General Ledger

Overview

The General Ledger isthe heart of the accounting system. The data
from Purchase Orders, Inventory, Order Entry, Accounts Receivable,
Point-Of-Sale, Accounts Payable, Bank Manager, Property
Management, and the Payroll modules are posted to this system.

The General Ledger Flowchart

The Generd Ledger consolidates the postings from all the modules
into one file. You can view, but not edit these postings. In addition,
you can make your own Journal Entries to change account balances.

The General Ledger (G/L) system is areal-time accounting system.
This means that:

When you create a G/L Transaction (Journal Entries), the
account balances are affected immediately for the period
(Date) the transaction takes place.

When you post transactions from an external module (like Order
Entry, A/R, A/P etc) to G/L, account balances ar e affected
immediately for the period (Date) the transaction takes place.
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You do not have to open and close monthsin the G/L system.
You can simply tell the G/L System to make areport for a
specific period (Date). The feature to close periodsis provided
for the purposes of audit trail integrity as some users may wish to
close out periods. The use of this feature is optional. Once a
period is closed, you can go back and open it to make adjusting
entriesif required.

You do not have to choose between Cash and Accrual based
accounting methods. Y ou can set the default accounting method
(Accrua or Cash) in G/L Setup. At the time of printing your

GIL reports, you can choose between Accrual and Cash methods
of Accounting. This feature does not restrict your data to be of
either Accrual or Cash. In addition, you can do “What 1"
analysis to see the results based on Accrual and Cash methods.

| Inventory |

| Order Entry | | Budgets |
[ AR ] t

| — | | GIL Reports |
[ Bark Maneger | —)} Journal En;ri%Created |
| Point Of Sdle | | Manual Journal Entries |
| Payroll |

| Property Mgmt |

You can use the General Ledger system to make Journal Entries.
Journal Entries are transactions that you create and are used to affect
the account balances in the Chart of Accounts. The purpose of these
entries can be to adjust the account balances to reflect any changes,
or corrections for an incorrect posting or an adjustment.

AI mportant Note: A Journal Entry isa method of updating or
modifying account balances, while maintaining an audit trial of
the transactions created to make the change.
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The Journal Entries and postings from all other modules update the
General Ledger account balances immediately. This alows you to
print your financia reports immediately.

Once you have verified that the entries are correct, print your
financia statements like Trial Balance, Income Statement, and
Balance Sheet. Next, backup your data and close the appropriate
period/month.

Quick Start for General Ledger

Please refer to the Quick Start Guide chapter for the quick steps to
create Accounts, and set up your General Ledger. You will also learn
how to quickly enter your starting balances.

Chart of Accounts Maintenance

This option is used to maintain the Chart of Accounts. When you
install and start the program for the first time, the program asks you
if you want to use the sample Chart of Accounts or set up your own.
If you had opted to use the sample Chart of Accounts, when you
select this option, you will have an opportunity to browse or edit
these entries.

Layout of Your Accounts

It is very important to set up your accounts correctly. If you installed

the sample chart of accounts when you first created the company, the

program automatically sets up the appropriate accounts for you. Here
are important items to remember:

Always group your account numberstogether (i.e. al the
accounts of the type Cash will be together, Accounts Receivable
will be together, etc.).
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Account groups must be set up in the correct sequence (i.e.
the first group of accounts should be Cash, the second Accounts
Receivable, the third Inventory, and so on). The entire list of
account groups should be in the following sequence:

Cash

Account Receivable
Inventory

Other Current Assets
Fixed Assets
Accumulated Depreciation
Accounts Payable
Credit Card

Other Current Liability
10. Tax Liability

11. Payrall Liability

12. Long Term Liahility
13. Capital/Equity

14. Income

15. Other Income

16. Cost Of Sales

17. Operation Expenses
18. Other Expenses

19. Tax Expenses

Wo~NOOA~WNE

Allocate account number rangesto each account group. The
chart below shows the various account types, and account
number ranges for each from the sample chart of accounts. For
example, al accounts of the type cash will have account
numbers between 11010-11999. Y ou can create your own range
of account numbers if required.

Do not mix account types (e.g. since account numbers between
11010-11999 are of the type cash, do not add an account number
11800 for accounts receivable. Accounts of the type accounts
receivable should have an account number between 12010-
12999).
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Account Types

Type Account Account
Group Number Range

Cash Assets 11010-11999
Account Receivable Assets 12010-12999
Inventory Assets 13010-13999
Other Current Assets Assets 14010-14999
Fixed Assets Assets 15010-15999
Accumulated Assets 16010-16999
Depreciation

Accounts Payable Liability 21010-21999
Credit Card Liability 22010-22999
Other Current Liability | Liability 23010-23999
Tax Liability Liability 24010-24999
Payroll Liability Liability 25010-25999
Long Term Liability Liability 26010-26999
Capital/Equity Capital 31010-31999
Income Income 41010-41999
Other Income Income 42010-42999
Cost Of Sdles Expense 51010-51999
Operation Expenses Expense 52010-52999
Other Expenses Expense 53010-53999
Tax Expenses Expense 54010-54999
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How Do | Set Up G/L Accounts?

When you create a new company, the program gives you an
opportunity to use the sample chart of accounts based on the type of
your business.

We highly recommended that you use the sample chart of accounts.
Thiswill save you alot of time in having to create your own chart of
accounts. In addition, you can always add, edit, or delete
accounts from the sample chart of accounts.

However, if you choose not to use the sample chart of accounts, we
have provided this checklist of things for you to do:

Select the Chart of Accounts Maintenance from the G/L menu
and enter al your account numbers.

Make surethat you group all your accountsin the same
order asshown in the Account Type Tablelisted earlier in this
section (i.e. the first group of accounts should be of the type
Cash, the second Group of Accounts of the type Accounts
Receivable, and so on). Thisis shown in the sample below:

Account Name Type
Number
11010 Checking Account 1 Cash
11030 Saving Account 1 Cash
11070 Petty Cash Cash
12020 Allowance for Bad Debt | Receivable
Account
13010 Inventory Inventory

Do not mix accounts from different groups together (e.g. do not
have an account of the type Accounts Receivable in the Cash
group. Doing thiswill result in incorrect G/L Reports). A sample
of what you should not do is shown in the following table:
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This is not
recommended.
Here an A/R
account is in the
middle of the Cash
Accounts. Here it
should have been
12010.

Account Name Type
Number
11010 Checking Account 1 | Cash
11011 Accounts Receivable
Receivable Account
11030 Saving Account 1 Cash
11070 Petty Cash Cash
12020 Allowance for Bad Receivable
Debt Account
13010 Inventory Inventory

If you have installed the General Ledger module, select the
Company Setup option from the File/Company Settings menu.
Replace al the default G/L Account numbers with your own
Account numbers.

If you have installed the I nventory and the General L edger
module, select the make sure that al your I nventory IDs have
the correct Sales and COGS (Cost Of Goods Sold) account
numbers. Also, make surethat all your Service IDs have the
correct Sales account numbers.

If you have installed the Pur chase Order, Accounts Payable
and the General Ledger module, set the correct default accounts
in the PO Setup option.

If you have installed the Point Of Sale (POS) and the General
L edger module, select the POS Setup option from the POS
menu. Replace all the default G/L Account numbers with your
own Account numbers.

If you have installed the Payroll and the General L edger
module, select the Payroll Setup/Department option from the
Payroll menu. Replace all the default G/L Account numbers
with your own Account numbers.

If you have installed the Property Management and the
General L edger module, select the PM Setup option from the
P/M menu. Replace all the default G/L Account numbers with
your own Account numbers.

At this point, you are ready to start using your Chart of Accounts
M aintenance option.
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Creating a New G/L Account

Step 1.  Make sure that the cursor is on the Account | D field.
Typeinthe new ID to add in the Account ID field and
press Enter.

Step 2. Complete all the fields for the Account I1D. A detailed
description of all the fieldsis on page 779.

Step 3:  Click on the Save-F4 button to save the Account ID.

Editing a G/L Account

Step 1.  Make sure that the cursor is on the Account | D field.
Typein the Account ID you wish to edit. If you do not
know the Account ID, click on the Browse-F3 button to
list the Account 1D’ s on the screen. Select an Account ID
from the browse list and press Enter.

Step 2. All thefields for the Account 1D display on the screen.
Y ou can change all the editable fields. To change the
Account 1D, you need to go to the Change Account ID
menu option.

Step 3:  Click on the Save-F4 button to save the Account 1D.

Deleting a G/L Account

Step 1:  Make sure that the cursor is on the Account | D field.
Typeinthe Account 1D you wish to delete. If you do not
know the Account ID, click on the Browse-F3 button to
list the Account 1D’ s on the screen. Select an Account ID
from the browse list and press Enter.

Step 2. All thefields for the Account 1D display on the screen.

Step 3:  Click on the Delete-F8 button to delete the Account ID.
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A Important Note: Y ou can delete an account number only if it
does not have any transactions (Journal Entries or Postings) in the
General Ledger. You cannot delete an account even if has an
account has a zero balance, as long as it has transactions (Journal

Entries or Postings) in the General Ledger. This ensures proper audit
trail control.

Chart of Accounts Maintenance Fields

Listed below is the explanation of the various fields in the data entry
screen.

General Information

Customize the chart
of accounts.

The following fields are available on this tab:

Chart of Accounts Maintenance

i
i

Fereral momainn ID,LTmmung1 =L r::\-:]

Digpl oy Balance & Budget Based One © gcorisl T Cagh

Accourd D |1'|5|'|5| Dz phion |m:l:wn1= Fayabls
Accour Typs | ceoums Payakdn '_I
Currarn Balanpa .ﬂ'.‘l

Raever | #lancebm | ESomaa| 170 re | Qfronees| B tedes | £ e |

Account |1D: The account number isa 10-digit ID. It can consist of
numbers or lettersin any combination. If you know the account ID,
enter it, and press Enter to go to the next field.

A Important Note: The Current Earnings figure from the
income statement is listed automatically in the balance sheet at the

time of printing. Y ou do not have to create any account for Current
Earnings.
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Double Click to
view Journal Entry

Details.

Account Type: The various account typesin the system are listed in
atable earlier in this section on page 775. Choose an Account Type
from the drop-down list.

Current Balance: Thisfield holdsthe Current or To Date balance
of the account. This field cannot be edited. The balance in thisfield

is updated by postings in the system. If an account has a Debit
balance it displays as a positive number, otherwise a Credit balance
displays as a negative number.

G/L Transactions

Thistab lists all the G/L Journal Entries for that Account. If you
double click on any transaction number, the program will display the
transaction details in a new screen.

L Chaat of Accounts Maint=nance
Ceraraipnannmicn, L Transsstans || oo |
Trans# | L Jourrel [Trars. Dsle| dccourd# | Cebi Credi Description -
3 T |o7e25H888 [21010 | 10010
983 CH |I:I1 1998 21010 |535 BT SN EHPENEE CHECH
887 CH [naiz6ri aea (31010 .o Teeet chiach
357 CH [D2r2mr1ese [21010 [ 0.0 [Test chimck
357 i |nzizerase [21010 Jo.o1 Tozting
357 [ [n2iz8r1538 [21010 [ 0.0 [Testing
2 A 7188 (21010 n.00 000 | Teest
[TH S | EREEETE 2535525 Invoice To 160-AWERK 2H FF
952 L |I:I1|31|’1!BB 21010 44T 49 Invpkce To 143-AWERICA 16
EL K P |I]1|31ﬁ!55 21010 2253 |nvoce To 143-aWERICA 15.
i | LI-I
Roeven | sircaim | eSimas] (00 | Qfronzess| 5 toes | £ pen |

By default, transactions are listed in Transaction Number order. If
you click on any column header, the display will re-sort the
transactions by that column. For example, if you click on the “ Trans.

ram will sort all the customer transactions
displayed on the screen by the Transaction Date.

If when you open the program, the program lists transactions by
Transaction Date in ascending order and you click again on the
“Trans. Date” column header, the transactions will be re-sorted by
the Transaction Date in descending order.
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Y ou can aso click on the Refresh button to display any new
transactions that were added after the screen was opened.

Budget Figures

The following fields are available on this tab:

el formalion | G Tranzacters Bmetﬁwes|

Parmod Ending Acduaal Budgeted Period Ending Achual | Budgeded

Jan 31, 1905 [ Zesmnst]||  soononoa ]| waa, a0 [ ool | oo |

Fiok 283, | G200 [ Saeesaad](| assoonom || A 1em [ ol || oo |

a3, 1 S [ non| | 0.0 || Sep a0, 1093 [ o] || oo |

Apr 30,1558 [ non || 1m0 || oz jeem [ ool || oo |

My 31, 1993 | noa | 000 || pigy 30, 1258 | o] | 0. |

Jun 30, 1938 | noa| 100 || pec i, 1958 | o] | 0. |
[HSser | HCareelfs |E|:Ium&c| Tl ;|ﬂﬁ--m' I E}'lﬂmusmj gj‘n.ﬁ-h I

Period Ending: These are your accounting periods. These periods
are setup from the G/L Setup option. For more information on
period setup, refer to page 790.

Actual: Thesefields contain the balances for each month of the year.
There are 12 fields. The program automatically calcul ates the
balances in these fields for you and they cannot be edited.

Budgeted: These fields contain the budgeted balances for each
month of the year. There are 12 fields. Y ou can also edit the budget
figures by selecting the Enter/Edit Budgets option in the G/L
Budgets menu.

Notes: Y ou can type in notes relating to the each account. These
notes may contain vital information about the account and you can
keep them with the account itself for audit purposes.
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How Do |1 Copy G/L Accounts to Another
Company?

This section applies to if you have multiple companies and you want
to have the same chart of accounts for all your companies.

Step 1. Thefirst step isto create a Master Company. Set up the
chart of accounts, departments, and any other information
in this company to fit your requirements. Y ou will not
enter any transactions in this company.

Step 2. After you have crested this master company, you should
backup your data. Select File -> Data Utilities ->Backup
Data Files option to backup your data. Label thisdisk as
“Master Company Backup”

Step 3:  Create anew company by selecting the New Company
option from the File menu.

Step 4:  After you create the new company, you can restore the
data from the Master Company Backup disk. Select File
> Data Utilities >Restor e Data Files option to restore
your data. At this point, the new company has the same
chart of accounts as the Master Company.

Repeat steps 3 and 4 for each new company.

Department Maintenance

Overview

Department Tracking is apowerful feature in the G/L System. It
gives you the ability to track account activity by department for any
account. Typical uses of this feature include:
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Tracking salesfor each department. A department could be
used to differentiate sales between area like wholesale and retail,
or regions like North, South, or even domestic and international .
Y ou can come up with unlimited uses for department tracking.
Tracking expenses for each department: Y ou could use the
department feature to track expenses between departments like
Sales and Customer Support, track building expensesin a
property management company, and so on.

A Important Note: Y ou must enable the Department tracking
feature from the G/L Setup option. After you enable this feature,
you will be able to enter the Department ID on the transaction
screens. If you do not enable the Department tracking feature, the
Department ID field isdisabled on all data entry screens. For more
information on the G/L Setup option, please refer to page 790.

Department Tracking in Other Accounting
Programs

Most accounting systems have a fundamental problem with
department tracking. They require you set up a new copy of the
chart of accountsfor each department. For example, say you have
the G/L account number of 52070 set up to track expenses for office
supplies. Also assume you wish to track the office supplies expense
for two departments — Sales and Customer support.

Most systems will insist that you set up two accounts — one for each
department. So you would end having account number 52070 as
Supplies for Sales Department and 52071 as Supplies for Customer
Service Department. Y ou would have to do this for every account in
the system.

If you decide to add a new department called Administration, you
would be required to add a new set of accounts all over again. An
example is shown in the following table:
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Account ID Description

52070 Supplies for Sales Depart.

52071 Supplies for Customer Serv Dept
52072 Supplies for Administration Dept

You can see from these examples that if you start with a base set of
100 accounts, you would then need to add another 100 accounts for
each department.

The problem does not end here. Say you have three departments, and
you decide to add a new expense account for Travel Expenses. Y ou
would need to add three new accounts — one for each department. If
you had more than three departments, then you would need to add
even more accounts. There is an example in the following table:

Account ID Description

52070 Supplies for Sales Depart.

52071 Supplies for Customer Serv Dept
52072 Supplies for Administration Dept
52080 Travel for Sales Depart.

52081 Travel for Customer Serv Dept
52082 Travel for Administration Dept

Besides the time-consuming task of creating these long lists of
accounts, which multiply with each department, you a so need to
remember or search for the correct account number and match it with
the appropriate department each time you make an entry in the
system. Asyou can see, this can get very cumber some and
overwheming.
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Department Tracking in This Accounting
Program

We have created a solution that would eiminate this problem. With
our system, you need to have only one account for each category.

Y ou would use the Chart of Accounts M aintenance option for
entering the accounts. Thisis shown in the following table:

Account ID Description
52070 Supplies Expenses
52080 Travel Expenses

Then each time you need to add a department, you would only need
to add one department. Y ou would use the Depar tment

M aintenance option for entering the departments. Thisis shownin
the following table:

Department ID. | Description

Sdles Sales Department
Cust Customer Serv Department
Admin Administration Department

Now when entering expenses for each department — for example
Travel, you would use the account number 52080 — no matter for
which department(s) the expense is being added. Then, in addition to
the expense, you would just enter the Department I D for the
appropriate department. It is that easy. Here is an example that shows
how to split the travel expenses for a $1000.00 between the three

departments:

Account | Account Name | Department | Debit

52080 Travel Expenses | Sales 500.00
52080 Travel Expenses | Cust 200.00
52080 Travel Expenses | Admin 300.0
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The above example can extend to tracking sales by each
department - say for Wholesale and Retail. Y ou would set up two
departments as shown below:

Department ID. | Description
WH Wholesdle Sales
RET Retail Sales

When you create an invoice for Wholesale, enter WH in the
Department field. When you create an invoice for Retail, enter RET
in the Department field. It is that easy!

TIP!|When you create financial statementsin the G/L Reports
menu options, you be able to click on the Select Departments
button and choose the departments to include in the report.

M Department Maintenance M= =

Departmert I

Description | Department 1 |

Track an unlimited
number of
departments.

5ave-F4 I » Cancel-Fs IE;r\Cll:ISE-ESCI '@'Delete-FS I QErnwse-FaI

Creating a New Department

Step 1. Select the Department Maintenance option from the
G/L menu. Place the cursor on the Department ID field.

Step 2:  Typeinthenew ID to add into the Department 1D field
and press Enter.

Step 3: Complete al the fields for the Department. A detailed
description of dl the fields is on page 788.
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Step 4:  Click on the Save-F4 button to save the Department.

Editing a Department

Step 1:  Make sure that the cursor is on the Department ID field.
Type in the Department I D you wish to Edit. If you do
not know the Department ID, click on the Browse-F3
button to list the Department IDs on the screen. Select a
Department ID from the browse list. Press Enter on the
Department ID field.

Step 2. All thefields for the Department will display on the
screen. Y ou can change all the editable fields. You
cannot change the information in the Department 1D
field.

Step 3:  Click on the Save-F4 button to save the Department.

Deleting a Department

Step 1:  Make sure that the cursor is on the Department ID field.
Type in the Department I D you wish to delete. If you do
not know the Department ID, click on the Browse-F3
button to list the Department IDs on the screen. Select a
Department ID from the browse list. Press Enter on the
Department ID field.

Step 2. All thefields for the Department will display on the
screen.

Step 3:  Click on the Delete-F8 button to delete the Depar tment.

A Important Note: Deleting a Department will not delete its
associated transactions in the system. We recommend that you do not
delete a Department that has associated transactions in the system.
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Department Maintenance Fields

Listed below is the explanation of the various fields in the data entry
screen.

Department I1D: Thisis the identification number for the

department. Y ou can use a maximum of 10 characters (Numbers or
Lettersin any combination) for the Department 1D.

Department Name: Enter the name of the department. The
department name can be 30 characters long.

Customize Account Subgroups

Through this option, you can customize the grouping for the chart of
accounts and determine how they are printed on the general ledger

reports.

1% Customize Account Sub-Groups

Account Hierarchy Contents of

ﬂj;] AZZETE 1 | Group Mame |
= Currert Azzet
! Cash
Account Receivable
Inventary
Cther Current S=set
Cther Current Azzets
Fized Aozt

Fixed Lzsets
T Azzet

Accumulsted Deprecistion

Accourts Payable

Creclit Card

Payrall Lisbility

Tanx Lisbilty =l

O Hew I Save—F4| B“CIDSB-ESC' EDBI&te-FBl
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How Do I Customize My Chart of Accounts?

This option allows you to visually control your account subgroups.
You can add, delete, move, and rename your account subgroups. The
account subgroups display in atree-like list.

There are four main account groups: Assets, Liabilities, Income,
and Expenses. Each of these main groups can further branch out into
subgroups, and the subgroups into sub-sub-groups, and so on. There
is no limitation to the number of subgroups that you can create.

However, within each sub-group you can extend out to a maximum
of 126 nodes (levels or branches) deep. Normally you would not
exceed 10 or 20 levels deep.

How Do I Add a Subgroup?

Let’s say you want to add a subgroup titled “My Current Assets’
under the main group “ASSETS’. To do this you would do the
following:

Step 1. Select the Customize Accounts Sub-Groups option
from the Setup menu in G/L.

Step 2. Click on theitem labeled Assets.

Step 3:  Either click on the New button, or press the right mouse
button. When you press the right mouse button, a menu
list will display. Select the item titled New. You will seea
rectangular box with a highlighted text Enter the
description. Replace the default text with the text My
Current Assetsand press Enter.

A Important Note: To edit or rename the text, you can right
mouse click on the text to edit or rename and then click once on
Rename from the menu list displaying.
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Change Account ID

This option alows you to change an account 1D and have the change
cascade to all the associated files, wherever the ID is used. Y ou can
access this option from the Setup sub menu.

A Important Note: Thischangeisfinal and cannot be undone.
We recommend that you reindex and backup the data before you
proceed. These features are available under File > Data Utilities >
Backup Data Files and/or Reindex Data Files. Before you begin
any of these procedures — Backup, Reindex, or Change ID —you
must ensur e that no other workstation is running the application over
the network and that no other copy of the application is running on
the local machine.

M, Change Account ID

Any changes you make are final. The changes will also be reflected in the associated files. We recommend that
yiou Reindex and Backug the data before you proceed.

This Process Is Irreversible. Please Backup Data !

Erter the ID ta be changed: || Qj

Erter the replacement for the abowve 1D

—[The change will be effected in the following files]
ACCOUNT DBEF GLTRAN.DBEF GLREEC DBF SERWICE.DBF INs A0 DEF
SALESTAX.DEF RECEIv DBEF RECLIME DBF ARREC.DEF ARLINEEC DBEF
“ENDOR . DEF PAYABLE.DBF PAYLINE.DBF APREC.DEF APLINREC DEF
DEPOSIT DEF CHECKS DEF CHKESPLIT.CBF BaMK.DBF PMBLDGS.CEF
FPMSET.DBEF PMACTION DEF PMCHARGE.DBF PMFEES . DEF DEPART.DBF

Ok -F4 | #5Cancelrs !
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G/L Setup

A Important Note on Fiscal Year and Calendar Year: A
calendar year begins on January 01 and ends on December 31. A
fiscal year isthe financia year for which the company produces its
financial statements. Different companies have different fiscal years.
Some examples of fiscal years are:

January 1996 to December 1996
May 1996 to April 1997
June 1996 to May 1997

If you are not sure about your fiscal year, please refer to your
accountant.
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Accounting: A new option is availablein GL Setup. Y ou can choose
Accrual or Cash as your default accounting method. Regardless of
this setting, the program continues to record all entries for both Cash
and Accrual basis, so you can switch at anytime by ssimply changing
the default on any GL Report selection screen or GL Account or
Budget maintenance screen.
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On the Account Maintenance and Budget Maintenance screens, the
“Current Balance” shown will be based on the accounting method
selected here — either cash or accrual.

Type of G/L: This program can accommodate any fiscal year. You
can select either Date Based or Period Based. These settings affect
only the G/L Reports option. When you are ready to print your
reports, you will enter either a date period or date range, based on
this selection.

Most users select a Date Based system. When you run your reports
you type in a date range.

If you select period based, you can then select Period Types
between a 12 period and a 13 period system.

Period Type: You can select Period Types between a 12 period and
a 13 period system. If you are not sure, please consult with your
accountant about this choice.

Current Calendar Year: Typein the current fiscal calendar year for
your General Ledger. Thiswill be used to auto-fill the dates for the
periods.

Do not allow edit/delete of transactions before: The G/L System
will ensure that the posting date from other modules is greater than
this date and you will not be able to edit journal entriesin G/L that
have a date equal to or less that this date.

Next G/L Transaction Number: Thiswill be used as the next
Journal Transaction Number for the Journal entries you will create.

Auto-Fill dates based on thefirst period: When thisbox is
checked, all the dates for the periods will be automatically prefilled
when you change the date for the first period (Period 1 From Date).

Date Range For Each Period: Enter the date range (starting and
ending) for each period in thisfiscal year. These dates must be
entered for both Date Based and Period Based systems.
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Track Departmental Accounting: Check this box to enable the
tracking of departments in the entire system. The program will ask
you to enter a Department 1D on the Orderg/Estimates, Invoices, A/R
transactions, A/R Payments, A/P Transactions, Pay A/P Bills,
Enter/Edit Checkbook, Tenant Maintenance, and G/L Transactions.
For more information on Department Setup, please refer to page 773.

Include Prior Year Retained Earningson Trial Balance: When
you check this box, the program will include the Retained Earnings
balance as of the closing of the last fiscal year on the Trial Balance
reports.

Enter/Edit G/L Transactions

Overview

This option is used for two primary tasks:

Entering Journal Entries.
Viewing previoudy entered Journal Entries, or Posting
summaries from other modules.

What Is a Journal Entry?

A Journa Entry is agroup of transactions used to modify the balance
of a Genera Ledger account.

You can use the General Ledger system to make Jour nal Entries.
Journal Entries are transactions that you create that are used to affect
the account balances in the Chart of Accounts. The purpose of these
entries can be to adjust the account balances to reflect any changes,
or corrections for an incorrect posting or an adjustment.

A Important Note: A Journa Entry is amethod of updating or
modifying account balances, while maintaining an audit trial of the
transactions that were created to make the change.
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When Do You Make Journal Entries?

Y ou generally make Journal Entries in the following circumstances:

To enter the starting balances for the accounts.

To reverse ajournal entry or a posting from a module (e.g.
Payroll, Accounts Receivable, Accounts Payable, Bank
Manager, Purchase Order, etc.).

To transfer an amount from one account to another.

To make Month-End or Y ear-End adjusting journal entries.

T, Enter/Edit G/L Transactinns
JowTed Tranzachon ko 1 J/-JM‘I‘-H Souncs oyl Dabe | 0 A 95E ]
[Examie, "\E" 1or Jornal Entry
L _frmritane | Deet D | Cemerpfon | Detd | Creck | bl [Src Coc| s
Create adjusting _ﬁ Chechng ccoun] 1 |t Peito Snth an 0oa| se53 3513 j
journal entries or —(\[z5070 Fice - Empliyee 1 Crecacted fram Snilh b pon|  4R3En A
view postings from J50B0  |Weedef Empiod 1 |Cecioled romSndkd] 00| 1130 X615
other modules. OG0B0 |Federsd Tac-Empl 1 |Cecucied romSnthab] 00| fa0a0 it
15100 |Sdf - Emploree 1 |Cecucled romSmihd]  000| 3800 FoE)
2540 Prayroll Decoction 1 AT TH-=mih Jim 0.ad s00 00 9513
) r[35010 Fice - Bpoyer 1 Conin foe St a0 poa| geIsn 9513
Double Click here to / IS0 |wesdceta-emeinyd 1 |Conlin for Sk e noal 110 1A
open the source 52390 |Pavrol Expores- 1 |Gross Per of Smib ] 7A00 000 3L
transaction (Drill 53350 Payrol Expsmzs - 1 |corinb.for SmihJm 58670 i3] EEE
Down) 11010 |Checking Accour] 5 |Pel Pawiio Gingheton Dl 00| 567599 Fo
25070 Fica - Enployee 3 Decicied from Sngietod oaa QeI |12
25080 Werdcare - Emgainy = Ceciiried from Sngietcd ooa 113710 512
150R0 |Fedesl Taz-Emp| 5 |Decucted romSngeled  non| 12REar 257 | =
|FE| Delst= =5 Ins d=m Todel Dbl Total Credk
o i | Mancabes | Eeskac] Fr i 2 | Qlproressy TiEdE | 71 s

Creating a New Journal Entry
Y ou can create a new Journal Entry as follows:

Step 1: Do not enter the Transaction Number field. The program
will automatically determine the next Transaction
number.

Step 2:  The cursor will be at the Journal Source field. You can
now fill in the Journal Entry information. An explanation
of the fields on the Journal Entry screen is available at
page 796.
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Editing a Journal Entry

You can edit a previoudy saved Journal Entry asfollows:

Step 1

Step 2:

Step 3:

Step 4:

Place the cursor in the Transaction Number figld.

Type in the Transaction number for the transaction to
edit. If you do not know the Journal Entry number, you
can click on the Browse-F3 button to bring up alist of
Journal Entries currently on file. Y ou can select a Journal
Entry from thislist to view or to edit it.

Pressthe Enter key.

The Journal Entry will display on the screen. You can
now make changes to the Journal Entry aslong asit was
not a posting from another module. Click on the Save-F4
button to save the changes.

Deleting a Journal Entry

You can delete a previously saved Journal Entry as follows:

Step 1

Step 2:

Step 3:

Step 4:

Place the cursor in the Transaction Number figld.

Type in the Transaction number of the transaction to
delete. If you do not know the Journal Entry number, you
can click on the Browse-F3 button to bring up alist of
Journal Entries currently on file. Y ou can select a Journal
Entry from thislist to view or to edit it.

Pressthe Enter key.

The Journal Entry will display on the screen. You can
now delete the Journal Entry aslong asit was not a
posting from another module. Click on the Delete-F8
button to delete the transaction.

Accounting for Windows

General Ledger - 795



A Important Note: If you delete or change a Journal Entry from
aprior period, you will need to reprint all your financial reports
from that period and the periods following it.

Voiding a Journal Entry

At times, you may need to undo journal entries that you manually
entered (manual entries refer to those that were either created from
the Enter/Edit G/L Transactions screen or generated using
Generate Recurring G/L Transactions— your cannot void postings
from other modules). Y ou can use this function instead of Delete a
Journal Entry if you want to create areversing journal entry and
maintain an audit trail. (Deleting does neither of these — it simply
removes the transaction from your records)

Step 1:  Placethe cursor in the Transaction Number field.

Step 2. Typein the Transaction Number of the manual
transaction to void. If you do not know the Journal
Transaction number, you can click on the Browse-F3
button to bring up alist of Journal Entries currently on
file. You can select a Journa Entry from thislist.

Step 3:  Pressthe Enter key to select and display the transaction.
Step 4:  Click on Void in the bottom right of your screen.

When you have completed these steps, areversing entry is created
for the transaction, bearing a new transaction number (the rest of the
transaction details remain the same, including the date).
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Journal Entry Fields
The data entry fields that are available are:

Journal Transaction No.: If you want to edit a previoudy saved
journal, you can type in the journal transaction number and press
Enter, or you can click on the Browse button to bring up alist of
journal entries currently on file.

A Important Note on How the Journal Transaction Number
for the current transaction is deter mined: This program has the
ability to open multiple journal entry screens (e.g. whileyou arein
the middle of working on ajournal entry, you can open another
journal entry screen). In order to prevent conflicts between both
these open windows, the program does not determine the journal
transaction number until you save the journal. When you save the
entry, the program will automatically obtain the next journal number
and display the message Saving L edger Transaction number XX.
Y ou can override this feature by going to the Journal Transaction
No. field and entering ajournal number directly.

Journal Source: Thisrefersto the type of G/L Journal Entry. Each
module will post transactions to the General Ledger under a different
G/L ID as shown below:

Journal Source | Module
AR Accounts Receivable
CK Bank Manager / Checkbook
FC Finance Charges
v Inventory Adjustments
OE Order Entry
PM Property Management
PS Point-Of-Sale
PY Payrall
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Y ou may make up your own ID for the Journal Entries that you
make. These can be numbers of lettersin any combination. We
recommended that you use ‘ JE' for Adjusting Journal Entries.

Journal Date: Enter the date of this Journal Entry. The program
uses this date to determine the posting month. If the date is 01/01/98,
then the journal entry will post to the month of January.

Account 1D: Enter the General Ledger Account number that will be
affected by this transaction.

Account Name: This displays automatically when you enter the
account number.

Dept. ID: If you have enabled Department tracking in the G/L
Setup option, enter the Department number. The program will
automatically default to the first record in the department file. For
more information on department tracking, refer to page 773.

Description: Enter a description of the entry.
Debit: Enter the amount by which to debit this account.
Credit: Enter in the amount by which to credit this account.

Job ID: If you have Job Tracking enabled, then you will be required
to type in the Job |1 D for each line item. These entries will then
automatically affect the Job Profitability report.

Src. Doc: Thisisthe Sour ce Document number of a posting from
another module. For example if a posting from the Order Entry
module were made for invoice #55487, then this field would contain
the number 55487. Thisfield is used for audit trail tracking.

Print: This button appears on the bottom right of the screen after
you have selected a transaction. Clicking on this button will print the
transaction(s) displaying on the screen. Y ou can also print a new
transaction. Selecting Print will both save and print your
Transaction.
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A Important Note:

1. DO NOT enter a‘+’ or a‘-’ sign with the amount. The program

does it for you.

2. Inorder for you to save a transaction group, the sum (Totals) of

the debits should be equal to the credits.

-

TIP! | Which Account Do | Debit or Credit?

Use the following table to determine if you need to debit or credit an

account:
To Increase | To Decrease

Account Type Account Account

Balance Balance
Any Asset Account Debit Credit
Any Liability Account Credit Debit
Capital/Equity Account Credit Debit
Any Income Account Credit Debit
Any Expense Account Debit Credit

-

TIP!|Drilling Down to Transactions: If you doubleclick a

transaction posted from another module, the program will display the
details of the source transaction in a new screen. Currently you can
drill down to transactions that were posted from the following

modules:

Inventory
Order Entry
Bank Manager

Accounts Receivable (A/R Transactions and Payments)

Accounts Payable
Payrall
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G/L Recurring Transactions

This option is used to create journal entries that will be made on a
regular basis — usually once a month. These entries contain fixed
amounts to specific accounts. An example of recurring journal
entries would be depreciating a fixed asset like a building, or
transferring a fixed amount from one account to another account
every month.

Enter/Edit G/L Recurring Transactions

Recurring journal entries are journal transactions that you create on a
regular basis. These could include:

Monthly/Quarterly/Annual adjusting entries that have the same
amounts.

Monthly/Quarterly/Annual adjusting entries that do not have the
same amounts. (Y ou can edit these amounts in the recurring
entry before posting and save time).

Depreciation Entries.

There can be variety of usesfor Recurring Journal Entries. The
period can be any period that you require.

The data entry screen for G/L recurring entriesis the essentialy the
same as aregular journal entry discussed above. The only difference
isthat the Transaction Date field is replaced by a recurring code. At
the time of generation of the recurring entry, the recurring code will
be replaced by the current date.
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T, Enter/Edit G/L Recurring Transactions

Recurring Transaction No.l:l Journal Source l:l Recurring Code I:I

(Example, "JE" for Journal Entry )

G Accournd Account Mame Drept . 10 Description Cehit Credit Job 10 -
21010 Accounts Payable

Create recurring /

journal entries for
depreciation etc.

¥

Tatal Debit Total Credit
[FE] Delete & line item

Save-F4 | FCancelrs IE;“CIDSE-ESC! ]EﬁD?IE‘.e—F% | QBrOWSE-Fei

Recurring code: You can use a number from O to 9. Recurring codes
are used to group invoice transactions together. For example,
recurring code 1 could be used for al transactions posted weekly and
recurring code 2 could be used for all transactions posted every
month. When you generate the recurring transactions, you will be
able to select a Recurring code. Y ou do not have to set up these
recurring codes in any specific location. Y ou can manually track
these recurring codes if required.

For more information on entering Journal Entries, refer to page 793.

Print Recurring G/L Transactions

This option allows you to print al the recurring transactions to
screen, printer, or file. Note that this option is used only to review
the recurring entries that have been entered in the system. This
option does not update the transaction file.

Generate Recurring G/L Transactions

This option will alow you to generate the recurring entries. It will
ask you for the recurring code. Once you select the ID it will
generate al entries that contain this recurring code. These entries
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will be added to the transaction file and you can edit them through
the Enter/Edit G/L Transactions option. The transactions will be
generated automatically using the next number in sequence from the
regular transaction option. For more information on entering Journal
Entries, refer to page 793.

Close G/L Period

Overview

Every company has afiscal or afinancia year. This year may not
necessarily match the calendar year (Jan. through Dec.). A fiscal year
may be for any range of twelve months. A fiscal year is usualy
broken down into twelve periods or months.

The General Ledger (G/L) system is areal-time accounting system.
This means that:

When you create a G/L Transaction (Journal Entries), the
account balances for the period (Date) the transaction belongs
to are affected immediately.

When you post from an external module (like Order Entry, A/R,
A/P etc) to G/L, the account balances for the period (Date) in
which the transactions occurred ar e affected immediately.

You do not have to open and close monthsin the G/L system.
You can simply tell the G/L System to make areport for a
specific period (Date). The feature to close periodsis provided
for the purposes of audit trail integrity as some users may wish to
close out periods. The use of this feature is optional. Once a
period is closed, you can go back and open it to make postings if
required.

A Important Note: When you close your fiscal year, you must
go the G/L Setup option and set the period dates to the next year.
Otherwise, your G/L Reports will not print the correct balances.
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What Does This Option Do?

Even though you are not required to close periods, it is usualy a
good idea to do so. When you select this option, you will be asked
for the ending date of the period being closed. Typein the correct
date and click on the OK button.

The G/L Module will change the closing date to match this date
inthe G/L Setup option.

When you try to post from the other modules, the G/L module
will ensure that the posting date is greater than the date of the
last period closed.

You will not be able to edit journal entriesin G/L that have a
date equal to or less than that of the closing date.

To re-open a period, go to the G/L Setup and change the date in
the “Do not allow edit/delete of transactions before” field. For
example if you want to edit a transaction in G/L that has a date
of 08/10/97, make sure that thisdate in G/L Setup is 08/09/97 or
earlier.

A Important Note: Always close periods sequentidly (i.e. first
close January before closing February for the same fiscal year).

Enter/Edit Budgets

What Is Budgeting?

Budgeting is a financid tool that helps you to compare current
revenues and expenses with budgeted (allocated or projected)
amounts by an accounting period (Month). The data entry for
Budgeting is shown in the following image:
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I Enter/E dit Buadgets
L Disphay fict sl Baseel On: % Accrual - Cash

Arcont ame | Adverdinng

Azt Trpe |Onerslion Expeeres Currert Bl [ 0000
Parmd Ending foctual Eundget md | Parind Fnding Actunl Fludy st md
Jan 31,138 [ non] | 000 || a3, 95ea [ n.on | (] n.o0 |
Foia 78, 1 265 [ n.0n] | 000 | | #uy=1 1388 [ o] | 0.00 ]|
har 31,1258 [ 0] | 000 ]| 230, 120m [ R n.00 |
s | non] | 000 et qmmn ] non]| | n.oo ||
tmy 31, 13 [ non] | 000 || ey 3, 15 [ non || 000 |
Jun 30,1393 [ nonf | 099 || pez 31, 1593 [ non || n.oo |

fil Sarviere | ¥[Cancale |@Ct@9—59¢| Elprmal

Budgeting Example

The following example is not areport in the system — it issimply an
explanation of budgeting.

Assumptions:

1. You haveafisca year (accounting year) from January through
December.

2. You are currently in the beginning of the January.

3. Hereiswhat the estimated budget amounts are:

Account Name January | January Budgeted

Actual Amount
Revenue - Department 1 0.00 2000.00
Revenue - Department 2 0.00 1000.00
Advertisement 0.00 500.00
Payroll Expense 0.00 300.00
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At the end of January, the budget information will show up as

follows:

Account Name January | January | Difference

Actual | Budgeted

Amount
Revenue - Department 1 | 2040.00 2000.00 40.00
Revenue - Department 2 900.00 1000.00 -100.00
Advertisement 480.00 500.00 -20.00
Payroll Expense 410.00 300.00 110.00

By looking at the above information, you will see that the revenue
from Department 2 fell short by $100 during the month of January.
Y ou could investigate this and determine the reason for the shortfall
of sdles. In addition, the Payroll Expense account shows an increase
over the budgeted amount by $110. Y ou could then see if the

increase was justified or not.

Asyou can see from the example above, Budgeting is a very useful
and a powerful tool to keep track of revenues (money coming in) and
expenses (money going out). The difference between revenues and

expensesisyour Gross Profit.

How Do You Determine the Budget

Amounts?

Typically, budget amounts are determined by the following factors,
and can be used in any combination.

Last year’s revenue/expenses for the same month (period). You
can use income statements from previous years to determine the

budgeted amounts.

This year's projected revenue/expenses. Normally you would use
historical data from previous years to determine a trend (increase
or decrease by a percentage) of your individual revenue and

expense accounts for this year.
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Other factors, such as proposed efforts in marketing, sales, and
the economy of the market you sl in, will also affect the budget
calculations.

Seasonal sales aso affect the monthly budget calculations.

The Enter/Edit Budgets data entry screen is used to enter the budget
totals. As budgets are relating to revenue and expenses, you may
enter budget totals for revenue and expense accounts only. For
each account, you must enter the budget figures for each period
(month).

A Important Note: Selecting Accrua or the Cash in the “Display
Actua Based On” option on this screen will determine how the
balances in the Actual column are calculated.

Budget Comparison Report

This report will show the actual balances and the budgeted balances
for each month. It will calculate the difference between the actudl
and the budgeted amounts, and determine the totals for each month
and the year.
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Budget Comparison Report — Page 1
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Budget Comparison Report — Page 2
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Entire Period’s Comparison Report

There are three types of reports under this option. They provide an
overal picture of the financia position for the entire accounting
period. The data presented for the individual periodsis based on
setting you defined in the G/L Setup.

The following are the options and a description of what the reports
contain:

Actual: Thisreport is not acomparison report, but an actual
representation of your financial Position. It consists of the data
(posted transactions from respective modules) that is present in
the general ledger for the active accounting period.

Budgeted: Thisreport, like the former, is not a comparison
report. It is grouped along with the Actual to provide a central
location for printing the individual reports whose data has an
impact on the variance report. The data printed on this report is
the same one that is displayed on the Enter/Edit Budgets
screen. Y ou could either manually enter this data manualy, or it
can be automatically generated by the program, based on the
options you sdlected in the Budget Account M aintenance
screen.

Variance: Thisreport isthe Actual and Budgeted report
combined and it displays the variance between the two. The
percentage used in computing the variance is arrived at by using
thisformula: Actual minus Budgeted divided by Budgeted.

A Important Note: If your accounting period is based on a 13-
period format, the totals for the individual rows (accounts) and the
column totals will not be printed due to space constraints. The totals
do print if your accounting period is based on a 12-period format.
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Entire Period’s Comparison Report — Actual
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Actual
Page 2

Enitire Period's Comparison Report
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Budget Account Maintenance

This option typically is used for annual maintenance of budget
information.

T Budget Account Maintenance

1. Select one of the five options for modifyving the budget amounts.

2. If you wwant to change the budget amounts for & particular range of accounts, enter the range.

3. I you swant 1o change the atnounts for a particulsr petiod o range of periods, enter the period range.
The starting date of the first period and the ending date of the last period iz the default range.

—[Options]
Accounting Method: +

Period From | Jan 1,1993  |=]

Period To |Dec 31,1993 |

& Move zeroto hudget amar

(=
!

£ Wowve actusl smounts to budget amourts
(% ‘Gento

" Move prior year actual amounts to budget amounts __
Roundifiotirests F Dnlars

" Increase all hudget amounts by 0%
" Decrease all budget amounts by 0 %

£ ThioUsands

FErrT At
£ all Income and Expense Accounts

|

T Gt
r Range of Income and Expense Accounts L

[H5avers IE-“CIOSE-ESC!

Processing Budget Figures

You can tell the program what you want done with the budget
figures

M ove zero to budget amounts: This option will zero out the
budget figures for the selected accounts.

M ove actual amountsto budget amounts: This option will
take the actual balances for the current year and copy them to the
budget figures for the selected accounts.

Move prior year actual amountsto budget amounts: This
option will take the actual balances for the prior year and copy
them to the budget figures for the selected accounts.

Increase budget amounts by: This option will increase the
budget figures for the selected accounts by a specified
percentage.

Decr ease budget amounts by: This option will decrease the
budget figures for the selected accounts by a specified

percentage.
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Accounts to Include

Y ou can include the following account in the processing of budget
figures:

All income and expense accounts

Selected income and expense accounts. If you select this option,
you must specify the From Account and the To Account range
of accounts. Y ou can list the chart of accounts by clicking on the

browse ]3‘ button.

In addition to the above options, you can specify the period range
and the rounding of figuresin cents, dollars, thousands, or no
rounding.

General Ledger Reports

The General Ledger Reports menu option gives you access to
viewing and/or printing alarge variety of reports that include your
important financial information. The Options section allows you to
select how you want the information to display.

M, General Ledger Reports

—[Options]
Report Tile | Detaied (et Change) Trisl Bialance |

=ummarized Trial Balance with Acct Groupings Report Date | 11/02/2000 :iml

Summatized Trial Balance

Journal Register Az of Period Ending |For the Period Ended January 31 ,E”
fekount petiity Repont Jriil SoureeRrom | | r| |

Expense Report -

Income Statement il Trams. Brofm | | |f.-| |
Income Statement with Prior Year Comparison = Suppress Acoount (Ds Wi e e
Ingame Sistemen s, ) Retions [¥ prirt fiter information I |Brint Wetienice PEfCenase

Detailed Balance Sheet : .

Display negstive figurez as " -
Sumimatized Balance Sheet with Acct Groupings £l 2 SHE
Cummarized Balance Sheet | Report hazed on & &ccrual € Cash

Bialance Sheet with Prior Year Comparizon E1 Round figures to [ro Rounding [.] IV Printt Time

Send Output To : To purchase fomms or get free samples

et Depatiment
@ call ZLand .com Forms at
Belpet SErlts E =

1-800-2-BUY-FORMS
" OK-F4 | XEanceI-Fsl
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Chart of Accounts Listing Report

Account Name/Description

Chart of Accounts Listing Report
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

ASSETS
Current Asset
Cash

Inventory

Fixed Asset

Other Asset

LIABILITIES
Current Liability

Credit Card

CAPITAL/EQUITY
Equity

INCOME
Income
Income

Other Income

13010 - Inventory
Other Current Asset
Other Current Assets
14010 - Office Equipment
14030 - Prepaid Expenses
14040 - Loans to Employees

Fixed Assets
15020 - Furniture & Fixtures
15030 - Machinery & Equipment
15040 - Buildings

Accumulated Depreciation
16010 - Depreciation-office Equipment
16020 - Depreciation-vehicles
16030 - Depreciation-furniture/fixture

Accounts Payable
21010 - Accounts Payable

22010 - Credit Cards
Payroll Liability
25010 - Fica- Employer
25011 - Payroll Taxes Payable
25020 - Medicare-employer
Tax Liability
24010 - Taxes Payable
24012 - Franchise Tax Payable
24020 - Sales Taxes Payable
Other Current Liability
Other Current Liability
23010 - Refundable Deposits
23011 - Accrued Bonus/payroll
23015 - Accrued Commission Payable
Long Term Liability
Long Term Liability
26010 - Mortgages
26020 - Long Term Notes Payable

Capital/Equity
31010 - Common Stock
31030 - Retained Earnings

Other Income
42010 - Freight Income
42020 - Interest Income - Sw
42030 - Finance Charge Income

11010 - Checking Account 1

11020 - Checking Account 2

11030 - Saving Account 1
Account Receivable

12010 - Accounts Receivable

12012 - Advances

12020 - Allowance for Bad Debt

41010 - Sdles- Non-Taxable
41020 - Commissions
41030 - Sales- Taxable
41040 - Interest
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Chart of Accounts (Continued)

EXPENSES
Cost of Goods Sold
Cost of Sales
51010 - Cogs

51012 - Beginning Inventory
51013 - Ending Inventory
Operating Expenses
Operation Expenses
52010 - Inventory Adjustments
52011 - Returns & Allow
52012 - Begin Inventory
Other Expenses
Other Expenses
Tax Expenses
Tax Expenses
54010 - Federal Income Tax
54011 - Federal Income Tax
54020 - State Tax
54030 - City Tax
54040 - Property Tax
54050 - Sales Tax
54060 - Misc Taxes
54061 - Misc Taxes

Detailed Trial (Net Change) Balance Report

Detailed Trial Balance Report
ZLand
11988 Challenger Court
Moorpark, CA 93021-2071
GL.TransNo. GL.Date Src.Trn. Src. Date L edger Description Debit Credit Department
Account |D. 11010 Account Desc. Checking Account 1 Beginning Balance 0.00  367247.19
Account Total: 0.00 0.00
Current Balance: 367247.19
Account |D. 12010 Account Desc. Accounts Receivable Beginning Balance644917.33 0.00
Account Total: 0.00 0.00
Current Balance: 644917.33
Account ID. 12011 Account Desc. CommissionsRecv.  Beginning Balance 0.00 13508.66
Account Total: 0.00 0.00
Current Balance: 13508.66
Grand Total: 0 0
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Summarized Trial Balance with Account

Groupings

Summarized Trial Balance with Account Groupings

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Beginning <<<Current Activity>>> Ending
Account Name/Description Balance Debit Credit Balance
ASSETS
Current Asset
Cash
11010 - Checking Account 1 - 367247.19 0.00 0.00 - 367247.19
Total Cash - 367247.19 0.00 000 -367247.19
Account Receivable
12010 - Accounts Receivable 644917.33 0.00 0.00 644917.33
12011 - Commissions Recv. - 13508.66 0.00 0.00 - 13508.66
Total Account Receivable 631408.67 0.00 0.00 631408.67
Inventory
13010 — Inventory - 194986.86 0.00 000  -194986.86
Total Inventory - 194986.86 0.00 000  -194986.86
Total Current Asset 69174.62 0.00 0.00 69174.62
Total ASSETS 69174.62 0.00 0.00 69174.62
LIABILITIES
Current Liability
Accounts Payable
21010 - Accounts Payable 6276.63 0.00 0.00 6276.63
Total Accounts Payable 6276.63 0.00 0.00 6276.63
Payroll Liability
25010 - Fica— Employer 8619.89 0.00 0.00 8619.89
25020 - Medicare-employer 2880.07 0.00 0.00 2880.07
25030 - Futa— Employer 815.01 0.00 0.00 815.01
25060 - Federal Tax — Employee 20137.23 0.00 0.00 20137.23
25070 - Fica— Employee 8619.89 0.00 0.00 8619.89
25080 - Medicare — Employee 2880.07 0.00 0.00 2880.07
25090 - Tec Payable 8.48 0.00 0.00 848
25100 - Sdif — Employee 993.14 0.00 0.00 993.14
25210 - Payroll Deduction 1 13080.00 0.00 0.00 13080.00
25220 - Payroll Deduction 2 1320.00 0.00 0.00 1320.00
Total Payroll Liability 59353.78 0.00 0.00 59353.78
Tax Liability
24020 - Sales Taxes Payable 452.97 0.00 0.00 452,97
Total Tax Liability 452,97 0.00 0.00 452.97
Total Current Liability 66083.38 0.00 0.00 66083.38
Other Current Liability
Other Current Liability
23022 - Notes Payable — Individual - 883.29 0.00 0.00 - 883.29
23023 - Notes Payable — Bank - 90000.00 0.00 0.00 - 90000.00
Total Other Current Liability - 90883.29 0.00 0.00 -90883.29
Total Other Current Liability - 90883.29 0.00 0.00 -90883.29
Total LIABILITIES - 24799.91 0.00 0.00 - 24799.91
CAPITAL/EQUITY
Equity
Capital/Equity
31010 - Common Stock - 200.00 0.00 0.00 - 200.00
Total Capital/Equity - 200.00 0.00 0.00 -200.00
Total Equity -200.00 0.00 0.00 -200.00
Total CAPITAL/EQUITY -200.00 0.00 0.00 -200.00
GRAND TOTAL: 44174.71 0.00 0.00 44174.71
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Summarized Trial Balance Report

Summarized Trial Balance
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Beginning <<< Current Activity >>> Ending
Account Name/Description Balance Debit Credit Balance
11010 - Checking Account 1 - 367247.19 0.00 0.00 - 367247.19
12010 - Accounts Receivable 644917.33 0.00 0.00 644917.33
12011 - Commissions Recv - 13508.66 0.00 0.00 - 13508.66
13010 — Inventory - 194986.86 0.00 0.00 - 194986.86
21010 - Accounts Payable 6276.63 0.00 0.00 6276.63
25010 - Fica— Employer 8619.89 0.00 0.00 8619.89
Grand Total: 84071.14 0.00 0.00 84071.14
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Journal Register Report

Journal Register Report

ZLand

11988 Challenger Court

Moorpark, CA 93021-2071
Src. Trn# Src.Date  Account ID Account Description  Ledger Description Debit Credit Department
Journal No. 994 Journal Source OE Journal Date 02/28/1999
980201 02/02/1999 12010 Accounts Receivable  Sold To 1264-CPM LIGHTIN 376.00
980203 02/02/1999 12010 Accounts Receivable  Sold To 1531-VERY BRITE 200.00
980203 02/02/1999 13010 Inventory Sold To 1531-VERY BRITE 0.05
980204 02/02/1999 13010 Inventory Sold To 1335-AUTOMATED 80.88
980366 02/10/1999 24020 Sales TaxesPayable  Sold To 1200-HALLMARK 46.80
980201 02/02/1999 41010 Sdes- Non-Taxable  Sold to 1264-CPM LIGHTING 376.00
980203 02/02/1999 41010 Sdes- Non-Taxable  Sold To 1531-VERY BRITE 200.00
980205 02/02/1999 42010 Freight Income Sold To 1575-GOODWILL 8.85
980206 02/02/1999 42010 Freight Income Sold To 1543-INSTITUTE 6.35
980220 02/02/1999 51010 Cogs Sold To 1068-PRESCOLITE 12.22
980223 02/25/1999 51010 Cogs Sold To 1592-AUSTIN 277.60
322 02/23/1999 11010 Checking Account 1 Payt.By 1055-TARRANT 827.65
323 02/23/1999 11010 Checking Account 1 Payt.By 1492-TRUFOCUS 339.20
118 02/04/1999 21010 Accounts Payable Invoice To 160-AMERICAN 63.57
119 02/04/1999 21010 Accounts Payable Invoice To 160-AMERICAN 146.23
248 02/19/1999 51022 Purchases Invoice To 410-DALLAS 209.79
250 02/19/1999 51022 Purchases Invoice To 420-DIGI-KEY 504.07
162 02/07/1999 51025 Duty Invoice To 905-THE I.C.E 278347
118 02/04/1999 51030 Freight Invoice To 160-AMERICAN 63.57
Journal Entry Total:
Grand Total:
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Account Activity Report

Account Activity Report
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

GL.TransNo. GL.Date Src.Trn. Src.Date L edger Description

Debit

Credit Department

Account |D. 11010 Account Desc.Checking Account 1 Beginning Balance - 367247.19

Account Total: 0 0
Current Balance: -367247.19
Account ID. 12010 Account Desc.Accounts Receivable Beginning Balance 644917.33
Account Total: 0 0
Current Balance: 644917.33
Account ID. 12011 Account Desc.Commissions Recv.  Beginning Balance - 13508.66
Account Total: 0 0
Current Balance: - 13508.66
Grand Total:
Expense Report
ZLand
11988 Challenger Court
Moorpark, CA 93021-2071
Account Name/Description Current Year-To-Date
EXPENSES
Cost of Goods Sold
Cost of Sales
51010 — Cogs 194986.86 194986.86
51022 — Purchases 38077147 38077147
51025 — Duty 25000.19 25000.19
51030 — Freight 52894.65 52894.65
51031 - Freight - 7.50 750
51040 - Labor Costs 890.40 890.40
Total Cost of Sales 654551.07 654551.07
Total Cost of Goods Sold 654551.07 654551.07
Operating Expenses
Operation Expenses
52060 - Bank Charges 265.71 265.71
52071 - Office Supplies 45.52 4552
52081 — Postage 663.45 663.45
52101 - Phone Company 1445.61 144561
52120 - Water Company 35.19 35.19
52130 - Gas Company 122.82 122.82
52141 - Rent & Leases 308.00 308.00
52160 - Repairs & Maint 22.73 22.73
52162 - Bldg Maint 30.98 30.98
52340 - Payroll Expense — Employee 198625.02 198625.02
Total Operation Expenses 201565.03 201565.03
Total Operating Expenses 201565.03 201565.03
Total EXPENSES 856116.10 856116.10
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Income Statement

Profit and Loss v/s Retained Earnings:

The G/L module defines Retained Earnings as the previous fiscal
year’ sincome. It groups the current fiscal year’s income as Profit
and Loss. In the company setup, do not enter the Retained Earnings
Account No. for the Profit and Loss Account. If you do not have a
Profit and Loss Account, create it from the “ Account Maintenance”
and assign it the account type ‘ Capital/Equity’ .

How does the program know what constitutes Profit/L oss and
what congtitutes Retained Earnings?

The program relies upon the information you provide in the Genera
Ledger setup. It interprets the information as follows:

It considers the date range (starting date for period 1 through
ending date for period 12 or 13) in the General Ledger Setup as
the active fiscal period.

Based on the data available to the program, the program groups
the net result (Income/Revenue Accounts Total less Expense
Accounts Total for the active fiscal period) as Profit/Loss.

Example: Let’s assume that the starting date for period 1 in
the ledger setup is 01/01/98 and the ending date for period
12 is 12/31/98. The difference between the income and
expense account transactions between 01/01/98 upto the date
requested by you (12/31/98 - for the entire fiscal year) will
constitute Profit/Loss.

The Retained Earnings amount is determined in a fashion similar
to the Profit/Loss, but with a dlight difference. The net result of
ledger transactions for Income/Revenue and Expense Accounts
for the prior periods (dates less than the starting date for period
1) is grouped as Retained Earnings.

Example: Let’s assume that the starting date for period 1 in
the ledger setup is 01/01/98 and the ending date for period
12 is 12/31/98. The difference between the income and
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expense account transactions dated before 01/01/98 will
congtitute Retained Earnings.

Y ou can define the Profit/Loss Account and Retained Earnings
Account in the Company Setup. However, if for some reason you
have not defined either one or both the accounts, and you choose to
print the Balance Sheet, the program will present you with a dialog
box and prompt for the missing account(s). Y ou can browse the
capital accounts from the dialog box by clicking on the magnifying
glass button. If the account entered by you is not present in the
account file, the program will insert it.

Income Statement — All Periods

This Income Statement provides a snapshot of the financia position
for the entire accounting period. This report is very useful, cost-
effective, and timesaving. It eliminates the need for you to compare
the current period’s financial position with the financial position of
the individual previous periods. The data presented for the periodsis
based on the setting defined by you in the G/L Setup.
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Income Statement

Income Statement

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Account Name/Description Current Year-To-Date
INCOME
Income
Income
41010 - Sales - Non Taxable 945584.75 945584.75
41020 — Commissions 19976.76 19976.76
Total Income 965561.51 965561.51
Total Income 965561.51 965561.51

Other Income

Other Income

42010 - Freight Income 26199.13 26199.13
42040 - Other Income 2434.75 2434.75
Total Other Income 28633.88 28633.88
Total Other Income 28633.88 28633.88
Total INCOME 994195.39 994195.39
EXPENSES
Cost of Goods Sold
Cost of Sales
51010 — Cogs 194986.86 194986.86
51022 — Purchases 38077147 38077147
51025 — Duty 25000.19 25000.19
51030 — Freight 52894.65 52894.65
51031 - Freight 7.50 750
51040 - Labor Costs 890.40 890.40
Total Cost of Sales 654551.07 654551.07
Total Cost of Goods Sold 654551.07 654551.07
GROSSPROFIT 339644.32 339644.32

Operating Expenses

Operation Expenses

52070 - Office Supplies 897.59 897.59

52100 - Phone Company 940.67 940.67

52131 - Gas Company 122.81 12281

52190 - Interest Expense 3541.11 354111

52298 - Pension Plan 119.63 119.63

52300 - Employee Welfare 2012.53 2012.53

2350 - Payroll Expense — Employer 16078.82 16078.82

Total Operation Expenses 23713.16 23713.16

Total Operating Expenses 23713.16 23713.16

Total EXPENSES 678264.23 678264.23
NET INCOME 315931.16 315931.16
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Income Statement with Prior Year

Comparison

Income Statement with Prior Y ear Comparison

Current Prior Year Current Prior Year
Account Name/Description Period Period Variance Year Year-To-Dt  Variance
INCOME
Income
Income
41010 - Sales - Non Taxable 945584.75 0.00 945584.75 945584.75 0.00 945584.75
41020 — Commissions 19976.76 0.00 19976.76 19976.76 0.00 19976.76
Total Income 965561.51 0.00 965561.51 965561.51 0.00 965561.51
Total Income 965561.51 0.00 965561.51 965561.51 0.00 965561.51
Other Income
Other Income
42010 - Freight Income 26199.13 0.00 26199.13 26199.13 0.00 26199.13
42040 - Other Income 2434.75 0.00 2434.75 2434.75 0.00 2434.75
Total Other Income 28633.88 0.00 28633.88 28633.88 0.00 28633.88
Total Other Income 28633.88 0.00 28633.88 28633.88 0.00 28633.88
Total INCOME 994195.39 0.00 994195.39 994195.39 0.00 994195.39
EXPENSES
Cost of Goods Sold
Cost of Sales
51010 — Cogs 194986.86 0.00 194986.86 194986.86 0.00 194986.86
51022 — Purchases 38077147 0.00 38077147 38077147 0.00 38077147
51025 — Duty 25000.19 0.00 25000.19 25000.19 0.00 25000.19
51030 — Freight 52894.65 0.00 52894.65 52894.65 0.00 52894.65
51031 - Freight - 7.50 0.00 7.50 7.50 0.00 750
51040 - Labor Costs 890.40 0.00 890.40 89040  0.00 890.40
Total Cost of Sales 654551.07 0.00 654551.07 654551.07 0.00 654551.07
Total Cost of Goods Sold 654551.07 0.00 654551.07 654551.07 0.00 654551.07
GROSSPROFIT 339644.32 0.00 339644.32 339644.32 0.00 339644.32
Operating Expenses
Operation Expenses
52060 - Bank Charges 265.71 0.00 265.71 265.71 0.00 265.71
52070 - Office Supplies 897.59 0.00 897.59 897.59 0.00 897.59
52071 - Office Supplies 45.52 0.00 45.52 45.52 0.00 4552
52080 — Postage 627.73 0.00 627.73 627.73 0.00 627.73
52081 — Postage 663.45 0.00 663.45 663.45 0.00 663.45
52100 - Phone Company 940.67 0.00 940.67 940.67 0.00 940.67
52101 - Phone Company 1445.61 0.00 1445.61 1445.61 0.00 1445.61
52110 - Electric Company 273.07 0.00 273.07 273.07 0.00 273.07
52111 - Electric Company 273.06 0.00 273.06 273.06 0.00 273.06
52120 - Water Company 35.19 0.00 35.19 35.19 0.00 35.19
52121 - Water Company 35.18 0.00 35.18 35.18 0.00 35.18
52130 - Gas Company 122.82 0.00 122.82 122.82 0.00 122.82
52131 - Gas Company 122.81 0.00 122.81 122.81 0.00 12281
52141 - Rent & Leases 308.00 0.00 308.00 308.00 0.00 308.00
52160 - Repairs & Maint 22.73 0.00 22.73 22.73 0.00 22.73
52161 - Repairs & Maint. 53.05 0.00 53.05 53.05 0.00 53.05
52162 - Bldg Maint 30.98 0.00 30.98 30.98 0.00 30.98
52163 - Bldg Maint 72.30 0.00 72.30 72.30 0.00 72.30
52190 - Interest Expense 3541.11 0.00 3541.11 3541.11 0.00 354111
52203 - Auto Expense 57.50 0.00 57.50 57.50 0.00 57.50
52204 - Auto Expense 57.50 0.00 57.50 57.50 0.00 57.50
52210 - Professional Fees 2350.00 0.00 2350.00 2350.00 0.00 2350.00
52220 - Meals & Ent 138.50 0.00 138.50 138.50 0.00 138.50
52221 - Meals & Ent. 63.50 0.00 63.50 63.50 0.00 63.50
52222 - Travel Expense 1749.85 0.00 1749.85 1749.85 0.00 1749.85
52223 - Travel Exp 514.92 0.00 514.92 514.92 0.00 514.92
52254 - Comm/other 124.64 0.00 124.64 124.64 0.00 124.64
52280 — Subscriptions 2375.11 0.00 2375.11 2375.11 0.00 237511
52298 - Pension Plan 119.63 0.00 119.63 119.63 0.00 119.63
52299 - Pension Plan Exp 358.87 0.00 358.87 358.87 0.00 358.87
52300 - Employee Welfare 2012.53 0.00 2012.53 2012.53 0.00 2012.53
52301 - Employee Welfare - 2012.54 0.00 2012.54 2012.54 0.00 2012.54
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Income Statement with Prior Year Comparison
(cont’d)

52310 — Insurance 4527.13 0.00 4527.13 4527.13 0.00 4527.13

52311 — Insurance 4527.15 0.00 4527.15 4527.15 0.00 4527.15

52340 - Payroll Expense-  198625.02 000 19862502  198625.02  0.00 198625.02

52350 - Payroll Expense - 16078.82 0.00 16078.82 16078.82  0.00 16078.82

Total Operation Expenses 245469.79 0.00  245469.79  245469.79  0.00 245469.79

Total Operating Expenses 245469.79 0.00 245469.79  245469.79  0.00 245469.79

Total EXPENSES 900020.86 0.00 900020.86  900020.86  0.00 900020.86
NET INCOME 94174.53 0.00 94174.53 94174.53 0.00 94174.53

Income Statement — All Periods — Page
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Income Statement - All Periods
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Detailed Balance Sheet

Detailed Balance Sheet
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Account Name/Description Balance
ASSETS
Current Asset
Cash
11010 — Checking - 367247.19
Total Cash -367247.19
Account Receivable
12010 — Accounts 644917.33
12011 - - 13508.66
Total Account Receivable 631408.67
Inventory
13010 — Inventory - 194986.86
Total Inventory - 194986.86
Total Current Asset 69174.62
Total ASSETS 69174.62
LIABILITIES
Current Liability
Accounts Payable
21010 — Accounts 6276.63
Total Accounts Payable 6276.63
Payroll Liability
25010 - Fica- 8619.89
25020 - 2880.07
25030 - Futa- 815.01
25060 — Federal 20137.23
25070 - Fica- 8619.89
25080 - Medicare - 2880.07
25090 — Tec 848
25100 - Sdif - 993.14
25210 — Payroll 13080.00
25220 — Payroll 1320.00
Total Payroll Liability 59353.78
Tax Liability
24020 — Sales 452.97
Total Tax Liability 452.97
Total Current Liability 66083.38
Other Current Liability
Other Current Liability
23022 — Notes - 883.29
23023 — Notes - 90000.00
Total Other Current Liability -90883.29
Total Other Current Liability -90883.29
Total LIABILITIES - 24799.91
CAPITAL/EQUITY
Equity
Capital/Equity
31010 — Common - 200.00
31020 — Retained 0.00
31030 — Retained 94174.53
Total Capital/Equity 93974.53
Total Equity 93974.53
Total CAPITAL/EQUITY 93974.53
Total LIABILITIESPlusCAPITAL/EQUITY 69174.62
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Summarized Balance Sheet with Account
Groupings

Both of the Summarized Balance sheet reports have an option that
displays when you select one of them. This option allows you to
select the number of levels of detail to display. This determines the
account groups that will display. The default is 1, and isthe
minimum amount of information. To increase the leve of detail,
increase the number setting.

Summarized Balance Sheet with Account Groupings
ZLand

11988 Challenger Court

Moorpark, CA 93021-2071

Account Name/Description Balance
ASSETS
Current Asset
Cash - 367247.19
Account Receivable 631408.67
Inventory - 194986.86
Total Current Asset 69174.62
Total ASSETS 69174.62
LIABILITIES

Current Liability

Accounts Payable 6276.63
Payroll Liability 59353.78
Tax Liability 45297
Total Current Liability 66083.38

Other Current Liability
Other Current Liability - 90883.29
Total Other Current Liability -90883.29
Total LIABILITIES -24799.91
CAPITAL/EQUITY

Equity
Capital/Equity 93974.53
Total Equity 93974.53
Total CAPITAL/EQUITY 93974.53
Total LIABILITIESPlusCAPITAL/EQUITY 69174.62
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Summarized Balance Sheet

Summarized Balance Sheet
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Account Name/Description Balance
ASSETS

Cash - 367247.19
Account Receivable 631408.67
Inventory - 194986.86
Total ASSETS 69174.62
LIABILITIES

Accounts Payable 6276.63
Payroll Liability 59353.78
Tax Liability 45297
Other Current Liability - 90883.29
Total LIABILITIES - 24799.91
CAPITAL/EQUITY

Capital/Equity 93974.53
Total CAPITAL/EQUITY 93974.53
Total LIABILITIESPlusCAPITAL/EQUITY 69174.62
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Balance Sheet with Prior Year Comparison

Balance Sheet with Prior Y ear Comparison
ZLand

11988 Challenger Court

Moorpark, CA 93021-2071

Current Prior Year
Account Name/Description Year Year-To-Dt Variance
ASSETS
Current Asset
Cash
11010 - Checking Account 1 - 367247.19 - 321408.72 - 45838.47
Total Cash -367247.19 - 321408.72 -45838.47
Account Receivable
12010 - Accounts Receivable 644917.33 644917.33 0.00
12011 - Commissions Recv. - 13508.66 - 13508.66 0.00
Total Account Receivable 631408.67 631408.67 0.00
Inventory
13010 — Inventory - 194986.86 - 194986.86 0.00
Total Inventory - 194986.86 - 194986.86 0.00
Total Current Asset 69174.62 115013.09 -45838.47
Total ASSETS 69174.62 115013.09 -45838.47
LIABILITIES
Current Liability
Accounts Payable
21010 - Accounts Payable 6276.63 6076.63 200.00
Total Accounts Payable 6276.63 6076.63 200.00
Payroll Liability
25010 - Fica— Employer 8619.89 4498.44 412145
25020 - Medicare-employer 2880.07 1916.18 963.89
25030 - FUTA — Employer 815.01 706.61 108.40
25060 - Federal Tax — Employee 20137.23 9726.88 10410.35
25070 - Fica— Employee 8619.89 4498.44 412145
25080 - Medicare — Employee 2880.07 1916.18 963.89
25090 - Tec Payable 8.48 0.00 848
25100 - Sdif — Employee 993.14 660.76 332.38
25210 - Payroll Deduction 1 13080.00 8720.00 4360.00
25220 - Payroll Deduction 2 1320.00 880.00 440.00
Total Payroll Liability 59353.78 33523.49 25830.29
Tax Liability
24020 - Sales Taxes Payable 452.97 452.97 0.00
Total Tax Liability 452,97 452,97 0.00
Total Current Liability 66083.38 40053.09 26030.29
Other Current Liability
Other Current Liability
23022 - Notes Payable - - 883.29 - 883.29 0.00
23023 - Notes Payable — Bank - 90000.00 - 90000.00 0.00
Total Other Current Liability -90883.29 -90883.29 0.00
Total Other Current Liability -90883.29 -90883.29 0.00
Total LIABILITIES - 24799.91 - 50830.20 26030.29
CAPITAL/EQUITY
Equity
Capital/Equity
31010 - Common Stock - 200.00 0.00 - 200.00
31020 - Retained Earnings 0.00 165843.29 -165843.29
31030 - Retained Earnings 94174.53 0.00 94174.53
Total Capital/Equity 93974.53 165843.29 - 71868.76
Total Equity 93974.53 165843.29 - 71868.76
Total CAPITAL/EQUITY 93974.53 165843.29 - 71868.7
Total LIABILITIESPlusCAPITAL/EQUITY 69174.62 115013.09 -45838.47
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Department Listing
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