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entrée.GL Overview

This system guide is for entrée system users who have purchased and installed the optional
entrée.GL, General Ledger, add-on module.

entrée.GL Menus

Go to the Add-Ons ribbon menu is where you will g.
find the entrée.GL icon and menu.
entrée.GL

-

The entrée.GL (General Ledger) icon is activated
in the ribbon menu if you have purchased and & Manage Entries  »

installed the add-on module. =] Reports 5

[@ | File »

& Manage Entries  » Journal Entry |
|_:'.._J Reports ¢ Journal Editing
IE File r Post Entries

Post To Previous Period

Recurring Entries

Generate Recurring Entry

& Manage Entries  *+
|_:'.._:j Reports *
[B File * Update GL from AP/AR Batches

Search AP Postings
Company Maintenance
Accounts

Account Types

Account Ranges

Departrments
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entrée.GL Reports

= Flexible report formats provide i
comprehensive financial, comparative, [£] Reports g Account Types
and audit trail options. @ File D 2

&I Manage Entries  »

AR Release Journal

= Allows you to edit, and report Balance Sheet
information from multiple companies k

. : Chart of Accounts
and various periods.

General Journal
General Ledger
Income Statement
Becurring Entries

Tnal Balance

entrée.GL Account Features

¢ Allows automatic setup of a default chart of accounts.

¢ Allows posting to any periods in a two-year window.

¢ Enables you to designate custom groups of accounts for budgeting and reporting purposes.

¢ Edit and report information from multiple companies and periods.

e Account inquiries give easy access to online information for any account, including the ability to drill
down to AP detail from any posting.

¢ Enables you to designate custom groups of accounts for budgeting and reporting purposes.

¢ Open period posting allows you to post entries from any application to any period in a two year window
in detail or summary.

¢ GL Account Maintenance - To assign general ledger accounts that should be used during the
accounts receivable release process.

= Go to the System ribbon menu entrée.GL menu File drop down menu and select the Accounts
option.

entrée Closing Features
At the end of each month or period, data is transferred to the historical files, using the close period
utility.

¢ End of Day
= The End of Day utility will lock down all Invoice and Cash Receipt transactions dated on or before
the date specified. This is useful if users should not be allowed to modify key transaction beyond
the end of the business day.
= Once the transactions for a particular day have been locked no further editing will be allowed.
= You can use this utility to "lock down" transactions on a daily basis.
= There should be no users in the entrée system when this utility is being executed.

¢ Close Period

= At the end of an accounting period, or at the end of the fiscal year, you must close the period or
year. Closing calculates the net profit or loss for the period or year, updates balances, and
creates historical information.

= Closing General Ledger also allows you to remove woided journal entries and old historical records.
The GL closing process is not date driven and can only close the "current" period.

= Closing the period ensures the year to date and period to date totals for the accounts remain
current. When you close a period, current balances from expense and income accounts are
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accumulated in the net income account, and the expense and income statement account current
balances are set to zero. Thus, the net income account contains the total net income for the
period. The period to date balances for all accounts are also set to zero.

e Release to GL

= Releasing AP and AR to GL is the first step in transferring Accounts Payables and Accounts
Receivable account activity to General Ledger.

= Releasing summarizes account activity into a summary file that is used to update General Ledger
at a later time.

= Releasing AP and\or AR is actually a two-step process: acquiring the postings, and then
performing the actual release.

= You may acquire postings from, and release from, either Accounts Receivable or Accounts
Payable, or both.

= Acquisition/Release from Accounts Payable only applies if you have installed the optional
entrée.AP (Accounts Payable) add-on module.

For information on entrée Closing features see:
¢ Go to the System Ribbon Menu chapter or the entrée V4 System Guide.

Access Closing Features
e For Closing options go to the System ribbon menu.

" 1Note

The General Ledger account balances are not updated when you do a release. You need to
run the Update General Ledger process in order for updates to occur.

¢ Go to the System ribbon menu > entrée.GL menu File drop down menu and select Update GL from
AP/AR Batches.
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entrée System Online Resources
The entrée.GLSystem Guide is distributed in electronic format and is installed by default along with the
application.

¢ Users may view the entire contents of the manual from within the program by using the F1 key to
access the help system.

e A printable format (Adobe PDF) is provided for your convenience.

¢ Adobe Reader (included) is required to read this file and may also be obtained for free via the internet
using Get Adobe Reader.

1. In your browser go to the www.necs.com website and click the Support drop down menu.

2. Click and use the Customer Login to enter the secure area of the website. In this area release
upgrades are posted along with links to other support senices and documentation.

3. In the menu on the left click either the System Guides or KnowledgeBase option. On this web page
you can access to the documentation and system guides that support all our software products.

4. Click the entrée.GL option.

5. Then select entrée.GL System Guide from the list on the right. A new window will open in the
browser for the guide. From here you can choose to browse or download the guide to your computer.

" 1Note

Although it is possible to print from within the help system of the program, due to the poor
formatting results this is not recommended. NECS suggests printing from within Adobe Reader for
optimal results.

For more information related to pricing or a specific quote for your company’s needs, please contact
NECS Sales by calling 800.766.6327 or email sales@necs.com.



https://get.adobe.com/reader/
https://necs.com/index.php
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entrée.GL Product Features

The entrée.GL software is a general ledger system which integrates fully with the entrée system. It
provides you with advanced general ledger and financial reporting, designed to meet the needs of today's
food distributors. Entries can be posted to current or previous periods. Flexible report formats provide
comprehensive financial, comparative, and audit trail options.

entrée.GL Main Features

Allows posting to any periods in a three-year window.

Enables you to designate custom groups of accounts for budgeting and reporting purposes.

Allows you to consolidate, edit, and report information from multiple companies and various periods.
Easy access to any account, including the ability to drill down to AP detail from any posting.

GL Reports
= Balance Sheets

= Chart of Accounts

= File Listings of Recurring Entries, Account Groups, Types, etc.
= General Ledger

= Income Statements

= Trial Balances

= Unposted Transaction Edit Lists

Account Types

The first step in initializing the General Ledger is setting up General Ledger Account Types. Account
Types classify accounts by their accounting function, such as expenses, liabilities and assets. It also
determines whether an account appears on the Income Statement or Balance Sheet.

i ™

Class Category  |Description Seq |Lower Acct |Upper Acct |AddMod | =

A - Assets OTHER CURRENT ASSETS 0 01400 01450

_EI

A - Assets OTHER ASSETS 0 01600 01955

TS I

C-CostofSales |1 COST OF SALES 0 04100 04155

I

E- Equlty EQUITY 0 03000 03295

e = N

I-0Other Income |0 - Group

I - Other Income INCOME MISCELLANEOUS |0 |os100  os105

I-0Other Income |2 INCOME MANUFACTURER. REBATES 0 09110 09113

1 - Other Income _ INCOME FROSTY ACRES, INC n 09115 |09119

I-0Other Income |4 RECOVERY BAD DEETS 0 09200 092595

I-OtherIncome |5 [DISCOUNTS AND INTEREST EARNED | 0 |09300

I-0Other Income |6 PROVISION PROFIT/LOSS 0 09700 09800

[overimane 71— hermeove 0 a0 oss |

L- Llablhty' 0 - Group LIABILITY ==

T =

L - Liability ACCOUNTS PAYABLE 0 02000 02015

Special File Dperations

Delate C Delete &)l Initialize

Each account type has a class, a category, a description, a sequence number, a lower account number
and an upper account number. The lower and upper account numbers are the account type range.
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Class
The Class determines whether the account will appear on the income statement or balance sheet.
Possible Class designations include:
= Assets
= Cost of Sales
= Equity
= Liability
= Other Income
= Sales
= Taxes
= Expenses
= Report Labels (for reporting purposes only) Category. The Category allows you to create
subtypes within each class. You can have up to 9 categories per class, excluding the
Total and Group categories which are used solely for reporting purposes.

Sequence
The Sequence Number changes the order of account types when they are printed on reports.

Account Maintenance

When defining your Chart of Accounts, each account and corresponding departments are defined on this
screen. An account has a 5 digit account number, and an optional 3 digit Department, in the format
“99999-999”.

== GL Account Maintenance - Period 01 o ke
Account
Mumber 01 000 ] L4 Term Class Current -
Type A1 - CASH Asset Type Cash -
Description  PETTY CASH Ratio Group 10 Cash Accounts -
Status Code  Active - Cash Flows Code €00 Cash Balance -
Fund Source
Budgeting Balances Special File Operations
4 - Manual - |
e PTD Postings - Intialize |
| i
Start Amount : YTD Postings 0.00
Percentage \EUdQ&I
? I Current Balance 0.0o0
Reference Account Auta Distribution
Tof273 | » " | fdd | | Delete oK Close Apple
| - — )

£ INote
= A department of “000” is reserved for “‘Summary Accounts’ which are created

automatically when departments are enabled. Summary accounts consolidate information for an account
group, and are used for reporting purposes only.

A “Term Class’ can be defined which is only associated with asset and liability type accounts. They
allow the Balance Sheet to segregate accounts as either “current” or “long term”.

Budgeting and Auto Distribution can also be defined per account.
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Auto Distribution

Automatic distribution allows you
to distribute a journal entry
amount for a particular account to
pre-determined accounts with
pre-determined percentages.

= INote
= The total percent of

all the distribution accounts must
be 100.

Budgeting

Budgeting allows you to enter
amounts for any period for the
current year, as well as the
previous year.

You can define the budget
amount for the current year and
the system will track the current
balance, the period-to-date
postings, this year's balance,
last year’s budget and last
year’s balance.

GL Distribution

13

Account
Mumber 11010- CASH OM HAMD
Current Balance -54.35
PTD Postings -54.35
MHumber | Account IF'eru:ent |
0 11030- > 00
02 18030- 7500
. 0.00
o 0.00
o n.ao
b 000
0 n.ao
b 0.00
L n.ao
10 0.0o0

ak. | Cancel

GL Budget
Account

e 11010-  CASH OWN HAND

Current Balance -54.35

FTD Postings -54.35

This ear This Year Last Year Last Year
Period Budget Balance Budget Balance
uj} 100500 0.00 a 0.00
02 75375 0.00 1] 0.00
03 BES31 0.00 a 0.00
04 42338 0.00 1] 0.00
05 738 0.00 1] 0.00
0E 23848 0.00 a 0.0o
07 17886 0.00 ] 0.00
0s 13414 0.00 a 0.0o
03 10080 0.00 a 0.00
10 7545 0.00 1] 0.00
11 BESS 0.00 a 0.00
12 4244 0.00 1] 0.00
13 i] 0.00 a 0.00
This Vear Tatal 383258 Last Year Tatal o

Ok . Cancel
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Create Journal Entries

The journal is the record keeping device in which you record transactions. It is a chronological record of
transactions, where each individual transaction is called a “journal entry”. A “journal entry” is a list of
the accounts and the amounts posted to each account within the entry.

e N
<= GL Create Journal Entries - Periud“ E@g

Entry
Number 00000 Date 04/15/14
Reference  Contributions Auto Reverse N -

Description  local charity contributions

Account |Account Description |Detai| Description |Amount -
08620- CONTRIBUTIONS Donation Lite League team shirts 455.00
| R 0
|
[
[ =
|
|
Balance 0.00
“NewDetail | I Delete Detal ] i eTo
Print Entries [ Void ] [ Post ] Add Entry [ oK ] [ Cancel ] [ Apply ]

== E—  ——— =l

Prior to the Journal Entry window being opened, you will be allowed to enter a batch amount for the
session. The batch amount allows you to verify journal entries by comparing the batch amount to the
total debits of the journal entries.

A balanced entry has at least two detail items. The sum of all the debits and the sum of all the credits
must cancel each other out for an entry to be balanced. Only balanced entries are allowed to be posted.

Search Postings

The “Search Postings’ feature helps you quickly locate journal entry information posted to your General
Ledger.
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Contact NECS

v .
entree .

SOFTWARE FOR FOOD DISTRIBUTORS

e Please visit our website at www.necs.com to learn about our other add-on modules,
products and services.

e Contact our NECS Sales Department at sales@necs.com for more information.

e Contact the Tech Support Department at tech@necs.com for assistance.

¢ For information about current NECS software training classes use this link:
necs.com/training.php

NECS, Inc.
322 East Main Street, Third Floor
Branford, CT 06405

Office Hours: Monday - Friday from 8:30AM EST - 5:30PM EST

Toll Free: 800.766.6327 (NECS) Phone:475.221.8200 Fax: 203.208.0889



https://necs.com/index.php
mailto:sales@necs.com
mailto:tech@necs.com
https://necs.com/training.php
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License Agreement

NECS entrée V4 SQL and RELATED ADD-ON MODULES
SOFTWARE END USER LICENSE AGREEMENT

THIS SOFTWARE END USER LICENSE AGREEMENT (“THIS AGREEMENT”) IS A LEGAL AND
BINDING AGREEMENT BETWEEN YOUR COMPANY (LICENSEE) AND NECS, INC., A
CONNECTICUT "CLASS C" CORPORATION WITH ITS OFFICE LOCATED AT 322 EAST MAIN
STREET, 3RD FLOOR, BRANFORD, CT 06405 (NECS).

THIS AGREEMENT GIVES YOU THE RIGHT TO USE entrée V4 SQL (THE “SOFTWARE”). BY
DOWNLOADING, INSTALLING OR OTHERWISE USING THE SOFTWARE, YOU ACCEPT AND
AGREE TO BE BOUND BY ALL OF THE TERMS AND CONDITIONS OF THIS AGREEMENT. IF YOU
DO NOT AGREE TO THESE TERMS AND CONDITIONS, DO NOT DOWNLOAD, INSTALL OR
OTHERWISE USE THE SOFTWARE.

1.

Grant of License. This Agreement grants you a non-exclusive, nontransferable, non-sub licensable
license to install and use one (1) copy of the specified version of the Software to be installed on your
server and designated workstations based upon the user license count purchased.

. Ownership. The Software is licensed and not sold to you. This Agreement grants you only the right to

use the Software, but you do not acquire any rights, express or implied, in the Software other than
those specified in this Agreement. NECS retains all rights, title, and ownership to the Software,
including all patents, copyrights, trade secrets, and other intellectual property rights incorporated
therein. The Software is protected by copyright laws, international treaty provisions, and other
intellectual property laws. Therefore, other than as expressly set forth herein, you may not copy the
Software without prior written authorization of NECS, except that you may make one (1) copy of the
Software for your back-up purposes only. You may not edit any printed or electronic materials
accompanying the Software.

. License Restrictions. Except as provided otherwise herein, you shall not rent, lease, sublicense,

sell, assign, loan, or otherwise transfer the Software. You shall not, and you shall not permit any third
party, to reverse engineer, decompile, or disassemble the Software. You may not remove or destroy
any product identification, copyright notices, or other proprietary markings or restrictions from the
Software. You may not modify or adapt the Software, merge the Software into another program or
create derivative works based upon the Software. You may not copy the Software onto a greater
number of workstations than your purchased user license count.

. Termination. This Agreement shall be effective upon installation or first use of the Software and shall

terminate (i) at the discretion of NECS, due to your failure to comply with any term of this Agreement;
(i) failure to pay Software Maintenance fees; or (jii) upon destruction of all copies of the Software and
related materials provided to you by NECS hereunder. NECS rights and your obligations shall sunive
the termination of this Agreement.

. Upgrades. NECS may, at its sole option, make upgrades to the Software available by general posting

on a website or by any other means or methods. Such upgrades may be made available pursuant to
the terms of this Agreement or the release of such upgrades to you may be subject to your
acceptance of another agreement.

. Support Services. Your license for the Software does not include any technical or other support

("Support Senices") for the Software. Support Senices are provided through a separate, paid
agreement known as the "NECS Software Maintenance Agreement". Your continued use of the
Software requires that you both maintain a current Software Maintenance Agreement with NECS and
that you be current on the scheduled payments which are specified in that Agreement. Per Section 4
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abowe, failure to comply with this requirement can result in termination of your license to use the
Software.

7. Limited Software Warranty. The Software, Software maintenance senices and Software updates,
are provided "AS IS", without warranty of any kind, expressed or implied, including but not limited to,
the implied warranties of merchantability, or fitness for a particular purpose. NECS does not warrant
that the functions contained in this Software will be uninterrupted or error-free. The entire risk as to the
quality and performance of the Software is with the Licensee. SHOULD THE SOFTWARE PROVIDED
BE DEFECTIVE, YOU (NOT NECS) ASSUME THE ENTIRE COST OF ALL-NECESSARY
SERVICING, REPAIR, OR CORRECTION. WHILE EVERY PRECAUTION HAS BEEN TAKEN IN
THE PREPARATION OF THIS SOFTWARE, NECS ASSUMES NO RESPONSIBILITY FOR
ERRORS OR OMISSIONS, OR FOR DAMAGES RESULTING FROM ITS USE OR MISUSE. IN NO
EVENT SHALL NECS BE LIABLE FOR ANY LOSS OF PROFIT OR ANY OTHER COMMERCIAL
DAMAGE CAUSED OR ALLEGED TO HAVE BEEN CAUSED DIRECTLY OR INDIRECTLY BY THIS
SOFTWARE. IN NO EVENT WILL NECS BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING
ANY LOST PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES
ARISING OUT OF THE USE OR INABILITY TO USE THE SOFTWARE EVEN IF NECS
AUTHORIZED REPRESENTATIVE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES, OR FOR ANY CLAIM BY ANY OTHER PARTY.

8. Notwithstanding the foregoing, NECS IS NOT LIABLE TO LICENSEE FOR ANY DAMAGES,
INCLUDING COMPENSATORY, SPECIAL, INCIDENTAL, EXEMPLARY, PUNITIVE, OR
CONSEQUENTIAL DAMAGES, CONNECTED WITH OR RESULTING FROM THIS LICENSE
AGREEMENT OR LICENSEE'S USE OF THIS SOFTWARE.

9. Licensee agrees to defend and indemnify NECS and hold NECS harmless from all claims, losses,
damages, complaints, or expenses connected with or resulting from Licensee's business operations.

10. Refund Policy. We have a no refund policy on the Software and related software modules. We do
this because we offer free, fully functional demonstration versions which allow you to use the
Software before your decision to purchase. These demonstration versions allow you to trial test the
Software risk-free. Also our software is provided without any copy restrictions, meaning that once it
is installed, NECS has no means to ensure it is no longer being used.

11. Governing law. This License Agreement is governed by the law of the State of Connecticut
applicable to Connecticut contracts.

This document covers system features of entrée V4 SQL. No part of this document may be reproduced in any
form or by any means - graphic, electronic, or mechanical, including photocopying, recording, taping, or
information storage and retrieval systems - without the written permission of NECS, Inc.

Updated September 2016

© 2013 NECS, Inc. All Rights Reserved.
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Legal Notices
Information in this document is subject to change without notice. Complying with all applicable copyright
laws is the responsibility of the end user. Without limiting the rights under copyright, no part of this
document may be reproduced without the express written consent of NECS, Inc.

NECS, Inc. may have patents, patent applications, trademarks, or copyrights covering subject matter in
this document. Except as expressly provided in any written license agreement from NECS, the
furnishing of this document does not give you any license to these patents, trademarks, or copyrights.

© 2000 - 2020 NECS, Inc. All Rights Resenrved.

entrée and NECS Food Distributing System are trademarks of NECS, Inc. in the United States and/or
other countries.

Microsoft, Windows, Windows NT, Windows 2000, Windows ME, Windows XP, Windows 7, Windows 8,
Windows Vista and Internet Explorer are either registered trademarks or trademarks of the Microsoft
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System Requirements

entrée.GL is an add-on module and requires entrée V4.
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Please review the minimum hardware requirements to ensure your computer network is ready for the

upgrade.
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6.1

GL Company Maintenance

General Ledger is the heart of the accounting system. General Ledger provides the means for
maintaining financial records, and creating financial reports and statements. General Ledger shares
information with Accounts Payable and Accounts Receivable to create an integrated accounting system.
You start by completing the information for the General Ledger company that was created during the
installation process, and then create a chart of accounts.

Once you have a chart of accounts, you can manually create journal entries and post them to General
Ledger. Posting affects the account balances, thereby updating information about your company's
financial position. Periodically, you generate balance sheets and income statements that allow you to
review your company's financial status.

At the end of each accounting period and fiscal year, you can close the period or year in order to
maintain accurate information about that period. You can also generate a variety of reports useful for
reviewing account information, and identifying trends in account activity.

Access

Go to the Add-Ons ribbon menu.
Select the entrée.GL drop down menu.
Select the File drop down menu.

Ao DN~

Select the Company Maintenance option.

= (3| Company Maintenance

Default Accounts
Allow Departments Met Income e - p
Departmentalize Income'Earnings Retained Earnings | - - B
Suspense |EI3255- - p|
Starting Period 01 Date of the Last Period Close I
Order Reports by Sequence Mumber - Date of the Last Year Close I
Mext Journal Entry Mumber 1 AP Posting Cutoff Date I
oK | | Cancel

Options & Buttons

OK Button
Clicking the "OK" button will save any pending changes to the company file and close the General
Ledger Maintenance window. You will be taken back to the Main Menu after clicking this button.

Close Button
Clicking the "Close" button will discard any pending changes to the company file and close the General
Ledger Maintenance window. You will be taken back to the Main Menu after clicking this button.

Apply Button
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6.2

6.3

Clicking the "Apply" button will save any pending changes to the company file. This button is useful if
you want to save pending changes, but not exit out of the General Ledger Maintenance window.

Starting Period: Set the number for the starting period.
Order Reports by: Choose how you would like reports ordered.

= Sequence Number - The sequence number can be any number from 000 to 999. The sequence
number changes the order of account types, and the accounts within account types, when they
are printed on reports.

= Type + Sequence Number - Accounts types are printed in order of the account type itself (A1,
A2, E1, L1,..Etc.). The sequence number allows you to alter the printing sequence.

Next Journal Entry Number: Indicates the number of the next journal entry.

Departments

Allow Departments
If you want to allow departments as part of your account numbers, check this field.

¢ When departments are allowed accounts will consist of two fields, the five-digit account number and
the optional three-digit department.

e When departments are not allowed, accounts will consist of only the five-digit account number. Once
this field is checked and saved, it cannot be de-selected. See GL Account Maintenance for more
information about accounts.

Departmentalize Income/Earnings
If you want to calculate net income and retained earnings separately for each department at period and
year close check this field. This option is only available when departments are allowed.

¢ When this option is not checked, net income is accumulated in a single Net Income account at period
close, and net income from that single Net Income account is transferred to a single Retained
Earnings account at year close.

¢ When this option is checked, net income is calculated by department, so at period close, General
Ledger requires a separate Net Income account for each department. At year close, a separate
Retained Earnings account is required for each department

" 1Note

When setting up General Ledger for the first time, you should set-up and save everything
except the Default Accounts, then create a chart of accounts, then come back into General Ledger
Company Maintenance and initialize the Default Accounts.

ﬁ Caution once you turn on Departments you cannot go back.

Default Accounts

Net Income Account
Enter the equity account you want to use as the posting account for net income (profit and losses) for
each period. The Net Income account number should be different from the Retained Earnings account
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number. If you do not know the account number, you can click the D search button or press the F5
key to display the General Ledger Account Search screen. Since only equity accounts are allowed, the
search screen will display only equity accounts. When you close a period, balances from expense and
income accounts are transferred and accumulated in the net income account, and the expense and
income account balances are set to zero. Thus, the net income account contains the total net income
for the period.

' .
Q Caution You should not post manual journal entries to this account. This will ensure that
your net income account balances will be accurate.

Retained Earnings Account
Enter the equity account you want to use as the posting account for net income for each year. The
Retained Earnings account number should be different from the Net Income account number. If you do

not know the account number, you can click the L~ | search button or press the F5 key to display the
General Ledger Account Search screen. Since only equity accounts are allowed, the search screen will
display only equity accounts.

When you close the year, the balances from the net income account are transferred to the retained
earnings account, and the balance for the net income account is set to zero. Thus, the retained earnings
account contains the total net income for the year.

,\_\ .
.3 Caution You should not post manual journal entries to this account. This will ensure
that your retained earnings balances will be accurate.

Suspense Account
Enter the account you want to use as the posting account for journal entries whose account does not
exist in the General Ledger chart of accounts. If you do not know the account number, you can click the

L~ | search button or press the F5 key to display the General Ledger Account Search screen. Any
General Ledger account may be selected but it is recommended that an equity account be used. For
more information about the suspense account, see the Updating General Ledger chapter.

e When you Release Accounts Payable the default suspense account comes from the default account
set up in Company Maintenance.

—Releaze from Accounts Papabl

Start Date 91401405
e 01431408
Suzpense Account 39335- L/_

e When you close the period or year, the default accounts come from the settings in Company
Maintenance.
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6.4

6.5

¥| Close General Ledger - Period 01

Cloze — R@‘ 1 11v] Delete Histary 1 (AP Cut OFf Date 1 CAccounts ;
Met Income | 31020

: : Priar ta the curment pear Calculated  01/31/06 L]
Pl Priar to the beginning of the closing perind [
Period and Year | ke e e Retained | 31030-
Frior to the beginning of last year E arnings (|

V3 Company Information

ntrée V3 Onl
Name
This field is informational only and cannot be edited. This is the name of the registered entrée General
Ledger Company.

GL Link Company
This field is informational only and cannot be edited. This field is the GL Link Company number set up in
System Preferences under the General tab.

Address 1 and Address 2
Here you can enter up to two lines of the company's address. Each line can be up to 35 characters in
length.

City, State, and ZIP
The city, state, and Zip Code where the company is located are defined here. There are a total of 35
characters available for this field.

Phone
Enter the area code and 7 digit phone number for your company.

V3 Data File Location

ntrée V3 Onl
Path to GL Files
Enter the drive letter and path of the directory in which the entrée General Ledger data files are located.
Remember to include the trailing backslash (\).

If you are unsure of the file locations, click the "Browse" button to the right of the text entry box. A
window will open allowing you to locate the drive and the folder.

Share Name
This is the name of the shared resource for the General Ledger data files. Click the drop-down menu
button and select the share name. See the entrée installation guide for more information.
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GL Account Types

Setting up General Ledger Accounts Types is the first step in initializing entrée.GL the General Ledger
add-on module. Account types classify accounts by their accounting function, such as Expenses,
Liabilities, and Assets, and the account type determines whether an account appears on the income
statement or the balance sheet.

The General Ledger chart of accounts is a list of accounts, where each account is of a particular account
type. Therefore, before you create accounts, you must create account types. Account types allow you to
categorize accounts by accounting function, and the account type determines whether an account
appears on the income statement or the balance sheet.

Access

Go to the Add-Ons ribbon menu.
Select the entrée.GL drop down menu.
Go to the File drop down menu.

Select Account Types.

o M o Dbd =

The window grid will be initialized with all your existing GL account types.

f B}

01320
0 01400 01430

01495 01595

5] OTHER. ASSETS 0 01600 01995

C - Cost of 5ales ---

C-CostofSales |1 COST OF SALES 0 |04100 04195

E - Equity EQUITY 0 (03000 03295

E - Equity _ MET INCOME 03300

1 - Other Income |0 - Group

I - Other Income Il'll OME MISCELLANEOUS ng 100 05105

I - Other Income INCOME MANUFACTURER REBATES 0 09110 09113
- INCOME FROSTY ACRES, INC
1-Other Income 4 RECOVERY BAD DEBTS 0 09200 09295
_ DISCOUNTS AND INTEREST EARNED
I - Other Income PROVISION PROFIT/LOSS 0 09700 09800

L- Llablllty 0- Group =========|[ABll[[Y=================

L - Liability ACCOUNTS PAYABLE 0 02000 02015

Special File Operations

| Delete | ’ Add ] ’ LClaze ] [ Delete Al l | Initialize |
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71

7.2

GL Account Type Controls

Add Button
Clicking the "Add" button will insert a new account type into the account type file. For more information
on adding account types see the corresponding section below.

Delete Button

Clicking the "Delete" button will delete from the account type file the account type currently highlighted in
the grid. This button will only be enabled when there are no accounts that fall within the account type
range. Furthermore, since reserved account types cannot be deleted, this button will be disabled when a
reserved account type is highlighted.

Note: If you want to delete an account type that has accounts within its' range, you must either delete all
the accounts within the range, or change some other account type ranges so that the accounts are
assigned to a different account type.

Cancel/Close Button
Clicking the "Cancel" button will allow you to cancel changes you're making to an existing account type,
or cancel the addition of a new account type.

Clicking the "Close" button will close the Account Type window, and then take you back to the Main
Menu.

Special File Operations
When you're first setting up General Ledger, it may be useful to use account types that have already
been set up, and then modify those that you want to retain and delete those that are not needed.

= Delete All - Click to delete every account type in the account type file, so long as no GL account
falls within range of any account type. If an account falls within range of any account type, you will
be asked if you want to see a list of all those accounts.

= |nitialize - Click to automatically create a set of account types by either copying the account
types from an existing account type file of a different GL Company, or by generating a set of
predefined default account types. If you click this button, the Create Account Types sub-window
will be displayed. For more information on the Create Account Types sub-window, see the
corresponding section below. To see a list of the predefined account types, see the section
below, Default Account Types.

Create Account Types Sub-window

For Multi-Company Operations

Select the Source of Account Types:
= Default Account Types Radio Button - Clicking the "Default Account Types" radio button will
select predefined default account types as the source for the new account types. The default
account types are listed below under Default Account Types.

= GL Account Type File Radio Button - Clicking the "GL Account Types File" radio button will
allow you to select a company as the source for the new account types.

Select a Company as a source for account types
Click the drop down button and choose the company from the list to use as the source for the new
account types.

Generate Accounts without Departments Button
Clicking this option will create the account types without Departments.
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Generate Accounts with Departments Button
Clicking this option will create the account types with Departments.

Generate Account Types Button
Clicking the "Generate Account Types" button will create the account types, and close the create
account types sub-window.

Cancel Button
Clicking the "Cancel" button will close the create account types sub-window, without creating any
account types.

Select Source of Account Tepe

et Default Accourt Topes!

{1 GL Account Types File

select 8 company 8s & source for the account types

[ 1|
- s
1 - b

I Eenerate Accounts without Departments l

I Generate Accounts with Departments l

I Generate Account Types

Cancel |
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7.3

Adding an Account Type

Each account type consists of a class, a category, a description, a sequence number, a lower account
number, and an upper account number. The lower and upper account numbers constitute the account
type range.

When you want to add an account type click the Add button. The grid will display drop down menus and
controls that will allow you to initialize the new account type.

£ — ™
== GL Account Type Maintenance - Period 01 | = | E Y |

Class |Category IDescriph'on |5eq |Lower Acct IUpper Acct |ﬁ.ddﬂ¢'lod -
L - Liability i MNOTES PAYAELE 0 02025 02049

ACCOUNTS PAYABLE

L - Liability 4 EMPLOYEE DEDUCTIONS PAYAELE 0 02265 02295

5 - Sales 0 - Group

5 - Sales SALES 0 04000 04095

T -Taxes Group ============[ANES================

T-Taxes TAXES WITHHOLDING 0 02200 02250

TAXES INCOME 0 |02352 02385

0 |05000 05935

0 07000 07935

0 |08600 08605

0 |08500 08505
a a 0

L

4

Special File Dperations

Delete

dd | ’ Lancel Delete &)l | | Initialize

Class
The class determines whether an account within that class will appear on the income statement or on
the balance sheet. The class describes the accounting function of any account that falls within that

class.

Click the drop down button and choose

the class for this new account type. C - Cost of Sales
E - Equity
L - Liabilit
There are eight classes excluding [ - m‘ﬁelrﬁmme
class "Z", which is used solely for 5-Sales
reporting purposes. T-Taves
* - Evpenzes
£ - Report Labels
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Category
The category allows you to create subtypes within each class. You can have up to nine categories per
class. Click the drop down button and choose the category for this new account type.

There are nine categories, excluding Total and Group, which are used solely for reporting purposes.

e Example You can sub-divide Liabilities into two account types, L1 - Current Liabilities, and L2 -
Long-Term Liabilities. If all Liabilities fall under one account type, you might simply label that account
type L1 - Liabilities.

" 1Note

Account types with a class of "Z', or with a category of "0" or "T", are reserved types for
group and total labels, and report headings on reports.These reserved account types have neither a
sequence number, nor an account range.

Description
Here you can enter an account type description up to 35 characters long, such as "Current Assets". This
field may be left blank.

Sequence

The sequence number can be any number from 000 to 999. The sequence number changes the order of
account types, and therefore the accounts within the account types, when they are printed on reports.
Usually, accounts types are printed in order of the account type itself (A1, A2, E1, L1,..Etc.). The
sequence number allows you to alter the printing sequence. Simply enter a "1" to maintain the order
determined by the account type itself.

Lower Account
The lower account number represents the lowest account number that can fall within the account type.
Only the account major portion of the account number is considered.

Upper Account

The upper account number represents the highest account number that can fall within the account type.
Only the account major portion of the account number is considered.

There exist several constraints on the account range that must be met when editing.

= The lower account number must be less than the upper account number.

= Neither the lower nor the upper account number can overlap into another account type range.

= Both the lower and upper account numbers must be five digits long, in the range of numbers from
00001 to 99999 inclusive.

" 1Note

¢ Reserved account types hawve neither a sequence number, nor an account range.
¢ A new account type is automatically saved to the account type file when you tab off the Upper
Account field.
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7.4

@ ™y
B GL Account Type Manersie - Pened 01 [E= e

ACCOUNTS RECEIVAELE 0 01200 01295

QOTHER CURRENT ASSETS 0 01400 01430

T

OTHER. ASSETS 0 01600 01995

C -Costof Sales |0 - Group C( OF SALES ---

C-CostofSales |1 COST OF SALES 0 04100 04185

E- EqL.uty EQUl‘I’Y 0 (03000 03295

1 - Other Income |0 - Group

I - Other Income II'-ll OME MISCELLANEOUS ng 100 05105

I - Other Income INCOME MANUFACTURER REBATES 0 |05110 09113

I - Other Income Ir-l-:DME FROSTY ACRES, INC ng 115

I-Other Income |4 RECCOWVERY BAD DEETS 0 05200 09295

I - Other Income _ DISCOUNTS AND INTEREST EARNED

I - Other Income PROVISION PROFIT/LOSS 0 05700 09800
I - Other Income MET INCOME 09600 09695

I-Other Income |8 NANCE CHARGE INC 0 08125  [08130  |add

Special File Operations

’ Delete ] A C [ Delete Al l | Initialize |

Editing an Account Type

Once an account type has been created and saved, only its' description and sequence may be changed
in the GL Account Type Maintenance window.

¢ To change the range of an account type, you must open the entrée.GL > File > Account Ranges
window.

¢ To change an account type description, you can use one of the following commands.

Keyboard Scroll to the account type you want to edit and press the Enter key.
Context Menu Double left click the grid on the account type you want to edit.

Note
@ Changes to an existing account type are automatically saved to the account type file when
you tab off the Sequence field.




entrée.GL - General Ledger System Guide

Default Account Types List

Type Description Seq Lower Upper
A0 ============ Assets ============

A1 Current Assets 1 11000 11999
A2 Fixed Assets 1 18000 18999
A3 Other Assets 1 19000 19999
AT Total Assets

Cco ==== Cost of Goods Sold ====

C1 Cost of Sales 1 51000 59999
CT Total Cost of Sales

EO ============ Equity ============

E1 Posted Equity 1 31000 39999
ET Total Equity

10 ===== QOther Income ====

11 Other Income 1 81000 81999
IT Total Other Income

LO ========= Ljabilities ==========

L1 Current Liabilities 1 20000 23999
L2 Long Term Liabilities 1 29000 29999
LT Total Liabilities

SO ======== Sales ========

S1 Sales 1 41000 41999
ST Total Sales

TO ======== Taxes ========

™ Taxes 1 91000 99999
TT Total Taxes

X0 ======= EXpenses ======

X1 Operating Expenses 1 71000 79999

XT Total Expenses
Z0 Balance Sheet

Z1 Net Income for Current Period
22 Total Liabilities and Equity
Z5 Income Statement

Z6 Gross Margin

Va4 Gross Income Before Taxes

Z8 Net Income After Taxes
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GL Account Range Maintenance

After you have created the GL Account Types needed for your chart of accounts, you can modify the
ranges of the account types. This allows you to change an account from one type to another, or expand

the range of an account type to include other accounts.

Each account type consists of a description, a lower account number, and an upper account number.

The lower and upper account numbers constitute the account type range.

Once the Account Types have been created, you can modify their ranges using this window. Reserved
account types are not displayed in this window, since reserved types have no account range.

Access

entrée V3 Use menu path:Accounting > General Ledger > Manage Accounts > Account

Ranges.

entrée V4 SQL

1. Go to the Add-Ons ribbon menu.

Select the entrée.GL drop down menu.

2
3. Select the File drop down menu.
4

Select the Account Range option.

When the window opens the
grid will be initialized with all
existing non-reserved
account types.

Resenved types will not be
displayed, since they have
no account range.

Controls
OK Button

Clicking the "OK" button will save any pending changes to the account type file and close the GL
Account Type Range Maintenance window. You will be taken back to the Main Menu after clicking this

button.

== GL Type Range - Peried 01

=HEEA X

Type |Description

|Lower Acct |Upper Acct] ~

A5

FIXED ASSETS

01495

A6 OTHER ASSETS 01600
C1 |COST OF SALES 04100
E1  EQUITY 03000
E2 |NET INCOME 03300
11 INCOME MISCELLANEOUS 09100
12 |INCOME MANUFACTURER REBATES 09110
(| I3 INCOME FROSTY ACRES, INC 09115
|| |14 REcOVERYBaD DEETS 09200
I5  DISCOUNTS AND INTEREST EARNED 09300
16 |PROVISION PROFIT/LOSS 09700
| 7 nermcove 09600
I8 |FINANCE CHARGE INCOME 03100
L1 [NOTES PAYABLE |oz025
L3 | ACCOUNTS PAYABLE 02000
L4  EMPLOYEE DEDUCTIONS PAYABLE 02265
S1 |SALES 04000
| 52 mcomETAXES 09500
T1 TAXES 08510
T2 TAXES WITHHOLDING 02200
l Ok J I LCancel ‘ I Apply

01595
01995
04195
03295
03335
02105
02113
02119
09295
02400
02800
02695
08195

|n2048
02015
02295
04095
02550
08595
02250

m
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8.1

Cancel/Close Button
Clicking the "Cancel" button will discard any pending changes to the account type file and reload the grid
with the original account types.

Clicking the "Close" button will close the GL Account Type Range Maintenance window. You will be
taken back to the Main Menu after clicking this button.

Apply Button

Clicking the "Apply" button will save any pending changes to the account type file. This button is useful if
you want to save pending changes, but not exit out of the GL Account Type Range Maintenance window.
Each account type consists of a description, a lower account number, and an upper account number.
The lower and upper account numbers constitute the account type range. Once the Account Types have
been created, you can modify their ranges using this window. Reserved account types are not displayed
in this window, since reserved types have no account range.

Edit Account Range
To change an account type range, you can use one of the following commands.
Keyboard Scroll to the account type you want to edit and press the Enter key.
Context Menu Double left click on the grid on the account type you want to edit.
17 NET INCOME 05600 09595
I L1  MNOTES PAYABLE 02023 02044
L3 ACCOUNTS PAYABLE 02000 02015
L4  EMPLOYEE DEDUCTIONS PAYAELE 02265 02295 -

L= — =

There are several constraints on the account range that must be met when editing.
e The lower account number must be less than the upper account number.

e Both the lower and upper account numbers must be five digits long, in the range of numbers from
00001 to 99999 inclusive.

Saving Account Range Changes
To save your changes, click the "Apply" button. The system will compare the ranges of all the account

types with all the existing accounts, and verify that all the accounts fall within one and only one range.

Warnings

¢ If any account does not fall within some range, no pending changes will be saved to the account type
file. A Warning message will display "One or more accounts fall outside the existing ranges. Do
you want to see those accounts?" Click Yes to see a list of all those accounts that do not fall
within some range.

¢ If any account falls within more than one range, no pending changes will be saved to the account
type file. A Warning message will display "One or more accounts fall inside multiple ranges. Do

you want to see those accounts?" A Click Yes to see a list of all those accounts in multiple ranges.
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¢ The system will determine if any accounts need new types. When an account is created, it is

assigned a type based upon the range the account falls under. When ranges change, an account may

have a type whose range no longer encompasses the account.

Range & Account Type
When an account is created, it is assigned a type based upon the range the account falls under. When

ranges change, an account may have a type whose range no longer encompasses the account. The
system will determine if any accounts need new types.

EExample Here you have two Account Types defined, A1 and A2. Where "A" is the Class and
the number is the Category on the GL Account.

Type Lower Acct Upper Acct
A1 10000 20000
A2 30000 40000

You now if you create a new account 31000, which falls within type A2. The entrée system will

assign type A2 to account 31000. Now if you change the Ranges of the types A1 and A2 as shown
below.

A1 10000 32000

A2 33000 40000

Now account 31000 falls within type A1, but no type re-assignment has occurred. entrée will
recognize this and ask if you want to assign account 31000 a new type. In this case, the new type
is A1. Under this condition, the type assigned to the account must change.

9P Mo account type found whose range encompasses account 00009-
- If you do not create a new account type, you will not
be able to create this account.

Do you want to create a new account type?

The entrée system will recognize this problem and a Warning dialog will display "No account type
found whose range encompasses account 31000- If you do not create a new account type,
you will not be able to create this account. Do you want to create a new account type?".
Click Yes here to create the new account type.

In the figure here the summary account 31000-000 is included amongst those that will have their
types updated. The new Type will be A1.
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‘IEF‘EL Accounts that require new types

Account Drezcription Type ﬂ

31000- Preferred Stock,

A000-000  Preferred Stock, B2

¢ Regardless of whether or not you want to see the list of accounts that need new types, a Confirm
dialog will ask "Are you ready to update the account types?" If you want to update those accounts
click Yes here.

e The GL Accounts that require new types dialog will open and display the Account, Description and
Type for each account requiring new types. The summary account 31000-000 will be included amongst
those that will have their types updated.

¢ When you update the accounts will have their types updated, pending changes will be saved to the
account type file, and you will be returned to the Account Type Range window.
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GL Departments

Setting up General Ledger Departments allows you to create department descriptions for use in various
General Ledger reports.

The account initialization process requires that a default Department Code must be specified if the
"Departments" feature is enabled for the General Ledger. The default value for Department Code is "100".

1. Before you begin Departments must be turned on in GL Company Maintenance where you will
check the Allow Departments option box.

2. Next decide if you want to Departmentalize Income/Earnings. If you want to calculate net income
and retained earnings separately for each department at period and year close check this field. This
option is only available when departments are allowed.

Access

Go to the Add-Ons ribbon menu.
Select the entrée.GL drop down menu.
Select the File drop down menu.
Select the Departments option.

Ao DN~

-

== GL Company Maintenance 5

Compary Seguence Mumber -
Order R ts by
Madizon Distribution o REporis By

i 4 "'!‘ £
Departmentalize Income'\Earnings

MName

GL Link Company
168 Boston Post Road

Address 1 Default Accounts
Address 2 Met Income B (

) Madison, CT 06443 —
City, State, ZIP Retained Earnings - (
Phone 203/245-3999 p—

Suspense 03255- (
Data File Location
Starting Period o |
H CH\MECS5QLYIL y
Path to GL Files C:' QLo IMI Date of the Last Period Close [
Share name - Date of the Last Year Clase [

AP Posting Cutoff Date I

Mext Journal Entry Mumber 00000

oK || Cancel | | Apply
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9.1

The GL Departments window grid will be initialized with all existing departments. This window allows you
to enter names for account department numbers. The department name is used on the Income
Statement, Balance Sheet, and Trial Balance Report.

GL Department Controls

Add Button
Clicking the "Add" button is used to insert a new department into the department file. For more
information on adding account types see the corresponding section below.

Delete Button
Clicking the "Delete" button is used to delete from the department file the department currently
highlighted in the grid.

Cancel/Close Button
Clicking the "Cancel" button will allow you to cancel changes you're making to an existing department,
or cancel the addition of a new department.

Clicking the "Close" Close button will close the Department Maintenance window. You will be taken back
to the Main Menu after clicking this button.

Adding a Department
When you want to add a department click the "Add" button. The grid will display various controls that will
allow you to initialize the new department.

Editing a Department
To edit a department, you can use one of the following commands.

Keyboard Scroll to the department you want to edit and press the Enter key
Context Menu Double left click the grid on the department you want to edit.
=~ INote

Changes to an existing department, or the addition of a department, are automatically saved
to the department file when the user finishes editing the department in the grid by tabbing off the Short
Department Name field.

Department
The department is the unique identifier for the department, and can be any number from 000 to 999.

Long Department Name
Here you can enter a long department name up to 35 characters long. This field may be left blank.

Short Department Name
Here you can enter a short department name up to 15 characters long. This field may be left blank.
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10 GL Account Maintenance

Setting up General Ledger Accounts is the second step in initializing the General Ledger, after you have
created Account Types and their ranges accessed in the entrée.GL > File > Account Types dialog. It
is here where you will spend the bulk of your time setting up the General Ledger.

Access

Go to the Add-Ons ribbon menu.
Select the entrée.GL drop down menu.
Select the File drop down menu.

Ao DN~

Select the Accounts option.

e The GL Account Maintenance dialog will open with the first available account from the account file

displayed.
.
<= GL Account Maintenance - Period 01 o (P S
Account
Mumber Q] Term Class Current -
Type Al - CASH Asset Type Cash -
Description  PETTY CASH Ratio Group 10 Cash Accounts -
Status Code  Active - Cash Flows Code CO0 Cash Balance -
Fund Source
Budaeting Balances Special File Dperations
Type M - Manual - |

FTD Postings 0.00 Initialize I
[ Start Amount )

— ] i 0.00
Percentage Epduelipn Y1 Postngs
. Current Balance 0.00
Reference Account Auta Digtibution

Taf27a| » " | fdd || Delete oK Close Hpply

| J

o — — = = = —

10.1 Controls

In the lower left hand corner of the GL Account i I
Maintenance window is the record control. It ‘L/‘;/ S i I;”L/
displays the total number of items in the account

file and has a series of 4 buttons.

First Record Button
Clicking the first record button will move you to the first item in the account file.

Prior Record Button
Clicking the prior record button will move you to the previous item in the account file.

Next Record Button
Clicking the next record button will advance you to the next item in the account file.

Last Record Button
Clicking the last record button will advance you to the last item in the account file.

Add Button
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10.2

10.3

Clicking the "Add" button will to insert a new account into the account file. For more information on
adding an account, see the corresponding section below.

Delete Button
Clicking the "Delete" button will delete an account from the account file. An account must have a zero
balances before it can be deleted. If you cannot delete an account, you may want to make it inactive.

OK Button
Clicking the "OK" button will save any pending changes to the account file and close the GL Account
Maintenance window. You will be taken back to the Main Menu after clicking this button.

Cancel \ Close Button
= Clicking the "Cancel" button will allow you to cancel changes you're making to an existing
account, or cancel the addition of a new account.

= Clicking the "Close" button will close the GL Account Maintenance window. You will be taken
back to the Main Menu after clicking this button.

Apply Button
Clicking the "Apply" button will save any pending changes to the account file. This button is useful if you
want to save pending changes, but not exit out of the GL Account Maintenance window.

Special File Operations

When you're first setting up General Ledger, it may be useful to copy a default chart of accounts, or a
chart of accounts from another company, and then modify those that you want to retain and delete those
that are not needed.

e Clicking the "Initialize" button will open the Create Accounts sub-window. For more information, see
the Create Accounts section in this chapter.

Add GL Account

An account has a five-digit account number, and an optional three-digit department. The Department is
only allowed when the Allow Departments check box is checked in GL Company Maintenance. The
account number cannot be "00000", and the department, if allowed, cannot be "000".

A department of "000" is reserved for summary accounts. Summary accounts are created automatically
by the system, whenever a new account is created which has a unique account major, and departments
are allowed. Summary accounts consolidate information for an account group, that is, accounts that
have the same account major. Summary accounts are for reporting purposes only, and are created as
inactive accounts.

B|Example 1. The account maijor for all the accounts in this group is 75130.

75130-000 Warehouse Supplies (Summary)

75130-010 Warehouse Supplies - Domestic

75130-020 Warehouse Supplies - International

B|Example 5. The account maijor for all the accounts in this group is 41050.

41050-000 Early Payment Discounts (Summary)

41050-010 Early Payment Discounts - Domestic

41050-020 Early Payment Discounts - International
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Keyboard Enter the account number into the Number edit box and hit the Tab or Enter

key.

Button Press the "Add" button.

== GL Account Maintenance - Period 01 =NEEn X

Account
Mumber 081 30- 8] Term Class
Type 18 - FINAMCE CHARGE IMCOME Asset Type
Description  [ncome from finance charges Ratio Group 40 Sales Income -
Status Code  Active - Cash Flows Code 008 Changen Accounts Receivable -

Fund Source

Budgeting Balances Special File Dperations
T b - Marual -
= PTD Postings oo Initialize
Start Amount , YTD Postings 0o -
Percentage Budgeting
g Current Balance 0.00
Reference Account Auta Distibution
|
Add Delete ok || Cancel || geew |

l 1of 273

10.3.1 Account Information

Number
Enter the account number here, adhering to the format discussed previously. A Confirm dialog that will
be displayed "Would you like to add a new account?" Click Yes to continue.

-

¢ If you've entered a new account
via the keyboard without
clicking the Add button you
will also see the Confirm
message box.

Confirm

¢ Departments - If departments are allowed and if the account number is unique, you will be asked to
enter a GL Summary Account Description for the summary account that will be automatically created.
Enter an account description up to 35 characters long, like "Cash On Hand". The description entered
here will be copied to the Description field (see below). Once you enter a description for a summary
account, you will not be asked to enter it again for other new accounts in that account group.

e The new account number is displayed in the window. Click the OK button to close the window.
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GL Summary Account Description

YWarning: There is no summary account for account group 73939-
Therefore a summary account will be created for this group.

Enter a description for the summary account.

Qffice Expenze

¢ If the new account number does not fall within an account type range, you will be asked if you want to
create a new account type. Note that the new account is displayed in the window.

rWarning B— !. [—-:;:--J1

4 Mo account type found whose range encempasses account 80125-
@' If you do not create a new account type, you will not
be able to create this account.

Do you want to create a new account type?

i ves || Ne

L

¢ If you do not want to create a new Account Type click the No button.

¢ If you want to create a new Account Type click the Yes button. The GL Account Type Maintenance
window will be displayed, and you can create a new account type whose range encompasses the new
account. Upon closing GL Account Type Maintenance, you will be returned back to the GL Account
Maintenance window.

o If the major of the new account number does not fall within an account type range, you will be asked
again if you want to create a new GL Account Type.

Type
This field is informational only and cannot be edited. The account type will be determined by the system
based upon the value of the account major accessed in the entrée.GL > File > Account Types dialog.

Description

Here you can enter an account description up to 35 characters long, such as "Cash On Hand". This field
may be left blank. This account description will be assigned to the account that is currently being added
or edited.

Status Code
The status determines whether the account is Active or Inactive. Click the drop down button and
choose the status for this new account.

e When an account is active, it can be selected anywhere in entrée where a GL Account is requested.

e When inactive, the account cannot be selected.

e Summary accounts are always inactive and cannot be changed to active, therefore, this field will be
informational only and cannot be edited for summary accounts.
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10.3.2

Term Class

Click the drop down button to choose the Term Class for the account either Current or Long Term. A
term is only associated with Asset and Liability type accounts. This field allows the Balance Sheet to
segregate accounts as either current or long term. For all other account types, this field is informational
only and cannot be edited.

Asset Type
Click the drop down button to choose the Asset Type for the account. Options are: Amortized, Cash,
Depreciated or Non Cash.

¢ When adding a new account simply retain the default (Cash).

¢ This field is associated with the Statement of Cash Flows report.

¢ Since only Asset accounts have an Asset Type, this field will only be enabled for Asset account
types. For all other account types this field is informational only and cannot be edited.

Ratio Group Ratio Group | l:]
Use the drop down i
menu to make a 10 Cazh Accounts
selection. 11 AR Trade Accounts except Doubtul Accounts
12 AR Trade Doubtful Accounts =
13 Inventary

14 Inventom Supplies

15 Mizcelanzous Azzets

16 PrePaid Expenzes

20 Accounts Payable Trade and Refunds Qwed
21 Other Pavables

22 Leasze Obligations

Cash Flows Code Cash Flows Code | l:]
Use the drop down n
menu to make a 004 Depreciation and &martization

selection. 002 Chage in Accounts Aeceivable

012 Change in Inventory

016 Change in Prepaid Expenses

020 Change in Accounts Pavable and Acrued Expenzes
024 Change in Interest and Income T axes Papable

028 Chanae in Deferred T awes

032 Chance in Other Liablitees

|05 Capital Expenditures

10 Gain or Loss on Sale of Facilities

m

Fund Source

Budgeting Information

Budget and auto distribution information can be entered any time, but it is most convenient to enter this
information when you create an account. For a complete discussion of budgeting and auto distributions,
see the corresponding sections below.

" 1Note

Only active accounts can have budgeting and auto distribution information modified.

Type
Click the drop down button and choose the budgeting Type for this account form these options:

= L - % of Last Period, this account
= R - % of Budgeting Reference Account
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10.3.3

10.4

= M - Manual

Start Amount
This field is only enabled when the user chooses budgeting type "L - % of Last Period, this account".
This field is the dollar amount of the beginning budget.

Percentage

This field is only enabled when the user chooses budgeting type "L - % of last Period, this account”, or
"R - % of Budgeting Reference Account". This field is the percentage that will be applied to each
period, or the percentage of the budget to be applied to this account.

Reference Account
This field is only enabled when the user chooses budgeting type "R - % of Budgeting Reference
Account". Enter the account you want to use as the reference account. If you do not know the account

number, you can click the L " | search button or press the F5 key to display the GL Account Search
screen.

" 1Note

The Reference Account cannot be the same as the account currently being edited.

Budgeting Button
Clicking the "Budgeting" button will display the GL Budget window. For more information, see the section
Entering Budget Information section later in this chapter.

Auto Distribution Button
Clicking the "Auto Distribution" button will display the GL Distribution window. For more information, see
the section Entering Auto Distribution Information section later in this chapter.

Balances Information

PTD Postings
This shows the total period to date postings to the account. This field is informational only and cannot be
edited.

YTD Postings
This shows the total year to date postings to the account. This field is informational only and cannot be
edited.

Current Balance
This shows the cumulative current balance for the account. This field is informational only and cannot be
edited.

Create Accounts

This window allows you to create a set of accounts by either copying the accounts from an existing
account file of a different GL Company, or by generating a set of predefined default accounts.

e To see a list of the predefined accounts, see the sections below, Default Accounts with
Departments, and Default Accounts without De partments topics

Select Source of Accounts

Default Accounts

Clicking the Default Accounts option will select predefined default accounts as the source for the
new accounts. The default accounts are listed below under Default Accounts.
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10.4.1

GL Accounts File
Clicking the GL
Accounts File option Select Source of Account
will allow you to
select a company as
the source for the new ' GL Accounts File
accounts.

1]

I Generate Adccountz with Departments

( Cancel _

Select a Company as a source for the accounts
Clicking the drop down menu button and choose the company from the list to use as the source for the
new accounts.

Generate Accounts without Departments
Clicking the "Generate Accounts with Departments" button will create the accounts, and close the
create accounts sub-window. This button will only be enabled when departments are not allowed.

Generate Accounts with Departments
Clicking the "Generate Accounts with Departments" button will create the accounts, and close the
create accounts sub-window. This button will only be enabled when departments are allowed.

Cancel Button
Clicking the "Cancel" button will close the create accounts sub-window, without creating any accounts.

Entering Auto Distribution Information

Automatic distribution allows you to distribute a journal entry amount for a particular account to
predetermined accounts with predetermined percentages. Once you have set up the auto distribution
accounts, the auto distribution option is enabled.

You may use the auto distribution option when creating journal entries for the current period. Journal
entries that are created and posted during Updating GL, and journal entries created from the Post to
Previous Period window do not use this option.

Only journal entries created and modified from the Create Journal Entry and Edit Journal Entry windows
use this option. See Making Journal Entries for more information.
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10.4.2

Clicking the Auto GL Distribution @ w7

Distribution button

fi the GL Account i

rom . Murnber 11010- CASH O HaMD

Maintenance window —

will allow you to enter Current Balance 2

distribution accounts PTD Postings 5435

and percentages for

the account currently Mumber | Account |Percent |

being edited. 1 11030- 2500
02 18030- 75.00
a3 0.00
04 0.00
05 0.00
08 0.00
07 0.00
08 0.00
09 0.00
10 ]

éK 1 Lancel ]
Number

This is the account currently being edited in the GL Account Maintenance window. This field is
informational only and cannot be edited.

Current Balance
This shows the cumulative current balance for the account. This field is informational only and cannot be
edited.

PTD Postings
This shows the total period to date postings to the account. This field is informational only and cannot be
edited.

OK Button

Clicking the "OK" button will inform the GL Account Maintenance window whether or not there are auto
distribution changes pending for the current account. This will also close the Auto Distribution window
and return you to the GL Account Maintenance window.

Cancel Button

Clicking the "Cancel" button will allow you to undo any changes you may have made to any of the
distribution accounts or percentages. This will also inform the GL Account Maintenance window that
there are no auto distribution changes pending to the current account.

Editing an Account/Percent

To edit an account/percent, you can use one of the following commands.

Keyboard Scroll to the account you want to edit and press the Enter key.
Context Menu Double left click the grid on the account you want to edit.
Account

This is the account to which you will distribute the journal entry. If you do not know the account number,

you can press L2~ | search button or the F5 key to display the GL Account Search screen. Every
distribution account must have a percent greater than zero. You can have up to ten distribution accounts.
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10.5

Account
72 i f )

Percent

This is the percent of the journal entry amount that will be distributed to the distribution account. The
percent must be from 0.01 to 100, inclusive. The total percent of all the distribution accounts must be
100.00, and every non-zero percent must have an account.

@Example Assume that for account 11010, you distribute 25% to account 71171 and 75% to
account 18025. If you then create a journal entry for an amount of 100.00 to account 11010, and select
Automatic Distribution, the journal entry would automatically distribute -25.00 to account 71171 and -
75.00 to account 18025.

I 1Note

= To delete a distribution account, just blank out the account number, and set the percent to
zero.

Entering Budget Information

Budgeting allows you to enter amounts for any period for the current year (This Year Budget) as well as
the previous year (Last Year Budget). When you close General Ledger, the budget for the current periods
are transferred to the budget for the previous periods.

Clicking the "Budgeting"” GL Budget

button from the GL Account e

Maintenance window will i 11010-  CASH ON HAND

allow you to enter budget ek 54.35

amounts for the account PTD Postings 5435

currently being edited.

This 'ear This 'ear Last Year Last Year
Period Budget Balance Budget Balance
o1 [100500 0.00 i 0.00
02 [75375 0.00 0 0.00
03 [56531 0.00 i 0.00
04 |47398 0.00 0 0.00
05 |37 0.00 i .00
5 |2348 0.00 0 0.00
07 1788 0.00 0 0.00
08 |13414 0.00 0 0.00
03 |10060 0.00 0 0.00
10 |7545 0.00 0 0.00
11 |5659 0.00 i 0.00
12 |44 0.00 0 0.00
13 |0 0.00 i .00
Thiz Year Tatal 383258 Last ‘Year Tatal o
oK l LCancel

Number
This is the account currently being edited in the GL Account Maintenance window. This field is
informational only and cannot be edited.

Current Balance
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10.5.1

10.5.2

This shows the cumulative current balance for the account. This field is informational only and cannot be
edited.

PTD Postings
This shows the total period to date postings to the account. This field is informational only and cannot be
edited.

Budget Controls

Period
This is the period. This field is informational only and cannot be edited.

This Year Budget
This is the budget amount for the current year.

This Year Balance

When you close a period, this field will be updated with the balance for the current account. The period
updated will be the period being closed. If the current account is an income statement account, this field
will be updated with the period-to-date balance. If the current account is a balance sheet account, this
field will be updated with the current balance.

When you close the year, the This Year Balance amounts are copied to Last Year Balance period by
period, and the amounts for This Year Balance for all periods are set to zero. This field is informational
only and cannot be edited.

Last Year Budget
This is the budget amount for last year.

Last Year Balance

When you close the year, the This Year Balance amounts are copied to Last Year Balance period by
period, and the amounts for This Year Balance for all periods are set to zero. This field is informational
only and cannot be edited.

OK Button

Clicking the "OK" button will inform the GL Account Maintenance window whether or not there are budget
changes pending for the current account. This will also close the Budget window and return you to the
GL Account Maintenance window.

Cancel Button

Clicking the "Cancel" button will allow you to undo any changes you may have made to any of the
amounts. This will also inform the GL Account Maintenance window that there are no budget changes
pending for the current account.

Entering / Editing an Amount
To edit an amount, you can use one of the following commands.

Keyboard Scroll to the period you want to edit and press the Enter key.
Context Menu Double left click the grid on the period you want to edit.

¢ When the Budget window is first opened, the budget grid will contain the existing budget amounts.

M - Manual budget type from the General Ledger Account Maintenance window. Manual budgeting is
used for accounts whose budgeted amounts don't follow a pattern.
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10.6

R - % of Budgeting Reference Account type budgeting is used to budget two accounts whose activity
is related, and requires recalculation, which is currently not supported by entrée.

L - % of Last Period, this account the start amount and percent entered from the General Ledger
Account Maintenance window will be used to calculate new budget amounts. These amounts will
automatically be put into the This Year Budget fields. The start amount will be put into period 01.
Subsequent periods will have an amount equal to the amount of the previous period times the percent.
This type of budgeting is used for accounts that are expected to show a pattern of growth or decline.

" 1Note

You should budget sales income (revenue) as a credit by entering a negative number. In
general, you should enter a negative amount for any account that normally has a credit balance.

Deleting an Account

Click the Delete button to delete the current account. During the delete process a Confirm dialog box
will display "Are you sure you want to delete this account?" Click the Yes button to continue and the
No button to cancel the deletion process.

You may see a warning message displayed saying "All balances must be zero in order to delete
this account." Click OK to close the warning. If you cannot delete the account, you may want to make it
inactive instead.
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10.7

Default Accounts without Departments

11010-
11011-
11020-
11025-
11030-
11040-
11050-
11051-
11052-
11053-
18000-
18005-
18010-
18015-
18020-
18025-
18030-
18035-
18040-
18045-
18080-
18085-
18090-
18095-
19010-
19030-
20010-
20020-
20030-
20050-
21010-
21060-
21310-
21320-
23090-
23110-
23120-
23220-
23301-
23302-
23303-
23304-
23305-
23306-
23307-
23308-
29010-
31010-
31015-
31020-
31030-

Cash in Banks (System Checking)
Cash in Banks (Manual Checking)
Cash on Hand

Marketable Securities

Accounts Receivable

Allowance for Doubtful Accounts
Inventory (Finished Goods)

Inventory (Work in Progress)
Non-stock Inventory - Miscellaneous
Inventory Adjustment

Fixed Assets - Default Account

Fixed Assets - Accumulated Deprec
Office Furniture and Equipment

Office Furniture/Equipment-Accm. Dep
Warehouse Equipment

Warehouse Equipment - Accum. Deprec
Vehicles

Vehicles - Accumulated Depreciation
Computer Equipment

Computer Equipment - Accum. Deprec
Building (Warehouse)

Building (Warehouse) - Accum. Deprc
Real Estate Property

Real Estate Property - Accum. Dep
Deposits

Insurance (Pre-paid)

Accounts Payable

Interest Payable

Deposits

Retainer

Purchase Discounts Taken

Employee State Tax Withheld

Sales Tax Payable

Miscellaneous Tax Payable

Property Tax Payable

Federal Income Tax Payable

State Income Tax Payable
Miscellaneous Taxes Payable
Employee Deduction Payable - Type 1
Employee Deduction Payable - Type 2
Employee Deduction Payable - Type 3
Employee Deduction Payable - Type 4
Employee Deduction Payable - Type 5
Employee Deduction Payable - Type
Employee Deduction Payable - Type
Employee Deduction Payable - Type
Notes Payable

Capital Stock

Capital Stock Dividends

Net Income

Retained Earnings (Default),

A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A3
A3
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L2
E1
E1
E1
E1

57
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39999-
71010-
71171-
71172-
71173-
71174-
71175-
71176-
71177-
71178-
71180-
75105-
75106-
75125-
75140-
76110-
77110-
78110-
81020-
81025-
81030-
91010-
91020-
91030-
91040-
91110-
91120-
91130-
91140-
92010-

Suspense (Default)
Advertising
Commissions - Default
Hourly Rate Wages
Piecework Wages
Sick Pay Wages
Vacation Pay Wages
Holiday Pay Wages
Personal Pay Wages
Other Pay Wages
Contract Labor
Consulting Senvices - General

Repair and Maintenance - General

Office Space Rental
Miscellaneous Expense
Interest Expense
Depreciation Expense
Insurance Expense
Interest Income

Finance Charge Income
Discounts Taken

SUTA Expense

FUTA Expense

SDI Expense

FICA Expense

State Income Tax Expense
Federal Income Tax Expense
Sales Tax Expense

Other Taxes

Property Tax Expense

E1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
11

11

11

T1
T1
T1
T1
T1
T1
T1
T1
T1
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10.8

Default Accounts with Departments

11010-
11010-000
11011-
11011-000
11020-
11020-000
11025-
11025-000
11030-
11030-000
11040-
11040-000
11050-
11050-000
11051-
11051-000
11052-
11052-000
11053-
11053-000
18000-
18000-000
18005-
18005-000
18010-
18010-000
18015-
18015-000
18020-
18020-000
18025-
18025-000
18030-
18030-000
18035-
18035-000
18040-
18040-000
18045-
18045-000
18080-
18080-000
18085-
18085-000
18090-
18090-000
18095-
18095-000
19010-
19010-000
19030-

Cash in Banks (System Checking)
Cash in Banks

Cash in Banks (Manual Checking)
Cash in Banks (Manual Checking)
Cash on Hand

Cash on Hand

Marketable Securities

Marketable Securities

Accounts Receivable

Accounts Receivable

Allowance for Doubtful Accounts
Allowance for Doubtful Accounts
Inventory (Finished Goods)

Inventory (Finished Goods)

Inventory (Work in Progress)

Inventory (Work in Progress)
Non-stock Inventory - Miscellaneous
Non-stock Inventory - Miscellaneous
Inventory Adjustment

Inventory Adjustment

Fixed Assets - Default Account

Fixed Assets - Default Account

Fixed Assets - Accumulated Deprec
Fixed Assets - Accumulated Deprec
Office Furniture and Equipment

Office Furniture and Equipment

Office Furniture/Equipment-Accm. Dep
Office Furniture/Equipment-Accm. Dep
Warehouse Equipment

Warehouse Equipment

Warehouse Equipment - Accum. Deprec
Warehouse Equipment - Accum. Deprec
Vehicles

Vehicles

Vehicles - Accumulated Depreciation
Vehicles - Accumulated Depreciation
Computer Equipment

Computer Equipment

Computer Equipment - Accum. Deprec
Computer Equipment - Accum. Deprec
Building (Warehouse)

Building (Warehouse)

Building (Warehouse) - Accum. Deprc
Building (Warehouse) - Accum. Deprc
Real Estate Property

Real Estate Property

Real Estate Property - Accum. Dep
Real Estate Property - Accum.Dep
Deposits

Deposits

Insurance (Pre-paid)

A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A1
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A2
A3
A3
A3
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19030-000
20010-
20010-000
20020-
20020-000
20030-
20030-000
20050-
20050-000
21010-
21010-000
21060-
21060-000
21310-
21310-000
21320-
21320-000
23010-000
23010-110
23010-120
23010-130
23020-000
23020-110
23020-120
23020-130
23020-140
23090-
23090-000
23110-
23110-000
23120-
23120-000
23220-
23220-000
23301-
23301-000
23302-
23302-000
23303-
23303-000
23304-
23304-000
23305-
23305-000
23306-
23306-000
23307-
23307-000
23308-
23308-000
29010-
29010-000
31010-

Insurance (Pre-paid)
Accounts Payable

Accounts Payable

Interest Payable

Interest Payable

Deposits

Deposits

Retainer

Retainer

Purchase Discounts Taken
Purchase Discounts Taken
Employee State Tax Withheld
Employee State Tax Withheld
Sales Tax Payable

Sales Tax Payable
Miscellaneous Tax Payable
Miscellaneous Tax Payable
Payroll Taxes Payable

Payroll Taxes Payable - FICA
Payroll Taxes Payable - SUTA
Payroll Taxes Payable - FUTA
Employee Tax Payable
Employee Tax Payable - FWT
Employee Tax Payable - FICA
Employee Tax Payable - SWH
Employee Tax Payable - SDI
Property Tax Payable
Property Tax Payable

Federal Income Tax Payable
Federal Income Tax Payable
State Income Tax Payable
State Income Tax Payable
Miscellaneous Taxes Payable
Miscellaneous Taxes Payable

Employee Deduction Payable - Type 1
Employee Deduction Payable - Type 1
Employee Deduction Payable - Type 2
Employee Deduction Payable - Type 2
Employee Deduction Payable - Type 3
Employee Deduction Payable - Type 3
Employee Deduction Payable - Type 4
Employee Deduction Payable - Type 4
Employee Deduction Payable - Type 5
Employee Deduction Payable - Type 5
Employee Deduction Payable - Type
Employee Deduction Payable - Type
Employee Deduction Payable - Type
Employee Deduction Payable - Type
Employee Deduction Payable - Type
Employee Deduction Payable - Type

Notes Payable
Notes Payable
Capital Stock

A3
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L1
L2
L2
E1
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31010-000
31015-

31015-000
31020-

31020-000
31020-010
31020-020
31030-

31030-000
31030-010
31030-020
39999-

39999-000
41010-000
41010-010
41010-020
41020-000
41020-010
41020-020
41030-000
41030-010
41030-020
41040-000
41040-010
41040-020
41050-000
41050-010
41050-020
51001-000
51001-010
51001-020
51200-000
51200-010
51200-020
52010-000
52010-010
52010-020
53100-000
53100-010
53100-020
71010-

71010-000
71170-000
71170-010
71170-020
71170-100
71170-200
71171-

71171-000
71171-010
71171-020
71172-

71172-000

Capital Stock

Capital Stock Dividends

Capital Stock Dividends

Net Income

Net Income

Net Income - Domestic

Net Income - International

Retained Earnings (Default),
Retained Earnings

Retained Earnings (Domestic)
Retained Earnings (International)
Suspense (Default)

Suspense

Sales

Sales - Domestic

Sales - International

Senice

Senice - Domestic

Senice - International

Returns and Allowances

Returns and Allowances - Domestic
Returns and Allowances - International
Sales Discounts

Sales Discounts - Domestic

Sales Discounts - International

Early Payment Discounts

Early Payment Discounts - Domestic
Early Payment Discounts - International
Cost of Goods (Stock)

Cost of Goods (Stock) - Domestic
Cost of Goods (Stock) - International
Cost of Goods (Non-Stock)

Cost of Goods (Non-Stock) - Domestc
Cost of Goods (Non-Stock) - International
Freight

Freight - Domestic

Freight - International

Purchase Variance

Purchase Variance - Domestic
Purchase Variance - International
Advertising

Advertising

Salaries

Salaries - Domestic

Salaries - International

Salaries - Office

Salaries - Warehouse

Commissions - Default
Commissions

Commissions - Domestic
Commissions - International

Hourly Rate Wages

Hourly Rate Wages

~ o~~~ o~ o~

E1
E1
E1
E1
E1
E1
E1
E1
E1
E1
E1
E1
E1
S1
S1
S1
S1
S1
S1
S1
S1
S1
S1
S1
S1
S1
S1
S1
C1
C1
C1
C1
C1
C1
C1
C1
C1
C1
C1
C1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
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71172-010
71172-020
71173-
71173-000
71173-010
71173-020
71174-
71174-000
71174-010
71174-020
71175-
71175-000
1175-010
71175-020
71176-
71176-000
71176-010
71176-020
71177-
71177-000
71177-010
71177-020
71178-
71178-000
71178-010
71178-020
71179-000
71179-010
71179-020
71180-
71180-000
75105-
75105-000
75105-010
75105-020
75106-
75106-000
75106-010
75106-020
75110-000
75110-010
75110-020
75120-000
75120-010
75120-020
75125-
75125-000
75130-000
75130-010
75130-020
75140-
75140-000
75140-010

Hourly Rate Wages - Domestic
Hourly Rate Wages - International
Piecework Wages

Piecework Wages

Piecework Wages - Domestic
Piecework Wages - International
Sick Pay Wages

Sick Pay Wages

Sick Pay Wages - Domestic

Sick Pay Wages - International
Vacation Pay Wages

Vacation Pay Wages

Vacation Pay Wages - Domestic
Vacation Pay Wages - International
Holiday Pay Wages

Holiday Pay Wages

Holiday Pay Wages - Domestic
Holiday Pay Wages - International
Personal Pay Wages

Personal Pay Wages

Personal Pay Wages - Domestic
Personal Pay Wages - International
Other Pay Wages

Other Pay Wages

Other Pay Wages - Domestic
Other Pay Wages - International
Overtime/Doubletime Wages
Overtime/Doubletime Wages - Domestc
Overtime/Doubletime Wages - Intntnl
Contract Labor

Contract Labor

Consulting Senvices - General
Consulting Senvices

Consulting Senvices - Domestic
Consulting Senvices - International
Repair and Maintenance - General
Repair and Maintenance

Repair and Maintenance - Domestic
Repair and Maintenance - Internatnl
Office Supplies

Office Supplies - Domestic

Office Supplies - International
Postage

Postage - Domestic

Postage - International

Office Space Rental

Office Space Rental

Warehouse Supplies

Warehouse Supplies - Domestic
Warehouse Supplies - International
Miscellaneous Expense
Miscellaneous Expense
Miscellaneous Expense - Domestic

X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
X1
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75140-020
76110-
76110-000
77110-
77110-000
78110-
78110-000
81020-
81020-000
81025-
81025-000
81030-
81030-000
81040-000
81040-010
81040-020
91010-
91010-000
91020-
91020-000
91030-
91030-000
91040-
91040-000
91110-
91110-000
91120-
91120-000
91130-
91130-000
91140-
91140-000
92010-
92010-000

Miscellaneous Expense - Internatnl
Interest Expense

Interest Expense
Depreciation Expense
Depreciation Expense
Insurance Expense
Insurance Expense

Interest Income

Interest Income

Finance Charge Income
Finance Charge Income
Discounts Taken

Discounts Taken
Miscellaneous Revenue
Miscellaneous Revenue - Domestic
Miscellaneous Revenue - Internatnl
SUTA Expense

SUTA Expense

FUTA Expense

FUTA Expense

SDI Expense

SDI Expense

FICA Expense

FICA Expense

State Income Tax Expense
State Income Tax Expense
Federal Income Tax Expense
Federal Income Tax Expense
Sales Tax Expense

Sales Tax Expense

Other Taxes

Other Taxes

Property Tax Expense
Property Tax Expense

X1
X1
X1
X1
X1
X1
X1
11

11

11

11

11

11

11

11

11

T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1
T1

63




GL Create Journal Entries




GL Create Journal Entries 65

11

GL Create Journal Entries

The journal is the record keeping device in which you record transactions. It is a chronological record of
transactions, where each individual transaction is called a journal entry. A journal entry is a list of the
accounts and the amounts posted to each account within the entry.

When you first open the GL Create Journal Entries window, you are starting a Journal Entry Session.
Journal entries are created and optionally posted during a session.

When the Journal Entry window is closed, unposted and wided entries are saved to the unposted entry
file, and the session is completed. Unposted entries can be posted later on, and voided entries are
removed when you close the period or year.

When you create a journal entry, the account balances are not immediately affected. You must post the
journal entry in order to update the account balances.

Access
entrée V3 Use menu path: Accounting > General Ledger > Manage Entries > Journal Entry.

entrée V4 SQL
1. Go to the Add-Ons ribbon menu.

2. Select the entrée.GL drop down menu.
3. Select the Manage Entries drop down menu.
4. Select the Journal Entry option.

fa ™
<= GL Create Journal Entries - Period 0“ Elﬂlﬂ

Entry
Number 00000 Date 04/15/14 ~
Reference  Contributions Auto Reverse N -

Description  local charity contributions

Account |Account Description |De13i| Description |Amount -

08620~ CONTRIBUTIONS Donation Lite League team shirts 455,00 l
oiooo—pErTVCasH—— Donaton it Lesue teomshrs I
|
[ =
|
|
Balance 0.00
NewDetal | | DeleteDetail | . 45500
Print Entries ’ Void ] ’ Post Add Entry oK ] ’ Cancel ] ’ Apply
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11.1 The Session Log Window

¢ During a Create Journal Entry a session log will be maintained.

e This log is displayed whenever an entry
is saved to the temporary file by clicking

the "Apply" button, or whenever an Entries 1
entry is woided by clicking the "Void" Credits 5500
button.

Debits 455.00

¢ When a new entry is created or an entry
is selected from the temporary file the
session log window is hidden.

Batch 455.00

Entries
The number of entries created during the session. This number includes entries that are woided.

Credits
Total credits (negative amounts) for all non-woided entries created during the session.

Debits
Total debits (positive amounts) for all non-woided entries created during the session.

Batch
The batch amount entered in the batch window. The batch amount is only displayed when a batch
amount other than zero has been entered in the batch window.

GL Create Journal Entries - Period 01
Entry
i 01409415
MHurnber s | Date
Reference Auta Reverse 1= |
Description
Account Account Description Detail Description Amount
Entries 1
Ereslls -2500.00
Debis EE
I | I | Balance n.oo
I Fiint Ertries I | I Post s LCancel
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11.2

11.3

Controls

Void Button
Clicking the "Void" button will allow you to wvoid the entry.

Post Button
Clicking the "Post" button will allow you to post balanced entries.

Add Entry Button
Clicking the "Add Entry" button will create a new entry with a unique entry number.

New Detail Button
Opens a line in the grid to enter new journal entries that are part of the batch amount entered using the
batch window.

Delete Detail Button
Delete journal entries that were part of the batch amount entered using the batch window.

OK Button
Clicking the "OK" button will save the journal entries to the unposted entry file, close the Journal Entry
window, and then take you back to the Main Menu.

Cancel/Close Button
Clicking the "Cancel" button will allow you to cancel changes you're making to an existing detail item, or
allow you to wid all the entries or save all the entries created during the session.

Clicking the "Close" button will close the Journal Entry window, and then take you back to the Main
Menu. This button is only enabled when no entries exist on the temporary file.

Apply Button
Clicking the "Apply" button will save the current entry to a temporary entry file. This button is useful if
you want to save entries, but not exit out of the Journal Entry window.

Print Entries
Clicking the "Print Entries" button will allow you to print the entries.

Create Journal Entry Process

When you first open the Journal Entry window, you are starting a Journal Entry Session. Journal entries
are created and optionally posted during a session.

Prior to the Journal Entry window being opened, you will be allowed to enter a batch amount for the
session. The batch amount allows you to verify journal entries by comparing the batch amount to the
total debits from the journal entries created during the session.

1. entrée V3 Use menu path: Accounting > General Ledger > Manage Entries > Journal Entry.
- or -

entrée V4 SQL Go to the Add-Ons ribbon menu > entrée.GL > Manage Entries > Journal Entry.

2. The GL Enter Batch window will display and allow you to enter a batch amount for the session.
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« If you don't want a batch amount, (o GL Enter Batch @1
simply accept the default amount of
zero.
Enter a batch amount.
¢ Clicking the "OK" button will close the q
Batch window and open the Journal 35,0
Entry window. S —
(-
When the Journal Entry window is closed, unposted and wided entries are saved to the unposted entry
file, and the session is completed. Unposted entries can be posted later on, and voided entries are
removed when you close the period or year.
¢ Next go to Add Journal Entry
11.4 Add Journal Entry

3. The GL Create Journal Entries window opens. Here you will create an Entry and the journal entries
associated with it in the grid below. Hit the Enter key to have the system assign the Entry Number.

4. Add Entry Header area information (field details follow).

5. Then follow the steps in the Process to Add a New Journal Entry section that follows.

Entry Header

A journal entry consists of the entry header (Entry Number, Reference, Description, Auto Reverse, and
Date) and one or more entry detail items (Account, Description, and Amount).

Entryr

-

Mumper 00014 |F Date 01/08/15

Reference - tart Bal Auta Reverse |N (k=]

Beginning B alances beset Accounts

Description

Number
This is the number that uniquely identifies the entry. The entry number is maintained by entrée. This field
is informational only and cannot be edited.

Reference
Enter up to 15 characters of information which can be used as a cross-reference, such as a check or
wvoucher number. This field may be left blank.

Description
Enter up to 35 characters of information as a description of the entry. This field may be left blank.

Auto Reverse

Select "Y" to have General Ledger automatically reverse the entry on the first day of the next period, or
you can accept the default "N". You should use reversing entries in accrual basis accounting only.
Rewersing entries are optional and used to simplify recording. Typically, reversing entries are made to
record accrued (unrecorded) expenses or accrued revenues.
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Date
Enter the entry date, or accept the default date which is the current date.
== GL Create Journal Entries - Period 01 = | ] |
Entry
MNumber 00000 Date 0415/14 -
Reference  Contributions Auto Reverse N -

Description  local charity contributions

Account |Acc0unt Description |Detai| Description Amount P
08620~ CONTRIBUTIONS Donation LitHe League team shirts 455,00
01000- 9] m Donation Little League team shirts -455.00
|
Balance 455,00
Mew Deta Delete Deta Batch 455.00

d Entry oK Cancel

Process to Add a New Journal Entry
When an entry is posted to General Ledger, the detail items in the entry will determine which accounts
in General Ledger are updated, and the amount of the updates.

e A balanced entry has at least two detail items. The sum of all the debits (positive amounts) and the
sum of all the credits (negative amounts) must cancel each other out for an entry to be balanced. Only
balanced entries can be posted to General Ledger. A typical use of a journal entry is to create initial
balances for various General Ledger accounts.

¢ Any entry (whether it is balanced or not) can be saved to the unposted entry file, provided it has at
least one detail item.

¢ Voided entries are saved to the unposted entry file as well, but an entry that is going to be wvoided does
not require any detail items, since any detail information is stripped out of the entry prior to saving it to
the unposted entry file. Therefore, an entry can be wided regardless of whether or not is has any
detail.

1. Click the Add Entry button to activate the GL Create Journal Entries window and create the new
entry.

Fill in the entry header information fields: Reference, Description, Date and Auto Reverse values.

3. Click the New Detail button to add new details items in the grid below. The Account field will
activate.
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GL Create Journal Entries - Period 01 @@@
Entry
Number o004 )':3' Date 12/23/14
Reference | =art Balances futa Reverse | N E
Deseription Begining Balances for azzets
Account Account D escription Detail Description AmnoLnt
- 0] e

&y
4. Use the E] search tool to open the GL Account Search dialog and find and select the account for
the first detail entry and click OK.

#:Match  { Containg

11020- &1  CashonHand
[ 11030- &1 Accounts Receivable
[ 11040- A1 Allowance for Doubtful Accounts
. 11080- Al Inwentory [Finished Goods)
I 11081- Al Inwentory [(Work in Progress)
[ 11082 Al Mor-ztock [nwventary - Miscellaneous
I 110853- A1 Inwentory Adjustrment
I 18000- A2 Fized Assets - Default Account
[ 18005- A2 Fiwed Aszzets - Accumulated Deprec,
: 18010- A2 Office Fumiture and E quipment

ok LCancel

5. Continue to fill in the Detail Description and Amount using the Tab key in the entry grid. Explanations
of the Entry Grid Details follow.

h on Hand

Account Account Description Detail Description Amount
0.00=

6. Click the New Detail button again to add the second entry in the grid to balance the first entry. Or if
this is an unbalanced entry with one detail item in the grid go to step 8.

7. Perform step 4 and step 5 for the second detail entry in the grid.
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1141

GL Create Journal Entries - Period 01

Entry
Mumper 00004 > Date 12/23/14
Reference | otat Balances Auto Reverse [N 2]
Description Begining Balances for assete
Account |Account Description Detail Description |.&m0unt

11020- Cash on Hand Aszzet Account Balance 4500.00
” alance | -4500.00]

Belerea 4500.00

! | ! | ! b ) ! | I EanCE|

8. You have two options right now.
= Click the Post button to post balanced entries. In the GL Post Journal Entries dialog click Select
All Balanced Entries button then click the Post button. Click Yes on the Confirm message box
displaying "Ready to Post?".

= Click the Apply button to save the current entry to a temporary entry file. This button is useful if
you want to save entries, but not exit out of the Journal Entry window.

Journal Entry Grid

Account
This is the account to which you will distribute the journal entry. If you do not know the account number,
you can press the F5 key to display the GL Account Search screen.

¢ If the account you selected has been setup for Auto Distribution, you will have the option to
automatically distribute the amount. A Confirm dialog will display "Automatically distribute this
amount?".

= Click the Yes button to automatically distribute the amount entered for the account to the
account(s) setup for distribution.
= Click the No button to reject automatic distribution.

e For more information see the GL Account Maintenance section on Entering Auto Distribution
Information.

@Example Assume account 11010 is configured to distribute 25% to account 71171 and 75% to
account 18025. If you then create a journal entry for an amount of 100.00 to account 11010, and select
Automatic Distribution, the journal entry will automatically distribute 25.00 to account 71171 and 75.00 to
account 18025.
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Account Account Description |Detai| Description Amount ~
1mo- Cash in Banks [Systern Checking) 100.00
M- Commizsions - Default -25.00
18025- ‘Warehouse Equipment - Accum. Dep -75.00

1 i N . . .
L Caution In order to maintain an accurate record of your prior year net income and retained
earnings, it is recommended that you do NOT make manual journal entries to the GL Default Net
Income and the Default Retained Earnings accounts.

Default Net Income Account

If the account you selected is the GL Default Net Income account, a Confirm dialog will display "You are
creating an entry to the default Net Income account. Are you sure you want to do this?". Click the Yes
button to continue editing the detail. Click the No button to return focus to the account so that it can be
changed.

Default Retained Earnings Account

If the account you selected is the GL Default Retained Earnings account, a Confirm dialog will display
"You are creating an entry to the default Retained Earnings account. Are you sure you want to do this?".
Click the Yes button to continue editing the detail. Click the No button to return focus to the account so
that it can be changed. See GL Company Maintenance for more information.

Description
This 35-character field might contain account-specific reference information. This field may be left blank.

Amount
This amount will be distributed to the account. A positive amount is a debit, and a negative amount is a
credit. The amount cannot be zero.

Balance
This field shows the total of all the amounts for the current entry. This field is informational only and
cannot be edited.

Batch
The batch amount entered in the batch window. Batch is only displayed when a batch amount other than
zero has been entered in the batch window.

New Detail Button
Clicking the "New Detail" button will add a detail item to the entry.

Delete Detail Button
Clicking the "Delete Detail" button will delete the currently highlighted detail item from the entry.

Editing a Detail Item
To edit a detail item, you can use one of the following commands.

Keyboard Scroll to the detail item you want to edit and press the Enter key.
Context Menu Double left click the grid on the detail item you want to edit.

Cancel Button

If you're editing a detail item, click the Cancel button to cancel any changes you have made to the detail
item that is being edited. A Confirm dialog will display "This will discard changes to the detail. Lose
your detail changes?". Click the Yes button to continue. The detail item will return to its' original value.
If the detail being edited is new, then the detail will simply be blanked out.
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11.5

11.6

L If you're not editing a detail item, clicking the Cancel button will initiate the wvoiding of
entries. See the section Voiding all Journal Entries for more information.

Saving Journal Entries

Apply Button

Click the "Apply" button to save the current entry to the unposted entry file. After the entry is sawed, the
session log window will be displayed (shown below) and the window will be prepared to allow you to
create a new entry.

OK Button

Clicking the "OK" button will save all the journal entries created in the session (including the current
entry and any wided entries) to the unposted entry file, close the Journal Entry window, and then return
you to the Main Menu.

¢ Regardless of which save you perform, a Warning message box will display "You must enter at least
one detail." if the current entry is unbalanced, or if the current entry has no detail. Click the "OK"
button on the warning. If the entry has no detail, the save will not be performed.

e If the current entry is unbalanced a Confirm message box will display "This entry is unbalanced.
Continue to savwe?". You may continue with the save by clicking the "Yes" button. Click the "No"
button to discontinue the save.

||II"

Note
When the session log is displayed, there is no current entry, since the log is only displayed
after the current entry has been saved or woided.

Posting Journal Entries

" 1Note

Only balanced entries can be posted to General Ledger.

Post Button

When you click the "Post" button, entrée will warn you if the currently displayed entry is unbalanced. A
Confirm message box will display "This entry is unbalanced. Continue with post?". Click Yes to
continue with the post or No to cancel.

entrée then determines if any unbalanced entries exist on the unposted entry file, and if any balanced
entries have been created during the current session. A Confirm message box will display "This entry is
unbalanced. Continue with save?". Click Yes to continue with the save or No to cancel. If balanced
entries exist, the Post Journal Entries window will be displayed.

1. If balanced entries exist the Post button is enabled in the GL Create Journal Entry dialog.
2. Click Post and the GL Post Journal Entries window will open.

3. Click the Select All Balanced Entries button to activate the Post button in the GL Post Journal
Entries window.

4. When you click Post the balanced entries in the GL Post Journal Entries window are processed, the
window will close and the GL Create Journal Entry window will close.

5. It will save any unposted entries (including wided entries) created during the session to the unposted
entry file. You will be returned to the Main Menu.
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11.7

6. If you decide to click Close the Post Journal Entries window will close, and you will be returned to
the Journal Entry window.

Note
@ You don't have to save an entry to the temporary file in order to post it. Just create the
balanced entry, click the Post button, then select and post the entry.

Select Journal Entry Screen

You may want to modify an entry that you previously saved during the session. A search screen is
available that allows you to select any non-wided entry.

To view the search screen, click the @ search button next to the Entry Number edit control, or tab to

the @ search button and press the F5 key.

e To select an entry you can use one of the following commands.

Keyboard Scroll to the entry and press the Enter key or click the "OK" button.
Context Menu Double left click the entry.

After you select an entry, the Select Journal Entry window will close, and the Create Journal Entry
window will be populated with the selected entry.
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-
4 GL Select a Journal Entry = (B ¥

[ »

L% -

11.8 Void Journal Entry

An entry does not require any detail lines when the entry is going to be woided, so this operation is
applicable for any entry, whether or not it has detail items. Voided entries are saved to the unposted
entry file, and remowved from this file when you close the period or year.

o Clicking the Void button will allow you to wid the current entry.

¢ A Confirm dialog will display "Are you sure you want to void this entry?" click the Yes button to
woid the entry. After the entry is wided and saved, the session log will be displayed, and the window
will be prepared to allow you to create a new entry.

o Voided entries saved to the temporary file will be saved to the unposted entry file when the window is
closed via the OK button or Cancel button.

Note
@ The Session Log is only displayed after the current entry has been saved or woided.
11.9 Void All Journal Entries

Voided entries are saved to the unposted entry file as well, but an entry that is going to be wided does
not require any detail items, since any detail information is stripped out of the entry prior to saving it to
the unposted entry file. So an entry can be woided regardless of whether or not is has any detail.
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If you're not editing a detail item, click the "Cancel" button if you want to void all the entries created
during the session.

¢ If you're not editing a detail item and want to void all the entries created during the session, click the
Cancel button.

¢ A Confirm dialog will display "This will void all entries you have created during this session.
Void your entries?" If you want to continue with the wid of all the entries click the Yes button. All the
entries will be wided and saved to the unposted entry file, the Journal Entry window will close, and you
will be taken back to the Main Menu. Voided entries removed from the unposted entry file when you
close the period or year.

" 1Note

I If you're editing a detail item, clicking the Cancel button will initiate the canceling of the
detail item changes. See the Adding a Journal Entry section for more information.
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12

GL Editing Journal Entries

Once you have created journal entries, you can modify, woid, or post them. When you change or wid a
journal entry, the account balances are not immediately affected. You must post the journal entry in
order to update the account balances.

The Journal Edit window is used only to edit, wid or post entries that already exist on the unposted entry
file. Entries cannot be created in this window. To create entries you would use the Create Journal
Entries window.

When you first open the GL Edit Journal Entries window, the first non-wided entry from the unposted
entry file is displayed in the window. You can select entries for modification, widing, or posting.
Unposted entries can be posted later on, and wided entries are removed when you close the period or
year.

Access
1. Go to the Add-Ons ribbon menu.
2. Select the entrée.GL drop down menu.
3. Select the Manage Entries drop down menu.
4. Select the Journal Editing option.
' —— — ™
< GL Edit Journal Entries - Period 01 - [E= TS
Entry
Mumber 00000 Date 04/15/14 ~
Reference ontributions. Auto Reverse N -
Description  local charity contributions
Account Account Description Detail Description Amount i |
01000- PETTY CASH Donation Litte Leag -455.00
|
Balance 0.00
[ New Detai ] [ Delete Detail ]
[P[intEntries ] [ Void l [ Post Add Entry OK Apply

———

5. Click the L] search tool next to the Entry Number edit control or tab to the L] button and press
the F5 key.
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12.1

6. The GL Select a Journal Entry window will open.

-
= GL Select a Journal Entry = B

Contributions 0.00

L A

7. Select the desired entry detail and click OK. An entry cannot be selected until the currently displayed
entry has been saved.

To select an entry you can use one of the following commands.

Keyboard Scroll to the entry and press the Enter key or click the "OK" button.
Context Menu Double left click the entry.

8. After you select the entry the GL Select a Journal Entry window will close, and the GL Edit Journal
Entries window will be populated with the selected entry to be edited.

Edit Controls

Print Entries
Clicking the "Print Entries" button will allow you to print the entries.

Void Button
Clicking the "Void" button will allow you to wid the entry.

Post Button
Clicking the "Post" button will allow you to post balanced entries.

Add Entry Button
The "Add Entry" button is always disabled

OK Button
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12.2

Clicking the "OK" button will save the journal entries to the unposted entry file, close the Journal Edit
window, and then take you back to the Main Menu.

Cancel/Close Button

Clicking the "Cancel" button will allow you to cancel changes you're making to an existing detail item, or
allow you to woid all the entries or save all the entries.

Clicking the "Close" button will close the Journal Edit window, and then take you back to the Main
Menu.

Apply Button
Clicking the "Apply" button will save the current entry to the unposted entry file. This button is useful if
you want to save entries, but not exit out of the Journal Edit window.

Select Journal Entry

A search screen is available that allows you to select any non-wided entry. Click the search button

next to the Entry Number field or tab to the . search button and press the F5 key.

i B!
< GL Select a Journal Entry = | = L

*

Contributions 0.00

W A

To select an entry you can use one of the following commands.

Keyboard Scroll to the entry and press the Enter key or click the "OK" button.
Context Menu Double left click the entry.

After you select an entry, the Select Journal Entry window will close, and the Edit Journal Entry window
will be populated with the selected entry.
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12.3

12.3.1

12.3.2

Edit Journal Entry

A journal entry consists of the entry header (Entry Number, Reference, Description, Auto Rewverse, and
Date) and one or more entry detail items (Account, Description, and Amount). When an entry is posted
to General Ledger, the detail items in the entry will determine which accounts in General Ledger are
updated, and the amount of the updates.

A balanced entry has at least two detail items. The sum of all the debits (positive amounts) and the sum
of all the credits (negative amounts) must cancel each other out for an entry to be balanced. Only
balanced entries can be posted to General Ledger. A typical use of a journal entry is to create initial
balances for various General Ledger accounts.

Any entry (whether it is balanced or not) can be saved to the unposted entry file by clicking the Apply
button, provided it has at least one detail item.

Voided entries are saved to the unposted entry file as well, but an entry that is going to be wided does
not require any detail items, since any detail information is stripped out of the entry prior to saving it to
the unposted entry file. Therefore, an entry can be wided regardless of whether or not is has any detail.

Entry Header

Entryr
Mumber 0014 |~ Date 01408415

Reference  —tartBal Auto Beverze | N |

Diescription Beqinning Balancesdsset Accounts

Number
This is the number that uniquely identifies the entry. The entry number is maintained by entrée. This
field is informational only and cannot be edited.

Reference
Enter up to 15 characters of information which can be used as a cross-reference, such as a check or
wvoucher number. This field may be left blank.

Description
Enter up to 35 characters of information as a description of the entry. This field may be left blank.

Auto Reverse
Select "Y" to have General Ledger automatically reverse the entry on the first day of the next period, or
you can accept the default "N". You should use reversing entries in accrual basis accounting only.

Rewersing entries are optional and used to simplify recording. Typically, reversing entries are made to
record accrued (unrecorded) expenses or accrued revenues.
You should use reversing entries in accrual basis accounting only.

Date
Enter the entry date, or accept the default date which is the current date.

Journal Entry Grid

Account
This is the account to which you will distribute the journal entry. If you do not know the account number,
you can press the F5 key to display the GL Account Search screen.
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i i

s Ol Account Search =NREn X

b @ Match () Contains

Account # Type Description
09100-000 MISCELLANEOUS INCOME
09110- - MISCELLANEOUS INCOME REBATES

Lo Lo B I O T T KATC/TCI | ARIETS IC A7l IWMT NCOATCECD

[i#4](#4] (4] 253 of 273 DDEDE b

273 total recs

|
|

- — —

— 5

If the account you selected has been setup for Auto Distribution, you will have the option to
automatically distribute the amount. Click the "Yes" button to automatically distribute the amount
entered for the account to the account(s) setup for distribution. Click the "No" button to reject automatic
distribution.

For more information seethe GL Account Maintenance section on Entering Auto Distribution
Information.

EExample Assume account 11010 is configured to distribute 25% to account 71171 and 75% to
account 18025. If you then create a journal entry for an amount of 100.00 to account 11010, and select
Automatic Distribution, the journal entry will automatically distribute 25.00 to account 71171 and 75.00 to
account 18025.

' .

—A Caution In order to maintain an accurate record of your prior year net income and retained
earnings, it is recommended that you NOT make manual journal entries to the Default Net Income and
the Default Retained Earnings accounts. See GL Company Maintenance for more information.

E Hot Tip! In order to maintain an accurate record of your prior year net income and retained
earnings, it is recommended that you do NOT make manual journal entries to the GL Default Net
Income and the Default Retained Earnings accounts.

GL Default Net Income Account
If the account you selected is the GL Default Net Income account, a Confirm dialog will display "Yol
are creating an entry to the default Net Income account. Are you sure you want to do this?". Click
the Yes button to continue editing the detail. Click the No button to return focus to the account so
that it can be changed.

GL Default Retained Earnings Account
If the account you selected is the GL Default Retained Earnings account, a Confirm dialog will
display "You are creating an entry to the default Retained Earnings account. Are you sure you want
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12.3.3

12.4

to do this?". Click the Yes button to continue editing the detail. Click the No button to return focus
to the account so that it can be changed. See GL Company Maintenance for more information.

Description
This 35-character field might contain account-specific reference information. This field may be left blank.

Amount
This amount will be distributed to the account. A positive amount is a debit, and a negative amount is a
credit. The amount cannot be zero.

Balance
This field shows the total of all the amounts for the current entry. This field is informational only and
cannot be edited.

New Detail Button
Clicking the "New Detail" button will add a detail item to the entry.

Delete Detail Button
Clicking the "Delete Detail" button will delete the currently highlighted detail item from the entry.

Journal Entry Edit

To edit a detail item, you can use one of the following commands.

Keyboard Scroll to the detail item you want to edit and press the Enter key

Context Menu Double left click the grid on the detail item you want to edit.

Account |.~'—‘u:u:u:uunt Dezcription |Detai| Dezcription |Amu:uunt fad
1100- Cash in Banks [System Checking) cash 34000

11030- - / 4 .":".l:il:il:ll.lr'ltiii Receivable cazh || -34U.U|:||

Cancel Button

If you're editing a detail item, click the Cancel button to cancel any changes you have made to the detail
item that is being edited. A Confirm message box will display "This will discard changes to the
detail. Lose your details changes?" Click Yes to continue with the cancellation. The detail item will
return to its' original value. If the detail being edited is new, then the detail will simply be blanked out.

= INote
= If you're not editing a detail item, clicking the "Cancel" button will allow you to cancel any

other changes you have made to the current entry.

Post Journal Entries

<= INote , . .

= Before you can post any journal entries, any pending changes to the current entry must be
saved. Only balanced entries can be posted to General Ledger.

Post Button

When you click the "Post" button, entrée will warn you if the currently displayed entry is unbalanced. A
Confirm message box will display "This entry is unbalanced. Continue with post?". Click Yes to
continue with the post or No to cancel.

Now the Post Journal Entries window will be displayed.
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12.5

12.6

¢ If you select and post any balanced entry, the Post Journal Entries window will close, then the Journal
Edit window will close, and you will be returned to the Main Menu.

e If decide to cancel posting, the Post Journal Entries window will close, and you will be returned to the
Journal Edit window.

¢ For more information on posting to General Ledger, see the Posting to General Ledger chapter.

Save Modified Journal Entries

¢ Apply Button
Click the "Apply" button to save the current entry to the unposted entry file.

OK Button
Clicking the "OK" button will save the currently displayed entry to the unposted entry file, close the
Journal Edit window, and then return you to the Main Menu.

¢ Regardless of which save you perform, a Warning message box will display "You must enter at least
one detail." if the current entry is unbalanced, or if the current entry has no detail. Click the "OK"
button on the wamning. If the entry has no detail, the save will not be performed.

e If the current entry is unbalanced a Confirm message box will display "This entry is unbalanced.
Continue to save?". You may continue with the save by clicking the "Yes" button. Click the "No"
button to discontinue the save.

Void Journal Entry

Clicking the Void button will allow you to wid the current entry. An entry does not require any detail
lines when the entry is going to be wided, so this operation is applicable for any entry, whether or not it
has detail items. Voided entries are saved to the unposted entry file, and remowved from this file when you
close the period or year.

¢ A Confirm dialog will display "Are you sure you want to void this entry?" click the Yes button to
woid the entry. After the entry is wided and saved, the session log will be displayed, the first non-
woided entry from the unposted entry file is displayed in the window.

¢ Voided entries saved to the temporary file will be saved to the unposted entry file when the window is
closed via the OK button or Cancel button.
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13.1

GL Post Entries

Once you hawve created journal entries, you must post the entries to complete the transaction and update
the account balances. Posting to the current period updates the Period to Date, Year to Date and
Current balances.

It is not necessary to post all the entries at the same time, you can select only those entries you want
to post.

The Post Journal Entries window may be called from either the Main Menu, the Edit Journal Entries
window, or the Create Journal Entries window.

Access

Go to the Add-Ons ribbon menu.
Select the entrée.GL drop down menu.
Select the Manage Entries drop down menu.

L N

Select the Post Entries option.

¢ Upon entering the GL Post Journal Entries window the grid will be populated with entries from the
unposted entry file.

e When called from the Edit Journal Entries window, the grid will be populated with entries from the
unposted entry file. See the Editing Journal Entries chapter for more information.

e When called from the Create Journal Entries window, the grid will be populated with entries from the
unposted entry file, as well as from the temporary file that is used to store entries you have created.

Posting Journal Entries to the Current Period

Controls
Post Button
Clicking the "Post" button will allow you to post the selected balanced entries.

Close Button
Clicking the "Cancel" button will close the Post Entries window, and return you to the calling window
(Main Menu, GL Create Journal Entries window, or the GL Edit Journal Entries window).

Select All Balanced Entries Button
Clicking the "Select All Balanced Entries" button will automatically select all balanced entries.

Post
This field is used to select and de-select an entry for posting. When the entry is selected, this field will
display a "Y". When the entry is not selected, this field will display an "N".

Entry
The entry number. This field is informational only and cannot be edited.

Date
The entry date. This field is informational only and cannot be edited.

Description
The entry description. This field is informational only and cannot be edited.
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Reference
The entry reference. This field is informational only and cannot be edited.

Balanced
A "Y" is displayed if the entry is balanced and "N" if the entry is unbalanced. This field is informational
only and cannot be edited.

Posting Process for the Current Period

1. Access the GL Post Journal Entries window.

e When called from Post Entries the grid will be populated with entries from the unposted entry file.

e When called from Edit Journal Entries the grid will be populated with entries from the unposted entry
file. See the Editing Journal Entries chapter for more information.

e When called from the Create Journal Entries the grid will be populated with entries from the
unposted entry file, as well as from the temporary file that is used to store entries you have created.

2. Select the entries you want to post. You can click the "Select All Balanced Entries" button, which
will select all balanced entries.

- 0r -
You can select \ de-select an entry using one of the following commands.

Keyboard Scroll to the entry and press the Enter key.
Context Menu Double left click the entry.
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¢ Unbalanced entries cannot be selected for posting. A Warning message will display "Unbalanced

entries cannot be posted" if you try to post them. Click OK to close the warning. Then de-select the
unbalanced entries and try to post again.

3. Click the Post button and you will see the Confirm message box display "Ready to Post".
4. Click the Yes button to continue posting.

= INote
— You must either post or cancel your current period journal entries before you close the
period. Closing is not allowed when unposted entries exist.




GL Post Journal Entries to a
Previous Period
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14

GL Post Journal Entries to a Previous Period

Access
entrée V3 Use menu path: Accounting > General Ledger > Manage Entries > Post to Previous
Period.

entrée V4 SQL
1. Go to the Add-Ons ribbon menu.

2. Select the entrée.GL drop down menu.
3. Select the Manage Entries drop down menu.
4. Select the Post to Previous Period option.

Overview

You can retroactively update account balances by creating and posting journal entries to a previous
accounting period. These entries are similar to standard journal entries, except you must specify the
year and period to which they should be posted.

You first have to enter a period and year to which you want to post the entries, and enter an optional
batch amount. When you open the Post to Previous Period window, you are starting a journal entry
session. Balanced journal entries are created and saved to a temporary file during the session. Unlike
standard journal entry creation, you cannot create unbalanced entries, but you can still void entries that
you have created.

When the Post to Previous Period window is closed, balanced entries are posted, wided entries are
saved to the unposted entry file, and the session is completed. You cannot create an entry and then
post it later. Voided entries are removed from unposted entry file when you close the period or year.

Balance Sheet Accounts
If a current year posting affects any balance sheet accounts, those accounts will have their current year
balances updated for the posting period, as well as the periods up to but excluding the current period.

If a previous year posting affects any balance sheet accounts, those accounts will have their previous
year balances updated for the posting period, as well as the periods up to and including the last period
closed in the previous year. In addition, the current year balances are updated for all periods up to but
excluding the current period.

Income Statement Accounts

If a current year posting affects any income statement accounts, those accounts, as well as the net
income account requested during the posting, will have their current year balances updated for the
posting period, as well as the periods up to but excluding the current period.

If a previous year posting affects an income statement account, those accounts will have their previous
year balances updated for the posting period.

Net Income Account
The net income account requested during the posting will have its' previous year balances updated for the
posting period, as well as the periods up to but excluding the final period closed in the previous year.

Retained Earnings Account

The retained earnings account requested during the posting will have its' previous year balances updated
for the final period closed in the previous year, as well as the current year periods up to but excluding the
current period.
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14.1

14.2

Post Controls

Account Controls
New Detail
Click to open a detail line in the account grid to add a new entry.

Delete Detail
Click to delete the selected detail entry line in the account grid.

Posting Controls
Print Entries

Clicking the "Print Entries" button will allow you to print the entries.

Void Button

Clicking the "Void" button will allow you to void the entries. Voided entries are saved to the unposted
entry file as well, but an entry that is going to be wided does not require any detail items, since any
detail information is stripped out of the entry prior to saving it to the unposted entry file. Therefore, an
entry can be woided regardless of whether or not is has any detail.

Post Button
Clicking the "Post" button will post the journal entries, close the Post to Previous Period window, and
then take you back to the Main Menu.

Add Entry Button
Clicking the "Add Entry" button will create a new entry with a unique entry number.

OK Button
Clicking the "OK" button will post the journal entry, close the Post to Previous Period window, and then
take you back to the Main Menu.

Cancel/Close Button
= Clicking the "Cancel" button will allow you to cancel changes you're making to an existing detail
item, or allow you to woid all the entries, or post all the entries created during the session.

= Clicking the "Close" button will close the Post to Previous Period window, and then take you back
to the Main Menu. This button is only enabled when no entries exist on the temporary file.

Apply Button
Clicking the "Apply" button will save the current entry to a temporary entry file. This button is useful if
you want to save entries, but not exit out of the Post to Previous Period window.

Entry Header

Number
This is the number that uniquely identifies the entry. The entry number is maintained by entrée. This field
is informational only and cannot be edited.

Reference
Enter up to 15 characters of information which can be used as a cross-reference, such as a check or
wvoucher number. This field may be left blank.

Description
Enter up to 35 characters of information as a description of the entry. This field may be left blank.

Auto Reverse
Entries posted to previous periods cannot be reversed, therefore this field is disabled.
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14.3

Date
Enter the entry date, or accept the default date, which is the current date.

Entry Detail Grid

Account
This is the account to which you will distribute the journal entry. If you do not know the account number,
you can press the F5 key to display the General Ledger Account Search screen.

<= INote , o ,
= Even if the account you selected has been setup for Auto Distribution, you will not be
allowed to exercise this option. See GL Account Maintenance Entering Auto Distribution Information for
more information.

1 i C . . .
L Caution |, order to maintain an accurate record of your prior year net income and retained
earnings, it is recommended that you do NOT make manual journal entries to the GL Default Net
Income and the Default Retained Earnings accounts.

GL Default Net Income Account

If the account you selected is the GL Default Net Income account, a Confirm dialog will display "You are
creating an entry to the default Net Income account. Are you sure you want to do this?". Click
the Yes button to continue editing the detail. Click the No button to return focus to the account so that it
can be changed.

GL Default Retained Earnings Account

If the account you selected is the GL Default Retained Earnings account, a Confirm dialog will display
"You are creating an entry to the default Retained Earnings account. Are you sure you want to do this?".
Click the Yes button to continue editing the detail. Click the No button to return focus to the account so
that it can be changed.

e See GL Company Maintenance for more information.

GL Enter Adjustments Dialog _
If the entry affects a sales, cost GL Enter Adjustment Ac...

of sales, income, expense, or
tax account (an income —
statement account), you will Net Income Account 31020- 1~
have to enter at least one ol
adjustment account in the GL Retained E amings Account =1 090" <~
Enter Adjustments dialog. _ .

l LCancel

e If you are posting to the current year, you must enter a Net Income Account.

e If you are posting to a prior year, you will have to enter a Net Income Account and a Retained
Earnings Account.

Account Description
This 35-character field might contain account-specific reference information. This field may be left blank.

Amount
This amount will be distributed to the account. A positive amount is a debit, and a negative amount is a
credit. The amount cannot be zero.
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14.4

Balance
This field shows the total of all the amounts for the current entry. This field is informational only and
cannot be edited.

Batch
The batch amount entered in the batch window. Batch is only displayed when a batch amount other than
zero has been entered in the batch window.

Account Controls

New Detail Button
Clicking the "New Detail" button will add a detail item to the entry.

Delete Detail Button
Clicking the "Delete Detail" button will delete the currently highlighted detail item from the entry.

Edit a Detail Item
To edit a detail item, you can use one of the following commands.

Keyboard Scroll to the detail item you want to edit and press the Enter key
Context Menu Double left click the grid on the detail item you want to edit.

Cancel a Detail Item Edit
If you're editing a detail item, click the Cancel button to abort your changes to the detail item that is
being edited.

A Confirm dialog will display "This will discard changes to the detail. Lose your detail changes?".
Click Yes and the detail item will return to its' original value. If the detail item being edited was new, then
the detail will simply be blanked out.

Note

_|Ilk

If you're not editing a detail item, clicking the "Cancel" button will initiate the wvoiding of
entries. See the section Voiding all Journal Entries for more information.

Previous Period Selection

Prior to actually creating entries, you must first select the period and year to which the entries will be
posted.

Period and Year Selection Controls
1. Go to Manage Entries > Post to Previous Period.

2. The Enter previous period for GL Entry dialog will open.
3. Select the Year either Current Year or Last Year.

4. Enter the GL Posting Period number and click OK.
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i !

== Enter previous period for GL Entry l ] | (5] |ﬁ]

Current GL Period (1

Y'ear
Current 'ear

Last Year @

GL Posting Period (00

0E | | Cancel

A J

Enter previous period for GL Entry Fields
Current Year

Select this field in order to post to a period from the current year.

Last Year
Select this field in order to post to a period from last year.

GL Posting Period
You will post your entries to the period displayed in this field.

OK Button
Clicking the "OK" button will post the journal entries, close the Period window, and open the Post
Journal Entries to Previous Period window

Cancel Button
Clicking the "Cancel" button will close the Enter Period window, and will open the Post to Previous
Period window. However, the only option available will be to close the window.

Selecting a Period and Year
You can select other Year/Period combinations, however the Period and Year have several constraints:

e Period must be greater than zero and less than or equal to 13.

e If you select Current Year, the Period you enter must be less than the current period.

¢ If you select Last Year, there must have been a period closed last year, and the Period you enter must
be less than the final period closed last year.

GL Enter Batch Window

If the period and year selections are valid, you will be allowed to enter a batch amount for the session.
The batch amount allows you to verify journal entries by comparing the batch amount to the total debits
from the journal entries created during the session.
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14.5

-

5. The GL Enter... dialog will open. w:: GL Enter Batch

|

6. Enter the Batch Amount or if you don't want

to enter a batch amount accept the default Enter a batch amount.

amount of zero.

Clicking "OK" will close the Batch window and
open the Post to Previous Period window. QoK

455,00

e Continue to the next topic Adding a Journal Entry.

Adding a Journal Entry

Reminder: A journal entry consists of the entry header (Entry Number, Reference, Description, Auto
Rewerse, and Date) and one or more entry detail items (Account, Description, and Amount).

When a journal entry is posted to General Ledger, the detail items in the entry will determine which

accounts in General Ledger are updated, and the amount of the updates.

¢ A balanced entry has at least two detail items. The sum of all the debits (positive amounts) and the
sum of all the credits (negative amounts) must cancel each other out for an entry to be balanced.

- INote _
= Only balanced entries can be posted to General Ledger.

¢ Voided entries are saved to the unposted entry file as well, but an entry that is going to be woided does
not require any detail items, since any detail information is stripped out of the entry prior to saving it to
the unposted entry file. An entry can be wided regardless of whether or not is has any detail.

Continued...
7. The GL Post Journal Entries to Previous Period screen will open.

= First hit the Enter key so entrée will assign a number to the batch entry.

= Next edit the Date (if needed) and add Reference and Description information. Auto Reverse

is not available.
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GL Post Journal Entries to Previous Period 12 of Last Year

Entry
Reference || | Auta Reverse
|

Description |

Detail Description

Account Description

Balance

I Mew Detal l ’ Delete Detai ] o
[F'gintEntries] [ Woid ] [ Post ] l Add Enfry ] l s ] l LCancel ] l Apply l

8. Click the New Detail button to open a line in the grid to add an entry.

Arnount

Detal Description

T -

Account Account Descriphion

9. Click the search @ tool in the detail Account field to open the GL Account Search window.

10. Select the GL Account # for the entry.

0.00
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GL Account Search

[f_‘_? Match  © Containg l

Degcription

L |3

Cas ahks [Syste ing]
- Cazh in Banks [Manual Checking
- Cazh on Hand
11030 - Accounts Feceivable
11040 - Allowanice for Doubtful Accountz
11050 A1 Inventory [Finished Goods)
11051 - Irventary [wfork. in Progress)
11062 - MHan-ztock [nventary - Mizcellaneous
11063 - Inventary Adjustrent
12000 - Fized Azzets - Default Account
18005 - Fixed Azzets - Accumulated Deprec.
18010- - Office Furniture and E quipment

11. Press the Enter key and the Account Description will be populated from the GL Account record.
Click Apply to save the current entry to a temporary entry file.

GL Post Journal Entries to Previous Period 12 of Last Year

Entry
Reference | | Auto Reverse [N [i]
Description | |

Account Account Description Detail Description

l Tew D etail l ’ Delets Detail ] 2:2:08
l Frint Entries ] l Waid ] l Post ] ’ Add Entry ] ’ 0K ] ’ LCancel ] ’ Apply ]

e You can select / de-select any detail entry in the grid by using one of the following commands.

Keyboard Scroll to the entry and press the Enter key.
Context Menu Double left click the entry.
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12. To balance the transaction for posting click the New Detail button to add the next journal entries.

GL Post Journal Entries to Previous Period 12 of Last Year
Entry
s 0naos [] Date /085
Reference Auto Reverse [N -.¢ |
Description
Account |Account D escription | Detail Description |.&m0unt
11010- Cash in Banks [Spstem Checking] cash 340.00 =
11030- @) ccounts Receivable | -340.00]
; p Balance 340.00
l | | | et 340,00
i | | | | | | | = |

13a. Click Apply once and all the entries made are saved to the temporary file. If you have more work to
do click the Add Entry button to create a new Entry or click the New Detail button to add the next

journal entry in the grid.

Click the Post button to post all the saved entries and close the window. This button will only be
enabled when the current entry has been saved to the temporary file.

Click OK here and the entry is saved and posted and returns you to the main menu.
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Entry
Mumper 00005 Date 01/08/15
Reference | | Auta Reverse
Description | |
Account Account Description Detail Description Amount
11010- Cash in Banks [Spstem Checking] cash 340.00 =

[ Mew Detail ‘l ’ Delete Detail ] 2:::8
[ Frint Ertries ] [ Woid ] [ Post ] l Add Enfry ] l s ] l LCancel ] l Apply l
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13b. If your GL Enter... Batch Amount was zero in step 6 this is how the balanced entry would look

without the Batch field.

Click OK to post the entry and return to the main menu.

Entry

MHumber Date

Reference | |

Auta Reverse
Description | |

Account Account Description

1100- Cash in Banks [System Checking]
11030-

Detail Description Amount

340.00
-340.00

m &

payment re

Balarce
[ Tew D etail J ’ Delete Detail ]

| Pt Enties | [ wod | [ Pt || addEny | | ok [ Camcel | [ Aoy |
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@’ Hot Tip! ciicking the Add Entry button will create a new entry.

[ - GL Post Journal Entries to Previous Period

00000 Date 04/15/14 ¥
Auto Reverse N -

local charity contributions

Account Description Detail Description
03620- CONTRIBUTIONS Donation Litde Leag 455.00

14.6 Saving Journal Entries

Click the Apply button to save the current entry to the temporary file. If the current entry has no detail
journal entries the save will not be performed.

A warning will display if the current
entry is unbalanced.

If the entries to be saved are
unbalanced this Confirm message
box will display.

This entry is unbalanced

Continue with save?

Click Yes to continue with the sawe.




GL Post Journal Entries to a Previous Period 101

14.7

14.8

o After the entry is sawed, the
session log will be displayed, and
the window will be prepared to Entries |
allow you to create a new entry.

Credits -455.00
Debits 455.00
Batch 455.00

|II¥

Note
When the session log is displayed, there is no current entry, since the log is only displayed

after the current entry has been saved or woided.

Posting Journal Entries

The currently displayed entry must be balanced before the posting can be completed.

A Warning message will display "Unbalanced entries cannot be posted" if you try to post them. Click
OK to close the warning.

Click the Post button to post all the saved entries and close the window. This button will only be enabled
when the current entry has been saved to the temporary file.

Click the OK button to post the entries and close the window.

Journal Entry Editing

When you need to modify an entry that you saved during a session but did not post a search screen is
available that allows you to select any non-woided entry.

1. Use menu path: Accounting > General Ledger > Manage Entries > Journal Editing.

2. Click the L#~ | search tool next to the Entry Number edit control or tab to the L& " | button and press
the F5 key.

3. The GL Select a Journal Entry window will open.

4. Select the desired entry detail and click OK. An entry cannot be selected until the currently displayed
entry has been saved.

If the entry is not balanced the system will post a Warning dialog "This entry is unbalanced. You must
balance it before continuing with the search." Click OK to continue.

¢ To select an entry you can use one of the following commands.

Keyboard Scroll to the entry and press the Enter key or click the "OK" button.
Context Menu Double left click the entry.

5. After you select the entry the GL Select a Journal Entry window will close, and the GL Edit Journal
Entries window will be populated with the selected entry to be edited.
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pr

== GL Select a Journal Entry

04/15/14

local charity

ontributions
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15

15.1

Recurring Entries Maintenance

You can create recurring entry transactions which can be used to generate journal entries.

Access
Go to the Add-Ons ribbon menu > entrée.GL (the General Ledger add-on module) > Manage Entries >
Recurring Entries.

Recurring Entries Controls

Record Controls

In the lower left hand corner of the GL Recurring Entries Maintenance window is the record control. It
displays the total number of items in the recurring entries file and has a series of 4 buttons. A description
of each of the buttons in the record control is as follows.

W[« | asserss2 [ v [
First Record

Clicking the first record button will move you to the first item in the recurring entries file file.

Prior Record
Clicking the prior record button will move you to the previous item in the recurring entries file file.

Next Record
Clicking the next record button will advance you to the next item in the recurring entries file file.

Last Record
Clicking the last record button will advance you to the last item in the recurring entries file file.

Buttons

Add Entry

Clicking the "Add Entry" button will to insert a new recurring entry into the recurring entry file. For more
information on adding a recurring entry, see the corresponding section below.

Void
Clicking the "Void" button will delete an account from the recurring entry file.

OK

Clicking the "OK" button will save any pending changes to the recurring entry file and close the GL
Recurring Entries Maintenance window. You will be taken back to the Main Menu after clicking this
button.

Cancel

Clicking the "Cancel" button will allow you to cancel changes you're making to an existing recurring
entry, or cancel the addition of a new recurring entry. You will be taken back to the Main Menu after
clicking this button.

Apply

Clicking the "Apply" button will save any pending changes to the recurring entry file. This button is useful
if you want to save pending changes, but not exit out of the GL Recurring Entries Maintenance window.

New Detail
Click the "New Detail" button to add an account to the recurring entry.

Delete Detail
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Click the "Delete Detail" button to delete an account from the recurring entry.

Fields
Number

i
This is the base entry number. You click the ‘—| search button to see a list of the current recurring
entries.

Reference
This is the reference that will be associated with any entries generated from the transaction.

Description
This is the description will be associated with any entries generated from the transaction.

Date

This is the that will be associated with the transaction. This date will be updated when entries are
generated.

See "Generate Recurring Entries" for more information.

Frequency
This is the number of entries that will be generated for a given period. The maximum is 9999.

Period
Select one of two periods.

Maximum
This is the maximum number of entries that can be generated from this transaction. The maximum is
999, or use can use 0 for unlimited entries.

Created
This is the date this transaction was created.

Last Date
This is the last date an entry was generated from this transaction.

Generated
This is the number of journal entries generated from this transaction.

Account

{
You can enter the General Ledger account here, or you can click the ‘_I search button or press the F5
key to display the General Ledger Account Search screen.

Account Description
This is the General Ledger account description.

Amount
This is the amount associated with the account.

Balance
This is the running balance for all accounts for the recurring entry.
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15.2

Add a Recurring Entry

o M o Dd =

Type the new five digit entry number into the "Number" control.

Click the Add Entry button.

A Confirm message box will display "Would you like to add a new entry?".
Click Yes to continue or No to cancel the add.

Edit these Entry area fields: Reference, Description, Frequency, Period, and Maximum.

Click the New Detail button and use the @ to add at least two General Ledger accounts.

GL Recurring Entries Maintenance

Entry
79653 E Account Account Description Armaint
e = = [0 T
Refererice | HENT
Dieseription OFFICE MOMTHLY REMT
Date 12411414 Created i
Frequency 1 Lazt Date L
Period Generated o
b airuim a
[ Mew Dietail H Delete Detail l Belemes 0.00
|| 0 recaords
€] l €] I Q@ I 1] Yaid l l Add Entry l I K l I Laneel \ Apply

GL Recurring Entries Maintenance

Entry
p Account Account Degzcription
)
Murnber 7EES3 | = g S lannn nn
Refererice | HENT
Description OFFICE MOMTHLY REMT
Date 1211414 Created i
Frequency 1 Lazt Date A
Period bonthly E Generated o
: ]
I aximum
H Delete Detail Ealance 2000.00
|| 0 recordz
[ l Q I [2) I ) Yoid ] | AddEnty ] l oK I Cancsl £pply

. Now add the second account so the Balance will equal zero.
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GL Recurring Entries Maintenance

~Entry —
78653 ‘ Account IAccnuntDescrlptlnn I.&mount
Humber 75125- Office: Space Rental 2000.00 E
Reference |HENT |
Besaittan |DFFIEE MOMTHLY REMNT
Date Created
Frequency Lazt Date
Period Generated Ijl
bd awirnuimn Ijl
[ Mew Detail ” Delete Detail l Balance
|| 0 records
@lelo]o vod | [ addey | [ ok ][ cameel | [ seny |
8. Click Apply to sawe the ent
GL Recurring Entries Maintenance
~Entry B IA = — I.-’-\ .
78653 E ccount coount D escription mont o
Humber 75125- Office: Space Rental 2000.00 E
Reference |HENT | i
Besaittan |EIFFIEE MOMTHLY REMT
Date R |
Frequency Last Date
o boremed 0 I
bd airiLim Ijl _—
[ New Detail ” Delete Detail l Balance
|| 0 recaonds
elelo|o void || eddEmy || ok | | camee [|[  [Eeed |
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16

16.1

16.2

Generate Recurring Entries

Access
Go to the Add-Ons ribbon menu > entrée.GL > Manage Entries > Generate Recurring Entries.

¢ First establish recurring entry transactions in the GL Recurring Entries Maintenance dialog.

e Second, you will generate journal entries from the Generate Recurring Entries window.

i !

1. Go to the Add-Ons ribbon menu.

2. Select the entrée.GL drop down
menu.

= Generate Recurring Entries - Period 01 l = | (5] |ﬁ

3. Select the Manage Entries drop Date [EFEAMGAE] - Go

down menu.

4. Select the Generate Recurring
Entries option.

Generate Cloze

Controls

Go Button
Clicking this button will start a search for recurring entry transactions. If any transactions within the
date range (see "Date" field below) are found, the "Generate" button will be enabled.

Date
When searching for recurring entry transactions, the transaction date must be less than or equal to this
date.

Generate Button
Clicking this button will generate journal entries.

Close Button
Clicking this button will take you back to the Main Menu without generating any journal entries.

Generating Entries

To Generate Recurring Entries
1. Enter a date and hit the "Go" button.

2. This will start a search for recurring entry transactions.

3. If any transactions are found whose date is less than or equal to the date entered, and whose number
of entries generated is less then the maximum, the "Generate" button will be enabled.

4. Click the "Generate" button to create your journal entries.

The number of entries generated for a given recurring entry transaction is based on the dates, frequency,
and period of the transaction. When entries are generated for a given recurring entry transaction, it's date
is updated according to the tables below.
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Daily Table:

# entries generated = (number of days from the date of the transaction to "Date") * freq

The next available date of the recurring entry transaction is updated with "Date" plus one day, the next
day.

So if the date of the transaction is 11/01 and Date is 11/03, then two days times the freq will be the
number of entries generated.

Monthly Table:
# entries = ((number of months from the date of the transaction to "Date") * freq) + 1

The next available date of the recurring entry transaction is updated with "Date" plus one month.
After the entries are generated a window will be displayed indicating the number of entries generated.




Update General Ledger from AP/AR
Batches
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17

171

Update General Ledger from AP/AR Batches

Updating General Ledger is the last step in transferring Accounts Payables and Accounts Receivable
account activity to General Ledger. You select the batches of postings representing the account activity,
and then apply them to the chart of accounts.

After you have released to General Ledger, the Accounts Payable and Accounts Receivable transfer files
contain the postings that have been released. Updating General Ledger creates journal entries from the
selected batches. These entries are then automatically posted to the appropriate General Ledger
accounts. The period to date, year to date, and current balances are updated with the amounts from the
entries.

" 1Note

1. Accounts Payable and Accounts Receivable Transfer files will be purged automatically as part of the
update process.

2. Batches of postings from Accounts Payable only exist if you have installed the optional entrée
Accounts Payable system.

3. To facilitate troubleshooting in the "Update" process, the purge operation will retain any data that is
60 days old or newer as determined from the "End" date of the entry and the "System Date" at the
time the process is run.

Access
entrée V3 Use menu path: Accounting > General Ledger > Update GL from AP/AR Batches.

entrée V4 SQL
1. Go to the Add-Ons ribbon menu.

2. Select the entrée.GL drop down menu.
3. Select File.
4. Update GL from AP/AR Batches.

Update GL Controls

Batches Grid
Source of Postings
The column shows you the source of the batch.

Batch
The batch number.

Begin Date
This is the begin date of the batch.

End Date
This is the end date of the batch.

Amount
The batch amount.

Ck
Check this box to select this batch for update.
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17.2

Buttons

Update GL Button
Clicking the "Update GL" button will run the Update General Ledger process.

AP Detail Button
Clicking the "Details" button will display the Batch Details window.

Select All Batches Button
Clicking the "Select All" button will select all batches.

Update from Accounts Payable
If this field is checked entrée will update General Ledger with postings from the Accounts Payable
batches.

Update from Accounts Receivables
If this field is checked entrée will update General Ledger with postings from the Accounts Receivable
batches.

" 1Note

I If any Accounts Payable posting has an account that does not exist in General Ledger,
then the posting will be assigned this suspense account for the update to General Ledger.

Update GL Process

¢ You first must select the batches that you want to apply to General Ledger. To select a batch, you
can use one of the following commands, or click the "Select All Batches" button to select all
batches.

Keyboard Scroll to the batch press the Enter key.
Context Menu Click the check box for the batch you want to select.

¢ If you would like to review the AP Detail postings follow the steps in the AP_Detail from Update GL
section that follows.
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Update General Ledger

Source of Postingz

Batch |Begin Date |End Date | Amaount Ek
Accounts Papable oo |0eA0409 |0 4 ] .

Update GL ] [ AP Detai ] lﬁelect.ﬁ.llﬂatches” Cancel ]

e Once you have reviewed your posting details click the "Update GL" button to run the update General
Ledger process.

Note
@ When you update General Ledger, a suspense account must be defined in case there
exist any postings whose account does not exist in General Ledger. This will prevent you from updating
General Ledger.

A Warning message box will
display if there are problems with

the suspense account. Ch The default suspense account defined in GL company
maintenance is not a valid account. You must correct the
account befare you can update GL.

¥ Warning

17.3 Get AP Detail from Update GL

¢ In the Update General Ledger dialog select the Accounts Payable source batch and click the AP
Detail button.
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e The AP Detail from Update General Ledger window opens. Follow the next steps to find and
analyze the posting details of the AP Batches.

AP Detail from Update General Ledger

Kill Search Confirmation 4P Batches

Batch Search Criteria .Selec_t Eatch_.
= Batch
Batch m ,-ﬁ —————
] Go | Batch [Account Begin Date |End Date |Amount AR Posting File
Account - | =|  Curent
Histomy
AP Papable File . AP Check Fie PO File Both T
Current (s Current [ Curent (s

Histary 0 Higtory 0 History 0 '
Both > Bath > Bath -

Auta facus bo AP gid [

Sort Postings
Invoice
o Sort
Post Dals £ Sorl | Include current balance [
n.an
Wendor Compary |rvoice Date Reference Dehbit Credit Balance
AP Posting l | I Close

17.3.1 AP Detail Controls

¢ Before searching for AP posting detail information you must select the search files for AP Payable, AP
Check and PO. Since history files can be quite large, it's best to search the current files first, unless
you're confidant that the posting details are in the history files.

AP Payable File
Your options are: "Current", "History" or "Both".

AP Check File
Your options are: "Current", "History" or "Both".

PO File
Your options are: "Current", "History" or "Both".

AP Postings Report Button

Click this button to generate the postings detail report. The reports mimics what is seen on the AP
postings grid.

AP Postings Grid

This grid displays the AP postings associated with the selected batch account summary. To see the AP
posting detail you can use one of the following commands.
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Keyboard Scroll to the posting and press the Enter key.
Context Menu Double left click theposting.

E Note _ _ _
— Be sure to select the appropriate AP posting detail files.

Kill Search Confirmation Option

Before a batch entry search, an AP postings search, —eeearchIor oy Postings
or an AP posting detail search is initiated a -
confirmation window is opened which asks if you're Kill Search Confirmatian
ready to commence the search. Checking this box

will suppress the confirmation window.

17.3.2 Search for AP Batches

e The first step in analyzing posting details is to acquire AP Batches. In the AP Detail from General
Ledger window click the Go button and the AP Batches grid is populated.

AP Detail from Update General Ledger

Kill Search Confirmation 4P Batches

. Select Batch
Batch Search EIIIE ———ﬁ Batch 001 1 g 1
Batch 001 fﬁ — l_—l_L
O _-\' - | Batch | Account Beqgin Date |End Date | Amount AP Postingﬂ!—jile
L’ ) 11050- |osA0/09 |01/22014 [1132.75 EJ|| [l o
Higtom
4P Papable File . AF Check File | PO File 20010- 08/10/03  01/22/14 -2738.80 Bath O
Current 1% Current [+ Current (% 51200 0aM0/09  01/22/14 166.05
History £ History History 75125- 08/10/09  01/22/14 150000 Get 4P Postings
Both {3 Both @ Bath @ ’

Zuto focus bo AP gid [

Sort Postings
Invoice [+
Sart
Fost Date Sar - Include current balance [ |
0.a0
Wendor | Company Invoice Date Feference Dehbit Credit Balance
AP Posting [ ] l Close

Batch Search Criteria
Batch

. . -’:“?-
Enter the specific batch you may want to search for. You can click the .= search button or press the
F5 key to display a list of the available AP batches.

Account
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You can search for and batch based an a account number instead of an batch number. You can click the

L~ | search button or press the F5 key to display the General Ledger Account Search screen.

Go button
Clicking this button starts the search for the requested batches.

AP Batches Grid
The batches grid displays the batch account summaries associated with the batches that meet the
search criteria. Only batches generated as a result of releasing AP are displayed.

Batch
This is the batch number.

Account
The account number of the summary.

Begin Date
This is the begin date of the batch.

End Date
This is the end date of the batch.

AP Posting File

Before initiating the search for AP postings, select the AP Posting File to search. Your options are:
"Current", "History" or "Both". Since history files can be quite large, it's best to search the "Current"
file first, unless you're confidant that the posting are in the history files.

Get AP Postings Button
Click this button to search for AP postings associated with the highlighted entry account summary in the
entry grid.

Auto Focus to AP Grid

If this box is checked, then if a search for AP postings is successful, then first posting in the AP
Postings grid will be highlighted. If this box in unchecked, then the current account summary in batch
grid will remain highlighted.

Select Batch Buttons
First
This positions the batch grid on the first account summary of the first batch.

Prev
This positions the batch grid on the first account summary of the previous batch.

Next
This positions the batch grid on the first account summary of the next batch.

Last
This positions the batch grid on the first account summary of the last batch.
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17.3.3 Get AP Detail Postings

AP Posting File Options

o Before initiating the search for AP postings, select the AP Posting File to search. Your options are:
"Current", "History" or "Both".

Since history files can be quite large, it's best to search the "Current" file first, unless you're confidant
that the posting are in the history files.

¢ Once you have acquired a batch you can now search for those AP postings associated with the batch.
To search for AP postings you can use one of the following commands.

Keyboard Scroll to the batch account summary and press the Enter key or click the "Get
AP Postings" button.
Context Menu Double left click the batch account summary.

¢ In the AP Detail from General Ledger window click the batch entry in the AP Batches grid and the
click the Get AP Postings button. The AP Postings will be populated in the grid below.

Sort Postings
Once AP posting have been found, you can sort the posting in the AP postings grid by choosing a sort
option and click the Sort button.

AP Detail from Update General Ledger

Kill Search Confirmation AP Batches
. Select Batch
Batch Search I:"t.ﬂ. ; ; —_i Batch 001 1 g 1
Batch 000 || O _ et
L — Go ; AP Posting File
4 i o ] Batch [Account Beqin Date [End Date |AmoLnt |
coaunt | —= - Current %
— = Hiztory

4P Papable File . AF Check File | PO File 20010- 08/10/03  01/22114 -2738.80 Bath

Current + Current 0 Current i B1.200- oeM0/09 0142214 166.05

History £ History 0 History £ 75125 oeA0/09  01/224 150000

Bath {; Bath L Batk &

Zuto focus bo AP gid ||

Sort Postings

Irvvoice 0|

= Sort
Post Date [+ Sor - Include current balance [

Reference

859369 0310409
ADH10 500210 0615411 744.00 35775
ADH10 65025 06/15/11 175.00 1132.75

AP Posting 1 af 3 ' AP Pasting: Repart ' Lloze

AP Postings Report Button

Click this button to generate the postings detail report. The reports mimics what is seen on the AP
postings grid.
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AP Posting Detail Grid
Vendor

The vendor for the posting. This will be blank for deposits and charges.

Company
The company name of the vendor.

Invoice

If the posting is from a payment, this will be the payable number associated with the payment. If the
posting is from a payable, then this will be the payable number. If the posting is for a deposit or a charge,
this field will be "RECONCL".

Date
This is the posting date.

Reference

If the posting is from a payment, this will be the payment number. If the posting is from a payable, this
will be the reference attached to the payable. If the posting is for a deposit or a charge, this field will be
blank.

Debit
If the amount of the posting is positive the amount will be displayed as a debit.

Credit
If the amount of the posting is negative the amount will be displayed as a credit.

Balance
This is a running balance of debits and credits.
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18 GL Search AP Postings

The General Ledger allows you to see the AP Details of GL journal entries that are generated as a result
of updating GL with released AP postings performed in the Release AP/AR Utility.

Access

Go to the Add-Ons ribbon menu.
Select the entrée.GL drop down menu.
Select File.

Search AP Postings.

Ao DN~

-
| += GL Search for AP Postings
Kill Search Confirmation GL Journal Entries
Entry Detail
Gl Entry Search Criteria Entry No. |Account  |Amount  |Dal = i — 1
Entry File Entry Date Batch
Entry Mo, L i
Current () Begin 09/12/13 = Begin Date [ /
o | e wEE - EE—
Both End  04/0%3/14 = EndDate |/ /
| etypae 7/
0
I -
Sort Postings
v
g — | —
Fost Date (7 Llosg - | [Clauto focus to AP grid
4 L 3
AP Check File AP Payable File PO File T E-ntry
Current () Current () Current () -
History (") History () History (7) GL Entry
Both Both Both
AP Posting File

Both () Get AP Postings

Current History ()
AP Posting AP Postings Rpt

18.1 Search for AP Postings Overview

1. First you must acquire the GL Journal Entries using the Entry Detail area options.

2. When the entries are displayed in the GL Journal entries grid select one to get the AP Posting
details.

3. Before initiating a search for AP postings in the AP Posting File Area select the AP Posting file to
search, Current, History or Both for these 3 files: AP Check File, AP Payable File, and PO File.
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Since history files can be quite large, it's best to search the current file first, unless you're confidant
that the posting are in the history files.

4. To search for the AP posting details associated with the journal entry use one of the following
commands.

Keyboard Scroll to the entry account summary and press the Enter key.

- or -

Click the Get AP Postings button to search for AP posting details associated for the highlighted journal

entry account summary in the GL Journal Entries grid.

Context Menu Double left click the entry account summary.

5. Once AP posting details have been found and loaded in the AP Posting Details grid below in the
Sort Postings Area you can optionally sort them. Choose a sort option, Invoice or Post Date and
then click the Sort button.

6. Click the AP Postings Rpt button to generate the AP Postings Detail Report once the grid has been
populated.

18.2 Search for AP Controls

Kill Search Confirmation Option

Before a batch entry search, an AP postings search, or an AP posting detail search is initiated a

confirmation window is opened which asks if you're ready to commence the search. Checking this box

will suppress the confirmation window.

Auto focus to AP grid Option

If this box is checked, then if a search for AP postings is successful, then first posting in the AP

Postings grid will be highlighted. If this box in unchecked, then the current account summary in batch

grid will remain highlighted.

Get AP Postings Button

Click to search for AP postings associated with the highlighted entry account summary in the entry grid.

You may also search by double clicking on an entry account summary, or hitting the return key when an

entry account summary is highlighted.

AP Postings Rpt Button

Click to generate the AP Postings Detail Report once the grid has been populated. The reports mimics

what is seen on the AP postings grid.

Close Button

Click to close the GL Search for AP Postings window. A Confirm message box will display "All done

searching?". Click Yes and the window will close.

18.3 GL Journal Entries

GL Entry Search Criteria Area
Entry No

Enter the specific GL entry number you may want to search for.

Batch
You can search for and entry based an a batch number instead of an entry number.
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Entry File
Select the GL entry file for searching, Current, History or Both. Since history files can be quite large,
it's best to search the current file first, unless you're confidant that the entry is in the history file.

Entry Date
You can limit the entry by date. Enter a Begin date and End date.

Go button
Clicking this button starts the search for the requested GL journal entries.

GL Journal Entries Area

The entry grid displays the entry account summaries associated with the GL journal entries that meet
the search criteria. Only journal entries that are generated as a result of updating GL with an AP batch
are displayed.

To search for AP postings you can use one of the following commands.

Keyboard Scroll to the entry account summary and press the Enter key or click the Get AP
Postings button.
Context Menu Double left click the entry account summary.

Entry No
This is the GL journal entry number. If the number is blank, it is understood that the account summary is
for the entry

Account
The account number of the summary.

Amount
The amount of the journal entry released to GL.

Entry Detail Area
Batch

This is the batch number associated with the GL journal entry.

Begin Date
This is the begin date of the batch associated with the GL journal entry.

End Date
This is the end date of the batch associated with the GL journal entry.

Entry Date
GL journal entry date.

Period
This is the GL period the entry was posted to.

Year
This is the year the entry was posted to. The year will either be "Crnt" meaning the current year or "PreVv'
meaning the previous year.

Auto focus to AP grid Option
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If this box is checked, then if a search for AP postings is successful, then first posting in the AP
Postings grid will be highlighted. If this box in unchecked, then the current account summary in GL
Journal Entry grid will remain highlighted.

Select Entry Area
First
This positions the entry grid on the first account summary of the first journal entry.

Prev
This positions the entry grid on the first account summary of the previous journal entry.

Next
This positions the entry grid on the first account summary of the next journal entry.

Last
This positions the entry grid on the first account summary of the last journal entry.

AP Posting File Area
Before initiating as search for AP postings, select the AP file to search. Since history files can be quite

large, it's best to search the current file first, unless you're confidant that the posting are in the history
files.

Get AP Postings Button
Click this button to search for AP postings associated with the highlighted entry account summary in the
entry grid.

AP Posting Details Grid

Before searching for AP posting detail information you must select your search files. Since history files
can be quite large, it's best to search the current files first, unless you're confidant that the posting
details are in the history files.

AP Postings Grid
This grid displays the AP postings associated with the selected entry account summary. To see the AP

posting detail you can use one of the following commands.

Keyboard Scroll to the posting and press the Enter key.
Context Menu Double left click theposting.

" 1Note

Be sure to select the appropriate AP posting detail files, AP Payable File, AP Check File
and PO File.

Vendor
The vendor for the posting. This will be blank for deposits and charges.

Company
The company name of the vendor.

Invoice

If the posting is from a payment, this will be the payable number associated with the payment. If the
posting is from a payable, then this will be the payable number. If the posting is for a deposit or a charge,
this field will be "_RECONCL".
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Date
This is the posting date.

Reference

If the posting is from a payment, this will be the payment number. If the posting is from a payable, this
will be the reference attached to the payable. If the posting is for a deposit or a charge, this field will be
blank.

Debit
If the amount of the posting is positive the amount will be displayed as a debit.

Credit
If the amount of the posting is negative the amount will be displayed as a credit.

Balance
This is a running balance of debits and credits.
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19

Close General Ledger Utility

At the end of an accounting period, or at the end of the fiscal year, you must close the period or year.

Closing calculates the net profit or loss for the period or year, updates balances, and creates historical
information. Closing General Ledger also allows you to remowve wided journal entries and old historical
records.

At the end of the accounting period, closing the period ensures the year to date and period to date totals
for the accounts remain current. When you close a period, current balances from expense and income
accounts are accumulated in the net income account, and the expense and income statement account
current balances are set to zero. Thus, the net income account contains the total net income for the
period. The period to date balances for all accounts are also set to zero.

To Do Prior to Closing GL
e Primary financial reports should be generated like the GL Journal Register.

e The General Ledger files should be backed up prior to closing the year.
¢ Run a full set of entrée system system backups.

Access
Go to the System ribbon menu > Closing options.

Warning Messages

When you first open the Close Period window, a series of tests are performed to verify that General
Ledger is in the correct state prior to closing. Various warning messages will be displayed and the
problems must be resolved before the closing will run successfully. Some common warnings are listed
below.

¢ "All entries must be posted before continuing with the close."
If any non-voided entries exist on the unposted entry file, you will receive this warning, which will
prevent you from closing the period. Click No to stop the closing and fix the unposted entry file.

e "You are about to close period 12 into period 13. Any auto reversing entries will go into
period 13. If your intent is to close the year rather than the period, you may select Period and
Year instead of Period. Continue?"

If the period you are closing is period 12, you are warned, and allowed to cancel closing the period by
clicking the "No" button. This allows you to close the year instead of the period.

e "To close period 13 you must do a Period and Year closing."
If the period you are closing is period 13, you will receive a warning, which will prevent you from closing
the period.

¢ You are warned if you have requested deletion of history entries, where the message displayed
depends upon which one of the three history deletion options you hawe selected. In this case, the
second option, prior to the beginning of the closing period, was selected.

e You are warned if you have performed a release to General Ledger from Accounts Payable without
updating General Ledger.

¢ A message reminds you that the printer must be ready to print the GL Journal Register report.
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Close
Select from "Period" or "Period and Year" to designate the period to be closed.

Delete History
Checking the "Delete History" check box will allow deletion of entries from the entry history file based
upon the year option selected below.

= Prior to the current year - Deletes all history entries prior to the current year (last year).

= Prior to the beginning of the closing period - Deletes all history entries prior to the beginning
of the closing period.

= Prior to the beginning of last year - Deletes all history entries prior to the beginning of last
year.

AP Cut Off Date

The date value entered in this field represents the beginning date for future AP transactions. entrée will
not allow users to create any new AP transaction on or before the date entered in this field after the GL
closing process completes.

Accounts
= Net Income Account
This is the account to which General Ledger posts the net profit or loss from the last period of the

year. If you do not know the account number, you can click the L& " | search button or press the
F5 key to display the GL Account Search screen. Since only equity accounts are allowed, the
search screen will display only equity accounts.

= Retained Earnings Account
This is the account to which General Ledger posts the total year-to-date net income. If you do not

know the account number, you can click the L " | search button or press the F5 key to display
the GL Account Search screen. Since only equity accounts are allowed, the search screen will
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display only equity accounts. The current balance of all accounts (including inactive and summary
accounts) is summed, and you will be warned if there is an imbalance (the sum does not equal
zero). If General Ledger is unbalanced, you will not be able to close the year.

Cancel Button
Clicking the "Cancel" button will close the Closing window, and return you to the Main Menu.

OK Button
Clicking the "OK" button will start the GL closing process.

GL Closing Processes

Post Net Income
Net profit or loss is posted to the Net Income account.

Print General Journal Register Report
The General Journal Register Report window will be opened to allow you to print the report. This process
will only run when there exists at least one manually created entry on the posted entry file.

= The Print General Journal Register Report process will be canceled if the closing process
determines that the report should not be generated.

Delete History
This will delete historical entries based upon the delete history option selected (see Close Period
Controls), and then entries from the posted entry file are copied to the entry history file.

= The Delete History process will be canceled when Delete History is unchecked.

Update Balances and Budgets
The Current Balance is set to zero for all Income Statement accounts, and the Period-To-Date balance is
set to zero for all accounts.

Update Entry History File and Unposted Entry File
Amounts for entries on the posted entry file are reversed, provided the entries require reversal. Voided
entries from the unposted entry file are moved to the entry history file.

Reindex General Ledger Files

The unposted entry file, the posted entry file, the entry history file, the account file, the department file,
the recurring entry file, and the account type file will be re-indexed and any records marked for deletion
will be deleted.

= The Reindex General Journal Files process will be canceled when Rebuild Index is unchecked.

Update System File
The SYSDATA file is updated with the new period.
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19.3

Close GL Procedures

1.

Select your Close option either Period or Period and Year.

Period

When you close a period, current balances from expense and income accounts are accumulated in
the net income account, and the expense and income statement account current balances are set to
zero.

The net income account contains the total net income for the period.

The period to date balances for all accounts are also set to zero.

When you first open the Closing window, a series of tests are performed to verify that General Ledger
is in the correct state prior to closing.

Period and Year

6.

. Click OK and the Closing M Ciosing Contirretiny h

You close the year at the end of your fiscal year.

When you close, the Current Balance is set to zero for all Income Statement accounts, but retained
for Balance Sheet accounts.

The Period-To-Date balance and the Year-To-Date balance are set to zero for all accounts.

. Select your Delete History options.

Prior to the current year - Deletes all history entries prior to the current year (last year).

Prior to the beginning of the closing period - Deletes all history entries prior to the beginning of
the closing period.

Prior to the beginning of last year - Deletes all history entries prior to the beginning of last year.

. Set your AP Cut Off Date - the beginning date for future AP transactions.

. Find the Accounts for:

= Net Income Account
= Retained Earnings Account

Confirmation dialog will
display.

'.g-' Are you sure you would like to close the fellowing:

- General Ledger

Yes Mo

L A

Click Yes in the Closing Confirmation dialog and the closing processes will begin to run.
Reminder / error messages may display.

= You are warned if you have performed a release to General Ledger from Accounts Payable without
updating General Ledger.

= A reminder is displayed that the primary financial reports should be generated, and that the
General Ledger files should be backed up, prior to closing the period.
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& Make sure you print ALL monthly reports necessary for your company
' and post to General Ledger BEFORE closing

0K

= You are warned if you have requested deletion of history entries, where the message displayed
depends upon which one of the three history deletion options you have selected. In this case, the
second option, prior to the beginning of the closing period, was selected.

= The current balance of all accounts (including inactive and summary accounts) is summed, and
you will be warned if there is an imbalance (the sum does not equal zero). If General Ledger is
unbalanced, you will not be able to close the period and the Cannot Close GL message will
display. Click OK to close the message and resolve the out of balance problem before rerunning
the close process

Cannot Close GL Iﬁ

Iel The trial balance is out of balance by -75.00

0K

= The Current Balance is set to zero for all Income Statement accounts, the Period-To-Date balance
is set to zero for all accounts.

= Amounts for entries on the posted entry file are reversed, provided the entries require reversal.
Voided entries from the unposted entry file are moved to the entry history file.

= The unposted entry file, the posted entry file, the entry history file, the account file, the department
file, the recurring entry file, and the account type file will be re-indexed and any records marked for
deletion will be deleted.

= A reminder that the printer must be ready to print the GL Journal Register report is displayed.
Even though this dialog is always displayed, the report may not be generated.

e When closing the Year:

= if any non-woided entries exist on the unposted entry file, you will receive a warning message and
you will be prevented from closing the year.

= The current year balances and current year budgets for all periods are mowed to last year's
balances and budgets.

= The Year-To-Date balance is set to zero for all accounts.
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7. The Closing Complete dialog
will display "Closing Completed
Successfully" when done.

Click OK to return to the Close
Period screen.

P

Closing Complete

===

:I Closing Completed Successfully

OK
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