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CHAPTER 1 G/L Overview

G/L provides a powerful set of tools for creating and reporting financial information. G/L can function
as a stand-alone application or can work with existing Distribution A+ modules.

The G/L account number structure is flexible. The account number can be broken into user defined,
variable length segments. Each segment can contain up to fifteen digits and the sum of the segment
lengths can be up to 25 digits. An innovative entry method is included to minimize the keystrokes
required to key an account number. Each account can also have an alias, or short name, which may be
keyed in place of the account number throughout the system.

Program security and account security are available to restrict access to G/L information. There are
three types of security which restrict access to functions (or programs). Once access to a program is
allowed, there are four types of security that restrict access to individual accounts.

Transaction Entry and History

Notes

» Journal entries can be captured from other applications or keyed at a workstation.

+ Tailoring options are used to set up the transfer of financial information from other applications to
meet your reporting needs.

» Out-of-balance transactions, which may develop when an outside package is integrated with
Distribution A+ or Distribution A+ has been customized, are saved for correction and processing
through various General Ledger postings from other modules. Refer to Correcting Out-of-Balance
Transaction Groups in the Transaction Entry section of this manual for more information.

» The on-line transaction entry program is designed to simplify the creation and review of journal
entries. An account search is available to locate accounts by description, partial account number
and account type.

*  You can create extended comments for any transaction. Transaction comments are available on
reports and inquiries.

« The system can store template journal entries for processing standard or recurring entries.
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+ Distribution accounts can be created to automatically distribute a sinG/Le transaction to multiple
accounts based on pre-defined allocation percentages.

« Completed transactions are posted immediately to the G/L Detail and G/L Summary files. Financial
statements, reports, inquiries and the report writer can be used to extract financial information at
any time.

» Separate purges are available for the G/L Summary and G/L Detail files. G/L information is purged
by date and can be saved off-line before it is removed from the system.

Budgeting

General Ledger allows up to nine separate budgets for each account. This allows you to retain original
budget values and make mid-year adjustments to help with your business planning.

Actual to budget comparisons (by dollar variance or percent) are available through financial
statements, inquiries, reports and the report writer.

Inquiry

The General Ledger inquiry allows you to review financial information at a detail level. You can
retrieve a list of transactions by journal number or account number (an account search is available if
you do not know the account number). You can select an individual transaction from the list to display
all of its information.

An account summary screen is available to view activity against an account for all periods of a fiscal
year. Summary information is displayed in four columns and is available in three formats:

« Beginning balance, credit amount, debit amount, and ending balance
» Four years of net change

* Net change, budget, dollar variance and percent of budget

Financial Statements

General Ledger balance sheets, income statements, and cash flow statements are created and printed
through the G/L Statements Menu (MENU GLSTMT). The system allows an unlimited number of
statement definitions to be created. A statement definition defines a single report; for each statement
(balance sheet, income statement, or cash flow statement) being created, a separate definition must be
defined. Each statement can be saved and protected from unauthorized users with the use of a
password.

When creating a statement, there are 4 definition sections: Statement Definition, Column Definition,
Line Definition, and Account Definition.
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Statement definition is where you initially define the statement (Balance Sheet, Income Statement, or
Cash Flow Statement) being created. Characteristics of the statement definition are defined.

Column definition is where you define your statement’s columns. Each statement definition can have
up to 99 user defined columns (you determine the width of each column). A column can contain actual
or budgeted amounts or can be the result of a calculation between two or more columns (referred to as
a formula column) or the result of a percentage calculation between other columns (referred to as a
percentage column).

Line definition is where you define the lines to print on the statement. Statement definition provides
for heading lines, detail lines, total lines, and formula lines. A formula line allows you to print
calculated values based on other values on the statement including lower level formulas. For example,
you can create a formula to show contribution to profit as a percentage of sales by area of business.

Account definition is where you select your account numbers for a detail line. Account selection can
be done by individual account number, account masks, ranges of accounts, or user defined account
codes. Refer to the Cross Applications User Guide for details about rules for using ranges in
Distribution A+. Up to 99 masks, ranges, and account codes may be specified for each line, and one
detail line may contain up to 250 accounts. When accounts are selected by mask, range, or account
code, new accounts will be included in existing definitions without having to update each statement
when new G/L accounts are added.

During the creation of your statement, a statement preview report may be printed to let you quickly see
how a statement will look during the definition. This will streamline the statement definition process
by allowing you to change the appearance of a statement before assigning accounts to each line. You
may also view the statement on-line as it is being created through the use of the F5=Preview function
key.

Reporting

In addition to the standard reports, General Ledger provides a report writer to create ad-hoc reports
from the G/L Summary file. Reports generated by the report writer can show actual, budgeted or
calculated values for selected accounts and time frames. Account selection, report sequence and report
totals are defined by the user.

Report definitions can be saved and used again. Each report can have its own password to restrict
access by unauthorized users.

Security Overview

There are two types of security in Distribution A+:

» Program Security
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» Account Security

Program Security

Program security permits or denies a G/L user access to an G/L program function. A program function
is any operation performed by an option from a G/L menu.

Access to any program function may be controlled in one of the following ways:

1. By Application: Application Security

A user may be denied access to all G/L program functions. If G/L application security is active, only

users authorized to use G/L through Security Maintenance (MENU GLFIL2) will be allowed to access
programs in G/L.

2. By Program: Program Security

A user may be given access to some G/L program functions (such as Transaction Entry) but not others
(such as Statement Printing). Program security is optional.

3. By Password: Password Security

Password security is optional for each user. Users set up as “Password Required” will be prompted to

enter their password each time they select a menu option. This feature is recommended for highly
authorized users so they can leave their terminal without risking a breach of security.

Account Security

Account security permits or denies a G/L user access to a G/L account. Once a user is allowed access
to a program through program security, access to accounts may be denied in one of the following ways:

1. By Company: Company Security

A user may have access to all companies or up to ten individual companies.

2. By User Group: User Group Security

A user group is a list of users who share a common level of authority. One user group may be assigned
to each G/L account. The users defined in the user group are the only people who can access that
account. To by-pass user group security for an account, leave the User Group field blank during G/L
Accounts Maintenance (MENU GLFILE).

NoOTE: This field displays if User Groups Security Level has been activated through
GLFIL2 in System or Company Options.

A user can be assigned to multiple user groups.

User group security is optional for each company in G/L.

3. By Access Level: Access Level Security
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Each G/L account has four different access levels based on the type of program function being
performed:

» Inquiry Level
» Transaction Level
* Reporting Level

« Maintenance Level

NOTE: This field displays if Distribution A+ Security Level has been activated through
GLFIL2 in System or Company Options.

You may assign an access level ranging from 1 (most secure) to 9 (least secure) for each of the four
types of program functions when setting up the chart of accounts through Segment Values
Maintenance (MENU GLFIL2).

Each user has the same four types of program functions. Assign a level from 1 to 9 for each of the four
types of program functions through Security Maintenance (MENU GLFIL2).

A user is given access to an account only if the user access level is less than or equal to the access level
assigned to the account for the program function to be performed.

Assume you have assigned levels to the payroll expense and telephone expense accounts. To
restrict an Accounts Payable user’s access, you have assigned the following levels

Payroll Telephone A/P User
Inquiry Level 1 7 5
Transaction Level 5 5 5
Reporting Level 1 4 5
Maintenance Level 1 4 4

This user will be allowed or denied access each account as follows:

Account Level Account User Access
Payroll Inquiry 1 5 Denied
Telephone Inquiry 7 5 Allowed
Payroll Transaction 5 5 Allowed
Telephone Inquiry 5 5 Allowed
Payroll Reporting 1 5 Denied
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This user will be allowed or denied access each account as follows:

Account Level Account User Access
Telephone Reporting 4 5 Denied
Payroll Maintenance 1 4 Denied
Telephone Maintenance 4 4 Allowed

The Accounts Payable user may enter transactions for the payroll expense account, but cannot inquire,
report, or perform file maintenance. For the telephone expense account, only reporting functions are
not available.

4. Restricted transaction entry

A user may be set up for restricted transaction entry. This allows the user to enter Transaction Entry
(MENU GLMAIN) with the following restrictions:

» The account descriptions will not be displayed
» The account search will not be available

» The account descriptions will not appear on the edit reports.

Account Security Violations

Attempts to access an account for which the user is not authorized are handled differently based on the
program function being performed.

For Inquiries, File Maintenance, and Transaction Entry, a message is issued telling the user that they
are not authorized to access the account.

For Searches, the account is not shown on the account screen.

For Reports and Listings, the account number is printed but the description is left blank. Dollar values
are replaced with a message indicating access was denied.

For Statement Printing, account security will be by-passed. Refer to the “Using the Statement
Definition” section of this manual for details.

Security Checking Rules

The following procedures for security checking are performed when a user selects any G/L menu:

L. If Distribution A+ security is not active, all security checking is by-passed. All users may access all
programs and accounts.

IL. If user security is active, the following checks are performed:
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A. If you are a master user as determined through Security Maintenance (MENU GLFILE), then all
security checking is bypassed. You can access any program and any account. You will be prompted to
key your password if you are set up for password security.

B.

If you are not a master user, you must meet the following criteria before you are allowed to run an

option

1.
2,

C.

You must be a G/L user as determined through Security Maintenance (MENU GLFIL2).

If program security is being used, you must be authorized to perform the requested program
function.

If password security is being used, you must key your correct password.

Once you have met these requirements, you may start using the program function. However, you

may be restricted from certain accounts:

1.

If you are allowed to access accounts only for specific companies, you will be denied access to all
other companies.

If an account is coded with a user group; you must be a member of that user group. If the user has a
different level of security than the user group, then the individual user’s security is checked first.

Your account access level for the current program function must be less than or equal to the
corresponding access level assigned to the G/L account you are attempting to access.

The following chart is provided as a guide for the type of account access level security performed by
each menu option:

Menu Options Which Use Account Level Security

Menu Option Description Level Type(s)
GLMAIN 1 Transaction Entry Transaction
GLMAIN 2 Create Transactions From Templates ~ Transaction
GLMAIN 3 Transaction Edit List Transaction
GLMAIN 10 General Ledger Inquiry Inquiry
GLFILE 1 G/L Accounts Maintenance Maintenance
GLFILE 11 G/L Accounts Listing Reporting
GLFILE 4 Distribution Accounts Maintenance Maintenance
GLFILE 14 Distribution Accounts Listing Reporting
GLFILE 5 Budgets Maintenance Maintenance
GLFILE 15 Budgets Listing Reporting
GLFILE 20 Copy G/L Accounts Maintenance
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Menu Options Which Use Account Level Security

Menu Option Description Level Type(s)
GLREPT 1 General Ledger Report Reporting
GLREPT 2 General Ledger Detail Report Reporting
GLREPT 3 Load Beginning Balance Edit Detail Reporting
GLREPT 10 G/L Report Writer Reporting
GLSTMT 1 Statement Definition Bypassed
GLSTMT 18 Edit and Compile Statements Bypassed
GLSTMT 19 Statement Account Usage Bypassed
GLSTMT 20 Generate/Print Statements Bypassed




CHAPTER 2 G/L Transaction Entry

Transaction Entry is the means by which general journal entries are created and posted in G/L. There
are three categories of general journal transactions:

» Manual transactions
» Standard and recurring transactions

» Transactions generated by other modules

Manual Transactions

Manual transactions are transactions that you key into G/L. Typically, these include entries that you
would make in your general journal. However, if you have not set up G/L to be interfaced with other
modules, you may manually enter transactions from other journals (such as sales, cash receipts,
purchases, or cash disbursements).

The three processes of manual transactions are:
» Entering

« Editing and Listing

» Posting

Entering Transactions
Manual transactions are entered through Transaction Entry (MENU GLMAIN).

Transaction Groups

Transactions are keyed in groups, called transaction groups. A transaction group is composed of one or
more transactions sharing a common posting date and optional reversing date. The total debit amounts
must equal the total credit amounts in one group.
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G/L assigns each transaction group a five-character journal number when the group is posted. The first
two characters (called the prefix) represent the journal; the last three characters comprise a
sequentially assigned number unique to the transaction group. For manual transaction groups, the first
two digits are GJ, representing the general journal.

G/L Transactions

Each transaction group consists of G/L transactions. One G/L transaction represents one action (debit
or credit) made to an account.

When a transaction group is posted, each G/L transaction in the group is assigned a five-digit sequence
number. This number represents the sequence of a G/L transaction in a group; the sequence number of
the first transaction in a group is always 00001. The combined journal number and sequence number
(separated by a hyphen) comprise the journal-reference number, which identifies the transaction group
and sequence of every transaction posted in G/L.

Transaction Types

Four types of manual transactions that you may key are regular (journal) entries, reversing entries,
adjusting entries, and year-end adjusting entries.

« Regular entries are general journal entries that are posted in the period specified by the posting date
for the transaction group. These do not include any adjusting or reversing entries.

» Reversing entries allow you to post a regular transaction to the period specified by the posting date,
and post the reverse of that transaction to the period specified by the reversing date. Both the
posting date and reversing date are specified for a transaction group, and reversing entry debits and
credits must balance for a transaction group.

» Adjusting entries are similar to regular entries, except they are identified as transaction type A
(meaning adjusting entry). This is helpful to separate adjusting entries from regular entries when
reporting and inquiring on G/L transactions.

» Year-end adjusting entries are used to post to the year-end adjustment period in G/L. This is the
14th period of the fiscal year. The fiscal year posted to is that of the posting date specified for the
transaction group.

G/L Transaction Comments

For each G/L Transaction, you may key up to 360 characters of an extended transaction description.
This description is retained in transaction history, and may be printed on G/L reports.

Distribution Accounts

To update several accounts with a single transaction, use distribution accounts. A distribution account
is a single account number used to represent two or more (up to 20) accounts.

Each account in the distribution is assigned a percentage of the total transaction amount. The amount
determined by the percentage is posted to each account.
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Example:

Assume you receive one monthly telephone bill, and several departments in your organization use
the telephone as follows: the sales department is responsible for 40% of expenses; the customer
service department is responsible for 40%; and administration is responsible for the remaining
20%. The telephone expense must be distributed among these departments and the use of a
distribution account allows you to do this.

The distribution account for telephone expenses is keyed in Transaction Entry as $1000, the sales
department expense account is debited $400, the customer service expense account is debited
$400, and administration’s expense account is debited $200 when the transaction is posted.

Distribution accounts may be created for two levels:

» The first level may comprise any combination of up to 20 general ledger accounts or other
distribution accounts, the total percentage must be 100 percent.

» A second level of accounts is used when the first level contains distribution accounts. This second
level may contain up to 20 general ledger accounts but may not contain any distribution accounts.

Editing and Listing Transactions

Transaction groups may optionally be validated and verified prior to posting. This process is
collectively called the Transaction Edit List (MENU GLMAIN).

G/L Transaction Edit Error Report

Transaction groups are validated to ensure that errors do not exist in a group. These errors will prohibit
a transaction group from posting. Such errors include the use of invalid account numbers or unequal
debit and credit totals for the group. Transaction group errors are printed on the G/L Transaction Edit
Error Report.

G/L Transaction Edit Report

You may verify G/L transactions by printing a listing of each transaction in a group. This listing is the
G/L Transaction Edit Report. Compare the transactions printed on the report to your source document
to ensure that journal transactions have been keyed accurately.

Posting Transactions

Journal transactions are posted to their respective accounts through Post Transactions (MENU
GLMAIN).
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After selecting to post transactions, the G/L Transaction Edit Error Report is printed to ensure that
posting errors will not occur. If errors are detected, the transaction posting process is canceled; you
must resolve the errors indicated on the report before you may successfully post the group. If errors are
not detected, the transaction group is posted through the transaction processor.

Upon successful posting of the group, the G/L Transaction Post Journal is printed. This journal prints
each transaction in the transaction group.

Audit Numbers

A sequential audit number is assigned to the transaction group and printed on this report. Be sure to
save these reports in sequence by the audit number.

Standard and Recurring Transactions

G/L allows you to create and re-use general journal transactions that are repeated periodically. These
are known as standard and recurring transactions. Standard transactions routinely update the same
account(s) for different dollar amounts; recurring transactions routinely update the same account(s) for
the same dollar amount. Use G/L Template Transaction Groups for these transactions.

Template Transaction Groups

A template transaction group is a transaction group that cannot be posted but can be copied to create a
new transaction group. Once a template transaction group is created, it may be copied any number of
times.

Template transaction groups are created in the same manner as regular transaction groups; both are
created through Transaction Entry (MENU GLMAIN).

Create Transactions From Templates

Once a transaction template is created, it may be copied at any time to a new transaction group. This is
done through Create Transactions from Templates (MENU GLMAIN). You specify the name,
description, posting date and optional reversing date of the new transaction group.

After creating the new group, it may be modified as desired. You may optionally edit the new
transaction group prior to posting it. The transaction edit and post perform as they do for manually
entered transaction groups.
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Transactions Created by Other Modules

The third category of transaction entry involves little manual interaction after you have defined how
accounts are updated.

G/L Interface

To define how accounts are updated in G/L by other modules, you must set up the G/L Interface. This
is performed through the General Ledger Transfer Menu (MENU GLXFER). This menu is a cross
application function of Distribution A+, since it involves the transfer of information from the Order
Entry, Accounts Receivable, Inventory Accounting, Purchasing, and Accounts Payable modules. Refer
to the G/L Interface manual for a complete understanding of the G/L Interface, and how to set it up
optimally for your accounting needs.

General Ledger Drill-Down

General Ledger (G/L) Drill-Down provides you with an auditing tool that allows for the display of the
following:

» Detailed transactions and amounts associated with a journal entry

 Online source document (i.e., sales order history, receipt history, check history, etc.)

More specifically, when you display journal entries in the G/L Inquiry (MENU GLMAIN), you have
the option to identify the detailed transactions which generated the journal entry. You may review
online source data such as sales order history, voucher history, check history, etc. associated with the
detailed information.

The ability to drill-down and display detailed information relating to a journal entry is provided for the
following types of journals:

» Sales Journal

+ Inventory Journal

» Purchase Journal

» Cash Disbursements Journal
» Cash Receipts Journal

» Transfer Journal

 International Currency Journal

Additionally, through General Ledger Company Options (MENU GLFIL2), you specify whether you
want to Retain Drill-Down History: Sales Journal, Retain Drill-Down History: Purchase Journal,
Retain Drill-Down History Cash Disbursements, and Retain Drill-Down History Cash Receipts. Your
response of a Y or N to each of these fields determines if drill-down history will be saved for each
journal type.
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Important

Source data will begin to accumulate for a journal only for those G/L transactions posted
after the Retain Drill-Down History option has been set to Y for the associated journal type.

The OE/GL Day-End Audit Report (MENU GLMAST) also may be run for any day you
want, rather than for just the previous day. However, in order to run the report for any
day (even the previous day), you MUST select to retain sales journal drill-down history.

Lastly, since G/L drill-down has allowed for detailed transactions to be written to particular files, these
files may eventually contain large amounts of records which become outdated. If this is the case and
you want to delete outdated records, you may purge G/L related drill-down files through Reorganize
History Files (MENU XAMAST). Refer to the Cross Applications User Guide for details of purging
files.

Order Entry

Entries from your sales journal type transactions are posted to G/L when Day-end Processing is run.
These transactions are made based on the invoice activity from orders placed each day.

A G/L Transaction Post Journal will print at Day-End for those sales journal entries. The journal will
indicate sales journal type transactions (SJ).

For additional details of when certain journal type transactions are posted and when they print on the
G/L Transaction Post Journal, refer to Post Transactions (MENU GLMAIN) in this manual.

Accounts Receivable

Entries from your cash transactions result in G/L being updated when posting cash receipts, invoices,
or bank transactions. These transactions are also created when finance charges are assessed during
Period-end Processing in Accounts Receivable.

For each activity, a G/L Transaction Post Journal will print upon the completion of the post job. The
journal will indicate either cash receipt journal type transactions (CR), sales journal type transactions
(SJ), or miscellaneous cash transactions (CJ), depending on the posting option.

For additional details of when certain journal type transactions are posted and when they print on the
G/L Transaction Post Journal, refer to Post Transactions (MENU GLMALIN) in this manual.

NOTE: You will be able to drill-down and display transactions and amounts as well as
source document history for the Cash Receipts Journal (CJ), only if you selected
to retain drill-down history for that journal through General Ledger Company
Options (MENU GLFIL2).
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Inventory Accounting

Entries from your inventory journal type transactions are posted to G/L when Day-end Processing or
Post 1A Transactions to G/L is run.

A G/L Transaction Post Journal will print, indicating all the Inventory Journal (1J) and Transfer
Journal (TJ) type transactions. A Transfer Journal occurs when inter-company accounts are affected
when an inventory transfer between warchouses takes place.

For additional details of when certain journal type transactions are posted and when they print on the
G/L Transaction Post Journal, refer to Post Transactions (MENU GLMAIN) in this manual.

NOTE: You will be able to drill-down and display transactions and amounts as well as
source document history for each of the I/A journals (I1J and TJ), as long as item
transaction history is retained.

Accounts Payable

When using Accounts Payable, entries from your accounts payable transactions result in G/L being
updated when any of the following are posted:

» Purchase journal type transactions (for all vouchers) and cash disbursement type transactions (for
vouchers with pre-paid invoices);

» Cash disbursement type transactions, manual checks and check reversals;

» Bank transactions (miscellaneous cash type transactions).

For each activity, a G/L Transaction Post Journal will print upon the completion of the post job. The
journal will indicate either purchase journal type transactions (PJ), cash disbursement report type
transactions (CD), or miscellaneous cash transactions (CJ), depending on the posting option.

For additional details of when certain journal type transactions are posted and when they print on the
G/L Transaction Post Journal, refer to Post Transactions in this manual.

NOTE: You will be able to drill-down and display transactions and amounts as well as
source document history for the PJ and CD A/P journals, only if you selected to
retain drill-down history for that journal through General Ledger Company
Options (MENU GLFIL2).

Correcting Out-of-Balance Transaction Groups

Out-of-of balance transaction groups may develop when an outside package is integrated with
Distribution A+ or Distribution A+ has been customized. For companies that are defined to update
General Ledger through Company Name Maintenance (MENU XAFILE), a G/L Transaction Post
Report prints when debits and credits are not equal and the out-of-balance transaction data will be
retained for the following options:

» Post Vouchers (MENU APMAIN)
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¢ Post Bank Acct Trn (MENU APMAIN)

¢ Cash & Adjustment Post (MENU ARMAIN)

+ Invoice Post (MENU ARMAIN)

» Day-End Processing (MENU XAMAST)

» Post I/A Transactions to G/L (MENU IAMAST)

A group ID and a journal number will be assigned to the out-of-balance transaction, unless it occurred
during Invoice Post MENU ARMAIN). The group ID will print on the G/L Transaction Post Report.

Using this group ID, you can correct the out-of-balance group through Transaction Entry (MENU
GLMAIN) and then post it. For those transactions that normally provide drill-down information, that
information will be available after the group has posted successfully.

Follow these steps to maintain an out-of-balance transaction:

1. Obtain the group ID number for the out-of-balance group from the G/L Transaction Post Report.
2. Use this group ID to correct the group through Transaction Entry (MENU GLMAIN). You cannot
insert or delete lines that were originally created by the system for the group, however, you can

manually add lines to the group to balance the group.

3. Use the Transaction Edit List option (MENU GLMAIN) to print the G/L Transaction Entry Edit-
Error Report. Review this report to verify that the transactions are balanced.

4. Post the group through Post Transactions (MENU GLMAIN).
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cuarters  Using Statement Definition in G/L 3

Statement Definition is used to set up and print custom financial statements. You define the headings,
formulas, columns, accounts, and totals for your income statement(s), balance sheet(s), and cash flow
statement(s).

This section explains the sequential process of setting up, creating, and printing your financial
statements in G/L.

G/L Statements

G/L Statements are used to create financial statements (Income Statement, Balance Sheet, and Cash
Flow Statement) for your organization. Financial statements can be saved and protected from
unauthorized users. A statement definition is used to define how your financial statements will appear.
The appearance of your financial statements includes several alternatives. You determine the number
and content of the heading, detail, formula, and total lines for your financial statements.

Guidelines For Using G/L Statements

When creating financial statements, use the following guidelines to help you use G/L Statements to its
potential:

1. Write out (on paper) a draft of how you want your financial statement(s) to appear.

2. Define the statement(s) through Statement Definition Maintenance (Option 1) without selecting
accounts to print on detail lines.*

3. Print the statement preview of the financial statement(s) through Generate/Print Statements (Option
20); a statement preview may also be printed through Statement Definition (Option 1).

4. Repeat steps 2 and 3 as required; until the statement preview is printed as you want the final
financial statement(s) to print.

5. Return to Statement Definition Maintenance (Option 1) to assign account numbers to each detail
line, and to write formulas for each formula line of the financial statement(s). Account groups can
also be assign to each detail line. You can create external account groups through External Account
Definition Maintenance (MENU GLSTMT).
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6. Edit the financial statement(s) through Edit and Compile Statements (Option 18). Return to step 5 if
errors occur or if accounts have been selected incorrectly. You may print the Statement Account
Usage Report through option 19 to verify the accounts selected for each line. Upon completion of
editing the financial statement(s), perform step 7.

7. Print the final financial statement(s) through Generate/Print Statements (Option 20).

NOTE: Once you are comfortable with statement creation, or if you have done this
before, step 5 can be eliminated by defining the accounts and formulas during
statement definition initially.

Preparation

In preparing your financial statement:

« Determine the type of financial statement (income statement, balance sheet, or cash flow statement)
you want to create.

» Prepare a hand-written layout of the financial statement.

Statement Types

The three types of financial statements that you may create using Statement Definition are the Income
Statement, Balance Sheet, and Cash Flow Statement. The layout and contents of your financial
statement is defined in a statement definition. For each statement you want to create, a separate
statement definition must be defined. For example, one statement definition can contain only one type
of financial statement. If you are creating all three types of financial statements, you must create three
different statement definitions.

NOTE: To create different views of the same statement (for multi-divisional companies),
refer to “Multiple Statement Print Options” explained within this section.

Use Statement Definition Maintenance (MENU GLSTMT) to create statement(s).

Layout On Paper

Once you have determined which financial statement you want to create, write a layout of the final
financial statement. This preliminary step simplifies the process of creating the statement definition.
When writing out your financial statement layout, consider each of the following characteristics.

Column Headings

Determine the number of columns, and what each column on your financial statement should contain.
You may have up to 99 columns. Up to 3 (10 character) lines may be used for column headings.
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Sources of Data

For each column, you must assign the source of the data. This is used to determine what information is
printed in the column. The sources are:

e Actual
» Budgeted
» Calculated

e Percent of

Specifying a source of actual will print the account balance in a column, whereas, the source of
budgeted allows you to print the budgeted amount of an account in the column. In G/L, you may
specify up to 9 budgets for each account. When creating a budget column, you must specify which of
the 9 budgets are used (this is done by specifying the budget number).

Calculated columns allow you to perform a mathematical function of any two existing columns. You
may add or subtract two columns, or calculate the percentage of one column to another column.

Percent of columns allow you to define a line in a column to be a percent of another line in that
column.

Once you have assigned a source to a column, the column must use that source throughout your
financial statement.

Statement Lines

The next step is to determine the layout of the rows (lines) on your financial statement. There are 4
types of statement lines:

» Heading
* Detail

» Total

* Formula

Heading lines are used for group headings on the financial statement. For example, a heading line on a
balance sheet could be Assets, Current Assets, or Long-term Liabilities - Region 1. Heading lines are
the simplest since there are no values associated with the line.

Detail lines are used to report one line on your financial statement. For example, a detail line on an
income statement could be Sales Income - Region 1, Telephone Expenses, or Salaries Expense.
Associated with each detail line is an account or group of accounts (the balances of which are reported
on that line of the financial statement). G/L offers 4 methods to selecting accounts for a detail line; you
may select by:

» Individual Account Numbers
» Account Ranges

» Account Codes
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» Account Masks

NOTE: As an alternative, an external account group may be used.

Important

If you are creating a balance sheet, in order for it to balance, it is necessary to include a
detail line that contains the special type of account group referred to as “*CRE” (Current
Retained Earnings). This line is identified by keying *CRE in the Account Group field on
the Line Definition Review Screen - Detail in Statement Definition Maintenance; *CRE
must only be entered once in the Account Group field.

NOTE: Current retained earnings is a holding file that contains your current retained
earnings only.

Total lines are used to total groups of detail lines, or other total lines. Total lines accumulate all detail
lines since the last total line less than or equal to the same level. Total lines may be used for up to 9
levels of totals (although you will probably not use all nine levels). Level 1 is the lowest total level;
level 9 is the highest total level. Total levels are best explained by an example.

Example: Consider the following lines on a Balance Sheet:

Assets

Cash

(1) Region 01 - Cash in Bank 100
(2) Region 02 - Cash in Bank 150
(3) Total Cash in Bank 250

Accounts Receivable

(4) Region 01 - A/R 200
(5) Region 02 - A/R 250
(6) Total Accounts Receivable 450
(7) Total Assets 700

Lines 1, 2, 4, and 5 are detail line definitions.

Lines 3 and 6 are level 1 total lines (T1). Line 3 (Total Cash in Bank) is the sum of detail lines 1 and 2;
line 6 (Total Accounts Receivable) is the sum of detail lines 4 and 5.
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Line 7 is a level 2 total line (T2). It is the sum of the level 1 total lines (T1); this indirectly gives the
total of all detail lines on the sample statement.

With formula lines you may add, subtract, divide, and multiply numeric constants, detail lines, total
lines, and other formula lines. Parenthesis may be used to alter the sequence of arithmetic operations.
The order of operations for formula lines is as follows:

» Ist - Operations within parenthesis from most embedded to least embedded
e 2nd - Multiplication’s and division from left to right

« 3rd - Addition and subtraction from left to right

You may use up to 3 levels of formula lines, named F1, F2, and F3. F1 lines cannot perform operations
with other formula lines; F2 lines may use F1 lines in a formula; and F3 lines may use F1 and F2 lines
in a formula.

Additionally, there are two types of formula lines or columns:
* Formula

» Accumulation

An accumulation type of formula is used for simple addition of lines. These types are edited the same
as a detail or total line.

A formula type is used when you want your result to be a calculation between lines or columns; such
as a variance or a percentage. These are edited based on the actual result.

Line Editing

For each type of statement line, you may assign any of the following:
» Spacing - You may optionally specify one, two, or three blank lines after the statement line.

* Number of Underlines - You may optionally underline any statement line with a single or double
underline.

 Dollar or Percent - For any detail or total line, you may indicate that a dollar sign ($) should precede
the value printed; for formula lines you may indicate that a dollar sign ($) or percent sign (%)
should precede the value printed.

Preliminary Definition

Once you have determined the layout of your financial statement, you are ready to key preliminary
information into the G/L statement definition. This preliminary definition is used to determine the type
of financial statement, the number and content of statement columns, and the layout of statement lines.
Preliminary definition is performed through Statement Definition Maintenance (MENU GLSTMT).

3-5



Infor Distribution A+ General Ledger User Guide

Statement Type

After selecting a name (called a Statement ID) and optional password for the statement, you must
select the statement type as an income statement, balance sheet, or cash flow statement. For each
statement you want to create, a separate definition must be defined (i.e., one financial statement per
statement definition).

NOTE: To define a single statement for multiple entities (if you have multi-divisional
companies), refer to “Multiple Statement Print Options” explained within this
section.

Define Columns

After determining the statement type, the remaining screens apply specifically to the selected financial
statement (income statement, balance sheet, or cash flow statement).

The statement may contain an unlimited number of columns. Up to 99 columns may be user defined.
Specify the source, heading, and period default for each column. The column may contain actual,
budgeted, calculated, or percent of information; the heading may be up to 3 lines of 15 characters each.
The period default for each column indicates from what periods’ account (current period, quarter-to-
date, or year-to-date) information is accumulated.

Statement Lines

Specify the title for the heading, total, formula and detail lines for your statement. For formula and
total lines you may key the respective formula and total calculations.

When specifying detail lines, it is not required that you select the accounts that are accumulated and
printed on that detail line. This account selection is optional at this point, so that you may print a
statement preview prior to printing the actual financial statement.

NOTE: Once you are comfortable with statement creation, or if you have done this
before, you can define the accounts and formulas during statement definition
initially.

Statement Preview

As noted in the previous section, accounts do not have to be selected for detail lines of your financial
statement during the preliminary definition (until you have become comfortable with creating
statements). You can easily print the statement preview which shows the exact layout of the financial
statement without dollar amounts. With the statement preview, you can determine the final layout of
the financial layout of the financial statement without defining the accounts associated with a detail
line.
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Print a statement preview through either Statement Definition Maintenance (MENU GLSTMT) or
Generate/Print Statements (MENU GLSTMT). The statement preview allows you to review, make
changes, or get final approval of your statement layout. When you are satisfied with the layout that you
wish to use for your final financial statement, you are ready to perform account selection.

Account Selection

To select the accounts for each detail line of your financial statement (if you have not already done so),
re-enter Statement Definition Maintenance MENU GLSTMT). Select the detail line to modify. The
screen that displays allows you to key the individual account numbers for the detail line. If one detail
line contains several accounts, you may also use account ranges, account codes, and/or account masks
for account selection.

Select by Range

When selecting accounts by range, you may specify up to eight ranges of account numbers that will
print on the statement line. Use the rules for Distribution A+ From and To ranges as explained in the
Cross Applications User Guide to key in account numbers.

Select by Account Codes

If you have defined account codes in G/L, you may use them to select accounts for a detail line. After
specifying the account code (1 through 5), specify up to eight account code values. The accounts that
have been assigned any of these account code values are selected for the detail line on the financial
statement.

Select by Account Masks

With account masks you may select several accounts for one detail line of the financial statement. You
may key up to eight account masks, each of which will select all accounts that match the mask. Using
X’s, constants, and the data entry separator, account masks allow you to select accounts that have
specified numbers (constants) or any number (X) in a specific position of the account number. Refer to
the Appendix section of this manual for an explanation of keying account numbers in G/L.

Editing Statements

When you are satisfied with the layout and account selection for your financial statement, run the
statement edit. The statement edit updates changes made to the statement and/or changes made to the
accounts used in G/L. You must run the statement edit after doing any of the following:
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« Creating new financial statements
« Changing financial statements
« Changing your chart-of-accounts

« Changing account codes
Run the statement edit through Edit and Compile Statements (MENU GLSTMT).

After running the statement edit, the Statement Print File ( ) is created. This file associates
individual accounts with each line definition in the statement. The contents of this file are used to print
the final financial statement. It is recommended that you run the statement edit immediately prior to
printing the final financial statement to ensure that the statement print is accurately updated.

Additionally, during the statement edit, two reports are printed. One report may be optionally printed
and the other report is automatically printed. The Statement Account Usage Report (which may
optionally be printed) prints each line of the financial statement and the accounts that are accumulated
for each detail line of the statement [this report may also be printed through Statement Account Usage
(MENU GLSTMT)]. The Statement Errors Report (which is automatically printed) prints errors
associated with a detail line definition that are detected in a statement definition. Use these reports to
verify your financial statements, and review for duplicated and omitted accounts.

Multiple Statement Print Options

Two optional features of the General Ledger Statements Menu (MENU GLSTMT) allow you to print
multiple statements with a single request. After defining your statement (Income Statement, Balance
Sheet, or Cash Flow Statement) through Statement Definition Maintenance (MENU GLSTMT), you
can create Statement Run Definitions and Statement Print Groups which allow you to print one or
many statements with a single request.

Statement Run Definitions

This optional feature allows you to create run definitions to define different views of the same
statement (i.e., one for each division if you have multi-divisional companies). By doing this, you can
use a single statement for multiple entities, eliminating the need to create another statement.

Use Statement Run Definition Maintenance (MENU GLSTMT) to create run definitions.

Statement Print Groups

This optional feature allows you to create print groups containing a collection of statements [defined
through Statement Definition Maintenance (MENU GLSTMT)] and/or Run Definitions [defined
through Statement Run Definition Maintenance (MENU GLSTMT))].
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By consolidating statements and/or run definitions into a print group (identified by a Print Group ID)
you can print one statement or many statements with a single request by using the Print Group ID.

Use Statement Print Group Definition Maintenance (MENU GLSTMT) to create statement print
groups.

Printing Statements

The final step of using the Statement Definition is to print your financial statements. When the results
of the statement preview and statement edit are satisfactory, select Generate/Print Statements (MENU
GLSTMT) and specify the statement(s) to print. You may specify to print statements in any one of the
3 manners:

« By individual statement ID (Statement)
» By statement run definitions (Statement/Run)

« By statement print groups (Print Group)
A preview may also be selected for print prior to printing the final statement(s).
This option also allows you to save statements for reprint, inquiry, or export to PC support. By saving

statements, you will be able to use the options Work with Saved Statements and Purge Saved
Statements.

Work with Saved Statements

This option allows you to inquire on, print, export or delete statements which have been saved. By
working with saved statements, you can manipulate a statement to view different information on the
same statement.

Use Work with Saved Statements (MENU GLSTMT) to view and work with saved statements.

Purge Saved Statements

When you are done working with saved statements, this option allows you to remove specified
statements. Statements to be removed are dependent upon the date entered.

Use Purge Saved Statements (MENU GLSTMT) to remove saved statements.

Steps Summarized

The following steps outline the General Ledger Statements Menu (MENU GLSTMT) for using the
Statement Definition:
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Determine the type of financial statement (Income Statement, Balance Sheet, or Cash Flow
Statement) to create.

Write a layout on paper of the financial statement (include column headings, sources of data, and
statement lines).

Key preliminary information into the G/L Statement Definition through Statement Definition
Maintenance (MENU GLSTMT). This defines the statement type, the number and content of
statement columns, and the layout of statement lines.*

Print the Statement Preview [through Statement Definition Maintenance (MENU GLSTMT) or
Generate/Print Statements (MENU GLSTMT)] to review, make changes, or get final approval of
your statement layout.

Assign account numbers to detail lines and write formulas for each formula line of the financial
statement.

NOTE: Once you are comfortable with statement definition, account selection can be
done initially through Statement Definition Maintenance (MENU GLSTMT).

10.

11

Edit statements through Edit and Compile Statements (MENU GLSTMT). If errors occur or if
accounts have been selected incorrectly, return to Statement Definition Maintenance (MENU
GLSTMT) to make corrections. Use the Statement Account Usage Report [printed through Edit and
Compile Statements (MENU GLSTMT) or through Statement Account Usage (MENU GLSTMT)]
to verify accounts selected. Also use the Statement Errors Report [printed through Edit and
Compile Statements (MENU GLSTMT)] to view the errors that were detected.

Create Statement Run Definitions (optional) through Statement Run Definition Maintenance
(MENU GLSTMT) for printing purposes. This allows different views to be defined of the same
statement for printing purposes.

Create Statement Print Groups (optional) through Statement Print Group Definition Maintenance
(MENU GLSTMT) for printing purposes. This allows for a consolidation of statements and/or
statement run definitions into a print group for printing purposes.

Print the final financial statement(s) through Generate/Print Statements (MENU GLSTMT).
Optionally work with previously created and saved statements [through Work with Saved

Statements (MENU GLSTMT)]. You can inquire on, print, export, or delete statements which were
previously created and saved through Generate/Print Statements (MENU GLSTMT).

. Purge Saved Statements (MENU GLSTMT) is used to remove those statements on or before the

date selected.
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CHAPTER 4 Using the G/L Report Writer

From the G/L Reports menu (MENU GLREPT) you may print the General Ledger Report, General
Ledger Detail Report, Account Balance Listing, General Ledger Journal Reprint, and General Ledger
Selective Journal Report. In addition to these standard reports, you may design and print custom
reports using the G/L Report Writer, and access the GL Statements Menu (MENU GLSTMT) to create
and print financial statements for your organization.

The G/L Report Writer is used to create and print reports from the G/L Summary File (GLSUM). For
each account, this file contains the beginning balance for each fiscal year, and the ending balance of
each fiscal period in the fiscal year.

The characteristics of a G/L Report are defined in a report format. When creating the report format,
you specify the

¢ Columns: Number, contents, and calculations (if applicable)

» Sequence: Segment sequence, order, and totals

» Accounts: The content of the report

After the format is created, you may print the report at any time. When printing a report, you select the
following:

» Companies: All, some, or by column

» Periods: The range of periods for each column

Differences From the Statement Definition

The G/L Report Writer is similar to the Statement Definition in that both options allow you to create
custom output for general ledger information, however, the Report Writer is used to create and print
reports, whereas the Statement Definition is used to create and print financial statements.

The reports printed through the Report Writer may be used to collect detailed account information. Use
this detailed information to verify your financial statements, or to resolve questions or apparent
problems on your financial statements. For example, if you question the value printed on a detail line
of a financial statement, create a custom G/L Report to print the detail information of the accounts that
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make up the statement line. From the report you can examine the detail account information that is in
question.

Also, when defining financial statements with the Statement Definition, you define each column and
each row printed on the statement. When using the Report Writer you define columns only. Although
you select the accounts to print on the report, you cannot specify row definitions.

Creating Report Formats

Create report formats through option 10 of MENU GLREPT. Assign a six character report ID when
creating a new report. You may optionally assign a password to the new report, and determine if the
report ID will display in the report search (used to select a report to modify, delete, or print).

Report Definition

The initial steps of creating a report format include keying the report title, determining if the report will
print in detail or summary, determining numeric expressions, and specifying account printing options.

Detail or Summary

The report may be printed in detail or summary. Detail reports print one line for each account selected.
Totals are printed as defined for each group of accounts. On a summary report, only the defined total
values are printed, not the individual accounts.

Numeric Expressions

For each report, you determine if dollar amounts will be expressed in single dollars, thousands of
dollars, millions of dollars, or billions of dollars. Additionally, you determine the number of decimal
places for dollar amounts. You may have zero, one, or two digits to the right of the decimal point for
all dollar values printed on the report.

Account Printing

Account information may be printed on the report in one of three ways:

» By account number only
» By account description/name only

» By account number and account description

Account descriptions may be printed on one or two lines.
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Column Definition

When you have completed selecting the general report definition, you are ready to select the account
information to print on the report. Different account information is printed in different report columns.

Determine the number of columns, and what each column on your report should contain.

Column Headings

You may have up to six columns. Up to three lines (15 characters each) may be used for column
headings.

Sources of Data

For each column, you must assign the source of the data. This is used to determine what information is
printed in the column. The sources are:

e Actual
» Budgeted
» Calculated

Specifying a source of actual will print the account balance in a column, whereas, a source of budgeted
allows you to print the budgeted amount of an account in the column. In G/L, you may specify up to
nine budgets for each account. When creating a budget column you must specify which of the nine
budgets are used (this is done by specifying the budget number).

Calculated columns allow you to perform a mathematical function of any two existing columns. You
may add or subtract two columns, or calculate the percentage of one column to another column.

Report Sequence

Next, you determine the sequence in which account number segments are printed on the report. This is
based on the number of segments that you have assigned to your account numbers [through G/L
Options Maintenance (MENU GLFIL2)]. For example, if your account number contains three
segments, you may wish to print the report in sequence by the second segment of the account number
(e.g., cost center), not the first segment (e.g., division). You are not limited to printing accounts in the
pre-determined account number segment sequence.

Ascending/Descending

For each segment, you determine the order in which account number segments are printed. You may
print each segment in either ascending or descending order.
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Totals and Breaks

Additionally, you may print the total, skip to a new page, or show the segment description each time
the segment value changes.

Report Selection

The final step to defining a report format is to select the accounts that will print on the report. You may
select accounts by a range of account number segments and/or by a range of account code values.

Segment Ranges

When selecting ranges of account number segments to print on a G/L Report, use the From and To
rules as explained in the Cross Applications User Guide. You may specify a different range for each
account number segment; not a range of complete account numbers.

Account Codes

If you have defined account codes in G/L, you may use them to select accounts to print on the G/L
Report. Those accounts that have been assigned the specified account code and range of account code
values are printed. You may select by account codes in addition to, or in place of account segment
ranges.

Printing Reports

After you have specified the report format, column definition, report sequence, and account selection,
you may save and print the report, or simply save the report to print at a later time. Each time you
select a report format to print, you must select the companies and time periods for which account
information is printed on the report.

Company Selection

You must select which companies to print on the report. You may select:
« All companies
¢ By column

¢ Some companies
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All Companies

Selecting to print the report for all companies simply prints the selected accounts for each company
you have set up in G/L.

By Column

You may print one company in each column of your report. If you choose to do this, you must provide
the company number when selecting the periods for each column. Otherwise, you are not required to
specify a company number for a column.

Some Companies

If you do not want to print the report for all companies, or print different companies in different
columns, you may select up to 36 individual companies for which accounts are selected to print on the
report.

After you have specified which companies will print, you must select which periods will be reported.

Period Selection

For each column on the report, specify a range of dates for which account information is reported.
Using the From and To ranges as explained in the Cross Applications User Guide, key the calendar
month and year of the range of periods to print in each column.

Include Year-End

For columns with a source of actual, you may optionally include year-end adjustments on the report.
Year-end adjustments are posted to a year-end adjusting period (period 14) in G/L. If the range of
periods selected for a column includes the year-end period, you may include year-end adjustments on
your report.

When you have completed these report specifications, the standard Report Option Screen is displayed
and your custom report is printed. Refer to the Appendix section of the Cross Applications User Guide
for details about this screen.
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cuapters  Entering General Ledger
Transactions

Use the Transaction Entry option on the General Ledger Main Menu (MENU GLMALIN) to create or
maintain a transaction group. A transaction group consists of one or more transactions which share a
common company, posting date and, optionally, a common reversing date. A transaction group
consists of detail transactions. A detail transaction is an individual entry for an account. You specify
the account, the type of transaction (which may be general journal, reversing, adjustment, or yearly
adjustment), whether the account is debited or credited (if different from the normal balance of the
account), and optionally a source description, project description, and transaction description.

An individual transaction group must be entered, edited, and posted before the transaction information
is utilized by General Ledger. Transaction groups created by the system for out-of-balance transactions
can be corrected through this option. Year end adjusting entries are only allowed in the last fiscal
period. You cannot enter a post date that is not in the last fiscal period of the year.

Transaction Entry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

General Ledger Transaction Entry Selection Use to specify the ID of the group you want to enter,
Screen change, or delete.

General Ledger Group Selection Screen Use to select from a list of defined transactions groups.

General Ledger Group Information Screen Use to enter or change information about the transaction
group, such as a description and posting date.

Transaction Entry Screen Use to add, change, or delete detailed transactions.

Default Segment Values Screen Use to specify the default segment values to use when
entering transactions for the account number.
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Title Purpose
Insert Transaction Screen Use to insert a transaction before an existing transaction.
Transaction Entry Review Screen Use to review transactions as they are entered or to

change or delete a selected transaction.

Comment Entry Screen Use to add or change comments associated with a
detailed transaction.

General Ledger Group Totals Screen Display totals for the transaction group. Use to review
the group and to specify whether to print the edit reports
for the group.

How To Restart This Option

If a group has a status of In Use-ws on the General Ledger Group Selection Screen (p. 5-5) and is not in
use by that workstation, restart as follows:
1. Go to the workstation indicated and select the Transaction Entry option (MENU GLMAIN).

2. Key a C for Function; key the Company number and Group ID. Press ENTER to display the General
Ledger Group Information Screen (p. 5-8).

3. Press F10=END to end.
4. Press F12=RETURN to return to the General Ledger Transaction Entry Selection Screen (p. 5-3).

5. Press F3=EXIT to exit.
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General Ledger Transaction Entry Selection Screen

GEMERAL LEDGER TRAMSACTION EMTRY

Function: .. [Aar )
Company? .
Group I0:

F3=Exit F4=Group Search

This screen appears after you select option 1 - Transaction Entry (MENU GLMAIN). Use this screen
to select a transaction Group ID to add or change. Groups cannot be deleted. To remove a Group ID,
select it for change, delete the transactions in the group, and post the empty group.

This screen can also be accessed by pressing F5=CReATE GRouP on the End Voucher Information Screen
in the Accounts Payable Inquiry (MENU APMAIN) when redistribution adjustments were made and a
General Ledger group needs to be created. If you access this screen via the Accounts Payable Inquiry,
use this screen to select a unique General Ledger Group ID to add. You will only be able to add a
General Ledger group, and the Function and Company fields will not be displayed. The F4=Grour
SeArcH will still be available so that you can easily locate an unused Group ID.

General Ledger Transaction Entry Selection Screen Fields and Function Keys

Field/Function Key Description

Function This field does not appear when this screen is accessed from the Accounts
Payable Inquiry (MENU APMAIN).
Used to define the type of operation to perform on a transaction group.
Key A to add a transaction group.

Key C to change an existing transaction group.
(A 1) Required
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General Ledger Transaction Entry Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

This field appears only if the Multi Company field is set to Y through System
Options Maintenance (MENU XAFILE). Also, this field does not appear
when this screen is accessed from the Accounts Payable Inquiry (MENU
APMAIN).

The number of the company for which this transaction group is being added
or changed.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Group ID

Key a five character identifier of the transaction group you are adding or
changing. If you are changing a group and you do not know the group ID,
you may access the group search by pressing F4=GRoOUP SEARCH.

The group ID for an out of balance transaction is the workstation ID where
the out-of-balance transaction is first posted, concatenated with a three-digit
number, for example, RH003. The G/L Transaction Post Report printed for
the out-of-balance transaction provides this number. You can also select the
group using the group search.

NOTE: Do not use special characters in your group ID (i.e.. /, &, $,
etc.). You can only use letters and numbers.

If this screen is accessed from the Accounts Payable Inquiry (MENU
APMALIN), you will only be able to use this field to add (not change) a
General Ledger group for transactions for which redistribution adjustments
were made.

(A 5) Required

F3=Exit

Press F3=EXxiT to exit from this option and return to the menu.

F4=Group Search

Press F4=GRrRoup SEARCH to display a list of defined groups. The the General
Ledger Group Selection Screen (p. 5-5) appears, which displays the Group
ID, Type, Description, User, Post Date, and Status for each unposted
transaction group. From this screen select the desired group to change.

Enter

Press ENTER to confirm your selections. The General Ledger Group
Information Screen (p. 5-8) appears.
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General Ledger Group Selection Screen

GEMERAL LEDGER GROUP SELECTION

ID Tupe Description lzer

1 PAYTH TWP Pauyroll Template Diw 1 PGHR

Post
Date Status

12/27/08 Active

Last

Reference Mumber:

FI=Exift F17=Return

This screen appears after you press F4=GRouP SEARCH from

+ the General Ledger Transaction Entry Selection Screen (p. 5-3).

+ the Copy Transactions From Template Selection Screen (p. 6-2).

» the General Ledger Transaction Edit Screen (p. 7-3).

+ the General Ledger Transaction Post Screen (p. 8-3).

This screen displays a list of defined group IDs as well as the type, description, user, post date, and
status for each unposted transaction group. Use this screen to search for and select unposted
transaction groups for change, you may select an existing transaction group to edit, or to post.

General Ledger Group Selection Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  The number referring to a specific group. Use this Reference Number to
select a group for changes, editing, or posting.

Display

ID The five character group identification code of the transaction group displays
in this column.
Display

Type The type of transaction group displays in this column. The type may be G/J

for general journal entries or TMP for template entries.

Display
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General Ledger Group Selection Screen Fields and Function Keys

Field/Function Key Description

Description For a group that you created, the description of the transaction group which
was entered on the General Ledger Group Information Screen (p. 5-8)
displays in this column.

For an out-of-balance transaction group, this field displays the original
journal number for the transaction in the first five positions and the high
sequence line number in the last five positions. The high sequence line
number records the number of lines in the original transaction group in order
to track any lines you add to the group.

Display

User The user ID of the last person who updated the transaction group displays in
this column.

Display

Post Date The posting date of the transaction group displays in this column.
Display

Status The status of the transaction group displays in this column. The status may
be:

» ACTIVE: The group is in process and has not been edited.
» EDITED: The group has been edited successfully.
» POSTING: The group is in the process of being posted.

* IN USE-ws: The group is currently being used at another workstation.
The other workstation is identified with workstation ID ws. Refer to
“How To Restart This Option” on page 5-2 if the group shows as in-use
but is not in use by that workstation.

Display

Reference Number Key the line number of the transaction group to select the group.
(N 2,0) Required

F3=Exit Press F3=EXIT to exit this option and return to the menu.

F12=Return Press F12=RETURN to return to the previous screen without selecting any
transaction groups.
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General Ledger Group Selection Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm your selections. If you are entering/changing a group,
the General Ledger Group Information Screen (p. 5-8) appears.

If you are printing an edit list, the Report Options appears. Refer to the Cross
Applications User Guide for information about this screen.

If you are posting a group, depending on your selections in the Job Template
and Modify Selections fields on this screen, various job template screens may
or may not display once you press ENTER. For details about job template
screens, refer to Job Template Maintenance (MENU XAFILE) in the Cross
Applications User Guide.

5-7



Infor Distribution A+ General Ledger User Guide

General Ledger Group Information Screen

GEMERAL LEDGER GROUP IMFORMATION

Company: i A &L Dffice Supply

Group IDd [0112

Group Type: G (& or T) General Journal Entries
Description: Yohe C45 PIOTE IDL4Z

Posting Date: aimd3

Flo=End

This screen appears after you select a transaction group and press ENTER on the General Ledger Group
Selection Screen (p. 5-5). Use this screen to enter or change information about the selected transaction

group.

General Ledger Group Information Screen Fields and Function Keys

Field/Function Key Description

Company The number of the company and the company name for which this
transaction group is being added or changed.
Display

Group ID The five character group identification code for this transaction group.
Display

Group Type This field is display-only for out-of-balance groups created by the system, or

if you accessed this option via the Accounts Payable Inquiry when
redistributing adjustments for vouchers.

This field is required for groups you created.
Key G to work with general journal entries.

Key T to work with template entries to create a general ledger template
group.
(A 1) Required/Display
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General Ledger Group Information Screen Fields and Function Keys

Field/Function Key

Description

Description

This field is display-only for out-of-balance groups created by the system.
For an out-of-balance transaction group, this field will display the original
journal number for the transaction in the first five positions and the high
sequence line number in the last five positions. The high sequence line
number records the number of lines in the original transaction group in order
to track any lines you add to the group.

This field is also display-only if this option is accessed via the Accounts
Payable Inquiry when redistributing adjustments for vouchers. The original
voucher number will appear in this field, and this number will later be used
to link the General Journal (GJ) number to the original voucher entries when
the group is posted.

When not display-only, key the unique description for the group.
(A 30) Required/Display

Posting Date

This field is display-only for out-of-balance groups created by the system.
For an out-of-balance transaction group, this field displays the posting date
assigned to the original transaction.

Key the date on which to post this group of transactions.

The posting period is displayed to the right of the posting date. The posting
period is determined by the Fiscal Calendar which was set up through Fiscal
Calendar Maintenance (MENU GLFIL?2).

You may post to any open or temporarily closed period. A warning message
is displayed when posting to a temporarily closed period, but you may still
post. You may not post to a permanently closed period. Therefore, a date
within that period is invalid.

NOTE: When this option is accessed via the Accounts Payable Inquiry
when redistributing adjustments for vouchers, after entering a
valid posting date for the General Ledger group, the
redistribution account information will be converted
accordingly. This will allow the General Ledger group to
receive all the adjustment entry information, while allowing
you to continue to edit/post the group or to maintain it at a later
time.

Default Value: Today’s date.

Valid Values: A date within an open or temporarily closed period. Key the
date using the Default Date Format for this user, specified through Register
User IDs (MENU XACFIG), or if that field is blank, key the date using the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

(N 6,0) Required/Display
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General Ledger Group Information Screen Fields and Function Keys

Field/Function Key

Reversing Date

Description

This field does not appear if this option is accessed via the Accounts Payable
Inquiry when redistributing adjustments for vouchers.

This field is display-only for out-of-balance groups created by the system.
For an out-of-balance transaction group, this field displays the reversing date
assigned to the original transaction.

This field is required if reversing entries are being entered. R-type
transactions automatically generate two transactions when posted:

« Aregular Journal Entry (transaction type J) for the Posting Period.

« A Reversing Entry (transaction type R) for the Reversing Period. The
Debit/Credit Code is reversed.

Key the date on which to reverse the transactions. Reversing Entries must
balance within a group.

The reversing period is displayed directly to the right of the reversing date.

Valid Values: A date within a period greater than the posting period. Key the
date using the Default Date Format for this user, specified through Register
User IDs (MENU XACFIQG), or if that field is blank, key the date using the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

(N 6,0) Required/Display

F10=End Press F10=END to end this transaction group. The General Ledger Group
Totals Screen (p. 5-33) appears.
Enter Press ENTER to confirm your selections. The Transaction Entry Screen (p. 5-

11) appears.
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Transaction Entry Screen

Co 1A&C Office Supply LI D
Pozt 1s12/11 Period 1 Jan 00 Cr 00 Dif
Div. Account. Sub/Trne Desc Tun Debhit  Credit Line
Last
Top: ...
Tupe Date D/C Div.Account.Sub Amount  Trans Desc
L
Sourcel L. Project: ., .........
Fands
andsor Div. Account. Sub
Mazke Tupe: |,
FZ=Acct/Desc Fo=%eq Dft FE=Inzert F10=End F13-70 to Chg FZ3=5peed Entry

This screen appears after you press ENTER from the General Ledger Group Information Screen (p. 5-8)
or F2=TRANsACTIONS from the General Ledger Group Totals Screen (p. 5-33). Use this screen to add,
change, or delete detail transactions in the selected transaction group.

This screen is a split display. The top half displays the individual detail transactions that have been
entered. The bottom half is used to enter or update transactions.

If adjustments to a posted voucher entry were entered through the Accounts Payable Inquiry (MENU
APMAIN) on the Redistribute Accounts Screen, those line transactions automatically brought into the
group will be displayed on this screen. At this point, you can still maintain these adjustments or add
additional lines, if needed. Note that any changes made to this General Ledger group are tied back to
the original voucher line where the account was redistributed. This is indicated by the voucher line
information which is protected in the transaction Source on this screen and is automatically assigned to
any additional line.

NOTE: The account number and description that you see may be restricted based on the Restrict
Transaction Entry field and the Security Levels (1-9): Transaction Entry field as defined
in Authority Profile Maintenance (MENU XASCTY).

Transaction Entry Screen Fields and Function Keys

Field/Function Key Description

Co The number of the company and the company name for which this
transaction group is being added or changed.

Display
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Transaction Entry Screen Fields and Function Keys

Field/Function Key

Post

Description

The posting date and period for the current transaction group. The posting
period is the accounting period and period description which corresponds to
the posting date.

Display

The total of all debit amounts in this transaction group.
Display

Cr

The total of all credit amounts in this transaction group.
Display

Dif

The difference between the total debit and the total credit amounts in this
transaction group. Total debits must equal total credits before a group can be
posted.

Display

(Reference Number)

The number referring to a specific detail transaction. Use this Reference
Number to determine which function key should be pressed to change or
delete a transaction.

Display

Acct/Trns Desc

The account number and transaction description. Up to 38 characters of the
combined account number and transaction description, and up to 8
transactions in the transaction group are displayed in the top half of this
screen.

Press F2=AccT/DEsc / F2=Desc ONLY / F2=TR DEsC ONLY / F2=AccT/TR DESC to
toggle between displaying the

« account number/account description

« account description only

 transaction description only

« account number/transaction description

A + displayed at the end of the transaction description indicates that there
were comments entered for this transaction.

Display

Typ

The type of transaction for this line; J - journal, R- reversing, A - adjusting, Y
- year-end entry.

Debit

If the transaction amount for this transaction is a debit, the value will display
in this field.

Display

Credit

If the transaction amount for this transaction is a credit, the value will display
in this field.

Display
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Transaction Entry Screen Fields and Function Keys

Field/Function Key

Line

Description

The line number of the detail transaction. The line number indicates the
sequence in which this detail transaction was entered.

Display

Type

The type of detail transaction to enter. The codes and transaction types are
described as follows:

« J-Regular Journal Entry.

« R-Reversing Entry. A Reversing Date must have been entered on the
General Ledger Group Information Screen (p. 5-8). The journal entry (as
keyed) will post to the posting date period. An additional reversing entry
will post to the reversing date period. All reversing entry debits and
credits must balance in addition to total debits and credits balancing for
this group.

* A- Adjusting Entry. An adjusting entry is a correction to a previous entry.

* Y - Year-end Adjusting Entry. Intended for year-end adjustments
performed at audit time. These entries are posted to period 14. Period 14
is used to distinguish year-end adjustments from general journal and
adjusting entries made in the last period of the fiscal year.

Default Value: J for first entry; previous value for remaining entries.

Valid Values: I, R,AorY
(A 1) Required

Date

The date the transaction occurred. This is an informational field only; used in
reports and inquiries.

Key the transaction date.

Default Value: G/L Posting Date from the General Ledger Group
Information Screen (p. 5-8); previous value entered for following entries.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required

D/C

The Debit/Credit Code is used to indicate if the amount entered will be a
debit or a credit to the account. If this code is left blank, the system will use
the normal balance of the account as the default.

Default Value: Blank

Valid Values: D, C or if left blank, the normal balance of account
(A 1) Optional
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Transaction Entry Screen Fields and Function Keys

Field/Function Key

G/L Account Number

Description

Key the number of the account that is updated for this journal entry.

NOTE: The account number that you key may be restricted based on
the Restrict Transaction Entry field and the Security Levels (1-
9): Transaction Entry field as defined in Authority Profile
Maintenance (MENU XASCTY).

Default Value: None, unless specified on the Default Segment Screen.
Valid Values:
» Any valid account number or short name
* May not be blank or contain embedded blanks
* The number of digits in the segment cannot exceed the segment length

» The value of a segment cannot be 0

(Variable) Required

Amount

This is the amount of the debit or credit for the account specified.

Key the appropriate amount. The amount keyed is displayed in 2-position
decimal format on the G/L Transaction Entry Review Screen (p. 5-25).

For example, if you key 1, the system interprets it as 1.00; if you key 10, the
system interprets it as 10.00; if you key 100, the system interprets it as
100.00; if you key 12500, the system interprets it as 12500.00, etc.
Therefore, for example, if you want to identify a specific decimal value, you
must key the decimal. That is, if you want 125.75, you must key 125.75.

(N 13,2) Required

Trans Desc

The description of the transaction. If the transaction description requires
additional characters, press F5=CoMmMmeNTs from the G/L Transaction Entry
Review Screen (p. 5-25) to enter an expanded description for this transaction.

To duplicate the transaction description from the last transaction entered,
press the Dup key when the cursor is in this field.

This description prints on the General Ledger Detail Report (p. 29-1) (MENU
GLREPT).

(A 15) Optional
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Transaction Entry Screen Fields and Function Keys

Field/Function Key

Source

Description

The source of the transaction. The source may be used to reference the
general journal from which this transaction occurred. For example, the
transaction may be from an opening entry, cash receipts, miscellaneous cash,
or a sales journal. This field is required only if you have entered Y to the
Transaction Source Required field in G/L Options Maintenance (p. 18-1)
(MENU GLFIL2).

To duplicate the transaction source from the last transaction entered, press
the Dup key when the cursor is in this field.

NOTE: If adjustments to a posted voucher entry were entered through
the Accounts Payable Inquiry (MENU APMAIN) on the
Redistribute Accounts Screen, any changes made to a General
Ledger group are tied back to the original voucher line where
the account was redistributed. This is indicated by the voucher
line information which is shown and protected in this field, if
applicable, and is automatically assigned to any additional line.

(A 15) Optional

Project

For internal use only. May be used for job accounting.

To duplicate the project ID from the last transaction entered, press the Dup
key when the cursor is in this field.

(A 10) Optional

Find

Search words help you to find accounts without knowing the account
number. Use search words to activate the G/L Account Search. Up to 10
characters per word may be entered and can appear in any order. Any
account number that contains all of the characters entered will display.

(A 40) Optional

Mask

In addition to or in place of search words (Find field), account masks may be
entered to activate the search. An account mask is a pattern of digits that
match the account numbers you want to work with. For areas of the account
number that are not known, key an X in that position. If a segment in the
mask contains a digit, then the segment is padded to the left with zeros. If a
segment in the mask contains one or more Xs, then the segment is padded to
the left with Xs. For example, assume that you have 3 segments with lengths
2-3-4. If you keyed X.1.5X, it will be translated to XX.001.005X. Default
segment values are ignored when entering a mask.

(A 29) Optional

Type

To limit the search, enter an account type. Only accounts with the type
selected in this field will display: A - asset, L - liability, E - expense, | -
income, Q - Equity.

Valid Values: A,L,E,TorQ

(A 1) Optional

5-15



Infor Distribution A+ General Ledger User Guide

Transaction Entry Screen Fields and Function Keys

Field/Function Key

F2=Acct/Desc /
F2=Desc Only /
F2=Tr Desc Only /
F2=Acct/Tr Desc

Description

This toggle key displays only if Restrict Transaction Entry is set to N for this
user on the G/L Access Levels Screen in Authority Profile Maintenance
(MENU XASCTY).

Press F2=AccT/DEsc to display the Account Number and the Account
Description for each detailed transaction

Press F2=Desc ONLY to display only the Account Description for each detail
transaction

Press F2=TR DEsc ONLy to display only the Transaction Description for each
detail transaction. If an extended transaction description has been entered
through the Comment Entry Screen (p. 5-30), a + is displayed to the right of
this description.

Press F2=AccT/Tr DEesc to display the Account Number and the Transaction
Description for each detail transaction. If an extended transaction description
has been entered through the Comment Entry Screen (p. 5-30), a + is
displayed to the right of the transaction description.

F5=Seg Dft Press F5=SEc DFT to access the Default Segment Values Screen (p. 5-19). Use
this screen to enter default segment values for the account number. When
defaults are used, you are required to key in only the segments for which no
default values have been defined.

F6=Insert The F6=InseRT function key does not appear for out-of-balance groups

created by the system, to prevent system-assigned line sequence numbers
from being changed. However, you can add new lines to the group with line
sequence numbers greater than the transaction lines created by the system.

Press F6=INSERT to insert a transaction before an existing transaction. All
required information must be entered before pressing F6=INSERT. The Insert
Transaction Screen (p. 5-22) appears.

F10=End Transaction
Group

Press F10=END TRANSACTION GROUP to display the General Ledger Group
Totals Screen (p. 5-33) to end the entry or update of transaction group.
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Transaction Entry Screen Fields and Function Keys

Field/Function Key

F13-F20 To Change

Description

Press the key that corresponds to the Reference Number of the transaction

Detail Transaction Line that you wish to change. You cannot change the G/L account number. To

change the account number, you must delete the detail transaction containing
the account number to change; then add a new detail transaction using the
new account number.

NOTE: Transactions may be deleted only through this process.
F24=DEeLETE does not appear on the Transaction Entry Screen (p.
5-11).

This screen allows you to change detailed item receipt information. Use the
function keys as follows to select an item to change:

* F13=REFERENCE NUMBER 1
* F14=REFERENCE NUMBER 2
* F15=REFERENCE NUMBER 3
* F16=REFERENCE NUMBER 4
» F17=REFERENCE NUMBER 5
* F18=REFERENCE NUMBER 6
* F19=REFERENCE NUMBER 7
* F20=REFERENCE NUMBER §

If the function keys on your keyboard are arranged in a single row, then press
the shift key and the corresponding reference number.

EXAMPLE: To change line 8, press SHIFT and F8.
-OR-

If the function keys on your keyboard are arranged in a two rows, press the
key which is directly above the reference number key in the bottom row.

EXAMPLE: To change line 8, find function key 8 in the bottom row. Press
F20 in the top row because it is directly above F8.

The Transaction Entry Review Screen (p. 5-25) will display for the selected
item.

F23=Speed Entry/
F23=Regular Entry

Press F23=SPeeD ENTRY to enter transactions without displaying the
Transaction Entry Review Screen (p. 5-25) after each transaction entry. This is
helpful to speed the process of transaction entry.

When using Speed Entry, press F23=REGULAR ENTRY to display the Transaction
Entry Review Screen (p. 5-25) after each transaction entry (this returns to
Regular Entry).
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Transaction Entry Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm your selections.

If you keyed search criteria in the Find, Mask, or Type fields, the G/L
Account Search Screen (p. 11-7) appears. Otherwise, the Transaction Entry
Review Screen (p. 5-25) appears.
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Default Segment Values Screen

Co 1A&C Office Supply frd.55 Dr
Pazt 7r12710 Period 7 Jly 224.55 Cr o0 Dif
Div. Account. Sub/Trne Desc Tun Debhit  Credit Line
1 BE1.00E1E6E. OE J 173,45 1
2 0E1. 0005200, 0oo J 101.10 z
g 1 s 1 A ) &0d.55 3
Last
DEFAULT SEGHEMT YALLES
Divizion —
Aocount
Sub-Pecount
F1Z=Return

This screen displays when F5=SEG DFT is pressed on the Transaction Entry Screen (p. 5-11). Use this
screen to define the default segment values for the account number when entering transactions. By
specifying default segment values on this screen, the keystrokes required to enter a transaction are

reduced.

Default Segment Values Screen Fields and Function Keys

Field/Function Key Description

Co The number of the company and the company name for which this
transaction group is being added or changed.
Display

Post The posting date and period for the current transaction group. The posting

period is the accounting period and period description which corresponds to
the posting date.

Display

Dr The total of all debit amounts in this transaction group.
Display

Cr The total of all credit amounts in this transaction group.
Display
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Default Segment Values Screen Fields and Function Keys

Field/Function Key
Dif

Description

The difference between the total debit and the total credit amounts in this
transaction group. Total debits must equal total credits before a group can be
posted.

Display

Reference Number

The number referring to a specific detail transaction. Use this Reference
Number to determine which function key should be pressed to change or
delete a transaction.

Display

Acct/Trns Desc

The account number and transaction description. Up to 38 characters of the
combined account number and transaction description, and up to 8
transactions in the transaction group are displayed in the top half of this
screen.

Press F2=AccT/DEsc / F2=Desc ONLY / F2=TR DEsC ONLY / F2=AccT/TR DESC to
toggle between displaying the

« account number/account description

+ account description only

 transaction description only

« account number/transaction description

A + displayed at the end of the transaction description indicates that there
were comments entered for this transaction.

Display

Typ

The type of transaction for this line; J - journal, R- reversing, A - adjusting, Y
- year-end entry.

Debit

If the transaction amount for this transaction is a debit, the value will display
in this field.

Display

Credit

If the transaction amount for this transaction is a credit, the value will display
in this field.

Display

Line

The line number of the detail transaction. The line number indicates the
sequence in which this detail transaction was entered.

Display

Segment Description

This is the name of the account number segments as defined in G/L Options
Maintenance (p. 18-1) (MENU GLFIL2).

Display
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Default Segment Values Screen Fields and Function Keys

Field/Function Key

Default Segment
Values

Description

Enter the default values for each account number segment which will be used
when keying the G/L Account Number on the Transaction Entry Screen (p. 5-
11). For example, if all of the transactions being entered are for Division 1,
enter a 1 in the division segment and then you will not need to key it on the
Account Number line.

When entering the default segment value, you do not need to key in leading
ZETOEs.

If the segment value has a description [entered through Segment Values
Maintenance (p. 12-2) (MENU GLFILE)], the description will display to the
right of the segment value.

Valid Values;

+ If the segment is set up as Y to Edit, then the value entered here must
be entered in Segment Values Maintenance (MENU GLFILE).

» The number of digits in the segment value cannot exceed the length of
the segment.

(N 15,0) Required

F12=Return Press F12=RETURN to return to transaction entry without saving any additions
or changes to default segment values.
Enter Press ENTER to confirm your selections. The Transaction Entry Screen (p. 5-

11) appears.
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Insert Transaction Screen

Co 1A&C Office Supply 3,000,000  Dr
Pazt 1-12711 Period 1 Jan .0g Cr 3,000,600 Dif
Div. Account. Sub/Trne Desc Tun Debhit  Credit Line
1 001.0007E10. 001 DECEMBER CHARGE J 1,300, 00 1
2 001.0001220. 000 DECEMBER TRASH + I 1,500,600 z
Last

The next tranzaction will be inzerted BEFORE the line number
provided below. The line number refers to the walue displayed
in the right-most column of the upper part of this screen.

IMSERT TRAMSACTION

Line Mumber: _

F1Z=Return

This screen displays after entering an account number and pressing F6=INSERT on theTransaction Entry
Screen (p. 5-11). Use this screen to insert a transaction before an existing transaction.

Insert Transaction Screen Fields and Function Keys

Field/Function Key
Co

Description

The number of the company and the company name for which this
transaction group is being added or changed.

Display

Post

The posting date and period for the current transaction group. The posting
period is the accounting period and period description which corresponds to
the posting date.

Display

The total of all debit amounts in this transaction group.
Display

Cr

The total of all credit amounts in this transaction group.
Display

Dif

The difference between the total debit and the total credit amounts in this
transaction group. Total debits must equal total credits before a group can be
posted.

Display
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Insert Transaction Screen Fields and Function Keys

Field/Function Key

(Reference Number)

Description

The number referring to a specific detail transaction. Use this Reference
Number to determine which function key should be pressed to change or
delete a transaction.

Display

Acct/Trns Desc

The account number and transaction description. Up to 38 characters of the
combined account number and transaction description, and up to 8
transactions in the transaction group are displayed in the top half of this
screen.

Press F2=AccT/DEsc / F2=Desc ONLY / F2=TR DEsc ONLY / F2=AccT/TR DESC to
toggle between displaying the

+ account number/account description

* account description only

* transaction description only

+ account number/transaction description

A + displayed at the end of the transaction description indicates that there
were comments entered for this transaction.

Display

Typ

The type of transaction for this line; J - journal, R- reversing, A - adjusting, Y
- year-end entry.

Debit

If the transaction amount for this transaction is a debit, the value will display
in this field.

Display

Credit

If the transaction amount for this transaction is a credit, the value will display
in this field.

Display

Line

The line number of the detail transaction. The line number indicates the
sequence in which this detail transaction was entered.

Display

Insert Transaction
Message

A message is displayed which indicates that the transaction will be inserted
before the line number you indicate in the Line Number field.

Display
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Insert Transaction Screen Fields and Function Keys

Field/Function Key

Line Number

Description

The line number of the detail transaction before which this transaction is
inserted. The transaction Line number is displayed to the right of each
transaction line.

NOTE: Do not use the Reference Number of the transaction which is
displayed to the left of that transaction.

For example, three transaction entries are displayed in the top half of the
Transaction Entry Screen (p. 5-11). Before entering the fourth transaction, you
determine that the fourth transaction should actually be the second
transaction of the current group. To do this, you would enter the data of the
transaction to insert on the bottom half of the G/L Transaction Entry Screen
and press F6=INSERT. Then, key 2 in this field, and press ENTER.

Valid Values: Any existing transaction line number for the current group.
(N 4,0) Required

F12=Return Press F12=RETURN to return to transaction entry without inserting a
transaction. The Transaction Entry Screen (p. 5-11) will re-display.
Enter Press ENTER to confirm your selections. The Transaction Entry Screen (p. 5-

11) appears.
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Transaction Entry Review Screen

Co 1A&C Office Supply 1,500,000  Dr

Pazt 1-12711 Period 1 Jan .0g Cr 1,500,080 Dif
Div. Account. Sub/Trne Desc Tun Debhit  Credit Line

1 001.0007E10. 001 DECEMBER CHARGE J 1,300, 00 1

Last
Tupe Date DsC Div.Account. Sub Amount  Trans Desc
J 011211 D DEl. Be0l1E26. BEn —_ 1500, 00 DECEMBER, TRASH, |
Req Man-Inventory Warehouse 1
Sourcer L. Project: .. ........ Commentz: NO

Fa=Comments F1Z=Return

This screen appears from the Transaction Entry Screen (p. 5-11), if you are not in the speed entry mode.
This screen is used to review transactions as they are being entered, or to change or delete transactions
when selected by F13 - F20. If you selected a transaction generated by the system in an out-of-balance
transaction group, only the Amount field can be changed on this window.

NOTE: The account number and description that you see may be restricted based on the Restrict
Transaction Entry field and the Security Levels (1-9): Transaction Entry field as defined
in Authority Profile Maintenance (MENU XASCTY).

Transaction Entry Review Screen Fields and Function Keys

Field/Function Key

Co

Description

The number of the company and the company name for which this
transaction group is being added or changed.

Display

Post

The posting date and period for the current transaction group. The posting
period is the accounting period and period description which corresponds to
the posting date.

Display

Dr

The total of all debit amounts in this transaction group.
Display

Cr

The total of all credit amounts in this transaction group.
Display
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Transaction Entry Review Screen Fields and Function Keys

Field/Function Key
Dif

Description

The difference between the total debit and the total credit amounts in this
transaction group. Total debits must equal total credits before a group can be
posted.

Display

Reference Number

The number referring to a specific detail transaction. Use this Reference
Number to determine which function key should be pressed to change or
delete a transaction.

Display

Acct/Trns Desc

The account number and transaction description. Up to 38 characters of the
combined account number and transaction description, and up to 8
transactions in the transaction group are displayed in the top half of this
screen.

Press F2=AccT/DEsc / F2=Desc ONLY / F2=TR DEsC ONLY / F2=AccT/TR DESC to
toggle between displaying the

« account number/account description

+ account description only
 transaction description only

« account number/transaction description

A + displayed at the end of the transaction description indicates that there
were comments entered for this transaction.

Display

Typ

The type of transaction for this line; J - journal, R- reversing, A - adjusting, Y
- year-end entry.

Debit

If the transaction amount for this transaction is a debit, the value will display
in the this field.

Display

Credit

If the transaction amount for this transaction is a credit, the value will display
in the this field.

Display

Line

The line number of the detail transaction. The line number indicates the
sequence in which this detail transaction was entered.

Display
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Transaction Entry Review Screen Fields and Function Keys

Field/Function Key

Transaction Type

Description

The type of detail transaction to enter. The codes and transaction types are
described as follows:

« J-Regular Journal Entry.

« R-Reversing Entry. A Reversing Date must have been entered on the
General Ledger Group Information Screen (p. 5-8). The journal entry (as
keyed) will post to the posting date period. An additional reversing entry
will post to the reversing date period. All reversing entry debits and
credits must balance in addition to total debits and credits balancing for
this group.

* A- Adjusting Entry. An adjusting entry is a correction to a previous entry.

* Y - Year-end Adjusting Entry. Intended for year-end adjustments
performed at audit time. These entries are posted to period 14. Period 14
is used to distinguish year-end adjustments from general journal and
adjusting entries made in the last period of the fiscal year.

Default Value: value keyed on the Transaction Entry Screen (p. 5-11)

Valid Values: J,R,AorY
(A 1) Required

Date

The date the transaction occurred. This is an informational field only; used in
reports and inquiries.

Key the transaction date.
Default Value: value keyed on the Transaction Entry Screen (p. 5-11)

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required

D/C

The Debit/Credit Code is used to indicate if the amount entered will be a
debit or a credit to the account. If this code is left blank, the system will use
the normal balance of the account as the default.

Default Value: value keyed on the Transaction Entry Screen (p. 5-11)

Valid Values: D, C or blank
(A 1) Optional
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Transaction Entry Review Screen Fields and Function Keys

Field/Function Key

G/L Account Number

Description

Key the number of the account that is updated for this journal entry.

NOTE: The account number that you key may be restricted based on
the Restrict Transaction Entry field and the Security Levels (1-
9): Transaction Entry field as defined in Authority Profile
Maintenance (MENU XASCTY).

Default Value: value keyed on the Transaction Entry Screen (p. 5-11)
Valid Values:
» Any valid account number or short name
* May not be blank or contain embedded blanks
* The number of digits in the segment cannot exceed the segment length

» The value of a segment cannot be 0

Required

Amount

This is the amount of the debit or credit for the account specified.

Key the appropriate amount. The amount keyed is displayed in 2-position
decimal format on the G/L Transaction Entry Review Screen (p. 5-25).

For example, if you key 1, the system interprets it as 1.00; if you key 10, the
system interprets it as 10.00; if you key 100, the system interprets it as
100.00; if you key 12500, the system interprets it as 12500.00, etc. Therefore,
for example, if you want to identify a specific decimal value, you must key
the decimal. That is, if you want 125.75, you must key 125.75.

Default Value: value from the Transaction Entry Screen (p. 5-11)
(N 11,2) Required

Trans Desc

The description of the transaction. If the transaction description requires
additional characters, press F5=CoMmMENTs from the G/L Transaction Entry
Review Screen (p. 5-25) to enter an expanded description for this transaction.

To duplicate the transaction description from the last transaction entered,
press the Dup key when the cursor is in this field.

This description prints on the General Ledger Detail (MENU GLREPT).

Default Value: value from the Transaction Entry Screen (p. 5-11)
(A 15) Optional
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Transaction Entry Review Screen Fields and Function Keys

Field/Function Key

Description

Source The source of the transaction. The source may be used to reference the
general journal from which this transaction occurred. For example, the
transaction may be from an opening entry, cash receipts, miscellaneous cash,
or a sales journal. This field is required only if you have entered Y to the
Transaction Source Required field in G/L Options Maintenance (MENU
GLFIL2).

To duplicate the transaction source from the last transaction entered, press
the Dup key when the cursor is in this field.

Default Value: value from the Transaction Entry Screen (p. 5-11)

(A 15) Optional

Project For internal use only. May be used for job accounting.

To duplicate the project ID from the last transaction entered, press the Dur
key when the cursor is in this field.
Default Value: value from the Transaction Entry Screen (p. 5-11)
(A 10) Optional
Comments This indicates if an expanded description has been entered for this detail

transaction. This field will display YES or NO. An expanded description can
be entered on the Comment Entry Screen (p. 5-30).

Display

F5=Comments

Press F5=ComMENTS to add or change an expanded description for this
transaction. When additional comments are entered, a + sign is displayed to
the right of the transaction description on the top half of the screens.

F12=Return

Press F12=RETURN to return to the Transaction Entry Screen (p. 5-11) without
accepting the transaction.

F24=Delete

The F24=DeLeTE function key appears only for groups you created. This
function key does not appear for out-of-balance transaction lines created by
the system. However, you can delete any lines you manually added to the
out-of-balance group. Use F24=DeLETE to delete the selected transaction.

This key may be used only when you have accessed this screen when
changing a transaction (F13 - F20). Press F24=DELETE twice to delete the
transaction.

Enter

Press ENTER to confirm your selections. The Transaction Entry Screen (p. 5-
11) appears.
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Comment Entry Screen

Co 1A&C Office Supply frd.55 Dr
Pazt 7r12710 Period 7 Jly 224.55 Cr o0 Dif
Div, Account. Sub/Trne Desc Tup Dehit Credit Line
1 001, 00E1EEE, O J 123,45 1
2 001, 0005200, QUa I 101,10 z
g 1 v 1 A I &0d.55 3
Last
& 001, 0005200, U I 101,10 z
Fli=Return

This screen displays when you press F5=CommenTs from theTransaction Entry Review Screen (p. 5-25).
Use this screen to enter or change the extended description for a detail transaction. An extended
description may be up to 360 characters in length. When comments are keyed on this screen, a + sign is
displayed to the right of the transaction description displayed on the top of the screen.

Comment Entry Screen Fields and Function Keys

Field/Function Key Description

Co The number of the company and the company name for which this
transaction group is being added or changed.

Display

Post The posting date and period for the current transaction group. The posting
period is the accounting period which corresponds to the posting date.

Display

Dr The total of all debit amounts in this transaction group.
Display

Cr The total of all credit amounts in this transaction group.
Display

Dif The difference between the total debit and the total credit amounts in this
transaction group. Total debits must equal total credits before a group can be
posted.

Display
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Comment Entry Screen Fields and Function Keys

Field/Function Key

Reference Number

Description

The number referring to a specific detail transaction. Use this Reference
Number to determine which function key should be pressed to change or
delete a transaction.

Display

Acct/Trns Desc

The account number and transaction description. Up to 38 characters of the
combined account number and transaction description, and up to 8
transactions in the transaction group are displayed in the top half of this
screen.

Press F2=AccT/DEsc / F2=Desc ONLY / F2=TR DEsc ONLY / F2=AccT/TR DESC to
toggle between displaying the

+ account number/account description

* account description only

* transaction description only

+ account number/transaction description

A + displayed at the end of the transaction description indicates that there
were comments entered for this transaction.

Display

Typ The type of transaction for this line; J - journal, R- reversing, A - adjusting, Y
- year-end entry.

Debit If the transaction amount for this transaction is a debit, the value will display
in the this field.
Display

Credit If the transaction amount for this transaction is a credit, the value will display
in the this field.
Display

Line The line number of the detail transaction. The line number indicates the
sequence in which this detail transaction was entered.
Display

G/L Account Number/ Displays the reference number, G/L account number, transaction description,

Trans Description/Acct journal type, amount of the current transaction, and the actual line number

Description selected to have a comment added.
Display
Comments Use this area to record comments pertaining to a single transaction or a group

of transactions. They will print on the G/L Transaction Post Journal (p. 8-7),
and the General Ledger Detail Report (p. 29-1), and are available for display
during inquiry.

(6 @ A 60) Required
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Comment Entry Screen Fields and Function Keys

Field/Function Key Description

F12=Return Press F12=RETURN to return to the Transaction Entry Screen (p. 5-11) without
saving the transaction comments.

Enter Press ENTER to confirm your selections. The Transaction Entry Screen (p. 5-
11) appears.
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General Ledger Group Totals Screen

GEMERAL LEDGER GROUP TOTALS

Company: 1 A & C Office Supply Fost: 4-10-13

Group I0: ID142  Wch: E45 PIOTO IDi42 Reverse:

Tupe of Entry  Count Debit Anount Credit Amount Difference
Regular 2 4 4 Al
Reversing 1] .0 .00 .

F2=Transactions FE=Group Infao F24=0elete Group

This screen appears after you press F10=END from the General Ledger Group Information Screen (p. 5-
8), or the Transaction Entry Screen (p. 5-11).

Use this screen to review total information about the transaction group, delete the group, and/or
process the group to edit and/or post, if available.

A warning message will display if the group is out of balance (a difference exists between the debit-

credit amounts of regular or reversing entries) or if you specified a reversing date on the General
Ledger Group Information Screen (p. 5-8), but no reversing transactions were entered in the group.

General Ledger Group Totals Screen Fields and Function Keys

Field/Function Key Description

Company The number of the company and the company name for which this
transaction group is being added or changed.

Display

Group ID This is the five character name used to identify this transaction group.
Directly following the group ID is the group description.

Display

Post/Reverse These are the posting and reversing dates for this transaction group.
Display
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General Ledger Group Totals Screen Fields and Function Keys

Field/Function Key Description

Control Totals Use this section to verify that all transactions have been entered and are in
balance. Totals are provided separately for regular transactions and reversing
transactions.

If a group is out of balance, you may return to detail transaction entry
F2=TRANSACTIONS, or end the group and print Transaction Edit Reports (by
responding to the Edit field with Y). Posting is not permitted if any errors
exist in the transaction group.

Display

Edit Use this field to designate if you want to print the G/L Transaction Entry Edit
Report (p. 7-8) and the G/L Transaction Entry Edit - Error Report (p. 7-5) for
this transaction group.

Key Y to run the edit process.

NOTE: If the Always Print Transaction Edit Report field on the
G/L Company Options Maintenance Screen (p. 18-12) is set to N
and there are no errors in the group, then the G/L Transaction
Entry Edit - Error Report (p. 7-5) will not print regardless if you
key Y in this field. The edit process will run but not generate
any printed output.

Key N if you do not want the edit process run at this time.

See CHAPTER 7: Editing General Ledger Transaction Groups for further
details about printing these reports.

NOTE: If your are not authorized to run the Transaction Edit reports, a
message will be displayed.

(A 1) Required
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General Ledger Group Totals Screen Fields and Function Keys

Field/Function Key

Post

Description

This field displays only if this option was accessed by pressing F5=CREATE
Group on the End Voucher Information Screen in the Accounts Payable
Inquiry (MENU APMAIN) when redistribution adjustments were made and
a General Ledger group needs to be created.

Use this field to post the transaction group.

Key Y to post this group. The standard posting screens in Post Transactions
(MENU GLMALIN) will appear prior to the General Ledger group being
submitted to the Transaction Process (TP) to perform the post job. While
processing, you will be returned to the Accounts Payable Inquiry (MENU
APMAIN). The information stored will indicate that the group was created
as a result of a voucher redistribution account functionality. Note that if the
edit process fails, the group will still have been created and could be
maintained at a later time.

Key N if you do not want this group posted. You will be returned to the
Accounts Payable Inquiry and will be able to later maintain and/or post this
group, if desired.

Default Value: Y if you are authorized to post a General Ledger group and
will be input-capable; N and protected if you are not authorized to post a
General Ledger group

(A 1) Required

F2=Transactions

Press F2=TRaNsAcTIONs to display the Transaction Entry Screen (p. 5-11) for
the current transaction group.

F5=Group Info

Press F5=Group INFo to display the General Ledger Group Information
Screen (p. 5-8) for the current transaction group.

F24=Delete Group

The F24=DeLeTE GRouP function key appears only for groups you created.
This function key does not appear for out-of-balance groups created by the
system.

Press F24=DeLETE GRouP to delete this group of transactions. You will be
required to confirm deletion of this group by pressing F24=DELETE GROUP
again. You may not delete a transaction group if it contains any detail
transactions.

NOTE: If redistribution adjustments were made through the Accounts
Payable Inquiry (MENU APMAIN), when the General Ledger
group is deleted so are any readjustment entries that were
made.
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General Ledger Group Totals Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press ENTER to confirm your selections. You are returned to the G/L Main
Menu (MENU GLMAIN).

If the Edit field is Y, the G/L Transaction Entry Edit Report (p. 7-8) and the G/
L Transaction Entry Edit - Error Report (p. 7-5) will print.

If the Post field is Y, the General Ledger Transaction Post Screen (p. 8-3) will
appear.
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cuaptere  Creating Transactions From
Templates

Use the Create Transactions from Templates option to copy a transaction group template to a new
transaction group. A transaction group template is a transaction group which has been defined
specifically for the purpose of copying when processing a new transaction group. Transaction group
templates are keyed through Transaction Entry (MENU GLMAIN). Specify the Group Type as T (for
template) on the General Ledger Group Information Screen (p. 5-8). The template transaction group
will be available to copy to new transaction groups. This reduces keying for standard or recurring
transactions. Use this option to copy an existing transaction group template to a new transaction group.

Once the copy has occurred, you can make the required modifications or additions, if any, to the new
transaction group in Transaction Entry (p. 5-1) which has been opened for you. Proceed to edit and post
the transaction group in the typical manner. Refer to Transaction Edit List (MENU GLMAIN) and Post
Transactions (MENU GLMAIN).

Create Transactions From Templates

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Copy Transactions From Template Use to specify the company and group ID for the
Selection Screen transaction group template.

General Ledger Group Selection Screen Use to select from a list of defined transactions groups.

For a description of this screen, refer to CHAPTER 5:
Entering General Ledger Transactions.

Create Transactions From Template Screen Use to define the transaction group you are creating.

NOTE: The remainder of the screens that are shown are from CHAPTER 5: Entering General
Ledger Transactions. Refer to that chapter for more information on those screens.
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Copy Transactions From Template Selection Screen

COPY TRAWSACTIONS FROM TEMPLATE

Company? .

Group I0:

F3=Exit F4=Group Search

TECHNICAL NOTE: This is a shared screen that displays in multiple places. The actual
screen format name is GL100FM_STARTG.

This screen appears after you select the Create Transactions From Templates option from the General
Ledger Main Menu (MENU GLMAIN). Use this screen to select the company and group ID of the
transaction group template to copy to a new transaction group.

Copy Transactions From Template Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

The number of the company for which this transaction group template is
being copied to create a new transaction group.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(A 1) Required
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Copy Transactions From Template Selection Screen Fields and Function Keys

Field/Function Key

Group ID

Description

The five character identifier of the transaction group template which you will
copy to a new transaction group.

If you do not know the name of a transaction group template, you may access
the group search by pressing F4.

Valid Values: Must be an existing template group
(A 5) Required

F3=Cancel

Press F3=CANCEL to cancel this option and return to the G/L Main Menu
(MENU GLMAIN).

F4=Group Search

Press F4=GRroup SEARCH to display the General Ledger Group Selection
Screen (p. 5-5). This screen displays the Group ID, Group Type, Group
Description, User, Post Date, and Status for each unposted transaction group
used in transaction processing. From this screen select the desired transaction
group template for which a new transaction group will be created.

Enter

Press ENTER after you have made your selections. The Create Transactions
From Template Screen (p. 6-4) appears.
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Create Transactions From Template Screen

CREATE TRAMSACTIOWS FROM TEMPLATE

Compaty: 1 A& C Office Supply
Group ID: PAYTH  Payroll Template Diw 1

Copy To Group ID:

Transaction Date: | 71110

Posting Date:

Reverzing Date:

Fa=Exit

This screen appears after you press ENTER from the Copy Transactions From Template Selection
Screen (p. 6-2). Use this screen to define the new transaction group which is created through this
option, and to specify the transaction dates, posting date, and (optionally) reversing date for the new
transaction group.

Create Transactions From Template Screen Fields and Function Keys

Field/Function Key Description

Group ID This is the five character identification for this transaction group template.
Display
Copy To Group ID This is the group identification code of the new transaction group which is

created through this option.

Key the name of the new transaction group to which the transaction group
template displayed in the Group ID field will be copied. You cannot use the
name of an existing transaction group.

Valid Values: May not be an existing transaction group

(A 5) Required
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Create Transactions From Template Screen Fields and Function Keys

Field/Function Key

Transaction Date

Description

This is the transaction date to use for each detail transaction in the new
transaction group. The transaction date is the date on which a transaction
occurred; it is an informational field only, used in reports and inquiries.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required

Posting Date

The posting date for the transaction group being created.

You may post a transaction group to any open or temporarily closed period.
A warning message is displayed when posting to a temporarily closed period.
You may not post to a permanently closed period. Therefore a date within
that period is invalid.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required

Reversing Date

The reversing date of the group of transactions. The reversing period is
displayed directly to the right of the reversing date. This field is required
only if reversing entries are being entered. R-type transactions automatically
generate two transactions when posted: a regular Journal Entry (transaction
type J) for the Posting Period and a Reversing Entry (transaction type R) for
the Reversing Period. The Debit/Credit Code is reversed.

Reversing Entries must balance within a group.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Required

F3=Exit

Press F3=ExiT to exit this option and return to the menu.

Enter

Press ENTER to confirm your selections. The Transaction Entry Screen (p. 5-
11) appears and you will complete your template group in Option 1 -
Transaction Entry.
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Groups

Use the Transaction Edit List option on the General Ledger Main Menu (MENU GLMAIN) to edit a
transaction group which has been entered through Transaction Entry (MENU GLMAIN). An
individual transaction group must be entered, edited, and posted before the transaction information is
used by General Ledger.

Through this option, the following two reports can be generated:

» G/L Transaction Entry Edit - Error Report (p. 7-5), which prints each detail transaction in the
transaction group and associated comments and indicates if any errors exist in the transaction
group. If no errors existed in the transaction group, it will print a message informing you that the
group successfully passed the edit. You will be unable to post a transaction group if errors are
printed on the G/L Transaction Entry Edit - Error Report (p. 7-5).

See the Print Errors Only field on the General Ledger Transaction Edit Screen (p. 7-3) and the
Always Print Transaction Edit Report field on the G/L Company Options Maintenance Screen (p.
18-12) for additional information.

» G/L Transaction Entry Edit Report (p. 7-8), which is used to examine the accuracy of your detail
transaction entries. See the Print Errors Only field on the General Ledger Transaction Edit
Screen (p. 7-3) for additional information.

You can correct data entry errors through Transaction Entry (MENU GLMAIN) and then edit the
group again. There is no limit to the number of edits which may be performed on a transaction
group. If the group is edited without errors, the transaction status changes from ACTIVE to EDITED.
If errors do exist, the transaction status remains ACTIVE.

Transaction Edit List

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

General Ledger Transaction Edit Screen Use to specify the company and group for editing.
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Title

General Ledger Group Selection Screen

Purpose

Use to select from a list of defined transactions groups.

For a description of this screen, refer to CHAPTER 5:
Entering General Ledger Transactions.

G/L Transaction Entry Edit - Error Report

Prints the results of the group edit.

G/L Transaction Entry Edit Report

Prints the detailed transactions for the group edit.
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General Ledger Transaction Edit Screen

GEMERAL LEDGER TRAMSACTION EDIT

Company? o1

Group I0:

Print Errors Only: M OFAH)

FI=Exift Fa4=Group Search

This screen appears after you selecting the Transaction Edit List option from the General Ledger Main
Menu (MENU GLMALIN). Use this screen to select the transaction group to edit. A transaction group
is identified by the group ID.

G/L Transaction Edit Screen Fields and Function Keys

Field/Function Key Description

Company Use this field to specify the company associated with the group of
transactions.

Default Value: he default company defined in Authority Profile Maintenance
(MENU XASCTY) if one has been defined; otherwise, this is the default
company defined through System Options Maintenance (MENU XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY) and which has been set
up in G/L Options Maintenance (MENU GLFIL2).

(N 2,0) Required

Group ID This is the identifier of the transaction group to edit. If you do not know the
Group ID, access the group search by pressing F4=GROUP SEARCH.

(A 5) Required
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G/L Transaction Edit Screen Fields and Function Keys

Field/Function Key

Print Errors Only

Description

This field indicates if you wish to print the G/L Transaction Entry Edit -
Error Report (p. 7-5) only, or both the G/L Transaction Entry Edit - Error
Report and the G/L Transaction Entry Edit Report (p. 7-8).

The G/L Transaction Entry Edit - Error Report (p. 7-5) prints each detail
transaction in the transaction group and associated comments and indicates if
any errors exist in the transaction group. If no errors existed in the
transaction group, it will print a message informing you that the group
successfully passed the edit. The G/L Transaction Entry Edit Report (p. 7-8)
is used to examine the accuracy of your detail transaction entries.

Key Y to print only the G/L Transaction Entry Edit - Error Report (p. 7-5).

Key N to print both reports.

NOTE: If the Always Print Transaction Edit Report field on the G/L
Company Options Maintenance Screen (p. 18-12) is set to N and
there are no errors in the group, then the G/L Transaction Entry
Edit - Error Report (p. 7-5) will not print regardless if you key Y
in this field.

If the Always Print Transaction Edit Report field has not been
set up (that is, it is blank in the Order Control File), the report

will continue to print during the General Ledger Transaction
Edit process.

(A 1) Required

F3=Exit

Press F3=EXxiT to exit from this option and return to the menu.

F4=Group Search

Press F4=GRroup SEARch to display a list of defined groups. The General
Ledger Group Selection Screen (p. 5-5) appears. The G/L Group Selection
Screen displays the group ID, group type, group description, user, post date,
and status for each unposted transaction group used in G/L transaction
processing. From this screen select the desired group to edit.

Enter

Press ENTER to confirm your selections. The Report Options Screen appears.
Refer to the Cross Applications User Guide for details about this screen.
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G/L Transaction Entry Edit - Error Report

GL122 07T/1M0 10.55.44 GIL TRANSACTION ENTRY EOIT - ERROR REPORT AHIAPDEMD  PAGE 1
(-A & C 0ffice Supply Co

Group- 001 5J244 Group - High Seq: 00004
Group Type - General Journal — Posting Date - 11/01/40

Line Div-Account-Sub Trans Dese  Type/Date Debit Cradit Source  Project
Regular Entry Totals: § Transactions  Difference 6.91- 216 .07
REGULAR ENTRIES OUT OF BALANCE

This report is printed, if applicable, from multiple places during the General Ledger Transaction
Edit process.

Use this report to determine if any errors exist in a transaction group entered through Transaction
Entry (MENU GLMAIN). The fields printed on this report will not print simultaneously. All fields are
shown on this report for illustration purposes only.

The following types of errors are indicated on this report:

 Invalid Account Number

» Suspended Account Number

» Regular Entries Out of Balance

» Reverse Entries Out of Balance

» If a General Journal Group contains a transaction with a zero dollar amount

* Year-End Entries Do Not Balance

If no errors are detected in the transaction group, the transaction group has passed the edit. If a
transaction group passes this edit, the status of the transaction is changed from ACTIVE to EDITED. If a
transaction group does not pass this edit, the status of the transaction group remains ACTIVE.

NOTE: If a group exists, the group will print in the “heading” information. Also, the
Group Type will print either General Journal or Template.

G/L Transaction Entry Edit - Error Report

Report/Listing Fields Description

Line The line number assigned to the detail transaction during Transaction
Entry (MENU GLMAIN). Use this line to reference a detail transaction.
A line number will print in this column only if the detail transaction
utilizes an invalid or suspended account number or if the transaction
contains a zero dollar amount.
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G/L Transaction Entry Edit - Error Report

Report/Listing Fields

G/L Account Number

Description

The G/L account number entered for this detail transaction. It is printed
in the format specified in G/L Options Maintenance (MENU GLFIL2).
An account number will display in this column only if the account
number is invalid or suspended.

Error Messages

One of the following error messages is printed for the transaction in
error:

« INVALID #: This message prints if the account number specified in the
detail transaction is an invalid account number. That is, it does not
exist in the chart of accounts. The chart of accounts is maintained
through G/L Accounts Maintenance (MENU GLFILE).

» SUSPENDED #: This message prints if the account number specified
in the detail transaction has been suspended. An account number is
suspended through G/L Accounts Maintenance (MENU GLFILE)
and may be reinstated through the same option.

« AMOUNT = 0: This message prints if the amount keyed for a General
Journal detail transaction is zero.

Trans Desc

The description of the G/L account entered for this detail transaction.

Type/Date

The transaction type and the transaction date for this detail transaction.
The transaction type is J for Journal Entry, R for Reversing Entry, A for
Adjusting Entry, or Y for Year-end Adjusting Entry. A value will display
in this column only if the detail transaction utilizes an invalid or
suspended account number.

Debit

The debit dollar amount which was entered for this detail transaction. A
value will display in this column if the detail transaction utilizes an
invalid or suspended account number. If regular or reversing detail
transaction entries in a transaction group do not balance, the total debit
amount is printed.

Credit

The credit dollar amount which was entered for this detail transaction. A
value will display in this column if the detail transaction utilizes an
invalid or suspended account number. If regular or reversing detail
transaction entries in a transaction group do not balance, the total credit
amount is printed.

Source

The source that was keyed for this detail transaction. A value will display
in this column if a source was entered, and if the detail transaction
utilizes an invalid or suspended account number.

Project

The project that was keyed for this detail transaction. A value will
display in this column if a project was entered.
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G/L Transaction Entry Edit - Error Report

Report/Listing Fields

Regular Entry Totals

Description

Indicates that the values that follow apply to all regular detail transaction
entries that were entered in the transaction group.

Reversing Entry Totals

Indicates that the values that follow apply to all reversing detail
transaction entries that were entered in the transaction group. This
heading is printed only when reversing entries have been keyed in the
transaction group.

Count

The number of transactions entered in this transaction group for all
regular entries or for all reversing entries.

Difference

The difference between the total credit amount and the total debit amount
for this transaction group for all regular entries or for all reversing
entries. This field is printed only when the regular or reversing entries in
this transaction group are out of balance.

Totals

The following total information is printed:
One of the following balance errors is printed, if applicable:

+ REGULAR ENTRIES OUT OF BALANCE: This error message indicates
that the regular entries in the transaction group are out of balance. The
total debit amount, total credit amount, and difference between the
total debits and total credits are printed. You must change the
transaction group to eliminate this error before you can post the
transaction group.

« REVERSING ENTRIES OUT OF BALANCE: This error message
indicates that the reversing entries in the transaction group are out of
balance. The total debit amount, total credit amount, and difference
between the total debits and total credits are printed. You must
change the transaction group to eliminate this error prior to posting
the transaction group.

Group xxxxx has
successfully passed the
edit.

This message prints if the transaction group for which this edit was run
has passed the transaction group edit. When a transaction group has
passed this edit, you may post the transaction group through Post
Transactions (MENU GLMAIN).
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G/L Transaction Entry Edit Report

GL120 26/04/11 13.23.04 G/L TRANSACTION ENTRY EDIT AK/APDEHD  PAGE 1
01-A & C Office Su?ply
Group-APR11 Payroll Template Div 1
Group THPE - General Journal Posting Date - 26/04/41
Line Div-Account-Sub Trans Desc Type/Date Debit  Credit Source Project
1 001-0002140-000 Accrusd Payral] wk end 29 Apr J 26/04/11 23,500.00
2 (01-0002200-000 State Withholding Taxes wk end 29 Apr  J 26/04/41 4,587.00
3 001-0002203-000 Federa] Withholding Taxe wkend 23 Apr J 26/04/11 6,262.00
4 (01-0002220-000 State Unemployment Taxes wk end 29 Apr  J 26/04/11 763.00
5 001-0002225-000 5tate Disability Insuran wk end 29 Apr  J 26/04/41 336.00
6 001-0002230-000 Federal Unemployment Tax wk end 29 Apd  J 26/04/41 773.00
7 001-0002240-000 FICA withheld empluyee] wk end 29 Apr J 26/04/11 1,234.00
8 001-0002245-000 FICA withheld (employer] wk end 23 Apr J 28/04/41 1,234.00
9 001-0006000-000 Salaries - Officers wk end 29 Apr  J 26/04/11 23,500.00
10 001-0006010-000 Salaries - Office wk end 29 Apr J 26/04/11 6,779.00
{1 001-0006200-000 Insurance - Health wk end 29 Apr  J 26/04/11 2,100.00
42 001-0006400-000 Vacation Pay wk end 29 Apr J 26/04/11 1,200.00
14 001-0008600-000 Other Employee Benefits wk end 29 Apr  J 26/04/11 5,100.00
Regular Entry Totals: 13 Transactions 867,00 38,679.00

This report prints each detail transaction that was keyed in the transaction group. Use this report to
examine the accuracy of your detail transaction entry. Compare this report to the source document
from which you enter detail transactions; any inconsistencies reflect a data entry error. Correct data
entry errors through Transaction Entry (MENU GLMAIN).

This report is optionally printed through this option if you keyed Y for Print Errors Only on the General
Ledger Transaction Edit Screen (p. 7-3).

Values for every detail transaction in the transaction group print in all columns on this report.
Transaction group totals are printed at the bottom of the report.

G/L Transaction Entry Edit Report

Report/Listing Fields

Description

Line The line number assigned to the detail transaction during Transaction
Entry (MENU GLMAIN). Use this line to reference the detail
transaction.

G/L Account Number The G/L account number entered for this detail transaction. It is
displayed in the format specified in G/L Options Maintenance (MENU
GLFIL2).

Trans Desc The description of the G/L account entered for this detail transaction.

Type/Date The transaction type and the transaction date for this detail transaction.

The transaction type is J for a journal entry, R for a reversing entry, A for
an adjusting entry, or Y for a year-end adjusting entry.
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G/L Transaction Entry Edit Report

Report/Listing Fields

Description

Debit The debit dollar amount which was entered for this detail transaction.
The total debit amount for this transaction group is printed after the last
detail transaction.

Credit The credit dollar amount which was entered for this detail transaction.
The total credit amount for this transaction group is printed after the last
detail transaction.

Source The source (if any) that was keyed for this detail transaction.

Project The project (if any) that was keyed for this detail transaction.

Regular Entry Totals Indicates that the values that follow apply to all regular detail transaction

entries that were entered in the transaction group.

Reversing Entry Totals

Indicates that the values that follow apply to all reversing detail
transaction entries that were entered in the transaction group.

Count The number of transaction entered in this transaction group for all
regular entries or for all reversing entries.
Difference The difference between the total credit amount and the total debit amount

for this transaction group for all regular entries or for all reversing
entries. This field is printed only when the regular or reversing entries in
this transaction group are out of balance.
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cuapters  Posting General Ledger
Transaction Groups

Use the Post Transactions option on the General Ledger Main Menu (MENU GLMALIN) to post a
transaction group to update General Ledger. A transaction group is one or more transactions which
share a common group ID. An individual transaction group must be entered, edited, and posted before
the transaction information is utilized by General Ledger. You are not required to edit the transaction
group through the Transaction Edit List option (MENU GLMAIN) because the Post Transactions
option also edits the group. The group will post if the transaction group passes the edit either through
the Transaction Edit List option or the Post Transaction option. However, if the group has errors, an
error report will print. A group with errors remains active and posting is cancelled. Use the error report
to identify and correct the errors. You will not be able to post a transaction group until no errors are
detected in the group.

If there are no errors, the group will be posted. During the posting process:
 the group status changes from EDITED to POSTING
 the system submits the group to the Transaction Processor for posting

+ each transaction in the group is assigned a journal reference number, unless you are posting an out-
of-balance transaction group that was created by the system and then manually corrected through
Transaction Entry (MENU GLMAIN). In this case, the journal number for the group will be the
journal number originally assigned to the group at the time the data for the transaction was retained
by the system. The first segment of the journal reference number, called the journal number, is
assigned to one transaction group. A separate journal number is assigned to reversing entries
generated from a transaction group. The prefix to the journal number is GJ for transaction groups
added through Transaction Entry (MENU GLMAIN). The second segment of the journal reference
number is assigned sequentially to each detail transaction in a transaction group. This segment is
always 00001 for the first detail transaction in a transaction group.

 the G/L Transaction Post Journal (p. 8-7) prints
 account balances are updated in the G/ Summary File (GLSUM)
 transactions are posted to the G/L Transaction Detail File (GLDET)

+ extended descriptions for transactions are written to the Transaction Detail Expanded Description
File (GLDDS).

« the transaction group is deleted, so it may be used again
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Post Transactions

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

General Ledger Transaction Post Screen Use to specify the company and group for posting. You
also have the option to select the job template to be used
for the G/L Transaction Post job.

General Ledger Group Selection Screen Use to select from a list of defined transactions groups.

For a description of this screen, refer to CHAPTER 5:
Entering General Ledger Transactions.

G/L Transaction Post Journal Prints the results of the group edit.

How To Restart This Option

If the option was interrupted before pressing ENTER from the Report Options Screen, then restart by
selecting this option again. After pressing ENTER from the Report Options Screen, the posting
procedure is automatically submitted to the Transaction Processor.
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General Ledger Transaction Post Screen

GEMERAL LEDGER TRAMSACTION POST

Job Template: Modify Selections: N

Company? .
Group I0:

F3=Exit F4=Group Search  F9=Job Template List

This screen appears after selecting option 4 - Post Transactions from the General Ledger Main Menu
(MENU GLMAIN). This screen can also be accessed from the General Ledger Group Totals Screen (p.
5-33) in Transaction Entry (MENU GLMAIN) if the Post field on that screen is set to Y.

Use this screen to select the group of transactions to post. Transactions to be posted are based on the
company and group ID entered on this screen.

You also have the option to select the job template to be used for the G/L Transaction Post job.
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G/L Transaction Post Selection Screen Fields and Function Keys

Field/Function Key

Job Template

Description

Job templates are defined through Job Template Maintenance (MENU
XAFILE) to allow parameter selections to be pre-defined for a particular
process (such as, G/L Year End) ahead of time. Once defined, this template
can be used repeatedly, eliminating the need to manually provide these
parameters for every submission of this job process.

For the current job submission, you can enter a pre-defined job template in
this field to use the established parameters (with or without any
modifications), or you can leave this field blank and the system will prompt
you to provide your own parameters.

If you enter a pre-defined job template in this field, and do not want to make
any changes to the established parameter selections for this current job
submission, key N in the Modify Selections field. You will then bypass all the
output parameter screens.

If you enter a pre-defined job template in this field, but want to review and/or
make modifications to the established parameter selections for this current
job submission, key Y in the Modify Selections field. You will be presented
with the established parameters for that job template and can review/make
changes as needed for this job.

If you leave this field blank, you will be presented with a series of prompts
for you to provide the desired parameters for this current job submission.

NOTE: To review a list of existing job templates that have been
created for the G/L Transaction Post job, press F9=Jos
TEMPLATE LIST.

Valid Values: A job template defined for G/L Transaction Post jobs (that is,
G/L130PP) through Job Template Maintenance (MENU XAFILE).

(A 10) Optional
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G/L Transaction Post Selection Screen Fields and Function Keys

Field/Function Key

Modify Selections

Description

If using a job template (you keyed a job template name in the Job Template
field on this screen or select one via F9=JoB TEMPLATE LIsT), this field
determines if you will be presented with that template’s parameters for
review and/or modification for this current job submission.

Key Y if you want to be able to review and/or modify the selections of the
indicated job template. Any changes you make to the template through this
post run will not impact the actual predefined template. The changes apply
for this run of the job only. If you key Y, a series of selection screens will
display allowing you to review and/or make changes. For details about the
screens that display, refer to Job Template Maintenance (MENU XAFILE) in
the Cross Applications User Guide.

Key N if you want to use the template as-is and you do not want to make any
modifications. If you key N, a series of selections screens will not be
displayed.

Valid Values: Y or N; cannot be Y if the Job Template field is blank.

(A1) Optional

Company

Key the company number for which transactions will be posted.
Default Value: Default Company set up for Distribution A+

Valid Values: Any company number which has been set up in G/L Options
Maintenance (MENU GLFIL2).

(N 2,0) Required

Group ID

This is the group identifier of the transaction group to post.

If you do not know the Group ID, you may access the group search by
pressing F4=Groupr SEARCH. The transaction group can only be a General
Journal (G/J) Group. You cannot post a Template Group (TMP).

(A 5) Required

F3=Exit

Press the F3=ExiT function key to exit from this option and return to the
menu.

F4=Group Search

Press the FA=GRoup SEARCH function key to access the General Ledger Group
Selection Screen (p. 5-5). This screen displays the Group ID, Group Type,
Group Description, User, Post Date, and Status for each unposted transaction
group used in G/L Transaction Processing. From this screen select the
desired group to post. The Report Options Screen appears.

F9=Job Template List

Press the F9=Jo TEMPLATE LisT function key to display the Job Template List
Screen, where you can review a list of existing job templates that have been
created for G/L Transaction Posts.

Refer to Job Template Maintenance (MENU XAFILE) in the Cross
Applications User Guide for further details.
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G/L Transaction Post Selection Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press the ENTER key to confirm your selections. The Report Options Screen
appears. Refer to the Cross Application User Guide for details about this
screen. The G/L Transaction Entry Edit Report (p. 7-8) and the G/L
Transaction Post Journal (p. 8-7) print.

Additionally, depending on your selections in the Job Template and Modify
Selections fields on this screen, various job template screens may or may not
display once you press ENTER. For details about job template screens, refer to
Job Template Maintenance (MENU XAFILE) in the Cross Applications
User Guide.
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G/L Transaction Post Journal

GL1300 04/26/11 13.25.17 G/L TRANSACTION POST REPORT AHIAPDEHO PAGE 1
[-A & C Office Squ]y AUDIT NO. 263
Group-APR11 Payroll Templata Div 1
Posting Date - 04/26/11
Jrnl#-Ref#  Div-Account-5ub Trans Dekc  Type/Date Debit  Credit Source  Project
GJ004-00001 001-0002140-000 Accrued Payroll wk end 29 Apr J 04/26/11 23,500.00
GJ004-00002 001-0002200-000 State Withholding Ta  wk end 29 Apr  J 04/26/11 4 587.00
GJ004-00003 001-0002203-000 Federal Withholding wk end 29 Apr J 04/26/11 6,262.00
GJ004-00004 001-0002220-000 State Unemployment T Pay wk end 29 Apr  J 04/26/41 763.00
GJ004-00005 001-0002225-000 State Disability Ins Pay wk end 29 Apr  J 04/26/41 336.00
GJ004-00006 001-0002230-000 Federal Unemployment Tax wk end 29 Apd J 04/26/11 773.00
GJ004-00007 001-0002240-000 FICA withheld :emp]o wk end 29 Apr J 04/26/11 1,234.00
GJ004-00008 001-0002245-000 FICA withheld (emplo  wk end 29 Apr  J 04/26/41 1,234.00
GJ004-00009 001-0006000-000 Salaries - Officers wk end 29 Apr J 04/26/11 23 ,500.00
GJ004-00010 (001-0006010-000 Salaries - Office wk end 29 Apr J 04/26/11 6,779.00
GJ004-00011 001-0006200-000 Insurance - Health wk end 29 Apr  J 04/26/11 2,100.00
GJ004-00012 001-0006400-000 Vacation Pay wk end 29 Apr J 04/26/11 1,200.00
GJ004-00013 001-0006600-000 Other Employes Benef  wk end 29 Apr  J 04/26/41 5,100.00
Regular Entry Totals: 13 Transactions 38,679.00 8.675.00

NOTE: Depending on which interfaces are active, as determined through Company Name
Maintenance (MENU XAFILE), this journal is printed at the completion of a
successful posting run, and through a variety of options, including, if applicable,
Day-End Processing (MENU XAMAST).

A G/L Transaction Post Journal prints each detail transaction that was posted. Use this journal as your
record of the transactions posted to G/L. The journal is sorted by journal reference number; meaning,
the order in which the transactions were keyed. A separate journal is generated for each journal type.

Important

Inventory transactions posted during the day only update item files, quantities on hand,
etc. The only way to update general ledger with those transactions (and update item
history files with the general ledger information) is to run Day-End Processing, or Post I/
A Transactions to G/L. Either way, when this report is generated, it will include all trans-
actions made which affected inventory (except sales) since the last time general ledger
was updated (by either Day-End Processing or Post I/A Transactions to G/L).

An Audit Number is assigned to this journal which indicates the sequence in which the transactions
included have been posted. Retain G/L Transaction Post Journals in sequential order by the Audit
Number. This allows you to present written proof of your various journal entries sequenced by
transaction.

Values for every detail transaction in the transaction group print in all columns on this journal.
Transaction group totals are printed at the bottom of the journal. Sections of the report are separated by
G/L Posting Date and also journal number. Generally, the G/L Transaction Post Journal consists of:
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» A section containing all the transactions in the group. All transactions in this section of the journal
have the same journal number (e.g. GJ100).

» A section containing transactions generated from any reversing entries in the first section. For
example, a reversing entry $100 (DR) would generate an entry of $100 (CR).

These generated transactions will post to the reversing period assigned to the group. The journal
number for these transactions will be one greater than the journal number in first section (e.g. GJ101).

G/L Transaction Post Journal Fields

Report/Listing Fields

AUDIT NO.

Description

The Audit Number for this G/L Transaction Post Journal. The Audit
Number is assigned to this journal to indicate the sequence in which
transactions were posted. Since this journal serves as the formal
document of journal entries made into G/L, retain these journals in
sequence by Audit Number.

Jrnl#-Ref#

Journal Reference numbers are automatically assigned at posting time.
They consist of two 5 character segments, as such: GJ001-00001. The
first segment is called the journal number; the second segment is called
the sequence number.

The journal number is a combination of the journal type and a sequential
number from 001 to 999. A separate G/L Transaction Post Journal is
generated for each journal type and the sequential number is incremented
for each transaction group posted. (A separate sequential number is
assigned to reversing entries generated from a transaction group.)

The sequence number is incremented by 1 for each transaction in the
group (i.e., for the same journal number). If there are 20 transactions,
each will be assigned a sequence number of 1 through 20. This number is
always 00001 for the first detail transaction in a transaction group.

Each type of transaction affecting G/L results in a specific journal type
entry. Each of the following journal types used in Distribution A+ will
result in a separate G/L Transaction Post Journal:

e CD - Cash Disbursements Report

» CJ - Miscellaneous Cash Journal

« CR - Cash Receipts (Register) Journal
* GIJ - General Journal

+ 1J - Inventory Journal

+ IC - International Currency Journal

e PJ - Purchase Journal

» SJ - Sales Journal

» TIJ - Inter-company Transfer Journal
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G/L Transaction Post Journal Fields

Report/Listing Fields

Jrnl#-Ref#: CD

Description

CD: If the A/P to G/L interface is turned on through Company Name
Maintenance (MENU XAFILE), A/P Cash Disbursement (CD)
transactions are posted to G/L. Cash disbursement transactions are
posted in A/P for voucher groups containing prepaid invoices through
Post Vouchers (MENU APMAIN). Cash disbursement transactions are
also posted in A/P when checks are posted (recorded) through Record
Check Numbers (MENU APCHCK); when manual checks are posted
through Post Manual Checks (MENU APCHCK); and when check
reversals are posted through Post Check Reversals (MENU APCHCK).
The resulting G/L Transaction Post Journal for cash disbursement
transactions will contain Journal Reference numbers reflecting the cash
disbursement report type of CD.

Jrnl#-Ref#: CJ

CJ: If the A/P to G/L interface and/or A/R to G/L interface is turned on
through Company Name Maintenance (MENU XAFILE), and if any
bank transactions (deposits, withdrawals or transfers) are posted through
Post Bank Acct Trn (MENU ARMAIN or APMAIN), Miscellaneous
Cash Journal (CJ) transactions are posted to G/L. The resulting G/L
Transaction Post Journal for miscellaneous cash transactions will contain
Journal Reference numbers reflecting the miscellaneous cash journal
type of CJ.

Jrnl#-Ref#: CR

CR: If the A/R to G/L interface is turned on through Company Name
Maintenance (MENU XAFILE), Cash Receipt (CR) transactions are
posted to G/L. Cash receipt transactions are posted through Cash &
Adjustment Post (MENU ARMAIN). A Cash Receipts Journal will also
be generated for finance charge invoices that are created through Month
End Processing (MENU ARMAST). The resulting G/L Transaction Post
Journal for cash receipt transactions and finance charge invoices will
contain Journal Reference numbers reflecting the cash receipts journal
type of CR.

Jrnl#-Ref#: GJ

GJ: General Journal (GJ) transactions are posted to G/L through Post
Transactions (MENU GLMAIN). The resulting G/L Transaction Post
Journal for general journal transactions will contain Journal Reference
numbers reflecting the general journal type of GJ.
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G/L Transaction Post Journal Fields

Report/Listing Fields

Jrnl#-Ref#: I1C

Description

IC: When foreign currency transactions are posted and a difference exists
between the exchange rate in effect when the transaction was created and
the rate in effect when the transactions are posted, a revaluation will
automatically occur with the resulting gains/losses posted to the G/L
Gain/Loss Account. A second G/L Transaction Post Journal listing the
resulting gain/loss transactions will print in addition to the usual G/L
Transaction Post Journal. The Currency Revaluation Detail Reports also
will print a detailed breakdown of the G/L gain/loss transactions
generated as a result of the revaluation. Refer to the International
Currency User Guide for samples of these reports.

Jrnl#-Ref#: 1J

IJ: If the I/A to G/L interface is turned on through Company Name
Maintenance (MENU XAFILE), Inventory Journal (IJ) transactions are
posted to G/L. Inventory journal transactions are created for any activity
affecting inventory (except for sales). When posting any of these
transactions through the associated posting options [e.g., Process
Transactions (or MENU OBMAIN), PO Receipts Register (or MENU
POMAIN) or MENU WOMAIN), Warehouse Management (MENU
WMMAIN), or Receipt Post (MENU WOMAIN), etc.], the inventory
journal transactions are not immediately posted to G/L. Instead,
inventory journal transactions are posted to G/L manually through Post I/
A Transactions to G/L (MENU IAMAST), or automatically during day-
end when running Day-End Processing (MENU XAMAST). The
resulting G/L Transaction Post Journal for inventory journal transactions
will contain Journal Reference numbers reflecting the inventory journal
type of IJ.

Jrnl#-Ref#: PJ

PJ: If the A/P to G/L interface is turned on through Company Name
Maintenance (MENU XAFILE), Purchase Journal (PJ) transactions are
posted to G/L. Purchase journal transactions are created for vouchers.
Vouchers are posted through Post Vouchers (MENU APMAIN). The
resulting G/L Transaction Post Journal for purchase journal transactions
will contain Journal Reference numbers reflecting the purchase journal
type of PJ.

Jrnl#-Ref#: SJ

SJ: If the O/E to G/L and/or the A/R to G/L interface is turned on
through Company Name Maintenance (MENU XAFILE), Sales Journal
(8J) transactions are posted to G/L. Sales journal transactions are created
for invoice postings occurring through Day-End Processing (MENU
XAMAST) if the O/E to G/L interface is turned on, and through Invoice
Post (MENU ARMAIN) if the A/R to G/L interface is turned on. The
resulting G/L Transaction Post Journal for sales journal transactions will
contain Journal Reference numbers reflecting the sales journal type of
SJ.
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G/L Transaction Post Journal Fields

Report/Listing Fields

Jrnl#-Ref#: TJ

Description

TJ: If Inter-company accounts, defined through G/L Transfer Definition
(MENU G/LXFER), are being used, Inter-company Transactions Journal
(TJ) transactions are posted to G/L. When any transaction is posted to an
account that has been specifically defined as an inter-company account,
an inter-company transaction journal transaction will be created and
posted to G/L. The resulting G/L Transaction Post Journal for inter-
company transaction journal transactions will contain Journal Reference
numbers reflecting the inter-company transaction journal type of TJ.

G/L Account

The G/L account number entered for this detail transaction. It is
displayed in the format specified in G/L Options Maintenance (MENU
GLFIL2). The account description is printed following the G/L account
number.

Trans Desc

The description of this detail transaction. If an extended transaction
description has been entered during Transaction Entry (MENU
GLMAIN), the extended transaction description is printed below this
detail line in the G/L Account and Trans Desc columns.

Type/Date

The transaction type and the general ledger transaction date for this
detail transaction. The transaction type is J for a journal entry, R for the
first half of a reversing entry, X for the second half of a reversing entry, A
for an adjusting entry, and Y for a year-end adjusting entry.

Debit

The debit dollar amount entered for this detail transaction. The total debit
amount for this transaction group is printed after the last detail
transaction.

Credit

The credit dollar amount entered for this detail transaction. The total
credit amount for this transaction group is printed after the last detail
transaction.

Source: CD

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

CD - Cash Disbursements Report
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G/L Transaction Post Journal Fields

Report/Listing Fields

Source: CJ

Description

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

CJ - Miscellaneous Cash Journal

This journal is generated through Post Bank Account Transactions
(MENU ARMAIN) or (MENU APMAIN). The values displayed in the
Source field and their meaning are as follows:

« TRANS-OUT - Transfers for the bank account withdrawing the
money

e TRANS-IN - Transfers for the bank account depositing the money
*  WITHDRAWL - Bank account withdrawals
« DEPOSIT - Bank account deposits

Source: CR

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

CR - Cash Receipts (Register) Journal

When this journal is generated through Month End Processing (MENU
ARMAST), the value displayed in the Source field and it’s meaning is as
follows:

« AR-F/C - Finance Charge Income or Finance Charge Accounts
Receivable

«  When this journal is generated through Cash & Adjustment Post
(MENU ARMAIN), the values displayed in the Source field and
their meaning are as follows:

*  When posting in summary to Accounts Receivable, the Source
field will display aR followed by the date that the invoice was
posted. This is not the G/L posting date.

»  When posting in detail to Accounts Receivable, the Source field
will display a followed by a blank space and the invoice number. If
the invoice is a finance charge invoice, then the blank space before
the invoice number would be replaced with F.

« For all other accounts, the Source field will display a two character
code followed by the date that the invoice was posted. This is not
the G/L posting date. The two character codes and their meaning
are as follows:

* AR - Miscellaneous Cash

* CcR-Cash in Bank

* dR- Cash Discounts Taken
* jR-Adjustments

* fR- Finance Charge A/R
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G/L Transaction Post Journal Fields

Report/Listing Fields

Source: GJ

Description

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

GJ - General Journal
This journal is generated through Post Transactions (MENU GLMAIN).

This field will display the value that was entered in the Source field on
the Transaction Entry Screen (MENU GLMAIN). If that field was blank,
then this field will also be blank.

For the second half of a reversing entry (Type = X), the Source will be a
concatenation of the GJ Journal Number and the Reference Number of
the first half of the reversing entry (Type = R).

NOTE: When this is for a voucher redistribution, the line number
of the expense account in the voucher transaction and the
voucher number will be displayed.

Source: 1J

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

1J - Inventory Journal

This journal is generated through Process Transactions (MENU
IAMAIN or OBMAIN), PO Receipts Register (MENU POMAIN or
WOMAIN), Warehouse Management (MENU WMMALIN), or Receipt
Post  MENU WOMAIN).

The value displayed in the Source field and it’s meaning is as follows:

« I/A -This code will be displayed in the Source column for any
Inventory Journals generated through the above menu options.

Source: IC

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

IC - International Currency Journal

Source: PJ

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

PJ - Purchase Journal
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G/L Transaction Post Journal Fields

Report/Listing Fields

Source: SJ

Description

When this journal is generated through Invoice Post (MENU ARMAIN),
the Source field displays the following:

When posting in summary to Accounts Receivable, the Source field
for Accounts Receivable and Sales Income will display AR followed
by the date that the invoice batch was posted. This is not the G/L
posting date.

When posting in detail to Accounts Receivable, the Source field will
display | followed by a blank space and the invoice number. If the
invoice is a finance charge invoice, then the blank space before the
invoice number would be replaced with F.

When this journal is generated through Day-End Processing (MENU
XAMAST), the Source field displays the following:

When posting in summary to Accounts Receivable, the Source field
will display PMT followed by the date that the day-end was run. This
is not the G/L posting date.

When posting in detail to Accounts Receivable, the Source field will
display | followed by the invoice number.

For all other accounts, the Source field will display a three character
code followed by the date that the day-end was run. This is not the G/
L posting date. The three character codes and their meaning are as
follows:

CGS - Cost of Goods Sold

CNT - Container Charge

DSC - Trade Discount

FET - Federal Excise Tax

INV - Inventory

OER - Pending Rebates

SLS - Sales Income or Special Charges
TAX - Sales Tax Payable

WH9 - In-Transit Inventory or Transfer Revenue for the “To”
warehouse on a warehouse transfer

WHT - Inventory or Transfer Cost of Goods Sold for the “From”
warehouse on a warehouse transfer

Source: TJ

The source keyed for this detail transaction. The values displayed in this
field change depending on the specific journal type.

TJ - Inter-Company Transfer Journal
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G/L Transaction Post Journal Fields

Report/Listing Fields

Project

Description

The project ID keyed for this detail transaction. This field is defined by
the user and can be used to attach additional information to the
transaction.

Entry Totals

The heading Regular Entry Totals indicates that the values that follow
apply to all regular detail transaction entries that were entered in the
transaction group.

The heading Reversing Entry Totals indicates that the values that follow
apply to all reversing detail transaction entries that were entered in the
transaction group.

Count

This is the number of transaction entered in this transaction group for all
regular entries or for all reversing entries.
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CHAPTER 9 Offline GL Transaction Entry

This option allows you to import GL transactions from an Excel Workbook into a GL Transaction
Group, which can subsequently be edited and posted. When you run this option, the system will update
the GL Offline Import File (GLIMP) from the GL Offline Import File (GLIMP.CSV) (comma separated
value) file created from an imported Excel workbook.

The GL Offline Import File (GLIMP.CSV) file must be located at the \IFS\Root (Integrated File
System) directory of the System i for the update process. It is recommended that each user that begins
this process should have their own copy of the workbook and GL Offline Import File (GLIMP.CSV)
with which to work.

Important

Before this option can be run, the directory structure must have been completed and the
master copy of the GLOffline.x|s worksheet must have been copied from the installa-
tion CD’s. Refer to the Post Installation chapter of the Installation and Software Update
Guide for more information.

When you initially select option 5 on this menu, the Offline GL Transaction Entry Screen (p. 9-3)
appears. You will first select option 1 to Launch Offline GL Workbook Template. The program will go
to the \IFS\Root directory structure of \APLUS\IMPORT\GL and append the current user’s System i
User ID to create a fourth level directory (for example, User ID APDEMO would have a path of
\APLUS\IMPORT\GL\APDEMO). The \AAPLUS\IMPORT\GL directory contains the Excel workbook
that will be used for the Offline General Ledger. Excel is opened automatically presenting the
GLOffline.xIs. You must use a copy of the workbook provided.

Then, using Excel, the user enters the required information to the workbook pages of the GLOffline.xls
for the GL Offline Import File (GLIMP.CSV). The second workbook page provides FTP Upload
information to the upload program. It is recommended that you save a local copy of this workbook for
editing purposes. When your entry work is done, the .CSV file will be created from the GLOffline.xIs
using either the CREATE CSV button or the FTP UpLoOAD button; this will help ensure that the GL Offline
Import File (GLIMP.CSV) is in the \APLUS\IMPORT\GL\UserID directory to continue processing.

When you select option 5 again, you will select 2 on the Offline GL Transaction Entry Screen (p. 9-3) to
perform the Offline GL Import. You will then be required to enter the Group ID, Posting Date, and
optionally a Reversing Date for the GL Transaction Group. When you press ENTER, the updated GL
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Offline Import File (GLIMP.CSV) on the \IFS\Root with a path of \APLUS\IMPORT\GL\UserID will
be processed to create the Offline GL File (GLIMP) on the System i. The Offline GL file (GLIMP) will
be edited to ensure that all the data is correct and accurate, just as if the transactions were being keyed
through Transaction Entry (MENU GLMALIN). If all transactions pass the edits, the GL group will be
added. You can then maintain, edit, and/or post the added GL group from options 1, 3 and 4 on MENU
GLMAIN. An additional supporting file that will also be updated, as necessary, is the GL Transaction
Work Expanded Description File (GLTDS).

The Offline GL Transaction Entry (p. 9-2) lists the MIC messages that can occur which will prevent the
GL group from being created. Review the report against the original worksheet that was keyed and
correct the fields in error to be processed again. If you are unsure of what a message is telling you,
display the message and its second level help text for additional information by keying: DSPMSGD
RANGE(USRnnnn) MSGF(DWERR) and press ENTER, where nnnn is the MIC message number printed on
the report.

Offline GL Transaction Entry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Offline GL Transaction Entry Screen Use to select to Launch the Offline GL Workbook
Template, or perform the Offline GL Import.

General Ledger Group List Screen Use to review existing GL groups, when determining the
Group ID for the Offline GL transactions.

GL Offline Workbook Use to review the setup and requirements of the Excel
worksheets that are used to update General Ledger
information.

GL Offline FTP Server Information There are two worksheets in the Excel workbook.The

Worksheet second worksheet has the FTPServerInformation used to

capture server and user information for the System i.

FTP Upload Pop-Up Window Use to review default information from the
FTPServerInformation worksheet.

GL Offline Errors/Warnings Report Prints for any error or warning message that was found
in the GL Transaction Entry Offline process, which will
prevent the GL group from being created.
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Offline GL Transaction Entry Screen

OFFLINE Gl TRAMSACTION ENTRY
Company? g1, {D1-99)
Option: ., 1 = Launch Offline GL Workbook Template

Offline GL Import

Group ID:
Posting Date:

Reversing Date:

F3=Exit Fd=Group Search

This screen appears after selecting option 5 - Offline GL Transaction Entry from the General Ledger
Main Menu (MENU GLMAIN). Use this screen to select the function you want to perform.

Option 1 will create a user specific directory on the /IFS/Root of the System i (if it does not exist), and
download a copy of the GLOffline.xIs while opening Excel. The workbook has two worksheets and
can be saved locally by each user. The first worksheet is used to add GL transaction records to be
included in a new GL Transaction Group.The second worksheet has default server and user
information for the FTP Upload Pop-Up Window (p. 9-14).

Option 2 will process the .CSV file using the path of \APLUS\IMPORT\GL\UserID to load the GL
Offline Import File on the System i; the GL Offline Import File will be edited and used to create a new
GL Transaction Group. Error messages will print on the GL Offline Errors/Warnings Report (p. 9-16).
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Offline GL Transaction Entry Screen Fields and Function Keys

Field/Function Key

Company

Description

This field appears only if the Multi Company field is set to Y through System
Options Maintenance (MENU XAFILE).

Key the company number for which you will be importing GL Transactions.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE).

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Option

Use this field to select the appropriate step to perform.

Key 1 to download a copy and open the Offline GL workbook, where you
can add lines to an Excel worksheet that represents each GL transaction
detail line that will be added in a newly created GL Transaction Group. It is
recommended that you save the worksheet locally and modify the local copy.

Key 2 to process the .CSV file created from the Excel worksheets. The
GLIMP.CSV file will load the Offline GL File on the System i; the Offline GL
file will be edited and used to create a new GL Transaction Group. The .CSV
file is deleted once processed. The Offline GL workbook data is kept for the
reprocessing of GL Transaction Detail lines that were in error.

(N 1,0) Required

Import File Path

This field will only display when you key 2 in the Option field and press
ENTER. The Import File Path specifies the /IFS/Root directory path where the
program will find the GL Offline Import File (GLIMP.CSV) to be used for
this specific update.

Default Value: /APLUS/IMPORT/GL/<USER ID>

Valid Values: Must be a valid directory on the IFS; cannot be blank
(A 128) Required

Group ID

Use this field to key the five character group identification code for this
transaction group. You cannot use an existing Group ID. If you would like
to review the existing Group IDs to avoid duplication, press the F4=Group
SEARCH function key.

(A 5) Required, only if the Option field is 2=Offline GL Import.
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Offline GL Transaction Entry Screen Fields and Function Keys

Field/Function Key

Posting Date

Description

Key the date on which to post this group of transactions.

The posting period is displayed to the right of the posting date. The posting
period is determined by the Fiscal Calendar which was set up through Fiscal
Calendar Maintenance (MENU GLFIL2).

You may post to any open or temporarily closed period. A warning message
is displayed when posting to a temporarily closed period, but you may still
post. You may not post to a permanently closed period. Therefore, a date
within that period is invalid.

Valid Values: A date within an open or temporarily closed period. Key the
date using the Default Date Format for this user, specified through Register
User IDs (MENU XACFIQG), or if that field is blank, key the date using the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

(N 6,0) Required, only if the Option field is 2=Offline GL Import/Display

Reversing Date

This field is required if reversing entries are included in the GL Offline
Import file. R-type transactions automatically generate two transactions
when posted:

« Aregular Journal Entry (transaction type J) for the Posting Period.

« A Reversing Entry (transaction type R) for the Reversing Period. The
Debit/Credit Code is reversed.

Key the date on which to reverse the transactions. Reversing Entries must
balance within a group.

The reversing period is displayed directly to the right of the reversing date.

Valid Values: A date within a period greater than the posting period. Key the
date using the Default Date Format for this user, specified through Register
User IDs (MENU XACFIQG), or if that field is blank, key the date using the
system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

(N 6,0) Optional, only if the Option field is 2=Offline GL Import/Display

F3=Exit

Press the F3=ExiT function key to exit from this option and return to the
menu.

F4=Group Search

If you would like to review the existing Group IDs to avoid duplication
(since you cannot use an existing Group ID for the transaction group), press
the F4=GRroup SEARCH function key. The General Ledger Group List

Screen (p. 8-9) will appear.
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Offline GL Transaction Entry Screen Fields and Function Keys

Field/Function Key

Enter

Description

The ENTER key has two functions on this screen.

Press ENTER after keying 1 in the Option field to open Excel for processing,
while downloading a local copy of the GLOffline.xls Excel workbook.

Press ENTER after keying 2 in the Option field to begin the Offline GL Import
process. The screen will redisplay with the Import File Path field for
verification. Accept the default data as shown or change it to be the
/TFS/Root directory location of the GL Offline Import File (GLIMP.CSV) to
be used. Press ENTER (or click OK) to begin the edit process.

When there are no errors in the GL Offline Import File (GLIMP.CSV), the
following break message is sent:

Offline GL Transaction Maintenance has finished successfully. Go to
Transaction Entry to view your new group. The group will need to be edited and
posted manually.

When there are errors in the GL Offline Import File (GLIMP.CSV), the
following break message is sent:

Errors have been detected. Please review the Offline GL Edit Report.

When there are no GL entries to be maintained, the following break message
is sent:

No GL Entries Exist to be Maintained. This option is cancelled.
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General Ledger Group List Screen

GENERAL LEDGER GROUP LIST
Post

1 Tupe Description Uzer Date Status

1 BIOEZ G/J SJ295 Group - High Seq: @022 APLUSCTLND 12718706 Active
2 BIOE3 GfJ SJSAT Group - High Seq:  @0@014  APLUSCTLMD 1/07/88 Active
3 BIo@d4 G/AJ IJBLT Group - High Seq: @OOE6 APLUSCTLMD 1/14/88 Active
4 BIOAS GfJ IJ518 Group - High Seq: @086 APLUSCTLMD 1/14/88 Active
5 BIOEE GSJ IJEZT Group - High Seq:  @0083 APLUSCTLMD 1/16/88 Active
6 BIOET G/J 1J328 Group - High Seq: @003 APLUSCTLMD 1/16/88 Active
T BIOEE GfJ SJE69 Group - High Seq: @006 APLUSCTLMD 5/14/89 Active
8 BLOEl G/J 1J261 Group - High Seq: @OOES APLUSCTLMD 4/17/06  Active
9 BLO@Z G/J 1J262 Group - High Seq: @OOES APLUSCTLMD 4/17/06  Active
18 BLEA3 GAJ 1J357 Group - High Seq:  @OEAE APLUSCTLND 2/18/88 Active
11 BLEA4 G4 5J632 Group - High Seq: @OE2  APLUSCTLND T/A15/88  Active
172 DBl GAT  1J321 Group - High Seq:  @OEA6  APLUSCTLND 1/15/88 Active

More. ..
Fl12=Return

This screen appears after you press F4=GRoupP SEARCH from the Offline GL Transaction Entry Screen (p.
9-3). This screen displays a list of defined group IDs, as well as the type, description, user, post date,
and status for each unposted transaction group. Use this screen to review existing GL groups, when
determining the Group ID for the Offline GL transactions. You cannot enter a Group ID that has
already been added.

NOTE: This is a roll screen. More... appears at the bottom of a roll screen to indicate that
more data is available for viewing. Last appears at the bottom of the last screen of
data. To scroll through information on roll screens press:

* PAGE DOWN or SHIFT-RoLL Fwp or F7=PaGt DowN to display the next screen

* PAGE UP or SHIFT-RoLL BAck or F8=PaGE UP to display the previous screen.

General Ledger Group List Screen Fields and Function Keys

Field/Function Key

(Reference Number)

Description

The number referring to a specific group.

Display

ID The five character group identification code of the transaction group.
Display

Type The type of transaction group. The type may be G/J for general journal

entries or TMP for template entries.
Display
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General Ledger Group List Screen Fields and Function Keys

Field/Function Key

Description

Description

The description of the transaction group.

For an out-of-balance transaction group, this field displays the original
journal number for the transaction in the first five positions and the high
sequence line number in the last five positions. The high sequence line
number records the number of lines in the original transaction group in order
to track any lines you add to the group.

Display

User

The user ID of the last person who updated the transaction group.
Display

Post Date

The posting date of the transaction group.
Display

Status

The status of the transaction group. The status may be:

» ACTIVE: The group is in process and has not been edited.
» EDITED: The group has been edited successfully.

» POSTING: The group is in the process of being posted.

» INUSE-ws: The group is currently being used at another workstation. The
other workstation is identified with workstation ID ws. Refer to “How To
Restart This Option” on page 5-2 if the group shows as in-use but is not in
use by that workstation.

Display

F7=Page Down /
F8=Page Up

More... appears at the bottom of a roll screen to indicate that more data is
available for viewing. Last appears at the bottom of the last screen of data. On
some roll screens, F7=PAGE DowN and F8=PAGE Up are available for use but do
not display.

Use the F7=Pace DowN to display the next screen of information on a roll
screen. The PAGE DowN or SHIFT-RoLL Fwp function keys perform the same
task.

Use the F8=PaGE Up to display the previous screen of information on a roll
screen. The PAGE Up or SHIFT-RoLL BAck function keys perform the same task.

F12=Return

Press F12=ReTURN to return to the Offline GL Transaction Entry Screen (p. 9-
3).
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GL Offline Workbook

) Gloffineads [Reac-Onl] [Compatinility Mode]

o B %

3

4 FIP Upload
5
i
7
]

1
"

W0 ] gimp / FIPSenedifometon [ 4[]

A B 0 0 E F 6 H I A
1 p—— Transaction Type Transaction Date  DebitiCredit ~ GLAcctNumber  Transaction Amt Transaction Descripion  Transaction Source  Project|D CommentText —
2

1] —

J

GL Offline FTP Server Information Worksheet

) Gloffineads [Reac-Onl] [Compatinility Mode]

A il (5 D E F G H |
Server User D Password IFS Path
<SeeriD=  APDEMO <password>  Japlusdmportgliapdemo

W4 N glirp | FTPServerlnformation /¥ 4] Il

The GL Offline Workbook sample is the GLIMP tab of the Excel GLOffline.xls that is downloaded
from selecting 1 on the Offline GL Transaction Entry Screen (p. 9-3). The GL Offline FTP Server
Information Worksheet sample is the FTPServerInformation tab of the same workbook.

The IFS/Root directory will have a folder path of /APLUS/IMPORT/GL that contains the Excel
workbook that will be used for the Offline GL Transaction Entry. For each user that will have access, a
fourth level directory of the <User ID> is created (for example, User ID APDEMO would have a path
of /APLUS/IMPORT/GL/APDEMO). When you click the FTP UpLoAD button, the GL Offline Import
File (GLIMP.CSV) will be placed here for the system to use for updating. When you click the CReaTE
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CSV button, the GL Offline Import File (GLIMP.CSV) will be placed in the same directory as the
GLOffline.xIs workbook, either on the IFS\Root or the saved local directory. If it is in a local directory,
you must manually move it to the /APLUS/IMPORT/GL/UserID level directory.

NOTE: The GLOffline.xls template can be renamed when it is saved locally. If Office
2007 is being used instead of Office 2003, save the worksheet as type 'xlsm',
which is the file extension for an Excel 2007 Macro-Enabled Workbook.

There are two worksheets in the Excel workbook. The first worksheet is used to add GL transaction
records to be included in a new GL Transaction Group; each row represents one GL transaction detail
record.The second worksheet has the FTPServerInformation to capture server and user information for

the System 1i.

Important

The columns of data on each of the worksheets MUST remain in the exact sequence in
which they are provided. Failure to do this will result in incorrect data uploads.

GL Offline Workbook Fields and Buttons

Field/Function Key

Transaction Type

Description

Use this field to identify the type of detail transaction to enter.
Key J for regular journal entry.

Key R for reversing entry.

Key A for adjusting entry.

Valid Values: J, R, A

(A 1) Required

Transaction Date

Use this field to identify the date the transaction occurred.

Key the date in the CCYYMMDD format. All eight positions must be
entered. If left blank, the Posting Date from the Offline GL Transaction
Entry Screen (p. 9-3) will be used.

Example: For January 31, 2012, enter in 20120131.
(N 8,0) Optional
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GL Offline Workbook Fields and Buttons

Field/Function Key

Debit/Credit

Description

Use this field to identify the debit/credit code, which indicates if the amount
entered will be a debit or a credit to the account.

Key D for a debit to the account, using capital letters.

Key C for a credit to the account using capital letters.

If this field is left blank, the normal balance field from the GL Account
Master File (GLMST) will be used.

Valid Values: D, C or if left blank, the normal balance of account
(A 1) Optional

GL Acct Number

Use this field to identify the GL account number to be used for this
transaction.

Key the GL account number. This number should be keyed in the same way
it is keyed in GL Transaction Entry (MENU GLMAIN), with account
separators. Leading zeros do not need to be keyed for each segment.

Example: Account 001.0000001.001 can be entered as 1.1.1.

NOTE: The account number that you key may be restricted based on
the Restrict Transaction Entry field and the Security Levels (1-
9): Transaction Entry field as defined in Authority Profile
Maintenance (MENU XASCTY).

Valid Values;

« Any valid account number or short name

« May not be blank or contain embedded blanks
« The number of digits in the segment cannot exceed the segment length

« The value of a segment cannot be 0

(Variable) Required

Transaction Amt

Use this field to identify the amount of the debit or credit for the account
specified.

Key the appropriate amount. To specify a decimal amount, key the decimal
point. For negative values, the negative sign can either be entered at the
beginning or at the end of the transaction amount.

Example: -25.12 and 25.12- are both valid
(N 13,2) Required
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GL Offline Workbook Fields and Buttons

Field/Function Key

Transaction
Description

Description

Use this field to identify the description of the transaction.

Key the transaction description being made.

NOTE: This field is mapped to a 15A position field in the GL
Transaction Detail File, so any data beyond 15 characters will
be truncated when the Excel Workbook is copied to the GL
Offline Import File (GLIMP). The Comment Text field can be
used for additional information if the user requires more than
15 characters.

(A 15) Required

Transaction Source

Use this field to identify the source of the transaction. The source may be
used to reference the general journal from which this transaction occurred.

Key the transaction source. For example, the transaction may be from an
opening entry, cash receipts, miscellaneous cash, or a sales journal.

NOTE: This field is required only if you have entered Y to the
Transaction Source Required field in G/L Options
Maintenance (p. 18-1) (MENU GLFIL2).

(A 15) Optional/Required

Project ID

Use this field to identify the project ID associated with this transaction.

Key the Project ID.
(A 10) Optional

Comment Text

Use this field to record a comment pertaining to a single transaction or a
group of transactions.

Key additional information about the transaction.
(A 60) Optional

Create CSV

The CReATE CSV button will be selected when the user is using a local copy of
the GLOffline.xIs workbook, and wants to create the GL Offline Import File
(GLIMP.CSV) file in the same local directory as the workbook. This process
will be used if your System i User ID does not have authority to create files
or directly access the \IFS\Root. The CSV file will then need to be copied
from the local directory where they are created to an IFS directory that the
user wants to use for the GL Offline Import File (GLIMP.CSV).

Additionally, the CReATE CSV button will be selected when the user is
updating the GLOffline.xls workbook directly in their user directory on the
\IFS\Root.

Press the CREATE CSV button to take the data from the GLIMP worksheet and
create the GL Offline Import File (GLIMP.CSV) that will be used in the
update.
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GL Offline Workbook Fields and Buttons

Field/Function Key
FTP Upload

Description

Select the FTP UPLoAD button instead of the CREATE CSV button if your System
i User ID has authority to create the GL Offline Import File (GLIMP.CSV) in
an IFS directory. The FTP UprLoAD button will display a pop-up window to
confirm the default data on the FTPServerInformation workbook tab.
Accepting that window will then create and transfer the GL Offline Import
File (GLIMP.CSV) to the user's \IFS\Root directory path specified for update.

Press the FTP UpLoAD button to take the data from the GLIMP worksheet and
create the GL Offline Import File (GLIMP.CSV) that will be used in the
update and transfer the file to the directory path specified on the FTP Upload
Pop-Up Window (p. 9-14).
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FTP Upload Pop-Up Window

FTP Upload

(<]

Server; | SERVERID

User ID; | APDEMO

Password!

‘ bbb

IF5 Path: ‘ Japlusfimpart gl APDEMO

Cancel

This pop-up window appears when you press the FTP UpLoAD button on the GL Offline Workbook (p. 9-
9). Default information from the FTPServerInformation worksheet is displayed.

FTP Upload Pop-Up Window

Field/Function Key

Description

Server Use to select the System i /IFS/Root directory that will be updated with the
.CSV file to be updated.
Key the Server IP address or the system name where the GL Offline Import
File (GLIMP.CSV) will be updated.

User ID Key the System i User ID that created the GLOffline.xls.

Password Key the System i password for the specified User ID.

IFS Path This field represents the folder structure that is used for the GLOffline.xls

and GL Offline Import File (GLIMP.CSV)

Key the IFS Path where the GL Offline Import File (GLIMP.CSV) will be
located on the server.

If this path is left blank, the GL Offline Import File (GLIMP.CSV) will be
updated to the /APLUS/IMPORT/GL/<USER ID> directory on the server.
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FTP Upload Pop-Up Window

Field/Function Key
OK

Description

Press OK to create the GL Offline Import File (GLIMP.CSV) and FTP it to the
System i directory specified in the IFS Path field. If the IFS Path is blank,
then the path /APLUS/IMPORT/GL/<USER ID> will default in and be used
when you press OK on the window.

The following message displays when the GL Offline Import File
(GLIMP.CSV) has been transferred to the IFS directory. Press OK to continue
the process.

Microsoft Excel @

Upload process completed for glimp to //usalid08/aplus/import/gl/apdemo

When the window closes, go to Offline GL Transaction Entry (MENU
GLMAIN) to continue the process, and import the transactions.

Error Message Box

If the message box below displays, check the following information on the
FTPServerInformation tab:

Microsoft Excel

FTP File Errars - Upload Process not Completed

Your Server ID.

-

Requires a valid System i User ID.
Requires an accurate password for the User ID.

P @D

The IFS path is invalid, verify setup including slashes.
/APLUS/IMPORT/GL/<User ID>

5. There was some sort of communication error that is preventing you from
transferring files to the System i.

Cancel

Press CANCEL to abort the update of the GL Offline Import File (GLIMP.CSV)
to the directory specified in the IFS Path field on the FTP Upload Pop-Up
Window (p. 9-14).
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GL Offline Errors/Warnings Report

GL150A 03/02/12 16:00:45
Trans

2121211
442012111 1.1000.0

Row  [Date GL Account Number

GL OFFLINE ERRORS/ WARNINGS AY/ APOEHD PAGE: 1
Transaction Ant Message Text

25.00- 162; 6L Account not on file
12,346 878,901.23 0368: Transaction Type must be J, R, or A.
Mumber of Errors: 2

This report prints for any error or warning message that was found in the GL Transaction Entry Offline
process, which will prevent the GL group from being created. Review the report against the original
worksheet that was keyed and correct the fields in error to be processed again.

If you are unsure of what a message is telling you, display the message and its second level help text
for additional information by keying: DSPMSGD RANGE(USRnnnn) MSGF(DWERR) and press ENTER,
where nnnn is the MIC message number printed on the report.

GL Offline Errors/Warnings Report

Report/Listing Fields

Description

Headings Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Row The row on the GLOffline.xls worksheet where this error was found.

Trans Date The date of the transaction that is in error.

GL Account Number The GL account number associated with the transaction as it was entered
on the worksheet.

Transaction Amt The amount of the debit or credit for the account specified.

Message Text

The message text is the MIC message that would have been issued if the
requested change was being keyed by the user.

Use the following command to review the MIC message and the second
level help text inserting the MIC message number to the USRnnnn
parameter.

DSPMSGD RANGE(USRnnnn) MSGF(DWERR)

Select the option to Display Message Text to view the MIC message and
the associated second level help text.




Offline GL Transaction Entry

GL Offline Errors/Warnings Report

Report/Listing Fields Description

Number of Errors Total number of transactions on this worksheet that did not successfully
pass the edit check process.
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cuapter 10 Using the General Ledger Inquiry 10

Use the General Ledger Inquiry option on the General Ledger Main Menu (MENU GLMALIN) to
inquire on

detail transactions for a selected journal reference number

detail transactions for a selected account number

detail transactions and amounts which were used to generate a selected journal entry
transaction source data, such as sales order history, receipt history, check history

beginning period balances, period debit and credit amounts, and net change for each period for any
account and for any fiscal year

net changes of an account for all periods and for any four consecutive fiscal years

an account’s actual verses budgeted balances for all periods of any fiscal year.

General Ledger Inquiry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

General Ledger Inquiry Selection Screen ~ Use to specify an account or journal reference number

for the inquiry.

Detail Transactions By Account Screen Displays detailed journal entries for an account over a

specific time period.

Sales Journal Detail Screen Displays invoices posted to a sales journal account.
Inventory Journal Detail Screen Displays transaction posted to an inventory journal
account.

Purchase Journal Detail Screen Displays vouchers posted to a purchase journal account.
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Title

Receipt Detail Screen

Purpose

Displays receipt history for a voucher line included in a
purchase journal.

Cash Disbursements Journal Detail Screen

Displays invoices paid for a cash disbursement journal.

Cash Receipts Journal Detail Screen

Displays cash receipts for a cash receipts journal

Detail Transactions By Journal Reference
Screen

Displays all of the detail transactions for a specific
journal.

Transaction Detail Screen

Displays detailed information about a transaction in a
posted transaction group.

Account Summary Screen
Account Summary Screen - 4 Year View

Account Summary Screen - Budget View

Displays summary information for an account in three
views: one year, net change, and budgeted.

G/L Revaluation History Screen

Displays the source data for an International Currency
journal.

G/L Revaluation Inquiry Screen - Bank
Account

Displays after selecting a Bank - Gain Loss transactions
on several screens.

G/L Revaluation Inquiry Screen - Accounts
Receivable

Displays the gain/loss transactions generated from the
Revalue Open Receivables (MENU ICRVAL) menu
option.

G/L Revaluation Inquiry Screen - Cash
Receipts

Displays the gain/loss transactions generated from the
Cash & Adjustment Post (MENU ARMAIN) menu
option.

G/L Revaluation Inquiry Screen - Accounts
Payable

Displays the gain/loss transactions generated from the
Revalue Open Payables (MENU ICRVAL) menu
option.

G/L Revaluation Inquiry Screen - Accounts
Payable Payments

Displays the gain/loss transactions generated from the
Record Check Numbers / Post ACH Payments (MENU
APCHCK) menu option.

G/L Revaluation Inquiry Screen - Receipts
Pending Invoicing

Displays the a gain/loss transactions generated from the
Revalue Receipts Pending Invoicing (MENU ICRVAL)
menu option.

G/L Revaluation Inquiry Screen - Landing
Cost

Displays the gain/loss transactions generated from the
Revalue Receipts Pending Invoicing (MENU ICRVAL)
menu option.

10-2



Using the General Ledger Inquiry

General Ledger Inquiry Selection Screen

Company Mumber? o1
Starting MonsYre: JA
Ending Monsr: B B9

Include ¥/E Adi's: ¥ [/
(If applicable]

Account Mumber:
g

Journal Reference:

GEMERAL LEDGER THQUIRY

Fands
andsor Div. Acocount. Sub
Hazk: Tupe:

Fa=Exit

This screen appears after you select the General Ledger Inquiry option from the General Ledger Main
Menu (MENU GLMALIN). Use this screen to select a general ledger account or journal reference
number for the G/L Inquiry. This may be done in one of three ways:

1. Key the G/L account number

2. Key the journal reference number of a transaction group
3. Use the G/L Account Search feature

This screen also requires the entry of a company and time period for the inquiry.

General Ledger Inquiry Selection Screen Fields and Function Keys

Field/Function Key

Company Number

Description

Key the number of the company for which the G/L Inquiry is to occur.
Default Value: Distribution A+ Default Company

Valid Values: Any valid G/L company which has been defined through
Company Name Maintenance (MENU XAFILE) and set up through G/L
Options Maintenance (MENU GLFILE2)

(A 2) Required
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General Ledger Inquiry Selection Screen Fields and Function Keys

Field/Function Key

Starting Mon/Yr

Description

Key the first period for which detail and summary account information will
display. Any transactions which occur in and after this period, and in or
before the period keyed in the Ending Mon/Yr field will display in the
inquiry.

Default Value: Current system period and year; for 13-period accounting will
be the current fiscal period and year.

Valid Values: For 12 period accounting: 1-12, 14; for 13 period accounting:
1-14; for the year, a valid G/L fiscal year

(2 @ N 2,0) Required

Ending Mon/Yr

Key the period through which detail and summary account information will
display. Any transactions which occur in or before this period, and in or after
the period keyed in the Starting Mon/Yr field will display in the inquiry.

Default Value: Current system period and year; for 13-period accounting will
be the current fiscal period and year.

Valid Values: For 12 period accounting: 1-12, 14; for 13 period accounting:
1-14; for the year, a valid G/L fiscal year

(2@ N 2,0) Required

Include Y/E Adj’s (if
applicable)

This field is used to determine if year-end adjustments (period 14) should be
included in the inquiry where applicable (i.e., the range of periods includes
the last period of the fiscal year).

Key Y to show year-end adjustments in the inquiry.

Key N if you do not want to include year-end adjustments (period 14) in the
inquiry, even if the range of periods begins with, ends with, or contains
period 14.

Default Value: Y

(A 1) Optional

Account Number

Key the account number to display on the Detail Transactions By Account
Screen (p. 10-7).

NOTE: If you key an account number, you cannot key a journal
reference number in the Journal Reference field.

Default Value: None
Valid Values:
« The number of digits in the segment cannot exceed the segment length

« First character must be a digit (0-9), data entry separator (defined in G/
L Options), trailing blanks, or a letter (A - Z for a Short Name)

» The value of an account number segment cannot be 0

» Cannot contain embedded blanks

Optional
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General Ledger Inquiry Selection Screen Fields and Function Keys

Field/Function Key

Journal Reference

Description

This field represents the first segment of the journal reference number
assigned to a transaction group. Use the journal reference number to inquire
on all transactions posted with that journal number. Use the Post
Transactions option (MENU GLMAIN) or the General Ledger Detail option
(MENU GLREPT) to determine the journal reference number for a
transaction group or a detail transaction.

If you key a journal reference number, the next screen displayed is the Detail
Transactions By Journal Reference Screen (p. 10-37).

NOTE: If you key a journal reference number, you cannot key an
account number in the Account Number field.

(A 5) Optional

Find

Search words help you to find accounts without knowing the account
number. Use search words to activate the G/L Account Search. Up to 10
characters per word may be entered and can appear in any order. Any G/L
account number that contains all of the characters entered will display.

Key the search words to find a G/L account number.
(A 40) Optional

Mask

In addition to (or in place of) search words (Find field), account masks may
be entered to activate the search. An account mask is a pattern of digits that
match the account numbers you want to work with. For areas of the account
number that are not known, key an X in that position. If a segment in the
mask contains a digit, then the segment is padded to the left with zeros. If a
segment in the mask contains one or more X‘s, then the segment is padded to
the left with X°s.

Example: Assume you have 3 segments with lengths 2-3-4. If you keyed
X.1.5X, it will be translated to XX.001.005X. Default segment
values are ignored when entering a mask.

(A 29) Optional

Type

To limit the search, enter an account type. Only accounts with the type
selected in this field will display: Key one of the following:

» A for asset accounts

L for liability accounts
« E for expense accounts
| for income accounts

* Q for equity accounts

Blank will not limit the accounts displayed based on the account type.
Valid Values: A,L,E, 1, Q
(A 1) Optional
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General Ledger Inquiry Selection Screen Fields and Function Keys

Field/Function Key Description

F3=Exit Press the F3=ExiT function key to cancel the inquiry and return to the General
Ledger Main Menu (MENU GLMAIN).

Enter Press the ENTER key to confirm your selections.

If you keyed an Account Number on this screen, the Detail Transactions By
Account Screen (p. 10-7) appears.

If you keyed a Journal Reference number on this screen, the Detail
Transactions By Journal Reference Screen (p. 10-37) appears.

If you keyed search criteria (Find), an account Mask, or an account Type on
this screen, the G/L Account Search Screen (p. 11-7) displays.
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Detail Transactions By Account Screen

Co: 1 God.080100a. 000 Cash SAY-321006
Debit Credit
012007 Beg Bal: T11,076.1%
Q52009 End Bal: 1,276,200, 15
Post Journal -Bef Description
1 1/mMZ07 CDoll-geogl 130,131.59
P17 CRRZ4-00001 Cash ddb, 603, 3%
3 E0R507 0 CDELE-0epl 34,266, 16
4 2010587 CREZS-00001 Cash 256,971 6%
5 319497 CDEL3-AEEE1 7 ,973.20
B 319407 CRRET-00001 Cash Z0e, 075632
T odavsaT  CDEld-aEpeEt 132,990, 65
g 407707 CRRZ9-00001 Cash 174,558.92
9 drEGAET CDELS-0eE01 21,48%.45
10 4-25307 CRO3O-00QE1 Cash 148, TR7.BZ
11 E/15/507 COOLE-GEE0L 116,731.11
17 B/16407 CRO3L-00QA1 Caszh 131,392,273
More. ..
Selection: _ Pozition to Post Date: ., ...
F3=Exit Fd=5ource Data F5=Journal Ref Fe=Position to F1z=Return

This screen appears after you press:

» ENTER on the General Ledger Inquiry Selection Screen (p. 10-3), if you keyed an Account Number

* F5=JournAL REF from the Detail Transactions By Journal Reference Screen (p. 10-37) for a specified
account

¢ ENTER on the Account Display Screen (p. 44-23) in Work with Saved Statements (MENU GLSTMT)
after you select an account

This screen displays the detail transactions (journal entries) keyed for the general ledger account in the
time period specified on the General Ledger Inquiry Selection Screen (p. 10-3). Use this screen to view
the transaction detail of a selected line (by keying a reference number and pressing ENTER), view a list
of all transactions for the journal (by keying a reference number and pressing F5=JOURNAL REF), or view

a list of all transactions for the account number associated with the selected reference number (by

keying a reference number and pressing F4=SOURCE DATA).

Detail Transactions By Account Screen Fields and Function Keys

Field/Function Key Description

Co/Account/Account

Description

These fields display the company number, account number, and account
description of the account selected. The detail transactions made for this

account in the time period specified are displayed on this screen.

Display
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Detail Transactions By Account Screen Fields and Function Keys

Field/Function Key

Debit

Description

This field displays debit values. If the beginning or ending balance for an
account is a debit value, that value is displayed in this column. Likewise, if a
detail transaction made against this account was a debit transaction, the
dollar value of the debit is displayed in this column.

Display

Credit

This field displays credit values. If the beginning or ending balance for an
account is a credit value, that value is displayed in this column. Likewise, if a
detail transaction made against this account was a credit transaction, the
dollar value of the credit is displayed in this column.

Display

Beg Bal

This field displays the beginning balance for the Starting Mon/Yr keyed on
the General Ledger Inquiry Selection Screen (p. 10-3).

Display

End Bal

This field displays the ending balance for the Ending Mon/Yr keyed on the
General Ledger Inquiry Selection Screen (p. 10-3). The ending balance
includes detail and summary information from the starting month/year, up to
and including the ending month/year. This includes income or expense
accounts.

Display

(reference number)

This field is used to reference a detail transaction made for the selected
account. Key this number in the Selection field to select an account for the
detail or journal reference inquiry.

Display

Post

This field displays the period and year to which this transaction was posted.
Display
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Detail Transactions By Account Screen Fields and Function Keys

Field/Function Key

Journal-Ref

Description

Journal reference numbers are automatically assigned at posting time. They
consist of two 5 character segments, such as: GJ001-00001. The first
segment is called the journal number; the second segment is called the
sequence number.

The journal number is a combination of the journal type and a sequential
number from 001 to 999. A separate General Ledger Transaction Post
Journal is generated for each journal type and the sequential number is
incriminated for each transaction group posted. (A separate sequential
number is assigned to reversing entries generated from a transaction group).

The sequence number is incriminated by 1 for each transaction in the group
(i.e., for the same journal number). If there are 20 transactions, each will be
assigned a sequence number of 1 through 20. This number is always 00001
for the first detail transaction in a transaction group.

NOTE: For details about journal reference numbers, refer to the
Journal#-Ref# field description provided for the G/L
Transaction Post Journal in Post Transactions (MENU
GLMAIN).

Display

Description

This field displays the description of the transaction. If the transaction
description contains an extended description, a plus (+) sign is displayed to
the right of the transaction description.

Display

Selection

Use this field to key the reference number of the detail transaction for which
you may display source data, review detail transactions keyed for the journal,
or review each field of the detail transaction.

After keying a reference number in this field, press F4=SouRrcE DATA to
display a list of all transactions and amounts associated with the selected
journal.

After keying a reference number in this field, press F5=JOURNAL REF to display
all transactions for the corresponding journal reference (within the date
range) for the specified line. The list will begin with the selected transaction.
The Detail Transactions By Journal Reference Screen (p. 10-37) will appear.

After keying a reference number in this field, press ENTER to display each
field of the detail transaction.

(N 2,0) Required
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Detail Transactions By Account Screen Fields and Function Keys

Field/Function Key

Position to Post Date

Description

Use this field to specify the posting date of the transactions you want to
review and then press the F6=PosiTIoN To function key to position the list of
transactions to the date you specify. If there are no transactions for the date
you specify, the list will position to the next closest date. Using this feature
eliminates the need to scroll through many transactions to get the date you
need.

Valid Values: A valid calendar date keyed using the Default Date Format
specified through Register A+ User IDs (MENU XACFIG) for your user ID
or, if that field is blank, using the system's default date format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

F3=Exit

Press the F3=ExiT function key to exit from the inquiry and return to the
General Ledger Main Menu (MENU GLMALIN)).

F4=Source Data

After keying a reference number of a journal in the Selection field, press the
F4=Sourck DATA function key to review a list of all transactions and amounts
associated with the selected journal. A message will appear to inform you if
you are accessing source data for a journal number that has transactions that
were maintained in an out-of-balance transaction group.

If you selected

 a Sales Journal (SJ) or Transfer Journal (TJ), the Sales Journal Detail
Screen (p. 10-12) appears.

+ an Inventory Journal (1J) or Transfer Journal (TJ), the Inventory Journal
Detail Screen (p. 10-18) appears.

« a Purchase Journal (PJ), the Purchase Purchase Journal Detail Screen (p.
10-22) appears.

« a Cash Disbursements Journal (CJ), the Cash Disbursements Journal
Detail Screen (p. 10-29) appears.

» aCash Receipts Journal (CR), the Cash Receipts Journal Detail Screen (p.
10-33) appears.

NOTE: The function of G/L drill-down, allowing you to see
transactions and amounts associated with journals, is not
available for the General Journal (GJ) or the Cash Journal (CJ)
because the only source data available for both are the journal
entries.

Additionally, G/L drill-down is not available if the transaction
was done before G/L drill-down or if the Retain History field is
set to N.
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Detail Transactions By Account Screen Fields and Function Keys

Field/Function Key

F5=Journal Ref

Description

After keying a reference number of a journal in the Selection field, press the
F5=JouRNAL ReF function key to display the Detail Transactions By Journal
Reference Screen (p. 10-37) where you may review detail transactions keyed
for the journal.

F6=Position to

After keying a date in the Position to Post Date field, press the F6=PosITION
to function key to reposition the list of transactions to the first transaction
that matches the posting date you specified. If there are no transactions for
the date you specify, the list will position to the next closest date.

F12=Return Press the F12=ReTurN function key to return to the General Ledger Inquiry
Selection Screen (p. 10-3).
Enter After keying a reference number of a journal in the Selection field, press to

display the Transaction Detail Screen (p. 10-42). This screen displays each
field of the selected detail transaction.

10-11



Infor Distribution A+ General Ledger User Guide

Sales Journal Detail Screen

SALES JOURMAL DETAIL
Journal#: 5J043 Trans Amb: 144.35 DR PHMT  Payment
Pozt Date Lo Div. Account. Sub Aoccount Description
TA3E89 1 EIEL . DECLEEE, HO0 Cazh
SAY-3E21A0E
Ord Czt Pumt D
Inwoice WH 5c GL Type Cuztomer Name Amount C
1 OE01Ze:4 1 0l CA Point of 3ale Default Cu 2.9 D
a1 B e = 1 01 CA Manufacturing Solutions lg@.31 D
3 0E01LZAZE 1 P50B1 CA Point of Sale Default Cu T.02 D
4 QE0LZAES 1 P50E1 CA Point of Sale Default Cu T.A2 D
5 0E01Zaz1 1 P50E1 CA Point of Sale Default Cu T.A2 D
Last
Selection: _ Pogition to Inwodice: . .....
FEZ=Account Uzed Fo=Dizplay Order Fe=Pozition To FlZ=Return

This screen displays after pressing F4=SouRrce DATA to review source data for a sales journal (SJ) from
any of the following screens:

 Detail Transactions By Account Screen (p. 10-7)
» Detail Transactions By Journal Reference Screen (p. 10-37)

» Transaction Detail Screen (p. 10-42)

Sales journal details are available for the following types of transactions: payment (PMT), order rebate
(OER), trade discount (DSC), sales tax (TAX), sales (SLS), cost of good sold (CGS), inventory INV),
federal excise tax (FET), container chargers (CNT), in-transit warechouse (WH9), and warehouse
transfer (WHT). Use this screen to review the invoices that were posted to the selected sales journal
account. The columns of information available on this screen will vary based on the type of transaction
you are reviewing and only the fields that were used by the General Ledger Interface for the selected
transaction type are shown. Fields on this screen used by the General Ledger Interface to retrieve the
account number during Day-End Processing will be highlighted.

If you selected to review source data for a transfer journal (TJ), this screen appears because transfer
journals refer to the sales journal that created it. No tailoring options need to be set for transfer
journals. The drill-down feature for transfer journals will be available as long as the sales journal detail
history is retained.
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Sales Journal Detail Screen Fields and Function Keys

Field/Function Key

Description

Journal # The first segment of the journal reference number that you selected displays
in this field. The first segment of the journal reference number represents the
posted transaction group for which detail transactions are displayed on this
screen. A journal number is automatically assigned to a Sales Journal (or
Transfer Journal) when it is created during Day-End Processing.

Display

Trans Am The total of all journal entry transaction amounts on this screen (and any
subsequent screens that may exist is More... displays in the lower right corner
of this screen), followed by the debit (DR) or credit (CR) code displays in
this field.

Display

Trans Type The type of transaction, followed by the description of the transaction
displays in this field.
Display

Post Date The General Ledger posting date that was selected when Day-End
Processing was executed and the Sales Journal was created displays in this
field. It represents the date to which this transaction group was posted. The
posting date defaults to the current date, unless it was changed when Day-
End Processing was run.

Display

Co The company number associated with the transactions for the journal

displays in this field.
Display
Account # The account number associated with the journal entries shown displays in

this field. This is the general ledger account number to which the transactions
displayed on this screen were posted.

Display

Account Description

The description of the account number displays in this field. Two lines of the
account description are displayed if two lines were keyed when the account

was established in the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE).

Display

Invoice

The invoice number of the transaction displays in this column.
Display
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Sales Journal Detail Screen Fields and Function Keys

Field/Function Key
WH

Description

This column does not appear if you are reviewing a sales journal for order
rebate transaction types.

The warehouse number for this invoice displays in this column.
Display

Or Sc

This column appears only if you are reviewing a sales journal for payment,
trade discount, tax, sales, cost of goods sold, federal excise tax, or container
charge transaction types.

The order source code assigned to the order displays in this column. Order
source codes are used for posting accounts from Order Entry. For example,
the order source code might be PH for phone orders if you wanted separate
accounts updated based on how an order is placed.

Display

Cst GL

This column appears only if you are reviewing a sales journal for payment,
trade discount, tax, sales, cost of goods sold, federal excise tax, or container
charge transaction types.

The customer G/L code assigned to the customer/ship to location to classify
the customer displays in the column. Customer G/L codes can be used when
selecting accounts for posting during Day-End Processing (MENU
XAMAST).

Display

Pymt Type

This column appears only if you are reviewing a sales journal for payment
transaction types.

The payment type used on the order displays in this column. A payment type
represents the method of payment used, such as cash or credit.

Display

Tax Body

This column appears only if you are reviewing a sales journal for sales tax
account transaction types.

The tax body code assigned to the order (based on customer/ship-to address)
at the time the order was invoiced displays in this column. Default tax body
codes default from the Customer/Ship-to Master Files and can be changed in
Order Entry. Tax body codes represent taxing jurisdictions, identifying the
base and local tax rates of a taxing jurisdiction.

Display
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Sales Journal Detail Screen Fields and Function Keys

Field/Function Key

It GL

Description

This column appears only if you are reviewing a sales journal for sales, cost
of goods sold, inventory, in-transit warehouse, or warehouse transfer
transaction types.

The item G/L code assigned to the item for classification purposes displays
in this column. Item G/L codes are used for posting to Sales/CGS or
Inventory accounts.

Display

Seq

This column appears only if you are reviewing a sales journal for an order
rebate, sales, cost of goods sold, inventory, in-transit warehouse, or
warehouse transfer transaction type.

The sequence line number displays in this column. This is the reference to
the line in the invoice that affected the account.

Display

Business Unit

This column appears if you are reviewing a sales journal for an order rebate
transaction type.

The business unit, keyed during Voucher Entry, associated with the invoice
displays in this column. Business unit codes are used for selecting accounts
payable liability or expense accounts, and may further be used to determine
to which account a transaction is posted.

Display

Vendor G/L Code

This column appears only if you are reviewing a sales journal for an order
rebate transaction type.

The vendor G/L code assigned to the vendor displays in this column. Vendor
G/L codes are used for selecting accounts payable liability or expense
accounts, and may further be used to determine to which account a
transaction is posted based on the classification of the vendor.

Display

Vendor Name

This column appears only if you are reviewing a sales journal for an order
rebate transaction type.

The vendor number associated with the transaction displays in this column.
Display
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Sales Journal Detail Screen Fields and Function Keys

Field/Function Key

Customer Name/

Description

This column appears as Customer Name if you are reviewing a sales journal

Interface Account Used for a payment, trade discount, tax, federal excise tax, or container charge

transaction type and displays the sold-to customer’s name. For an order
rebate, sales, inventory cost of goods sold, in-transit warehouse, or
warehouse transfer transaction type, this column appears as Item Number
and displays the item number.

You can toggle the Customer Name or Item Number column with the
Interface Account Used column using the F2 function key. The Interface
Account Used column displays the interface account used to extract the
general ledger account number (e.g. payment account, AR cost of goods
sold, etc.). The description of the interface account is defined in the G/L
Transfer Definition. Reviewing interface account used is useful for
investigating General Ledger setup errors. For example, the account
description could be “inventory,” but the bucket from where the account was
extracted was “A/R sales.” This indicates that an inventory account was
incorrectly keyed into the accounts receivable sales bucket in the G/L
Transfer Definition.

Display

Amount

The debit or credit amount entered for this transaction displays in this
column.

Display

D/C

The debit (D) or credit (C) code that for the amount entered for the
transaction displays in this column.

Display

Selection

Use this field to specify the reference number associated with an invoice to
select the invoice to review detailed information.

(N 2,0) Required

Position to Invoice

Use this field to position an invoice at the top of the screen. Repositioning
eliminates the need to roll up or down through multiple screens of invoices
that were processed through a single Day-End Processing (MENU
XAMAST).

Key the number of the invoice that you want to be positioned to the first line
of the screen and then, press F6. The specified invoice will display on the
first line of this screen.

Valid Values: 1 - 99999

(N 5,0) Optional
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Sales Journal Detail Screen Fields and Function Keys

Field/Function Key

F2=Item Number or
F2=Customer Name /
F2=Account Used

Description

This function key appears as F2=CuSTOMER NAME / F2=AcCOUNT UsED if you are
reviewing a sales journal for a payment, trade discount, tax, federal excise
tax, or container charge transaction type. For an order rebate, sales, inventory
cost of goods sold, in-transit warehouse, or warchouse transfer transaction
type, this function key appears as F2=ITEM NUMBER / F2=ACCOUNT USED.

Press the F2=CusToMER NAME or F2=ITEM NUMBER / F2=AcCcouNT UsEeD key to
toggle between displaying Item Number or Customer Name column and the
Interface Account Used column.

F5=Journal Ref

After keying a reference number in the Selection field, press the F5=JOURNAL
REeF function key to display the order history for the selected line. If no order
history is available, a message appears indicating that no order is available.

If you selected a line for an order rebate, sales, cost of goods sold, inventory,
or warehouse transfer transaction type, the Shipped Orders by Item Inquiry
Screen appears. If you selected a line for a payment, trade discount, tax,
container charge, or federal excise tax transaction type, the Invoice Display
Screen appears. Refer to the Order Entry User Guide for a description of
those screens.

F6=Position to

After keying an invoice number in the Position to Invoice field, press the
F6=PosITIoN to function key to reposition the list of invoices to the first
invoice that matches the invoice number you specified.

F12=Return

Press the F12=ReTurN function key to return to the previous screen.
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Inventory Journal Detail Screen

IMVEMTORY JOURMAL DETATL
Journal#: IJOGZ Trans Amt: Zbi,034.45 R-RECEIPT
Post Date Itm GL Cd WH Div.Account. Sub Account Description
FA110058 1 0L, OEElZO, Qa Irwentory Warehouze 1
Trans
Ttem Mumber Date Quantity T UsH Bmount DAC C
1 Al4o EA11508 1340008 P EA 94,40 D
? Aldn 11505 JAH0. gUa P EA gedO.Ea D
3 Al30 EA11/08 BEZ0. DU P EA 1674.00 D
4 ALlGQ EA11505 11p0.008 P EA ZATe.00 D
5 ALTR 11505 430,008 P EA 1161.00 D
B ALlGQ Er11/0G BOGD, OOA P EA 1296000 D
T AlGn 11505 1900, 008 P EA 414,00 D
g Al3g Er11/0G e, 0Ea P EA Irz.oa D
More. ..
Selection:
FE=Account Uzed F3I=P0 Detail FlZ=Return

This screen appears after you press F4=SoURCE DATA to review source data for an inventory journal (1))
or a transfer journal (TJ) from any of the following screens:

 Detail Transactions By Account Screen (p. 10-7)
» Detail Transactions By Journal Reference Screen (p. 10-37)

» Transaction Detail Screen (p. 10-42)

Use this screen to review the transactions that were posted to the selected inventory journal account or
transfer journal account. If there is a P (Purchase Order) in the T (Type) field, additional PO detail
information may be accessed via the F9=PO DeTalL function key. A P displays in the T (Type) field
when a transaction was posted using PO receipts and the open PO or PO history currently exists for
that PO (for example, when entering a regular PO or PO return.) If there is a W (Work Order) in the T
(Type) field, additional work order detail information may be accessed with the F9=PO DeTAIL function
key. A W displays in the T (Type) field when a transaction was posted using work order receipts and
the open work order or the work order history currently exists for that work order.

If you selected to review source data for a transfer journal, this screen displays since Transfer journals
work simply by pointing back to the inventory journal that created it. No tailoring questions need to be
answered in order for transfer journals to work. The drill-down feature for transfer journals will
continue to work as long as the inventory journal detail history is retained.
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Inventory Journal Detail Screen Fields and Function Keys

Field/Function Key

Journal #

Description

The first segment of the journal reference number that you selected displays
in this field. The first segment of the journal reference number represents the
posted transaction group for which detail transactions are displayed on this
screen.

A journal number is automatically assigned to an inventory journal (or
transfer journal) when it is created during the processes that cause its
generation (i.e., when I/A transactions, Bill of Material receipts, or PO
receipts are posted.)

Display

Trans Am

The total of all journal entry transaction amounts on this screen, followed by
the debit (DR) or credit (CR) code displays in this field.

Display

Trans Type

The type of transaction, followed by the description of the transaction
displays in this field.

Display

Post Date

The G/L posting date that you entered on the G/L Posting Date Screen at the
time the Inventory Journal (or Transfer Journal) was created displays on this
screen. It represents the date to which this transaction group was posted.

Display

It GL Cd

The item G/L code assigned to the item for classification purposes displays

in this field. Item G/L codes are used for posting to Sales/CGS or Inventory
accounts. This field will be filled in and highlighted if it was used as part of
the key to extract the account number.

Display

WH

The warehouse number for the invoice displays in this field.
Display

Account #

The account number associated with the journal entries shown displays in
this field. This is the general ledger account number to which the transactions
displayed on this screen were posted.

Display

Account Description

The account number description displays in this field. Two lines of the
account description are displayed if two lines were keyed when the account
was established in the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE).

Display
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Inventory Journal Detail Screen Fields and Function Keys

Field/Function Key

Item Number/Interface
Account Used

Description

This field displays the item number or the G/L interface account used (e.g.,
purchases, inventory, etc.) to extract the G/L account number. The display of
this field is toggled with the F2=AccounT Usep / F2=ITEM NumMBER function key.
The description of the interface account used to extract the G/L account
number corresponds to the account descriptions in the G/L interface setup.
The review of the interface account used is useful for investigating G/L setup
errors.

Display

Trans Date

The inventory transaction date displays in this column. This date equals the
actual (current) date of the transaction.

Display

Quantity

The quantity of the transaction displays in this field. If a negative sign
succeeds the quantity it indicates that a PO return or negative adjustment has
occurred.

The type of post that was performed for this transaction displays in this
column.

P displays in this column if a transaction was posted using PO receipts and
the open PO or PO history currently exists for that PO.

W displays in this column if a transaction was posted using work order
receipts and the open work order or work order history currently exists for
that work order.

This column is blank if there is no PO history or work order history is
available. History may not be available if the receipt was not done from a PO
or work order or if the PO history or work order history has been deleted.

Display

U/M

This field displays the stocking unit of measure of the item.
Display

Trans Am

The debit or credit amount entered for this transaction displays in this
column.

Display

D/C

The debit (D) or credit (C) code that associated with the amount entered for
the transaction displays in this column.

Display

Cat

This column indicates whether comments exist for the transaction. Y displays
in this column if comments exist for the transaction. N displays if no
comments are available.

Display
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Inventory Journal Detail Screen Fields and Function Keys

Field/Function Key

Selection

Description

Use this field to key the reference number of the transaction for which PO
history, work order history, receipt history and landing cost history will
display, or for which opposing entries for the same item with the account
numbers and amounts will display.

After keying the reference number in this field, press F9 to display work
order history, PO history, receipt history and landing cost history.

After keying the reference number in this field, press ENTER to display
opposing entries for the same item with the account numbers and amounts
shown.

(N 2,0) Required

F2=Account Used /
F2=Item Number

Press the F2=AccounT UseD / F2=ITEM NUMBER function key to toggle between
the item number or the description of the interface account used to extract the
G/L account number (e.g., purchases, inventory, etc.).

F9=PO Detail or
F9=WO Detail

In order to use the F9=PO DETAIL or F9=WO DeTAIL function key, the inventory
journal (I1J) must have been created from either a PO receipt or work order
receipt or PO returns or work order returns (P or W displays in the T column):

Press the F9=PO DeTAlL function key after selecting the reference number for
the transaction in the Selection field. If P displays in the T column for a
purchase order, press the F9=PO DeTALL function key to display PO details for
the transaction, such as PO history, receipt history, and landing cost history.
The Purchase Order Item Detail Screen appears. Refer to the Purchasing
User Guide for a description of this screen.

If W displays in the T column for a work order, press the F9=WO DETAIL
function key to display work order history or detail. The Work Order
Display/History Screen appears. Refer to the Value Added Services User
Guide for a description of this screen.

F12=Return

Press the F12=ReTUrN function key to return to the previous screen.

Enter

Use the ENTER function key to display opposing entries for the same item
with the account numbers and amounts shown. Comments also may be
displayed and maintained.

After selecting a reference number in the Selection field, press the ENTER key
to display the Transaction History Detail Screen. Refer to the Inventory
Accounting User Guide for details about this screen.
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Purchase Journal Detail Screen

PURCHASE JOURMAL DETATL

Journal# PJO49 Reference: 3 Tranz Amt: 19,081.91 Dr
Pozt Date Lo Div. Account. Sub Bocount Description
IAU805 1 FEL. DODZE0E, LU Purchaze Clearing Account

Youcher Line Yendor Yendor Mame Tranzaction Amount DsC
1 421 1 1d@ SHARP IMTERMATIOMAL 14,652, 00 D
z 421 3 160 SHARP IMTERMATIOMAL 4,349.91 D

Last
Selection: _
Fi=Irmwoice No Fa=Receipt Dtl F3=%oucher Ing Flz=Return

This screen appears after you press F4=Source DATA to review source data for a Purchase Journal from
any of the following screens:

 Detail Transactions By Account Screen (p. 10-7)
» Detail Transactions By Journal Reference Screen (p. 10-37)

» Transaction Detail Screen (p. 10-42)
Use this screen to review the vouchers lines that comprise the Purchase Journal selected G/L lines.

You also may use this screen to review receipt history for a specified voucher with the F5=ReceIPT DEL
function key, or review header information for a selected voucher with the F9=VoucHeRr IN function key.

Purchase Journal Detail Screen Fields and Function Keys

Field/Function Key Description

Journal # The first segment of the journal reference number that you selected displays
in this field. The first segment of the journal reference number represents the
posted transaction group for which detail transactions are displayed on this
screen.

A journal number is automatically assigned to a purchase journal when it is
created during the processes that cause its generation (i.e., when open
payable are posted.)

Display
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Purchase Journal Detail Screen Fields and Function Keys

Field/Function Key

Description

Reference The G/L reference number from the calling screen displays in this field. This
field is used to reference a detail transaction made in the selected transaction
group.

Display

Trans Am The total of all journal entry transaction amounts on this screen, followed by
the debit (DR) or credit (CR) code displays in this field.
Display

Post Date The G/L posting date that you entered on the G/L Posting Date Screen at the
time the Purchase Journal was created displays on this screen. It represents
the date to which this transaction group was posted.

Display

CcO The company number associated with the transactions for the journal

displays in this field.
Display
Account # The account number associated with the journal entries shown displays in

this field. This is the general ledger account number to which the transactions
displayed on this screen were posted.

Display

Account Description

The account number description displays in this field. Two lines of the
account description are displayed if two lines were keyed when the account
was established in the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE).

Display

Voucher

The voucher number for the selected account displays in this field. You can
toggle this column with the Invoice No column using the F2=Invoice No /
F2=VoucHeR No function key.

Display

Line

The line number of the voucher displays in this field. This field is blank for
the accounts payable liability account because this account is posted at the
voucher header level rather than the voucher line level. You can toggle this
column with the Invoice No column using the F2=INnvoicE No / F2=VoucHER No
function key.

Display

Invoice No

The invoice number associated with the voucher displays in this column.
You can toggle this column with the Voucher and Line columns using the
F2=INnvoice No / F2=VoucHER No function key.

Display
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Purchase Journal Detail Screen Fields and Function Keys

Field/Function Key

Description

Vendor The vendor number associated with the voucher displays in this field. The
vendor number is assigned on the Voucher Entry Screen during Voucher
Entry.
Display

Trans Am The debit or credit amount entered for this transaction displays in this
column.
Display

D/C The debit (D) or credit (C) code that associated with the amount entered for
the transaction displays in this column.
Display

Selection Use this field with either the F5 or F9 function key to select a voucher to

review receipt history or voucher header information.

Key the reference number of the voucher you want to review.
(N 2,0) Required

F2=Invoice No/
F2=Voucher No

Press the F2=Invoice No / F2=VoucHER No function key to toggle between
displaying the Voucher and Line columns or the Invoice column.

F5=Receipt Del

The F5=RecelPT DEL function key allows you to review receipt history for a
specified voucher if that voucher was created using PO receipt validation,
and will display only the expense side of the G/L transaction (for example, a
credit to A/P would not contain receipt detail, but a debit to purchases
would.)

After keying a reference number of the voucher in the Selection field, press
the F5=RecelpT DEL function key to display receipt history for that voucher.
The Receipt Detail Screen (p. 10-25) appears.

If no detail exists for the selected line, a message will appear indicating that
no receipt detail exists for the voucher you selected.

F9=Voucher In

The F9=VoucHeR IN function key allows you to review header information for
a selected voucher.

After keying a reference number of the voucher you want to select in the
Selection field, press the F9=VoucHeR IN function key to display the Voucher
Header Screen. Refer to the Accounts Payable User Guide for details about
this screen.

F12=Return

Press the F12=ReTurN function key to return to the previous screen.
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Receipt Detail Screen

RECETPT DETAIL
Youcher Yendor Tranzaction Amount
g1 IETE] SHARP IMTERMATIONAL Td.9n DR
Div. Account. Sub Account Description
QO GEOO130E, A Purchaze Price Yariance
Lo PO WH Item Mumber Date I Malue PBopt Yalue
1 150835 1 AlZd 11782707 14726, 30 14657, Q0
Last
Selection:
F&=D=p PO Fa=QtyMariance Flz=Return

This screen appears after you press F5=RecelPT DEL from the Purchase Journal Detail Screen (p. 10-22).
Use this screen to review receipt history for the voucher line you selected from that screen. You also
may use this screen to display header and detail information for a selected PO.

Receipt Detail Screen Fields and Function Keys

Field/Function Key

Voucher

Description

This number of the selected voucher displays in this field.
Display

Vendor

The vendor number associated with the selected voucher displays in this
field.

Display

Transaction Am

The journal entry transaction amounts, followed by the debit (DR) or credit
(CR) code displays in this field.

Display

Account #

The account number associated with the journal entries shown displays in
this field. This is the general ledger account number to which the transactions
displayed on this screen were posted.

Display
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Receipt Detail Screen Fields and Function Keys

Field/Function Key

Account Description

Description

The account number description displays in this field. Two lines of the
account description are displayed if two lines were keyed when the account
was established in the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE).

Display

Co

The company number associated with the transactions for the voucher
displays in this column.

Display

PO

The PO number contained in the voucher displays in this column.
Display

WH

The warehouse number for this invoice displays in this column.
Display

Item Number

The item number contained in the voucher displays in this column.
Display

Date

The transaction receipt date displays in this column.
Display

(Receipt) Quantity

This column displays the quantity of the item received. This column appears
for

» Purchase Clearing Accounts
» Purchase Price Variance

» Landing Cost Variance

» Purchase Tax Accounts

For Purchase Price Variance and Landing Cost Variance accounts, you can
use the F5=QTY/VARIANCE / F5=RcPT/IN VALUE / F5=LND COST/VARIANCE function
key to display the In Value in this column.

Display
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Receipt Detail Screen Fields and Function Keys

Field/Function Key

Rcpt Value

Description

This column displays the receipt value, which is the value of the receipt at
receipt time (PO unit cost x quantity received). It will differ from the invoice
value if the invoice value was changed during receipt validation. This
column appears for

» Purchase Clearing Accounts
» Purchase Price Variance
« Landing Cost Variance

For Purchase Price Variance and Landing Cost Variance accounts, you can
use the F5=QTY/VARIANCE / F5=RCPT/IN VALUE / F5=LND COST/VARIANCE function
key to display the Variance in this column. For Purchase Tax Accounts, you
can use the F6=Tax Am / F6=RcPT VALUE function key to display the Tax
Amount.

Display

Variance

This column displays the purchase price or landing cost variance; that is, the
variance between the receipt and the invoice value. This column appears for

» Purchase Price Variance
« Landing Cost Variance

You can use the F5=QTY/VARIANCE / F5=RCPT/IN VALUE / F5=LND COST/VARIANCE
function key to display the Rpt Value in this column.

Display

In Value

This column displays the invoice amount keyed through receipt validation in
voucher entry. It is the amount that you agreed to pay for this receipt. This
column appears for

e Purchase Price Variance
» Landing Cost Variance
e Purchase Tax Accounts

For Purchase Price Variance and Landing Cost Variance accounts, you can
use the F5=QTY/VARIANCE / F5=RCPT/INV VALUE / F5=LND COST/VARIANCE function
key to display the Receipt Quantity in this column.

Display

Tax Amount

This column displays the tax amount if GST was calculated for the voucher
during receipt validation. GST can only be calculated for taxable purchase
order line items during receipt validation if the Calculate GST for Purchases
(Inputs) field is set to Y through AP Options Maintenance (MENU APFIL2).
This field appears only for Purchase Tax Accounts. You can use the F6=Tax
AMT / F6=RcPT VALUE function key to display the Rcpt Value in this column.

Display
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Receipt Detail Screen Fields and Function Keys

Field/Function Key

Selection

Description

Use this field to key the reference number of the PO for which header and
detail history information will display.

After keying the reference number in this field, press F2=Dsp PO to access PO
history information.

(N 2,0) Required

F2=Dsp PO

The F2=Dsp PO function key allows you to display header and detail history
information for a selected PO.

After keying a reference number of the PO in the Selection field on this
screen, press the F2=Dsp PO function key to display PO history information.
The Requisition/Purchase Order Header Screen appears. Refer to the
Purchasing User Guide for details about this screen.

F5=Qty/Variance /
F5=Rcpt/Inv Value /
F5=Lnd Cost/Variance

The F5=QTY/VARIANCE / F5=RCPT/INV VALUE / F5=LND COST/VARIANCE function
key appears only for Purchase Price Variance and Landing Cost Variance
accounts.

This function key allows you to toggle between the invoice value and receipt
value, and the receipt quantity and purchase price or landing cost variance. If
this key displays as F5=QTY/VARIANCE, the Inv Value and Rcpt Value ficlds
display on this screen. If this key displays as F5=RcPT/INv VALUE, the Quantity
and Variance fields display on this screen.

F6=Tax Amt/ F6=Rcpt
Value

The F6=Tax AMT / F6=RcPT VALUE function key appears only for Purchase Tax
Accounts.

Press the F6=Tax AMT / F6=RcPT VALUE function key to toggle between the
receipt value and the tax amount.

F12=Return

Press the F12=ReTUrN function key to return to the previous screen.
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Cash Disbursements Journal Detail Screen

CASH DISEURSEMENTS JOURNGL DETAIL
Journal#: CLOE3  Trans Amk: 2,317.32 CR CSH Cash
Fost Date Co Liv. Account . Sub Account Description
3-19-09 1 QI DO, DE Caszh
SAV-321006
[
Ihwoice # Checl: Ho Mendor Payes Hame Checl: Amount C
1 KMM Coo3d44 74 200 K % M CORPORATION S0A A2 C
2 EMMC Coo2444 73 0ERS1A COUMTRY OF ORIGIM WEMD 1,066,900 C
31 Doozd44TE 100 SHARF INTEREMATIOHAL E S0 C
4 1EEEA Doozd44TE 100 SHARF INTEREMATIOHAL E S0 C
5 101 00034447 100 SHARFP INTERMATIOMAL E S0.00
E 44569 000344473 200 K % M CORPORATION SOA 90,00 C
Last
Selection: _ Fosition to Invoice:
Fz=oucher Ho F4=Enk Trn FE=Fozition To FlZ=Return

This screen displays after pressing F4=SouRce DATA to review source data for a Cash Disbursements
Journal from any of the following screens:

 Detail Transactions By Account Screen (p. 10-7)
» Detail Transactions By Journal Reference Screen (p. 10-37)

» Transaction Detail Screen (p. 10-42)

Use this screen to review invoices that were paid for the selected journal. You also may display bank
account transactions for the selected journal, if applicable.

Cash Disbursements Journal Detail Screen Fields and Function Keys

Field/Function Key Description

Journal # The first segment of the journal reference number that you selected displays
in this field. The first segment of the journal reference number represents the
posted transaction group for which detail transactions are displayed on this
screen.

A journal number is automatically assigned to a Cash Disbursements Journal
when it is created during the processes that cause its generation (i.e., when
checks are printed, manual checks are posted, or checks are reversed.)

Display

Trans Amt The total of all journal entry transaction amounts on this screen, followed by
the debit (DR) or credit (CR) code displays in this field.

Display
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Cash Disbursements Journal Detail Screen Fields and Function Keys

Field/Function Key Description

(Transaction Type) This field displays the type of transaction: Cash, Accounts Payable, or Cash
Discount.
Display

Post Date The G/L posting date that you entered on the G/L Posting Date Screen at the

time the Cash Disbursements Journal was created displays on this screen. It
represents the date to which this transaction group was posted.

Display

CcO The company number associated with the transactions for the journal
displays in this field.
Display

Account # The account number associated with the journal entries shown displays in

this field. This is the general ledger account number to which the transactions
displayed on this screen were posted.

Display

Account Description ~ The account number description displays in this field. Two lines of the
account description are displayed if two lines were keyed when the account
was established in the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE).

Display

Invoice # The vendor’s invoice number that was keyed on the voucher displays in this
column.

Display

Check No The check number used to pay the invoice displays in this column. You can
toggle this column with the Voucher # column using the F2=VoucHeRr No /
F2=CHeck No function key.

Display

Voucher # The voucher number associated with the invoice displays in this column.
You can toggle this column with the Check No column using the F2=VoucHER
No / F2=CHeck No function key.

Display

Vendor The vendor number associated with the invoice displays in this column.
Display

Payee Name The name of the payee to whom the check was written displays in this field.
Display

Check Amount The portion of the total check amount used to pay the invoice displays in this
column.

Display
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Cash Disbursements Journal Detail Screen Fields and Function Keys

Field/Function Key

Description

D/C The debit (D) or credit (C) code that makes up the transaction displays in this
column.
Display

Selection Use this field to key the reference number of the invoice for which bank

account transactions or open/paid/all invoices for the selected journal will
display.

After keying the reference number in this field, press F4=Bnk TRN to access A/
P bank transaction information or press ENTER to display open/paid/all
invoices for the vendor on the Open/Paid Invoices Screen.

(N 2,0) Required

Position to Invoice

Use this field to position an invoice at the top of the screen. Repositioning
eliminates the need to roll up or down through multiple screens of invoices
that were processed.

Key the number of the invoice that you want to be positioned to the first line
of the screen and then, press F6. The specified invoice will display on the
first line of this screen.

Valid Values: 1 - 99999

(N 5,0) Optional

F2=Voucher No/Check
No

The F2=VoucHER No / F2=CHeck No function key allows you to toggle
between displaying the voucher number and the check number associated
with the invoice.

F4=Bnk Trn

NOTE: The F4=Bnk TrRN function key displays only if you are
reviewing the cash application of the transaction. That is,
drilling down on transactions that affected a G/L account, such
as cash, that involved the application of cash during the
transaction.

The F4=BNk TRN function key displays a summarized list of checks paid and
their associated amounts.

Press the F4=Bnk TRN function key to display the AP Payment Detail Screen,
where you may review checks that have been paid for the selected bank
account. Refer to the Accounts Payable User Guide for details about this
screen.

F6=Position To

After selecting a reference number in the Position to Invoice field, press the
F6=PosITIoN To function key to position the selected invoice on the first line
of this screen.

F12=Return

Press the F12=ReTurN function key to return to the previous screen.
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Cash Disbursements Journal Detail Screen Fields and Function Keys

Field/Function Key

Enter

Description

The ENTER function key allows you to review invoice, payment, and voucher
header details.

After keying the reference number of an invoice in the Selection field, press
the ENTER key to display open/paid/all invoices for the vendor on the Open/
Paid Invoices Screen. Refer to the Accounts Payable User Guide for details
about this screen.
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Cash Receipts Journal Detail Screen

CASH RECETIPTS JOURMWAL DETATL

Journald  CRESY
Ref k Trans Amt: 3,930.44 Cr AR Receivables
Pozt Date Lo Div. Account. Sub Account Description
BT ARG 1 AL QECLLEE, DO Accounts Receiwvable

Hartford
D
F Irnvoice# Check Mo Customer Mame AE Amount C
1 10786 Shelton School Department 3,930.44 C
Last
Selection: _
FE=Cuztomer Mo FS=Bank Mo Flz=Return

This screen appears after you press F4=SouRce DATA to review source data for a Cash Receipts Journal
from any of the following screens:

 Detail Transactions By Account Screen (p. 10-7)
» Detail Transactions By Journal Reference Screen (p. 10-37)

» Transaction Detail Screen (p. 10-42)

Use this screen to review cash receipts for the selected journal. You also may use this screen to review
bank accounts for the journal.

(

Cash Receipts Journal Detail Screen Fields and Function Keys

Field/Function Key Description

Journal # The first segment of the journal reference number that you selected displays
in this field. The first segment of the journal reference number represents the
posted transaction group for which detail transactions are displayed on this
screen.

A journal number is automatically assigned to a Cash Receipts Journal when
it is created during the processes that cause its generation (i.e., when cash is
posted.)

Display

Trans Amt The total of all journal entry transaction amounts on this screen, followed by
the debit (DR) or credit (CR) code displays in this field.

Display
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Cash Receipts Journal Detail Screen Fields and Function Keys

Field/Function Key

(Transaction Type)

Description

This field displays the type of transaction: Cash, Accounts Receivable, A/R
Cash Discount, or Adjustment/Write-off.

Display

Post Date

The G/L posting date that you entered on the G/L Posting Date Screen at the
time the Cash Disbursements Journal was created displays on this screen. It
represents the date to which this transaction group was posted.

Display

CO

The company number associated with the transactions for the journal
displays in this field.

Display

Account #

The account number associated with the journal entries shown displays in
this field. This is the general ledger account number to which the transactions
displayed on this screen were posted.

Display

Account Description

The account number description displays in this field. Two lines of the
account description are displayed if two lines were keyed when the account
was established in the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE).

Display
AR Amount The heading of this field varies according to the type of transaction displayed
Check Amount in the top portion of this screen, as follows:
CD Amount « For A/R transactions, the accounts receivable amount displays. This is the
amount by which this invoice reduced the customer’s A/R balance.
» For cash transactions, the check amount displays. This is the portion of
the total customer check amount used to pay this invoice.
» For cash discount transactions, the cash discount amount the customer
received for this invoice displays.
F F displays in this column if the invoice is a finance charge invoice. This
column is blank for regular invoices.
Display
Invoice # The number of the invoice paid displays in this column.
Display
Check No The number of the check used to pay the invoice displays in this column.

You can toggle this column with the Cust No column using the F2=CusToMER
No / F2=CHeck No function key.
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Cash Receipts Journal Detail Screen Fields and Function Keys

Field/Function Key

Cust No

Description

The customer number associated with the invoice displays in this column.
You can toggle this column with the Check No column using the
F2=CusToMER No / F2=CHEck No function key.

Display

Customer Name

The name of the customer associated with the invoice displays in this
column. You can toggle this column with the Bank No column using the
F5=BANK No / F5=CusT NamE function key.

Display

Bank No

The bank (ABA) number associated with the transaction displays in this
column. This column is blank if no ABA number is associated with the
transaction. You can toggle this column with the Customer Name column
using the F5=Bank No / F5=CusT NamE function key.

Display

Check/AR/CD Amount

This column varies according to the type of transaction displayed in the top
portion of this screen. For cash transactions, the check amount displays in
this column. This is the portion of the total customer check amount used to
pay this invoice. For accounts receivable transactions, the accounts
receivable amount in this column. This is the amount by which this invoice
reduced the customer’s A/R balance. For cash discount transactions, the cash
discount amount the customer received for this invoice displays in this
column.

Display

D/C

The debit (D) or credit (C) code that makes up the transaction displays in this
column.

Display

Selection

Use this field to key the reference number of the invoice for which A/R
receipt detail or transactions and payment comments regarding the invoice
will display.

After keying the reference number of an invoice in this field, press F4=Bnk
TRN to access A/R receipt detail behind the transaction performed or ENTER to
display all transactions and payment comments regarding the invoice.

(N 2,0) Required

F2=Customer No/
F2=Check No

The F2=CusTomER No / F2=CHeck No function key allows you to toggle
between the customer number or the check number associated with the
invoice.
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Cash Receipts Journal Detail Screen Fields and Function Keys

Field/Function Key

F4=Bnk Trn

Description

NOTE: The F4=Bnk TRN function key displays only if you are
reviewing the cash application of the transaction. That is,
drilling down on transactions that affected a G/L account, such
as cash, that involved the application of cash during the
transaction.

The F4=Bnk TRN function key allows you to review the bank accounts for this
journal.

Press the F4=Bnk TRN function key to display the AR Receipt Detail Screen,
where you may review the A/R receipt detail behind the transaction
performed. Refer to the Accounts Payable User Guide for details about this
screen.

F5=Bank No / F5=Cust
Name

The F5=Bank No / F5=CusT NAME function key allows you to toggle between
the bank number and the customer name associated with the invoice.

F12=Return

Press the F12=ReTurN function key to return to the previous screen.

Enter

The EnTER key allows you review invoice detail, showing all transactions and
payment comments regarding the invoice.

After keying the reference number of the invoice in the Selection field, press
ENTER to display the Invoice Inquiry Detail 1 Screen where you may review
details behind the invoice transaction. Refer to the Accounts Receivable User
Guide for details about this screen.
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Detail Transactions By Journal Reference Screen

Co: 1 Journal @ 5J043 Pozting Date: T/ 30009
Sel  Ref Div.Account. Sub Debit Credit
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4 4 01, 0aE1150, 00 Pending Yendaor R 24, 60
] S 01, GAEsE00,. AEd Trade Discount E a7.92
E B Q1. GARETOD. AEE Sales Tax Payabl Ed. 53
T T 0E1, eaadao0, ape Sales Income gdd . Bl
o g 0E1. GAESE0a,. AR Cost Of Goods So 476,85
9 9 OE1. AAELZ00. AEE Inventory Wareho b | £
Last
Selection: _
Pos Ref MWo: ., ...
F5=Account
FE=Dezc Only F3=Exit Fd=Source Data FlZ=Return

This screen appears after you press ENTER from the General Ledger Inquiry Selection Screen (p. 10-3) if
you keyed a Journal Reference number on that screen, or after pressing F5=JOURNAL REF from the
Detail Transactions By Account Screen (p. 10-7).

This screen displays the detail transactions (all entries) keyed for one journal. You also may use this

screen to view a list of all transactions and amounts associated with the journal using the F4=Source

DaTA function key or view detail transactions keyed for the G/L account contained in a selected detail
transaction with the F5=JourRNAL ReF function key.

Detail Transaction By Journal Reference Screen Fields and Function Keys

Field/Function Key

Company-Journal

Description

This field displays the company number and the first segment of the journal
reference number. The first segment of the journal reference number
represents the posted transaction group which displays on this screen. All
detail transactions for this transaction group are displayed.

(N 2,0/A5) Display

User

This field appears for General Journal (GJ) entries only.

The user ID of the user who created the transaction displays in this field.
Display

Posting Date

This is the date to which this transaction group was posted.
Display
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Detail Transaction By Journal Reference Screen Fields and Function Keys

Field/Function Key

Sel

Description
This field is used to reference a detail transaction made in the selected
transaction group and display further details about that transaction.

Key this number in the Selection field and press F4=SoURCE DATA, F5=JOURNAL
REF, or ENTER; refer to the Selection field for details.

Ref

This field is used to reference a detail transaction made in the selected
transaction group and display that transaction to the top of the screen.

Key this number in the Pos Ref No field and press ENTER to select an account
that you want to display on the first line of this screen.

Display

G/L Account Number/
Description Only

This field displays the G/L account number or the G/L account description,
depending on the selection made with theF2=AccouNT NUMBER / F2=ACCOUNT
DESCRIPTION toggle key.

When the account number is displayed, the account number format (number
of segments and segment lengths) is displayed in the account number
heading.

Display

Debit This field displays debit values. If this detail transaction was a debit
transaction, the dollar value of the debit is displayed in this column.
Display

Credit This field displays credit values. If this detail transaction was a credit

transaction, the dollar value of the credit is displayed in this column.
Display
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Field/Function Key

Selection

Description

This field is used to view a list of all transactions and amounts associated
with the selected journal, display detail transactions keyed for a G/L account,
or display all information of a detail transaction in a posted transaction
group.

Key the Sel number corresponding to the transaction for which you want to
view a list of all transactions and amounts associated with the selected
journal and press F4=Sourck DATA. If applicable, the appropriate screen will
display showing you source data associated with the journal.

Key the Sel number corresponding to the transaction for which you want to
display detail transactions and press F5=AccounT. The Detail Transactions By
Account Screen (p. 10-7) appears showing the transactions keyed for the
account.

Key the Sel number corresponding to the transaction you want to display in
detail and press ENTER. The Transaction Detail Screen will display where you
may review all information of a detail transaction in a posted transaction

group.

Default Value: None

Valid Values: 1 through 12
(N 5,0) Required

Pos Ref No

Use this field to position a transaction to the top of this screen. This
eliminates the need to roll down or roll up through screens of transactions.

Key the reference number corresponding to the transaction you want to
display on the first line of this screen and press ENTER.

After positioning the transactions to a desired point, you may use the
Selection field to select the transaction for further inquiry.

Default Value: None

Valid Values: 1 through 99999
(N 5,0) Optional

F2=Account Number/

Use the F2=AccounT NUMBER / F2=AccouNT DESCRIPTION function key to toggle

F2=Account between displaying either the account number or the account description.
Description column.
F3=Exit Press the F3=ExiT function key to exit from the inquiry and return to the

General Ledger Inquiry Selection Screen (p. 10-3).
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Field/Function Key

F4=Source Data

Description

After keying a reference number of a journal in the Selection field, press the
F4=Sourck DATA function key to review a list of all transactions and amounts
associated with the selected journal.

A message will appear to inform you if you are accessing source data for a
journal number that has transactions that were maintained in an out-of-
balance transaction group.

If you selected a Sales Journal (SJ) or Transfer Journal (TJ), the Sales Journal
Detail Screen (p. 10-12) appears:

If you selected an Inventory Journal (1J) or Transfer Journal (TJ), the
Inventory Journal Detail Screen (p. 10-18) will display.

If you selected a Purchase Journal (PJ), the Purchase Journal Detail

Screen (p. 10-22) will display.

If you selected a Cash Disbursements Journal (CJ), the Cash Disbursements
Journal Detail Screen (p. 10-29) will display.

If you selected a Cash Receipts Journal (CR), the Cash Receipts Journal
Detail Screen (p. 10-33) will display.

If you selected a Transfer Journal (TJ), see the related SJ or 1J information.
That is, refer to the Sales Journal Detail Screen (p. 10-12) or Inventory
Journal Detail Screen (p. 10-18).

If you selected an International Currency Journal (IC), the Cash Receipts
Journal Detail Screen (p. 10-33) will display.

NOTE: The function of G/L drill-down, allowing you to see
transactions and amounts associated with journals, is not
available for the General Journal (GJ) or the Cash Journal (CJ)
because the only source data available for both are the journal
entries.

Additionally, G/L drill-down is not available if the transaction
was done before G/L drill-down or if Retain History is set to N.

F5=Account

After keying a reference number of an account in the Selection field, press

the F5=AccounT function key to display the Detail Transactions By Account
Screen (p. 10-7). You will be able to review detail transactions keyed for the
G/L account contained in the detail transaction selected on this screen.
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Detail Transaction By Journal Reference Screen Fields and Function Keys

Field/Function Key

F7=Page Down /
F8=Page Up

Description

More... appears at the bottom of a roll screen to indicate that more data is
available for viewing. Last appears at the bottom of the last screen of data. On
some roll screens, F7=PAGE DowN and F8=PAGE Up are available for use but do
not display.

Use the F7=Pace DowN to display the next screen of information on a roll
screen. The PAGE DowN or SHIFT-RoLL Fwp function keys perform the same
task.

Use the F8=PaGE UP to display the previous screen of information on a roll
screen. The PAGE UP or SHIFT-RoLL BAck function keys perform the same task.

F12=Return

Press the F12=ReTurN function key to return to the General Ledger Inquiry
Selection Screen (p. 10-3).

Enter

After keying a reference number of an account in the Selection field, press
the ENTER key to display the Transaction Detail Screen (p. 10-42). You will be
able to review all information of a detail transaction in a posted transaction
group.

After keying a reference number of an account in the Pos Ref No field, press
the ENTER key to position the selected transaction to the top of the screen.
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Transaction Detail Screen

B TEAMSACTION DETAIL
Tran Post
Tupe  Date Date Diw. Account. Sub Acct Description
Reg T7./30/09 7Tr30009 QO0L1.0001100, QR Accounts Feceivable
Hartford
Amont Tranz Desc Source Project Journal -Fef
TH3.66 DR  Accounts Feceiw PHT 073009 SJ043 - QEaE:
Fd=5ource Data F3=Acct Summary Fli=Return

This screen appears after you select a detail transaction and press ENTER from either the Detail
Transactions By Account Screen (p. 10-7) or the Detail Transactions By Journal Reference Screen (p.
10-37).

This screen displays all information of a detail transaction in a posted transaction group (i.e., all G/L
transaction detail for a journal entry displays on this screen.) You also may use this screen to display
source data for the selected journal by pressing F4=SouRcE DATA, or display summary information for
the account used in the detail transaction by pressing F5=ACCT SUMMARY.

Transaction Detail Screen Fields and Function Keys

Field/Function Key Description

Type This field displays the type of transaction group. The type may be:
* Reg for regular journal entries
« Adj for adjustment type journal entries
* Rev for the entries that are journal transactions created as reversing entries

* Y/E for the year-end adjusting journal entries

Display

Tran Date This field displays the date on which the transaction occurred.
Display

Post Date This field displays the posting date of the transaction group.
Display
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Transaction Detail Screen Fields and Function Keys

Field/Function Key

Account Number

Description

This field displays the account number posted to for this transaction.
Display

Acct Description

This field displays the description of the G/L account. Two lines of the
account description are displayed if two lines were keyed when the account
was established in the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE).

Display

Amount

This field displays the debit or credit dollar amount entered for this
transaction. If this is a debit amount, DR is displayed to the right of the
amount. If this is a credit amount, CR is displayed to the right of the amount.

Display

Trans Desc

This field displays the description of the transaction entered. If an extended
transaction description has been keyed during Transaction Entry (MENU
GLMAIN), a + sign is displayed to the right of the standard transaction
description.

When International Currency is installed, for gains/losses incurred through
foreign currency transactions, the applicable transaction description will
display in this field (i.e. PY Revaluation for payment revaluation, CK
Revaluation for check revaluation, etc.).

Display

Source

This field displays the source that was keyed through Transaction Entry
(MENU GLMAIN) for this transaction, if any. This field is used as a
reference for the general journal from which this transaction occurred. For
example, the transaction may be from an opening entry, cash receipts,
miscellaneous cash, or a sales journal.

Display

Project

This field displays the project that was keyed through Transaction Entry
(MENU GLMAIN) or AP Voucher Entry (MENU APMAIN) for this
transaction, if any.

Display
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Transaction Detail Screen Fields and Function Keys

Field/Function Key

Journal-Ref

Description

This field displays the journal reference number assigned to each detail
transaction. The first segment of the journal reference number, called the
journal number, is assigned to the transaction group. The second segment of
the journal reference number is assigned to each detail transaction within a
transaction group.

One journal number is assigned to one transaction group. Another is assigned
to reversing entries generated from the group. This number is the next
available journal reference number. The prefix to this number is GJ for
transaction groups which have been keyed through Transaction Entry
(MENU GLMAIN).

Display

F4=Source Data

After keying a reference number of a journal in the Selection field, press the
F4=Sourck DATA function key to review a list of all transactions and amounts
associated with the selected journal.

A message will appear to inform you if you are accessing source data for a
journal number that has transactions that were maintained in an out-of-
balance transaction group.

If you selected

 a Sales Journal (SJ) or Transfer Journal (TJ), the Sales Journal Detail
Screen (p. 10-12) appears.

+ an Inventory Journal (1J) or Transfer Journal (TJ), the Inventory Journal
Detail Screen (p. 10-18) appears.

 a Purchase Journal (PJ), the Purchase Purchase Journal Detail Screen (p.
10-22) appears.

+ a Cash Disbursements Journal (CJ), the Cash Disbursements Journal
Detail Screen (p. 10-29) appears.

+ a Cash Receipts Journal (CR), the Cash Receipts Journal Detail Screen (p.
10-33) appears.

 a International Currency Journal (IC), the G/L Revaluation History
Screen (p. 10-52) appears.

NOTE: The function of G/L drill-down, allowing you to see
transactions and amounts associated with journals, is not
available for the General Journal (GJ) or the Cash Journal (CJ)
because the only source data available for both are the journal
entries.

Additionally, G/L drill-down is not available if the transaction
was done before G/L drill-down or if the Retain History field is
set to N.
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Transaction Detail Screen Fields and Function Keys

Field/Function Key Description

F5=Acct Summary Press the F5=AccT SumMmARY function key to display summary information for
the account used in the detail transaction displayed on this screen. The
Account Summary Screen (p. 10-46) appears.

F12=Return Press F12=ReTurN function key to return to the previous inquiry screen.
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Account Summary Screen

ACCOUNT SLIMMARY Cao:

1 ol aeolilad. o0l Accounts Receiwable Hartford
Maormal. Bal: DR

Beqg Debit Credit Met
Bal ance Amount Amort Change
1 Jan d16, 466, 42 313,113.321 302,723,390 B9, 640, 59-
Z Feb 6,827,563 115,154.09 &34,705.19 119,5%1.10-
3 Mar Z2T, 306,73 130,475,861 193,499, 66 B3, 020.85-
4 Apr 164,255, 63 124,7TE4. 56 156,001,219 3,536.43-
2 HMay 123,049,445 130,043, 85 130,377.04 333.19-
B Jun 132,716, 26 120,564, 73 114,436,355 16,123.23
T Jly 143,644,449 140,526, 55 146,741,564 B,215.29-
d Aug 142,629, 20 140,706, EZ 120,062, 16 20,644, 45
9 Sep 163,273, 66 151,330.61 140, 254, 36 1104565
10 Oct 174,319.321 147,646, 60 161,173.07 12,524.47-
11 Now 160,734, Gd 148,203, 60 119,234.33 20,049.27
1z Dec 159,644,111 &q,610.31 3,991.51 &0,615. 40
14 ¥/E &0, 22,91
Year: T
Fo=fAct (d%r) FE=Act /Budget Flz=Return

Account Summary Screen Expanded Fields

ACCOUMT _SLMHARY Ca:

1 Gl EE1i1EE. oul Accounts Receiwvable Hartford
Hormal Bal: DR

Beqg Debit Credit
Bal ance AmoLnt AmoLnt
1 Jan 416,465, 42 313,113.21 356Z,793.90
2 Feh 36, 527.83 115,164,109 234,7h5.19
3 Mar 227,306, 73 12047381 193,499, E6
4 Apr 164,755, 00 124, 7hd . R 156,001, 79
5 May 123,049,445 120,043,585 120,377.04
B Jun 13Z,T16. 76 130,564, 78 114,436.55
T Iy 145,544,449 140,526, 55 146,741, 54
d Aug 147,629, 70 140, THR. BZ 120,062, 16
9 Sep 163, 273,66 151,320.61 140,784, 96
160 Oct 174,319.31 147, Bdi. B0 16117307
11 Mow 160,734, 54 148,203, 60 119,354,323
17 Dec 1589, 644.11 24,610, 31 3,991.51
14 %rE 218,762.91
Year: OF
FS=pct (d%r]  FE=Act/Budget  F3=Met Change Fl1Z=Return
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Account Summary Screen - 4 Year View

ACCOUNT _SUMHARY Co: 1 God.o00lil@d. o0l Accounts Receiwable Hartford
Maormal. Bal: DR
2010 2009 ZH0E 2007
Met Ch Met Ch Met Ch Met Ch
Beg Bal Qo 416,465, 42 e oo
1 Jan 420,017, 05 B9, k40, 59- #45,392.53 Ao
Z Feb 115,211.89 119,521.10- o042, 46- oo
3 Mar 56,443 Gd- B3, 20, 55- ao,677.91- Ao
4 Apr Qo 31,236.43- 16,267.59 oo
5 May Ao 333.19- F G014 Ao
B Jun 16.57 16,1258, 23 40,721.97- oo
T Jly Ao B,215.79- 9,004, A6 Ao
g Aug Qo 20,644, 46 46,916.99- oo
9 Sep Ao 11,045,685 11,075.43 Ao
10 Oct L ae 13,524,447~ 14,306,749 Lag
11 Mo Ao 28,849, 27 15,791.55- Ao
12 Dec L ae Z0,k15. 80 Z,2T9.Th Lag
14 ¥+E L aE e(o] LaE LA

Year: 10

Fz=fAct (Det) FE=Act /Budget Flz=Return

Account Summary Screen - Budget View

ACCOUNT _SUMHARY Co: 1 GE1.08011EE. 000 Accounts Receiwable Hartford
Hormal Bal: DR
2010 2010 2e10a 2010
Met Ch Budget Yar % % of Budget
Beg Bal L aG eo] oG L0
1 Jan 420,017,605 100, 0EE. 0o 320,017.05 F20.00
? Feb 116,211,689 125, 6000, D6 b, 705,31 5.00-
3 Mar S0,443.64- 100,08, 0o 150,443, 64 - 150, 00-
4 Apr Ao 175,000, D 175, Q0. GA- 1600, 00-
5 May Ao 150, 000, 0o 150,000, 0a- 100, 00-
B Jun 16.57 150, BEE. 0o 149,953, 43- 99.00-
T Jly Qo 100, 0EE. 0o 100, 000, 0a- 100, 00-
g Aug Ao 115,000, 00 115,000, 0E- 1600, 00-
9 Sep Qo 175,000, 00 175,000, 0Q- 100, 00-
10 0ct Ao 100, BEE. 0o 100, 000, 0E- 1600, 00-
11 Mow L ae 150, BEE. 0o 150,000, @a- 6@, 00-
12 Dec Ao 175,000, 00 175,000, 0a- 1600, 00-
14 ¥+E Ao oo e Ao

Budget: 1 [1-9) Year: 10

FZ=pct (Det) FS=fct (d4%r) Fl1Z=Return

The Account Summary Screen appears in normal view. The Account Summary Screen Expanded

Fields view appears if you are using expanded field sizes (as determined through Expanded Field Use

Maintenance, MENU XAFIL2). Either screen appears after you press F5=AccT SUMMARY from the

Transaction Detail Screen (p. 10-42) for the account displayed on that screen.
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Summary information for an account is displayed in one of three views: a one year summary view
which shows the activity of an account over one year; a net change summary which shows the net
change activity of an account over four years; and a budget summary which shows budgeted versus
actual activity of the account for the selected year. The one year summary view displays the following
columns: Beg Balance, Debit Amount, Credit Amount, and Net Change for a single fiscal year.

The Account Summary Screen - 4 Year View has columns of net change summary for four years (for
example, (yearl) Net Change, (year2) Net Change, (year3) Net Change, (year4) Net Change).

The Account Summary Screen - Budget View displays the following columns: Net Change, Budget,
Var, and % of Budget for a single fiscal year.

Account Summary Screen Fields and Function Keys

Field/Function Key

Description

Co The company associated with the account displays in this field.
Display
(Account Number) The account number for the summary displays in this field.

Display

(Account Description)

The account description displays in this field.
Display

Normal Bal

The normal balance of the account displays in the field. If the account has a
debit normal balance, D is displayed. If the account has a credit normal
balance, C is displayed.

Display

Period

The periods and period descriptions as established in General Ledger
Options Maintenance (MENU GLFIL2) display in this column. To the left of
each period description is the number of the period. If you are using 12
period accounting, 12 periods and period 14 (the year-end adjustment period)
are listed. If you are using 13 period accounting, 13 periods and period 14
(the year-end adjustment period) are listed.

Display

Beg Balance

This column appears only in the one year summary view.

This field displays the beginning balance for each period of the year selected
in the Year field.

NOTE: In the extended field size view, you can toggle this column to
display the Net Change value via the F8=% oF BUDGET / F8=VAR
$ function key.

Display
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Account Summary Screen Fields and Function Keys

Field/Function Key

Debit Amount

Description

This column appears only in the one year summary view.

This field displays the total debits made against the account for each period
of the selected year.

Display

Credit Amount

This column appears only in the one year summary view.

This field displays the total credits made against the account for each period
of the selected year.

Display

Net Change

This column appears only in the one year summary view.

This field displays the net change between the total debits and total credits
for the account for each period of the selected year.

NOTE: In the extended field size view, you can toggle this column to
display the Net Change value via the F8=% OF BUDGET / F8=VAR
$ function key.

Display

CCYY(1) Net Ch

This column appears in the net change summary and budget views.

This field displays the net change for each period in the selected year.
Display

CCYY(2) Net Ch

This column appears only in the net change summary view.

This field displays the net change for each period in the year previous to the
selected year.

Display

CCYY(3) Net Ch

This column appears only in the net change summary view.

This field displays the net change for each period in the year two years
previous to the selected year.

Display

CCYY(4) Net Ch

This column appears only in the net change summary view.

This field displays the net change for each period in the year three years
previous to the selected year.

Display

CCYY Budget

This column appears only in the budget view.

The amount budgeted for this account for each period in the selected year for
the selected budget displays in this column. CCYY displays the value of the
century and year selected in the Year field on this screen.

Display
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Account Summary Screen Fields and Function Keys

Field/Function Key

CCYY Var §

Description

This column appears only in the budget view.

The dollar difference between the net change and the budgeted amounts for
each period in the selected year (for the selected budget) displays in this
column. CCYY displays the value of the century and year selected in the Year
field on this screen.

NOTE: In the extended field size view, you can toggle this column to
display the variance percentage or percentage of budget via the
F8=% oF BUDGET / F8=VAR $ function key.

Display

CCYY % of Budget

This column appears only in the budget view.

The percentage of the dollar variance to the budgeted amount for each period
in the selected year (for the selected budget) displays in this column. CCYY
displays the value of the century and year selected in the Year field on this
screen.

NOTE: In the extended field size view, you can toggle this column to
display the variance percentage or percentage of budget via the
F8=% OF BUDGET / F8=VAR $ function key.

Display

Budget

This column appears only in the budget view.

The number of the budget to display in the Budget column and to compare to
the actual net change displays in this field. Up to nine different budgets may
be established for one account through Budgets Maintenance (MENI
GLFILE).

Key the number of the budget display.

Valid Values: Must be an existing budget for this account
(N 1,0) Optional

Year

This field represents the year for which the one year account summary is
displayed. In the one year summary view, you can enter a different year. In
the net change and budget view, this field is display-only and uses the year
specified in the one year summary view.

Default Value: The current year based on system date

Valid Values: 00 through 99
(N 2,0) Optional

F2=Act (Detail)

The F2=AcT (DeTAIL) function key appears in the net change and budget views.

Press the F2=AcT (DeTAIL) function key to go to the one year view.

F5=Act (4Yr)

The F5=AcT (4YR) function key appears in the one year and budget view.
Press the F5=AcT (4YR) function key to go to the net change view.
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Account Summary Screen Fields and Function Keys

Field/Function Key

F6=Act / F6=Budget

Description

The F6=AcT / F6=BuDGET function key appears in the one year and net change
views.

Press the F6=AcT / F6=BUDGET function key to go to the budget view.

F8=Net Change/
F8=Beginning Bal

The F8=NET CHANGE / F8=BEGINNING BAL function key appears in the extended
field size view only.

Press the F8=NET CHANGE / F8=BEGINNING BAL function key to toggle between
showing the Net Change field value (which was removed from the initial
display for this view) and the Beginning Balance ficld value on this screen.

F8=% of Budget /
F8=Var $

The F8=% oF BUDGET / F8=VAR $ function key only appears in the extended
field size view, and only in the budget view displayed by pressing F6=AcT /
F6=BUDGET.

Press the F8=% oF BUDGET / F8=VAR $ function key to toggle between showing
the % of Budget ficld value (which was removed from the initial display for
this view) and % of Var $ field value on this screen.

F12=Return

Press the F12=ReTUrN function key to return to the previous screen.
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G/L Revaluation History Screen

GL BEYALUATION HISTORY
Co: 01 Posting Date: Br14s11 Jrnl Reference: 4
GL AccountsDesc: OQ1.00Q05330.088 AR Revalue GainslLoss
Tranz Amt: 4zZ.14 DE  Source: AR-DOQOOQE
Curtrency
Customer MName Invoice Tranz Amount  Bate Before  Bate After
1 12035 39.15- 5.91474 B. ZHHET
i 17039 Z.99- 5.91474 B ZR00T
Last
Selection:
F1z=Return

This screen appears after pressing F4=SouRCE DATA to review source data for an International Currency
Journal from any of the following screens:

 Detail Transactions By Account Screen (p. 10-7)
» Detail Transactions By Journal Reference Screen (p. 10-37)

» Transaction Detail Screen (p. 10-42)

Use this screen to review revaluation data for the transaction. Note that fields displayed on this screen
will differ depending upon the type of transactions you are reviewing. See the Transaction Type below
for additional information.

NOTE: This screen will not display for Bank - Gain Loss transactions; it will be
bypassed, and the G/L Revaluation Inquiry Screen - Accounts Receivable (p. 10-
58) will display instead.

G/L Revaluation History Screen Fields and Function Keys

Field/Function Key Description

Co The company number that the transaction was posted in.
Display

Posting Date The G/L posting date used for the transaction.
Display

Jrnl Reference The journal reference number assigned to the posting group.
Display

10-52



Using the General Ledger Inquiry

G/L Revaluation History Screen Fields and Function Keys

Field/Function Key

Description

GL Account/Desc The G/L account number and description for the selected transaction in the
journal.
Display
Trans Amt The amount posted to the G/L account and it’s DR/CR symbol.
Display
Source The G/L transaction source assigned to the transaction.
+ AR = Accounts Receivable
« AP =Accounts Payable
+ CR = Cash Receipts
+ LC =1landed Cost
« PR =Receipt History
Display
(Transaction Type) Depending on the type of revaluation history you are reviewing, this field
displays one of the following descriptions:
« Ifyou are reviewing payment revaluation data, this field displays as AP
PAYMENTS.
« Ifyou are reviewing revaluation data for receipts pending invoicing, this
field displays as RECEIPT HISTORY or, if applicable, LANDING COST.
» If you are reviewing revaluation data for check reversals, this field
displays as CHECK REVERSALS.
+ Ifyou are reviewing revaluation data for open payables, this field displays
as OPEN PAYABLES.
+ If you are reviewing revaluation data for pre-receipt validation, this field
displays as PR-RCT VALIDATION.
« Ifyou are reviewing revaluation data for pre-paid invoices, this field
displays as PRE-PAID INVOICES.
« Ifyou are reviewing revaluation data for open receivables, this field
displays as OPEN RECEIVABLES.
« Ifyou are reviewing revaluation data for invoices completed during cash
receipt posting, this field displays as CASH RECEIPTS.
Display
Co This field displays the number of the company associated with the
transaction.
Display
Trans Amount The amount of the transaction that generated the G/L entry with the currency

symbol of the company’s local currency.
Display
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G/L Revaluation History Screen Fields and Function Keys

Field/Function Key

Currency Rate Before

Description

This field displays the exchange rate of the currency used for the transaction
when the transaction was first entered.

Display
Currency Rate After  This field displays the exchange rate of the currency used for the transaction
when the transaction was posted and completed.
Display
AP PAYMENTS / » Check Nmb: This field displays the number of the check used to make the
CHECK REVERSAL payment, or the number of the check reversed.
* Voucher/Description: This field displays the voucher number and invoice
description associated with the transaction.
Display
RECEIPT HISTORY < LC: This field displays the landing code associated with the transaction
or LANDING COST (e.g., landing code type “freight” may be defined for landing code 1).
* Rcp Date: This field displays the date the items on the PO were received.
* WH: This field displays the number of the warehouse associated with the
transaction.
* PO Nmr: This field displays the number of the PO associated with the
receipt.
» Seq: This field displays the sequence number of the PO associated with
the receipt.
Display
OPEN * Customer Name: The name of the customer associated with the
RECEIVABLES transaction.
* Invoice: The unique invoice number associated with the transaction.
Display
CASH RECEIPTS * Customer: The customer number used for the cash receipts group posting.
» Check#: The check number sent by the customer to pay the invoice.
» Bank#: The bank account number into which the payment was posted.
Display
OPEN PAYABLES/ « Voucher/Description: This field displays the voucher number and invoice
PR-RCT description associated with the transaction.
VALIDATION / PRE- e 1o
PAID INVOICES
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G/L Revaluation History Screen Fields and Function Keys

Field/Function Key

Selection

Description

Use this field to enter the reference number of a transaction you wish to
review.

Key the reference number to the left of the desired transaction and press
ENTER.

(N 2,0) Required

F12=Return

Press F12=RETURN to return to the previous screen.

Enter

Press ENTER after keying a reference number in the Selection field.

The G/L Revaluation Inquiry Screen - Bank Account (p. 10-56) will display
for bank account revaluations.

The G/L Revaluation Inquiry Screen - Accounts Receivable (p. 10-58) will
display for receivable account revaluations.

The G/L Revaluation Inquiry Screen - Cash Receipts (p. 10-60) will display
for cash account revaluations.

The G/L Revaluation Inquiry Screen - Accounts Payable (p. 10-62) will
display for payables accounts revaluations.

The G/L Revaluation Inquiry Screen - Accounts Payable Payments (p. 10-64)
will display for cash disbursement transaction revaluations.

The G/L Revaluation Inquiry Screen - Landing Cost (p. 10-68) will display
for landing cost transaction revaluations.
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G/L Revaluation Inquiry Screen - Bank Account

Acct Info: Companu: 1
Bank Acct: ITL-05R308 Italian International Bank
Currency:  ITL Italian Lira

Tran Date: 9/06,09

Rate Info: Tranzaction Amount: 126.41- 5%
Before After
Lacal Yalue: 130,260, 36 130,386 77 USH
Exchange Rate: 1737, TOOG4E 1736.016098 IT{ per US$

GL REYALUATION THQUIRY

F1z=Return

This screen displays after selecting a Bank - Gain Loss transactions on the G/L Revaluation History

Screen (p. 10-52).

Use this screen to review transaction detail for the selected transaction line.

All fields on this screen are display only and cannot be changed.

G/L Revaluation Inquiry Screen- Bank Account Fields and Function Keys

Field/Function Keys

Description

Company The company number and name for the journal that generated the G/L
transaction.

Bank Acct The bank account number and name that was revalued.

Currency The currency code and description associated with the bank account.

Trans Date The date of the revaluation transaction.

Transaction Amount  The amount of the transaction that generated the G/L entry with the currency

symbol of the company’s local currency.

Local Value

The Before and After company local amounts with the currency symbol of
the company’s local currency.

Exchange Rate

The Before and After corresponding exchange rate values for the invoice
with the currency symbols of the bank account and the company.
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G/L Revaluation Inquiry Screen- Bank Account Fields and Function Keys

Field/Function Keys Description

F12=Return Press F12=RETURN to return to the G/L Revaluation History Screen (p. 10-52).
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G/L Revaluation Inquiry Screen - Accounts Receivable

GL BEYALUATION THOUIRY
Cuzst Info: Compary: 1 A& C Office Supply
Customer: BO0S  Canadian Flag Works
Invoice Mo: 135
Currencuy: CAD Canadian Dollars
AR Infao: Irnvoice Amount: SE.08 CA% 41.74 5%
Irnvoice Balance: S0, 3 50.97
Czh Dizcount Bal:
Tot Pmts Credited:
Total Adjustments: 9.23
Rate Info: Transaction Amount: 9.23  Us%
Before After
Local Yalue: 41.74 S0.97  Us%
Exchange Rate: . 334500 1.019473 USF per CA%
F1z=Return

This screen displays after selecting an accounts receivable revaluation transaction and pressing ENTER
on the G/L Revaluation History Screen (p. 10-52). Use this screen to review accounts receivable invoice
detail for the selected transaction line.

All the fields on this screen are display only and cannot be changed.

G/L Revaluation Inquiry Screen - Accounts Receivable Fields and Function Keys

Field/Function Key Description

Company The company number and name where the transaction was recorded.
Customer The customer number and name the was revalued.

Invoice No The invoice number for the revalued transaction.

Currency The customers currency code and description.

Invoice Amount

The amount of the invoice displayed in the customers trading currency with
the currency symbol and the company’s local currency with that currency
symbol.

Invoice Balance

The balance on the invoice net of applied transactions displayed in the
customer’s trading currency and the company’s local currency.

Csh Discount Bal

The balance still available for cash discounts displayed in the
customer’s trading currency and the company’s local currency.
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G/L Revaluation Inquiry Screen - Accounts Receivable Fields and Function Keys

Field/Function Key

Tot Pmts Credited

Description

The amount of payments applied to this invoice displayed in the
customer’s trading currency and the company’s local currency.

Total Adjustments The amount of adjustments applied to this invoice displayed in the
customer’s trading currency and the company’s local currency.
Transaction Amount  The amount of the transaction that generated the G/L entry in the company’s

local currency with the currency symbol.

Local Value

Before and After company local amounts with the currency symbol.

Exchange Rate Before and After corresponding values for the invoice with the currency
symbols.
F12=Return Press F12=RETURN to return to the G/L Revaluation History Screen (p. 10-52).
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G/L Revaluation Inquiry Screen - Cash Receipts

Cuzst Info: Compary: 1 A& C Office Supply
Banls Acct:  SAY-2Z1006 Savings AR Lock Box Hartford
Customer: BE1 Roman Holiday Trawvel Serwice
Bank Mo: Checl Mo:
Currency: ITL Italian Lira
AR Info: Irwoice Mo: 12040
Irvoice Amount: 9557400 IT{ 5500 Uss

Invoice Balance:
Czh Dizcount Bal:

Tot Pmtz Credited: oe. 63 SE. 6O

Total Adjustments: 1.60

Thiz Pmt Credited: 1. 0a Sk, 6O

Rate Info: Tranzaction Amount: 106,733 54- US%
Before After
Local Value: 106,840, 14 SE.BE USE
Exchange Rate: 1665, 02517 .394514  ITY per US%
Fli=Return

GL REYALUATION THQUIRY

This screen displays after selecting a Cash Receipts revaluation transaction and pressing ENTER on the
G/L Revaluation History Screen (p. 10-52). Use this screen to review cash receipt payment detail for the

selected transaction line.

All the fields on this screen are display only and cannot be changed.

G/L Revaluation Inquiry Screen - Cash Receipts Fields and Function Keys

Field/Function Key

Description

Company The company number and name where the transaction was recorded.

Bank Acct The bank account used for the deposit.

Customer The customer number and name for the revalued invoice.

Bank No The bank ID number assigned in Bank Account Maintenance (MENU
APFIL2).

Check No The check number received from the customer.

Currency The customers currency code and description.

Invoice No The invoice number for the transaction.

Invoice Amount

The amount of the invoice displayed in the customer’s trading currency with
the currency symbol and the company’s local currency with that currency
symbol.
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G/L Revaluation Inquiry Screen - Cash Receipts Fields and Function Keys

Field/Function Key

Invoice Balance

Description

The balance on the invoice net of applied transactions displayed in the
customer’s trading currency and the company’s local currency.

Csh Discount Bal The balance still available for cash discounts displayed in the customer’s
trading currency and the company’s local currency.

Tot Pmts Credited The amount of payments applied to this invoice displayed in the customer’s
trading currency and the company’s local currency.

Total Adjustments The amount of adjustments applied to this invoice displayed in the
customer’s trading currency and the company’s local currency.

This Pmt Credited The amount of this payment amount applied to this invoice displayed in the
customer’s trading currency and the company’s local currency.

Transaction Amount  The amount of the transaction that generated the G/L entry in the company’s

local currency with the currency symbol.

Local Value

Before and After company local amounts with the currency symbol.

Exchange Rate Before and After corresponding values for the invoice with the currency
symbols.
F12=Return Press F12=RETURN to return to the G/L Revaluation History Screen (p. 10-52).
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G/L Revaluation Inquiry Screen - Accounts Payable

Payable Info:

Rate Info:

GL REYALUATION THQUIRY

Compariy: 1 A& C Office Supply

‘Yendor: ICZEE0  WOODEM EHDPSTIEHS DFFIEE PoOL

Youcher: 441

Currency:  JYH Japanese Yen

Exch Code: WSJ

Irnvoice Amount: ZaT3d. 08 YHE #41.83 US%

Cazh Dizcount:

Total Pauments:

Transaction Amount: Z.90- UsE

Before After

Local Yalue: £39.33 1.53 UsS%

Exchange Rate: . AEE379 LAE5416  USF per VM
F1z=Return

This screen displays after selecting an Open Payable, a Pre-Paid Invoice, or a Pre-Receipt Validation
revaluation transaction and pressing ENTER on the G/L Revaluation History Screen (p. 10-52). Use this

screen to review accounts payable invoice detail for the selected transaction line.

All the fields on this screen are display only and cannot be changed.

G/L Revaluation Inquiry Screen - Accounts Payable Fields and Function Keys

Field/Function Key

Description

Company The company number and name where the transaction was recorded.
Vendor The vendor number and name for the invoice that was revalued.
Voucher The voucher number for the revalued transaction.

Currency The vendor’s trading currency code and description.

Exchange Code Exchange code assigned to the transaction.

Invoice Amount

The amount of the invoice displayed in the vendor’s trading currency with
the currency symbol and the company’s local currency with that currency

symbol.

Cash Discount

The amount of the cash discount taken for this check displayed in the
vendor’s trading currency and the company’s local currency.
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G/L Revaluation Inquiry Screen - Accounts Payable Fields and Function Keys

Field/Function Key Description

Total Payments The amount of the total payments applied to this invoice displayed in the
vendor’s trading currency and the company’s local currency.

Transaction Amount  The amount of the transaction that generated the G/L entry in the company’s
local currency with the currency symbol.

Local Value Before and After company local amounts with the currency symbol.

Exchange Rate Before and After corresponding values for the invoice with the currency
symbols.

F12=Return Press F12=RETURN to return to the G/L Revaluation History Screen (p. 10-52).
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G/L Revaluation Inquiry Screen - Accounts Payable Payments

GL REYALUATION THOLTRY
Check Info: Compary: 1 A& C Office Supply
Banl Hcct JAP-T43900  Japanesze International Bank
Check MNo: 1
Currencuy:  JYH Japaneze Yen
Payable Info: Yendor: ICz0aa WOODEM CHOPSTICKS QOFFICE POOL
Yaoucher: 441
Irvoice Amount: FAv3ad. oYM 241.83 US%
Cazh Dizcount:
Total Pauments: FETI4. 00 zd41.453
Rate Info: Tranzaction Amount: F,oB9.ZE- Us%
Before After
Local Value: 2d1.63 FA11.05 UsH
Exchange Rate: . D0Ed1E LE97E38 USE per YR
Fli=Return

This screen displays after selecting an Accounts Payable Payment or Check Reversal revaluation
transaction and pressing ENTER on the G/L Revaluation History Screen (p. 10-52). Use this screen to
review accounts payable payment transaction detail for the selected transaction line.

All the fields on this screen are display only and cannot be changed.

G/L Revaluation Inquiry Screen - Accounts Payable Payments Fields and Function Keys

Field/Function Key

Description

Company The company number and name where the transaction was recorded.
Bank Acct Bank account number and name used for the revalued payment.
Check No Check number used for payment.

Currency The bank account’s trading currency code and description.

Contract The currency contract code used for payment of the invoice.

Vendor The vendor number and name for the invoice that was revalued.
Voucher The voucher number for the revalued transaction.

Invoice Amount

The amount of the invoice displayed in the vendor’s trading currency with
the currency symbol and the company’s local currency with that currency
symbol.
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G/L Revaluation Inquiry Screen - Accounts Payable Payments Fields and Function Keys

Field/Function Key

Cash Discount

Description

The amount of the cash discount taken for this check displayed in the
vendor’s trading currency and the company’s local currency.

Total Payments

The amount of the total payments applied to this invoice displayed in the
vendor’s trading currency and the company’s local currency.

Transaction Amount

The amount of the transaction that generated the G/L entry in the company’s
local currency with the currency symbol.

Local Value

Before and After company local amounts with the currency symbol.

Exchange Rate Before and After corresponding values for the invoice with the currency
symbols.
F12=Return Press F12=RETURN to return to the G/L Revaluation History Screen (p. 10-52).
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G/L Revaluation Inquiry Screen - Receipts Pending Invoicing

GL REYALUATION THQUIRY

Receipt %alue: 13,000, 88  PS<

RBeceipt Info: Compan: 3 The Office Connection
Yendor: TC4aEmE GUADALJARA OFFICE SUPPLIES
Currency: MPS Mexican Pesosz
PO Mo: 10EREE
Receiver:
Ttem #: ALOA ALL-in-One Printer Model %5130 Print, Copu, Fax
Line Sq: 0Q0OSQ
Fopt Db: 2416717

Rate Info:

Tranzaction Amount:

Before After
Local Value: 145,934, 67 2.017.25 LR
Exchange Rate: 5.360130 B.d4dddls  P5< per CA%
Fli=Return

2,017.25 CR%
130,931.32- CR%

This screen displays after purchasing or inventory receipt revaluation transaction and pressing ENTER
on the G/L Revaluation History Screen (p. 10-52). Use this screen to review purchasing receipts detail
for the selected transaction line.

All the fields on this screen are display only and cannot be changed.

G/L Revaluation Inquiry Screen - Receipts Pending Invoicing Fields and Function Keys

Field/Function Key

Description

Company The company number and name where the transaction was recorded.
Vendor The vendor number and name for the invoice that was revalued.
Currency The vendor’s trading currency code and description.

PO No The number of the purchase order that was received.

Receiver The receiver used for the PO receipt.

Item # The item number and description of the item that was received.

Line Sequence

The line sequence number of the item in the PO.

Rept Dt

The date the item was received in the warehouse.

Receipt Value

The extended amount of the item received displayed in the vendor’s trading
currency with the currency symbol and the company’s local currency with
that currency symbol.
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G/L Revaluation Inquiry Screen - Receipts Pending Invoicing Fields and Function Keys

Field/Function Key

Transaction Amount

Description

The amount of the transaction that generated the G/L entry in the company’s
local currency with the currency symbol.

Local Value

Before and After company local amounts with the currency symbol.

Exchange Rate Before and After corresponding values for the invoice with the currency
symbols.
F12=Return Press F12=RETURN to return to the G/L Revaluation History Screen (p. 10-52).
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G/L Revaluation Inquiry Screen - Landing Cost

GL REYALUATION TMQUIRY
LC Info; Companuy: 1 A & C Office Supply
WH: 1 Hartford, CT
LC Type: EBroker Fees
Currency: FRF French Francs

Beceipt Info: WYendor: ICEnEE EIG BEW CLOCEK SHOP
FO Mo: 10a362
Receiver:
Rcpt DE: [oEacioFania}

Receipt ¥alue: Z.78 FRm
L4T Uss
Bate Info: Transaction Amount: L29- UEs
Before after
Local ¥Yalue: .18 LT UES
Exchange Rate: 2.333300 .394514 FRE per Us$

Flz=Return_
This screen displays after purchasing or inventory receipt revaluation transaction and pressing ENTER

on the G/L Revaluation History Screen (p. 10-52). Use this screen to review landing cost detail for the
selected transaction line.

All the fields on this screen are display only and cannot be changed.

G/L Revaluation Inquiry Screen - Landing Cost Fields and Function Keys

Field/Function Key Description

Company The company number and name where the transaction was recorded.

WH The warehouse number and name where the transaction was recorded.

LC Type The type of landing cost which is the specific landing factor created in
Warehouse Numbers Maintenance (MENU IAFILE).

Currency The vendor’s trading currency code and description.

Vendor The vendor number and name for the invoice that was revalued.

PO No The number of the purchase order that was received.

Receiver The receiver used for the PO receipt.

Rcpt Dt The date the item was received in the warehouse.
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G/L Revaluation Inquiry Screen - Landing Cost Fields and Function Keys

Field/Function Key Description

Receipt Value The extended amount of the item received displayed in the vendor’s trading
currency with the currency symbol and the company’s local currency with
that currency symbol.

Transaction Amount  The amount of the transaction that generated the G/L entry in the company’s
local currency with the currency symbol.

Local Value Before and After company local amounts with the currency symbol.

Exchange Rate Before and After corresponding values for the invoice with the currency
symbols.

F12=Return Press F12=RETURN to return to the G/L Revaluation History Screen (p. 10-52).
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CHAPTER 11 Maintaining Your Chart of Accounts 1 1

Use the G/L Accounts Maintenance option on the General Ledger File Maintenance Menu (MENU
GLFILE) to set up and maintain your chart of accounts. Use this option to add, change, delete,
suspend, or reinstate G/L accounts. Use this option when setting up your chart of accounts [a.k.a the G/
L Account Master File (GLMST)], and when performing general maintenance to the chart of accounts.

You may run this option only after you have set up the format of the general ledger account number
through G/L Options Maintenance (MENU GLFIL2). G/L Options Maintenance must be performed
first to define the length and number of segments in the G/L account number. If you are planning to use
account codes, you must set them up using Account Codes Maintenance (MENU GLFILE) before you
can key them through this option. Account codes are used to classify accounts into categories to
simplify account selection when defining statement formats, report printing, etc.

If your general ledger account number contains edited segments, use Segment Values Maintenance
(MENU GLFILE) to define valid segment values by company.

NOTE: Use caution in maintaining security on a general ledger account to prevent
locking yourself out of the account record. A warning message will appear if your
changes are going to cause a lockout.

You can print a listing of the defined accounts, using the G/L Accounts Listing option.

G/L Accounts Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

G/L Account Selection Screen Use to specify the account to add, change, delete,
suspend, or reinstate.
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Title

G/L Account Maintenance Screen

Purpose

Use to specify information about the account, such as its
short name, account type, normal balance, and so on.

Default Segment Value Screen

Use to define the default segment values for the account
number.
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G/L Account Selection Screen

Function:

Compatiy?

Acct Mao:

Duplicate Data:

Find:
andsar
Mask:

Gl ACCOUNT MATHTEMAMCE

_ (A, C, [, 5, or R

1,

Div, Account. Sub

i (M)

Fa=Exit F5=5eg Dft

This screen displays after selecting option 1 - G/L Accounts Maintenance from the General Ledger

File Maintenance Menu (
general ledger accounts.

MENU GLFILE). Use this screen to add, change, delete, suspend, or reinstate

G/L Account Selection Screen Fields and Function Keys

Field/Function Key

Function

Description

Key A to add a new account number. This makes the account available for
use throughout General Ledger.

Key C to change existing account information.
Key D to delete an existing account. Accounts may be deleted if:

« o transactions have been posted to the account (no data in the G/L Detail
File (GLDET) or the G/L Summary File (GLSUM).

 unposted detail transactions do not exist for the current year or any
previous year.

+ there are no budgets entered for this account.

Key S to suspend an account. The suspended account will not be available
for G/L Transaction Entry, editing or posting. However, screens and reports
will still show information for the account.

Key R to reinstate a suspended account. The account becomes available for
use throughout General Ledger.

(A 1) Required
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G/L Account Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

Key the company for which accounts are being defined.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Acct No

Key the number of the account to add, change, delete, suspend, or reinstate.
Default Value: None, unless specified through the Default Segment Screen.
Valid Values:

« Cannot be blank

« The number of digits in the segment cannot exceed the segment length

« The first segment can never be zero.

« Ifthe Edit flag is set to Y for a particular segment, as defined through G/L
Options Maintenance (MENU GLFIL2), then that particular segment of
the account number cannot be zero.

+ First character must be a digit (0-9), or a letter (A - Z for a Short Name)

+ Cannot contain embedded blanks (meaning blanks in the middle of the
account number).

(A 25) Required

Dft

This field appears only if you have keyed defaults on the Default Segment
Value Screen (p. 11-16). The default is an aid to reduce the number of
keystrokes required to key an account number. This field displays directly
beneath the Acct No field. The default values are from the Default Segment
Value Screen (p. 11-16) which is displayed by pressing F5=SEG DFT.

One or more default segment values for the account number may be defined.

NOTE: If your account consists of only a single segment, then you
cannot specify segment defaults.

Display
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G/L Account Selection Screen Fields and Function Keys

Field/Function Key

Duplicate Data

Description

Used to determine if account information keyed for the previous account
should be duplicated when entering a new account. The account description,
account codes, account type, and normal balance are duplicated. This is
useful when you are setting up similar accounts.

Key Y to duplicate the information keyed for the previously maintained
account; at least one account must have been added before this field can be Y.

Key N to leave the account description, account codes, account type, and
normal balance blank when adding new accounts.

NOTE: The first account added always contains blank account codes,
account description, account type, and normal balance.

Default Value: N
(A 1) Required

Find

Search words help you to find accounts without knowing the account
number. Use search words to activate the G/L Account Search. Up to 10
characters per word may be entered and can appear in any order. Any
account number that contains all of the characters entered will display.

Key the search words to find a G/L account number.
(A 40) Optional

Mask

In addition to (or in place of) search words (Find field), account masks may
be entered to activate the search. An account mask is a pattern of digits that
match the account numbers you want to work with. For areas of the account
number that are not known, key an X in that position. If a segment in the
mask contains a digit, then the segment is padded to the left with zeros. If a
segment in the mask contains one or more X‘s, then the segment is padded to
the left with X°s.

Example: Assume you have 3 segments with lengths 2-3-4. If you keyed
X.1.5X, it will be translated to XX.001.005X. Default segment
values are ignored when entering a mask.

(A 29) Optional
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G/L Account Selection Screen Fields and Function Keys

Field/Function Key

Description

Type To limit the search, enter an account type. Only accounts with the type
selected in this field will display: Key one of the following:
» Afor asset accounts
« L for liability accounts
« E for expense accounts
| for income accounts
* Q for equity accounts
Blank will not limit the accounts displayed based on the account type.
Valid Values: A,L,E, 1, Q
(A 1) Optional
F3=Exit Press the F3=ExiT function key to exit this option and return to the menu.
F5=Seg Dft Press the F5=Sec DFT function key to display the Default Segment Value
Screen (p. 11-16). Use the Segment Default Screen to maintain a series of
accounts with the same account number segment values. Defining default
segment values will reduce the keystrokes required to identify an account
number.
Enter Press ENTER to confirm your selections.

If you keyed search criteria in the Find, Mask, or Type fields, the G/L
Account Search Screen (p. 11-7) appears.

Otherwise, the G/L Account Maintenance Screen (p. 11-11) appears.
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G/L Account Search Screen

GL ACCOUMNT SEARCH A% C Office Supply
Div, Account, Sub Description Mame  Tup Bal 5t=
1 G0l QERLOR0, OEE Cash SAY- 321006 CASH A D
2 Be1.0001100, 008 Accounts Receivable Hartford AR1 A D
3 A1, QOE1ZA0, QEE Irnwentory Warehouse 1 INY1 A D
4 [, Oe1Ea, QEE Inventory Warebouse 1 IGL=MA office m IWYI0 A D
9 QL. 001216, 000 Damaged Inwventory WH 1 DIMYL A D
B AL, A0E1LEZEH, QEE Mon- Inventory Warehousze 1 MIHY A D
T 001.0001110.000 Finance Charge ASR FLCAR A D
d OOl.0001300. 008 Purchase Price Yariance PRy E D
9 A1, 0001400, 000 In Transit Inw Company 1 ITRML A D
10 o1, 0001400, 022 Mo Longer Used Account A D 35
11 Oe1. 0001400, 083 In Transit Iny Company 2 ITRHZ A D
17 001, 00015600, 000 Due From Company 2 DFCOz A D
More.
Selection: _, Finds
andsor Div.Account. Sub
Mazk:  DRLGOOEMEE G L Tupe: |,
FZ=Account Mumber Only F17=Return

This screen displays after keying G/L account search selection criteria on any screen throughout
Distribution A+ in which this ability is provided. Those account numbers which match the search
words entered are displayed. You may enter different selection criteria on this screen, or may select the
account that you wish to maintain.

NOTE:

This is a roll screen. More... appears at the bottom of a roll screen to indicate that

more data is available for viewing. Last appears at the bottom of the last screen of
data. To scroll through information on roll screens press:

* PAGE DOWN or SHIFT-RoLL Fwp to display the next screen

* PAGE UP or SHIFT-RoLL Back to display the previous screen.

G/L Account Search Screen Fields and Function Keys

Field/Function Key

(Reference Number)

Description

Used to reference an account displayed on this screen. Key this number in
the Selection field to select an account.

Display
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G/L Account Search Screen Fields and Function Keys

Field/Function Key Description

G/L Account No/ Displays the G/L account number only, the G/L account description only, or

Description the G/L account number and description, depending on the selection made
with the F2=AccouNT NUMBER ONLY / F2=DESCRIPTION ONLY / F2=ACCOUNT/
DESCRIPTION toggle key.

The G/L account(s), meeting the search selection criteria, are displayed.

If an account description contains words or partial words which were entered
in the Find field, or if an account number contains a value or set of values
entered in the Mask field, that G/L account number and/or description is
displayed in this column. Furthermore, only the accounts which are the
account type specified in the Type field are displayed.

When the account number is displayed, the account number format (number
of segments and segment lengths) is displayed in the account number
heading.

Display

Name The short name for this account. The short name is used as a keying aid.
Short names may be used instead of account numbers in General Ledger.

Display

Typ The account type for this account:
» Afor asset account
L for liability account
« E for expense account
| for income account

* Q for equity account

Display

Bal The normal balance for this account:
» D if the normal balance for this account is a debit balance.
« C if the normal balance for this account is a credit balance.

The normal balance may be changed at any time.
Display

Sts The status of this account:
+ Sifthe status is suspended
« Blank, otherwise
Display
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G/L Account Search Screen Fields and Function Keys

Field/Function Key

Selection

Description

Used to key the reference number of the G/L account to maintain.

If the account that you wish to modify is not displayed through this search,
you may enter different search criteria in the Find, Mask, or Type fields on
this screen.

Valid Values: Any reference number displayed on the upper portion of this
screen

(N 2,0) Optional

Find

Search words help you to find accounts without knowing the account
number. Use search words to activate the G/L Account Search. Up to 10
characters per word may be entered and can appear in any order. Any G/L
account number that contains all of the characters entered will display.

Key the search words to find a G/L account number.
(A 40) Optional

Mask

In addition to (or in place of) search words (Find field), account masks may
be entered to activate the search. An account mask is a pattern of digits that
match the account numbers you want to work with. For areas of the account
number that are not known, key an X in that position. If a segment in the
mask contains a digit, then the segment is padded to the left with zeros. If a
segment in the mask contains one or more X‘s, then the segment is padded to
the left with X°s.

Example: Assume you have 3 segments with lengths 2-3-4. If you keyed
X.1.5X, it will be translated to XX.001.005X. Default segment
values are ignored when entering a mask.

(A 29) Optional

Type

To limit the search, enter an account type. Only accounts with the type
selected in this field will display: Key one of the following:

« Afor asset accounts

L for liability accounts
« E for expense accounts
| for income accounts

* Q for equity accounts

Blank will not limit the accounts displayed based on the account type.
Valid Values: A,L,E, 1, Q
(A 1) Optional

F2=Account Number
Only / F2=Description
Only / F2=Account/
Description

Use the F2=AccouNT NUMBER ONLY / F2=DESCRIPTION ONLY / F2=ACCOUNT/
DescripTION function key to toggle between displaying the account number
only, account description only, or both the account number and description,
of the accounts selected through the G/L Account Search.
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G/L Account Search Screen Fields and Function Keys

Field/Function Key Description

F12=Return Press F12=RETURN to return to the previous screen without saving any
changes.
Enter Press ENTER to confirm your selections.
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G/L Account Maintenance Screen

ACCOUWT THFORMAT IO CHAMGE
CompatiL: 1A%C Office Suppluy
Div, Account. Sub
Acct Mot QL. QEELOEE, QEE Desct Cazh .. . o,
Internal: 1 AAN-IRAAEE L
Short Mame: CASH
oot Type: A (B, L, E, T or )
Morm Bal: [ [ or C)
ACCOUWT CODEST 1: ... ..
2.
-
dr .
T HE
Co  Div.Account. Sub
Tranzsfer Boot .
Fe=Dizt Acct Maint F1Z=Return

This screen appears after you press ENTER on the G/L Account Selection Screen (p. 11-3). Use this
screen to perform maintenance on the selected account. Data may be keyed in the fields only if you are
in the add or change mode. You cannot change any fields if you are in the delete, suspend, or reinstate

mode.

G/L Account Maintenance Screen Fields and Function Keys

Field/Function Key

Function

Description

This field displays the function being performed for this segment value:
ADD, CHANGE, DELETE, SUSPEND or REINSTATE.

Display

Acct No

The account number keyed on the first screen. The account number format
(number of segments and segment lengths) is displayed directly above the
account number.

Account number segments are padded with zeroes to the left of each segment
to fill the segment to its defined length.

If a short name was entered on the previous screen, the account that is
associated with the short name is displayed here.

Display

Internal

When in ADD mode, this number will not display.

An internal sequential number translated from your account number used for
programming purposes.

Display
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G/L Account Maintenance Screen Fields and Function Keys

Field/Function Key

Desc

Description

The account description for this account. Two lines are provided.

The Account Search uses this description. All words in the description may
be used for searching. Choose meaningful descriptions to maximize your
ability to search when using transaction group entry and inquiries.

Default Value: None

Valid Values; First line must contain at least one character
(2 @ A 25) Required

Short Name

The short name is used as a keying aid. Enter any name or characters. Every
short name must be unique within a company.

NOTE: Short names may be used instead of account numbers
anywhere in G/L.

For example, for your telephone expense account you may enter the Short
Name PHONE. Only the Short Name PHONE rather than the full account
number will need to be entered for the account number.

Valid Values:

« Must begin with an alphabetic character (A through Z)
» Cannot contain embedded blanks

» Cannot be used for more than one account

« Must be unique within a company (must not already be used for the same
company)

(A 5) Optional

Acct Type

The account type for this account.
» Afor asset account

L for liability account

« E for expense account

| for income account

* Q for equity account

The account type can be changed; however, if you have statements with this
G/L account number, the statement definition may also need to be changed.

NOTE: If the account type is changed, retained earnings may be
affected if the account type is changed after transactions have
been posted.

Valid Values: A,L,E, I, or Q
(A 1) Required
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G/L Account Maintenance Screen Fields and Function Keys

Field/Function Key

Norm Bal

Description

The normal balance for this account.
Key D if the normal balance for this account is a debit balance.
Key C if the normal balance for this account is a credit balance.

During General Ledger transaction processing, if you do not specify a
transaction as a debit or credit, the normal balance specified in this field is
used.

During report printing, values that are opposite the normal balance will print
with an edit code of DR or CR.

The normal balance may be changed at any time.

Valid Values: D or C
(A 1) Required

ACCOUNT CODES

Key the account code for each account code level (1 through 5) for this
account. Account codes are maintained through Account Codes Maintenance
(MENU GLFILE).

Valid Values: Account code must have been specified in Account Codes
Maintenance (MENU GLFILE)

(5 @ A 5) Optional

SECURITY INFO

These fields only display if the General Ledger company options defined
through G/L Options Maintenance (MENU GLFIL?2) are set for this
company to use account security.

The level (1-9) entered in each of these four fields denotes the minimum
security level that must be assigned to a user in Authority Profile
Maintenance (MENU XASCTY) in order for that user to process this
account when performing the respective function: Inquiry, Transaction Entry,
Reporting, or Maintenance.

An account with a level less than the user’s level for the same function can
not be processed by that user. An account with a level greater than or equal to
the user’s level for the same function can be processed by that user.

Keying 9 will allow every G/L user to access this account. Keying 1 will
allow only those users with a level of 1 to access this account. Keying 5 will
allow users with a level of 1, 2, 3, 4 or 5 to access this account; users with
levels 6, 7, 8 or 9 will be denied access to this account.

(4 @ N 1,0) Required
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G/L Account Maintenance Screen Fields and Function Keys

Field/Function Key

User Group

Description

This field appears only if Distribution A+ user group security has been
activated through G/L Options Maintenance (MENU GLFIL?2) for system
options.

A user group consists of one or more users (members) who are authorized to
access this account. A user is denied access to this account if he/she is not a
member of the user group specified in this field. User group security is
activated through User Groups Maintenance (MENU GLFIL2). This must be
done prior to assigning a user group to this account.

If this field is left blank, a user need not be a member of a user group to
access this account. If this field contains a valid security code, then only
those users who are a member of that user group, and who have the proper
access level are allowed access to this account.

For example, if you want only region 1 managers to view the expenses for
region 1 and region 2 managers to view the expenses for region 2. By
creating security groups “REGI1M?” for region one’s account and “REG2M”
for region two’s account; entering the appropriate users in those groups; and
entering “REG1M” in this field for region one’s account and “REG2M” for
region two’s account, access will be limited.

Valid Values: A valid user group
(A 5) Optional

Transfer Acct

NOTE: Applicable only if the G/L account is an inter-company
transfer account.

Use this field to designate if this is an inter-company transfer account. With
inter-company transfer accounts, Distribution A+ creates journal entries
required in a multi-company environment. When a transfer account is
updated in general ledger, the system will automatically generate entries to
associated accounts in another company and update corresponding accounts
between the two companies.

If this is an inter-company transfer account, key the company and the account
number which will be updated during the General Ledger posting process. If
this is not an inter-company transfer account, leave these fields blank. For
additional information, refer to General Ledger set up procedures described
in the Cross Applications User Guide.

NOTE: In order to use inter-company transfer accounts, you must also
define your Due To/Due From company clearing accounts.
This is accomplished through G/L Transfer Definition. Refer to
the General Ledger Interface User Guide for details.

(N 2,0/A 29) Required/Blank
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G/L Account Maintenance Screen Fields and Function Keys

Field/Function Key

F5=Reinstate

Description

The F5=ReINSTATE function key appears only in REINSTATE mode.

Press the F5=ReINSTATE function key to reinstate an account which has been
suspended.

F6=Dist Acct Maint

Press the F6=DisT AccT MAINT function key to maintain the Distribution
Account Master File. The Distribution Account Maintenance Selection
Screen (p. 14-3) appears where you may add, change or delete a distribution
account.

F12=Return

Press the F12=ReTurN function key to return to the G/L Account Selection
Screen (p. 11-3) without saving any changes.

F24=Delete /
F24=Suspend

The F24=DeLETE / F24=SusPeEND function key appears in DELETE or
SUSPEND mode only.

Press the F24=DeLETE / F24=SusPEND function key to delete or suspend the
selected account. The record will be deleted if you are in DELETE mode;
suspended if you are in SUSPEND mode. You will be required to press F24 a
second time to confirm deletion/suspension of the record.

Enter

Press ENTER to confirm your selections. The G/L Account Selection
Screen (p. 11-3) appears.
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Default Segment Value Screen

DEFAULT SEGHMEMT YALUES

1. Diviszion e
Z. Account

3. Sub-foccount L

F1Z=Return

This screen appears after you press F5=Sec DFT from the G/L Default Segment Value Screen (p. 11-16).
Use this screen to define the default segment values for the account number when maintaining
accounts. This reduces the number of keystrokes required to key an account number for accounts with

the same segment values.

Default Segment Value Screen Fields and Function Keys

Field/Function Key Description

Segment Number/ The number and name of the account number segment as defined in G/L
Name Accounts Maintenance (MENU GLFILE).
Display
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Default Segment Value Screen Fields and Function Keys

Field/Function Key

Default Segment
Values

Description

These are the default values for the account number segments. Enter the
default values for each segment to be used when entering the account
number.

If the segment is an edited segment (i.e. may only accept specified values)
then the segment must be a valid segment setup through Segment Values
Maintenance (MENU GLFILE). If the segment value has a description (from
the Segment Value File), then the description will appear to the right of the
segment value.

Valid Values;

» The number of digits in the segment value cannot exceed the length of the
segment.

+ If the segment is set up with a value of Y in the Edit field in G/L Options
Maintenance (MENU GLFIL2), then the value entered here must have
been entered through Segment Values Maintenance (MENU GLFIL2).

« At least one of the segments must be left blank.

(N 15,0) Optional

F12=Return Press the F12=ReTUrN function key to return to the previous screen without
saving any changes.
Enter Press ENTER to confirm your selections. The G/L Account Selection

Screen (p. 11-3) appears.

G/L Accounts Listing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title

Purpose

G/L Account Master File Listing Screen Use to specify criteria to limit the accounts included in

the listing.

G/L Account Master File Listing Prints a list of defined accounts that match the limiting

criteria.
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G/L Account Master File Listing Screen

Compatiy?

[inv:
Account:
Sub:

G/l ACCOUMT MASTER FILE LISTIMG
- tof L Show  Page
[esz  Break
,,,,,,,,,,,,,,,, to ... .Y H
,,,,,,,,,,,,,,,, o L il
,,,,,,,,,,,,,,,, to 999 ...........
Account Code 17 ... ta? L,
Accoumt Code 2 ... ta? oL,
Account Code 3% .. ta? L,
Account Code 47 .. ta? oL,
Account Code 5% .. ta? L,
Account Tupe:
F3=Cancel

This screen appears after you select option 11 - G/L Accounts Listing option from the General Ledger
File Maintenance Menu (MENU GLFILE). Use this screen to print the G/L Account Master File

Listing (p. 11-21).

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To

Ranges.

G/L Account Master File Listing Selection Screen Fields and Function Keys

Field/Function Key

Description

Company Key a range of the companies to print. To print all companies leave both
fields blank.
(2 @ N 2,0) Optional
G/L Account Number Key the range of account number segments to print. To print all account
Segments numbers, leave these fields blank.

The account number segments displayed for selection are those you specified
when defining the account number through G/L Options Maintenance
(MENU GLFIL2).

NOTE: The last segment to value defaults to all 9s. If you remove these
9s and leave the last segment to value blank, only those
accounts with a last segment value of zero will be included in
the report.

(upto 5 @ N 15,0) Optional
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G/L Account Master File Listing Selection Screen Fields and Function Keys

Field/Function Key

Show Description

Description

For each account number segment, this field specifies whether or not you
want the description of the segment value to print every time the segment
value changes.

Key Y to print the segment description. The description of the segment that
has been entered through Segment Values Maintenance (MENU GLFILE)
will print.

Key N to suppress the printing of descriptions.

NOTE: This field will display only for those segments that have been
defined as edited segments in system options, G/L Options
Maintenance (MENU GLFIL2).

Valid Values: Y, N
(A 1) Required

Page Break

For each account number segment, this field specifies whether or not the
listing will print on a new page when the segment value changes. A page
break is not valid for the last segment defined.

Key Y to print a new page when the segment value changes.
Key N to print new segment values on the same page.

Valid Values: Y, N
(A 1) Required

Account Codes

This is the range of account codes (1-5) to print.

The Account Code must have been specified in Account Codes Maintenance
(MENU GLFILE).

(A 5) Optional

Account Type

Key the account type to print. The report will print for one of the following:
» Afor asset accounts

+ L for liability accounts

» E for expense accounts

+ | for income accounts

» Q for equity accounts

 Blank to print all account types

Valid Values: A, L, E, I, Q, blank
(A 1) Optional

F3=Cancel

Press the F3=CanceL function key to cancel this option and return to the G/L
File Maintenance Menu (MENU GLFILE).
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G/L Account Master File Listing Selection Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm your selections. The Report Options Screen appears.
Refer to the Cross Applications User Guide for details about this screen.
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G/L Account Master File Listing

GLB05 06/22/11 20.46.43 G/L ACCOUNT MASTER FILE LIST AM/APDEMD  PAGE 1
01-A & C Office Supply
Show  Page
Desc  Break
A1l Companies Al Division Nunbers Y N A1l Account Code 1
A1l Account Numbers N N AN Account Code 2
Sub-Account From: To: 999 N N A1l Account Code 3
A1l Account Types A1 Account Code 4
A1l Account Code §
Short Mame  Acct MNorm |------- Account Codes --------- | Security Levels
Div-Account-Sub Description User Group  Type Bal 1 2 3 4 5 ING TRN RPT HNT
Div: Hartford, CT
004-0001 000-000 Cash CASH A 1] 5 85 9% 4§
SAV-321006
004-0004 000-004 United Mational Bank A 1] 5 9 9% 4§
AIR lock box savings
004-0004 000-002 Bank America A/P Checking A 1] 5 9 9% 4§
CHK-54378
004-0004 004 -000 Cash - Italian Lira A 1] 5 9 9% 9§
004-0004 002-000 Cash - Japanese Yen A 1] 5 85 9% 4§
004-0004 003-000 Cash - German Deutschmark A 1] 5 95 9% 9§
004-0004 004-000 Cash - Mexican Pesos A 1] 5 85 9% 4§
004-0004 005-000 Cash - Canadian Dollars A 1] 5 85 9% 4§
004-0004 006-000 Cash - French Francs A 1] 5 9 9% 9§
004-0004 007-000 Cash - U5 Dollars A 1] 5 85 9% 4§
001-0001100-000 Accounts Receivable AR1 A ] 9 9 9 9§
Hartford
001-0001101-000 HasterCard Receivables A D 9 9 9 9§
004-0004402-000 VISA Receivables A 1] 5 85 9% 4§
001-0001103-000 Store Credit Receivables SCAR A 1] 5 95 9% 9§
001-0001104-000 Gift Cards Receivables GCRC A 1] 5 95 9% 9§
001-0001410-000 Finance Charge A/R FCAR A 1] 5 95 9% 9§

This is a listing of accounts in the G/L. Account Master File (GLFILE). Records in this file are
maintained through G/L Accounts Maintenance (MENU GLFILE).

G/L Account Master File List

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page

number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

G/L Account Number

The account number is displayed in the format (number of segments and
segment lengths) defined in G/L Options Maintenance (MENU

GLFIL2).

Short Name

The short name is used to provide quick reference to the account. The
short name is unique for each account. It may be used in place of the
account number when keying accounts.
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G/L Account Master File List

Report/Listing Fields

Acct Type

Description

This is the account type for this account:
+ A for asset account

L for liability account

» E for expense account

| for income account

* Q for equity account

Norm Balance

This is the normal balance of this account. The normal balance is used as
a default during Transaction Entry if the account is not specified as a
debit or credit.

A D prints if the normal balance is a debit amount.

A C prints if the normal balance is a credit amount.

Account Codes

These are the account codes used to classify this account. Account codes
are defined in Account Codes Maintenance (MENU GLFILE).

Security Levels

These fields display only if account level security is active. Account
level (user) security is activated for the company in G/L Options
Maintenance (MENU GLFIL2).

User Group

The single user group that has access to this account. If no user group is
printed then user group security is not active for this account. Adding or
deleting users from a user group is performed through User Groups
Maintenance (MENU GLFIL2).
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Use the Segment Values Maintenance option on the General Ledger File Maintenance Menu to define
the valid segment values used for one or more of the segments in the account number.

A segment is a portion of your account number such as division, department, or cost center. There are
two types of segments: edited and non-edited. If you are not certain of how many segments you have in
your account number as well as which ones are edited or non-edited, then use G/L Accounts
Maintenance (MENU GLFILE) to review this information. The Transaction Entry section of this
manual also contains additional information about account segments.

An edited segment allows only certain values when keying account numbers throughout G/L. For
example, if your division segment is edited, you may key only account numbers containing a valid
division. If you have two divisions (1 and 2), you will never be allowed to accidentally key an account
number for a non-existing division (such as 3). Use this option to indicate which segment values are
valid in G/L.

A non-edited segment allows any values when keying account numbers throughout G/L. If your
division segment is not edited, you may key any division number when keying an account number.

You must use this option to enter valid values for all edited segments. All valid segment values for
edited segments must be entered through this option. For example, assume you have set up the division
segment as an edited segment. [This is done through G/L Options Maintenance (MENU GLFIL2)].
Assume also that you have three Divisions: 001, 002, and 003. You must define all three Divisions as
valid segments through this option. If you define Divisions 001 and 002, but not Division 003, then no
new G/L accounts may be added for Division 003. Editing and validating segments is useful in
reducing keying errors when entering G/L accounts. You may optionally use this option to enter values
for non-edited segments. There are two advantages to doing this:

» The Segment Description will be displayed on the Segment Value Maintenance Selection Screen (p.
12-3). This is useful if users do not have segment values memorized.

¢ The G/L Account File Master Listing [G/L Accounts Listing (MENU GLFILE)] will print these
Segment Descriptions.

If a segment may contain an indefinite number of values, it is best to leave the segment non-edited.

You can use the Segment Values Listing option to print a list of the segment files you define.




Infor Distribution A+ General Ledger User Guide

Segment Values Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose
Segment Value Maintenance Selection Use to specify the segment value to add, change, or
Screen delete.

Segment Value Maintenance Description  Use to specify the segment value description.
Screen
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Segment Value Maintenance Selection Screen

SEGHMEMT WALUE MATMTEMANCE CHAMGE
Compaty: 1 A& C Office Supply

Seqment 1: Division

Yalue: a1

F1Z=Return

This screen appears after selecting option 2 - Segment Values Maintenance (MENU GLFILE) option
from the General Ledger File Maintenance (MENU GLFILE). Use this screen to define the valid
segment values used for one or more of the segments in the account number.

Segment Value Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Function Used to define the type of operation to perform on the selected record.
Key A to add a segment value.
Key C to change the description of a segment value.

Key D to delete a segment value. Only segments which have no
corresponding G/L account numbers in the G/L Account Master File
(GLMST) may be deleted. For example, the Segment Value for Division 003
may be deleted only if no G/L account numbers are set up for Division 003.
Otherwise, the segment should be suspended.

Key S to suspend a segment value. Suspending a segment prevents any new
accounts within this segment from being added.

Key R to reinstate suspended segment values.
(A 1) Required
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Segment Value Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

The number of the company for which segment values will be maintained.
Segment Values are company specific.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Segment

The number of the segment to validate. This number must correspond to a
segment that has been entered through G/L Options Maintenance (MENU
GLFIL2).

Valid Values: The number of any account number segment which has been
set up in G/L Options Maintenance (MENU GLFIL2).

(N 1,0) Required

Value

The Segment Value is the number being validated for use throughout
General Ledger.

(N 15,0) Required

F3=Exit

Press the F3=ExiT function key to exit from this screen without saving any
changes. The General Ledger File Maintenance Menu (MENU GLFILE)
appears.

Enter

Press ENTER to confirm your selections. The Segment Value Maintenance
Description Screen (p. 12-5) appears.
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Segment Value Maintenance Description Screen

SEGHMEMT WALUE MATMTEMANCE CHAMGE
Compaty: 1 A& C Office Supply

Seqment 1: Division

Yalue: [a3

Dezcription: Chisago,, IL ...

F1Z=Return

This screen appears after you press ENTER from the Segment Value Maintenance Selection Screen (p.
12-3). Use this screen to enter the description of the account number segment value. Also use this
screen to delete, suspend or reinstate a account number segment value.

Segment Value Maintenance Description Screen Fields and Function Keys

Field/ Function Key

Function

Description

Displays the function being performed for this segment value. This will
display ADD, CHANGE, DELETE, or REINSTATE.

Display

Segment

The segment number/description that was selected on the prior screen. The
segment description was defined in G/L Options Maintenance (MENU
GLFIL2).

Display

Value

The segment value entered on the previous screen.

Display

Segment Description

This is a description of the segment value (i.e. what the segment value
represents). The segment value description is used on various inquiries and
reports. This field is protected if you are in delete, suspend, or reinstate
mode.

(A 15) Required
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Segment Value Maintenance Description Screen Fields and Function Keys

Field/ Function Key

F5=Reinstate

Description

The F5=REeINSTATE function key only displays REINSTATE mode.

Press thie F5=ReINSTATE function key to reinstate a suspended record.

F12=Return

Press the F12=ReTurN function key to return to the previous screen without
saving any changes. The Segment Value Maintenance Selection Screen (p.
12-3) appears.

F24=Delete /
F24=Suspend

The F24=DeLETE / F24=SusPeND function key may be used only in DELETE or
SUSPEND mode.

Press the F24=DeLETE / F24=SuspPeEND function key to delete or suspend the
selected record.

Enter

Press ENTER to confirm your selections. The Segment Value Maintenance
Description Screen (p. 12-5) appears.

G/L Segment Value Listing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

G/L Segment Value Listing Selection Use to specify the segment value to add, change, or
Screen delete.

G/L Segment Value Listing Use to specify the segment value description.
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G/L Segment Value Listing Selection Screen

Lol SEGHEMT YALUE FILE LIST

Selection

Company? . tof
Segment # 1: . (/M)
Segment # 2: . (/M)
Segment # 3: . (/M)

F3=Cancel

This screen displays after selection option 12 - G/L Segment Value Listing (MENU GLFILE).

Use this screen to print a listing of the G/L Segment Value File (GLSEG). It prompts you to select the
company range to print and allows you to select the G/L account number segments to print.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

G/L Segment Value Listing Selection Screen Fields and Function Keys

Field/Function Key Description

Company Key a range of the companies to include and which segment values to print.
(2 @ N 2,0) Optional

Segment (1-5) This field is used to determine if the values for the listed general ledger
account number segment should be printed on the segment value listing.

One to five segment value prompts display on this screen depending on the
number of segments in your general ledger account number as defined in G/L
Options Maintenance (MENU GLFIL2).

Key Y to print the values for this segment on the listing.

Key N if you do not want to print the segment values for this segment on the
listing.
(upto 5 @ A 1) Required
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G/L Segment Value Listing Selection Screen Fields and Function Keys

Field/Function Key Description

F3=Cancel Press the F3=CanceL function key to cancel this option and return to the
menu.
Enter Press ENTER to confirm your selections. The Report Options Screen appears.

Refer to the Cross Applications User Guide for details about this screen.
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G/L Segment Value Listing

6L835 06/Z2/11 20.46.51

Sequent Number

pL83s 06/22/111 20.46.54
Sequent Number

6L835 06/22/11 20.46.51

Segnent Number

AN Companies Segment Mumbers: 1 2 3

G/L SEGMENT VALUE FILE LIST AM/APDEMD  PAGE 1
01-A & C Office Supply
Sequent Value Description Suspend Code
0t Hartford, CT
002 Dallas, TX
003 Chicago, IL
G/L SEGMENT VALUE FILE LIST AM/APDEHD  PAGE 1
02-B & B Office Supply
Sequent Value Description Suspend Code
0t Los Angeles, CA
002 Seattle, WA
G/L SEGMENT VALUE FILE LIST AM/APDEHD  PAGE 1
03-The Office Connection
Seguent Value Description Suspend Code
"""""" o Ontario, Cansia

This is the listing of the G/L Segment Value File (GLSEG). This file is maintained through G/L
Segment Values Maintenance (MENU GLFILE)

G/L Segment Value List

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

Segment Number

This number represents the specific segment of the is the account
number segment. In G/L Segment Value Listing (p. 12-9) segment 1 is the
division of the account.

Segment Value

These are the valid values which may be keyed when entering this
account number segment throughout General Ledger. These values apply
for the corresponding segment number.
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G/L Segment Value List

Report/Listing Fields Description

Suspend Code If this segment value has been suspended through Segment Values
Maintenance (MENU GLFILE). The letter S is printed in this column. If
the record is not suspended, the column is blank.
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Use the Account Codes Maintenance option on the General Ledge File Maintenance Menu (MENU
GLFILE) to add, change, or delete account codes used in General Ledger. Account codes are used to
categorize G/L accounts, and may be used when printing financial statements or G/L reports.

Example:

You may want to set up an account code called “PAYR” for a payroll account. In G/L Accounts
Maintenance (MENU GLFILE), you may set up five different account codes for each G/L
account. Account code 1 is a major account code and account codes 2 through 5 are used to sub-
divide account code 1. For account code 1 “PAYR” (payroll), you may have the following:
Account code 2 “FTP” (full-time payroll) or account code 2 “PTP” (part-time payroll).

Use the Account Code Listing option to print the a list of general ledger account codes.

Account Codes Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose
Account Code Maintenance Selection Use to specify the account code to add, change, or
Screen delete.

Account Code Maintenance Update Screen Use to specify the account code description.
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Account Code Maintenance Selection Screen

ACCOUWT CODE MATMTENAMCE
Function: _ A, Cor D
Compary? a1,
Account Code #:
Account Code? ., ..
F3=Exit

This screen appears after selecting option 3 -Account Codes Maintenance from the General Ledger
File Maintenance Menu (MENU GLFILE). Use this screen to add, change, or delete account codes
used in General Ledger.

Account Code Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Function The type of operation you wish to perform on the selected account code.

Key A to add an account code. Account codes must be added through this
option before they can be assigned to individual accounts in G/L Accounts
Maintenance (MENU GLFILE).

Key C to change the description of an account code. It may be changed at any
time.

Key D to delete an account code. Only account codes which are not assigned
to individual accounts may be deleted.

(A 1) Required
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Account Code Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

Key the company number for which you are adding, changing, or deleting an
account code.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Account Code #

You may use as many as five account code numbers. Each account code
number represents a different level of categorizing accounts.

Key the appropriate account code #.
Valid Values: 1,2,3,40r5
(N 1,0) Required

Account Code

Key the five character account code used to identify this classification of
accounts.

(A 5) Required

F3=Exit Press the F3=ExiT function key to exit from this screen without saving any
changes. The General Ledger File Maintenance Menu (MENU GLFILE)
appears.

Enter Press ENTER to confirm your selections. The Account Code Maintenance

Update Screen (p. 13-4) appears.
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Account Code Maintenance Update Screen

ACCOUNT CODE MAIMTEMAMCE K

Compaty: 1 A% C Office Supplu
Account Code #: 1
Account Code: PROJ

Description:

Fl#=Previous

This screen appears after you press ENTER from the Account Code Maintenance Selection Screen (p. 13-
2). This screen allows you to enter a description for the account code which was selected on the

previous screen.

Account Code Maintenance Update Screen Fields and Function Keys

Field/Function Key

Company

Description

The company number for which you are adding, changing, or deleting an
account code.

Display

Account Code #

The account code number selected to represent a different level of
categorizing accounts.

Display

Account Code

The five character account code used to identify this classification of
accounts.

Display

Description

The description of the account code selected. This field is protected if you
are in DELETE mode.

(A 15) Required

F12=Previous

Press the F12=Previous function key to return to the previous screen without
saving any changes. The Account Code Maintenance Selection Screen (p. 13-
2) appears.
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Account Code Maintenance Update Screen Fields and Function Keys

Field/Function Key Description

F24=Delete The F24=DeLeTE function key appears in delete mode only.

Press the F24=DeLeTE function key to delete the selected account code.

Enter Press ENTER to confirm your selections. The Account Code Maintenance
Selection Screen (p. 13-2).

Account Code Listing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

G/L Account Code Listing Selection Screen Use to specify the range of companies and account code
numbers to include.

G/L Account Code Listing Prints a list of account codes that match the limiting
criteria.
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G/L Account Code Listing Selection Screen

GAL ACCOUNT CODE L TSTING

Selection
Company? . taof
Account Code #: .. to

F3=Cancel

This screen appears after selecting option 13 - Account Code Listing from the General Ledger File
Maintenance Menu (MENU GLFILE). Use this screen to limit the records in the G/L Account Code
File (ORCTL) to include on the G/L Account Code Listing (p. 13-8) by company and/or account code
number.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

G/L Account Code Listing Selection Screen Fields and Function Keys

Field/Function Key Description

Company Key a range of the companies to print.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(2 @ N 2,0) Optional

Account Code # This is the number of the account code level to print.
Valid Values: 1-5
(2 @ N 1,0) Optional
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G/L Account Code Listing Selection Screen Fields and Function Keys

Field/Function Key Description

F3=Cancel Press the F3=CancEL function key to cancel this report and return to the G/L
File Maintenance Menu (MENU GLFILE).

Enter Press ENTER to confirm your selections. The Report Options Screen appears.
Refer to the Cross Applications User Guide for details about this screen.
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G/L Account Code Listing

GLE2 06/22111 20.46.%8 /L ACCOUNT CODE LIST AMIAPDEHD  PAGE 1
0f-A & C Qffice Supply
AT1 Companies AT Account Codes
Fecount Code # Account Code Destription
! EAST Eastern Sales
1 WEST Western Sales
] SALES Sales Accounts

This is a listing of accounts that are contained in the G/L Account Code File (ORCTL). Records in this
file are maintained through Account Codes Maintenance (MENU GLFILE).

G/L Account Code List

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

Account Code #

You may use as many as five account code numbers. Each account code
number represents a different level of categorizing accounts. Account
code numbers are used in MENU GLSTMT to define statements, G/L
Report Writer (MENU GLREPT) and other reports.

Account Code

This is the account code (up to five characters) for the corresponding
account code number.

Description

The description of the account code assigned to the Account Code #..
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Use the Distribution Accounts Maintenance option on the General Ledger File Maintenance Menu
(MENU GLFILE) to add, change, or delete distribution accounts used in General Ledger. A
distribution account is a single account number representing more than one (up to 20) general ledger
account. Distribution accounts can only be used in Accounts Payable; they cannot be used in Accounts
Receivable.

Each distribution account is assigned a percentage indicating the proportion of the total amount of the
distribution account assigned to the individual account. Therefore, a single transaction may affect up to
20 accounts, depending on how the distribution account is defined.

Example:

Assume you receive one monthly telephone bill. Since several departments in your organization
use the telephone, this expense must be distributed among these departments. If the sales
department is responsible for 40% of telephone expenses, customer service is responsible for
40%, and administration is responsible for the remaining 20%, use a distribution account.

The distribution account for telephone expenses is keyed in Transaction Entry as $1000, the sales
department expense account is debited $400, the customer service expense account is debited
$400, and administration’s expense account is debited $200 when the transaction is posted.

Each distribution account (called the “parent” distribution account) must contain at least two “level 1"
accounts. A level 1 account may be a regular general ledger account (non-distribution) or another
distribution account which has already been defined through this option. If a level 1 account is a
distribution account, it must contain at least two “level 2" accounts. Level 2 accounts must be regular
general ledger accounts (non-distribution) and may not be distribution accounts.

If you are creating a distribution account which contains another distribution account at level 1, be
certain that the level 1 distribution account is created prior to creating the parent distribution account.

Use the Distribution Accounts Listing option to print a list of the accounts and their percentages which
make up each distribution account. Use this listing to edit the entries made during Distribution
Accounts Maintenance (MENU GLFILE). If an account contained in a distribution account is
suspended, not on file, is a distribution account at level 2, or if you are not authorized to that account,
an error message is printed.
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Distribution Account Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Distribution Account Maintenance Use to specify the distribution account to add, change,
Selection Screen or delete.

Account Distribution Screen Use to specify the accounts which are included in the

distribution account.

Account Distribution Verification Screen ~ Use to verify the account distribution and percentages.
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Distribution Account Maintenance Selection Screen

DISTRIBUTION ACCOUNT MATMTEMAMCE

Function: L (A, C, o I
Company? o1
Div. Account. Sub
Acct Nao: L T T

Start Year: A
Start Periocd: [

Finds
andsor Div, Account. Sub
Mask:

Fa=Exit

This screen appears after selecting option 4 - Distribution Account Maintenance from the General
Ledger File Maintenance Menu (MENU GLFILE). Use this screen to add, change or delete
distribution accounts used in General Ledger.

Distribution Account Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Function The type of operation you wish to perform on the selected distribution
account.

Key A to add a distribution account. Distribution accounts must have been
defined in the chart of accounts through G/L Accounts Maintenance (MENU
GLFILE)

Key C to change a distribution account. It may be changed at any time.

Key D to delete a distribution account.
(A 1) Required
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Distribution Account Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

Key the number of the company for which distribution accounts are being
added, changed, or deleted.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Acct No

Key the general ledger account number of the distribution account.

A distribution account number may be entered in one of two ways as
discussed on page -.

Valid Values: The number of digits in the segment cannot exceed the
segment length; the first character must be a digit (0-9), data entry separator
(defined in G/L Options), or a letter (A - Z for a short name); the value of an
account number segment cannot be 0; may not contain embedded blanks
(blanks in the middle of the account number)

(A 25) Required

Start Year

Key the first fiscal year in which the distribution account is activated.
(N 2,0) Required

Start Period

Key the first period of the fiscal year in which the distribution account is
activated. This must be a valid fiscal period for the specified company.

Fiscal periods are defined through Fiscal Calendar Maintenance (MENU
GLFIL2).

(N 2,0) Required

Find

Search words help you to find accounts without knowing the account
number. Use search words to activate the G/L Account Search. Up to 10
characters per word may be entered and can appear in any order. Any G/L
account number that contains all of the characters entered will display.

Key the search words to find a G/L account number.
(A 40) Optional
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Distribution Account Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Mask

Description

In addition to (or in place of) search words (Find field), account masks may
be entered to activate the search. An account mask is a pattern of digits that
match the account numbers you want to work with. For areas of the account
number that are not known, key an X in that position. If a segment in the
mask contains a digit, then the segment is padded to the left with zeros. If a
segment in the mask contains one or more X‘s, then the segment is padded to
the left with X°s.

Example: Assume you have 3 segments with lengths 2-3-4. If you keyed
X.1.5X, it will be translated to XX.001.005X. Default segment
values are ignored when entering a mask.

(A 29) Optional

Type

To limit the search, enter an account type. Only accounts with the type
selected in this field will display: Key one of the following:

« Afor asset accounts

« L for liability accounts
« E for expense accounts
| for income accounts

» Q for equity accounts

Blank will not limit the accounts displayed based on the account type.
Valid Values: A,L,E, 1, Q
(A 1) Optional

F3=Exit

Press the F3=ExiT function key to exit from this screen without saving any
changes. The G/L File Maintenance Menu (MENU GLFILE) appears.

Enter

Press ENTER to confirm your selections.

If you keyed search criteria in the Find, Mask, or Type fields, the appears.
Otherwise, the Account Distribution Screen (p. 14-6) appears.
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Account Distribution Screen

ACCOUNT DISTRIEUTION CHAKGER
Div, Account. Sub %
0O ARATRIE. 002 . 353 Con)
e o 33.3
0oL, gpaTALE. e 33
Fl12=Return

This screen appears after you press ENTER from the Distribution Account Maintenance Selection
Screen (p. 14-3). Use this screen to key the individual accounts which are distributed among the
selected distribution account. Transaction amounts keyed for the distribution account number will be
distributed by the respective percentage for each account keyed on this screen.

Account Distribution Screen Fields and Function Keys

Field/Function Key Description

Function The function being performed for this distribution account. It may be ADD,
CHANGE, or DELETE.

Display
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Account Distribution Screen Fields and Function Keys

Field/Function Key

Account Number

Description

The numbers of the accounts receiving the distribution. An account number
may be defined only once for the same distribution. You must define at least
two accounts and no more than 20 accounts in the distribution.

Certain account numbers are not valid. An error message will print on the
Distribution Accounts Listing (MENU GLFILE) for any of the following
reasons:

« An account which does not exist is specified in the distribution.
« An account which is suspended is specified in the distribution.

« An account which is a distribution account is specified at level 2.
However, a distribution account may be specified at level 1.

* An account to which you are not authorized is specified in the
distribution.

(A 25) Required

%

The percentage of the distribution that each account number receives. The
percentage total must equal 100%.

The format of this field is one decimal place.
(N 3,1) Required

F12=Return

Press the F12=ReTurN function key to return to the Distribution Account
Maintenance Selection Screen (p. 14-3) without saving any changes which
have been made on this screen.

Enter

Press ENTER to confirm your selections. The Account Distribution
Verification Screen (p. 14-8) appears.
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Account Distribution Verification Screen

ACCOUNT DISTRIBUTION
Co  Diw, Account. Sub i
1 001, 0007140, Q0% Postage - Sales Dept. GO
1 001.0007140.003 Postage - Admn & WH Dept. 40,0
Fli=Return

This screen appears after you press ENTER from the Account Distribution Screen (p. 14-6). This screen is
used to verify the selections made on the Account Distribution Screen (p. 14-6). The accounts and their
percentages of the distribution account are displayed.

Account Distribution Verification Screen Fields and Function Keys

Field/Function Key

Company

Description

The numbers of the companies for the account receiving the distribution.
Display

Account Number

The numbers of the accounts receiving the distribution. An account number
may be defined only once for the same distribution. At least two accounts
and no more than 20 accounts may have been defined for the distribution.

Display

%

This is the percentage of the distribution that each account number receives.
The percentage total must equal 100%.

Display

F12=Return

Press F12=RETURN to return to the Account Distribution Screen (p. 14-6) to
change the distribution information.

F24=Delete

The F24=DeLETE function key appears in DELETE mode only.

Press F24=DEeLETE to delete this distribution account.
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Account Distribution Verification Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm the verification of the account distribution. The
Distribution Account Maintenance Selection Screen (p. 14-3) appears.

Distribution Accounts Listing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Distribution Account Listing Selection Use to specify ranges of divisions, accounts, and/or sub-
Screen accounts to limit the listing.

G/L Account Distribution Edit Listing Prints a list of distribution accounts that match the

limiting criteria.
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Distribution Account Listing Selection Screen

GL ACCOUMT DISTRIBUTION FILE EDIT

Compatiy? . taof

Divizian: o
Accounts o
Sub-Account: to

F3=Ewxit

This screen appears after selecting option 14 - Distribution Accounts Listing from the G/L File
Maintenance Menu (MENU GLFILE). Use this screen to select the criteria for which the listing will
print.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

Distribution Account Listing Selection Screen Fields and Function Keys

Field/Function Key Description

Company Key a range of the companies which contain distribution accounts to print.

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Optional

G/L Account Number Key a range of distribution account number segments to print. To print all

Segments account numbers, leave blank. The account number segments displayed for
selection are those that have been specified when defining the general ledger
account number through G/L Options Maintenance (MENU GLFIL2).

(Varies) Optional

F3=Cancel Press the F3=CanceL function key to cancel this listing and return to the
menu.
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Distribution Account Listing Selection Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm your selections. The Report Options Screen appears.
Refer to the Cross Applications User Guide for details about this screen.
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G/L Account Distribution Edit Listing

GL1230 06/22141 20.47.08 G/L ACCOUNT DISTRIBUTION EDIT AH/APDEMD  PAGE 1
Parent % / GL Account Start
Level 1 % / GL Account Year/Par
Level 2% [ GL Account Error Hessage
100% 01/001-0007040-000 Trash Removal Expense 2008/01

3.3 01/001-0007040-002 Trash - Non Recycle
33.38 01/001-0007010-003 Trash - Paper Recyele
33.4% 01/004-0007040-004 Trash - G1ass Recycle

100% 01/001-0007440-000 Postage - distribution 2010101
60.0% 01/001-0007440-002 Postage - Sales Dept.
40.0% 01/001-0007440-003 Postage - Adun & WH Dept

100% 01/002-0007440-000 Postage - distribution 2010104
60.0% 011’001-0307140-002 Postage - Sales Dept.
40.0% 01/001-0007140-003 Postage - Adun & WH Dept

100% 02/001-0007440-000 Postage - distribution 2010104
60.0% 021’001-0307140-002 Postage - Sales Dept.
40.0% 02/001-0007440-003 Postage - Adun & WH Dept

This is a listing of the distribution accounts selected on the Distribution Account Listing Selection
Screen (p. 14-10). For each distribution account, the accounts contained in the distribution account and
their respective percentages are printed on this listing.

If an error exists regarding an account, an error message is printed. Errors are not detected when

keying the accounts through Distribution Accounts Maintenance (MENU GLFILE). Therefore run this
option after keying new distribution accounts to ensure that component accounts are valid.

G/L Account Distribution Edit

Field/Function Key Description

Headings Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

Parent % / G/L Account The total percentage, the account number and account name of the
distribution account.
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G/L Account Distribution Edit

Field/Function Key

Level 1 % / G/L Account

Description

The total percentage, the account number and account name of each
account contained in the distribution account. The total percentages of
these accounts must equal 100%. Other distribution accounts may be
contained in this column.

Level 2 % / G/L Account  The total percentage, the account number and account name of each
account contained in a distribution account in level 1. The sum of these
percentages of these equals the level 1 total distribution percentage. All
accounts at this level (level 2) must not be distribution accounts.

Start Year/Per The starting year and period of the parent distribution account. One value

is printed in this column for each parent distribution account (i.e. the
start year/period of a level 1 account is not printed).

Error Message

An error message associated with an account contained in distribution
account. The error message signifies whether the account specified may
be used in a distribution account. One of four error messages may be
printed in this column:

+ ACCOUNT NOT ON FILE

Means that this component account does not exist in the chart of
account. You can either remove this component account from the
distribution account through Distribution Accounts Maintenance
(MENU GLFILE) or add this account to the chart of accounts through
G/L Accounts Maintenance (MENU GLFILE).

+ ACCOUNT IS SUSPENDED

Means that this account has been suspended in the chart of accounts
through G/L Accounts Maintenance (MENU GLFILE). You can
either remove this component account from the distribution account
through Distribution Accounts Maintenance (MENU GLFILE) or
reinstate this account in the chart of accounts through G/L Accounts
Maintenance (MENU GLFILE).

+ ACCOUNT IS A DISTRIBUTION ACCOUNT

Means that this component account is a distribution account at level
2. Distribution accounts may not be contained in a distribution
account at level 2. You can either remove this distribution account
from the second level of component accounts through Distribution
Accounts Maintenance (MENU GLFILE) or redefine this account as
a regular account (not a distribution account) through G/L Accounts
Maintenance (MENU GLFILE).

o ¥¥EX NOT AUTHORIZED ****

Means that you are not authorized to access this G/L account as
determined through Authority Profile Maintenance (MENU
XASCTY).
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CHAPTER 15 Maintaining Budgets

Use the Budgets Maintenance option on the General Ledger File Maintenance Menu (MENU
GLFILE) to maintain budgets in the General Ledger Budget Master File (GLBUD). You may add,
change or delete up to nine budgets for an account number and a fiscal year.

Budget information may be used when printing reports through the G/L Report Writer (MENU
GLREPT) or when printing financial statements with the Generate/Print Statements (MENU
GLSTMT). For example, when defining statements through the options in MENU GLSTMT, you may
compare actual expenses to budgeted expenses on an income statement. The budgeted values to which
the actual values are compared on the income statement are defined through this option.

Use the Budgets Listing option to print a listing of the budgets set up for each general ledger account.

Budgets Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Budget File Maintenance Selection Screen Use to specify the company, account number, and year
for the budget.

Budget Values Screen Use to specify the budgeted amount to each period.

Budgeting Patterns Screen Use to specify how to pattern budget amounts.
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Budget File Maintenance Selection Screen

EUDGET FILE MATWTEMAMCE

Function: (A, C o I
Compatiy? .

Divy, Account. Sub
Acct Mao:

Fizcal Yr:

Budget ID:

F3=Ewxit F3=5eq Dft

This screen appears after selecting option 5 - Budgets Maintenance from the General Ledger File
Maintenance Menu (MENU GLFILE). Use this screen to select the company, account number and
year for which up to nine budgets may be defined.

Budget File Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Function

Description

Used to define the operation to perform on the Budget Master File (GLBUD).

Key A to add a new budget for an account and fiscal year. This makes a
budget available for use throughout G/L.

Key C to change existing budget information.

Key D to delete an existing budget. Budgets may be deleted at any time.
(A 1) Required

Company

Key the company number for which you are defining budgets.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required
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Budget File Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Acct No

Description
The account number for which up to nine different budgets may be
maintained for one fiscal year.

Default Value: None, unless specified on the Default Segment Screen (see
F5=SEG DFT).

Valid Values:
+ Cannot be blank
* The number of digits in the segment cannot exceed the segment length

 First character must be a digit (0-9), data entry separator (defined in G/
L Options), or a letter (A - Z for a short name)

« The value of an account number segment cannot be 0.

« Cannot contain embedded blanks (blanks in the middle of the account
number).

(A 25) Required

Dft

The default is designed to reduce the number of keystrokes required to key
an account number. This field displays directly beneath the Acct No field.
The default values are from the Default Segment Value Screen (p. 11-16)
which is displayed by pressing F5.

One or more default segment values for the account number may be defined.

This line shows only if you have keyed defaults on the Default Segment
Value Screen (p. 11-16).

NOTE: If your account consists of a single segment, then you cannot
specify segment defaults.

Display

Fiscal Year

This is the fiscal year of the budget for the specified account. Key the fiscal
year in CCY Yy (century - year) format.

(N 4,0) Required

Budget ID

This is the budget identification code. Up to nine different budgets may be
entered for each account number for each fiscal year. Use this identification
code to distinguish the different budgets.

Valid Values: 1 through 9

(A 1) Required

F3=Exit

Press the F3=ExiT function key to exit this option and return to the menu.

F5=Seg Dft

Press the F5=SEc DFT key to display the Default Segment Value Screen (p. 11-
16). Use the Segment Default Screen to maintain a series of accounts with the
same account number segment values. Defining default segment values will

reduce keystrokes required to identify an account number.
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Budget File Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm your selections. The Budget Values Screen (p. 15-5)
appears.
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Budget Values Screen

BUDGET YALUES CHANCER
Co Div.Account. Sub/Desc Fizcal Yr: 2009  Tupe: Income
1 001, 0004000, A08 Sales Income Budget ID: 1 MsB: CREDIT

Budget Amt

Jan i 1Z50MA

Feb ..., 1FA0AER

Mar .. 1Z50MA

Apr L 1FA0AER

May ... ..., 1Z50MA

Jun L 1FA0AER

o 1Z50MA

Aug ... ..., 1FA0AER

Sep L 1Z50MA

ot 1FA0AER

Mo L 1Z50MA

Dec ... ..., 1FA0ER
1,500,006

Distribution Amt: .. . ... Type: . (P or E)
Fz=Pattern Fa=Duplicate F1Z=Return

This screen is displayed after pressing ENTER from the Budget File Maintenance Selection Screen (p.
15-2). This screen is used to assign the amount budgeted to each period in one fiscal year for one G/L
account. You may maintain only one of the possible nine budgets at a time on this screen.

Budget Values Screen Fields and Function Keys

Field/Function Key

Description

Mode Displays the function being performed for this distribution account. It may
be ADD, CHANGE, or DELETE.
Display
Co/Account Number/ The company, account number and description of the account for which
Desc budget values are determined. This account number was keyed on the
previous screen.
Display
Fiscal Yr The fiscal year of the budget for the specified account which was keyed on
the previous screen.
Display
Budget ID The budget identification code which was keyed on the previous screen.

Display
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Budget Values Screen Fields and Function Keys

Field/Function Key

Description

Type The account type for this account budget. This value has been established in
the chart of accounts through G/L Accounts Maintenance (MENU GLFILE):
» A for asset account
L for liability account
« E for expense account
| for income account
* Q for equity account
Display

N/B This is the normal balance for this account budget. This value has been
established in the chart of account through G/L Accounts Maintenance
(MENU GLFILE). This field displays as DEBIT if the normal balance is a
debit balance, or CREDIT if the normal balance is a credit balance.
Display

Periods The period descriptions as established through G/L Options Maintenance
(MENU GLFIL2).
Display

Budget Amt The dollar amounts budgeted for this account number for each period of the
fiscal year.
Key the amount budgeted for each period in the field which corresponds with
the period. A total amount is displayed for income and expense accounts
after the last period in this column.
(N 11,0) Required

Distribution Amt The total amount that you would like to have distributed over all periods.

You may choose to have the amount distributed evenly over all periods
(although the last period may have an additional amount to make up for any
difference), or you may choose to distribute by percentage as determined by
amounts keyed on the G/L Company Options - Budget Distribution

Screen (p. 18-19) through G/L Options Maintenance (MENU GLFIL2).

(N 13,0) Optional
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Budget Values Screen Fields and Function Keys

Field/Function Key

Type

Description

Specifies whether the distribution amount is distributed evenly over all the
periods or is distributed by percentages specified through G/L Options
Maintenance (MENU GLFIL2).

Key P if the amount keyed in the Distribution Amt field should be distributed
among the periods of the fiscal year based on the percentages defined on the
G/L Company Options - Budget Distribution Screen (p. 18-19) in G/L
Options Maintenance (MENU GLFIL?2).

Key E if the amount keyed in the Distribution Amt field should be distributed
evenly among all periods of the fiscal year.

(A 1) Optional

F2=Pattern

Press the F2=PatTERN function key to display the Budgeting Patterns
Screen (p. 15-8). This screen is used to specify information about how you
would like to pattern budget amounts.

F5=Duplicate

Press the F5=DuprLIcaTE function key to duplicate the budget value keyed in
the first period over the remaining periods.

F12=Return Press the F12=ReTurN function key to return to the Budget File Maintenance
Selection Screen (p. 15-2) without saving any changes or additions made on
this screen.

Enter Press ENTER to confirm your selections. The Budget File Maintenance

Selection Screen (p. 15-2) appears.
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Budgeting Patterns Screen

BUDGETING PATTERMS

Div. Account. Sub
Budget Acct Mor  OUL. DEQAEGE, DG Salez Income

Divy, Account. Sub
Pattern Acct Mo:

Total Amount: -or- Multiplier: |, .QEA

Fiszal Year: ..,
Pattern Tupe: . (A ar B)
Budget ID: o, [1-9 for "B" types only)

F1Z=Return

This screen appears after you press F2=PAaTTERN on the Budget Values Screen (p. 15-5). Use this screen
to specify how you would like to pattern budget amounts.

You may pattern budget amounts after other budget amounts or after actual monthly activity. You can
distribute a total amount or can multiply amounts by a multiplier to determine the pattern.

Budgeting Patterns Screen Fields and Function Keys

Field/Function Key Description

Budget Acct No The number and name of the account for which budget values have been
determined.
Display

Pattern Acct No The account number after which the budget is patterned. You must use

accounts of the same type; or one account must be an expense account and
one account must be an income account.

Press the Dup key to use the budget account number which is displayed in the
Budget Acct No field.

Valid Values: Any valid G/L account number
(A 25) Required

Total Amount The total amount which you would like distributed over all periods. The
amount will be distributed by the same percentages as the pattern account.

Leave this field blank if you key a value in the Multiplier field.
(N 13,0) Optional
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Budgeting Patterns Screen Fields and Function Keys

Field/Function Key

Description

Multiplier The amount by which specified actual or budget amounts will be multiplied
to create new budget amounts for the current account.
Leave this field blank if you have keyed a value in the Total Amount field.
(N 5,3) Optional

Fiscal Year The year in which budget or account amounts are used in this pattern
account.
(N 4,0) Required

Pattern Type Specifies whether to use actual dollars from the G/L Summary File (GLSUM)
or budget amounts from the G/L Budgets File (GLBUD).
Key A to use actual dollars from the G/L Summary File (GLSUM) for this
pattern.
Key B to use budgeted amounts from the G/L Budgets File (GLBUD) for this
pattern.
(A 1) Required

Budget ID Used to select the budget ID to use for this pattern.
Up to nine different budgets may have been created for one account in one
fiscal year.
(A 1) Required

F12=Return Press the F12=ReTUrN function key to return to the Budget Values Screen (p.
15-5) without saving any changes or additions made on this screen.

Enter Press ENTER to confirm your selections. The Budget Values Screen (p. 15-5)

appears.

Budget File Listing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.
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Title Purpose

Budget File Listing Selection Screen Use to specify criteria to limit the budgets that print on
the listing.

Budget File Listing Prints a list of budgets that match the selection criteria.
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Budget File Listing Selection Screen

[ine:
Account:
Sub:

EUDGET FILE LISTIMG

Company?
Fizcal Year: ...,
Budget ID:

Account Tupe: ||

Show  Page
Desz  Break
,,,,,,,,,,,,,,,, o L ¥
................ 1= R | N
,,,,,,,,,,,,,,,, to 999 ... ........ N
F3=Cancel

This screen appears after you select the Budgets Listing option from the General Ledger File
Maintenance Menu (MENU GLFILE). Use this screen to select the criteria for which the listing will

print.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To

Ranges.

Budget File Listing Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

Key a range of the companies for which budget accounts have been
established.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Fiscal Year

The fiscal year of budgets to print. Key the fiscal year in CCYY (century -
year) format.

Valid Values: Any valid G/L fiscal year
(N 4,0) Required
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Budget File Listing Selection Screen Fields and Function Keys

Field/Function Key

Budget ID

Description
This is the budget identification code. Up to nine different budgets may be

printed for each account number for each fiscal year.

Valid Values: 1 through 9
(A 1) Required

Account Type

Use this field to limit the listing to one of the following types of account:
» A for asset accounts

« L for liability accounts

« E for expense accounts

» | for income accounts

* Q for equity accounts

« Leave this field blank if you do not want to limit the accounts printed
based on account type

Valid Values: A, L, E, I, Q, Blank
(A 1) Optional

G/L Account Number
Segments

Key the range of budget account number segments to print. To print all
account numbers, leave blank. The account number segments displayed for
selection are those that have been specified when defining the general ledger
account number through G/L Options Maintenance (MENU GLFIL2).

(Upto5 @ N 15,0) Optional

Show Desc

This field is used to determine if a segment’s description will be printed on
the listing.

Key Y to print the description of the corresponding edited account number
segment on the listing.

Key N to suppress printing of the description of the corresponding edited
account number segment on the listing.

Valid Values: Y, N

NOTE: This field must be N for any segment which is not edited.
Whether or not a segment is edited is determined through G/L
Options Maintenance (MENU GLFIL2). Once it has been
determined that a segment will be edited, that segment’s
description is added through Segment Value Maintenance
(MENU GLFILE).

(A 1) Required
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Budget File Listing Selection Screen Fields and Function Keys

Field/Function Key

Description

Page Break This column is used to determine if a page break should occur when the
corresponding segment value changes.
Key Y to print a new segment value for the corresponding segment on a new
page of the Budget File Listing (p. 15-14).
Key N to print a new segment value for the corresponding segment on the
same page (no page break occurs).
NOTE: You may not invoke a page break for the last segment of the G/
L account number.
Default Value: N
Valid Values: Y, N
(A 1) Required
F3=Cancel Press the F3=CanceL function key to cancel this listing and return to the G/L
File Maintenance Menu (MENU GLFILE).
Enter Press ENTER to confirm your selections. The Report Options Screen appears.

Refer to the Cross Applications User Guide for details about this screen.
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Budget File Listing

GLBI5 06/22/11 20.47.2 BUDGET FILE LISTING AH/APDEMD  PAGE 1
01-A & C Office Supply
Show  Page
Desc  Bresk
Company: 1 A1 Division Numbers Y N
A1 Account Numbers N N
Fiscal Year: 2009 Sub-Account From: To: 999 N N
Budget ID: 1
Al Account TyEes
Div-Account-Su Description Account Type
Jan Fab Har Apr Hay Jun J1
Aug Sep Oct Nov Dac Total (E,I¥
Div: Hartford, CT
004 -0004000-000 Salas Income I
125,000 125,000 125,000 125,000 125,000 125,000 125, 000
125,000 125,000 125,000 125,000 125,000 0 1,500, 000
001 -0005000-000 Cost Of Goods Sold E
62,50 62,500 62, 62,500 62,500 62,500 62,500
62,500 62,500 62,500 62,500 62,500 0 750, 000
004-0006000-000 Salaries - Officers E
2,083 2,083 2,083 2,083 2,083 2,083 2,083
2,083 2,083 2,083 2,083 2,087 0 25,000

This is a listing of the budget accounts selected on the Budget File Listing Selection Screen (p. 15-11).
For each budget account, the amounts budgeted to each period in the fiscal year and the total amount
budgeted for the fiscal year is printed.

Budget File Listing

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

Budget Account Number

The account number of the general ledger account for which a budget
has been established. The account number and the heading for this
column are printed in the account number format as established through
G/L Options Maintenance (MENU GLFIL2).

Description

The description of the general ledger account for which a budget has
been established.
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Budget File Listing

Report/Listing Fields

Account Type

Description

The account type of the budget account. The account type is one of the
following:

A for asset accounts

L for liability accounts
E for expense accounts
| for income accounts

Q for equity accounts

Period Amounts

The amount budgeted to each fiscal period in the fiscal year for each
account. There may be 12 or 13 period headings depending on your
selection of 12 period or 13 period accounting through G/L Options
Maintenance (MENU GLFIL2).

Total (E,I)

The total amount budgeted to an account for a fiscal year for only
income and expense accounts.
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CHAPTER 16 Copylng Accounts

This option allows you to copy accounts. Accounts may be copied within a single company, or copied
from one company to another. Some or all accounts may be copied using this option. A report is
printed showing the new accounts.

Copy GL Accounts

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Copy GL Accounts From Selection Screen  Use to specify the company, account number, and
account type.

Copy GL Accounts To Screen Use to specify the new account information.

Copy G/L Accounts Report Prints a list of all the new accounts created.
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Copy GL Accounts From Selection Screen

Idertify account(z) to be copied:
Comparny’? .
Divizion:

Account:
Sub-Account:

Account Type: oo (A, L, E, I, 0 or blank)

COPY GL ACCOUMTS

F3=Ewxit

This screen appears after selecting option 20 - Copy GL Accounts from the General Ledger File
Maintenance Menu (MENU GLFILE). Use this screen to select the company, account number and
account type from which you are copying accounts.

Copy G/L Accounts From Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

Key the number of the company from which you are going to copy the
accounts.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

G/L Account Number
Segments

The account number segments displayed for selection are those that have
been specified when defining the account number through G/L Options
Maintenance (MENU GLFIL2).

Key the account number segment from which the accounts will be copied.

To copy all account numbers, leave this field blank.
(Upto5 @ N 15,0) Optional
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Copy G/L Accounts From Selection Screen Fields and Function Keys

Field/Function Key

Account Type

Description

Use this field to limit the accounts to be copied to one of the following types
of account:

A for asset accounts

L for liability accounts
E for expense accounts
| for income accounts
Q for equity accounts

Leave this field blank if you do not want to limit the accounts copied
based on account type

Valid Values: A, L, E, I, Q, Blank
(A 1) Optional

F3=Exit

Press the F3=ExiT function key to exit this option and return to the menu.

Enter

Press the ENTER key to confirm your selections. The Copy GL Accounts To
Screen (p. 16-4) appears.
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Copy GL Accounts To Screen

COPY GL ACCOUNTS
Identify target account information:
Company? i, a1,
Divizion: [l —
Account: 2
Sub-Account: ALL
Account Tupe: A Asset

F13=Create Accts F1Z=Return

This screen appears after you press ENTER on the Copy GL Accounts From Selection Screen (p. 16-2).
Use this screen to specify the new accounts into which the old account data will be copied; once
copied, they then can be modified.

Copy G/L Accounts To Screen Fields and Function Keys

Field/Function Keys

Company

Description

Key the number of the company to which you are going to copy the accounts.
If the accounts being copied are for the same company, be sure the company
number matches that keyed on the Copy GL Accounts From Selection
Screen (p. 16-2).

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

G/L Account Number
Segments

Key the account number segment to which the accounts are going to be
copied. The account number segments displayed for selection are those that
have been specified when defining the G/L account number through G/L
Options Maintenance (MENU GLFIL2).

(Upto5 @ N 15,0) Required
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Copy G/L Accounts To Screen Fields and Function Keys

Field/Function Keys

Account Type

Description

This field displays the types of accounts that are going to be created. One of
the following will be displayed:

A for asset accounts

L for liability accounts
E for expense accounts
| for income accounts

Q for equity accounts

(A 1) Display

F13=Create Accts

Press the F13=CReATE AccTs function key to create the new accounts. The
Report Options Screen appears. Refer to the Cross Applications User Guide
for information about this screen.

F12=Return

Press the F12=ReTurN function key to return to the previous screen without
saving any changes.
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Copy G/L Accounts Report

GL915 06/13/12 21.01.40

Company:

Division:

Account:

Sub- Account:

Account Type:
ORIGINAL ACCOUNT
Co/Div.Account . 5ub

02/001-0001000-000

COPY G/L ACCOUNTS AdJ/ APDEHO PAGE 1
Original Target
02 0z
001 001
0001000 0001001

ALL
ALL
NEW ACCOUNT

Co/Div.Account. Sub
02/004-0001001-000 * ACCOUNT ALREADY EXISTS

This listing prints following your selections on the Report Options Screen.

Use this listing to view all of the accounts that were created. This report also displays the criteria that
was used to create the accounts.

Copy G/L Accounts Report

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

Original

This field displays the criteria that was used to create the accounts. It
displays the values for the company, the account segments, and the
account types that were used to create the accounts.

Target

This field displays the target company, the account segments, and
account types of the new accounts.

Original Account

This field lists the original accounts.

New Account

This field lists the new accounts that were created from the original
accounts.
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CHAPTER 17 Copylng Budgets

Use the Copy GL Budgets option on the General Ledger File Maintenance Menu to copy existing
general ledger budgets, defined through Budgets Maintenance (MENU GLFILE), to new general
ledger budgets. You will be able to copy budgets for a specific company from different years and by
budget ID. You will be prompted to enter the fiscal year to copy from and the fiscal year to copy to, as
well as the budget ID to copy from and to. You also will be able to increase or decrease budgets, based
on a percentage that you key.

Running this option eliminates the task of setting up repetitive general ledger budgets each year if the
change in the budget is minimal, or if there is no change at all.

Copy GL Budgets

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Copy G/L Budgets Screen Use to specify the budget that you want to copy.
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Copy G/L Budgets Screen

Div:
Account:
Sk

COPY Gl BUDGETS

Company?

Account Tupe:

Fizcal Year:
Budget ID:

Fizcal Year:
Budget ID:

Percent Change:

F3=Ewxit

This screen appears after selecting option 21 - Copy GL Budgets from the General Ledger File
Maintenance Menu (MENU GLFILE). Use this screen to select the company, fiscal year and budget
ID that you want copied to the indicated fiscal year and budget ID. You also may further limit the copy
based on G/L budgets with specific segment values, G/L budgets for a given account type, or by a

specific percent change.

Copy G/L Budgets Screen Fields and Function Keys

Field/Function Key

Company

Description

Key the number of the company from which general ledger budgets are being
copied.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is

the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required
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Copy G/L Budgets Screen Fields and Function Keys

Field/Function Key

(G/L Account Number
Segments)

Description

Use these fields if you want to limit the general ledger budgets to be copied
to those with specific segment values. Only those general ledger budgets
with the indicated segment values that you key in these fields will be copied
to the new general ledger budget.

Key the account number segment values from which the general ledger
budgets will be copied.

To copy all general ledger budgets, regardless of the segment values, leave
all segment fields blank.

Valid Values: Account number segments specified when defining the general
ledger account number through G/L Options Maintenance (MENU GLFIL2)

(6 @ A 15) Optional

Account Type

Use this field if you want to limit the general ledger budgets to be copied to
those with a specific account type. Only those general ledger budgets that
match the account type you key in this field will be copied to the new general
ledger budget.

Key A to limit the selection to asset accounts.
Key L to limit the selection to liability accounts.
Key E to limit the selection to expense accounts.
Key | to limit the selection to income accounts.
Key Q to limit the selection to equity accounts.

Leave this field blank if you do not want to limit the general ledger budgets
to be copied based on account type.

Valid Values: A, L, E, I, Q, Blank
(A 1) Optional

Fiscal Year

This field indicates the fiscal year of the budget for the accounts from which
existing general ledger budgets are being copied from.

Key the fiscal year in the CCYY (century - year) format.

Valid Values: Any valid general ledger fiscal year
(N 4,0) Required

Budget ID

This field indicates the budget ID code assigned to the account numbers from
which existing general ledger budgets are being copied from. Up to nine
different budgets may have been entered for each account number for each
fiscal year. Use this ID code to distinguish the different budgets.

Key the budget ID from which existing general ledger budgets are being
copied from.

Valid Values: 1-9
(N 1,0) Required
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Copy G/L Budgets Screen Fields and Function Keys

Field/Function Key

(COPY TO) Fiscal
Year

Description

This field indicates the fiscal year of the budget for the accounts from which
existing general ledger budgets are being copied to.

Key the fiscal year in the CCYY (century - year) format. General ledger
budget information for the “from” fiscal year will be copied to this “to” fiscal
year.

Valid Values: Any valid G/L fiscal year

(N 4,0) Required

(COPY TO) Budget ID

This field indicates the budget ID code assigned to the account numbers from
which existing general ledger budgets are being copied to.

Key the appropriate budget ID.

Valid Values: 1-9
(N 1,0) Required

Percent Change

Use this optional field if you wish to copy old general ledger budgets with a
percentage change (positive or negative) that will be reflected in the new
general ledger budget.

Key the appropriate percentage change. For example, if you key 10 in this
field, the new G/L budget will contain information from the existing G/L
budget, but with a 10% increase reflected in the values. To decrease values in
the budget by 10% , the percentage change keyed in this field would then be
10-.

(N 3,0) Optional

F3=Exit

Press the F3=ExiT function key to exit and return to MENU GLFILE, without
performing this option.

Enter

Press ENTER to confirm your selections. A message displays informing you
that the general ledger budget has been copied successfully, or if there are no
records to be found based on your selection criteria, a message displays
indicating that the general ledger budget could not be copied.
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cuapter1s  Maintaining the General Ledger 1 8
Options

Use the G/L Options Maintenance option on the General Ledger File Maintenance 2 Menu (MENU
GLFIL2) to add or change G/L options. G/L options are used to define the G/L account number format
(number of segments and segment lengths) and tailoring options used in G/L. There are two types of
options: system-wide options and company options. System-wide options pertain to all companies
using G/L; company options define default values for an individual company.

Select this option upon setup of G/L and to change G/L tailoring options. This is the first option to
select when setting up G/L. You can add or delete G/L account number segments only if you have not
yet started building your chart of accounts through G/L Accounts Maintenance (MENU GLFILE).

WARNING: You CANNOT change the length of G/L account number segments if you have started
building the chart of accounts.

The segment definition screen will protect the portions of the segments that cannot be updated once
you have started building your chart of accounts. For these reasons, you must complete this option
before building the chart of accounts through G/L Accounts Maintenance (MENU GLFILE).

Important

Make absolutely certain that the number and length of your segments are correct before
performing any other G/L functions. You will NOT be able to change your segments
later.

G/L Options Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.
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Title Purpose

G/L Options Maintenance Selection Screen Use to specify whether to maintain system or company
options.

G/L Account Number Set-up Screen Use to define the length and number of segments in your
general ledger accounts.

G/L Options Maintenance Default Values  Use to tailor General Ledger for your system.
Screen

G/L Company Options Maintenance Screen Use to tailor General Ledger for your company.

G/L Company Options - Budget Use to specify the budget allocation for your company.
Distribution Screen

How To Restart This Option

Select the option from the menu and make your changes again. Changes will not be made to your
options record unless you successfully complete the last screen in options maintenance.
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G/L Options Maintenance Selection Screen

G OPTIOMS MATWMTEMAMNCE

Compary Mumber? _ . 00 for system options
[01-99 for company options

F3=Ewxit

This screen appears after selecting option 1 - G/L Options Maintenance from the G/L File Maintenance
2 Menu (MENU GLFIL2). Use this screen to select system-wide options, or company options.

G/L Options Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Company Number

Description

To select system-wide options, key 00 in this field.

To select company options, key the number of a valid company in this field.
If the system-wide or a company option has not been previously entered, you
will be adding the G/L option record. If the system-wide or a company
option has been previously entered, you will be changing the G/L option
record.

(N 2,0) Required

F3=Exit

Press the F3=ExiT function key to exit this option and return to the menu.

Enter

Press ENTER to confirm your selections. The G/L Account Number Set-up
Screen (p. 18-4) or the G/L Company Options Maintenance Screen (p. 18-12)
appears.
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G/L Account Number Set-up Screen

GL ACCOUMT MWUMBER SET-UP
Soreen Report
Image: Div.Account.Sub Image: Div-Account-Sub
Segment  Descripkion Length  Heading Edit
1 Divizion .. ..., L3 Dive oo Y
z Account L. T Accounk ... H
3 Sub-Account L L3 Sub L H
e
T
Data Entry Separator:
Report Separator: -
FI=Exit Fl#=Previous

This screen appears if you keyed 00 in the Company Number field on the G/L Options Maintenance
Selection Screen (p. 18-3). Use this screen to define the length and number of segments in the G/L
account number used in G/L. You can change the description, heading, length, and edit for as many as
five G/L account number segments before you setup the G/L Master File.

Important

The number of segments or the length of each segment cannot be changed after you
begin entering G/L account numbers in your chart of accounts through G/L Accounts

Maintenance (MENU GLFILE). Be absolutely certain that the segment definitions are
correct at set-up time. These segment definitions will remain in effect forever.
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G/L Account Number Set-up Screen Fields and Function Keys

Field/Function Key

Screen Image

Description

The format of the G/L account number with the number of segments,
segment lengths and headings as it will be keyed and displayed on all G/L
screens. The data entry separator is displayed to separate account number
segments.

The screen image is helpful when keying in G/L account numbers during G/
L Transaction Group Entry, G/L Inquiry, or File Maintenance.

Note that each segment heading is the same length of the segment. The data
entry separator (usually a period) separates each segment.

For example, in the sample data shown in, you can determine that the
division segment is three digits, the account segment is seven digits and the
sub-account is three digits simply by looking at the screen image. You can
also determine that you will need to use a period to separate segments when
entering G/L account numbers.

Display

Report Image

The image of the G/L account number with the number of segments, segment
lengths, and headings as it will print on all G/L reports. The report separator
is used to separate G/L account number segments.

Display

Segment

This number is assigned to the account number segment. It is used to identify
the sequence of the segment in the G/L account number. A G/L account
number segment is a user defined portion of the G/L account number.

For example, if the G/L account number for your organization is broken
down by division, account, and sub-account, then each of the following is
one segment.

* Segment 1 = Division
» Segment 2 = Account
* Segment 3 = Sub Account

You may use as few as one or as many as five segments in your G/L account
number, depending on how your organization’s accounts are arranged. The
number of segments you define determines the number of segments that will
be displayed on this screen. For the display of this screen, three segments
were chosen; up to five segments may have been chosen.

Additionally, the company does not need to be defined as a segment since
each company has its own set of G/L accounts.

Default Value: 1 through 5, assigned sequentially

Valid Values: 1 through 5
(N 1,0) Required
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G/L Account Number Set-up Screen Fields and Function Keys

Field/Function Key

Description

Description

A description of the G/L account segment. Key up to 15 characters which are
used to identify this segment.

(A 15) Required

Length

The length of the G/L account number segment. The sum of the lengths of all
segments must be less than or equal to 25. Be sure to choose your segment
lengths carefully. No segment within an account number can have zero
digits. The smallest segment length is one digit.

For example, if you have ten divisions, then your division segment length
should be two digits long. You may then have up to 99 divisions for each
company. However, if you have 95 divisions, then your segment length
would most likely be three digits to allow for more than 100 divisions if new
divisions are added.

Valid Values: 1 through 15
(N 2,0) Required

Heading

The segment heading is used as a keying aid. When keying in G/L account
numbers throughout G/L, the segment heading displays as a reference to the
format of the G/L account number.

The segment heading cannot be longer than the segment length. For example,
if the department segment is four digits long, then your description should be
Dept, not Department, since Dept is four characters long.

Avoid using periods or any character used as the data entry separator, in the

heading. The data entry separator (the character used to separate segments) is
usually a period. Periods in the headings cause the account to appear to have
more segments than are actually valid or defined. Segment headings may be
changed at any time.

Valid Values; Must have the same or fewer numbers of characters as the
value specified for the Length.

(A 15) Required
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G/L Account Number Set-up Screen Fields and Function Keys

Field/Function Key
Edit

Description

Key Y to edit the values keyed into this account number segment throughout
G/L. Only specified values may be keyed into this account number segment.
You must specify valid segment values through Segment Values
Maintenance (MENU GLFILE). Editing segments is useful to reduce keying
errors. For example, if you have three divisions (01, 02, 03) and do not want
account numbers erroneously added for divisions 04 through 99 then key Y
here. Then use Segment Values Maintenance (MENU GLFILE) to define the
three valid divisions.

Key N to permit account number segments to be keyed without editing. You
may not want to edit segments which typically have a large number of
values, such as the base segment of the account. For example, the account
segments may contain hundreds or thousands of values depending on how
many accounts you have. If you key Y here, you will need to add each one of
these values through Segment Values Maintenance (MENU GLFILE) before
being able to add that account into the chart of accounts through G/L
Accounts Maintenance (MENU GLFILE). The benefit of doing this is
questionable compared to the added time required to do it. Key N in the Edit
field for these types of segments.

Valid Values: Y or N
(A 1) Required

Data Entry Separator

The separator for account number segments when displayed or entered on G/
L screens. When entering or displaying a G/L account number on any G/L
screen, each segment is separated by the character keyed in this field. The
period is the default since this key is easily accessed on the ten-key keypad.

Default Value; «.”

Valid Values. Cannot be 1-9, A-Z, or blank
(A 1) Required

Report Separator

The separator for G/L account number segments when printed on G/L
reports. When printing a G/L account number on any G/L report, each
segment is separated by the character entered in this field.

Default Value: «“-”

Valid Values. Cannot be 1-9, A-Z, or blank
(A 1) Required

F3=Exit

Press the F3=ExiT function key to exit from this option without saving any
changes. The G/L File Maintenance (2) Menu (MENU GLFIL2) appears.

F12=Previous

Press the F12=Previous function key to exit from this screen and return to the
previous screen without saving any changes. The G/L Options Maintenance
Selection Screen (p. 18-3) appears.

Enter

Press ENTER to confirm your selections. The G/L Options Maintenance
Default Values Screen (p. 18-9) appears.
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G/L Options Maintenance Default Values Screen

G/ OPTIOMS MATWTEMAMCE

Tranzaction source required : Ho0F,H)
Do you want to use User Security: ¥ ,H)
Do you want to use Program Security: ¥ ,H)
Maximum Mumber of Days to Save Statements: )l

Credit Yalue Print Option (GL Reports): 0 (A0l
Debit Yalue Print Option (GL Reports): 0 (A0l

FI=Exit Fl#=Previous

This screen is accessed after pressing ENTER from the G/L Account Number Set-up Screen (p. 18-4).
Use this screen to tailor General Ledger. The tailoring options you establish on this screen are used
throughout General Ledger. After you have made all selections, press ENTER. You will be prompted to
confirm the selections by pressing ENTER again. The G/L Options Maintenance Selection Screen (p. 18-
3) appears.

G/L Options Maintenance Default Values Screen Fields and Function Keys

Field/Function Key Description

Transaction source Used to determine if the transaction source is a mandatory entry field during

required Transaction Entry (MENU GLMALIN). The transaction source is used to
reference the general journal from which this transaction occurred. For
example, the transaction may be from an opening entry, cash receipts,
miscellaneous cash, or a sales journal.

Enter Y if the transaction source is required to enter a detail transaction; the
detail transaction will not be accepted without a source.

Enter N if the transaction source is not required during Transaction Entry.
(A 1) Required
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G/L Options Maintenance Default Values Screen Fields and Function Keys

Field/Function Key

Do you want to use
User Security

Description

Used to determine if user security is to be activated in General Ledger. User
security permits only specified users to access General Ledger.

User security is optional, but is required to use any other Distribution A+
security.

Key Y to activate security.

Refer to Authority Profile Maintenance (MENU XASCTY) for more
information about setting up user security.

(A 1) Required

Do you want to use
Program Security

Use this field to activate program security in General Ledger.

Key Y to activate program security. If you key Y, use Authority Profile
Maintenance (MENU XASCTY) to define access to General Ledger menus.
Only users who have been set up in Authority Profile Maintenance (MENU
XASCTY) are allowed to execute G/L programs. You must activate program
security to be able to activate any of the following types of security:

» Company Security through User/Authority Profiles (MENU XASCTY)
» Password Security through G/L Report Writer (MENU GLREPT)

» Program Security, through G/L Company Options (MENU GLFIL2)

» User Group Security through G/L Company Options (MENU GLFIL2)

» Account Access Level Security through G/L Company Options (MENU
GLFIL2)

* Restricted Transaction Security through User/Authority Profiles (MENU
XASCTY)

Key N if you do not want to activate program security.
(A 1) Required

Maximum No. of Days
to Save Statements

Used to select the maximum number of days to retain saved General Ledger
statements.

Key the maximum number of days for which a saved statement will be
retained. After the maximum number of days have elapsed, the saved
statement will be deleted when Purge Saved Statements (MENU GLSTMT)
is run.

(N 3,0) Required

Credit Value Print
Option (G/L Reports)

Used to determine when edit characters CR will be used during the printing
of G/L reports.

Key A to always print CR for credit balances.

Key O to print CR when the credit balance is opposite of the normal debit
balance.

(A 1) Required
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G/L Options Maintenance Default Values Screen Fields and Function Keys

Field/Function Key

Debit Value Print
Option (G/L Reports)

Description

Used to determine when edit characters DR will be used during the printing
of General Ledger reports.

Key A to always print DR for debit balances.

Key O to print DR when the debit balance is opposite of the normal credit
balance.

(A 1) Required

F3=Exit

Press the F3=ExiT function key to exit from this screen without saving any
changes. The G/L File Maintenance (2) Menu (MENU GLFIL2) appears.

F12=Previous

Press the F12=Previous function key to exit from this screen and return to the
previous screen without saving any changes. The G/L Account Number Set-
up Screen (p. 18-4) appears.

Enter

Press ENTER to confirm your selections. The G/L Options Maintenance
Selection Screen (p. 18-3) appears.
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G/L Company Options Maintenance Screen

G-L COMPANT OPTIONS MAINTENAMCE

A & C OFFice Supply

First fiscal year to load beginning balances: 2010

Retain Drill-Down History:

Sales Journal x Cash Disburzements 7
Purchase Journal T Cash Receipts T
Always Print Transaction Edit Report: H

GL OFFLine Output Queus:

Hunber of Accounting Periods: 1 1=12 2=13
If 12 Periods, enter first month in fi=zcal year: Ll January
Feriod Descriptions:

-4 Jdan . .,.... Feboooooo, Mar....... ARr ..o

3-8 Mad....... Jan AANT I Aug L

9-12 Eep,...... | ek L, Howe ooy =,
Lo you want to use Account Security by Level: [7H)
Do you want to use Account Security by User Group:  H o (7/H)
A+ GL first uzed in what fiscal year: 208 Period: |1

Method of Loading beginning account balances: M B=Balance M=Met Change

F3=Exit FiZ=Prewious

This screen is accessed following the G/L Options Maintenance Selection Screen (p. 18-3) when a valid
company is entered in the Company Number field. Use this screen to define the default values for a
company in G/L.

After you have made all entries or changes, press ENTER. You will be prompted to confirm the
selections by pressing ENTER again. The G/L Options Maintenance Selection Screen (p. 18-3) appears.

NOTE: Drill-down is NOT retroactive. Drill-down history will begin to accumulate for a

particular journal when it is posted ONLY after this option has been set to Y for
that journal type.

Inventory Journal (1J) drill-down works automatically without having to select
any tailoring options. Drill-down will continue to work for the Inventory Journal
for as long as both G/L detail and inventory transaction history are retained.
Transfer Journal (TJ) drill-down works simply by pointing back to the Inventory
Journal or Sales Journal from which it was created. No tailoring options are
required for this journal type, and will continue to work for as long as the
Inventory Journal or Sales Journal detail history is retained.

Drill-down information is not provided for journals which do not have source

data. The journals that fit this description are the General Journal (GJ) and the
Cash Journal (CJ), since the only source data available for each are the journal
entries themselves.
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G/L Company Options Maintenance Screen Fields and Function Keys

Field/Function Key

Number of Accounting
Periods

Description

The number of accounting periods to use for this company in G/L.
Key 1 if the number of accounting periods for this company is 12.
Key 2 if the number of accounting periods for this company is 13.

In G/L, year-end adjustments are posted to a separate (14th) period. It is not
necessary to post these adjustments to the 13th period. If you have 12
periods, then use 12 period accounting, not 13 to accommodate year-end
adjustments.

You may change the number of accounting periods until G/L transactions are
posted.

Important

Fields 1 and 2 cannot be changed once the Activate G/L
Transfer option (MENU GLXFER) has been activated. To
change either of these fields after you have activated the Acti-
vate G/L Transfer option requires the assistance of a program-
mer.

Default Value: 1

Valid Values: 1 or 2
(N 1,2) Required

If 12 Periods, enter first
month of fiscal year

This field is only required if the company is running under 12 periods as
opposed to 13 period accounting.

Key the number (1-12) that represents the first month in your fiscal year.
(N 2,0) Required, if 12 periods

Period Descriptions

Key in the description of each accounting period used in G/L for this
company. Key the period descriptions of periods 1 through 4 in the first row.
Key the period descriptions of periods 5 through 8 in the second row. Key the
period descriptions of periods 9 through 13 in the third row.

For 12 period accounting, the first fiscal period is the name of the first fiscal
month.

Descriptions appear during Transaction Entry (MENU GLMAIN) to verify
that you are posting to the correct period, and for Fiscal Calendar
Maintenance (MENU GLFIL2).

(A 10) Required
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G/L Company Options Maintenance Screen Fields and Function Keys

Field/Function Key

Do you want to use
Account Security by
Level

Description

Key Y to activate account number security by level for this company. If you
key Y in this field, security level fields appear in G/L Accounts Maintenance
(MENU GLFILE) so that you can assign a security level to accounts when
setting up your chart of accounts. A different security level may be assigned
to inquiry programs, transaction entry programs, reporting programs, and file
maintenance programs. Each user or authority profile is also assigned a
security level for each type of program.

G/L account number level checking allows you to control user access to
every account. When a user tries to access an account, the program compares
the security level of the user to the security level of the account. If the user’s
level is equal to or less than the account’s level, then the user may access the
account. For example, assume the payroll expense account has a security
level of 1 for G/L Transaction Processing Programs and 2 for all other types
of programs. Also assume that a particular user has security level 2 for all
programs. This user would be allowed to display or print information about
this account for inquiries, reporting, or file maintenance. However, this user
would be unable to display or enter transactions to the payroll expense
account during G/L Transaction Entry.

Key N if you do not want to activate account level security.

Default Value: N
(A 1) Required

Do you want to use
Account Security by
User Group

Key Y to activate user group security. If you set this field to Y, the User Group
field appears in G/L Accounts Maintenance (MENU GLFILE). If you
activate user group security and assign a user group to an account, the user
must be member of the account’s user group in order to access the account.

NOTE: You can create user groups through User Groups Maintenance
(MENU GLFIL2).

Key N is you do not want to activate user group security.

Default Value: N
(A 1) Required
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G/L Company Options Maintenance Screen Fields and Function Keys

Field/Function Key

A+ GL first used in
what fiscal Year/Period

Description

The first fiscal year and period that G/L will use for this company.

Key the four digit year in CCYY format of the first fiscal year that will be
used for this company. The fiscal year is the calendar year in which the last
period occurs (e.g. 1991).

In the Period field key the first fiscal period that transactions will be entered.
If you use 12 period accounting and the first period is not January, enter the
period number (not the month number). For example, if your fiscal year
begins in April, and you will begin entering transactions into June, key 03.

Valid Values: Fiscal Year may be any year in CCYY format; Period may be
1-13
(N 4,0/N 2,0) Required

First fiscal year to load
beginning balances

This field represents the first year to load G/L history if you will be loading
historical data into G/L. Key the fiscal year of the oldest history. For
example, if you are currently in fiscal 2012 and you wish to key in 2 years of
history, key 2010 here. If you wish to key in 1 year of history, enter 2011.

You cannot key in more than 2 years of historical data. If the historical data
is for the current fiscal year, enter the current fiscal year.

NOTE: You must define a General Ledger fiscal calendar for each year
to load history.

Valid Values: Any year in CCYY format
(N 4,0) Required

Method of loading
beginning account
balances

Used to determine if you will be loading historical data by the period end
balances or by the net change amounts by period. Beginning account
balances are loaded through Load Beginning Account Balances (MENU
GLMAST).

Key B if you will load historical data by entering the period end balances.
Key N if you will load the net change amounts by period.

Valid Values: B, N
(A 1) Required
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G/L Company Options Maintenance Screen Fields and Function Keys

Field/Function Key Description

Retain Drill-Down Sales Journal (SJ): Detailed transactions created from orders during Day-End
History: Sales Journal Processing will display invoices, G/L interface information, and transaction
amounts for this type of journal.

Key Y in the Sales Journal field if you wish to retain G/L drill-down history
so you may review detailed transactions and amounts as well as the source
document (i.e. sales order history) associated with a selected journal entry in
the General Ledger Inquiry (MENU GLMAIN).

Key N in the Sales Journal field if you do not wish to retain history. Selecting
N saves on disk capacity; however, if you key N in the Sales Journal field,
source data for that journal type when the journal is posted will not be
retained and will not be available for display in the General Ledger Inquiry
(MENU GLMAIN).

NOTE: The O/E to G/L Interface option must be set to Y in order for
Sales Journals to be created.

Valid Values: Y, N
(A 1) Required

Retain Drill-Down Purchase Journal (PJ): Detailed transactions created from posted vouchers
History: Purchase will display vendors, voucher numbers, and transaction amounts for this type
Journal of journal.

Key Y in the Purchase Journal field if you wish to retain G/L drill-down
history. so you may review detailed transactions and amounts as well as the
source document (i.e. vouchers) associated with a selected journal entry in
the General Ledger Inquiry (MENU GLMAIN).

Key N in the Purchase Journal field if you do not wish to retain history.
Selecting N saves on disk capacity; however, if you key N in the Purchase
Journal field, source data for that journal type when the journal is posted will
not be retained and will not be available for display in the General Ledger
Inquiry (MENU GLMAIN).

Valid Values: Y, N
(A 1) Required
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G/L Company Options Maintenance Screen Fields and Function Keys

Field/Function Key

Retain Drill-Down
History: Cash
Disbursements
Journals

Description

Cash Disbursements Journal (CD): Detailed transactions created from A/P
check runs will display invoices, check numbers, and transaction amounts for
this type of journal.

Key Y in the Cash Disbursements Journal field if you wish to retain G/L
drill-down history so you may review detailed transactions and amounts as
well as the source document (i.e. check history) associated with a selected
journal entry in the General Ledger Inquiry (MENU GLMAIN).

Key N in the Cash Disbursements Journal field if you do not wish to retain
history. Selecting N saves on disk capacity; however, if you key N in the Cash
Disbursements Journal field, source data for that journal type when the
journal is posted will not be retained and will not be available for display in
the General Ledger Inquiry (MENU GLMAIN).

Valid Values: Y, N
(A 1) Required

Retain Drill-Down
History: Cash Receipts
Journal

Cash Receipts Journal (CR): Detailed transactions created from posted cash
will display invoices, check numbers, and transaction amounts for this type
of journal.

Key Y in the Cash Receipts Journal field if you wish to retain G/L drill-down
history so you may review detailed transactions and amounts as well as the
source document (i.e. invoice payments) associated with a selected journal
entry in the General Ledger Inquiry (MENU GLMAIN).

Key N in the Cash Receipts Journal field if you do not wish to retain history.
Selecting N saves on disk capacity; however, if you key N in the Cash
Receipts Journal field, source data for that journal type when the journal is
posted will not be retained and will not be available for display in the
General Ledger Inquiry (MENU GLMAIN).

Valid Values: Y, N
(A 1) Required
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G/L Company Options Maintenance Screen Fields and Function Keys

Field/Function Key Description

Always Print This field determines if the G/L Transaction Entry Edit - Error Report (p. 7-5)
Transaction Edit will print during the General Ledger Transaction Edit process.
Report

Key Y to have the report print during the General Ledger Transaction Edit
process, even if the group successfully passed the edit process. The report
indicates if errors were found during the posting or editing process, or if the
group successfully passed the edit process.

Key N if you do not want the report to print during the General Ledger
Transaction Edit process, if no errors are detected during the edit process.
The edit will run but not generate any printed output for a successful post
process. However, even if this field is N, the report will print if errors are
detected to notify you of the type of errors that occurred.

NOTE: If this option has not been set up (that is, it is blank in the
Order Control File), the report will continue to print during the
General Ledger Transaction Edit process.

Default Value: Y, if setting up options for a new company.
(A 1) Required

GL Offline Output Use this field to enter the ID of the System i Output Queue to which the GL

Queue Offtline print job will be sent. When running Offline GL Transaction Entry
(MENU GLMAIN), the “GL Offline Errors/Warnings Report” on page 9-16
will be generated if any errors occur during this process.

Key the GL Offline Output Queue.

Valid Values: A valid output queue defined on the System i.
(A 10) Required

F3=Exit Press the F3=ExiT function key to exit from this screen without saving any
changes. The G/L File Maintenance (2) Menu (MENU GLFIL2) appears.

F12=Previous Press the F12=Previous function key to exit from this screen and return to the
previous screen without saving any changes. The G/L Options Maintenance
Selection Screen (p. 18-3) appears.

Enter Press ENTER to confirm your selections. The G/L Company Options - Budget
Distribution Screen (p. 18-19) appears.
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G/L Company Options - Budget Distribution Screen

GAL COMPAMY OPTIOMS MATMTEMAMCE
A& C Office Supply

Budget

Dist %
Jan . R,
Feh . AL 0ER
Mar C 8. AEE,
Apr o B [,
Mauy B [EE,
Jun 8. [EE,
Jly . AL RER
Aug o B [,
Sep C 8. AEE,
Oct . AL RER
M B [EE,
Dec 9. QA

Accumulate Budget Account Totals on Balance Sheet: ¥ [YAN)

FI=Exit Fl#=Previous

This screen appears after you press ENTER from the G/L Company Options Maintenance Screen (p. 18-
12). When using Budgets Maintenance (MENU GLFILE) you may allocate budget amounts based on a
percentage specified for this company.

When the Type field on the Budget Values Screen (p. 15-5) is P (for percent), the percentages keyed on

this screen are applied to the dollar value keyed in the Distribution Amt field (on the Budget Values
Screen).

G/L Company Options - Budget Distribution Screen Fields and Function Keys

Field/Function Key Description

Period Descriptions The period descriptions of each accounting period. These are defined on the
G/L Company Options Maintenance Screen (p. 18-12).

(A 10) Display

Budget Distribution The percentage of the amount budgeted for a year for each period in the

Percentage fiscal year. The amount which is distributed is specified in Budget File
Maintenance (MENU GLFILE). In Budget File Maintenance, you may
distribute an amount evenly over the periods in a fiscal year, or by the
percentages specified in these fields.

(N 5,3) Optional
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G/L Company Options - Budget Distribution Screen Fields and Function Keys

Field/Function Key

Accumulate Budget
Account Totals on
Balance Sheet

Description

Use this field to specify whether or not you want budget totals accumulated
on Balance Sheets.

Key Y if you want budget account totals accumulated on Balance Sheets.

Key N if you do not want budget account totals accumulated on Balance
Sheets.

(A 1) Required

F3=Exit

Press the F3=ExiT function key to exit from this screen without saving any
changes. The G/L File Maintenance 2 Menu (MENU GLFIL2) appears.

F12=Previous

Press the F12=PRrevious function key to exit from this screen and return to the
previous screen without saving any changes. The G/L Company Options
Maintenance Screen (p. 18-12) appears.

Enter

Press ENTER to confirm and update G/L Company Options. The G/L Options
Maintenance Selection Screen (p. 18-3) appears.

G/L Options Listing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose
G/L Options Listing Selection Screen Use to specify the companies to include in the listing.
G/L Options Listing Prints a listing of the General Ledger options for the

companies specified.
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G/L Options Listing Selection Screen

G OPTIONS LISTIMG

Selection

Company? . taof

F3=Cancel

This screen is used to print a listing of the G/L Options Records in the System Control File (ORCTL).
It prompts you for the range of companies to print.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

G/L Options Listing Selection Screen Fields and Function Keys

Field/Function Key Description

Company Key a range of the companies to print.
(2 @ N 2,0) Optional

F3=Cancel Press F3=CANCEL this key to cancel this report and return to the G/L File
Maintenance 2 Menu (MENU GLFIL2).

Enter Press ENTER to confirm you selections. The Report Options Screen appears.
Refer to the Cross Applications User Guide for details about this screen.
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G/L Options Listing

GL215 06/22/11 20.47.27 GEMERAL LEDGER OPTIONS LIST AMSAPDEMO PAGE 1
A11 Companies
Segment Description Length  Heading Edit

01 Division 03 Diwv Y

02 Account 07 Account N

03 Sub-Account 03 Sub N

04 o0

05 00

Data Entry Separator:
Report Separator:
Transaction source required ? N
Do you want to use User Security? ¥
Do you wWant to use Program Security? ¥
Haximum Number of Days to Save Statements: 36!
Credit Value Print Options (GL Reports): 0
Debit Value Print Options (GL Reports): o

GL815 06/22/11 20.47.37 GENERAL LEDGER OPTIONS LIST AM/APDEMO PAGE 1
01-A & C Office Supply

Number of Accounting Periods:
If 1

2 Periods, enter first month in iscal year: 1 January
Period Desecriptions:
Jan Feb Mar Apr
ngy Jun y Aug
Oct

Do vou want to use Account Secur1ty by Pe%er N

ou want to use Account Security by User Group? N

LUS GL first used in what fiscal year? 2008 Period? 1

FLirst fiscal year to Joad beginning balances: 2008
Method of loading beginning balances: (B-Balance N=Net Change)

Retsin Drill-Down History: Sales Journal
Purchase Journal
Cash Disbursements
Cash Receipts
Always Print Transaction Edit Report:
Budget Dist %:

z<<<<z

Jan 2.000
Feb 2.000
Mar 9.000
Apr 2000
M 2.000
Jun 9.000
JTy 2.000
Aug 2.000
Sey 9.000
Oc 8000
Nowv 2.000
Dec 9.00

o
Accumulate Budget Account Totals on Balance Sheet: Y

This is a listing of the G/L Options Records accounts contained in the G/L Options File (ORCTL).
These records are maintained through G/L Options Maintenance (MENU GLFIL2).

The first page of the G/L Options Listing contains the System-Wide Options. The following pages
contain the Company Options. One page is printed for each company which has been set up for G/L.

For details about the fields on this listing, refer to G/L Options Maintenance (MENU GLFIL2).
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CHAPTER 19 Maintaining the Fiscal Calendar 1 9

Use the Fiscal Calendar Maintenance option on the General Ledger File Maintenance 2 Menu (MENU
GLFIL2) to maintain the fiscal calendars for each company. The fiscal calendar file is used to
determine to what period a transaction is posted during G/L Transaction Processing. Run this option
before keying transactions for the fiscal year through Transaction Entry (MENU GLMAIN).

Fiscal Calendar Maintenance cannot be performed if any unposted transactions exist for a company in
a fiscal year. For this reason, it is advisable to set up the fiscal calendar for future fiscal years in
addition to the current or next fiscal year.

Ending periods for a company may be changed at any time providing that no unposted transactions
exist for that company. An error message is displayed if unposted transactions exist. Changing an
ending date for a period affects the posting of new transactions only. Any previously posted
transactions will remain posted to the original period.

You can print a list of the fiscal calendar definition through the Fiscal Calendar Listing option.

Fiscal Calendar Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

GL Fiscal Calendar Maintenance Selection Use to specify the company and fiscal calendar to
Screen maintain.

GL Fiscal Calendar Maintenance Screen Use to specify the period end dates for the fiscal year.
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GL Fiscal Calendar Maintenance Selection Screen

GL FISCAL CALEMDAR MATMTEMAMCE

Comparny’? a1

Fizzal Year: oo Lecuy)

Fa=Exit

This screen appears after selecting option 2 -Fiscal Calendar Maintenance from the General Ledger
File Maintenance 2 Menu (MENU GLFIL2). Use this screen to define the period ending dates in the
fiscal year for the companies used in General Ledger.

Fiscal Calendar Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

The number of the company for which fiscal periods will be defined or
maintained.

You will be unable to perform Fiscal Year Maintenance if any unposted
transaction groups exist for this company.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Fiscal Year

The fiscal year you will maintain for the selected company. The year may be
a new year or an existing year. The fiscal year must be in century-year
(CCYY) format.

Valid Values: Any year in which unposted G/L transactions do not exist.

(N 4,0) Required

19-2



Maintaining the Fiscal Calendar

Fiscal Calendar Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

F3=Exit Press the F3=ExiT function key to exit this option and return to the menu.

Enter Press the ENTER key to confirm your selections. The GL Fiscal Calendar
Maintenance Screen (p. 19-4) appears.
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GL Fiscal Calendar Maintenance Screen

GL FISCAL CALEMDAR MATMTEMAMCE
Compary: 1 A& C Office Supply
Fizcal Year: 211
Beainning Date:  _10117

Period End Date
1 Jan L1311
2 Feb 2Rl
3 Mar A3l
4 Apr L4311,
3 May . Aal1l
6 Jun L Ranid
T Jly NN
g Aug A3l
9 Sep L an1d,
10 Oct 103111,
11 Mow 113011,
12 Dec 123111
F1Z=Return

This screen appears after you press ENTER from the GL Fiscal Calendar Maintenance Selection
Screen (p. 19-2). Use this screen to define the starting date for a fiscal year and the ending dates for
each period in the year. The Period column will display 12 or 13 periods based on the Number of
Accounting Periods selected on the G/L Company Options Maintenance Screen (p. 18-12).

Fiscal Calendar Maintenance Screen Fields and Function Keys

Field/Function Key

Beginning Date

Description

The date on which the specified fiscal year begins.

For example, if your fiscal year starts on the first day of April and ends on
the last day of March, the beginning date is April 1.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register A+ User IDs (MENU XACFIQG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE).

(N 6,0) Required

Period

These are the period descriptions as established in G/L Options Maintenance
(MENU GLFIL?2). To the left of each period description is the number of the
period. If you are using 12 period accounting, only 12 periods are displayed.
Thirteen periods are displayed when using 13 period accounting.

Display
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Fiscal Calendar Maintenance Screen Fields and Function Keys

Field/Function Key

End Date

Description

This is the ending date associated with each fiscal period.

For example, if your date format has been specified as (mmddyy). For the
fiscal year has a beginning date of April 1, the end date values will be as
follows:

Period # 1: 0430yy
Period # 2: 0531yy
Period # 3: 0630yy
Period # 4: 0731yy
Period # 5: 0831yy
Period # 6: 0930yy
Period # 7: 1031yy
Period # 8: 1130yy
Period # 9: 1231yy
Period # 10: 0131yy
Period # 11: 0228yy
Period # 12: 0331yy

Valid Values: Key the date using the Default Date Format for this user,
specified through Register A+ User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified
through System Options Maintenance (MENU XAFILE)

(N 6,0) Required

F12=Return

Press the F12=ReTurN function key to exit from this screen and return to the
previous screen without saving any changes. The GL Fiscal Calendar
Maintenance Selection Screen (p. 19-2) appears.

Enter

Press ENTER to confirm your selections. The G/L File Maintenance Menu (2)
(MENU GLFIL2) appears.

Fiscal Calendar Listing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.
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Title Purpose

Fiscal Calendar Listing Selection Screen ~ Use to specify the companies and fiscal calendars to
include in the listing.

G/L Fiscal Calendar File List Prints a listing of the fiscal calendar for the years and
companies specified.
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Fiscal Calendar Listing Selection Screen

Gl FISCAL CALEMDAR LISTIMG

Selection
Company? . taof
Fizcal Year: to

F3=Cancel

Use this screen to specify the criteria to limit the G/L Fiscal Calendar File List (p. 19-8).

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

Fiscal Calendar Listing Selection Screen Fields and Function Keys

Field/Function Key Description

Company Key a range of companies to print.

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(2 @ N 2,0) Optional

Fiscal Year Key a range of the fiscal years to print.
(2 @ N 4,0) Required

F3=Cancel Press the F3=CanckL function key to cancel this report and return to the menu.

Enter Press the ENTER key to confirm your selections. The Report Options Screen
appears. Refer to the Cross Applications User Guide for details about this
screen.
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G/L Fiscal Calendar File List

GLB845 06722711 20.47 .44 G/L FISCAL CALENDAR FILE LIST AM/APDEMD  PAGE 2
01-A & C 0ffice Supply
Fiscal Year Period Beginning Date Period End Date
2008 M 01/01/08 01731/08
02 02/29/08
03 03/31/08
04 04/30/08
05 05/31/08
06 06/30/08
07 07/31/08
08 08/31/08
09 09/30/08
10 10731/08
1 11730/ 08
12 12131108
2009 M 01701709 01731/09
02 02/28/09
03 03/31/09
04 04/30/09
05 05/31/09
06 06/30/09
07 07/31/09
08 08/31/09
03 09/30/09
10 10731/09
1 11730/09
12 12131109

This is a listing of G/L Fiscal Calendar File (GLCAL). This file is maintained through Fiscal Calendar
Maintenance (MENU GLFIL2).

G/L Fiscal Calendar File List

Report/Listing Fields Description

Headings Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

Fiscal Year The fiscal year defined for the selected company.

Period The period descriptions as established in G/L Options Maintenance
(MENU GLFIL2).

Beginning Date The date on which the specified fiscal year begins. The date is printed in

the format specified in G/L Options Maintenance (MENU GLFIL2).

Period End Date The ending date associated with each fiscal period.
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CHAPTER 20 Maintaining System Options 20

This option, which must be performed during the initial setup of Distribution A+, is used to enter
overall information and general system values that apply to all companies. Entries made through this
option are used to tailor Distribution A+; they affect the way Distribution A+ is used for your business.
You may change these entries at a later time, if desired.

Refer to System Options (MENU XAFILE) in the Cross Applications User Guide for complete details.
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Use this option to add a company to Distribution A+ or to change the options for an existing company.

If you are adding a company, you must also set up the options for Accounts Receivable, Inventory
Accounting, and Sales Analysis. Options for Purchasing and Bill of Material must also be set up if you
are using them. Use MENU XAFILE to set up these options, which may be changed at any time.

Refer to Company Name Options (MENU XAFILE) in the Cross Applications User Guide for
complete details.
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cuapter22  Loading Beginning Account 22
Balances

Use the Load Beginning Account Balances option on the General Ledger Master Menu to enter the
beginning balances for accounts when you are setting up General Ledger for the first time. You may
enter beginning balances for each account for any period prior to the first fiscal period that General
Ledger is being used in the current fiscal year and all periods in as many as two previous fiscal years.

Entering beginning balances for the current year is necessary for Distribution A+ to calculate balances
for new periods. Be sure to accurately load beginning balances for the current year for all accounts that
have non-zero beginning balances. Entering beginning balances for previous years is optional, but will
be helpful if you plan to report previous years using the statement options on the General Ledger
Statements Menu, (MENU GLSTMT), GL Report Writer (MENU GLREPT), or the General Ledger
Inquiry (MENU GLMAIN).

NOTE: You must set up the fiscal calendars of every year for which balances will be
loaded.

To load beginning account balances for General Ledger:
1. Key beginning account balances for up to three fiscal years (the current year and two previous
years) through this option.

2. Edit the beginning account balances keyed by printing the Load Beginning Balances Edit (MENU
GLMAST).

3. Ifall periods are in balance as indicated on the Initial Balance Load Edit List, the beginning
balances have been successfully loaded. Ignore steps 4 through 6 on this list.

If any periods are not in balance as indicated on the Initial Balance Load Edit List, the beginning
balances have not been successfully loaded. Continue with steps 4 through 6 on this list.

4. For the period(s) which is out of balance, determine which account(s) is out of balance by printing
the Load Beginning Balance Edit Detail (MENU GLREPT).

5. Key corrections to the account which is out of balance through Load Beginning Account Balances
(MENU GLMAST).

6. Repeat from step 2 until beginning balances are successfully loaded.

Beginning balance information should be loaded and edited while setting up G/L for your system in
order to report accurate ending balances (this is prior to actually using G/L).
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What To Do Before Running This Option

Use G/L Company Options Maintenance (MENU GLFIL2) to verify the following:

» The correct fiscal year has been assigned in the A+ G/L first used in what fiscal year field for each
company being set up. You may enter beginning balances only for those periods which are prior to
the period entered here. For example, if June is the first period you are using General Ledger, then
you may enter beginning balances for periods up to and including May. Posting to June must be
done through Transaction Entry or through other modules.

» The correct fiscal year has been assigned in the First fiscal year to load beginning balances field
for each company being set up. You may enter balances for up to 2 previous years. If you are going
to enter balances for 1 or 2 previous years, then be sure the corresponding year has been entered. If
you are going to enter balances for the current fiscal year only, then be sure the current fiscal year is
entered.

» The appropriate method was selected in the Method of loading beginning account balances field.
There are 2 methods provided: B for Ending Balance and N for Net Change. You should use the
method most suitable to your needs. If you select to load by net change, you are keying in the actual
amount for each period. The G/L Summary File (GLSUM) is store by net change, Therefore, the
amount on the screen goes directly into the G/L Summary File (GLSUM) buckets. If you select to
load by ending balance, you are keying in the ending balance for each period. Therefore, the
program needs to calculate the difference between one period to the next to determine the net
change.

Example:

Assume you have posted the following transactions to an expense account (using your previous
accounting system):

Period Transaction(s) Posted Ending Balance
1 $100 $100
2 $110 $210
3 No transactions posted $210

If you are using Method B, then key 100, 210, and 210 for the three periods. Note that you must
key the ending balance for period 3 even though no transactions were posted for that period (the
period 2 balance is carried forward).

If you are using Method N, then key 100, 110, and 0. Note that you key only the amount posted to
a particular period (or the net change from the previous period).
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Load Beginning Account Balances

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Load Beginning Account Balances Use to specify the account for which to load the balance.
Selection Screen

Segment Default Value Screen Use to define default segment values for keying the
account number.

Account Balance Screen Use to specify the account balances.
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Load Beginning Account Balances Selection Screen

LOAD BEGIMMING ACCOUMT BALAMCES

Compary? A1

Div, Account. Sub
Acct Mo:

Fa=Exit F5=5eg Dft

This screen appears after selecting option 10 - Load Beginning Account Balances from the General
Ledger Master Menu (MENU GLMAST). Use this screen to select the account to which beginning
balances are loaded.

Load Beginning Account Balances Selection Screen Fields and Function Keys

Field/Function Key Description

Company

Key the company for which you are entering beginning balances for
accounts.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required
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Load Beginning Account Balances Selection Screen Fields and Function Keys

Field/Function Key

Acct No

Description

Use this field to specify the general ledger account number.

Default Value: None, unless specified through the Segment Default Value
Screen (p. 22-6)

Valid Values: First character must be a digit (0-9), data entry separator
(defined in G/L Options), trailing blanks, or a letter (A - Z for a Short Name);
the number of digits in the segment cannot exceed the segment length; the
value of an account number segment cannot be 0; cannot contain embedded
blanks

Required

Dft

NOTE: This field displays only if you have keyed defaults on the
Segment Default Value Screen (p. 22-6). The default is an aid to
reduce the number of keystrokes required to key an account
number. This field displays directly beneath the Acct No field.

One or more default segment values for the account number may be defined.

If your general ledger account consists of only a single segment, then you
cannot specify segment defaults.

Display

F3=Exit

Press the F3=ExiT function key to cancel this option and return to the menu.

F5=Seg Dft

Press the F5=Sec DFT function key to access the Segment Default Value
Screen (p. 22-6). Use this screen to enter default segment values for the G/L
account number. When default segments are used, you are required to key in
only the segment values for which no default values have been defined.

Enter

Press ENTER to confirm your selections. The Segment Default Value
Screen (p. 22-6) appears.
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Segment Default Value Screen

DEFAULT SEGHMEMT YALUES

1. Diviszion

Z. Account

3. Sub-Account

F1Z=Return

This screen appears after you press F5=Sec DrT on the Load Beginning Account Balances Selection
Screen (p. 22-4). Use this screen to define default segment values when keying the general ledger
account number on the Load Beginning Account Balances Selection Screen (p. 22-4). By specifying
default segment values, you reduce the number of keystrokes required when loading beginning
balances.

Segment Default Value Screen Fields and Function Keys

Field/Function Key Description

Segment Description  This is the name of the general ledger account number segment as defined in
G/L Options Maintenance (MENU GLFIL2).

Display

22-6



Loading Beginning Account Balances

Segment Default Value Screen Fields and Function Keys

Field/Function Key

Default Segment
Values

Description

Enter the default values for each general ledger account number segment
which will be used when keying the general ledger account number on the
Load Beginning Account Balances Selection Screen (p. 22-4). For example, if
all the account numbers being entered are for Division 1, which is the first
segment of your account number, enter a 1 in the division segment. You will
not need to key it on the Account Number line.

When entering the default segment value, you do not need to key in leading
ZETOes.

If the segment value has a description (entered via Segment Values
Maintenance (MENU GLFILE), then the description will appear to the right
of the segment value.

Valid Values: If the segment is set up with a value of Y in the Edit filed on the
G/L Account Number Set-up Screen (p. 18-4), then the value entered here
must have been entered through Segment Values Maintenance (MENU
GLFILE). The number of digits in the segment value cannot exceed the
length of the segment.

(upto 5 @ N 15,0) Required

F12=Return Press the F12=ReTurN function key to return to the Load Beginning Account
Balances Selection Screen (p. 22-4) without saving any additions or changes
to default segment values.

Enter Press ENTER to confirm your selections. The Load Beginning Account

Balances Selection Screen (p. 22-4) appears.
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Account Balance Screen

Co: 1 LOAD ACCOUNT MWET CHAMGE
Div, Account., Sub/Desc
Acct Mo: Q01. 001000, B0 Cash
2008
Bal ance Forward — i
1.Jan
EFeb 17R39. 96
3 Mar 17z571.54
d fpr ARGHE. 94,
SMay 457,11 |
& Jun 97356, 51, |
Ty 39394, 56, |
8 0ug L 156583, 33-,
95%p 1535. 85,
m ot 0975, 75 |
11 Mow db3rd. 97 |
12 Dec ] B3d77. 33 .
14 ¥/E Adjustments ... . ...
Ending Balance T11,076.17

Tupe: Azszet
MsB:  DEBIT
Fli=Return

This screen appears after you press ENTER from the Load Beginning Account Balances Selection
Screen (p. 22-4). Use this screen to enter your account balances or net changes [depending on your
selection in G/L Company Options Maintenance Screen (p. 18-12)] for each account at the end of each
period. The heading of this screen will either display as LOAD ACCOUNT NET CHANGE or LOAD

ACCOUNT BALANCES.

If you have selected to enter account balances, then enter the account balances at the end of the
specified period. If you have selected to enter net change amounts, then enter the total dollar amount

change from the previous period.

You may enter up to two years of account history for a company.

Account Balance Screen Fields and Function Keys

Field/Function Key Description

Account No

Account number segments are padded with zeroes to the left of each segment

to fill the segment to its setup length.

If a short name was entered on the previous screen, then the G/L Account

This is the G/L account number selected on the previous screen.

that is associated with the short name is displayed here.

The account number format (number of segments and segment lengths) is

displayed directly above the account number.

Display
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Account Balance Screen Fields and Function Keys

Field/Function Key

Balance Forward

Description

This is the beginning balance dollar amount for this account for this fiscal
year.

If the normal balance for the account is a debit balance, then enter the debit
amount. If the normal balance for the account is a credit balance, then enter
the credit amount.

The field minus key can be pressed after entering the amount to denote an
opposite balance (i.e. a credit balance on a debit account or a debit balance
on a credit account). If you are keying balances for the previous year, this
amount must equal the ending balance for the previous year.

NOTE: Do not enter balance forward amounts for income or expense
account types. These should start at 0 for each fiscal year.

(N 13,2) Required

Period Amount

If you have selected to load beginning balances by account balance, then
enter the account balance at the end of each period into these periods.

If you have selected to load beginning balances by net change amounts, then
enter the total debit/credit change amount into this field.

Enter a debit amount if the normal balance for this account is a debit balance.
Enter a credit amount if the normal balance for this account is a credit
balance.

The field minus key can be pressed after entering the amount to denote an
opposite balance (i.e. a credit balance on a debit account or a debit balance
on a credit account).

NOTE: You will be able to enter amounts only up to the first year/
period in which you will be using G/L. Some or all of the
period fields are protected in the current fiscal year (column 1)
depending on what period you specified as being the first. The
first fiscal year and period for this company are specified in G/
L Options Maintenance (MENU GLFIL?2).

(N 13,2) Required

Period Descriptions

These are the period descriptions as established in G/L Options Maintenance.
If you are using 12 period accounting, only 12 periods are displayed.
Thirteen periods are displayed when using 13 period accounting. Period 14,
used to enter year-end adjustments, is always displayed.

NOTE: If you are using Method B (Ending Balances), then you must
key in an ending balance for this period. If there are no
adjustments then key the ending balance from the previous
period.

Display
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Account Balance Screen Fields and Function Keys

Field/Function Key

Y/E Adjustments

Description

If loading account balances by net change, this is the total year end
adjustment amount, if any.

If loading by balances, this is the ending balance after the year end
adjustment.

If there are no year end adjustments, leave this field blank.
(N 13,2) Required

Ending Balance
Amount

This is the calculated ending balance for the fiscal year.

If you are loading account balances by account balance, the ending balance is
the balance for period 14.

If you are loading account balances by net change, the ending balance is the
sum of the beginning balance amount and the period amounts.

(N 13,2) Required

F1=Column 1

NOTE: The F1=CoLumn 1 function key does not display if you are
currently maintaining column 1.

Press the F1=CoLumn 1 function key to enter beginning balance information
into column 1. Column 1 is for the current fiscal year.

F2=Column 2

NOTE: The F2=CoLumn 2 function key does not display if you are
currently maintaining column 2.

Press the F2=CoLumn 2 function key to enter beginning balance information
into column 2. Column 2 is not displayed if you do not have at least one year
of account history as specified in G/L Options Maintenance (MENU
GLFIL2).

F3=Column 3

NOTE: The F3=CoLumn 3 function key does not display if you are
currently maintaining column 3.

Press the F3=CoLumn 3 function key to enter beginning balance information
into column 3. Column 3 is not displayed if you do not have at least two
years of account history as specified in G/L Options Maintenance (MENU
GLFIL2).

F4=All Columns

NOTE: The F4=ALL CoLumns function key does not display if you are
currently maintaining all columns.

Press the F4=ALL CoLumns function key to enter beginning balance
information into all columns. One, two, or three columns are displayed
depending on how many years of account history are specified in G/L
Options Maintenance (MENU GLFIL?2).
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Account Balance Screen Fields and Function Keys

Field/Function Key Description

F12=Previous Press the F12=ReTUrN function key to return to the previous screen without
saving any changes. The Load Beginning Account Balances Selection
Screen (p. 22-4) appears.

Enter Press ENTER to confirm your selections. You are returned to the menu.
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Balances

Use the Load Beginning Balances Edit option on the General Ledger Master Menu to print the Initial
Balance Load Edit List (p. 23-3). Use this report to verify that the beginning balances loaded through
Load Beginning Account Balances (MENU GLMAST) have been entered so that periods are in
balance (i.e. total debits equal total credits for each period).

If a period is not in balance, correct the balances in that period through Load Beginning Account
Balances (MENU GLMAST). To determine which accounts are not in balance for a period, you can
print the Load Beginning Balance Edit Detail (MENU GLREPT).

Load Beginning Balances Edit

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Beginning Balance Edit Selection Screen ~ Use to specify the companies to include in the edit.

Initial Balance Load Edit List Prints the beginning balance amounts for the specified
companies.
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Beginning Balance Edit Selection Screen

Selection

Company’?

BEGIMMING BALAMCE EDTT

taof

F3=Cancel

This screen appears after selecting option 11 - Load Beginning Balances Edit from the General Ledger
Master Menu (MENU GLMAST). Use this screen to key the range of companies to include in the edit.

Beginning Balance Edit Selection Screen Fields and Function Keys

Field/Function Key

Description

Company Key a range of companies to print.
(2 @ N 2,0) Optional

F3=Cancel Press the F3=CanceL function key to cancel this option and return to the
menu.

Enter Press Enter to confirm your selections. The Report Options Screen appears.

Refer to the Cross Applications User Guide for details about this screen.
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Initial Balance Load Edit List

GLBT0A 20/06/12 19.36.22 INITIAL BALANCE LOAD EDIT LIST AT/APDEHD  PAGE 1
Net Change
Company From: 1
To: 1
Co: 04 A & C Office Supply Fiscal Year 2010
Pariod Debit Amount Credit Amount Diffarance
Beginning Balance §70,354.90 470,3%4.90
01 Jan 800,947.36 800,947 36
02 Feb 18,04.79 B, 0479
03 Har 325, 26600 325, 256.00
04 Apr 335,829.58 335,829.58
05 Hay 437,858.30 437,858.30
06 Jun 232,260.16 232, 260.16
07 Jly 735,308.57 735, 308.57
08 Aug 892,246 58 992,246 .58
09 Sep 549,393 .69 559,393 .69
0 et 535,817.32 535, 817.32
1 Nov 556,076.82 556,076.92
12 Dec 1,156,182.29 1,156,182.29
14 YIE Adjustments 803,041.06 803, 041.06
Ending Balance 8,758,644 42 8,753,644 42

This report is used to determine if the beginning balances loaded through Load Beginning Account
Balances (MENU GLMAST) have been entered so that each period is in balance. A period is in
balance when the total credits equal the total debits of all accounts used in that period.

The dollar values printed on this report are either Net Change or Beginning Balance, depending on
your selection in G/L Options Maintenance (MENU GLFIL2).

If a period is out of balance as indicated on this report, you must balance that period in order to ensure
the accuracy of your accounting records in G/L. To determine which accounts in a period are out of

balance, print the Load Beginning Balance Edit Detail (MENU GLREPT).

Make corrections to errors indicated on this report through Load Beginning Account Balances (MENU
GLMAST).

This report is printed after pressing ENTER from the Report Options Screen.
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Initial Balance Load Edit List

Report/Listing Fields

Headings

Description

Program names appear on the upper left corner of the report followed by
run date and time, report title, workstation ID, User ID, and page
number.

Summary of the selection criteria prints in the center of the headings area
followed by the individual field headings.

The message “* Data may have been omitted due to security
considerations *” will print when the user that generated this report/
listing is not authorized to all the [company -or- warehouse -or -company
and warehouse] selected data as determined through Authority Profile
Maintenance (MENU XASCTY).

Co

The number and name of the company for which beginning balances
were loaded. Up to three sets of beginning balance information are
printed for each company. A different set is printed for each fiscal year
for which beginning balances have been loaded. No more than three
years of beginning balances may be loaded.

Fiscal Year

The fiscal year for which beginning balances have been loaded. Up to
three different fiscal years may be printed for one company.

Period

The period descriptions as established in G/L Accounts Maintenance
(MENU GLFILE). Printed to the left of each period description is the
number of the period. If you are using 12 period accounting, only 12
periods are printed. Thirteen periods are printed if you are using 13
period accounting.

Period 14, used for year-end adjustments, is always printed.

Debit Amount

The accumulated total debit amount of all accounts for the indicated
company and fiscal year/period. This amount is printed for each period
of the fiscal year.

Credit Amount

This is the accumulated total credit amount of all accounts for the
indicated company and fiscal year/period. This amount is printed for
each period of the fiscal year.

Difference

The difference between the accumulated credit and debit amounts of all
accounts for this period. This amount is displayed for each period of the
fiscal year.

If a period is out of balance, an amount is printed here. Note that in the
example included in this guide, all periods are in balance except period 9
(December).

To ensure the accuracy of your accounting records in general ledger,
make sure that all periods are in balance.
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Initial Balance Load Edit List

Report/Listing Fields Description

Beginning Balance The beginning balance of all accounts for the fiscal year.

The beginning balance is the same regardless of the method of loading
balances (Net Change or Beginning Balance).

Ending Balance The ending balance of all accounts for the fiscal year.
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CHAPTER 24 Maintaining Fiscal Period Status 24

Use the Period Status Maintenance option to determine the status of the fiscal periods defined through
G/L Fiscal Calendar Maintenance (MENU GLFIL2). The status of a fiscal period is one of the
following:

» Not closed
» Temporarily closed

e Permanently closed

Run this option at month-end to close previous fiscal periods and prevent transactions from being
posted to past periods.

Period Status Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Period Status Maintenance Selection Screen Use to specify the company and fiscal year for the
periods you want to maintain.

Period Status Maintenance Screen Use to specify the period status.
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Period Status Maintenance Selection Screen

PERIOD STATUS MATMTEMAMCE

Comparny’? .

Fizzal Year: oo Lecuy)

Fa=Exit

This screen appears after selecting option 12 - Period Status Maintenance from the General Ledger
Master Menu (MENU GLMAST). This screen is used to select the company and fiscal year for which
period status is maintained. A period may be defined as not closed (blank), temporarily closed (T), or
permanently closed (P) on the Period Status Maintenance Screen (p. 24-4).

Period Status Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Company The company for which periods are maintained (permanently or temporarily
closed).

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Optional
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Period Status Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Fiscal Year

Description

The fiscal year for which the status of fiscal periods are maintained. This
must be the current or a future fiscal year which has been established in
Fiscal Calendar Maintenance (MENU GLFIL2). Use G/L Options
Maintenance (MENU GLFIL2) to display the current fiscal year.

Key the fiscal year in CCYY (century - year) format.

Valid Values: The current or future fiscal years only.
(N 4,0) Optional

F3=Cancel Press the F3=CanceL function key to cancel this option and return to the G/L
Master Menu (MENU GLMAST).
Enter Press ENTER to confirm your selections. The Period Status Maintenance

Screen (p. 24-4) appears.
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Period Status Maintenance Screen

PERIOD STATUS MATMTEMAMCE

Compary: 1 A%C Office Supply

Fizcal Year: e

Beqinning Date: 1/01-10

Period End Date Status ' '=Mot closzed
1 Jan 1/31/10 E T=Temporary close
Z Feh 258810 P P=Permanent close
3 Mar asaLaAn F
4 Apr 473010 F
3 May 231410 F
6 Jun B/30/10 F
T Jly 4310 F
g Aug as31./10 F
9 Sep 9,/30:10 F
10 Oct 1043110 P
11 Mow 1173010 I
12 Dec 1273110

Fli=Return

This screen appears after you press ENTER from the Period Status Maintenance Screen (p. 24-4). This
screen is used to define the status of fiscal periods in the fiscal year for the company selected on the

previous screen.

Period Status Maintenance Screen Fields and Function Keys

Field/Function Key

Description

Company The company selected for which periods are to be maintained (permanently
or temporarily closed).
Year The fiscal year for which the status of fiscal periods is being maintained.

This was keyed on the previous screen. This is either the current fiscal year
or a future fiscal year.

Display

Beginning Date

The date the fiscal year begins. As specified through Fiscal Calendar
Maintenance (MENU GLFIL2).

Display

Period The period descriptions as established through G/L Options Maintenance
(MENU GLFIL2).
Display

End Date The ending date for each fiscal period. The ending date is the last day of the

fiscal period and is used to determine to which periods transactions are
posted. Ending dates have been defined through Fiscal Calendar
Maintenance (MENU GLFIL2).
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Period Status Maintenance Screen Fields and Function Keys

Field/Function Key

Status

Description

This is the status of each fiscal period. The status of a fiscal period may be
one of the following:

* Not closed
» Temporarily closed
« Permanently closed

Leave this field blank to open the fiscal period. When a fiscal period is open,
transactions may be entered for and posted to the period.

Key T to temporarily close the fiscal period. When a fiscal period is
temporarily closed, a warning message is issued when transactions are being
posted to this period during transaction entry and post.

Key P to permanently close this fiscal period. When a fiscal period is
permanently closed, no transactions may be entered or posted to this period.

Guidelines for changing the status of periods are as follows:
« Once a period is temporarily or permanently closed, it may be reopened at
any time prior to year-end.

« Changing the status of a period does not affect the balances of your
accounts. The status is used only to allow or prevent transactions from
being posted to that period.

* Any period may be permanently closed without first being temporarily
closed.

 Periods do not have to be closed in chronological order. For example, you
may close period 2 before closing period 1.

+ Posting to periods for which you have already printed financial statements
may affect those statements. Statements should be reprinted to affect the
new account balances.

Required

F12=Return

Press the F12=ReTurN function key to return to the Period Status Maintenance
Selection Screen (p. 24-2) without updating the status of the fiscal periods for
the selected company and fiscal year.

Enter

Press this ENTER key to confirm your selections.

If you are temporarily or permanently closing a period with out-of-balance
groups that have not been corrected and posted, a warning message will
appear. An asterisk appears next to the periods that are in error. Press this key
again to acknowledge the message and continue.

The Period Status Maintenance Selection Screen (p. 24-2) appears.
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CHAPTER 25 Printing the Order Entry to General 25
Ledger Day End Audit Report

This option is used to print the OE/GL Account Selection Audit Report by Invoice Number (p. 25-6) or
the O/E to G/L Day End Audit Report by Account Number (p. 25-9). Use these reports to audit the
accounts that are affected when invoices are posted during Day-End Processing (MENU XAMAST).

You may run this report for any day you want, rather than for just the previous day. However, in order
to do so, you MUST select to retain sales journal drill-down history through G/L Options (MENU
GLFIL2).

NOTE: Only sales journal type general ledger activity since the last day end will be
reflected (not all general ledger activity since the last day end).

Important

The O/E to G/L Account Selection Audit Report retains transaction history. Since infor-
mation is retained, you will be able to review sales journal postngs at the end of the
month or when you encounter a problem. Information will continue to be retained until
you select to purge the Sales Journal Drill-Down File (YSGL) through Reorganize A+
History Files (MENU XAMAST).

OE to GL Day End Audit Report

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

OE/GL Account Selection Audit Screen Use to specify the company and fiscal year to close.

OE/GL Account Selection Audit Report by Displays period and retained earnings file status. Use to
Invoice Number close the year.
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Title Purpose

O/E to G/L Day End Audit Report by

Prints if the system is unable to close the year. Lists
Account Number

areas that need resolved before the year can be closed.
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OE/GL Account Selection Audit Screen

Company?

Account Mumber:

Invoice Mumber: to

Sort Sequence: .. [A=Account or I=Invoice)

Sales Journal Mo:

/L Posting Date: | A/RRAEA

DE/GL ACCOUMNT SELECTION AUDIT

Div, Account. Sub

_DH_

F3=Cancel

This screen appears after selecting option 13 - OE to GL Day End Audit Report from the General
Ledger Master Menu (MENU GLMAST). Use this screen to select the information to print on the O/E
to G/L Account Selection Audit Report.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To

Ranges.

OE/GL Account Selection Audit Screen Fields and Function Keys

Field/Function Key

Company

Description

Key the company number for which account information will print. You
must key a company number in this field if you key a value in the Account
Number field.

Leave blank to print information for all companies. If you leave this field
blank, you must also leave the Account Number field blank.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Optional/Required

25-3



Infor Distribution A+ General Ledger User Guide

OE/GL Account Selection Audit Screen Fields and Function Keys

Field/Function Key

Account Number

Description

Key the number of the account for which the audit will print. If you key an
account, you must also key a company.

Leave blank to print the report for all accounts. You must leave this field
blank if the Company field is left blank.

Valid Values: The number of digits in the segment cannot exceed the
segment length; the first character must be a digit (0-9), or a letter (A - Z for
a Short Name); cannot contain embedded blanks (blanks in the middle of the
account number)

(A 25) Optional/Blank

Invoice Number

Key a range of invoices to print.
(2 @ N 8,0) Optional

Sort Sequence

Key the sort sequence for the report.

If you choose to sort the report by invoice number, the OE/GL Account
Selection Audit Report by Invoice Number (p. 25-6) will print.

If you choose to sort the report by account number, the O/E to G/L Day End
Audit Report by Account Number (p. 25-9) will print.

(A 1) Optional

Sales Journal No

Key the sales journal number for which information will print on the report.
Use the General Ledger Inquiry (MENU GLMAIN) to locate a sales journal
number.

Leave this field blank if you key a value in the G/L Posting Date.

Valid Values: A sales journal number generated during Day-End Processing
(MENU XAMAST).

(A 5) Blank/Required

G/L Posting Date

Use this field to key the date that invoices were posted. Your entry in this
field determines what day’s information will print on the report.

This field must be left blank if you key a value in the Sales Journal No field.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Blank/Required

F3=Cancel

Press the F3=CanceL function key to cancel this option and return to the
menu.

Enter

Press the ENTER key to confirm your selections. The Report Options Screen
appears. Refer to the Cross Applications User Guide for details about this
screen.
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OE/GL Account Selection Audit Report by Invoice Number

GL325 08/07/09 11.12.00

Company: 1
Sales Journal: S5J043

DE/GL ACCOUNT SELECTION AUDIT
By Invoice Mumber
01-{ & C Office Supply
A1l Account Mumbers

Cst Itm
Inwvoice Seq DN wv-Account-Sub Tm Ord GL Tax GL
Trans Desc Typ WH Src Cd Body Typ Cd Item
OI}ﬂizﬂf‘l-&Dﬂd} 004 - 000 000- 00D
PHT 1 o* CT CA*
- 00000 004 - 0 02T 00- 00D
Sales Tax Paysh TAX 1 o= CT cA
- 00001 004 - 0 B4000- DD
Sales Income s 1 o CT CA A200
- 000041 001 - 0 05000- D00
Cost Of Goods 5 OG5 1 M* CT CA AZ00
- 00004 004 - 0004 200- D0
Inventory Wareh IMWV 1 * M CT CA AZDD
- 00002 001 - 0 04000- 00D
Sales Income H5Ss 1 o* CT CA ASDD
- 00002 001 - 0 D5000- DD
Cost OFf Goods S OGS 1 * CT CA ASDD
- 00002 001 -0 01 200- D00
Inventory Wareh IHV 1 * M CT CA ASDD
00042025- 00000 01 - 0004 100- 00D
Accounts Receiw PHT 4 o+ CT AR*
- 00000 004 - 00 B5500- D0
Trade Discownt osc 1 0oi* CT AR
- 00000 004 - 0 02T 00- 00D
Sales Tax Paysh TAX 1 o= CT AR
- 00001 004 - 0 B4000- DD
Sales Income 8Ss 1 * CT AR HA  A1DD
- 000041 001 - 0 05000- D00
Cost Of Goods 5 OG5 1 M* CT AR HA  ATDD
- 00004 004 - 0004 200- D0
Inventory Wareh IMWV 1 * M CT AR HA  A10D
- 00002 001 - 0 04000- 00D
Sales Income H5Ss 1 o* CT AR A2
- 00002 001 - 0 D5000- DD
Cost OFf Goods S OGS 1 * CT AR A1
- 00002 001 -0 01 200- D00
Inventory Wareh IHV 1 * M CT AR A0

A1l Imvoices

ANTAPDERD

PAGE 1

Trans Amt
22.98 DR
1.70 CR
14.99 CR
5.41 DR
5.41 CR
6.29 CR
4.39 DR
4.39 CR
TO3 .66 DR
37.92 DR
52.12 CR
639.96 CR
407 .32 DR
407 .3Z CR
43_.50 CR
25.76 DR
25.76 CR

This report prints if you selected to sort the report by invoice (i.e., the Sort Sequence field set to I).
This report lists all the accounts that were affected by each invoice. It prints the transaction
description, type, codes and the amounts by which each account was affected.

Important

The account numbers in field 3 (Div-Account-Sub) are affected by the codes printed in

fields 7 through 11 (Ord Src through Item GL Cd). If you wish to change any of the

accounts affected by these codes or make an account number dependent on a new

code, refer to the “Understanding the G/L Interface” section of the General Ledger Inter-
face User Guide for an explanation of how to set up the transfer options, or refer to G/L
Transfer Definition (MENU GLXFER) to change or enter transfer definitions.

NOTE: This report was generated based on a G/L Posting Date (shown in the header
section of this report) as opposed to a Sales Journal Number. You may designate
which to use in the generation of this report on the OE/GL Account Selection

Audit Screen (p. 25-3).

OE/GL Account Selection Audit Report by Invoice Number

Report/Listing Fields

Invoice

Description

This field prints the invoice numbers by which the report is sorted.
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OE/GL Account Selection Audit Report by Invoice Number

Report/Listing Fields

Seq

Description

The sequence line number is the reference to the line in the invoice that
affected the account.

Account Number

This field prints the account that is affected by the sequence line number
in the invoice. The account number affected will be dependent on the
transfer options that were set up in G/L Transfer Definition (MENU
GLXFER). For more information, refer to the General Ledger Interface
User Guide.

Trans Desc This is the description of the account that was affected by the sequence
line number in the invoice.

Trn Typ This is a system generated field that should be used as a guide as to what
type of accounts are updated. For example, for the transaction type of
TAX, the account number 001.0000006.002 is affected since it is a sales
tax account.
The transactions can be of the following type:
» CGS: Cost of Goods Sold
» CNT: Container charge
« DCS: Trade Discount
» FET: Federal Excise Tax
* INV: Inventory
* PMT: Payment
e TAX: Tax
» SLS: Sales

WH Invoices shipped from the same warehouse are set up to affect the same
account number. The account that is affected will depend on the transfer
options that were specified through G/L Transfer Definition (MENU
GLXFER).

Ord Src This is the order source code. Orders with the same source code will
affect a designated account as defined in the G/L Transfer Definition
(MENU GLXFER).

Cst G/L Cd This is the Customer G/L Code. Customers with the same code will
affect a designated account as defined in the G/L Transfer Definition
(MENU GLXFER).

Tax Body This field prints the tax body contained in the invoice. The account
affected is dependent on the tax body code.

Pmt Typ This field prints the payment type. Different accounts will be affected

depending on the payment type that was entered for this invoice.
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OE/GL Account Selection Audit Report by Invoice Number

Report/Listing Fields Description

Itm G/L Cd This field prints the Item G/L Code of the item described in the invoice.

Item The item number described in the sequence line number of the invoice.

Trans Amt The transaction amount described in the sequence line number of the
invoice.
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O/E to G/L Day End Audit Report by Account Number

GL320 O0B/OTIO 11.02.18

Company: 1
GIL Poshgrrl}ate: 07I31/09
0w - Account - Sub
001-0001100-000
003 - 00041200-000

003 - 00027 00-000

003 - D004000-000
003 - D005000-000

003 - D005E00-000

OE/GL ACCOUNT SELECTION AUDIT
MEI Account Nusber

A1l Account Mumbers

Trans Desc

Typ Invoice Seq WH Sre Cd Body

Accounts Receiv
PHT 00012022-00000 5

Inwven Wareh
INV 00012032- 00001

L
INV  0012032-00002 5§ *

Sales Tax Payab
TAX 00012032-00000 5

Sales Income
5L 00012032-00001 5
SLS 00012032-00003 5

Cost Of Goods S
CGS  (0012032-00001 5
CGS  0012032-00002 5

Trade [iscount
OSC  (0012032-00000 5

& C Office Supply

All Invoices

Cst Itm
Ord GL Tax Put GL
Typ Cd Item
TE 03 PA co
TE 03 PA (] AZ30
TE 03 PA co M50
TE 03* PA (1]
TE 03* PA (1] AZ80
TE 03* PA (1] M50
TE 03* PA (1] A230
TE 03* PA co M50
TE 03* PA co

Account Total:

Account Total:

Account Total:

Account Total:

Account Total:

Account Total:

AN/APDERD

Trans Aat

PAGE

NN
B

"
#E 35 55 &I
mEy mm mEE
NS on B B == &N

Ba
BER

==
B

EE BEER RRER RBE RRE ER

This report prints if you selected to sort the report by account (i.e., the Sort Sequence field is set to A).
This report lists all invoices with their corresponding sequence line numbers that affected each
account. It prints the transaction description, type, codes and the amounts by which each account was

affected.

Important

The account numbers in field 1 (Div-Account-Sub) are affected by the codes printed in
fields 7 through 11 (Ord Src through Item GL Cd). If you wish to change any of the

accounts affected by these codes or make an account number dependent on a new

code, refer to the “Understanding the G/L Interface” section of the General Ledger Inter-
face manual for an explanation of how to set up transfer options, or refer to G/L Transfer
Definition to change or enter transfer definitions.

NOTE: This report was generated based on a G/L Posting Date (shown in the header
section of this report) as opposed to a Sales Journal Number. You may designate
which to use in the generation of this report on the OE/GL Account Selection
Audit Screen (p. 25-3).

OE/GL Account Selection Audit Report by Account Number

Report/Listing Fields

Account Number

Description

This field prints the account number by which the report is sorted.

25-9



Infor Distribution A+ General Ledger User Guide

OE/GL Account Selection Audit Report by Account Number

Report/Listing Fields

Description

Trans Desc This is the description of the account that was affected by the invoice
sequence line number.

Trn Typ This is a system generated field that should be used as a guide as to what
type of accounts are updated. For example, for the transaction type of
PMT, the account number 001.0000002.003 is affected since it is a cash
account.

The transactions can be of the following type:
* CGS: Cost of Goods Sold

« CNT: Container charge

» DCS: Trade Discount

» FET: Federal Excise Tax

e INV: Inventory

e PMT: Payment

e TAX: Tax

» SLS: Sales

Invoice This field lists all the invoices that affect the account number . The
account affected by the invoice is dependent on the transfer options that
were set up in G/L Transfer Definition (MENU GLXFER). For more
information refer to the “Understanding the G/L Interface” section of the
General Ledger Interface User Guide.

Seq The sequence line number is the reference to the line in the invoice that
affected the account.

WH Invoices shipped from the same warehouse are set up to affect the same
account number. The account that is affected will depend on the transfer
options that were specified through G/L Transfer Definition (MENU
GLXFER).

Ord Src This is the order source code. Orders with the same source code will
affect a designated account as defined in the G/L Transfer Definition
(MENU GLXFER).

Cst G/L Cd This is the Customer G/L Code. Customers with the same code will
affect a designated account as defined in the G/L Transfer Definition
(MENU GLXFER).

Tax Body This field prints the tax body contained in the invoice. Depending on the
tax body, a different account will be affected.

Pmt Typ This field prints the payment type. Different accounts will be affected

depending on the payment type that was entered for this invoice.
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OE/GL Account Selection Audit Report by Account Number

Report/Listing Fields Description

Itm G/L Cd This field prints the Item G/L Code of the item described in the invoice.

Item The item number described in the sequence line number of the invoice.

Trans Amt The transaction amount described in the sequence line number of the
invoice.

Account Total The total amount by which the account was affected.
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CHAPTER 26 Year End Processing

Use the Year End Processing option on the General Ledger Master Menu (MENU GLMAST) to close
your general ledger at year end. Use this option before posting year-end adjusting entries to determine
the status of each fiscal period (open, temporarily closed, or permanently closed) and the amount to
balance the retained earnings/owners equity account.

You cannot complete the year-end process if
« all fiscal periods are not permanently closed
 the retained earnings account is out of balance

 there are out-of-balance transaction groups that have not been corrected through Transaction Entry
(MENU GLMAIN) and posted through G/L Transaction Post (MENU GLMAIN)

After making the appropriate year-end closing entries (type Y) through Transaction Entry (MENU
GLMAIN) and Post Transactions (MENU GLMALIN), and after permanently closing all periods in the
same fiscal year through Period Status Maintenance (MENU GLMAST), use this option to close the
fiscal year. The closing process

+ resets beginning income/expense balances for the new fiscal year.
 calculates beginning balances for all assets, liability and equity accounts.

« advances the current year.

NOTE: During the closing process, if all periods are not permanently closed and/or if the
Retained Earnings File is out of balance, you will not be able to perform the G/L
year-end.
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Important

As part of year-end processing, be sure to create the fiscal calendar for the next year (if
it does not already exist).

Year End Processing

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

GL Year End Processing Selection Screen  Use to specify the company and fiscal year to close. You
also have the option to select the job template to be used
for the GL Year End Processing job.

GL Year End Processing Confirmation Displays period and retained earnings file status. Use to
Screen close the year.
GL Year End Processing Error Report Prints if the system is unable to close the year. Lists

areas that need resolved before the year can be closed.
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GL Year End Processing Selection Screen

GL YEAR EMD PROCESSIMG

Job Template: .. ........
Company? a1,

Modify Selections: N

Fizzal Year: oo Lecuy)

FI=Exit F9=Job Template List

This screen appears after selecting option 21 - Year End Processing from the General Ledger Master
Menu (MENU GLMAST). Use this screen to select the company and the fiscal year to close in G/L.

You also have the option to:

 select an existing GL Year End job template by keying the template in the Job Template field to
provide the parameters needed to complete this process, or

 leave the Job Template field blank and you will be prompted to provide those parameters as you
process this option.

NOTE: Before running this option, all periods for this fiscal year must be permanently
closed and all year end closing entries must be made.
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GL Year End Processing Selection Screen Fields and Function Keys

Field/Function Key

Job Template

Description

Job templates are defined through Job Template Maintenance (MENU
XAFILE) to allow parameter selections to be pre-defined for a particular
process (such as, GL Year End) ahead of time. Once defined, this template
can be used repeatedly, eliminating the need to manually provide these
parameters for every submission of this job process.

For the current job submission, you can enter a pre-defined job template in
this field to use the established parameters (with or without any
modifications), or you can leave this field blank and the system will prompt
you to provide your own parameters.

If you enter a pre-defined job template in this field, and do not want to make
any changes to the established parameter selections for this current job
submission, key N in the Modify Selections field. You will then bypass all the
output parameter screens.

If you enter a pre-defined job template in this field, but want to review and/or
make modifications to the established parameter selections for this current
job submission, key Y in the Modify Selections field. You will be presented
with the established parameters for that job template and can review/make
changes as needed for this job.

If you leave this field blank, you will be presented with a series of prompts
for you to provide the desired parameters for this current job submission.

NOTE: To review a list of existing job templates that have been
created for GL Year End Processing jobs, press F9=JoB
TEMPLATE LIST.

Valid Values: A job template defined for GL Year End Processing jobs (that
is, GL605P) through Job Template Maintenance (MENU XAFILE).

(A 10) Optional
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GL Year End Processing Selection Screen Fields and Function Keys

Field/Function Key

Modify Selections

Description

If using a job template (you keyed a job template name in the Job Template
field on this screen or selected one via F9=JoB TEMPLATE LIST), this field
determines if you will be presented with that template’s parameters for
review and/or modification for this current job submission.

Key Y if you want to review and/or modify the selections of the indicated job
template. Any changes you make to the template through this GL Year End
Processing job will not impact the actual predefined template. The changes
apply for this run of the job only. If you key Y, a series of selection screens
will display allowing you to review and/or make changes. For details about
the screens that display, refer to Job Template Maintenance (MENU
XAFILE) in the Cross Applications User Guide.

Key N if you want to use the template as-is and you do not want to make any
modifications. If you key N, a series of selections screens will not be
displayed.

Valid Values: Y or N; cannot be Y if the Job Template field is blank.

(A1) Optional

Company

Key the number of the company for which year-end processing will be
performed.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Fiscal Year

Key the fiscal year, in CCYY (century/thyear) format, to close through year-
end processing. You must close the years in sequence. You cannot key a
fiscal year that is not the “next” fiscal year to close; if you do, a message
displays informing you that the year you keyed is not the next fiscal year to
close.

(N 4,0) Required

F3=Exit

Press the F3=ExiT function key to cancel this option and return to MENU
GLMAST.

F9=Job Template List

Press the F9=JoB TEMPLATE LisT function key to display the Job Template List
Screen, where you can review a list of existing job templates that have been
created for GL Year End Processing jobs.

Refer to Job Template Maintenance (MENU XAFILE) in the Cross
Applications User Guide for further details.
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GL Year End Processing Selection Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press ENTER to confirm your selections. The GL Year End Processing
Confirmation Screen (p. 26-7) appears.

Additionally, depending on your selections in the Job Template and Modify
Selections fields on this screen, various job template screens may or may not
display once you press ENTER. For details about job template screens, refer to
Job Template Maintenance (MENU XAFILE) in the Cross Applications
User Guide.
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GL Year End Processing Confirmation Screen

GL YEAR EMD PROCESSIMG

Compariy: 1 A & C Office Supply

Fizcal Year: 2009

' '=Mot closzed
T=Temporary close

Period End Date  Status
1 Jan 1/31709
Z Fehb EFEGAI9
3 Mar 3431709
4 Apr d/30509
5 May S/31709
B Jun 630509
T oIy 431509
d  Aug G319
9 Sep 930509
10 Oct 10,3109
11 Mow 113009
17 Dec 173109

Theze periods have not been clozed.

The retained eartiings file iz out of balance by $936, 740,73 .
You must pozt a clozing entry to credit a Retained Earnings account and debit
an Income/Expense account.

Thiz process will be canceled.

F3=Cancel  F13=Process

Use this screen to determine if you can perform the G/L year-end close for the selected fiscal year for
the specified company. If all periods are not permanently closed, and/or if the Retained Earnings File is
out of balance, as indicated on this screen, you must permanently close all fiscal periods and/or key
year-end closing entries before you can press F13=PROCESS to process. Once you have determined if
you can perform this option, use this screen to process the general ledger year end close (by pressing

F13=PROCESS).

NOTE: Distri