First Income or Sales:

First Cost of Goods: |

File Edit “iew Mavigation Tools Actions Help

A NP 90

4 0 9 9 0 9 =

“ Find Prev MNest Add  Update Delete  Browse

100000000 | [CURRENT ASSETS |

180000000 |[FIXED ASSETS
200000000 [CUR LIABILITIES

270000000 [L/T LIABILITIES.
300000000 | [CAPITAL

400000000/ INCOME

‘HO00B000A] (ST OF GOODS
600000000 | [EXPENSES

Tof 1

R

These ranges can be changed by the user, butdfjpesounts always fall in this order. For examplged Assets

accounts always start on the number after thedastent Assets account. You do not, of course, haeetually

use this number, but the posting program recogritzesthat type. Fitrix comes with a default CharAccounts,
which you can use as a guide for assigning your agaount numbers. Once you have chosen the acoamtiers
you want to use, you can change that default {isthanging, adding, or deleting the accounts used.

Warning!

There is a direct connection between account numargyes and individual account numbers. The
account number ranges should be set up prior tegetp individual accounts. When an account
is set up, the program accesses the Account Réade tletermine the type of account (more spe-
cifically, whether the account balance should lmegased with a credit or debit). If you change
the account ranges, you must update or deleteffdted accounts in your Chart of Accounts, be-

cause the account type is determined when the attoareated or updated.

Company Setup Menu
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Types of Ledger Accounts

Fitrix recognizes eight different types of ledgecounts. Five of these account types appear crotheany’s bal-
ance sheet and reprsent its net worth.

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 aagayroll or accounts payable.

Long Term Liabilities are debts that must be paid over a long peridiaraf, such as mortgages or business
loans.

Capital accountsare those accounts that contain the value of pasiness, such as stock and retained earn-
ings.

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

20

Income accountsshow the sources of your income.

Cost of Goods accountare accounts that show what you paid for yourchemdise. They are also called
“selling expenses” because they are directly tiechaking sales.

Expense accountsategorize all of your other expenses such as saldries, utilities, etc.
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Print Account Number Ranges

This program prints a hardcopy of information eateunder 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 Accommiist be entered into thedger Accountstable.

The Ledger Accounts screen:

22

#& Update Ledger Accounts |Z]@@

File Edit %iew MNavigation Tools Actions Help
QB ik A EHBER @O
A G000 0 O &

i Find Prev Mewt Add Update Delete Browse

Aocount Humber: 'IEIEIEII:IEIEIEIEII
Type: CURRENT ASSETS
Description: |CASH ACCOUNT ]
Subtotal Group [optional); ' - |

Inctease with Credit?: (M|

Allows ze in Manual Journal E ntries?: Y [

2 of 155

R,

Account Number:

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

Description:

Enter up to 30 characters.

Subtotal Group (optional):

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

Increase with Credit:

This field displays a default of “Y” or “N” accondg to the standard method for increasing the balamfthis
type of account. For example, if the account nunnaege for Income is 400000000 - 499999999, ancdthe
count number you type in is 410000000, when yospfENTER] the default of “Y” for Income accounts—
balance increases with a credit—displays in theglage with Credit? field.
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If you are adding an account whose purpose isfeebbther entries that fall within the same Tyjge ¢ontra
accounts), change the default here to indicatettiimaccount’s balance will be increased withdpposite of
the normal entry. For example, an account withraler of 420000000 for Returns and Allowances falthin
the Income range of account numbers. However,ntiease with Credit field for this account is getN” to
define its balance as increasing with a debit.

Allow Use in Manual Journal Entries:

If this value is set to N the user will not be ald to use this account number in the Update Jbtmtaies
program. There are some account numbers that haireGL balance maintained by the system (Exampéa@
Accounts Receivable and Trade Accounts Payablejterdfore manual journal entries to these accahmuslid
not be allowed.

Printing Ledger Accounts

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

If Fitrix Accounts Payable is installed on your ®ms, cash accounts from which you issue checkbea®et up as
checking accounts. This will allow you to use th® Aheck reconciliation feature. See #ueounts Payable User
Guide.

The Checking Accounts screen:

# Update Checking Accounts
File Edit “iew Mavigation Tools Actions Help
QO B @ 4 B B K E B @ 9

© Quit Print 0K Cancel Cob Copd Pazte Zoom Motez U Fields ToDo o Technical status  Help

A GO0 0 9 =

© Find Prew Mest Add Update Delete  Browse

Bank Cods: BOA |

Branch: |[BR100 |
Eranch Mame: |CUMBERLAND |
Ascount Name: |[ABC SUPPLY |
Bank Address: |1_IIIEI CUMBERLAND BLYD
Bank sccount No: iﬁé43§!§549_?"§ |

GL Account Mo: | 100000000 = | |CASHACCOUNT |
Departrent Code; | 000 =, | \ADMIN, DFFICE |
20f6

OhHE
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Document Messages

This program enables you to enter messages thatgold like to have printed on various forms.

¢ Document Messages E|®

File Edit “iew MNawvigation Tools Actions Help
OB U YLEER ARN EOOLD GO
4 G O W O 9 =

© Find Prev Mewt Add Update Delete  Browse

Effective O ate: ,EI_'I.I"EI'I.-’:ZDEIE_F:AEI

I = 1 SHI% T 2
Frogram Mame: | oe:o_invee “, | Description: ||hwoice [order entry]

| Test
W APPREACIATE YOUR BUSINESS
i

Jof8

R

Go into Add mode.

Enter the effective beginning date for the message.

Enter the program name. Zoom is available andaheving programs have been modified

so that the message entered here will print:

Name Description

oe:o_order Order Acknowledgement
oe:0_picker Picking Ticket
oe:o_shipr Packing Slip

oe:0_invce Invoice (order entry)
oe:o_prfinv Proforma Invoice (export)
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oe:o_shper Packing List (export)
oe:o_billdg Bill Of Lading (export)
0e:0_cminv Commercial Invoice (export)
0e:0_proinv Provisional Invoice (export)
oe:o_incf Final Invoice (export)
pu:o_order Purchase Order

ar:o_invce Invoice(accounts receivable)
ar:o_stmt Statement of account

Enter the detail section of the screen to enter yoessage.

Click OK or press Enter to store.

City Codes

The Fitrix database comes preloaded with all citieddwide. The data stored in the city code table
is used to validate the shipment destination edterethe Order Entry summary screen

# City Codes

File Edit “iew MNavigation Tools Actions Help
OB OUEPER ARME OO
A 6000 0 0 &

© Find Prev Mest Add Update Delste Erowse

City: [2ARONSBURG |
1 of 17.054

OWR

Country Codes

The Fitrix database comes preloaded with all Cqu@it’des. The data stored in the country codes table
is used to validate the country code entered whegriag your customer and vendor addresses.
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#& Country Codes
File Edit “iew MNavigation Tools aActions Help

OB G YEEER ARBK OO0
4 G OV 0O 9 =

. Find Prev Mewt Add Update Delete Browse

Country Code; IE

Description: |UNITED STATES

1of1

B

CWR
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Chapter 5

Ledger Setup Menu

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

» Setting up Ledger Defaults
» Establishing Account Balances

* Recurring Documents
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Ledger Setup Menu

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

Most setup options are run only once. They are tsedt up your Chart of Accounts, account numigesiystem,
company name as it is to appear on reports, aref stith “reference” information.

The Ledger Setup Menu:

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |:]|E“':
Fila Wiew Execute Settings Help

demERE
-

A dliEd 1 Financial Management

ZiemMigs 1 GenerfEiI L] Ledger :'
e LRI 4 | eager Setup
' pyright 2007

=
=
)
B ¢ Puchigs 3 Accougy 2 Reéurr@ a Update Ledger Defaults Fi o0
B
i)
o)

ara Solutions., Inc.
D Pmdlg & Pavoligy 3 Lege =) b Print Ledger Defaults
o Frotiige o Fed 7 B3 4 Ledoe B ¢ Update Account Balances
& 7 Generpy 6 muti-C 5] it
B 7 Multi-Level Tax

d Print Ledger Accounts
e Lpdate Source Docoment Types

f Print Source Document Types

i
2
e m o [

o Update Account Groups

=) h Print Account Groups

o] Exit

I Status Idle

30 Completing G/L Setup



Fitrix General Ledger User Guide

Ledger Defaults

This option allows you to setup and maintain thddex Defaults file.

Update Ledger Defaults

Use this program to specify accounting periods t#weddefault retained earnings account, to choosetdi
debit/credit entry if desired and to complete the &tup.

Update Account Balances

Use this program to directly enter beginning batsnfor accountbefore setup is complete. After setup,
new accounts can be added, and subtotal codesuaigettamounts updated.

Update Source Document Typeoptional)
This program is used to create codes for sourc&€lodocuments.
Update Account Groups(optional)

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

Information Checklist for Ledger Defaults

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

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

Define period number and date range for your ihitarrent” period.
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Setting Up Ledger Defaults

The Ledger Defaults screen:

#& Update Ledger Defaults =13

File Edit “iew Mavigation Tools Actions Help
Q0B U W P E QA H B M

i
o

© Quit Prnt 0K Cancel Cui Copy  Paste Zoom  Motez U Fields ToDo | °

A GO 0 9O K

© Find Prev Mest Add Update Delete  Browse

Current Accounting Period: II:IE _I Last Purge Date; | |

Current Fiszal Year: | 2010 |
Retained Eamings Account No: | 310000000 | =, i

Recalculate Balances From: 0140142009 Iﬁii.
Direct DB_CR Entn: :fj|
Ledger Setup Complete Date; '1qu1 f_EEI_EIE Y|

Ledger Setup Complete®: !"r’_! Batch Jaurnal ¥ !“r’_|
Require &pproval to pozt? E] Approval Code; :
Periods Back: TI Feriods Forward: '_2

Period Cantral Pazsward: |

Penod Year Start End Balanced
: 0z 2010 0z/m./2010 02/28/2010 b
|01 2010 01./0m./2010 0/31/200 b
[12 2009 12/01./2009 12/31/2009 b
(11 2009 11/01./2009 11./30/2009 b
(10 2009 104012009 10/31./2009 b
|09 2009 03/01./2009 09,/30/2009 b
|08 2009 0a/0./2009 08/31./2009 b
1of1

R

Ledger Defaults screen—header section

A fiscal year is divided into “accounting period&&counting 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
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Current Accounting Period:

This two-character alphanumeric field stores a nemnbepresenting the “current” period. The pericat ib es-
tablished as the current period during setup vetidme the first period under G/L control.

Once setup is complete, transactions may be entatkedlocument dates that correspond to periods poiand
subsequent to the current period. Those documestsgthe G/L Activity file when the Post Genetalrnal
option is run.

When the Post G/L Activity to Ledger option is riransactions with document dates prior to theendrperiod
post to the period corresponding to those datelatfperiod is under G/L control. If it is not werdG/L control,
the transaction will post to the earliest periodemG/L control.

Transactions with document dates later than theentiperiod (future transactions) will not be stdélcfor post-
ing to the general ledger account balances (Pas&ivity to Ledger) until the period that corresmds to the
document date becomes the current period.

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

Once setup is complete, the current period fieklysgem-maintained. When you close out the cuperibd, the
Begin A New Period option (on the Ledger End ofi®é&Menu) updates this field to the next period.

Current Fiscal Year:

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

Retained Earnings Account No:
This is a nine-digit numeric field is used to sttre 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 ansl aloe-
calculation to verify there have been no postitggrior periods. Set this date if you want the dagmes back
to to be more current and therefore not take sg torprocess.

Direct DB/CR Entry:

This single-character field accepts an entry offWoThe entry controls the way in which journatres are en-
tered into the Update General Journal program &seckthrough the Ledger Journal Menu).

If set to Y, the Update General Journal progranuireg the user to enter whether the amount shall debit
or credit. In other words, an understanding of tiedind credits and the nature of the differentdygpfidedger
accounts is required.

If this field is set to N, the system automaticalbts the debit/credit field to DB or CR basedtmadccount
type. This method does not require an understarafidgbits and credits. If you want to switch aitléba cre-
dit (or vice versa), the amount must be precedea by 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 affedy at the time that the G/L Setup Complete fialdet to V. It
only has an affect if, prior to G/L setup being gete, transactions have been entered and postbd /L
Activity file (from any module).
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If any transactions have been posted to the G/livitgffile, 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 SeQgmplete
Date will be marked as posted. These transactimsever, will not be posted to ledger accounts wkest
GJ/L Activity to Ledger is run because they are aflereflected in your beginning balances.

Transactions with document dates later than the&e8etup Complete date will be marked as un-poSteese
documents will post on subsequent runs of the BdstActivity to Ledger process, when their datdsathin
the “current” period.

The following example demonstrates how this wouddky

You set up Fitrix Accounts Payable in July of 20@8d then install General Ledger in February of(R01
You want all Accounts Payable transactions thaeHaeen made on or after July 1, 2009, to be pdsted
your General Ledger Chart of Accounts.

To do this you would set the Ledger Setup Compbatte field to 07/01/2009. 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, 2008ter.

Ledger Setup Complete?

This single-character alphanumeric field storeslaerof "Y" (yes) or "N" (no). When the systemiisfin-
stalled, this field defaults to "N". After you hafieished “setting up” your general ledger referefitees and
have entered and verified beginning balances far fgmger accounts, you return to the Ledger D&faadreen
and change this field to Y. Then when you stors thiange the system automatically posts acti@ifce set to
Y, thisfield cannot be changed back to N.

Before the Ledger Setup Complete field is set talivheginning balances must be verified. Use ttiet Frial
Balance option to verify that the ledger accoungsia balance prior to setting this field to Y.Beging balances
cannot be modified once setup is complete.

* How an account is credited/debited cannot be ctihfigereased with a credit or a debit), after fleddfis
setto "Y".

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

Batch Journal

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

Require Approval

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

Approval code

Enter password required to approve journal enttghws for posting.

Periods Back

Enter the number of periods back from current mktiat the user can post to.
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Periods Forward

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

Control Password

Enter the password the user must enter if tryingost to a period outside of the periods back amibgs for-
ward range.

Ledger Defaults screen—Period Maintenance section

The lower section of the screen stores informatimmcerning accounting period history. Click on Olstio move
down to the fields in this section. Once a per®drider the control of the G/L, data in this secfir that period
cannot be updated.

Period:

This column consists of two parts: the period nunérel the period year. The former accepts a twid-eigry,
while the latter accepts a four-digit entry. Togettthey constitute the accounting period.

Start and End Date of Period:

The next two fields establish the date parametarthe accounting period. The system defaults tathig pe-
riods.

G/L Controlled:

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

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

Periods that precede the date of installation @ftilodule and periods in the future (relative to“therent” pe-
riod) are by definition not under the control oLGHowever, information in such periods may st bised for
budgets and comparative analysis. When first exgeaccounting periods, the G/L Controlled field ays de-
faults to N and cannot be manually overridden. WihenLedger Setup Complete field is changed td¥,G/L
Controlled field for the current period automatigalhanges to Y.

Thereafter, subsequent “current” periods are autiocaily placed under the control of the generabkedwhen
each such period begir@nce thisfield 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 farating periods other than the current account-

ing period is not required, you may want to spettify dates for such periods for the following
reasons:

1. First, you may want to enter accounting data froevijpus or future periods (even though
it will not be under the control of the generalded, e.g. historical data or future budget-

Completing G/L Setup 35



Fitrix General Ledger User Guide

ing data). This may also be applicable if you h#wepFitrix modules set up, such as Ac-
counts Payable or Accounts Receivable, prior t@llisg General Ledger.

2. A second reason is that you may want to define @aatdng periods that do not correspond
to calendar months (the system defaults to calemdaths).
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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.
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Update Account Balances

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

The Ledger Accounts screen:

# Update Account Balances
File Edit “Wiew Mavigation Tools Actions Help

OB @ 4 BD E QA A B B B 0,

© Quit Prnt  OF  Cancel Cui Copy Paste Zoom  Motes U Fields ToDo | View Detal  FHest Pac

A 0 PV 0 9 W

© Find Prev Mest Add Update Delete Browse

Account Number: | 100000000| Type: [CURRENT ASSETS |

Description: 'I:.;-‘-.QH.-’-'-.EEEH:IN_T |

Subtotal Code [optional]: |
Increase with Credit?: HI

&llows Uze in Manual Journal Entries’: Y|
Ledger &ccount Balances

| Dept Mon| Year | Actvity Balance Fostings Budgeted |
|&BC 02 2mo _ 1.00 '
| 300 02 2mo _ -100.00

| 200 02 2mo _ -3320.00

| 100 02 2mo _ -1536099.96

| 000 02 2mo _ 91122419

|&BC 1 2mo _ 1.00 _

Lanon_ i Loin . e L L

1of1

Creating a Chart of Accounts is an important stegetting up the General Ledger system. Once s$etsifpeen
completed, access to the chart through Update lredgmunts allows you to add new accounts and cotheir
descriptions, but you cannot modify account balan¥®u cannot delete any account to which activitg 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 mayadjust
account balances, nor can you delete an accourttdlsehad any amount posted to it. The option toually adjust
balances and to delete accounts with a balana®vsded only for setup purposes (so that you carengasily build
your chart when first setting up the system).

38 Completing G/L Setup



Fitrix General Ledger User Guide

Print Ledger Accounts

You can either print a listing of account numberaecount numbers with balances.
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Update Source Document Types

This program stores source document type codethanddescriptions. These source type codes ageuseld when
entering general journal documents and use of iBaptional. Fitrix posting programs automaticallsign the
following source codes to posted transaction arddlsource codes print on the GL activity repordémtify which
module generated the transaction.

Journal Entry JE
AR Invoice IN
AR Cash Receipt CR
AP Invoice AP
AP Disbursement CD
OE invoice SH
PO Receipt PR
PO post to AP PU
IC Transactions IC

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

#8 Update Source Document Types |:]E]@

File Edit “iew Ravigation Tools Actions Help

o

O W Qi A BEEeEE 0
A 0 9O V9 0O 9 .
© Find Prev HMest Add Update Delete Browse
Source Code: :D EIMP [
Description: IMPORT SALES ORDERS
i |
| ]
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Source Code:

This six-character alphanumeric field stores thiguetype code that identifies a particular souwtceument
type.

Description:

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

This program produces a hardcopy list of sourceid@nt types.
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Update Account Groups

This program allows you to create and maintain Aot@roups. An account group consists of an accgrmtp
code and one or more ledger accounts associatbdhait code. The use of account groups simplifieseintry of
transactions into the general ledger by providirigheorthand” way of specifying the set of ledgec@amts that will
be affected by a given transaction. For examplervérgering a journal entry for monthly depreciataor you en-
ter the account group DEPREC, the detail sectigdh@fcreen will be automatically populated withtta¢ account
numbers associated with the group code.

# Update Account Groups

File Edit “iew Mavigation Tools Actions Help

OB GUEEREHA ABEA E00ED 00
A GO0 O 0 &

© Find Prev Mest 4&dd Update Delete Browse

Group Code: iEfIEF'HEE_|
Descriptior:. |[DEPRECIATION EXPENSE

Azcount Dept Dezcription
7450000000 000 | | DEPRECIATION EXPENSE
181500000 | 00D | |FURNITURE & FIXTURES DEP.
182500000 | DOD | | TRANSPORTATION EQUIP. DEP,
183500000 | 00D | | MACHINERY & OTHER EQUIP. DEP.
1of1

Account Groups screen—header section
The header section stores basic information abmacaount group.

Group Code:

This is a six-character alphanumeric field whidbras the code that identifies a particular accguotp.
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Description:

This thirty-character alphanumeric field storesdescription of a particular account group.

Account Groups screen—detail section

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

44

Account:

This nine-digit numeric field stores the ledger@aat numbers that are associated with a partiadeount
group code. You may include up to 100 ledger actoimeach account group. All accounts entered image
been previously set up through the Update Accoatai®es option on the Ledger Setup Menu. The Zaam f
ture is available.

Dept.:

This three-character alphanumeric column storegpéinnal department code. This column defaultst@. 0 he
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.sTikia display-only field.
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Print Account Groups

This program produces a hardcopy list of accountigs, organized by account group code. The repoiudes
account group codes, descriptions for each codktrenledger accounts associated with each paticolde.
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Chapter 6

Completing G/L Setup

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

» “Controlled” Periods
* Setup Complete Date

*  “Current” Accounting Period
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Information Checklist for Setup Complete

Determine number of digits to be used for accoumtlpers.

Set up account number ranges according to accgpes {order of types cannot be changed - see thatgp
Account Number Ranges program on the Company Searu.).

Set up ledger account numbering to corresponddouat types.

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

Enter beginning balances for all existing accounts.

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

Specify first current period specified (start amdl elate).

Determine earliest date for G/L Control (earli@mnsactions cannot be posted to ledger accounis)jdke
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 aoot balances can be changed by posting transaatibase
document dates fall within it.

The system must be able to ascertain whether agirunder G/L control when recalculating the eatrbalance
of a given account, in order to properly includegore amounts for that period in making the cialton.

In Fitrix General Ledger, some periods definedl@gystem never come under G/L control, while ctinet in-
itially under G/L control come under it eventually.

The following section describes the possible staté€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 Gttrad; no transactions will post to ledger accounts

2. Periods ending before earliest G/L-controlled dat¢Setup Complete Date).

Account balances that are entered for periods poitiie Setup Complete Date, which defines theestidate of
G/L control, cannot be updated by posting traneasti

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

Although transactions can be posted to the Gederahal for future periods, these transactions aaaffect
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 periathder G/L control: the current period (as definggbriod
number and year on the Ledger Defaults form). Thike 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 optiiach
new “current” period created comes into being “un@4. control. “

3. Previous “current periods.”

In Fitrix General Ledger, any period that was otiee“current” periodemains under G/L control permanently.
Any period that has ever been the current 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 detexsnine earliest point at which transaction databemome
part of ledger account balances through the postiagess.

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

Once Fitrix General Ledger is installed, you hawe aption of posting a specified amount of thisgxisting activi-
ty to ledger accounts. You do this by setting teeder Setup Complete Date to include all periodsvfuch you
wish to post activity from other modules to youm@eal Ledger. Once your G/L setup is complete, ingnthe Post
GI/L Activity to Ledger option posts these transaies 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 woudldateall activity generated by other modules sitiee beginning
of the year.
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Understanding G/L’s “Current Period”

In order to set up your accounting cycle, you nagdine one period as the current period. This isedwoy entering
the period number and year in the Current Accogniariod and Current Fiscal Year fields on the lezdoefaults
screen.

The current period is the one that becomes the"splen” period to which postings can be made wretnsis first
declared complete. In our terminology, it is thrstfiperiod 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 ofGlie system before and after the setup is declanathtete. Note
that some settings can be modified at any timegrodgss of whether setup is complete.

Status of G/L System before Setup is Declared Congie

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

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

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

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

What Takes Place When Setup Complete Is Declared

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

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

Permanent Effects of Declaring Setup Complete

e The Setup Complete Date cannot be changed.

« Activity and balances can no longer be directly ified using the Update Account Balances option.desd
account balances can be modified only by entenmgposting transactions.

< Ledger accounts can be deleted only if there iaativity associated with the account.

e The Increase with Credit field (on the Ledger Déifascreen cannot be modified. In other words, reoat-
counts (whose entry for this field is the opposit¢he default value for its account type) canmdthanged
into “normal” accounts, nor can existing accourgdurned into contra-type accounts at this point.

e For the “current period” specified on the Ledgefdddt form, the value in the G/L Controlled field this
screen changes from N to Y.

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

52

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 (usindgJiheate 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@s$he 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 g#&in order to match the structure of other Fitrtodules. These
modules are designed so that they can be useddouating purposes without having Fitrix Generadiger in-
stalled alongside them.

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

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

Entries to the General Journal are treated likestiations from any other Fitrix module. In thetfpphase, entries
are posted to the activity tables used by all mesluin 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 kirmth 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 ufglercontrol (by
becoming the system’s “current” period) it remaimsler G/L control. That is, it remains accessibleastings that
will affect ledger account balances.
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Note

If you post documents into a prior period thatas under G/L control, the document will post to
the first period under G/L control. This is essaihfiwhat occurs if, during setup, you assign a Se-
tup Complete Date for your system that is earhiantthe designated start date for your first “cur-
rent” period.

Note

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

Results of Posting to Prior Periods

When a posting is made to a prior period, this amh@iadded to th€his Period Postingscolumn for that period.
Each time Begin a New Period is run, any amouni&his Period Postings columns for prior periodsraset to
zero—the amounts are transferred (added) to theiaisiin the Activity column for the period, to cteamew end-
ing activity amounts.

¢ Update Account Balances

File Edit Wiew Mavigation Tools Actions Help

OB OUbhRE] AR E00ED 90
4 @ 9 @ 0O ) )

£ Find Prey Mest Add Update Delete Browse

Ledger Accounts
Account Mumber. |

Deseriptior: |

Subtotal Code [optional]

Increase with Credit?

Allows Uge in Manual Journal Entries?

Ledger Account Balances

| Drept Mon Year Activity Balance Postings Budgeted
| ooo 032007 1020000 £200.00
{000 oz 2007 ' 3400.00 4000.00
|00 m 2007 3400.00 3400.00 | 4000.00
|
|
|
L
69 0of 130

[a aK ] [t_:‘ Cancel I E Header I

QYR

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

Posting is also allowed to G/L controlled periodsiprior year. This allows you, for instance, émin a new ac-
counting year and later make adjusting entriebéoold year. Financial reports can be run for agyod at any time
and will accurately report the year-end accouraheds 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 thateRefiscal year still effectively begins with zépalances 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 asmoreling transaction to the default Retained Egmatcount.

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

Posting to Future Periods

Posting to future periods is allowed, but ledgeroamt balances are not affected immediately by sugsbsting.
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 affectiadger accounts until the
period becomes the current period (and thereby samder G/L control).

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

End of Period Posting

When a new period becomes the “current” period i@salt of running the Begin a New Period optiofhj3the
amount in thélhis Period Postingscolumn on thé.edger Account Balances scregrshowing the accumulated
total of postings throughout the period, is trarsfg 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 atiarey;
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 allowety before G/L
setup is declared complete. Once setup is complete all account balances aietained by the system in response to
postings from G/L activity and the Balances fietdtbe Ledger Accounts form cannot be entered.
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Results of Posting Activity

The following discussion shows the columns thatsppn the Ledger Account Balances screen, anddiehe
amounts change as a result of postings and théared new periods.

Note

The last row on each of the tables shown here aelscthe 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 thdipgoccurs.

The first table shows an account that has beenettadth a beginning balance and activity of zénathe course of
period 1, This Period postings add a total of 16lads, 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 begnod 2, the amount from the This Period Postawsmn is
transferred into the Activity column and This Peri®ostings amount goes to zero.

Period Activity Balance ;2';;320(’
1 0 100 100

1 100 100 0

(end of period)

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

Period Activity Balance TE,'CS’ S';ﬁzgd
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 dadlam period 2, the account balance is updatedftendesult is as
shown:

. - This Period
Period Activity Balance Postings
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 datet falls in the previous period while tberrent period is period 2,
the effect will be shown in the row for period 1—ibgreasing both the This Period Postings colunththa Bal-
ance column by 25 dollars.

. - This Period
Period Activity Balance Postings
1 100 125 25
(past period)
2 0 | 175 — |50
(current period) ]« |

The system also recalculates the current balandbdaaccount due to the posting: the Balance iilo@e 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 pefiqand 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

Multilevel Tax

This menu contains options that are used only witiftilevel tax. Multilevel taxes are
used to assign up to four tax codes to a singéeitam.
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The Multilevel Tax Menu

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |3Erz|
File Wiew Execute Settings Help

Sl B 2@
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3 Gales g 2 Atcout = a Update Multilevel Tax Codes

- | i
4 F"urthzﬁ] © Copyright 2007

3 Accout & b Update Multilevel Tax Periods Fourth Generation
Softwars Solutions, Ine.

G ProdutEs 4 Payoll & ¢ update Multilevel Tax Graups
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ﬁ_' 7 Multi-L &= 1 Print Multilevel Tax Analysis
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60 Multilevel Tax



Fitrix General Ledger User Guide

Update Multilevel Tax Codes

The tax codes entered here are used with the pudtitaxes feature. The multilevel tax featuresisdiin the
Accounts Payable, Accounts Receivable, and Orday BEmodules.

When you plan to switch to multilevel taxes, yoed¢o set up your multilevel tax codes. You shqéd
form this stepafter you set up your ledger accounts, defbre you set up your default files.

Note:

Update Multilevel Tax Codes has an “intelligentlete function that does not allow you to
delete multilevel tax codes that have activity pdab the Multilevel Tax activity file. This
is similar to the intelligent delete function of dite Ledger Accounts.

The Multilevel Tax Code screen:

# Update Multilevel Tax Codes B@@

File Edit Yiew Mavigation Tools Actions Help
O | QreinE
A 000 0 0 &

 Find Prev Mext Add Update Delete Browse

b uiltilewvel T aw Code: '.-’-'-.'_FLT.ﬁ.?:{ |
Multilesel T ax F ate: [ﬁﬂ'
Courtry ' .....
Province / State : :: e
Department; :EI_EI-EI_ __

Include Tax 'With Asset/Expense: :N_|
&/R Tax Account: |__ W:
A0 Dizcount T ax Account: I__ 21EIEIEIEIEIEIEI_ I

e R @0

Description: [CITY OF ATLANTA TaX |

[ACCRUED SALES TAX |

\ACCRUED SALES TAx j

|'5f.\LEs T EXPENSE |

AP TaxAccount;| 38500000 |
AP Dizcount Tag Accaunt: I__EEEEEIIEIDEIU__ _'
1of7

|SALES TAX EXPENSE i

4R
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1.

62

Multilevel Tax Code:

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

Multilevel Tax Rate:

Enter the tax rate for this multilevel tax codetdgrihe tax rate in whole numbers. Example: 15%5as
(not .15). This field is required.

Description:

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

Country:

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

Province / State:

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

Department:

This field affects the behavior of the Order Erdnd Purchasing modules. You may leave it blank. Any
entry must be a valid department code. If left kjahe system uses the Department Code specifred fo
the document.

For example, if you have a department code of Hiiheld for an Order Entry invoice and you leave the
Department field blank here, the tax posts to demamt 100. If you always want to use the same depar
ment when posting tax, enter that department mftaid.

. Include Tax with Asset/Expense:

Y/IN field-entry optional. This field affects the waansaction amounts from the Purchasing modu¢ po
to asset or expense accounts in the General L€¢@dgr Entering "Y" causes tax to be included in the
amount posted to the expense or asset accourd i@lth

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

For example, suppose your company purchases angxjtem and is obligated to pay state sales tax on
it. How do you want your accounting system to hantls situation? Do you want the full amount o th
purchase (item plus tax) to post to the GL expagseunt, or just the amount of the item (purchase
amount less tax)? Entering "Y" in this field cauttes amount (item+tax) to post to the expense atcou

in the GL.

. A/R Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processing
receivable documents (A/R invoices, credit memts) er cash receipts. Enter the ledger account to
which you want to post tax amounts for these tygfésansactions in A/R.
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9. A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgaraaint where you want to post any tax amount in-
cluded in discounts allowed on customer invoicest &l businesses track tax in this way. The sgtthh
or N) of the "Calculate Tax on Cash Discounts"dig\/R Defaults form) governs the use, during the
posting process, of the account number you spétcitfyis field. If set to "N", the system calculatss tax
on cash discounts. In this case, the account nuytheenter here doesn't matter.

However, you must enter an account here even ifG@adculate Tax on Cash Discounts" field is seilto
In this case, you should probably enter the sahgeleaccount you used in #8 above. (Use Zoom.)

If you set the "Calculate Tax on Cash DiscountsltfiA/R Defaults form) to "Y", then any discourt a
lowed on an A/R invoice contains some tax. Keemind that you are defining the characteristics of a
Multilevel Tax code. Suppose that, when you use ¢bide in the future, you want to calculate tayAdR
cash discounts and account for that tax in a ledgeount. In that case, you should have define®/Rn
Discount Tax Account when you set up your Charhatounts, and you should set up the A/R Default as
just described. You now enter the ledger accounthar for the A/R Discount Tax Account in this field

10.A/P Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processing
payable documents (A/P invoices, credit memos) etdNon-A/P Checks. Enter the ledger account
where you want to post tax amounts for these tgpésmnsactions in A/P.

11.A/P Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount in-
cluded in discounts taken on vendor invoices. Nldiwsinesses track tax in this way.

The setting (Y or N) of the "Calculate Tax on C&shkcounts" field (A/P Defaults form) governs theeus
during the posting process, of the account numbarspecify in this field. If set to "N", the systamalcu-
lates no tax on cash discounts. In this case,dbeusmt number you enter here doesn't matter.

However, you must enter an account here even ifGladculate Tax on Cash Discounts" field is selto
In this case, you should probably enter the sahgeleaccount you used in the A/P Tax Account field.

If you set the "Calculate Tax on Cash DiscountsldfiA/P Defaults form) to "Y", then any discoutt a
lowed on an A/P invoice contains some tax. Keemiimd that you are defining the characteristics of a
Multilevel Tax code. Suppose that, when you use ¢bide in the future, you want to calculate taxAdP
cash discounts and account for that tax in a ledgeount. In that case, you should have define®/Bn
discount tax account when you set up your Chaftazbunts, and you should set up the A/P Default as
described above. You now enter the ledger accaumber for the A/P discount tax account in thisdiel
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Update Multilevel Tax Periods

The periods entered with this option are used @orlMultilevel Tax reports. The periods are usedhia se-
lection criteria screen displayed before the refgortin. All ring menu commands have been disablexpt
the Update command.

Note: If you use monthly and not quarterly periogtsa) need to enter only the first period and tts default
correctly. If you use quarterly periods, do notegatdhese defaults.

The Multilevel Tax Periods screen

# Update Multilevel Tax Periods M=l
Eile Edit Miew MNavigation Tools aActions Help
OB OQWEEER BB 20Q0ED 00

4 @O 9w 0 9 =
i Find Prey Mest Add Update Delete  Browze

Company Mame: '.-’-'-.BE_DI_S_?FI_IBETI_EIF_\I_ [

Period Period ' ear Start D ate End Ijate

(] | (2008 | |matzos | (oisiceone |
nz2 | 2009 . | 0240142009 024282009
K] 2009 | |03/07/2003 0343142009
04 : 2009 . : 04,401 42009 04,/30/2009
05 2009 | |05/07/2003 054312009
0& : 2009 . : 0640142009 06/30/2009
o7 2009 | |07/01/2003 07431/2009
0g : 2009 . : 0240142009 02/31/2009
] 2009 | |09/07/2003 09430/20039
10 : 2009 . : 1040142009 1043142009

.11 i} 2009 | 11/01/2009 | _1 143042003 ]

1of1

[@ ak. ] [!:1 Cancel ]

4R

Enter the two digit period number.

1. Company Name:

This is a system-maintained field. It is the bussieame of the company as entered via Update Cgmpan
Defaults.

2. Period:
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This is the period number for this reporting periddis field is required. Once you enter a perioel hext
period is increased to the last period plus one.

3. Period Year:

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

4. Start Date:

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

5. End Date:

Enter the end date of this reporting period. Ied#s to the end of the month entered for the skaiet.

Update Multilevel Tax Groups

This menu option is used to enter multilevel tasugrs. Tax groups handle the special cases wheare dhe
two or more taxes for a single line item. You cae up to four different tax codes and the ratesciested
with them in a given tax group.

Multilevel tax groups are only valid when the Useltevel Tax Groups field on the Company Infornaati
screenis setto Y.

Note:

If there is a "Y" in the Use Multilevel Tax Groufisld om the Company Information
screen, you must enter a multilevel tax group aatlger than a multilevel tax code for the
following options:

Accounts Receivable:
» Update Receivable Documents
» Update Receivable Defaults

« Update Customer Information

Accounts Payable:
« Update Payable Documents
» Update Non-A/P Checks
« Update Payable Defaults

« Update Vendor Information
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The Multilevel Tax Groups screen:

66

# Update Multilevel Tax Groups

Eile Edit Wiew Mavigation Tools Actions Help

I u

OB G YhEEQ BARM EQ0ED 90
A @ © 0 ® 9 W\

© Find Prev Mest Add Update Delete  Browse

pultilewel Tax Group Code; i_SE.-’-'-.TH |
Descriptior:  |SEATTLE SALES TAR

TaxCd D ezcription Fate Curnulative
KINGCD | COUNTY DF KING T4 | 1300, [N
SEACTY | |CITY OF SEATTLE TaX f | B.1IZIIII! N
| || | | | |
E ~f B

| Enter a [¥] if this tax is cumulative on taxes before it,

R

Multilevel Tax Group Code:

This is a six-character field and is required.

Description:

Enter a 20 character description for this tax grooge. This description appears when using the Zoom
feature.

Tax Code:

Enter a six-character multilevel tax code. The ifmyel tax code must already be set up throughre
date Multilevel Tax Codes program. The Zoom featsii@vailable. When you enter the tax code, the de-
scription and rate appear for this multilevel taxle. NOTE: up to four different tax codes and tites
associated with them can be implemented withinvargtax group.

Description:

This display only field contains the description foe multilevel tax code. The description was erdén
the Update Multilevel Tax Codes option.

Rate:

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

Cumulative:
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Enter "N" if the tax should be calculated on thearmaount (without tax) only. Enter "Y" if the takauld
be calculated on the total of the goods amount fhlesmount of tax on those goods for a tax thpears

on a previous line.

For example, PST, Canada’s Provincial Sales Taoftén calculated on the price of the goods ples th
amount of the federal GST (Goods and Services Tidhg.tax groups are used in the following way:

Table 1: Multilevel Tax Group Code: A

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

The G and P tax codes must be set up in Updateal®ugt Tax Codes with the appropriate rates and ac-
count numbers. For a net goods amount of $300ptloeving tax is calculated in invoice entry wheret
A tax group is used.

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

300.00 = Net goods amount (without tax)
300.00 X .07 = 21.00 = GST
321.00 X .06 = 19.26 = PST
340.26 = Gross goods amount (with tax)
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Print Multilevel Tax Codes

This program prints the information entered throlgtdate Multilevel Tax Codes.
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Print Multilevel Tax Groups

This program prints the information entered througidate Multilevel Tax Groups.

Multilevel Tax 69



Fitrix General Ledger User Guide

Print Multilevel Tax Analysis

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

The following Selection screen appears:

& Select dat_range
Eile
Period 'ear From D ate ToDate Ledger
12/01/2009 [X3| 12/31/2009 @E3| (R

IG ak. ] [[:1 Cancel ]

R
Enter 'R' for receivables, 'P' for payables, nothing far all

Print Analysis Summary

This report prints a summary of the multilevel taformation posted to the Multilevel Tax activitijef It
prints the total debits and credits for each tadecwithin the ledger account, a description oftthecode,
and a total of debits and credits for each account.

Print Analysis Detail

This option prints a detail report of the multilétex information posted to the Multilevel Tax a4ty file. It
prints the ledger account number and descriptiorgice number, date, tax code, goods amount, and ta
amount by account number and tax code.

The goods amount is the amount of goods sold sitdlxirate. This does not include the tax. Thewilhg
formula may be helpful for remembering the termagy:

Gross amount = Net amount (goods amount) + Tax amat
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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 ugecréate and process its own series of transactimksalso to
process and report on transactions drawn fromtladircsources of accounting information on your esyst

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

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

The Ledger Journal menu:

1 Ledger Journal

El [a Update General Journal|

E h Copy Recurring Documents

E ¢ Print General Journal Listing

[T

=

d Post General Journal
E e Create Reversing Entries
El z Update Batch Maintenance

o Exit

Menu options for document entry and posting:

72

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

Copy Recurring Documents (1-bJoads pre-selected recurring documents into thee@édournal. Though
it may be run at any time, this option is typicailyn only once per period.

Print General Journal Listing (1-c) allows you to print an edit list of all un-poste@ri@ral Journal docu-
ments. This option must be run at least once far @eneral Journal documents before the systenalvill
low them to be posted.

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

Create Reversing Entriescreates reversing entries for any journal entrgeat with EOP Reverse Y/N
field setto Y.

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

Gather documents to be entered for business trémsaor accruals.

Note recurring documents (if any) to be createdgthted 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.

O O O o o o o

Print reports on updated financial information.
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General Journal Documents

In its most basic form, a General Journal docurmnensists of a transaction’s date and descriptton|gdger ac-
counts affected by the transaction, and how theuasdnvolved in the transaction translate intoitdedind credits.

Note

In Fitrix General Ledger the total debits and tatadits for the transaction must balance before
the document can be stored. TBeneral Journal screens 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 Generablaption (1-a) from the Ledger Journal menu.

# Update General Journal

EEX

File Edit “iew MNavigation Tools Actions Options Help
‘@O B @ 9 BB E X B B B O o
“ Quit Prnt | OK Cancel Cuf Copy FPaste Zoom | MNotes U Fields: Te Do | Yiew Detal Mext Page F

L < &
3 oo
* Batch Optionsz  RewerseJE  Chart
LA QO O U 0 9 .\
= Find Prew Mext Add Update Delste  Browszse

Date: [01/31/2010 kA Postedt Y]

Description: | |

EOP Reversev/M]: [N
Sowce: |[GEMJAN & [GENERAL JOURNAL
Account Group: I i | | '
User: [bettyb ~
[ Aocouni Diept Dezcription Armount Crebut/Credit
| 100000000 000 CASH ACCOUNT 100.00 DB
| 200000000 a0 ACCOUMTS PATABLE 100.00 CR
|
|
|
i' = = e e = N
Tatalz-Drehits 'ID@_D@! Credits , 100, @Di Difference | 0.00]
T1of1 No Current Batch
R
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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 dst@ntered that is outside the current periodaeimg is dis-
played. Pressing [TAB] erases the warning, allgwinocessing to continue.

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

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

If a document is entered with a future period daiening the Post G/L Activity to Ledger option ibt post
that document until the future period has becomecthrent period.

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

Posted:

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

Description:

Stores a thirty-character description of the doauna@d this description prints on the GL Activigpoort.

EOP Reverse:

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

When beginning a new period, the system searahes|fdocuments with the EOP Reverse field sét'tbin
the period being closed out. The system theneseate document for each document found. The newly
created document has debit and credit postindsetad¢counts involved in the original transactsactly re-
versed from those on the original document.

For example, if the original transaction involvedebit to Cash of $100.00, and a credit to Acco&@seivable
of $50.00 and a credit to Freight Revenue of $5@#¢h, the reversing document in the new perioddvoave
a credit to Cash of $100.00 and debits to AccoRetseivable and Freight Revenue of $50.00 each.
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Source:

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

Source Description:

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

Account Group:

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

Account Group Description:

After entering a valid account group, its descaptis displayed adjacent to the Account Group fielthis de-
scription is automatically retrieved from the Acod®roups table.

General Journal screen—detail section

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

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

Dept.:

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

Description:

Thirty-character alphanumeric field. Upon enteringalid ledger account in the Account columngdiscrip-
tion is displayed. This description is retrievednfi the Ledger Account table. This is a displaydiald.

Amount:

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

Credit/Debit:

The first column under this heading is a numegtdfiwhich stores the amount being credited or ddbiflo the
right of the amount is an entry of CR or DB, inding whether the amount is a credit or debit, respely.
Both columns are system-maintained. Whether agledgcount is increased with a debit or a credistab-
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lished when you set up the Ledger Account inforaratand the computer consults that table to deternwhich
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 areofialance (if debit and credit totals are diffé¢jehe General
Ledger module will not allow the storage of docutsehat have a nonzero value in this field.

Printing General Journal Documents

After creating journal documents and copying rdagrdocuments, the next step is to print a lisththese docu-
ments. This option selects all un-posted documierttse general journal and prints out a listinghafse docu-

ments.

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

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

Posting the General Journal updates the G/L Awtiilié. Account balances are not updated untilRlost G/L Ac-
tivity to Ledger option on the Ledger End of PerMdnu is run. The Post General Journal optiorugdidated 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 changesrbdiie
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 entereaha@dified, and you are satisfied that the data entés valid, the
first phase of posting can begin.

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

Create Reversing Entries

The Begin New Period program runs a sub progranfitids all journal entries that are designated EOPand
reverses them. However this can create a timingisgor example, let's say you've opened up thig®1 but
you have not yet closed out period 12 and you heethter accrual journal entries in period 12 #fetuld automat-
ically reverse in period 01. Because you have diregened period 01 these entries will not revarg# you open
period 02. By having the Create Reversing Journali€ programs as a separate menu option, yoresanse en-
tries without opening yet another period. The paogtooks at all EOP =Y journal entries that hawtyet been
reversed and reverses them if the current periaftés the period the original journal entry wasteal to. Using our
example above it would reverse all period 12 ramgrpurnal entries into period 01 when run.

Update Batch Maintenance

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

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

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 reachatlall transactions have been entered, a new seragivities is
initiated that will be described in the next sextignd of Period Processing.

These include activating a new period and genagaiseries of reports showing how the financialtfpzsof your
company has changed as a result of the periodigtsct
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Recurring Documents Menu

Every business has transactions that take platealhr unchanged in every accounting period. Raynpents, lease
payments, service charges—even salary entries—Haeaanples. Since the documents that record ttrassac-
tions must be posted again and again, they aredcatcurring documents.”

Rather than making entries for these transactigasygperiod, Fitrix General Ledger has a file inigththis type of
transaction can be stored. The Recurring Docunidatau provides options that allow you to enter, celerint,
and copy recurring documents to the General Journal

The Recurring Documents Menu:

2 Recurring Documents

a Update Recurring Docurments

]

h Print All Recurring Documents
¢ Copy Al Recurring Documents
d Print Selected Documents
e Copy Selected Documents

T Print All Document Detail

B 08 0E R TE i

o Print Selected Daocument Detail

&
m
.
=
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Update Recurring Documents

Documents entered into the Recurring Documentsrprogre retained there permanently unless youedtiem.

Recurring Documents are maintained with the Up&aeurring Documents program on the Recurring Dociisne
Menu. The documents in this table can be copigdedseneral Journal table whenever necessarydating a
transaction of a recurring type.

Each General Journal document created by copyieguaring document is given a document date. Ardémew-
ly created documents can be changed, posted, ersexVjust like any other standard document irGeeral Jour-
nal. Changing the document in the General Jouriibhat have any effect upon the original documstiatred in the
Recurring Documents file.

The Recurring Document screen:

# Update Recurring Documents
File Edit “iew Mavigation Tools Actions Options Help

QA BRNE00ED 90

a4 6 9 @ © K’
i Find Prev Mewt Add Update Delete Browse
Select for Copying: NI [N=Mo, v=yes, d=always]
Description: [MONTHLY DEPRECIATION
EOP ReverselY/NE [N

Source: L":_E NJRN o .i .GENEHﬁL_JDUhNAL Il
Account Group: 3 J
BAocount Dept Dezcription Arnount Debit! Credil
745000000 000 CEPRECIATION EXFEMSE | 12500.00 DB
181500000 000 FURMITURE & FILTURES DEP. [ ] 3200.00.CR
182500000 000 TRANSFORTATION EQUIP.DEF. | 4000.00.CR
183500000 000 MACHINERY & OTHER EQUIF. DEP. || 5300.00 CR
|
Totals Debite|  12500.00) Credits| 12500.00| Difference| 0.00|
1of4

OV,

Recurring Document screen—header section

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

Select for Copying:

This is a single-character alphanumeric field #etepts an entry of either N (no), Y (yes), or &végys). The
default is N. Y indicates that you want the docuhterbe copied to the General Journal during the rexur-
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ring document copy. When it is copied, the Y israfed back to an N so that the document is not aatioaily
copied again with the next copying.

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

An N in this field means that the document is mob¢ duplicated during the next copy. This fieldugomati-
cally set to an N value after every copy unless Vhiue is set to A.

Description:

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

EOP Reverse(Y/N):

This one-character alphanumeric field stores aevalther of Y (yes) or N (no). Setting this flagMaesults in
the document being automatically reversed at tldeogbhe period when the Begin a New Period opigomin
(i.e., a document which reverses debit and craxtipgs is created).

Source:

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

This code is informational; it is displayed on theneral Ledger activity reports, but otherwise iasignific-
ance. The code entered must have been previoustydst up through the Update Source Document Types
tion of the Ledger Setup Menu. The Zoom featugrévided.

Source Description:

Upon entering a valid source document code in the field, the system displays its descriptiothim unla-
beled field to the right of the source documentecdthis description is retrieved from the Sourceuoent 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 fighkis de-
scription is retrieved automatically from the Acobroups program.

Recurring Document screen—detail section

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

84

Account:

Nine-digit numeric field. Stores the numbers cqumaling to the ledger accounts affected by thissiation.

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

Recurring Documents Menu



Fitrix General Ledger User Guide

Dept.:

Optional three-character alphanumeric field. Ddfatd 000. Stores a department code if you arerttapata-
lizing your expenses and income. Codes must hasqursly been set up in the Company Informatiotetab
through the Update Company Information progranhef$etup Company Menu. The Zoom feature is availabl

Description:

Thirty-character alphanumeric field. Upon enteréngalid ledger account in the Account column, gsaiption
is automatically displayed. This description igieted from the Ledger Accounts table. This isspliiy-only
field.

Amount:

Stores the amount of the transaction to be copiglet account on the current line.

Credit/Debit:

The first column under this heading is a numegtdfiwhich stores the amount being credited or ddbito the
right of the amount is an entry of CR or DB, inding whether the amount is a credit or debit, retpely.
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-maintainezicttmputer calculates the totals for you, and gldoem 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 durrent document.

Difference:

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

This program prints a report listing the documesgatiption and whether a document is marked foyiogpto the
General Journal. The description is the informasitored in the Description field in the RecurringddDments table.

Whether the report lists the document as “markeadpying” depends on the current entry in the Gdter Copy-
ing field in the Recurring Documents table, maiméai through the Update Recurring Documents program.
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Copy All Recurring Documents

This program copieall recurring documents, regardless of the curretingein the Select for Copying field in the
Recurring Documents table. Through this copyingpss, each document in the Recurring Documents isuob-
pied to the General Journal table (no change isnmthe Recurring Documents table).

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

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

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

The report produced by this program is very sintitathe Recurring Documents List report generatethb Print
All Recurring Documents program. The differencénit 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 @Qagpfield 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 theyamied again
through the Post Selected Documents program.

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

When you run this program a prompt is presenteitov you to put in a date for the documents tetaiect. If no
date is specified, the system defaults to the oudate.
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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. Theorgéjis organized by document number. Complete médion is
listed for each document reflecting the data enterethe Recurring Documents screen displayed udddate
Recurring Documents.

90 Recurring Documents Menu



Fitrix General Ledger User Guide

Print Selected Document Detall

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

uments screen displayed under Update Recurring ihents.

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

Recurring Documents Menu
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Chapter 10

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 &l of Year
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End of Period Processing Sequence

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

The following steps outline the typical End of Perprocessing sequence. Each step is discussearéendetail in
the sections following.
Posting at End of Period

e 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 Jddanahe new period (using options on Recurringcbo
uments menu) (optional)

Beginning a New Year (when new “current” period stats a new year

e 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 Rlem@nu contains options pertaining to completing pariod and

beginning a new one.

Note

All End of Period processing options are foundimnltedger End of Period menu, with the ex-
ception of the period maintenance step of loadaugiring documents, which uses options on the

Recurring Documents menu.

The Ledger End of Period Menu:

3 Ledger End of Period

(=
=

B e e T mT

a Post General Journal

b Post GiL Activity to Ledger

¢ Print GiL Activity

d Print Trial Balance

e Print Income Statement

f Print Balance Sheet

o Print Budget and Compatison
h Begin a Mew Period

i Transaction Drill Down

S Exit
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Posting General Journal Documents

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

This menu item is identical to the Post Generatidaluyprogram on the Ledger Journal Menu. Priordstipg, you
must print an edit list using the Print GeneralrdalListing 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.

96 Ledger End of Period



Fitrix General Ledger User Guide

Post G/L Activity to Ledger

This program posts the G/L Activity to the gendealger balances. A posting report is generatedirozgd 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 fronaecount number to the source documents that makieeuac-
count number’s balance.

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

2. Click OK. The selected transactions display.

# Transaction Drill Down
File Edit “Wiew Mavigation Tools Actions Help

‘OB QUPEERA ARM B00ED 0O

‘2 0 © &

Y Find Prey MNext Browse

Original Journal: |'D_E_|
Document Mumber; {2325
Description; |

Post Date: [12/16/2010 |

Aocount Dept [rescription Aot CR/DB
400000000 000 PARTS SALES [ 4580.00 C
110000000 000 (ACCOUNTS RECEMABLE | 4580.00 D

2of2

Yiew Dietail

OWR

3. Click Zoom, or press Ctrl Z to drill down own tcetlsource document.
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#& Transaction Drill Down

=)

File Edit VWiew Mavigation Tools Actions Options Help
OB O 4 BE B e B & B B O ®
“ Quit Print | OF  Cancel Cuf Copy Faste Zoom | Motes: UFields TaoDo | Wiew Detal  MNest Page Frevious Page |
% Batch Options  Loc/Lot Screen
Sales Order. | 3759 " ||CLASSIC PARTS UNLIMITEDLLOINE | ShipTor [SHIPTD
Pay Method: (&R . |[ACCOUNTS RECEMABLE | Tems|E =]
Bil-Te:[12 ] Deposit Applied: |
Invoice Date: 0241622010 7 Imvoice Stage: |PST Invoice: 2325
Ship Terms: [PREPAID |[FREIGHT PREPAID-DONOT INVOI | InvFrght?:[N |
Aulo.&pprnve?i_: Dizcount W 4 Taw: NDT.&X . Currency:i :I
'_Ap Ln Stg Item Code LIk | Quantity Frice Met Smoumnt
| 1P5T  3688760CT E2 1660.000 3.0000 45930.00
| Sub-Tatah | 43a0.00 |
Dizcountable?: Digcount; DEIEI
Taxable?; | ' Freight Amount: 000
Line Tax Code: Freight T a= Code: NDT.&:X i |
Ship Weight; | Total Tax: | 0.00]
Pic Ticket Mo | Festock Fes: ' DDD
Total Invoice: | 4330.00
1of1
D4R

Overview of End of Period Reports

TheG/L Activity report shows the total debits and credits to éadtper 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 edmtument.

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 amodatsach ac-
count for the period.

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

TheBalance Sheeshows your company’s overall financial positiorofithe 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 comymdags for the period with totals
for the previous period. They display a comparisbhudgeted year-to-date totals with actual yeaddte
totals.

Budget amounts are entered using the Update Ac&alahces option (4-c), and can be added or updatexhy
account at any time. Budget amounts are “referembg- information, used only for creating compavatreports.
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End of Period Maintenance Activities

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

Select Printer, - 001

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

Number of Copies: |1 =

" Screen pager

 Editar

& Host Printer [Lexmark? j

€ Client Printer | | [Lexmark 2]
il To: Subject:

€ Fax Mumber: ,7 r _l
 File File Name: ,7

Last process: Ready to select print option
Q PrintDirect Rep
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Beginning a New Fiscal Year

The Begin a New Period option is used to beginva figcal year.
When you run the Begin a New Period option andifp#tat the new period is the first period of awnéscal year
(by giving the new period a period number of O $ystem performs the following activities:

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

» zeroes out balances in Income Statement accoudtsasts earnings to designated Retained Earnings ac
count. A new period “00” is automatically createdhe next fiscal year for this posting.

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

Note

When you specify the new period number as 01, bethat you intend to initiate Begin a New
Year processing. Begin a New Year operations arffepeed automatically once you specify the
period as 01 and execute the Print command foBéugn a New Year posting report.
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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:

2 System Administration

¢ a Check Database Status
El b CheckDatabase Connections
e Update Databhase Statistics

m Security Reports

00 &

n Purge Activity
El z Update Batch Information

o] Exit

The following Options are available:

Check Database Status

Note

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

Check Database Status (option a). Use this opticee if the database is up and running. If theisia "Online’
then the database is up and ready for connectBimsws the current status of the database such as:

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

* Size of memory allocated.

Check Database Connections

Note

This function should only be performed by your ystAdministrator. Please contact your Fitrix
Representative for further information.
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Check Database Connections (option3fows information about the current users conneotdélte database. There
will be one line of information for each user timturrently connected to the database in thevalig format:

» Session ID

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

* Isolation Level

e Errorinfo if any.

Update Database

Note

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

Update Database Statistics (option €). Updatemthmal statistics of the database. This is dorieprove per-
formance. This should be performed on a regulaispaspecially after numerous rows of data have beleled to,
or deleted from the database. The user must hBveg2rmission.

Security Reports

This menu option (option m) allows you to printegport of current security settings (ie- who isakal to do what
with the Fitrix software).

Purge Activity

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

El h nerge Customer Activity
E—‘.. i Print Duplicate Customer Info
E | Merge Ship-To Activity

S Eit
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Merge Customer Activity - this program is useful when a company changessand you want to set up a new
customer code that reflects the new company namhétem transfer all sales history/activity to tlevcode.

# Merge Customer Activity E]@‘@

File Edit “iew Mavigation Tools Actions Help
OB Gl REK BEBEH @06
- O
o fAdd
WARMIMG: This pragramm will transfer all activity, open items, and
reference records from the old customer code to the new custamer
code and then delete the ald customer code.
Enter Old Customer Code: IEH
\CLASSIC PARTS UMLIMITED LLOING |
Enter Mew Cugtomer Code; 'I a3 IEI|
GIDEON ALL AROUND AUTO SUPPLY |
[@I k. ] [t:{ Cancel ]
IR
Enter Old Custormer Code,

Print Duplicate Customer Information - this report program will list any informationathcould not be merged
into the new customer code because it is a dupli¢air example, if old customer 12 has a ship-tted@l and new
customer 18 also has a ship-to code 01, ship-ta@1 be merged. What you will need to do in tliseis set up a
new ship-to code under customer 18 for this shigpitdress.

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

Update Batch Information

Update Batch Information (option z). See the chagiitled Batch Control Maintenance in fBetting Sarted
With Fitrix guide for information on this program.
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Sample Reports

There are many reports needed for General Leddendiag and tracking. This chapter offers
examples of the most common reports.

Administration Menu 107



Fitrix General Ledger User Guide

General Journal Edit List

# Print General Journal Listing

File Mavigate Helg

QO & <) © D

© Ouit  Statoffle Previous page Mestpage Endoffle  About

Date: 0370572010

Time: 11:E59:Z& ARC DISTRIEUTION

Description: DERPECIATION
Source: GENJEM - GENERAL JOURMNAL

Aocount Description

F45000000-000 DEPRECIATION EXPENSE
121500000-000 FUBRMNITURE & FIMTURES DEP.
122E00000-000 TRANSPORTATION EQUIP. TEP.
123500000-000 MACHINERY & OTHER EQUIFP. DEP.

Total Debits
2,000_00

[

General Journal Edit List

Batch: 244 0Owner: bettyb

Document No.: TMNASSTIGHMED User: bettyb Date: 0Z/7Z223,5Z010

Ayto Beverse: N

Total Credits
3,000.00

[

Will Ee Posted Into:
Oz /2010

[ »
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General Journal Posting Report

#& Post General Journal
File Mavigate Help

O & O o ©° <

© Quit  Statoffle  Previous page Mestpage  Endof file bout

Fa
Date: 037052010 General Journal Posting List —
Time: 1E:00:32 AEBC DISTRIEUTION Page: 1
Batch: 44 Owmer: bettybh FPosting Sequence: 43
Document No.: 54 User: bettyb Date: 0Z2/z87E010 Period Posted Into:
Description: DERFECIATION Oz /s2010
Source: GENJEN - GEMERAL JOURMAL Auto Beverse: N
Locount Description Amount
F4E000000-000 DEPRECIATION EXFPEMNEZE 3,000.00 LE
181500000-000 FURNITURE & FIXTURES DEFP. 1,000.00 CR
18z500000-000 TRANSFORTATION EQUIF. DEF. 1,z00.00 CE
183E500000-000 MACHINERY & OTHER EQUIFP. DEP. s00.00 CE
Total Debits Total Credits
3,000.00 F,.,000.00
¢ ! 3
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Chart of Accounts

4 Print Ledger Accounts
File Mavigate Help

O & O o ©° <

© Quit  Statoffle  Previous page Mestpage  Endof file bout

Date: 037052010 Ledger Lccount Listing
Time: 1Z:01:14 AEBC DISTRIEUTION Page: 1
bAocount # Description Increase with Credit?

CITERENT ASSETS

&40E5E702 TEST N
loooooaad CAZH ACCOUNT )
loooooool CAZH ACCOUNT )
lo00oooos CAZH ACCOUNT H
l0o000ooo: CAZH ACCOUNT i)
lol000000 SECONDARY BANE ACCOUNT N
Iolo0oool SECONDARY EBANE ACCOUNT N
lolooooos SECONDARY EANE ACCOUNT i)
1ol00000:2 SECOMDARY EBEANE N
10Z000000 PAYROLL BANE ACCOUNT i)
10Z000001 PAYROLL BANE ACCOUMNT i)
10zZ0000oz PATROLL BANE ACCOUMNT i)
1l0Z00000:z PATREOLL BANE AC i)

£ | b4

[
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Ledger Account Balances Report

#8 Print Ledger Account Balances

File Mavigate Help
o ® O © © <
[s -
SO Cuit  Start of file Previous page  Mest page Endoffile  About
£
Date: 03/05/2010 Ledger Account EBalances
Time: 1Z:01:50 ABC DISTRIEUTION Page: 1
Debit Credit
Period This Period Prior Activity Balance Balance
CUURRENT ASEETSE:
&405E708-000 Test: DE
Oz z010 100,00 oo
Totals: -oo .oo
100000000-000 Cash Account: DB
Oz z01l0 Z,030.00 213,254,119 .o
Totals: Z,.0z0.00 . oo
100000000-100 Cash Account: DE
Oz /z0l10 (11,536,099 _ 36) oo
Totals: oo . oo
£ ¥ v
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Account Groups Report

L BX

# Print Account Groups

File Mavigate Help
O @ O © © <
SO Cuit  Start of file Previous page  Mest page Endoffile  About
s
Date: 03052010 Account Groups
Time: lZ:0Z:45 AEBC DISTRIEUTION Page: 1 B
Aoocount Account Group Aeocount. Description
Grp Cd. Description Mumber
APWCHE ACCOUMTS PATAELE WOUCHEER 1z0000000-000 INVEMTORY
EQz000000-000 PURCHASE DISCOUNTS
ARTNWC ACCOUNTS RECEIWVAELE INVOICE llo000000-000 ACCOUNTS RECEIVAELE
400000000-000 PARTS SALES
lo0000000-000 CABH ACCOUMT
CASHAP AfP CASH DISEURZEMENT loooQoooQ-o00 CASH ACCOUNT
Z00000000-000 ACCOUNTS PAYAELE
E03000000-000 PURCHASE DISCOUNTS
CASHAR ALiR CASH BECEIPTE ll0000000-000 ACCOUNTS BRECEIVAELE
looo0oooo-000 CARH ACCOUMT
4Z0000000-000 BRETURNS AND ALLOWANCES
£ ¥ v
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Trial Balance

——
# Print Trial Balance |;JE]E‘
File Mavigate Help
9 @ 9 @ @ | <
SO Cuit  Start of file Previous page  Mest page Endoffile  About
£
R R RPN
Date: 03052010 Trial Balance BReport A1l Departments
Time: 12:03:33 ABC DISTRIEUTION Page: 1
For The Period 0f: 0Z/Z010 0240142010 to QOZFE8/Z2010
EBeginning Net Balance Balance
Aooct # Description Balance Actiwities Debits Credits
AEEETE:
CURRENT ASSETE:
E405E708-000 TEST
loo.ao -oo 100,00 oo
* 100000000-000 CASH ACCOUNT
911,2E4.19 Z,030.00 913 ,E54_19 oo
10000o000-100  CASH ACCOUNT
(1,536,099 _ 98, -0 (1,536,099 36) -no
lo0000000-z00 CASH ACCOUMNT
(3 ,3E0.00) .oo (3,3E0.00) oo
l0o00ooo0-300 CASH ACCOUNT
(100,00 .oo (100, 00) oo
l00000000-ARC CASH ACCOUNT
1.00 oo 1.00 oo
& B
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Income Statement

This sample report is the consolidated report.

== - i "' v
4 Print Income Statement (Consl.) - D]&
File Mavigate Help
Q0 Q@ < @ @ <
[ -
SO Cuit  Start of file Previous page  Mest page Endoffile  About
' FLS
Date: 03052010 Income Statement - Consolidated
Time: 1Z:04:18 AEBC DISTRIEUTION Page: 1 N
For the Period of: 1E/Z009 1E/QLS2009 Lo 1273172009
Departments: 411l Departments
Period to Date % Tear to Date %
INCOME:
400000000 PARTS SALES E,5E58_8¢& 74.0 987,147 _8%5 822
400700000 ACCESS0RBY SALES _oao | la,508.9z2 =
401000000 STEREO ZALES 1,0E5E5_0%8 13.8 104,360 72 8.7
40EZ000000 ENGINE ZALES ] u} &, 305_23 5
410000000 MNON-CLASSIFIEL» SALES . oo .o EEDQ_0E5 .o
420000000 RBETURNS AND ALLOWANCES . oo -5 {&5_E0) u}
422000000 FREIGHT CHARGE INCOME 23661 lz.2 1,012 61 1
4230000000 FINANCE CHARGE INCOME . oo u} 20,753 .59 BB
430000000 OTHER INCOME .o u} Eoo_oo u]
Total INCOME 7.,eE0_EE 1l00.0 1,201,055%_ 483 100.0
COST OF GOODSE:
Eooooooon PARTES COGE E,377.31 To.3 &4, 984 31 5.4
£ [ 3|

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.salest of sales, expenses)

» Comparative Detail - prints departmental detail for this year pendsllast 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 departateietail.
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Balance Sheet

This sample report is the consolidated report.

int Balance Sheet (Consol.)

File Mavigate Help
Q0 & < @ @ =
SO Cuit  Start of file Previous page  Mest page Endoffile  About
' ~
e B e e e e e e
Date: 03052010 EBalance Sheet - Consolidated A1l Departments
Time: 1lZ2:0&6:1Z2 AEBC DISTRIEUTION Page: 1 N
For the Period of: 0EZ/Z010 OESMLAZ0L0 Lo OZFESFEOQLD
ASEETSE
CTUTRRENT ASSETE:
64082708 TEST 100.040
* 100000000 CASH ACCOUNT (G626, E6d_ 77
10000000E CASH ACCOUNT 101,747 .69
101000000 SECOMNDARY BAWE ACCOUMT dF 945 B0
10Z000000 PAYROLL BANE ACCOUNT [1E7, 645 Ed)
103000000 MOMEY MAPKET ACCOUNT 7EO,100_00
110000000 ACCOUNTS RECEIVAELE T,B24, 71365
115000000 EMPLOYEE & OTHER RECEIVAELES EQo. oo
113000000 ALLOWANCE FOR LOUBTFUL ASR'S (2,500 00;
10000000 INVEMTORY 11,105,686 87
120000500 WORE IN PROCESS (205_07)
1E0500000 PURCHASE WARIANCE (5,774 00
1E0&00000 INVENTORY FINIZHED (2,001._40)
130000000 PREPAIL RENT Z,000.00
L4 | ¥

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.salest of sales, expenses)

» Comparative Detail - prints departmental detail for this year pendsllast 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 departateietail.
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Budget and Comparison Analysis

#& Print Consolidated

File Mavigate Help

‘9 B <) ®© © &

© Quit  Startof file  Previous page  Mestpage Endoffile  About

Date: 0370572010 Budget and Comparison Analysis-Consolidated
Time: 12:039:07 ABC DISTRIEUTION Page: 1
Aococounts: 400000000-400000000, Departments: ALL, Period PRange: 01/200% - 1z/20

Period Tear To Date
Dept . Aotual Budgeted %Change Aotual Budgeted %Change
INCOME:
400000000 Parts Sales:
287,147 .88 1,008, 00000 (1.8} 287,147._88 1,011, 00000 (2.4

Totals for INCOME:
Actual Budgeted iChange Actual Budgeted %Change

957,147.86 1,005,000.00  ¢1.8) 957,147.86 1,011,000.00 (Z.4)

[

| <
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Recurring Documents List

# Print All Recurring Documents =159
File Mavigate Help
Q0 & < @ @ e
e -
SO Cuit  Start of file Previous page  Mest page Endoffile  About
A.
Date: 03052010 Becurring Document List
Time: 12:10:3%2 AEBC DISTRIEUTION Page: 1
3 MONTHLY DEPRECIATION NOT MAREED FOR POSTING
4 MOMTHLY BANE CHARGES NOT MAREED FOR POSTING
= TEST NOT MAREEDL FOR POSTING -—
& TEST REVERSALS NOT MAPREED FOR POSTING
£ -
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Recurring Documents Detail Report

#& Print All Document Detail

File Mavigate Help

‘9 9 © © <

©OQuit | Startof file  Previous page Mest page Endoffile  ébout

Date: 03052010 Becurring Document s
Time: 12:11:15 ABC DISTRIEUTION Page: 1

Document Mumber: 3
Select for Posting? N (N=MNao, YT=yes, hA=always)
EOP rewverse: N
Description: MOMNTHLY DEPRECIATION
Bource: GENJEN

Aocount No. Description A onart

74 E000000-000 DEPRECTATION EXPENSE 1z,500.00 ©DE
l2lt00000-000 FURHITURE & FIXTURES DEP. Z,E00.00 CR
12ZE00000-000 TRANSPORTATION EQUIP. DEP. 4, 000,00 CR
183500000-000 MACHIMERY &« OTHEER EQUIP. DEP. E,200.00 CR

Document Number: 4
Select for Posting? N (N=Mo, T=vyes, A=always)
EOP rewverse: N
Description: MONTHLY BANE CHARGES
Source: GENJEN

|
i
[

| >
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G/L Activity Summary Report

48 Print Activity Summary |;JE]FZ‘
File Mavigate Help
Q0 Q@ < @ @ <
SO Cuit  Start of file Previous page  Mest page Endoffile  About
~
PR
Date: 03052010 GSL Actiwvity Summariy
Time: 12:1Z:01 AEBC DISTRIEUTION Page: 1
For the Period of: 0Z/2010 - 0DESz0L10 OFE MLAZ0L0 Lo DEZFESFEQLD
Acct.  Dpt. Description Debits Credits Net Aeotivity
100000000-000 CASH ACCOUNT
z,.,030_00 .aa Z.030.00
li00ooooo-000  ACCOUNTS RBRECEIVAELE
5,004.58 Z,000.00 3,.004.58
llo000000-200 ACCOUNTS RECEIVAELE
oo 20.00 (20.00)
li0o0oooo0-300 ACCOUNTS RECEIVAELE
] oo ]
120000000-000 TINVENTORY
ZE,371.01 3601 ZZ,335._00
1z0000000-100 INVENTORY
d455_00 449 33 1:5.0a7
181500000-000 FUBMITURE & FIKTURES DEP.
.00 1,000.00 ¢1,000.00)
18z500000-000 TRAMNSPORTATION EQUIFP. DEP.
ae Lelfos
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G/L Activity Detall Report

| >

File Mavigate Help
Q9 & (<) @ 2 | <
SO Quit | Starkof file Previous page  Mest page Endoffile | About
Date: 03/05/z010 GSL Actiwvity Detail
Time: 12:1Z:43 ARBC DISTRIEUTION Page: Z
For the Period of: 02/ 2010 - 0OE7z010 Oz 0172010 to OESER/2010
Src Doc # Date Ref Description Debits=s Credits
Begin Balance: lao._0a
l00000000-200 CASH ACCOUNT
Total Actiwity for Account: 100000000-300 oo oo
End Balance: o000
EBegin Balance: 1.00
l0000o0o0-ARC CASH ACCOUNT
Total Activity for Account: 100000000-ABC oo oo
End Balance: 1.00
Begin Balance: oo
l00000001-000 CASH ACCOUMT
Total Activity for Account: 100000001-000 oo oo
£
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G/L Activity Detail by Doc Type

& Print Activity Detail By Doc Type =13

File Mavigate Help

o © o0 o o =

“ Quit | Start of file  Previous page Mestpage Endoffile | About

I

Date: 0370572010 G/L Actiwvity Detail

Time: 1lz:15:37 ABC DISTRIBUTION Page: 1
For the Peried cf: 1E£z00% - 1Z/Z00% 1z/017E00% to 1Z/317E009

Sroc Doc # Date Def Description Debits Credits

Begin Balance: 10000

£4052708-000 TEST

Total Actiwity for Account: &405Z708-000 i) ]
End Balance: lao0.00
Begin Balance: 911,270 50
lodo0oooco-000 CASH ACCOUNT
CR 283 1241172009 ACCTTRAY 7.85
Total Actiwity for Account: 100000000-000 11
End EBEalance: 211 ,278.35
< I il
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G/L Activity to Ledger Posting List

# Post G/L Activity to Ledger =13
File Mavigate Help

® ® o ©o o <

© Quit  Statoffile  Previous page Mestpage Endoffile | About

[

Date: 0370572010 G/L Actiwvity to Ledger Posting List —
Time: LlE:1&:20 ARC DISTRIBUTION Page: 1
Posting Sequence: 134

Journal: GJ

Doc.: E4 DERPECIATION GENIEN

Date: O0EZ/E8/72010 Period: 0ES2010
74E5000000-000 DEPRECIATION EXPENSE 2,000, 00 DB
121500000-000 FUBNITURE & FIMTURES DEP. 1,000.00 CR
133500000-000 MACHINERY & OTHER EQUIP. DEP. s00. 00 CE
182500000-000 TRANSPORTATION EQUIFP. DEP. 1,z00.00 CE

End of Journal: T

Total Debits Total Credits
3,.000.00 3,.000.00
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Ledger Defaults Report

. ¥ = |
& Print Ledger Defaults =13
File Mavigate Help
Q0 (<) o 2 | <
: -
“ Quit | Start of file  Previous page Mestpage Endoffile | About
]
Date: 0370572010 Ledger Defaults =
Time: 1Z:1&6:E85 ABC DISTRIBUTION Page: 1
Der TYear Start End
Current Aocounting Period: 02 2010 Oz 0172010 - 0OFFfE8FZ2010
Default Betained Earnings Account No: 310000000
General Ledger Balanced?: T
Batch General Journal?: T
Bequire Approval to post?: N
£ ¥l
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Source Document Types Report

& Print Source Document Types =13
File Mavigate Help

® ® o ©o o <

© Quit  Statoffile  Previous page Mestpage Endoffile | About

[

Date: 0370572010 Source Document Types =
Time: 12:17:Z%9 ABC DISTRIBUTION Page: 1
Code Description =

ACTRAY ACCOUMTS PAYAELE
ACTREC LCCOUNTS BRECEIVAELE
CASHPY CASH PATMENTES
CASHEC CASH RECEIPTS
CASHSL CAZH SALES

GENTEN GENEFAL JOURNAL
OEIMP IMPORT SALES ORDERE
PATRLL PAYTROLL

SALERT SALES RETUERNE
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Company Information Report

#8 Print Company Information |Z“E|B|
File Mavigate Help

9 @ O © o <

“ Quit | Start of file  Previous page Mestpage Endoffile | About

[

Date: 0370572010 Compaty Information =
Time: 12:18:Z4 ABC DISTRIBUTION Page: 1

Conpany Name: AZBC DISTREIEUTION
Address1l: 100 SPRING BD =
Addressz:
City, State, Eip: ATLANTAL GA 30339
County:
Country: TS
Maltilewel Tax: T Tse Maltilevel Tax Groups: T

Department Code Description
ooao ADMTIN. OFFICE
loa EAST DIST. CEMTER
Z0o CENTEAL DIST. CENTER
300 WEST DIST. CEMTER
ABC AEBC LDEPT
4 ¥
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Account Number Ranges Report

# Print Account Number Ranges
File Mavigate Help

QO @ <) © 2 &

© Ouit  Startoffile  Previous page Mest page Endoffile  dAbout

| »

Date: 0Z2/0&572010 Aocount Nunber PRanges
Time: 1Z:1%:00 ABRC DISTERIBUTION Page: 1

First Current Asset Account: 100000000 CURRENT ASSETS
First Fixed Asset Account: 130000000 FIXED ASSETS
First Current Liability Account: Z00000000 CUR LIABILITIES
First Long Term Liasbility Account: 270000000 LT LIABTLITIES
First Eouity or Capital Account: 300000000 CAPITAL
First Income or Sales Aocount: 400000000 INCOME
First Cost of Goods Account: 500000000 COST OF GOODE
First Operation Expense Account: c00000000 EXPEMSIES

< | 3
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Multilevel Tax Codes

#& Print Multilevel Tax Codes
File Mavigate Help

‘9 @ O © O

© Quit  Statoffle  Previous page Mestpage Endoffle  About

[

Date: 03/05/2010 Maltilevel Tax Codes
Time: 1E:19:4Z2 ARC DISTRIEUTION Page: 1

Maultilewel Tax Code: ATLTAX
Maltilewel Tax BRate: 7.65
Descripticon: CITY OF ATLANTA TAX

Country :© US4
Province / Btate : GA

Accounts PBeceivable Account: Z10000000 ACCRUED ZSALES TAX
AR Discount Account: 210000000 ACCRUED SALES TAX

Acocounts Payable Account: &32500000 2ALES TAX EXPENSE
AP Discount Account: &32500000 ZALES TiX EXPEMSE
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Multilevel Tax Groups

#& Print Multilevel Tax Groups
File Mavigate Help

Clut  Start of file  Previous page  MNest page Endoffile | About

Fa
Date: 03/05/ 2010 Maltilewvel Tax Groups
Time: 12:z0:00 ABC DISTEREIEUTION Page: 1
Maltilewel Tax Group Code: BADTAX
Tax Group Description: TEST 4
Tax Code Description Bate Cumulative
ATLTAX CITY OF ATLANTA TaX T.68 N
COEECO COUNTY OF COEE TAX 1.40 i)
Maltilewel Tax Group Code: BADTH
Tax Group Description: TEST
Tax Code Description Rate Cumnalative
ATLTAX CITY OF ATLANTL TaX T.6E i)
< Rl
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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 datbrhis
section of the manual discusses how to use SQAhtteeginformation from the database.

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

Before you use SQL report generators or produgtiaibls, you must know how SQL itself works. Thowgpartic-
ular SQL front-end tool may differ, the basic ingtion sets should work in a similar manner. Thistion intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a wadktvays

The examples use General Ledger tables and coluim all accounting transactions eventually gméhithe

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 spedffieries in individual applications.
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SELECT Command

The SELECT statement gets information from thelada. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are calidglises since they describe a part of the oveEAIEET com-
mand. Only two of these clauses are required fgrSfpL database query. These commands or clauséstadeand
described below.

SELECT: The SELECT clause is the start of all SQL quetligis. 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 Sisleit is used to tell the system from which filetable
to take the data.

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

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

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for 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@dtabase with these six clauses. In the next gesections we
will cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:

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

Column-names refers to the names of the actuahuddor information categories created in the tabédle-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 wasee all information from a control table. Ente

SELECT * FROM st xcntrc

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

Selecting Specific Columns

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

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

The names used are those that are part of theladitanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL gqustgms provide a display of these column anck tabines.
Typically, however, you must work from printed tafulefinitions. There are SQL queries that allow i@tetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

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

Using Math in the SELECT Statement

You can also include mathematical operations wigloiar SELECT statement. The mathematical operatmsg-
nized are:

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

SELECT doc_no, anount, amount + 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, anount, anpunt * .077 FROM stgactvd

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

SELECT doc_no, anount, anount / doc_no FROM stgactvd

You can combine multiple mathematical operations ékample, you can multiply, divide, add, and saditall in
the same SELECT statement), and you may combingmgohames 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 ordeeoégence of mathematical operations.

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

Selecting Specific Rows: WHERE

The simplest selection statements show all thennddion in a file or table. However, you may onlgwto see
specific rows (records) that meet a given seledtiiteria. To make such a selection, use the WHERHse.

The format for the WHERE clause is:

VWHERE col um-nane rel ational - operator val ue

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

SELECT * FROM stgactvd WHERE orig_journal = "AP"

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

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

In composing this query, you can use any columnenamthe 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&LsE to select rows that contain certain stringepa.

The format is as follows:

WHERE col umm- name MATCHES val ue

In this case, the column name must be a charagieraolumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, canvipus query
of the general ledger activity table could haverbstated 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, wisobxi@actly the same as an = command. The real pafwer
MATCHES comes into play when you use wildcardsiid ft meaningful character string within a longeamcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagcter
? This matches any single character.

[ X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of waysetect the proper rows from a table. For exaniplthe General
Ledger detail table, there is a column that costéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactield, not a numeric field. These codes can bedmaracter string up
to three characters long. Use these codes to digledtem detail in the variety of ways detailegldwv:

SELECT * FROM stgactvd WHERE department MATCHES "1*"

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

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

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

SELECT * FROM st gactvd WHERE departnment MATCHES " 210"

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

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

This finds all rows containing department codes tiggyin with the digit 1, followed by the digitsrough 5, and
then followed by any other characters. This dodgind rows where the digits 1 through 5 do not iethiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

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

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

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

WHERE col unm_nane rel ational -operator val ue
AND col uim_nane rel ati onal - operator val ue

or

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

In the next example, the WHERE clause selects mviig in which the department code begins with tigé d and
whose document number is greater than one hunBieals in which the department code begins with 1vahdse
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document number is less than or equal to 100 areatected. Rows in which the document numberédstgr than
one hundred, but in which the department code doebegin with 1 are alswt selected.

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

In the following example, even more documents atected. All documents in which the department doelgins
with 1 are selected because they pass the fitstneaddition, all documents with numbers greétan one hundred
are selected because they pass the second test.

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

Note

Even though some documents may pass both tesygsatbenly selectednce.

Using Multiple ANDs and ORs

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

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

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesestemore and more restrictive; in order to
be selected, the row must me#tof 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 anmpunt > 1000)

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

Improper Use of AND or OR

Remember the AND and the OR are used to join camglumn_name relational-operator value phras#smwi
the WHERE clause. It isot used to join separate WHERE clauses or to joinesto a single column_name.

Correct:

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

SELECT. ..
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR department 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 diéfat wild
cards. Instead of using an asterisk to match cters@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 anelfatlowed by any combination of other charactetKE 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 ywant 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 aavalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovwgdo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE anmpunt BETWEEN 10 AND 40

I ncorrect:

SELECT... BETVEEN 10 40

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

Correct:

SELECT * FROM st gactvd WHERE anmpbunt BETWEEN 10 AND 40

I ncorrect:

SELECT... BETWEEN 40 AND 10

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

SELECT * FROM st gactvd WHERE ori g_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 i

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 umm-nane IN (list of values)

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

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

This select statement finds any rows which congd) 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 sgsor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered iro fitas had those values removed. Spaces or the zaio are
not considered NULL.

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

The syntax:

VWHERE col umm_nane |'S NULL

For example:

SELECT * FROM stgactvd WHERE department |'S NULL.

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

Using NOT

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

* MATCHES
* LIKE
« BETWEEN
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« IN
« NULL

For example, if you wanted to find all records watlralue NOT NULL in the department column, useftilew-
ing:
SELECT * FROM stgactvd WHERE department |'S NOT NULL.

finds all the rows with values in the departmentiom
SELECT * FROM st gactvd WHERE ori g_j our nal
NOT IN ("AR',"AP","GI")
selects all rows that have orig_journal codes d@inatnot equal to AR, AP, or GJ

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

selects rows whose department codes do not bethirevaapital letter

SELECT * FROM st gactvd WHERE department NOT MATCHES "1*"

selects all rows where the department code doelsagin with 1

SELECT * FROM stgactvd WHERE departnment NOT LIKE "1%

selects all rows where the department code doelsayin with 1.

Selecting From Multiple Tables

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

For example, in Fitrix General Ledger, the actitiple, stgactvd, contains the information aboghdame item that
is posted to the system. It does not contain tisechaformation about the document, such as wherag created
and a general description of the document. Thisrmétion 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 informatiouit specific line items, select columns fromhbaftthese
tables and join them together using a WHERE claosthat only the related records are selected.

The syntax for joining multiple tables is:

SELECT [t abl e- nane] . col umm- nan®, [t abl e- nane. ] col um- nane, . ..
FROM t abl e1, table2,...
WHERE t abl el. col unmm- nane=t abl e2. col urm- nane

The WHERE clause causes the SELECT statementumretly those rows where the specified columnesaich
table are identical. The table name after the SELE@tement only needs to be used when the colame mp-
pears in both tables.

In Fitrix Business, the table name must always be used because wherotumns carry matching data used for

joins, they are named identically. You can see Wwiimlumns need to be joined in the WHERE clausadiing
which columns in the two tables have the same name.
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Here is an example of a query that returns a fiswounts for the individual lines that make upamsaction, se-
lected from the general ledger activity table, glavith the corresponding document date and de&mnijoff the
transaction from the general transaction table.

SELECT st xtranr.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 W entered under the Update General Journal ofiach line
contains the document number, the document daalebcription of the transaction, and the amousteabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is redudecause
doc_no is used as a column in both tables. Theitets are identical, but you need to specify in.3@ich table
you want to use.

Also notice that we did not have to use the tahimes for doc_date, doc_desc, and amount. Thic@uke 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 stenif more tables are used, you simply extendMERE
clause to equate columns within each table.

For example, in Fitrix, there is another table thaids information about a transaction. This tasletgtranr and it
contains information such as the accounting pegindl year for the transaction. If you want to séeitiformation
for each of your activity lines, extend your quésynclude this third table.

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

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

AND stxtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbghand acct_year. No tables need to be spediietthese
columns because they occur only in the table stgt@tgtranr has been added to the FROM clauseAN2
clauses have also been duplicated to join the amdunom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramcsi all tables involved contain the same keys.tgacould have
just as easily been used. However, this may naiysvbe the case; many joins may take place on cduhat are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifgigamal and can be used in conjunction with angptiptional
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 ofdiws in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM st gactvd ORDER BY doc_no

If you want to do the same thing but select ongpacific original journal, use the following comnean

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 depamineumber, 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. Theseadlexlaggre-
gate functions because they work on a group of réMizen they are used, you do not see the individwas 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 specifiedifierows selected.
COUNT (*) Counts the number of rows retrieved by the WHERIESE.
MAX (column-name) Finds the maximum value in the column specifiedtii@ 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 thevscselected.

These aggregate functions are used like column safter the SELECT keyword. They do not subtotdésmyou
use the GROUP BY clause (explained in the nexi@gct

Correct:

SELECT sum(anmount) FROM stgactvd WHERE doc_no = 4

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

SELECT doc_no, sun{anpbunt) 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-1i st

For example:

SELECT doc_no, sun{anpbunt) FROM stgactvd
GROUP BY doc_no

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

Note

You must have a GROUP BY clause for each columecssdi.

Correct:

SELECT doc_no, acct_no, sum(anmount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In oibets,
you get the sum for document number one, for tts¢ diccount number, then the sum for document nuore for
the second account number, and so on. Yomotlget the sum for a given document number alone.

I ncorrect:

SELECT. ..
GROUP BY doc_no

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

Forms

The standard Fitrix products have been designeeté with forms manufactured by the Harland Comparhese
forms can be ordered through the Harland Compariy-880-346-5316. Sample forms are also available.

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

Screen Screen Type
Number
4GEN1 Invoice Continuous
AGENI- Invoice Continuous
530
4GENG6 Invoice Laser
AGENE- Invoice Laser
530
4GEN2 Statement Continuous
4GEN7 Statement Laser
4GENS3 Pick Ticket Continuous
4(?5?8'3_ Pick Ticket Continuous
4GENS8 Pick Ticket Laser

Forms
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Forms

4(;?(\)'8_ Pick Ticket Laser
4GENS5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
AGEN14 Ordergé;l;nrg[wled- Continuous
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 devlteepresents a category of transactions that mbss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit alitozatry to an account. The difference betweertdked 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’sioalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch unique number, up to nine digits long.
Accounts of a given type usually are grouped byaotnumber. For example, all asset accounts nbigin
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—There are three basic types of accounts: asdatjtiiaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital acto
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Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive. imdystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ajiyen
number of periods during the course of a yearafagdaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apemses in the period in which they are
earned or incurred and not in the period in whigytare received or paid. Compared to the cashadeath
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 additaytite table. For example, when you add a
new account to the account table, you are addiogveo that table.

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

Age—The number of days between the date on a partidolemment and the “aging date.” When processing an
aging report, the system prompts for the aging;dateuser determines which date to use as an agiteg (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@ashk.in a bank account is an asset, as is
accounts receivable (the money owed a busineds loystomers). Assets need not be paid for to hsidered
assets. Asset accounts are increased by a dehiteanelased by a credit.

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

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

Average Cost—Average cost is a method of calculating the costwdntory 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 blaila

Backup—In computer terms, backup refers to the proces®pying computer files. These copies are usuallgana
to diskette or tape. File backups are insurancsagsystem failure.

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

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

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

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

Blanket Release—A blanket release is a document that is a subsziarfjer blanket order. It represents a single
shipment for an order that comprises multiple skipts.

146 Glossary



Fitrix General Ledger User Guide

Capital Accounts—(Also called owners’ equity accounts.) These actotecord the difference between what is
owned (assets) and what is owed (liabilities). Taryalso called proprietorship or net worth. Gagitcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues apeémses in the period in which they are
received or paid and not in the period in whichythee earned or incurred. Compared to the accre#hod of
accounting, the cash method is less complex aed affed by smaller businesses.

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

Cash Receipts Journal—Fhe cash receipts journal is the journal into whatitcash 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 accosimicludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement Journal-This is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accountse 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 follgythe 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¢ agme products whose
revenues are recorded in sales accounts. In ottielswthese accounts record the cost of those pt®éaihich
the company sells. This cost is recorded at the tifreale. 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 vithennventory quantity-on-hand is
adjusted—in this case there is no correspondirggaapurchase of inventory.

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

Credit—The term credit can refer to two different thinggdnding on its usage. If used in reference todedg
accounts, credit refers to an entry that increaselecreases a ledger account. Some accountscagased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdapends on
the type of account involved. If used in referet@eustomer accounts, a credit refers to an aclkeagvhent of
payment. When a customer pays you, you creditdinstomer’s account. When you pay a vendor, thadeen
credits your account.

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

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

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

Current Assets—Current assets are assets that are normally usddring the operating cycle of a business
(usually one year). Cash and inventory are typmeaimples 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 paatiqubint in time. A customer’s account is summatibyg a
statement.

Glossary 147



Fitrix General Ledger User Guide

Customer Activity—Activity refers to any transaction that affects Haance of a customer or ledger account. A
summary of activity shows all transactions affegtihose balances in the current period.

Customer Aging—The customer aging shows how long any open items haen on the books and how much of a
customer’s debt falls into various aging categorldmse aging categories reflect progressively rsermus
levels of overdue payment.

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

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

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

Debit—The term debit can refer to two different thingpeieding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdscreases a ledger account. Some accountscagased by
debits while others are decreased by debits. Hokedit or debit affects the balance of an accoepedds on
the type of account involved. If used in referet@eustomer accounts, when a customer purchases diaom
you, you debit that customer’s account. When yowlpase goods from a vendor, the vendor debits your
account.

Debit Memo—If used in reference to a customer account, a aediho 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 twawmore accounts. A ledger account balance idlifference
between all debit postings to that account andratliit postings. Whether a debit or credit postingn account
increases or decreases the account balance depetits type of account.

The basic accounting equation is: assets = liagslit capital. Accounts (assets) on the left sidbd@account-
ing equation are increased with a debit. Thoséherright side (liabilities and capital) are incre@dsvith a cre-
dit. Retained earnings is a type of capital accawvenue and expense accounts are a subsetiobbarn-
ings. Revenues increase retained earnings, andiggcapital accounts are increased with a credignue ac-
counts are increased with a credit. Similarly, erggeaccounts decrease retained earnings and Gaqatalints
are decreased with a debit. Therefore, expensaiatsare increased with a debit.

Deleting a Row—Dbeleting 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 whichfit center” an account belongs to. If
you are not using profit centers, the default depant code is “000.” Refer to the entry for Pré&finters for an
example of the use of department codes to setaffi penters within a company.

Document—Transactions entered in the Fourth GeneradBigsiness system are referred to as “documents.”
Different journals (accounts receivable, accoumatgaple, for example) may be used to record differygres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderaieesa
document, that document must be in balance; thétéstotal 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 identifigclunique six-character code. Although an
employee’s name and social security number carséé o sort and view data on an employee, the smaplo
code is the key used throughout the Payroll systenmiquely 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 typeiges 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 daisiness. They are a subset of retained
earnings (a capital account). At the end of a pkoittime (usually a year) the difference betwdentotal 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 balanceagh income
and expense account is set to zero. Capital accanatdecreased with a debit. Because expensesadecr
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 adiual
stored in a table in the database.

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

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

Flat Rate—A value applied on a per-payment basis. Unlikeragrgage rate, which calculates a specified
proportion of an amount, a flat rate ignores thaecexalue of the amount, treating it as a singhaEnt to
which a single unit of the “rate” value is applifichus the “calculated” value due to a flat ratéthis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on bodrthe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploenbuyer assumes ownership of a product. FOB Smes—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewete
seller pays freight up to the FOB point and thednpays from the FOB point. Similarly, in some Imgsises the
FOB point determines who pays insurance on theastrip.

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

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

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

Income Accounts—T hese accounts are used to track revenues. Salesras, for example, are a type of income
account. They are a subset of retained earningaital account). At the end of a period of timsually a year)
the difference between the total of all income aotdalances and the total of all expense accalanbes is
calculated and that balance is transferred torretagarnings. After transferring this figure taameéd earnings,
the balance of each income and expense accoutttis zero. Capital accounts are increased witteditcand
decreased with a debit. Because revenue increapéalcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred engglapligation is
identified by a unique six-character code. Whenitikeme, deduction, or obligation is used in a plntry it
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is referred to by this code. The code provides sst@ default values and basic information requicechlculate
the income, deduction, or obligation amount.

Income Statement—T he 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 theersues and
expenses and the difference between them for agefitime. The difference between revenues anemsgs is
referred to as a net profit or a net loss.

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

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

Inventory Control (I/C)— This is the system for tracking goods stored fée s@customers, 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 idgimti a type of inventory item.

Journal—Journals are used to sequentially record busimassdctions. Each transaction consists of a delhit t
least one account and a credit to at least onte(dift) account. Journal entries are posted toeledgcounts;
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 transaciibe
most basic type of journal is the general jourhahddition there may be an accounts receivablepduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detdtcredit entries representing transactions fiatta
the account balance. A group of accounts is callextiger. The general ledger includes all accdistesl in the
chart of accounts. Subsidiary ledgers compriseetatudf the chart of accounts. The accounts reckevatiger,
for example, comprises all customer accounts. dta of all customer account balances equals tkenba in
the accounts receivable ledger account.

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

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

Open Item Customers—Statements for open item customers show each adtatpinvoice and payments are
applied to a specific invoice. In contrast, balafa&vard statements show only the transactionsaffatt the
current period. For balance forward customers, gagmare applied to the oldest invoices first.

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

Order Acknowledgment—An order acknowledgment is a hardcopy version dlas order. Order
acknowledgments may be sent to customers so thatve 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 a@lahcounts 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 incam#employer obligations, as well as the relateanting
data for the document.

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

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

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

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

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

Posting Sequence Numbers-All processes which “post” entered data into aagerarea for completed documents
have reports that feature a posting sequence nurfibese numbers are used to keep track of regatshould
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 nbtgeeived.

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

Table 2: Simple Account Chart with Two Profit Centes

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 metideafniom a vendor.

Purchasing—The purchasing system is one of seveialix modules. It provides an automated method for treck
purchases, tracking receiving, and projecting caghiirements.

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

Receivable Journal—The receivable journal is the journal into whichaadcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whested, these transactions affect the balance olatg in
the receivable ledger.

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

Retained Earnings—Retained earnings is the increase in equity thawrésulted 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 account ¥dn account table contains as many rows as there
different accounts.

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

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

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

Transaction—A transaction is an event that is recorded in twanting records. Typically, such an event invslve
the transfer of money, product, or services. Eeafsiiction entered in thsiness system is referred to as a
“document.”

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

Update—Updating a table is the process of changing rowkimwit. Whenever you change a description in the
account table, for example, you are updating awithin 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 alhgactions affecting those balances over a spegfedd of
time.

152 Glossary



Fitrix General Ledger User Guide

Vendor Aging—A vendor aging report lists outstanding vendor inee categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffeicbnt ways. In the first, an aging report can putstand-
ing vendor invoices into categories, ranging frévose currently due to those past due. With thihotgtthe ag-
ing categories reflect ever more serious levelsvetdue payment.

In the second, an aging report can arrange outistganvéndor invoices into categories, ranging frévose cur-
rently due to those that will be due in the futdrbis report is a projection of cash requiremelmshis case, the
aging categories reflect amounts due farther irfuhee.

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 vende@s you money, the vendor’s account has a tebdnce.
A vendor’s balance is the sum of all open itemsagieing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which Weedor 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 witivhich such discounts are allowed.
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