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Disclaimer

Avail ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the
contents of the manual and specifically disclaims any implied warranties of merchantability or fithess for any
particular purpose. Avail ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further reserves the
right to make changes to the specifications of the program and contents of the manual without obligation to
notify any person or organization of such changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this
publication may be reproduced, transmitted, transcribed, stored in any retrieval system or translated into any
language by any means without the express written permission of Avail ® Corporation, wholly owned
subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110, Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or copied only
in accordance with the terms of the agreement. Failure to sign this agreement and still use the software is illegal.

Trademark Acknowledgment

Avail® is the Registered Trademark of Avail Corporation, wholly owned subsidiary of Avail Technologies,
Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office Products are either
registered trademarks or trademarks of Microsoft® Corporation in the United States and/or other countries.
The names of actual companies and products mentioned herein may be the trademarks of their respective
owners.
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Product Description

General Ledger

The General Ledger system allows for a user-defined Chart of Accounts with up to a three-digit division and

ten-digit account coding structure.

In addition, existing accounts can be translated into any user specified cross-reference structure for external
reporting purposes. Account numbers up to 26 digits can be specified. This facilitates reporting of financial data

for external requirements.

Avail provides for interfaces between Accounts Payable, Accounts Receivable, Payroll, Inventory, Work

Orders, Fixed Assets and Vehicle Maintenance into the General Ledger. This is done by placing journal entries
to a journal holding file that contain all entries from source systems. System is a double entry system — debits
and credits must balance before holding files can be transferred to the General Ledger. Journal entries may be

posted to the G/L at user's discretion as long as postings are in balance.

THE SYSTEM ALLOWS FOR GENERAL JOURNAL POSTINGS AS WELL AS PRIOR PERIOD
ADJUSTMENTS THAT AFFECT LIFE OR YEAR-TO-DATE TOTALS, WITHOUT AFFECTING
CURRENT PERIOD FIGURES ON THE MONTHLY FINANCIAL STATEMENTS. OTHER
ACCOUNTING TOOLS INCLUDE REOCCURRING JOURNAL ENTRIES, ACCRUAL/REVERSAL
POSTINGS, PROJECT TRACKING WITH ENCUMBRANCES, AND AUTO POSTING SURPLUS OR
LOSS.

Avail®features include a full set of Financial Reports, monthly budget capabilities, comparative analysis
capabilities, and multiple general ledgers by departments, colored graphs for visual reporting, consolidated

financial reporting and G/L on-line inquiries.

If you can’t find an answer to your question please call our Support Hotline at (800) 258-2762.
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General Ledger Implementation

It is understood that the Systems Administration Guide had been followed completely and that all other
modules are working prior to the General Ledger installation.

As with all Avail® modules, the module must first be installed as directed in the System Administration
Guide. Briefly, this includes (1) copying the data files, program files, server database, and the client
master database, (2) running the configuration program, (3) copying the client master for individual use.
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About This Guide

This guide contains standard procedures for operation and a description of each feature released with the
module. The module description provides the intended application or use of the module and any comments
that relate to this specific module.

Below are features that are used throughout FNW applications.

To correctly exit a form or exit out of Fleet-Net®
completely click on the Fleet-Net® Icon always
located in the upper right of every form.

**When the binoculars search function is not available,
nor a drop down |ist, select ‘Ctrl F' as a search tool. S| FNWO_ItemSearchsubForm 02,25/2004 @ 2010 Fleet-Nek Corp

Item Search

WVendor Name: [

When using this button to search the following sample ""‘: j
form will open up. Use any of the search item criteria to OFEM e #: =
find your item select it and it will populate at the bottom Warshause / Bin Locatir: | =
of this form. To populate the previous form with the Produst Cass: ::

|

selected item simply hover over the item # and double
click it. Close the search form.

Model: [

ltem # Description Unit Cost ‘

ﬂ Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to set up the
necessary codes and their value for the associated
field.

EI The clock button allows for changing the time entry.

The question mark button opens the search option.

=]

@ The Stop button aborts the current selection process.

The calendar button allows for quick selection of a

2 specific date via a calendar. Calendar defaults to
current date.

E The calculator button allows for quick simple
calculations on the fly. It opens up your systems
calculator.
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General Ledger Checklists

Initial Setup Checklist

This checklist follows the instructions outlined on the following pages.

Done Menu

GLO1

GLO1

GLO1

GLO1

GLO1

GLO1

GLO1

GLO1

@)
(b)
(©
(d)
(€)
(f)

@)
(h)

Program/Procedure

GL Control Record Setup defined using Control Record Setup.

GL Fiscal Year defined using Fiscal Year Setup.

GL Divisions defined using GL Division Setup.

GL Accounts defined using Chart of Accounts Setup.

Miscellaneous Codes defined using Miscellaneous Code Setup.

Redistribution References defined using Redistribution Reference
Setup.

Interface for closing entries defined using Auto Post Setup.

Consolidation Fields defined using Update Consolidation Fields.

Standard Cycles Checklist

Done Menu

GLO3

GLO3

GLO3

GLO3

(@)

(b)

©
(d)

Program/Procedure

Process & Update re-occurring journal entries (If applicable). Re-
occurring Journal Entry.

Process & Update re-distribution journal entries (If applicable). Re-
distribution Entry.

Enter & Batch manual journal entries (If applicable). Journal Entry.

Update closing entries to the general ledger via journal update.
Journal Update.

Month End Cycles Checklist

GLO3

GLO3

GL

GLO4

(@)
(b)

©
(d)

Run Auto-Post Closing to create closing entries Auto Post Closing.

Update closing entries to the general ledger via journal update.
Journal Update.

Run month end closing Month End Closing.

Review and/or Print preliminary financial reports. Financial

Statements
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Fiscal Year End Closing Checklist

Done Menu
GLO1 @)
GL02 (b)
(©
GLO4 (d)

Program/Procedure

Create New Fiscal Year ** this should be done a few months prior to
the end of the current fiscal year. Fiscal Year Setup.

Create New Budget Year ** this should be done a few months prior to
the end of the current fiscal year. Annual Budget Setup.

Complete the G/L Standard Cycle as shown above.

Run Fiscal Year End Closing. Fiscal Year End Closing.

Page 8 of 147



General Ledger User Guide

Financial Main Menu

Click General Ledger to begin.

Financials

j General Ledger

ﬂ Fixed Assets

j Accounts Payable

j Accounts Receivable

E Return To Previous Menu

4 || Enter your selection:

e 09.06 [1/3/2018] Iday FHLY42

= | ) | o] [ amdf | ey

[] Show Details
FlI

Find

General Ledger Setup

Click General Ledger Setup to enter all required setup information needed to utilize the General Ledger

Module.

General Ledger System Menu

General Ledger Setup

Budget Maintenance

Journal Entries

Financial Statements/lnquines

Project Tracking

Account Balance Inquiry

GL Transaction Inquiry

Quick Balance Inquiry

Month End Closing

Fizcal Year End Closing

Amortization Calculator

Special Routinez on GL menu

- ===
S [= |8 | &[0 |~ || | M=

<

Return to Previous Menu

4 | Enter your selection:

s 09.06 [1/3/2018] Iday FRLY 42

-

L IR

-

[l Show Details
GL

Find

Page 9 of 147



General Ledger User Guide

Control Record Setup

Click Control Record Setup to set the starting value for three record types.

General Ledger Setup

- - -
M| = 20|~ M| LM

Control Record Setup

Fizcal Year Setup

GL Division Setup

Chart of Accounts Setup

Miscellaneous List Setup

Rediztribution Ref Setup

Auto Post Setup

Update Consolidation Fields

Recompute Account Balances

Fizcal Year Delete

Return To Previous Menu

L IR AR DR I IR I I IR T IR

Enter your selection:
Ve 09.06 [1/342018] lday FHLY42

[l Show Details

GLOT Find

Control

Record Setup Form

Record Type Yalue Record Locked
P | [BatchNumber | 4044 n
|BudgetBatchNumber | 200 ]
|TranN umber | 2153119 ]
1 | O
Record Type Value

Enter the starting number for sequential numbering of general ledger batch

BatchNumber transactions.

Enter the starting number for sequential numbering of general ledger budget batch
BudgetBatchNumber transactions.
TranNumber Enter the starting number for sequential numbering of general ledger transactions.

Record Locked checkbox will be checked when a record type is in use for example updating a batch,
during the update process the system will check this box to not allow for the same record value # to be

used more than once.
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Fiscal Year Setup

Click Fiscal Year Setup to define fiscal years.

General Ledger Setup

1| Control Record Setup ?
_2 Fizcal Year Setup ?
" 3| GL Division Setup 7
E Chart of Accounts Setup T

5| Miscellaneous List Setup ?
_B Redistribution Reference Setup ?
_? Auto Post Setup 7
_8 Update Consgolidation Fields T
E Recompute Account Balances ?
11| Fiscal Year Delete ¥
E Return To Previous Menu ¥

4 || Enter your selection:

[] Show Details
War: 09.06 [143/2018] Iday FHLY42 GLO

Find

All future fiscal years must be created prior to generating any entries, creating budgets, entering payroll
data, or creating reports for that year.

Fiscal Year Setup Form

Fizcal Start End Current ‘rear
‘Year D ate D ate Period Offset Clozed

2ms  [fnem7 o [ecneme [8 6 O

27 [FAsmE [0 120 [B

ET AR R T T T R [

2ms  [fAs2m4 [Banems 120 [

2014 [FAszms [esnazotd 120 [B

2ms  [fnsemz o [esnems s 12 6

Field
Field Name Type Description

Fiscal Year Number | Enter fiscal year being created.
Start Date Date/Time | Enter the first day of the fiscal year.
End Date Date/Time | Enter the last day of the fiscal year.
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Field
Field Name Type Description

Enter the current period of the fiscal year. If the year is closed, enter 12.
Current Period Number | If defining a future fiscal year, enter 1.

Enter offset period between the fiscal year and the calendar year. i.e.
Enter O if the fiscal year is January 1 to December 31; 6 if the fiscal
year is July 1 to June 30; or 9 if the fiscal year is October 1 to

Offset Number | November 30.
Check the box if the fiscal year being defined is closed; leave
Year Closed Yes/No unchecked if it should be open.

GL Division Setup

Click GL Divisions Setup to identify the individual Division(s) associated with the General Ledger Chart of

Accounts.
General Ledger Setup
_1 Control Record Setup 7
_2 Fizcal Year Setup T
_3 GL Division Setup ?
_4 Chart of Accounts Setup ?
_5 Miscellaneous List Setup 7
_B Rediztribution Ref Setup 7
j Auto Post Setup ?
_B Update Consolidation Fields ?
E Recompute Account Balances ?
1 Fizcal Year Delete 7
E Return To Previous Menu T
4 | Enter your selection: [] Show Details
Var: 09.05 [1/3/2018] || Iday FNLY42 GLOT g
Division Setup Form
Div #: Description: Clone
| [100 [Sample Division
|15 |Manual B
|2DD |Samp|e Drivigion200
Max Field
Field Name Size Field Type Description
Enter division(s) as delineated in the Chart of Accounts. When
adding a new division, enter the number and description prior to
creating Chart of Accounts or cloning an existing division’s Chart
Div # 4 Alpha/Numeric | of Accounts.
Enter description for the division, as it will appear on report
Description 50 Alpha/Numeric | headings.
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Click Clone to copy (clone) Chart of Accounts for an existing division to a new division. The following form displays.
(A new division must be created, prior to using the clone function).

Division Clone Form

Start
Fiscal Year: 2015 w
Source Division # (CATA | v Target Division # 100 v
Max Field

Field Name Size Field Type Description

Fiscal Year Number Enter or select fiscal year from drop down options.
o _ Enter or select division from drop down options containing
Source Division # 4 Alpha/Numeric the accounts being copied (cloned).
Enter or select new division from drop down options, to

Target Division # 4 Alpha/Numeric create the Chart of Accounts.

Start

Click Start the following prompt displays.

Microsoft Access

You have selected to copy:
Fiscal Year: 2018

Source Division #: CATA
Target Division #: 200
Continue?

Click Ok to create Chart of Accounts for selected division or Cancel to return to Division Clone Form.
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Target Division with an existing Chart of Account will not allow Cloning. The following message will
display.

Microsoft Access

Chart of Accounts already exist for target division

Click OK to return to the Division Clone Form.

Once the clone (copying) is completed the following message displays.

Microsoft Access E

Copy Completed

Click OK.
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Chart of Accounts Setup

Click Chart of Accounts Setup to create, add, delete, or maintain existing account(s) numbers in the Chart
of Accounts. Each General Ledger Account Number can accommodate up to five Sort/Consolidation fields
to allow more defined reports and/or graphs.

NOTE: If interfaced general ledger account numbers are changed, interface(s) must be modified, or
postings will be out of balance or incorrect. See Auto Post Setup for explanation of interfaced accounts.

General Ledger Setup

1| Control Record Setup ?
_2 Fiscal Year Setup ?
3| GL Division Setup 7
E Chart of Accounts 5etup ?

5| Mizscellaneous List Setup ?
_B Redistribution Reference Setup ?
_? Auto Post Setup ?
_8 Update Conzolidation Fields ?
E Recompute Account Balances | ?
ﬂ Fizcal Year Delete | 7
E Return To Previous Menu | 7

4 | Enter your selection: [[] Show Details

Vsn 09.08 [2/6/2018] | Iday FLVA42 GLOT S

The following form displays.

Account Setup Form

Fiscal Year: 2018 " Division #: CATA W | | Sample Trans

] Tran Acct Print Total qud Ur}delf Font Supp[ess “ Edit Accounts
Account # Title Code Type Colm Space Level Print line Color Printing
4070401221 CR - Mon Transportation Revenue - Miscellangous Tla| |Blaal |10 Tl 1w O M| ’U— @ e
External Account #: 407.04.012.21 Delete
Sort/Consolidation Fields: 407 04m 2 CR
Last Updated: |4/16/2018 3:30:48 PM lday FNGL_&ccountSetupForm

Edit Accounts

Click Edit Accounts to add or change an existing account. To add a new account, scroll to the last record

Record: M 1 oMM ———

Or use at bottom of the form to open a new record form. The table below
defines each field on the Edit Accounts form.
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Account Setup Form

Fiscal Year: 2018 W

Division # CATA ., | Sample Trans

Account # Title o ?i:g o G ey R cPlinling | [Edit Accounts |
¥ | [fonoaoaaon Bssels %] (= (= (= (= T @l O Renumber
External Account #: Delare
Sort/Consolidation Fields:
Last Updated: |3/5/2018 4.26.44 PM Iday FNGL_FiscalyeaE ndFom
Max Field
Field Size Field Type Description
Account # 10 Alpha/Numeric | Account number accommodates up to ten (10) digits.
Description for the General Ledger Account #, as it will appear on
Title 50 Alpha/Numeric | financial reports.
Select the type of transaction applicable for the GL account # from the
Tran Code 1 Alpha/Numeric | drop-down list.
Heading define the heading for Balance Sheet and Income Statement
0 Reports.
Valid Posting Account when selected does not allow for reports to be
summarized (Grouped) when the Summary option is selected for creating
reports. To summarize these accounts the Suppress Print box can be
checked to allow for Summary option in Financial Statement report
1 options.
Inactive Account utilize this option to prohibit new activity to be posted
to the account #. The account number will continue to show on financial
2 reports.
3 Total Totals/subtotals for net on balance sheet.
Valid Posting Account /Suppress Printing allows for detail or
summary reports to be generated in Financial Statement options:
4 Balance Sheet or Income Statement.
Income Summary will be setup as the control account for tracking the
Profit or Loss reported on the Income Statement and for Auto Post
5 Closing.
Subtotal utilized in conjunction with level(s) option. Generates a total for
the selected group (level) of General Ledger Account Numbers. Subtotal
6 line will populate on Income Statement Report.
Acct Type 1 \ Alpha/Numeric | ldentifies type of account for posting and financial reporting.
1 Asset
2 Liability
3 Capital/Equity
4 Revenue
5 Expense
Revenue percentage calculation, generates a percentage figure based
6 on the individual revenue source against the total revenue dollar amount.
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Field

Max Field
Size

Field Type

Description

Print Column

1

Alpha/Numeric

Specify column (1, 2 or 3) for Balance Sheet & Income
Statement printing (See Note below).

Space

Alpha/Numeric

Specify one of the following to determine vertical print line
space between accounts for both Balance Sheets and
Income Statements (See Notes below).

O |ONOOA W NP

Skip 1 Line (print on next line).

Skip 2 Lines (double space).

Skip 3 Lines (triple space).

Skip 4 Lines (Skips 3 lines — prints on 4t).

Skip 5 Lines (Skips 4 lines — prints on 5%).

Skip 6 Lines (Skips 5 lines — prints on 6).

Skip 7 Lines (Skips 6 lines — prints on 7t).

Skip 8 Lines (Skips 7 lines — prints on 81).

Force new page (starts a new page)

Total Level

Alpha/Numeric

Total level code number (1-9) determines where subtotals and
totals print on financial reports. The total level code used for
heading accounts with Tran Code 0 will not impact the reports
(See Note below).

Bold Print

Yes/No

Select checkbox to print the account number, title and
amount in bold print on financial reports.

Underline

Alpha/Numeric

Select single or double to determine an underline option
below the amount on financial reports.

Font Color

Number

Select the palette icon to choose a font color to print the
account number, title and amount on financial reports.

Suppress Printing

Yes/No

Select checkbox to suppress the printing for

Valid Posting Accounts. If option #4 was selected for Tran
Code, no further action is require for utilizing Summary
option in Financial Statements.

External Account #

30

Alpha/Numeric

Used for reporting GL # in a format structure utilized by
outside agencies. (i.e. State; Federal; etc. account number).

Sort/Consolidation

Fields

10

Alpha/Numeric

Allows for up to five sort/consolidation fields to be specified
for each Consolidation account number. These fields can be
manually edited or automatically updated by using the
Update Consolidation Fields Form. These fields are used
for consolidating the financial reports and graphs or for
sorting the reports.

Last Updated

20

Alpha/Numeric

Time and date stamp when the account was last updated.
User name displays in second field; third field displays the
form used when updated.

NOTE:

Print Column

Spacing

All numbers on financial statements (except contra accounts and/or a loss on
income statement) appear as positive numbers. If this is not the case when
you print financials, account type specified is incorrect.

Although a number must be entered in this field for all accounts, it only affects
printing of Balance Sheet accounts.

Spacing of financial reports may be changed at any time; this only makes a
cosmetic change in printing of financials. If any number except 1 is selected,
the added lines will appear above the account.
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Totaling Levels

Renumber

Create a Subtotal or Total line, select the next level required to populate the
totals for the lower level.

Examples:

A Total Level 2 account will display the total of all of the accounts listed above
it with a Total Level 1.

A Total Level 3 account will display the total of all of the accounts listed above
it with a Total Level 2, if there are none, it will display the total of all accounts
with a Total Level 1.

A Total Level 4 account will display the total of all of the accounts listed above
it with a Total Level 3, if there are none, it will display the total of all accounts
with a Total Level 2 or 1 if there are no Total Level 2 accounts.

Enter or select Fiscal Year & Division # from drop down options.

Click Renumber to renumber a selected account number to a newly created account number.

Account Setup Form

Fiscal Year: 2012

v | Division #: 100 |, | |Sample Division

Account Renumber

Edit Accounts

Renumber

Source Account #: 1010150500 | ., Target Account #: ,W Delete
Start
Max Field
Field Size Field Type Description
Enter or select the account being renumbered from the drop
Source Account # 10 Alpha/Numeric down options.
Target Account # 10 Alpha/Numeric Enter the new account number.

Start

Click Start. The following prompt displays.

Microsoft Access

You have selected to renumber
Source Account #: 1010150500
Target Account #: 1010150550
Continue?

Click Yes to renumber the account # and transfer all historical data to the new number or No to return to the

Account Renumber form.

The following confirmation message displays upon completion of the renumber.
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Click OK.

Delete

Enter or select Fiscal Year & Division # from drop down options.

Microsoft Access

o Renumber Completed,

oK

Click Delete to delete account numbers that have no transactions associated with the number. Account
numbers can be deleted only when there has been no activity in the fiscal year selected. Note: Utilize this
option when an account has been set up in error.

Enter or select the account # to

be deleted.

Account Setup Form

Fizcal Year: 2018 w

Divigion #: |CATA ., | |Sample Trans

Account Delete

Account #:

1029350300
1029350400
10301501 00
1030150200
10302501 00
1030250200
1030250300
10401501 00
1040150200
1040200000
1050000000
10502501 00
1050250200
1050250300
1050250400
1050250500

Accounts Receivable for TPA- Federal
Accounts Receivable - Oper. Assist. Federal - STP
Irventary
Irventary - Grant Parts
CE - Inventory - Tokens - Ful Fare
CE - Inventory - Tokens - Half Faie
CR - Inventory - Tokens
Piepaid Expenszes
Prepaid Fuel

Tatal Current Assets

Fixed Azsets
Construction-In-Frogress - Parking Garage
Construction-In-Progress - Maint. /Office Bldg.
Construction-In-Progress - Storage/Renovation
On-Line Store - In-Progress
Construction-ln-Progress - CNG P3

Edit Accounts
Renumber

Delete

Start

Click Start. The following confirmation message displays.

Account Delete

Account #: 2410150600

W

Start
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Microsoft Access

You have selected to delete:
Account # 1060150100

Continue?

Click Yes to delete the General Ledger account number or No to return to the Account Delete form.
If, Yes is selected the following confirmation message displays upon completion of the deletion.

Click Ok.

Microsoft Access

o Account # Deleted.

oK

If Account # has activity the following message will be display.

Click Ok.

Click Ok.

Microsoft Access H

| Account has balance - cannot delete.

Microsoft Access
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Miscellaneous List Setup

Click Miscellaneous List Setup to enter all miscellaneous codes utilized in the General Ledger module.

Each application includes a list of miscellaneous codes that are used within the system. Some of these
codes are preset by Avail (Specific) while others are user defined.

General Ledger Setup

1| Control Record Setup ?
_2 Fiscal Year Setup ?
* 3| GL Division Setup ?
_4 Chart of Accounts Setup ?
_5 Miscellaneous List Setup ?
_B Redistribution Reference Setup ?
_? Auto Post Setup ?
_B Update Conzolidation Fields ?
W Recompute Account Balances ?
? Fizcal Year Delete 7
E Return To Previous Menu 7

4 | Enter your selection: [] Show Details
Vare 09.05 [2/6/2018]  ||Iday FHLV42 GLO Find

Modify { Add Misc List Codes
Module: ’ﬁ

Type: |

AmortizationS chedulelender
BudgetPlanning
BudgetPlanninglternCade
ClaszCode .
JOURNALTYPE Print
MONTHS
PathToExcellmportData
PathToE xportD ata
PathTolmpartDi ata
ProjectReferenceCode
Recordid
FeportGroupld
SpreadsheetType
SyztemlD

Field Name

Max Field

Size Field Type Description

Type

Select an existing code from the drop down list or enter a

50

Alpha/Numeric

new code by typing in the definition provided by Avail.

Code

50

Alpha/Numeric

Enter a code, either user defined or specific.

Value

255

Alpha/Numeric

Enter a description to define the selected code.
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AmortizationScheduleLender (User Defined)

Modify } Add Misc List Codes
Module: lﬁ

Type: |AmartizationS cheduleLender v

Code Yalue Print
‘ 1 First M ational Bank

BudgetPlanning (User Defined)

Modify { Add Misc List Codes
Module: W

Type: BudgetPlanning W

Code Value Print
| PathT ol ata U:ACatat201BBudget.tt
.

BudgetPlanningltemCode (User Defined)

Modify | Add Misc List Codes
Module: ’H
Type: BudgetPlanningltermCode W
Code Yalue Print
o Processing Fees
02 Credit Card Fees

ClassCode (User Defined)

Modify { Add Misc List Codes
Module: ’ﬁ
Type: ClazsCode v
Code Value Print
L4IiEN Payrll
444 Office Expenses
Fares Fares
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JOURNALTYPE: (User Defined — Except the Payroll Journal. It must be PRL)

Modify /] Add Misc List Codes

Module: [GL

Type: |JOURMALTYPE

Code

Value

Accounts Payable

Accounts Receivable AR
AP 4P
AR AR
BR BR
Cash Receipts CR
Fived Assets F&
GEM GEN
General Joumal Entriss GL
Inventory NV
Payrall PRL
Prior Period Adjustments FPL
Re-occuring Entries ROC

Wehicle Maintenance

M

MONTHS (Specific) - Enter Codes and Values as shown in table below.

Module: IH

Type: MONTHS

Maodify  Add Misc List Codes

Code

Yalue

JaM

acT

NOY

DEC

FEB

MaF

APR

MAY

JUN

JUL

AllG

SEP

s

Code

Value

JAN

OoCT

NOV

DEC

FEB

MAR

APR

MAY

JUN

JUL

AUG

OONO|OAW|IN

SEP
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PathToExcellmportData (User Defined)

Path

Modify } Add Misc List Codes
Module: 'E

Type: FathToE xcellmportData W

Code

Yalue

cwilliamz

T:ATechSupport'Journal slz

jrahrbaugh

IMBook «ls

ToExportData (User Defined)

Modify } Add Misc List Codes
Module: 'ﬁ

Type: FathToExportData W

Code

Yalue

FinancialStatement

LACATAY

GiTranzactions

Path

ProjectReferenceCode (Specific) - Enter Codes and Values as shown in table below.

[NRS

TolmportData (User Defined)

Modify } Add Misc List Codes
Module: 'ﬁ

Type: PathTolmpotData w

Code

Yalue

‘ PCard

Modify / Add Misc List Codes
Module: 'E
Type: ProjectRefeienceCode w
Code Value Print
¥ | Cartracts Contract 5pecific Information
Wendorz Wendaor 5pecific Information
Code Value
Contracts Contract Specific Information
Vendor Vendor Specific Information
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Recordld: (Specific) - Enter Codes and Values as shown in table below.

Entries for Recordld must be added for use with the post interface form. See below:

Module: ,ﬁ

Type: |Recordld

Modify } Add Misc List Codes

Code

Value -

|

Accounts Payable Fetanage

AccountsPapableRetainage

AccountsPayable

AccountsPapable

DiscountsE arned

DizcountsE amed

FicaE mployeeCredit - Admin Interns

FicaE mployeeCreditPéis,

FicaE mplopeeCiedit - CATA Ride

FicaE mployeeCreditPAC

FicaE mployeeCiedt - Dispatch

FicaE mployeeCreditPAD

FicaEmplopeeCredit - Executive Office

FicaE mployeeCreditPAE

Specific entries for Recordld must be added for use with the post interface form.

Code

Value

AccountsPayable

AccountsPayable

DiscountsEarned

DiscountsEarned

MEI

Month End Closing Income Summary

MER

Month End Closing Retained Earnings

The following Recordld entries must be added

for use with the FNW Payroll program:

xx = Two Letter State Code; z = One Letter/Number Department Designation Code

Description

Code

Value

Earned Income Credit (EIC)

EicEmployerDebitxx

EicEmployerDebitxx

FICA Payable (Employee)

FicaEmployeeCreditxxz

FicaEmployeeCreditxxz

FICA Payable (Employer)

FicaEmployerCreditxxz

FicaEmployerCreditxxz

FICA Expense (Employer) FicaEmployerDebitxxz FicaEmployerDebitxxz
Federal Withholding (FIT) FitEmployeeCreditxx FitEmployeeCreditxx
FUTA Payable (Employer) FutaEmployerCreditxxz FutaEmployerCreditxxz
FUTA Expense (Employer) FutaEmployerDebitxxz FutaEmployerDebitxxz

Medicare Payable (Employee)

MedicareEmployeeCreditxxz

MedicareEmployeeCreditxxz

Medicare Payable (Employer)

MedicareEmployerCreditxxz

MedicareEmployerCreditxxz

Medicare Expense (Employer)

MedicareEmployerDebitxxz

MedicareEmployerDebitxxz

Net Pay (Employee)

NetPayEmployeeCreditxx

NetPayEmployeeCreditxx

State Withholding (SIT)

SitEmployeeCreditxx

SitEmployeeCreditxx

SUTA Payable (Employer)

SutaEmployerCreditxxz

SutaEmployerCreditxxz

SUTA Expense (Employer)

SutaEmployerDebitxxz

SutaEmployerDebitxxz

ReportGrouplD (User Defined)

Modify { Add Misc List Codes
Module: ,ﬁ

Type: |ReportGroupld

Code

Value

-

Board Reports

Board Reparts
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SpreadsheetType (Specific) — Avail will assist in this setup.

Modify { Add Misc List Codes
Module: ’ﬁ
Type: SpreadshestType v
Code Value Print

| Microsoft Excel 2003 Format acSpieadsheet TypeExceld

icrozoft Excel 2007 Format - Available Soon acSpreadzheet TypeEucell 2

Microzaft Excel 2007 Xl farmat acSpieahsheet T ppeExcell 2aml

Mizcrozoft Excel 2003 Fomat acSpieadsheet TypeExceld

Mizcrozoft Excel 2007 Fomat - Available Soon acSpreadzheet TypeEucell 2

Code Value
Microsoft Excel XXXX Format acSpreadsheetTypeExcel(X)

SystemID (Specific) Enter Codes and Values as shown in table below.

Modify } Add Misc List Codes
Module: 'ﬁ
Type: |SystemlD v
Code akie Print

Accounts Payable AP

General Ledger GL

Payrall PR

Code Value

Accounts Payable AP
General Ledger GL
Payroll PR

Redistribution Reference Setup

Click Redistribution Reference Setup to set up references where an amount is posted to an account and
then redistributed to other account(s) based on a fixed percentage or percentage of the total amount.
(See Redistribution Entry Page 74).

General Ledger Setup

Control Record Setup

Fiscal Year Setup

GL Division Setup

Chart of Accounts 5etup

Miscellaneous List Setup

Auto Post Setup

Update Consolidation Fields

Recompute Account Balances

1| Fiscal Year Delete

g e ] e ey e o] || | e

Return To Previous Menu

1
2|
iE
4
5|
_E Redistribution Reference Setup
K
|
10|
1
6]

4 | Enter your selection: [] Show Details
Ve 09.05 [2/6/2018] | Iday FNLVAZ GLO Find

Page 26 of 147



General Ledger User Guide

Setup Redistribution References

Fiscal Year 2013 .

[] Create New Fiscal Year

Fixed
Reference Description Journal Percent 100%
|Healthln$urance |Health |nsurance AP W ] O
|Internet |Intemet AP W ]
|Uities |Uitities AP [y
Max Field
Field Name Size Field Type Description
Fiscal Year Number Select fiscal year from the drop down options.
Create New Check box to copy redistribution references from the current fiscal
Fiscal Year Yes/No year to a new fiscal year. (See below for additional instructions).
Enter a reference code to identify the redistribution entry. The
reference will be used for selection purposes when processing
Reference 20 Alpha/Numeric | redistribution entries.
Description 20 Alpha/Numeric | Enter a description for the new reference.
Select subsidiary journal where entries will be posted for the selected
Journal 3 Alpha/Numeric | reference.
Check box if the redistribution will be based upon a fixed percentage.
Leave the box blank if the redistribution will be computed based on a
Fixed Percent Yes/No source account.
Check box if the fixed percentage distribution must equal 100%.
Leave box blank if the redistribution will be computed based on a
100% Yes/No source account.

When Create New Fiscal Year box is checked, the system populates the New Fiscal Year drop down
option. The new fiscal year must be setup to populate in the drop down options. (See Fiscal Year Setup

Page 11).

Setup Redistribution References

Fizcal Year 2013 .,

Reference

Description

Create New Fizcal ‘r’ea/

Mew Fiscal Year: | >

Fixed

Journal Percent

|Healthlnsurance

|Health Inzurance

[T Ol O

|Internet

|Internet

AP [y O

|L|ti|ities

|L|ti|ities

AP [y

Select the new fiscal year from the drop down list. The following prompt displays.
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Microsoft Access

Create Redistribution References?

Current Fiscal Year: 20017
Mew Fiscal Year: 2018

o | [ G ]

Click OK to create the redistribution entries to the new fiscal year or Cancel to return to the Setup

Redistribution Reference form.

If OK is selected the following completion confirmation displays.

Microsoft Access

o Update Completed

Click Ok.

Auto Post Setup

Click Auto Post Setup to specify general ledger interfaces for auto-post closing entries. The following 3

System Id’s will be setup at this time, Accounts Payable, General Ledger & Payroll.

General Ledger Setup

Control Record Setup

~

Fizcal Year Setup

GL Division Setup

Chart of Accounts Setup

Miscellaneous List Setup

Redistribution Reference Setup

Auto Post Setup

Update Consohdation Fields

Recompute Account Balances

Fiscal Year Delete

-2

Return To Previous Menu

EIEY P FETE N P N

| | = [ =] e [ [ [ | | e | | ]

4 | Enter your selection:
Wah: 09.06 [2/6/2018] lday FHLY42

[] Show Details
GLO

Find
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Fizcal Year:

208

Auto Post Setup Form

System Id: | > Divizion: >
AP Accountz Payable Print
GL General Ledger
PR Fayrall

Accounts Payable Entries: Setup AccountsPayable, DiscountsEarned & Retainage Payable.

Auto Post Setup Form

Figcal Year: 2018

b

Spstem Id: AP v

Division: [CATA |,
Print

Record Id

Div # Account

Jmn Reference Transaction Descnption

AccountzPayable

of | |CATA W | 2010150700

b

4P v | |Batch Update [ Transactions/Payments

DizcountsE amed

of | \CATA W | (4070416021

W

AP W |Batch Update |Transacti0ns£Payments

FietainagePayable

CATA | 201050500

L

AP w |Batch Update |Transacti0nsHPayments

Max Field
Field Name Size Field Type Description
Fiscal Year 4 Number Select the fiscal year from the drop down options.
Select AP or A/P from the drop down options based on
System ID 4 Alpha/Numeric setup.
Select the division containing the accounts payable GL
Division 4 Alpha/Numeric account from the drop down options.
Accounts Payable
Record ID 30 Alpha/Numeric Select AccountsPayable from the drop down options.
Select the division containing accounts payable GL account
Div # 4 Alpha/Numeric # from the drop down options.
Select Accounts Payable GL account # from the drop down
Account 10 Alpha/Numeric options.
Select the Accounts Payable subsidiary journal from the
Jmn 3 Alpha/Numeric drop down options. (AP or A/P based on setup).
Enter a reference to identify the posting in the General
Reference 20 Alpha/Numeric Ledger records.
Enter a description, to appear when printing, financial detail
Description 30 Alpha/Numeric reports.
Discounts Earned
Record ID 30 Alpha/Numeric Select DiscountsEarned from the drop down options.
Select division containing Accounts Payable GL account #
from the drop down options to be credited when vendor
discounts are computed and taken based on the setup in
Div # 4 Alpha/Numeric Accounts Payable Vendor Master.
Select GL Account Number that will be credited when vendor
discounts are computed and taken based on the setup in
Account 10 Alpha/Numeric Accounts Payable Vendor Master.
Select Accounts Payable subsidiary journal from the drop
Jrn 3 Alpha/Numeric down options.
Enter reference description to identify the posting in General
Reference 20 Alpha/Numeric Ledger records.
Enter a description. The description will print on financial
Description 30 Alpha/Numeric detail reports.
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Max Field
Field Name Size Field Type Description
Retainage Payable
Record ID 30 Alpha/Numeric | Select Retainage Payable from the drop down options.
Select the division containing the account that will be credited
Div # 4 Alpha/Numeric | when retainage is held.
Select the account that will be credited when vendor discounts
are computed and taken based on the setup in Accounts
Account 10 Alpha/Numeric | Payable vendor master.
Select the Accounts Payable subsidiary journal from the drop
Jn 3 Alpha/Numeric | down options.
Enter a reference to identify the posting in the General Ledger
Reference 20 Alpha/Numeric | records.
Enter a description, to appear when printing, financial detail
Description 30 Alpha/Numeric | reports.

General Ledger Entries: Setup MEI (Month End Closing Income Summary) & MER (Month End Closing
Retained Earnings). Entries shown in the following example must be set up for every division. At month-
end all divisions must be in balance and all income and expense accounts are closed out to Retained
Earnings General Ledger account number.

Auto Post Setup Form

Fiscal Year: 2013 |, System Id: |GL v Division: |CaTA |,
Print
Record Id Div # Account Jmn Reference Tranzaction Description
MEI w | o | CATA W | (999395333539 w | [GL w |Month End |Closing Entry
MER w | |off | |[CATA | (3200000000 w | [GL w |Month End |Closing Entry
4 w w w v | |
Max Field
Field Name Size Field Type Description
Fiscal Year 4 Number Select fiscal year from the drop down options.
System ID 4 Alpha/Numeric | Select GL from the drop down options.
Division 4 Alpha/Numeric | Select division being set up from the drop down options.
Select MEI (Month End Closing Income Summary) from the drop
Record ID 30 Alpha/Numeric | down options.
Select division for Income Summary General Ledger Account from the
drop down options. This will be the same division that was selected at
Div # 4 Alpha/Numeric | the top of the form.
Select Income Summary General Ledger account from the drop down
Account 10 Alpha/Numeric | options
Select the applicable subsidiary journal for the closing entries from the
drop down options. This is typically the general ledger division (G/L,
Jmn 3 Alpha/Numeric | GEN, GL, etc.).
Enter reference description to identify the posting. This is typically
Reference 20 Alpha/Numeric | Month End.
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Max Field
Field Name Size Field Type Description

Enter a description. The description will print on financial detalil
Description 30 Alpha/Numeric | reports. This is typically Closing Entry.

Select MER (Month End Closing Retained Earnings) from the drop
Record ID 30 Alpha/Numeric | down options.

Select division for Retained Earnings General Ledger account number
Div # 4 Alpha/Numeric | from the drop down options.

Select Retained Earnings General Ledger account number from the
Account 10 Alpha/Numeric | drop down options.

Select the applicable subsidiary journal for the closing entries from the

drop down options. This is typically the general ledger division (G/L,
Jmn 3 Alpha/Numeric | GEN, GL, etc.).

Enter reference description to identify the posting. This is typically
Reference 20 Alpha/Numeric | Month End.

Enter a description. The description will print on financial detalil
Description 30 Alpha/Numeric | reports. This is typically Closing Entry.

Payroll Entries: Creates the payroll tax month end entries.

Auto Post Setup Form
Fizcal Year: 2017 System Id: PR v Divizion: FRE |
Print
Record Id Div # Account Jin Reference Transaction Description -
4 EicE mployerDebitPa w | wf | |CATA W | | 2020250200 w| |[PRL | |F'ayr0|| |F'a_|,JmII
FicaEmplopeeCreditPad, | o | |of | CATA W 2020250300 w| |[PFRL | |F'ayro|| |Pa_|,JmII
FicaEmplopeeCreditPAC | o | |of | CATA W 2020250300 w| |[PFRL | |F'ayro|| |Pa_|,JmII
FicaEmployeeCreditPAD | o || | CATA W 20202503200 w| |[PRL  |w |F'ayro|| |F'a_l,Jm||
FicaEmployeeCreditPAE | of | CATA | | 2020250200 w! PAL 1w |F'ayro|| |F'a_l,JmII
FicaEmployeeCreditPaF | o | |of | CATA W | 2020250300 w| |[PAL | w |F'a_l,lr0|| |F'a_l,.lm||
FicaEmployeeCreditPaE | o | |of | CATA W | 2020250300 w| |[PAL | w |F'a_l,lr0|| |F'a_l,.lm||
Max Field
Field Name Size Field Type Description
Fiscal Year Number Select the fiscal year from the drop down options.
System ID 4 Alpha/Numeric | Select PR from the drop down options.
Division 4 Alpha/Numeric | Select division being set up from the drop down options.
| Select the applicable Record ID from the drop down options or add a new
Record ID 30 Alpha/Numeric | item. Click Green Check Mark (See below for detailed instructions).
Select applicable division for the expense or accrual from drop down
Div # 4 Alpha/Numeric | options.
Select the applicable General Ledger account number from the drop
Account 10 Alpha/Numeric | down options.
Jrn 3 Alpha/Numeric | Select the payroll subsidiary (PRL) journal from the drop down options.
Reference 20 Alpha/Numeric | Enter reference description to identify the posting. This is typically Payroll.
o | Enter a description. The description will print on financial detail reports.
Description 30 Alpha/Numeric | This is typically Payroll.

Page 31 of 147




General Ledger User Guide

RecordID Codes:

xx = Two Letter State Code
z = One Letter/Number Department Designation Code

Description

Record ID Entry

Earned Income Credit (EIC)

EicEmployerDebitxx

FICA Payable (Employee)

FicaEmployeeCreditxxz

FICA Payable (Employer)

FicaEmployerCreditxxz

FICA Expense (Employer) FicaEmployerDebitxxz
Federal Withholding (FIT) FitEmployeeCreditxx
FUTA Payable (Employer) FutaEmployerCreditxxz

FUTA Expense (Employer)

FutaEmployerDebitxxz

Medicare Payable (Employee)

MedicareEmployeeCreditxxz

Medicare Payable (Employer)

MedicareEmployerCreditxxz

Medicare Expense (Employer)

MedicareEmployerDebitxxz

Net Pay (Employee) NetPayEmployeeCreditxx
State Withholding (SIT) SitEmployeeCreditxx
SUTA Payable (Employer) SutaEmployerCreditxxz
SUTA Expense (Employer) SutaEmployerDebitxxz

Print

Click Print to generate a report including all divisions and codes. Leave the System Id and Division blank to
review all setups. The following report generates.

Auto Post Setup Form

Fizcal Year: 2012 o System Id: | v Division: "
Print
Interface Accounts
App Jrn
Div Record Id GLDiv GL Account# Sce Reference Transaction Description
System Id: AP
100 AccountsPayable CATA 2010150100 AP Batch Update Transactions/Payments
100 DiscountsEamed CATA 4070418021 AP Batch Update Transactions/Payments
100  RetainagePayable CATA 201050500 AP Batch Update Tranzactions/Payments
200 AccountsPayable CATA 2010150100 AP Batch Update Tranzactions/Payments
200 DiscountsEamed CATA 4070418021 AP Batch Update Tranzactions/Payments
200 RetainagePayable CATA 201050500 AP Batch Update Tranzactions/Payments
300 AccountzPayable CATA 2010150100 AP Batch Update Tranzactions/Payments
300 DiscountsEamed CATA 4070418021 AP Batch Update Transactions/Payments
300 RetainagePayable CATA 201050500 AP Batch Update Transactions/Payments
CATA AccountsPayable CATA 2010150100 AP Batch Update Transactions/Payments
CATA DiscountsEamed CATA 4070418021 AP Batch Update Transactions/Payments
CATA RetainagePayable CATA 201050500 AP Batch Update Transactions/Payments
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Update Consolidation Fields

Click Update Consolidation Fields to automatically update Chart of Accounts General Ledger numbers,
utilizing sort/consolidation fields based upon user-defined criteria.

Record: W 1of4

L] Searct

Starting Position: 1
Length of Data: 3

To: v

Update Option 1

General Ledger Setup
1| Control Record Setup | ?
2| Fiscal Year Setup ?
3| GL Divizion Setup ?
4| Chart of Accounts Setup ?
5| Miscellaneous List Setup ?
6| Redistribution Reference Setup ?
7| Auto Post Setup ?
8| Update Consolidation Fields ?
10| Recompute Account Balances ?
11| Fiscal Year Delete v
16| Return To Previous Menu v
4 | Enter your selection: [] Show Details
Wen: 09.06 [2/6/2018] Iday FMLW42 GLOT Find
Update Consalidation Form
Fiscal Year | 2017« All Divisions? Update Consolidation
Fields
Rewvenue Accounts Expense Accounts
Consolidation Field 1
Source Divisions [ Consalidation Field 2
100 |Sample Division
- [] Consolidation Field 3
200 |Sample Division200
300 [Sample Division300 [ Consuolidation Field 4
CaT4 [Ssmpls Trans [ Consalidation Field 5
Account # Div Account #
From: " v

v

Yalue

Update Option 2
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Max Field
Field Name Size Field Type Description
Fiscal Year Number Select the fiscal year from drop down options.
Check box if update applies to all divisions for selected
fiscal year. If only specific divisions are to be included,
select them by checking the box to the left of their Division
All Divisions? Yes/No ID(S).
Check box to update revenue accounts for the selected
Revenue Accounts Yes/No divisions.
Check box to update expense accounts for the selected
Expense Accounts Yes/No divisions.

Update Option 1

Using selections as shown below, Consolidation Field #1 will be updated to contain the first 3 numbers of
General Ledger Revenue & Expense account numbers.

Update Consalidation Form

Fiscal Year| 2017[v| [ All Divisions?

Rewvenue Accounts Expense Accounts

Source Divisions

,W Sample Division
IW Sample Division200
,W Sample Division300
’m Sample Trans

Record: W 1of4 L] Searct

Update Consolidation
Fields

Consolidation Field 1
[] Consolidation Field 2
[ Consolidation Field 3
[ Consolidation Field 4

[ consolidation Field 5

Account # Div Account #
Starting Position: 1 (e hd e
Length of Data: 3 lic s e
value

Update Option 1 Update Option 2

Max Field
Field Name Size Field Type Description
Update Consolidation Select one of five available consolidation fields. (Example states
Fields Yes/No Field #1)
Enter starting position of the account number. This will be the
beginning value for the consolidation field. (Example shows the
Starting Position 2 Alpha/Numeric | first number of the GL Account number).
Specify the number of digits from the starting position to be
included in the value for consolidation fields. (Example shows
that the first 3 numbers of the General Ledger number will be
Length of Data 2 Alpha/Numeric | consolidated).
Check box if selected options above should be applied to
Add to Existing Data Yes/No existing data.
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Click Update Option 1, the following confirmation message displays.

Microsoft Access

Update:
Revenue Accounts

Expense Accounts
Consolidation Field 1
Starting Position: 1
Field Length: 3

o [ o |

Click OK to update the General Ledger Account # using the selected criteria or Cancel to return to the
Update Consolidation form. If OK was selected the following confirmation message displays.

Microsoft Access

o Update Completed

Click OK.

Account Setup Form

Fiscal Year: 2018 w  Division #: CATA ., | Sample Trans

\

. \ Tran Acct Prnt Total Bn_ld Ur_ldel- Font Supp[ess =] [Edit Accounts
Account # Title Code Type Colm Space Level Prnt line Color Printing
4010101010 CE - Paszszenger Faies - Family Passes Tl 4lw] 1w ™ 1w O H[w ’g— @ Renumber
External Account $#: 401.01.010.10 Delete
Sort/Consolidation Fields: 401 ool 1000 CB
Last Updated: |4/16/2018 1:05:07 PM Iday FnGlJpdatedccountConsOpt2

Using the selections as shown in the example below, Consolidation Field #2 will be updated to contain the
4t thru 8 numbers of General Ledger account number.
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Update Option 1 Consolidation Field 2

Update Consolidation Form

Fiscal Year 2018«

Revenue Accounts

] All Divisions?

[l Expense Accounts

Source Divisions

11100 |General Administration

Il ED]

Revenus Division

[1] 300 Operations Division

(1[40 Manual 3

O 4 Manual4

50 Manual 8

CaTa  |Sample Trans

Update Consolidation

Fields
[ Consolidation Field 1
Consolidation Field 2
L] Consolidation Field 3
[ Consolidation Field 4

[] Consolidation Field &

Account #

Starting Position: 4
Length of Data: 4
[] Add To Existing Data

Update Option 1

Diw Account #

From: ] v
To: ] v
Yalue

Update Option 2

Max Field
Field Name Size Field Type Description
Update Select one of five available consolidation fields. (Example
Consolidation Field states Field #2)
Enter starting position for the second consolidation
(Example states starting position for this consolidation will
Starting Position 4 Alpha/Numeric | begin with 4th position.
Enter the number of characters to be include in this layer of
Length of Data 10 Alpha/Numeric | consolidation. (Example states 4 positions)
Add to Existing Check box if selected options above should be applied to
Data 4 Alpha/Numeric | existing data.

Click Update Option 1 to update the selected options for Consolidation Field 2. The following confirmation

message displays.

i

Microsoft Access

Update:

Revenue Accounts
Consolidation Field 2
Starting Position: 4
Field Length: 4

0K

Cancel
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Click OK to update the General Ledger Account # using the selected criteria or Cancel to return to the
Update Consolidation form. If OK is selected the following message displays.

Click OK.

o Update Completed

Microsoft Access

After update is run, the Account Setup Form now lists the 4t thru 8t digits of the account number in

consolidation f

ield #2.

Account Setup Form

Fizcal Year: 2018 v | Division #: |CATA

Sample Trans

] Trian Acct Print / Total Bn_ld Ur_ldel- Font Supp[exx <] [Edit Accounts
Account # Title Code Type Colm Space Level PFrint line Color Printing
4090101033 CE - Local Operating Assistance - Halfmaon 1[w] [6[w] [1 1v] M[w] O [Nl o @ e
External Accsunt #: [409.01.010.39 Delete
Sort/Consolidation Fields: 403 o101 2 Ce
Last Updated: |4/16/2018 12:15:54 P Iday FnGIJpdatedccountCons0ptl

Update Optio

n2

Using the selections as shown in the example below, Consolidation Field #3 will be updated to 1000 for all
CB Revenue Accounts.

Update Consolidation Form

Fiscal Year 2018w

Revenue Accounts

[T All Divisions?

Update Consolidation
Fields

[] Expense Accounts

[ Consolidation Field 1

Source Divisions

[ consolidation Field 2

[CI[700 | General Administation

Consolidation Field 3

1] 200 |Reverue Division

[1[7300" [Dperations Divizion

[J consolidation Field 4

1] 40 |Marwal3

[ Consolidation Field 5

[ 4 Marwal4

[I[50 |Manual 8

Account #

CaTA  |Sample Trans

Starting Position:

Length of Data:
[] Add To Existing Data

Update Option 1

Div Account #
From: CAT/~ | (4010101002
To: CATy»| 4010101028«

Yalue 1000

Update Option 2
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Click Update Option 2 to update the selected options for Consolidation Field 3. The following confirmation
message displays.

Microsoft Access

Update:
Revenue Accounts

Consolidation Field 3
From: CATA 4010101002
Thru: CATA 4010701028
Walue: 1000

o | [ ]

Click OK to execute the selected consolidation option or Cancel to return to Update Consolidation Form.
If OK is selected the following confirmation message displays.

Microsoft Access

o Update Completed

Click OK.

After the update is executed, the Account Setup Form now lists the1000 in consolidation field #3.

Account Setup Form

Fiscal Year: 2012 v | Divigion #: [CATA/ ., | [Sample Trans

. Tran Acct Print Total Bu_ld r_ldel- Font Supp[ess ~| [Edit Accounts
Account # Title Code Type Colm Space Level PFii line Color Printing
» 4010101022 CB - Passenger Fares - One Passes Tl (4]l | 1]w 1] [1]w Nl [0 @ Renumber
External Account #: 401.01.010, Delete
Sort/Consolidation Fields: [401 010 1a00 CB
Last Updated: |4/16/2015 1:05.07 Pt Iday FrGIUpdatedcoountCons0pt2
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Re-Compute Account Balances

This process should only be used with assistance from an Avail Technician. Contact Avail Corporation
at 800-258-2762.

General Ledger Setup
J Control Record Setup | ?
ﬂ Fizcal Year Setup | ?
_ 3| GL Division Setup |[?
j Chart of Accounts Setup | ?
j Miscellaneous List Setup | ?
ﬂ Redistribution Reference Setup | ?
j Auto Post Setup ?
ﬂ Update Consohdation Fields ?
E Recompute Account Balances ?
ﬂ Fiscal Year Delete Y
E Return To Previous Menu Y
4 | Enter your selection: [] Show Details
Van: 09.06 [2/6/2018]  ||lday FNLVA2 GLOI AL

Re-Compute Account Balances

Fiscal Year: w | Current Period w

Start

e 09.06 [11/28/2017]
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Fiscal Year Delete

This process should only be used with assistance from an Avail Technician. Contact Avail Corporation

at 800-258-2762.

General Ledger Setup

- -
=00~ R | =

-
(-2

L]

Control Record Setup

Fiscal Year Setup

GL Division Setup

Chart of Accounts Setup

Miscellaneous List Setup

Redistribution Reference Setup

Auto Post Setup

Update Consohidation Fields

Recompute Account Balances

Fizcal Year Delete

Return To Previous Menu

Enter your selection:
Wsn: 09.06 [2/6/2018] Iday FMLW42

[[] Show Details
GLO1

Find

Fiscal Year Delete Form

Fiscal Year | >

Division: v

War: 09.06 [11/28/2017]

Start
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Budget Maintenance

Click Budget Maintenance to create and/or manage budget information.

General Ledger System Menu

- - -
O | = O W |0 |~ ||| | M-

-
=)

General Ledger Setup

Budget Maintenance

Journal Entries

Financial Statements/Inquiries

Project Tracking

Account Balance Inquiry

GL Tranzaction Inquiry

Quick Balance Inquiry

Month End Clozing

Fizcal Year End Closing

Amortization Calculator

Special Routines on GL menu

Return to Previous Menu

Enter your selection:
Wen: 09,06 [1/3/2018] Idap FMLY42

[] Show Details
GL

Find

Create New Budget Year

Click Create New Budget Year to create (clone) a new chart of accounts from an existing fiscal year.

Note: The new fiscal year must be set up in order for it to be available for selection.

Budget Maintenance

-
T~ |-

4

Annual Budget Setup

Modify Monthly Budget

Create Hew Budget Year

Export/Import Budget

Budget Flanning 5etup

Budget Transaction Entry

Budget Tranzaction Audit

Return To Previous Menu

Enter your selection:
Wen: 09.06 [1/3/2018] Idap FHLY42

[] Show Details
GLO2

Find

The following form displays.
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2017 v

Create New Budget Year

Fizcal Year Cumrent Penod Start Date End Date MHew Budget Year
12 | 2B BA30/2017 w

2018
2m7
2ME

Create Budget

Field Name

Description

Fiscal Year

Enter or select the fiscal year from the drop down options.

(Source)

Current Period

Automatically populates based on the fiscal year selected.

Start Date Automatically populates based on the fiscal year selected.
End Date Automatically populates based on the fiscal year selected.
New Budget Year Select new budget year from the drop down options. (Target)

Create Budget

Click Create Budget. The following confirmation message displays.

Microsoft Access

You have selected:

Source Fiscal Year: 2017
Target Budget Year: 2018

Do you wish to continue?

Click Yes to create the new budget year cloning the Chart of Accounts from the source fiscal year selected
or No to return to the Create New Budget Year form.

NOTE: This is a good time to review the chart of accounts. Deleting any accounts from the new fiscal year
should be done prior to selecting Yes. Accounts cannot be deleted once entries are posted to them.
Deleting an account in the new fiscal year will not affect the previous years.
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Once Yes is selected the following confirmation message displays when the new budget has been built.

Microsoft Access

o Mew Budget Vear Build Completed

Click Ok.

Annual Budget Setup

Click Annual Budget Setup to enter or modify the annual budget amounts for selected fiscal year.

Budget Maintenance

Annual Budget Setup

| [7

Modify Monthly Budget

=

Create New Budget Year

Export/Import Budget

|| e

Budget Planning Setup

=

Budget Transaction Entiy

Budget Transaction Audit

13 [ lo |en o [eo | [«

Retun To Previous Menu

4 | Enter your selection:| |

Wsr: 09.06 [2/6/2018] |day FRLW42

[] Show Details

GLOZ2

Find

Annual Budget Setup Form
Fiscal Year: 2019 v | Fiscal Start: | 7/1/2018 | Fiscal End:

Update Monthly Budget

£/30/2013

Division: CATA ., | |Sample Trans

Enter Budget

Page 43 of 147




General Ledger User Guide

Field Name Field Type Description

Fiscal Year Number Enter or select the fiscal year from the drop down options.

Fiscal Start Automatically populates based on the fiscal year selected.

Fiscal End Automatically populates based on the fiscal year selected.

Division Alpha/Numeric | Enter or select Division from the drop down options.
Check box to implement the allocation 1/12 of the annual budget
amount per month. If annual budget amount is being edited and
original annual budget amount was previously allocated at 1/12 per
month, checking the box to execute the new amounts being

Update Monthly allocated monthly. (See Modify Monthly Budget on next page for

Budget Yes/No further details).

Enter Budget

Click Enter Budget to add or modify annual budget amounts. If Update Monthly Budget is not checked, the
following alert message displays.

o Mo monthly budgets will be updated.

Microsoft Access

Click OK to continue, the following form displays.

Fiscal Year: 2013

Annual Budget Setup Form
« | Fiscal Start: | 7/1/2017 Fiscal End: | 5/30/2018 | Division: |CATA ., | Sample Trans

[[]Update Monthly Budget

Account # Title Annual Budget
ADIm0I020 CB - Passanger Fares - Farebos 69641000 LA
4010101021 CE - Passenger Fares - Tokens -325,397.00
4010101022 CE - Passenger Fares - One Passes -B02,572.00
4010101024 CE - Paszenger Fares - SC Borough Passes -1.920.00
AM0101025 CE - Pazzenger Fares - Reduced Fare -7.255.00
4010101026 CE - Passenger Fares - JASI -16,662.00
Amo1ooz? CE - Pazzenger Fares - PSU RIDE pass -1.184,650.00
4010101028 CB - Pazzenger Fares - Youth Pazses -4 50000

Enter the annual budget amounts for each account; if there is no budget amount for an account enter
ZERO. Do not leave any amount fields blank (If fields are left blank the export/import options will not
execute properly). Revenue accounts must be entered as credits; expense accounts as debits.
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Modify Monthly Budget

Click Modify Monthly Budget to change amounts, percentage, total annual budget amounts. Compute the
applicable allocation for annual amounts.

Budget Maintenance
j Annual Budget Setup | ?
2| Madify Monthly Budget | [
j Create New Budget Year 7
j Export/Import Budget 7
ﬂ Budget Planning Setup | ?
ﬂ Budget Transaction Entiy | ?
j Budget Transaction Audit | ?
E Return To Previous Menu | ?
4 || Enter your selection:| | [] Show Details
Yarr 09,05 [2/6/2018] Iday FNLY42 GLOZ Find
The following form displays.
Maodify Monthly Budget
FizcalYear Divizion Account Cumrent Period Start D ate End Date
2018 | W CATA | W B030501 230 v | E] | FH207 | £/30/2018
Sample Trans CR - Building Services
Period Amount Percent
July..1 $0.00 0.00%
[1Change Amounts August..2 $000 | | 0.00%
LIChange Percents September. 3 s0o0 | | 000z
[ |Change Annual Budget October..4 $0.00 0.00%
November._ b $0.00 0.00%
Calc From Annual Even Spread
December..6 $0.00 0.00%
Calc By Monthly Percents January..7 $0.00 0.00%
February._ 8 $0.00 0.00%
Calc By Monthly Amounts March. 9 $0.00 000z
April. 10 $0.00 0.00%
Save Budget
May. 11 $0.00 0.00%
June. 12 $0.00 0.003%
Annual Budget $0.00
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Max Field
Field Name Size Field Type Description
Fiscal Year Number Enter or select Fiscal Year from the drop down options.
Division 4 Alpha/Numeric | Enter or select Division from the drop down options.
Enter or select General Ledger Account number from the
Account 10 Alpha/Numeric | drop down options.
Current Period Automatically populates based on the fiscal year selected.
Fiscal Start Automatically populates based on the fiscal year selected.
Fiscal End Automatically populates based on the fiscal year selected.
Change Amounts Yes/No Check box to make amount field accessible for editing.
Change Percents Yes/No Check box to make percentage field accessible for editing.
Check box to make annual budget field accessible for
Change Annual Budget Yes/No editing.

Once changes are made to amount, percentage or annual amount, select one of the following calculation

options:

If Change Annual Budget was utilized than Calc From Annual Even Spread will distributes annual
amount by 1/12 for each month.

If Change Percents was utilized than Calc By Monthly Percents will distributes the monthly amounts
based on monthly percentages entered.

If Change Amount was utilized than Calc By Monthly Amounts will adjust the monthly percentages by
monthly dollar amounts entered.

Click Save Budget after EACH account is edited. The following confirmation message displays.

Click OK.

Microsoft Access

o Budget Has Been Saved

Page 46 of 147




General Ledger User Guide

Export/Import Budget

Click Export/Import Budget to export the budget to Excel or a Text file. The export will fail if there are any
blank records. If no amount is to be budgeted for an account or accounts, enter zeros.

Budget Maintenance

-
ol R R AR R RN

4

Annual Budget Setup

Modify Monthly Budget

Create New Budget Year

E xport/import Budget

Budget Flanning 5etup

Budget Transaction Entry

Budget Tranzaction Audit

Return To Previous Menu

e L I I R T T

Enter your selection:| |

[l Show Details

Van 09.06 [2/6/2018] | |Iday FNLV42 GLOZ g
Export Budget
Click Export Budget to export a Working Budget to Excel.
Imponrt { Export Budget
Fiscal Year: 2017 W
Path and File Name: |E:\ZD1 7Budget. xl4
Import Budget
Export Budget
Max Field
Field Name Size Field Type Description
Fiscal Year Number Enter or select the fiscal year from the drop down options.
Specify a path and file name location where budget data
will be exported. If an extension on the file name is .xls
The budget will be exported to Excel. If the extension is
Path and File Name 4 Alpha/Numeric | left blank, the budget will be exported to a text file.

The following message displays.
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©

Microsoft Access

Budget Will Be Exported To
Path: C:\2017Budget.xls

OK

Cancel

Click OK to export the budget or Cancel to return to the Import/Export Budget form. When export is
completed, the following message displays.

Click OK.

Microsoft Access

o Export Completed

Once export is completed, proceed to the specified location to open the Excel Spreadsheet. Budget figures
can be entered, then utilizing the Import Budget option import the modified budget back into the program.

u | ZOITII 0
L 2017 0

2017 0
i 2017 0
9 2017 0
g 2017 0
|7 2017 0

4000001 PASSENGER FARES
4000002 PARA TRANSIT FAR
4000003 VAN POOL FARES

4000004 AUXILIARY TRANSP
4000005 NON TRANSPORAT
4000006 LOCAL GRANT REIM
4000007 LOCAL SPECIAL FAF

o0 oo o oo

000 oooo

=RE=RE=RE=RE-RI-NE-)

o0 oo o oo

=RE=RE=RE-RE-RI-N{-]

=RE=RE=RE=RE-RI-NE-)

o0 oo o oo

=RE=RE=RE-RE-RI-N{-]

o0 o oo oo

=RE=RE=-RE-RE-RI-N{-]
=RE=RE=RE=RE-RI-NE-)
o0 oo o oo

=RE=RE=RE-RE-RI-N{-]

Import Budget

Click Import Budget to import the budget from a text file. If the budget is exported to Excel so that
formulas can be used to update the amounts, prior to importing the data, the formulas must be removed.
To remove formulas from the Excel spreadsheet, with the spreadsheet open, select all fields in the

spreadsheet [Ctrl-A]; use the Windows Edit/Copy function.

Imponrt | Export Budget

Fiscal Year: 2012

b

Path and File Name: |I::\2EI‘| SBudget.bxt

Import Budget

Export Budget
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To paste the contents without the formulas, use the Windows Edit/Paste Special function and select Values
from the menu; click OK. The data is now pasted without formulas.

To save the copy of the budget with no formulas, use the Windows File/Save As function, and assign a new
name to the file.

The import file format must be Text (Tab delimited) (*.txt)

Max Field
Field Name Size Field Type Description

Fiscal Year Number Enter or select the fiscal year from the drop down options.
Enter path and name of the budget file to be imported. If the
budget is being imported into a new fiscal year, the fiscal year
must be set up, the budget must be built for that year prior to
running the import (See Create Budget Year section in this

Path and File Name 4 Alpha/Numeric manual).

Microsoft Access
Budget Will Be Imported From
Path: U\Budgetlmport.bd

o [ o |

Click OK to continue or Cancel to cancel.

If the budget is out of balance, the following message displays for each line item that is out of balance.
Use these messages to determine what correction need to be made.

Microsoft Access

f ~ \ Annual Budget Does Mot Equal Total Of Monthly Budgets
S Account#: 104000001
Annual Budget = -750000

Total Of Monthly Budgets = 0

When Importing the Budget, if the monthly amounts are not included in the spreadsheet the following
message displays. Avail recommends calculating the monthly amounts in Excel prior to importing.

Once the import reviews all records for errors.
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Click OK.

If budget is out of balance, the data will import. The amounts can be edited to bring the budget into

Microsoft Access

| - 1 Budget Out Of Balance

‘S Total Revenue = -2885000
Total Expenses = 2230000
Amount = -633000

balance or left as is. In the case of the out of balance amount, it could be reflected in Net Profit amount.

Budget Planning Setup

Click Budget Planning Setup to create and modification budget figures. View up to 5 years of actual and
budget history at one time.

Categorize budget accounts by assigning class codes to each account. Automatically, adjust proposed
budget by account number range, percentage increase or decrease amount.

Once budget meets final approval the update option transfers, completed budget to live budget tables within

the GL module.

BUdge‘ Plannlng Se“‘lp Form Budget Year: 2018 W Division #: |CATA| | |Sample Trans
Setup Budget Setup Class . - - Update Update
v Codes Build Budget Edit Budget Adjust Budget o] Live Budget
Calulation Note:
Percentage Increase or Decreasze = Columnl - Column2 / Columnl
] Class 2018 % 2018 % 2017 2017 % Act 3
Account # Title Code Approved Bud +- Proposed Bud + - Actual Budget Bud Prev
4010101002 CE - Pazzenger Fares - Mobile Ticketing W
4010101010 CE - Passenger Fares - Famiy Passes v 0.00 [100.00) 0.00/ [100.00) 0.00 -500.00 .00 | [100.00)
4010101020 CB - Passenger Fares - Farebox v -B96. 410000 [12.95] -B95,410.00 [12.95) -583,565.47 -800,000.00) (37.09)] [15.17)
4010101021 CB - Passenger Fares - Tokens v -325,397.000 [16.56] -325,397.00 [16.56) -280,585.43 -390,000.00) [38.95)] (9.59)
4010101022 CB - Passenger Fares - One Passes v 502572000 1383 -B02572.000 13E3 -453.201.E5 -530,000.00) [16.95]| [1207)
4010101024 CB - Passenger Fares - 5C Borough Pas v -1.,920.00 .00 -1.920.00 .00 -1.600.00 1,920,000 [20.00]] [16E7)
4010101025 CB - Passenger Fares - Reduced Fare v 7285000 2092 7255000 2092 -7.384.80 600000 1875 | 11.76
4010101026 CB - Passenger Fares - JASI v -1EBE2.00 2817 -16E62.000 2817 -17.118.00 13000000 2408 | [11.37)
4010101027 CB - Passenger Fares - PSU RIDE pass w| (118455000 (1.28]] -1.184.6550.000 (1.28)] 105240072 -1.200,000.00) [14.03)] [14.58)
4010101028 CB - Paszenger Fares - Youth Passes v -4.500.00 EEEY -4500.000 EEEY -4, 79557 -2,700.00) 4370 | BO0.39
4010201219 CR - Passenger Fares - Cash v -4E,286.000 E5.31 -46,286.000 ER.31 -39,236.00 28000000 28B4 | 7IT3
4010201220 CR - Paszenger Fares - Coupong v 6428571 [260) -B4,285.71)  [260) -60,525.84 -BE.000.00 [30.63]| [30.26)
4010801020 CB - Passenger Fares - Park & Ride Sub v -5E5.000 [20.71) -5A5.00) [20.71] -555.00 700000 [2613]] [15.91]
4020501020 CE - Paszenger Fares - Purchase of Ser | -2200000.000 387 | 2200000000 387 | 203329814 -211800000 (417 200
4020501021 CE - Pazzenger Fares - Purchaze of Ser " -1,000.00 0o -1,000.00 .on -1.000.00 -1,000.00 0o 0o
4020501022 CB - Passenger Fares - Purchase of Ser | -2ED620038 3725 | -2B06.20036 325 | 229224435 -2524165.00) [10.12)] ([4.48)
4020601021 CB - Pazzenger Fares - Football Shuttle W 0.00 0o 0.00 oo 0.00 0.00 oo oo
Field Description

Budget Year Enter or select Budget Year from the drop down options.
Division Enter or select Division # from the drop-down options.

Setup Budget

Year

Click Setup Budget Year, allows for setup of various years. Before beginning work on a budget for a
particular year, it must be setup in the Budget Year field. Once the budget year is created, the previous
fiscal years fields will auto-populate.
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BUdQEt Plannlng Se“‘lp Form Budget Year: 2012 W Division #: |CATA| ., | |Sample Trans
Setup Budget Setup Class . = = Update Update =
Codes Build Budget Edit Budget Adjust Budget Ao Live Budget
Calulation Note:
P ge | or D = Columnl - Column2 / Column1
1 2 3 4 b
Fiscal Fiscal Fiscal Fiscal Fiscal
Budget Year Years Years Years Years
Year Ago Ago Ago Ago Ago
> |20E |2015 |20 4 |2013 EHE |2mm
|2m7 |26 |205 |2014 |2013 |2mz
|2ms |21 |20 |2015 |2014 |23
Field Description
Budget Year Enter new budget year.

1 Fiscal Year Ago

Auto-populates based on the year entered in Budget Year field.

2 Fiscal Year Ago

Auto-populates based on the year entered in Budget Year field.

3 Fiscal Year Ago

Auto-populates based on the year entered in Budget Year field.

4 Fiscal Year Ago

Auto-populates based on the year entered in Budget Year field.

5 Fiscal Year Ago

Auto-populates based on the year entered in Budget Year field.

Setup Class Codes

Click Setup Class Code. This feature is optional. Setting up Class Codes allowing for grouping or
categorization of the various accounts for generating reports. These codes can be used to adjust budget
amounts via the Adjust Budget option. Example: If all income referencing, Fares are given the “Fares”
class code and a determination is made to increase all fares by 5%. The Adjust Budget utilizing class codes
can accomplish this task automatically.

Once the Build Budget button is selected the form will then assign the class code. This button serves as a
template for the class codes. Once the Build Budget option has been executed the class codes can be
revised via the Edit Budget option, however it will not write back to the Setup Class Codes option here.

Class Code can be alpha/numeric, and up to a maximum of 5 characters.

Budget Planning Setup Form guuge vear 2o1g  [o]  Division #: [CATA[ ] Sample Trans
Setup Budgel || Selup Mass | Build Budget | Edit Budget | AdjustBudget | Abdote | Updote
Calulation Mote:
Percentage Increase or Decreagze = Columnl - Column2 / Columnl
Div Account Title Class Code Description
M| [Cataly [40101M002 [\, | |CB - Passenger Fares - Mabile Ticketing |Fares w | |+ ||Fares
CATA[y | 4010101010 |+ | [CB - Passenger Fares - Family Passes |Fares w | |+ ||Fares
CATA[y | 4010101020 || [CB - Passenger Fares - Farebox |Fares v | |of ||Fares
CATA[y | 4010101021 |4, | [CB - Passenger Fares - Tokens |Fares v | |of ||Fares
CATA[y |[4010101022 |y, | |CB - Passenger Fares - One Passes |Fares v | |of ||Fares
CATA[y, | (4010101024 [y, | |CB - Passenger Fares - 5C Borough Passes |Fares w | |of ||Fares
CATA |4D1 moo2s G |CB - Passenger Fares - Reduced Fare |Fares v | |Fares
Field Description
Div Enter or select Div (divisions) from the drop-down option.
Account Enter or select Account (GL Account #) from the drop-down options.
Title Auto populates description for the GL Account number # selected.
Enter or select Class Code from the drop-down option. Click Green
Class Code Check mark to enter a new Class Code.
Description Auto populates the description for the selected Class Code.
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To create new class codes, Click Green Check Mark. The following form displays.

Modify } Add Misc List Codes
Module: ’ﬁ
Type: ClassCode [
Code Yalue Print
» Pagrall
444 Office Expenzes
Fares Fares
Field Name  |Max Field Size Field Type Description
Code 5 Alpha/Numeric Enter a user defined class code.
Value 30 Alpha/Numeric Enter a user defined class code definition.
Build Budget

Click Build Budget to build the budget for the selected fiscal year and division.

If the Build Budget process has already been executed for the selected year and division .The following

message displays.

Microsoft Access

Budget plan already exists for this fiscal year and division.
Do you wish to delete the existing budget plan and continue?

Click No will clear the message and not execute the routine.

Cautionary Note: Click Yes will delete the records for the selected year and division specified. If budget

amounts have been entered via this form this data will be DELETED and it will need to be re-entered. This
option may be necessary to execute in the initial stages when no budget information has been entered and
it has been determined that new account numbers have been created. The build in this case will need to be
executed again in order to bring in the new accounts.

Click Ok.

Microsoft Access

o Budget Plan Completed.

Once built, the budget can then be accessed and modified via the Edit Budget Button.

Page 52 of 147




General Ledger User Guide

Edit Budget

Click Edit Budget; the following form displays. The Account #, Title and Class Codes displays to the left
followed by each fiscal year that was specified via the Setup Budget Year button. In this example fiscal year
2018 has been selected and the five previous years display. By utilizing the horizontal scroll bar at the
bottom of the form to view previous year documentation. The years will display in alternating colors.

BUdget Pl anning Se‘up Form Budget Year: 2018 | Division B2 CATA o | Sample Trans

Setup Budget || Selup Flass || g ity Budget | Edit Budget || Adjust Budgat P i

Calulation Note:

P I or D = Column1 - Column2 / Column1

Class 2018 %= 2018 = 2017 2017 % Act % 2016 206 % Act %
Account # Title Code Approved Bud +- ProposedBud +- Actual Budget Bud Prev Actual Budget Bud Prev
4010101002 CB - Passenger Faies - Mobile Ticketing Fares o 0.00) .00 0.00 0.00: .00 0o 0.00: 0.00) 0o oo
4010101010 CB - Passenger Fares - Family Passes  Fares| o 0.00 [100.00) -ETE7 -900.00].229.98]  (30.19) -590.00 0.00 100.00 [ili]
4010101020 CB - Passenger Fares - Farebox Fares | -696.410.00, [12.95) -696,869.02 -B00,000.00 [34.26] N3.38) -B87 916.33 -960,000.00) [39.55)| [17.32)
4010101021 CB - Passenger Fares - Tokens Fares| o -325,397.00, [16.56) -296,929.33 -390,000.00) [31.34]  [4.39) -310.442.60 -350,000.000 1274)] [3E2)
4010101022 CB - Passenger Fares - One Passes Faes o -602,572.00 13.69 -465,333.44 -530,000.00) (13.80)  [9.71) -515,392.44 5E0,000.00  [B.66)] 187
4010101024 CB - Passenger Fares - SC Borough Pas Fares| o -1,920.00 ] -1,920.00 -1.920.00 .00 i) -1.920.00 -1.900.000  1.04 [ili]
4010101025 CB - Passenger Fares - Aeduced Fare  Fares o -7.255.00 2092 -7.089.55 600000 2395 | 1940 -6,607.90 5400000 18.28 | 14.22
4010101026 CE - Passenger Fares - JAS v -16,662.00 28,17 -17.118.00 1300000 2406 (11.37) -19.314.00 -15,000.00 2234 10
4010101027 CE - Passenger Fares - PSU RIDEpass v -1.184,650.000 [1.28)| -1,110,338.88  -1.200000.00 [8.08) (9.98) -1.23341400 -1.000000.000 1692 | 1171
4010101028 CH - Passenger Fares - Vouth Passes v -4500.00  FR.G7 -4.933.57 270000 4527 | ES00 -2,990.00 -2400.000 1973 | 5854
4010201219 CFR - Passenger Fares - Cash v -46.,286.00  FA.31 -41,966.00 2800000 3328 9223 -21.831.00 0.00, 100.00 [i]
4010201220 CF - Passenger Fares - Coupons v 5428671 [2.60) -54,056.84 -BE.O00.00] (22.09)  [26.39) -72.452.00 -136.000.00/ [B6.33)| [3R.80)
4010601020 CB - Passenger Fares - Park & Ride Sub v -BEE.00 [20.71) -B00.00 70000 (16.67)  [(4.09) -BE0.00 -950.00 (43.54)| (37.14)
4020501020 CB - Passenger Fares - Purchase of Ser v 220000000 387 | -2078871.80 -2118000.00 [1.88) 429 | 193342343 200260000 [46) 282
4020601021 CB - Passenger Fares - Purchase of Ser v -1,000.00 .00 -1,000.00 -1.000.00 .00 .00 -1.000.00 -1,000.00 0o [ili]
4020601022 CB - Passenger Fares - Purchase of Ser v 2B06.200.36 325 | 240067288 2824165000 (1.02) 412 233378200 231626900 382 5.84
4020601021 CE - Passenger Fares - Football Shuttle v 0.00 .00 0.00 0.00 .00 .00 0.00 0.00 0o [ili]
40601 D000 CC - Reserve v 0.00 .00 0.00 0.00 .00 .00 0.00 0.00 0o [ili]
4060101021 CE - Revenue - Charter Service v 0.00 ] 0.00 0.00 .00 i) 0.00 0.00 [} [ili]
4060101120 CC - Passenger Fares v -200,000.00/ [43.45) -323.502.67 39664600 [2230) 4.8 -grarzez0 -540,000.00) [4221)] [8.95)
4060301021 CE - Revenue - Interior Card Advertising v -30,000.00 (6.2 -24,148.06 -32,000.00 (3252 [31] -24.222.14 -32,600.00) [3417)] 3036
4060301022 CE - Revenue - Exterior Tail Advertising v -45,000.00 3235 -30,536.00 -34.000.00] [11.34] 5784 -19.346.35 -52,000.00/ [168.78) | [34.48)
4060301023 CB - Hevenue - Full Wrap Advertising v -64000.00  EE7 -#1.401.00 -B0000.00) 1597 3492 5292067 -50500.000 457 | 7402
4060301024 CB - Revenue - Website Advertizing v -6.,000.00 0o 0.00 0.00: oo oo 0.00: 0.00) oo ao
—

Modification to any of the past years fields (Actual, Budget, % Act/Bud, % Prev) is not allowed. Modification
and data entry can only be made to the active Budget Year. Once amounts are entered into the Actual and
Budget fields the system automatically calculates the % Act/Bud and % Prev field amounts.

Field

Description

YYYY Actual

Displays account balance for the respective year.

YYYY Budget

Displays account’s yearly budget amount entered in Modify Monthly Budget form. Fields
will appear blank for those years with no budget established.

% Act / Bud

Automatically displays the percentage difference between the YYYY Actual versus
YYYY Budget fields.

Automatically displays the percentage difference between the YYYY Actual versus the

% Prev YYYY Actual from the previous year.
Click Totals to have the system display the column totals for each respective column.
Click Totals again to refresh totals when amounts have been revised to reflect the
Totals change.

Double Click Proposed Bud line item a drill-down feature is available for each field which can be used as a

worksheet to calculate detailed expenses for the specific account. Once the sub form is closed the system
will total the detail records and enter the grand total into the YYYY Proposed Bud field.

5033316009 CB - F/Ben - Cell Phane Allow - Executiy w 747.600 (11.00) 22000 24000 (2441 (9B LE0.00 24000t
B03331E010 CE - F/Ben - Cell Phone Allove - Human | w 224280 3350 | = FNGL_BudgetPlanningLineltemSubForm = o £
5099916090 CE - Miscellaneous Administration - Othe w 2,750,000 175.00 - —

5093916081 CE - Marketing Expense - Apartment Col v 120000 00 Fiscal Year: [2015 Division: [CATA  Account: 5100316001 =
B0393160338 CB - Healthcare Transitional Reinsuranc: a 0.00 (100.00) Item Code Item Code Amount

5099916099 CE - Employee Activities Team [EAT] w 0.00 oo |U1 mir; |Pr0cess\ng Fees | E.000.00
5100205101 CB - F/Ben - Wages allocation to CR & [ ¥ -50,670.00) a0

5100916001 CB - Bak Processing Fee v 1800000 (10.00] |02 v |+ ||Credit Card Fees | 6.000.00
5110116008 CE - Interest Expenze - Long Term Debt w 0.00 oo |03 mir; |Service Card Fees | E.000.00
5110216008 CB - Interest Expense - Short Term Debt " 0.00 a0

5110316008 CB - Interest Expense - Operating Credit v g0y o) | Pl vl [ |

5110416008 CE - Interest Expenze - Equipment Credi w 0.00 oo Total: 18.000.00 -
5110516008 CB - Interest Expense - Building Credit Li " 0.00 i}

5121216003 CB - Rent Expense - Office v 000 .00 [JfRecord: M tldofd " search
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Closing the sub form by clicking the ‘X” in corner causes the total to update on the main budget form.

Field Name

Max Field
Size

Field Type

Description

Item Code Select the applicable from the drop-down list
Item Description Auto populates based on the Item code selected
Amount Currency | Enter the amount for the selected code

To create new Item Codes. Click Green Check Mark. The following form displays.

Module: W

Type: DistributionCodes

Modify } Add Misc List Codes

Code Yalue
Paper Paper
Pencils Pencils
Toner Taner

Double Click Actual line item a drill-down feature is available for each field which can be used to review the
transaction for that selected year’s populating individual transaction that reflects the total amount.

Budget Planning Setup Form Budget Year: 2018 |.,| Division #: [CATA[ | [Sample Trans
Setup Budget | Setup Class _ ) . Update Update
o~ P oo Build Budget | Edit Budget | |AdjustBudget =~ o PTES, Live Budget
Calulation Nate:
Percentage Increase or Decrease = Column - Column2 / Column1
Class 2018 3 2018 % 2017 2017 Aol % 2016 2016 Al % 2015
Account # Title Code AppiovedBud +- Proposed Bud  +- Actual Budget Bud Prev  Actual Budget Bud Prev  Actual
E[[iA TE - Passenger Fares - Mobile Tioketing Fares G000 00000 900 00000 ] 000 [ [ .00
4moTormo TB - Passenge: Fares -Family Passes_ Faies o 0,00 100.00) 0,00 (100.00] 5767 -500.001,229.98)|_(90.19] E 0.00_100.00 [ .00
40101020 TF - Passenger Fares - Farsbos Fares »| 76605100 [424) 76605100 (424) 53535302 -500,000.00 (34.26) (1338)  #B791633 _ GoN00000 (39.55) (17.32]  -B31.87261
AMOT01021 TF - Passenger Fares - Tokens Faies = X X = o
FIOT01022_ B -Passenge Fares -One Fasses_Faes | | =2 FNGL_BudgetPlanningTraninquirySubForm [=] al
4010101024 CE - Passenger Fares - SC Borough Pas Fares | v Fiscal Year: [2017 Division: [T&T4  Account: [4010701020 Title: [CB - Passenger Fares - Farcban 0]
40101025 CE - Passenger Fares -educed Fare_Faies v || . = 0]
070028 T - Passenger Fares JAST Fares || From Date: [11/1/2016 |g ToDate: [ 6/30/2017 @| [Display} 0]
AmoToT0zT CE - Fassenger Faies P50 RIDEpass = 1
AMOT0028 T8 - Passenger Fares ~Youlh Passes > Per Date  Tran# Baich# Sic Relference Description Debit Ciedit = ol
4M0701020 Deferred Revenve v 5|[ 11472006 202281| | 2.788|[CR |[dep adi MET dep adj per MAT bank. farebox $4.00 1]
am0z01219 TR - Passenget Faies - Cash = 0
BT TR Fassenom Fams Coupas = 5|[ 114172016 202283 2.788|[CR |[dep adi MaT dep adi per M&T bank farebox .00 ]
4010501020 CB - Passenger Fares - Park & Fide Sub v 5| 11//2016] 202285 2,788][CR | |dep adi MAT dep adiper M&T bank farebox $200 0]
20501020 TB Passenge Faies Purchase of Ger = = = 1]
o TF Fasange Foros Fuchase of Ser = 5| 11472008 201578 2770([CR [[Batch Cash receipts summary pasting $34.00 ]
4020501022 CE - Passenger Fares - Purchase of Ser v 5 11/8/2016 | 201105 2654 ||CR | Batch Cash receipts summary posting $17.924.15 Gl
020501021 TF - Passenger Fares - Footbal Shuttle T 0
T T = 5|| 11/14/2016 201107 2655|(CR |[Batch Cash receipts summary pasting $11,34059 o
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Adjust Budget

Click Adjust Budget to globally revise account numbers by range or within a range by class code
assigned. The amounts can be increased or decreased by whatever percentage amount is specified.

Budget Planning Setup Form g .. vear 5015

5L w | Division #: CATA | Sample Trans
Setup Budget Setup Class . - - Update Update
Ly Codes Build Budget Edit Budget Adjust Budget ey Live Budget
Calulation Mote:
P tage Ir of Decreage = Columnl - Column2 / Columni

Adjust Proposed Budget

From Account: 4010101002 |, |CB - Passenger Fares - Mobile Ticketing

Thru Account: 4010101028 |+, |EB - Passenger Fares - Youth Passes

Class Code: Fares v |Fares

% Increase / Decrease | _10.00 Increase Budget [ | Decrease Budget

Start

Note: An account range must always be entered the class code cannot be used alone.

Field Description

Enter or select GL Account # from the drop-down options, to determine a range of
From Account accounts to be globally revised.

Enter or select GL Account # from the drop-down options, to determine a range of
Thru Account accounts to be globally revised.

Enter a class code to update only those accounts within the range that have been
Class Code assigned that specific class code. This field can be left blank.

Enter the percentage amount that the accounts are to be increased or decreased by.
% Increase / Decrease Entering 10.00 reflects 10 percent.

Check the box in order to increase the Proposed Bud amounts by the percentage
Increase Budget specified.

Check the box in order to decrease the Proposed Bud amounts by the percentage
Decrease Budget specified.

Click Start button to begin to global update procedure. The following confirmation message displays.

Microsoft Access

g Proposed Budget Plan will increase by 10%

Continue?

Click Yes to execute the global update procedure or No to return to the Budget Planning Setup Form.
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If Yes was selected the following completion message displays.

Microsoft Access

o Update Completed,

Click OK.
Update Approved
Click Update Approved to transfer the amounts entered in the Proposed Bud to Approved Bud column.

The recommendation is to make this transfer once the board or final deciding parties have finalized the
budget.

BUdQEt Planning Se“‘lp Form Budget Year: 2012 v Division #: |CATA| ., | Sample Trans

Update
Live Bud

Setup Budget Setup Class
Year Codes

Update ;

Build Budget Edit Budget Adjust Budget

Calulation Mote:
P t | or D = Column1 - Column2 ¢ Columnl

The following form displays.

Transfer from Proposed to Approved

From Account: 4010101002 | ., |EB - Paszenger Fares - Mobile Ticketing

Thru Account: 4010801020 |, |EB - Pazzenger Fares - Park & Ride Subscription

Class Code: [Fares w ||Fares
Field Description

Enter or select GL Account # from the drop down options, to determine a range of
From Account accounts to be globally copied from Proposed Bud to Approved Bud.

Enter or select GL Account # from the drop down options, to determine a range of
Thru Account accounts to be globally copied from Proposed Bud to Approved Bud.

Enter class code to copy only those accounts within the range that have been
Class Code assigned the specific class code entered. This field can be left blank.
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Start

Click Start to begin to global update procedure. The following confirmation message displays.

Microsoft Access

e Do you wish to transfer amounts from Proposed to Approved?

Click Yes to execute the global update procedure or No to return to Budget Planning Setup Form.

If Yes was selected the following completion message displays.

Click OK.

Microsoft Access

o Update Completed.

Once completed budget figures will be transferred to the Approved Bud Column.

[
Class 2018 = 2018 x
Account # Title Code Approved Bud +- Proposed Bud +-
40107101002 CE - Pazzenager Fares - Mobile Ticketing Fares |« .00 an .00 .00
401071010710 CE - Pazzenager Fares - Family Pazzes  Fares o 0,000 (10000 0.00] 110000
400107101020 CE - Pazzenger Fares - Farebox Fares v -FEE.051.000  [4.24] -FBE.057.00)  [4.24]
4010701021 CE - Pazzenger Fares - Tokens Fares v -B7 936700 (822 8793670 [B.22)
4010101022 CB - Pazzenager Fares - One Pazzes Fares v -662.829.20 2506 -B62.829.20) 2506
40107101024 CBE - Pazzenager Fares - SC Borowgh Paz Fares | W 2112000 1000 2112000 1000
40107101025 CBE - Pazzenager Fares - Reduced Fare  |Faresz o -£.980.600 3301 -7.98060  33m

Update Live Budget

Click Update Live Budget to transfer the Approved Budget to Live Budget once Live Budget option is
selected the system populates the budget information into General Ledger. This is the final process from
Budget Planning Setup Form.
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The following confirmation message displays.

Microsoft Access

9 Update Live Budget?

Click Yes to execute the Live Budget update or No to return to the Budget Planning Setup Form.

Cautionary Note: Any budget amounts that exist within the live budget as seen via the Modify Monthly
Budget options will be overwritten with the amounts found within the Budget Planning Setup form. This
includes any accounts within the Budget Planning Setup form that have a zero they will overwrite the
current Live Budget amounts as seen via the Modify Monthly Budget form.

If Yes is selected and update is completed the following confirmation message displays.

Microsoft Access

o Live Budget Year Update Completed.

Click OK.
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Import/Export

Click Excel Icon to export budget to Excel. Once selected the following prompt displays indicating that the
entire year can be selected which will include all divisions, enter the fiscal year only or specify the year and

one division. /\

v | Division #: [CATA ., | |Sample Trans

B Budget Planning Setup Form  p,4q.t vear: 7015
Setup Budget Setup Class

! . . Update Update A———
Year Codes Build Budget Edit Budget | Adjust Budget Aerrmeed] Live Budget

Calulation Note:
p, N 1

g or D = Columnl - Column2 / Columnl

Microsoft Access

Select budget year only for entire budget or
select budget year and division.

Continue?

Click Yes to execute the export based on the selection made for Year and Division or No to return to the
Budget Planning Setup Form.

The following form displays:

ﬁ FnsysMenuForm 01/14 019

Fleet-Met Corporation i FMGL_BudgetPlanningSetupForm 06/07/2019 © 2019 Fleet-Net Corporation

Budget Planning Setup Form Budget Year: 2013

Setup Budget Setup Class . . - Update Update
Year Codes Build Budget Edit Budget | Adjust Budget Approved Live Budget

o Division #: 10 .. |Operating Account

Calulation Note:
Percentage Increase or Decrease = Columnl - Column2 / Columnl

ath To Import/Export Data: |,

Export Fle Extension:

Note: Export file is tab
delimited.

|
|

=
]
=
3
=
]
=
g

g
i

Enter the path to the location where the exported Excel file will be saved.
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Add the file types available for export by clicking on the green checkmark. The following form displays: (txt
and xIs are the only available codes)

Modify / Add Misc List Codes
Module: lﬁ
Type: FileExtenzion b
Code Value Print
wls wls
kst kst
4l
Exports

Click Budget Export to export the data to Excel or click Line Item Export to export the Item Codes
(Distribution Codes) assigned to the budget Line Items.

To proceed with export, Click Yes to continue or No to return to the Budget Planning Setup Form.

Microsoft Access

Path: u:,
File Mame: FNGL_BudgetPlanning_2019_10.xls

Continue?
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Imports

Click Excel Icon to import budget from Excel. Once selected the following prompt displays indicating that
the entire year can be selected which will include all divisions enter the fiscal year only or specify the year
and one division.

BUdQEt Plannlng Se“‘lp Form Budget Year: 2013 W Division #: |CATA| o | |Sample Trans

Setup Budget Setup Class . - - Update Update
Year Codes Build Budget Edit Budget Adjust Budget Approved Live Budget

Calulation Note:
Percentage | or D = Columnl - Column2 / Columnl

The following form displays.

Microsoft Access

Select budget year only for entire budget or
select budget year and division,

Continue?

Click Budget Import to import the data from a Text File or click Line Item Import to import the Item Codes
(Distribution Codes) assigned to the budget Line Items.

Click Import to import selected budget that was modified/calculated in Excel to the Proposed Budget in
Avall. It is mandatory that the export option be executed first with a blank budget in order to obtain the
correct column descriptions, formatting and naming convention required to import back into the selected
budget. Remove any formulas entered in the exported spreadsheet and save as a .txt file prior to importing
the data into Budget Planning.

Cautionary Note: Do not import a specific division or the entire budget into Avail if the Proposed Budget
has already been completed in Budget Projection. Importing will overwrite the data in those fields with the
data contained in the Excel file even if Excel account amounts are zero. Note: Only the amounts within the
Proposed Budget Amt are actually imported.
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Once budget is imported if not in balance and equal to zero the system will advise that the
Budget is out of balance. A budget that reflects a profit/loss will generate an out of balance message.

Microsoft Access

f - | Budget Out Of Balance
S Total Revenue = -1796509.4
~ Total Expenses = 0
Amount = -1796209.4

OK

Click OK.

Budget Transaction Entry

Click Budget Transaction Entry to enter or edit budget amounts. Utilizing this option will enable users to
determine when and why a budget amount was changed.

Budget Maintenance

J Annual Budget Setup |
2| Modify Monthly Budget |
j Create New Budget Year
j E xport/import Budget
j Budget Planning 5etup
ﬂ Budget Transaction Entry
j Budget Transaction Audit
E Return To Previous Menu

| | e | o3| w3 (=] | 2| | | | e

4 || Enter your selection: [] Show Details

Wsn: 09.06 [2/6/2018] || Iday FNLY42 GLOZ Find
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Enter

Click Enter to add or modify existing budget line items, dollar amounts and reason for the adjustment.

Budget Transaction Entry Form

Yiew Batch # Print

Enter Totals

Debits Credits
Fiscal Year Current Period  Start Date End Date $50,000.00 $50,000.00
E R [T [O7/01/2018 [ 06/30/2013  Default Period : [1 [y,
Account # Per Date Amount Reference # Tran # Batch #: Description
kil 5010200800 | o |1 | & | 1042652018 || @ $50,000.00 10 0| Mew Hire - Marketing
ADMIM SALARIES Dist Code: ‘wWages v ||
uli] 4133901400 | |1 | & | 1042652018 || @ [$50.000.00) ikl 0| Mew Hire - Marketing
OTHER OPERATIMG GRAMT REVEMUE Dist Code: 'wages v ||
#* b b ?ﬂ 0
Dist Code: w | |of
Max Field
Field Name Size Field Type Description
Fiscal Year 4 Number Enter or select the fiscal year from the drop down list.
Current Period Number Defaults to the current period for the fiscal year selected.
Start Date Date/Time Defaults to the starting date of the fiscal year selected.
End Date Date/Time Defaults to the ending date of the fiscal year selected.
Defaults to the current period for the fiscal year selected. The edits
will be added to or subtracted from the period selected in this
Default Period Number field.
Division 4 Number Enter or select division from the drop down options.
Enter or select the applicable account for the budget account being
Account # 10 Number edited.
Defaults to the current period. The period selected in this field must
match the period selected at the top of the form in the Default Period
Per 2 Number field.
Enter the edit date. This date will not affect which period the
adjustment is being posted to, it is for tracking the day the change
Date Date/Time was made.
If the budget amount is an expense and it is being increased, enter
the amount of the increase as a debit. If it is being decreased, enter
the amount of the decrease as a credit. If the budget amount is
revenue and it is being increased, enter the amount of the increase
as a credit. If it is being decreased, enter the amount of the
Amount Currency decrease as a debit.
Reference # 20 Alpha/Numeric | Enter a user defined reference. This is an optional field.
Tran # The system auto-generates the Tran number.
Description 255 Alpha/Numeric | Enter a user defined description.
Batch # The system auto-generates the Batch number (see Batch # below).
Select a predefined distribution code from the drop down list. This is
Dist Code 20 Alpha/Numeric | an optional field.
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Totals

Click Totals to populate the totals for all Debits & Credits entered in Transaction Entry.

Budget Transaction Entry Form View ||Batch# || Print
Enter Totals
Debits Credits
Fiscal Year Current Period  Start Date End Date $50,000.00 $50,000.00
KR [1 07/01/2018 [ 06/30/2019  Default Period : [1 [,
Div Account # Per Date Amount Reference # Tran # Batch #: Description
kil W (8010200500 w1 | W | 1042652018 || @ $50,000.00 10 0| Mew Hire - Marketing
ADMIM SALARIES Dist Code: ‘wWages v ||
00 || 4139900400 | |1 & 1052602008 | @ [$50,000.00) ikl 0| Mew Hire - Marketing
OTHER OPERATING GRANT REVEMUE Dist Code: ‘wWages v ||
* A A hd @ o
Dist Code: w | |of
Batch #
Click Batch # to assign batch numbers to transactions entered.
The following prompt displays if batch is out of balance.
Click OK.
Return to Enter screen. Make correction and Click Batch # again.
Budget Transaction Entry Form
Debits Credits
Fiscal¥ear Cumrent Period  Start Date End Date $35,100.00 $35,000.00
28 "I_ m/o/2ma 12/31/2018  Default Period : 1 |, Out of Balance $100.00
Yiew
Microsoft Access
Enter
_
@W% Transactions Out of Balance.
{ ¢ ! No Batch # Can Be Assigned. Totals
Print

The following confirmation message displays.

Microsoft Access
9 Continue with batch # assignment?
Yes MNo

Click Yes to assign batch #’s or No to return to the Budget Transaction Entry Form.

Iltems must be batched prior to being updated.
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Microsoft Access

6 Assign Batch # to Mew Entries
o

Click OK to continue or Cancel to return to Budget Transaction Entry Form. Once batch #'s are assigned
the following message displays.

Microsoft Access

0 Completed

Ok

Click OK.
View

Click View to populate all entries for the selected options. Both batched and unbatched entries will be
available to view. Entries cannot be changed on this form.

Budget Transaction Entry Form Batch # || Print
Enter Totals
Debits Credits
Fiscal Year Current Period  Start Date End Date $50.000.00 $50.000.00
2019 W ,‘I— | 07/01/2018 | 06/30/2013  Default Period : 1 |,
Div Account # Per Date Amount Heference # Tran # Batch # Description
kil 5010200500 1 10/26/2018 $50,000.00 10 0 | New Hire - Marketing
ADMIMN SALARIES Dist Code: ‘Wages
1] 4133901400 1 10/26/2018 [$50.000.00) 1Al 0 | New Hire - Marketing
OTHER OPERATING GRANT REVEMLE Dist Code: 'wWages

Print

Click Print to view/print audit reports and to update entries. Only batched entries will be included on the
report. Two reports will be generated. The first report Budget Update Batch Listing. Click Close Print
Preview to generate the second report.
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Eudget Update Batch Listing
Fiscal Year: 2018
Tm# Date Div# Account # Per Reference# Description Debit Credit Balance
Batch #: 3
8 DO052018 20 4000002 Adjust ©or new contract Sunfise Hospital 325,00000
8 01052018 00 5080008 Adijust ©r new contract Suntize Hospital F25,000.00
Batch #: 3 Batch Totals: £25,000.00 $25.000 00 $0.00
Batch #:
10 00 4000010 Transfer fom Siate Reimbursement 1000000
11 00 4000008 Transfer o Fedarsl Rembusement $10,000.00
Batch # Batch Totals: $10.000.00 $10.000 00 $0.00
Report Totals: £35.000.00 $35.000 00 $0.00
The following message displays when print preview is printed and closed.
Microsoft Access
9 Did the Batch Report print correctly?
Click Yes to generate the second report or No to return to Budget Transaction Entry Form.
If Yes is selected the Budget Update Report will populate to view/print.
Budget Update Report
Fiscal Year: 2018
Batch # Date Tm# Per Reference # Description Debit Credit Balance
00 4000008 STATE GRANT REIMBURSEMENT Annuzl Budget: ($550,000.00)
4  0WVZNE 11 1 Transfer o Federsl Rembuwrsament $10,000.00
$0.00 $10,000.00 ($10,000.00}
00 4000010 FEDERAL GRANT REIMBURSEMENT Annual Budget: ($1.100,000.00)
4  0WVZNE 10 1 Transfer fom SEE Reimbussment 10,0000
$10,000.00 $0.00 £10,000 00
00 5090009 OTHER MISCELLANEQUS EXFENSES Annual Budget: $0.00
3 O1A0s20iE g2 1 Adjust ©r new contract Sunrise Hospital 52500000
$0.00 $25.000.00 ($25.000 00)
20 4000002 PARA TRANSIT FARES Annual Budget: $0.00
3 O10s2Me g 1 Adjust for new contract Sunrise Hospital 325,000.00
£25,000 00 $0.00 $25.000 00
Report Totals: 435,000 00 $35.000.00 $0.00

Click Close Print Preview the following message displays.

Microsoft Access

9 Did the Budget Transaction Update Report print correctly?

Click Yes to proceed to the update confirmation message or No to return to Budget Transaction Entry

Form.
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If Yes is selected the following confirmation message displays.

Microsoft Access

o Do you wish to update the budget now?

Click Yes to update the budget or No to return to Budget Transaction Entry Form.

Budget Transaction Audit

Click Budget Transaction Audit to view/print all edits made to a selected account.

Budget Maintenance

Annual Budget Setup
Modify Monthly Budget
Create Hew Budget Year

Export/import Budget

Budget Planning Setup

Budget Transaction Entrp

Budget Transaction Audit

EC IR IR I I IR I

Return To Previous Menu

-
R R R A R R R

4 | Enter your selection:| | [[] Show Details
Were 0905 [2/6/2015] Iday FHLW4Z GLOZ Find

Enter Fiscal Year, General Division and General Ledger Account being reviewed. Click Display.

Budget Transaction Audit Form
Fiscal Wear 2012 || Division |00 |, | Account 4000002 w | Perod |1 |,
Current Period ~ Start Date End Date Title
’1_ 14172018 12/31/2018  STATE GRAMT REIMBLURSEMENT
Per Date Reference # Tran # Description Debit Credit Display |
1 14104208 11 |Transfer to Federal Reimbursement 0,00 $10,000.00 Print
Batch #: 4
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Print

Click Print to generate a report for the selected account.

Budget Audit Report

Fiscal Year: 2048
Batch # Date Tm# Per Reference# Description Debit Credit Balance
00 4000002 STATE GRANT REIMBURSEMENT Annuz| Budget: [:560.,000.00)
4  Oi/Z0IE ii 1 Transfar o Feders| Rembursameant $10,000.00
$0.00 $10.000.00 ($10.000.00)
Report Totals: $0.00 $10,000.00 ($10,000.00)
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Journal Entries Menu

Journal Entries

1| Journal Entry 7
_2 Re-occurring Journal Entry ?
_3 R e-distribution Entrp ?
_4 Auto Post Closing ?
_5 Journal Entry Import From Excel ?
_B Journal Update ?
_? Checkbook Adjustments ?
E Unpost Journal Entries ?
E Return To Previous Menu ?

41 | Enter your selection: [l Show Details

Vsn: 09.06[1/10/2017] | |Iday FNLY42 GLO3 AL

Journal Entry

Click Journal Entry to enter, modify manual journal entries, or view entries created from other Avail
modules. The entries will remain in the subsidiary journals until the Journal Update is completed.

Note: Journal entries made to Bank Account’s General Ledger #’s will not impact Banking Maintenance,
Bank Reconciliation and would create a General Ledger out of balance error. (See Checkbook Adjustments
for details when making journal entries that will impact the bank accounts).

Journal Entry Form
Fiscal Year Current Period Start Date End Date Dehits Credits
217 | | 8 | 0101 /2017 12/3102m7
Journal: v
AP Accounts Payable2 -
AR A ts Receivable? -
AP Accounts Payable Enter
AR Accounts Receivable
C5H Cash Batch #
Fa, Fixed Assets
GEM General Jaurnal Entries Totals
GL CLM GL Print
MY Ireeentony
F/R Payroll 2
FPFR Prior Period Adjustments
FRL Payrol
ROC Feaccurring Entries
5TD Standard Joumnal Entries
W ‘“Wehicle Maintenance hd
Field Name Field Type Description
Fiscal Year Number Enter or select fiscal year from the drop down options.
Current Period Number Automatically populates based on the fiscal year selected.
Start Date Date/Time Automatically populates based on the fiscal year selected.
End Date Date/Time Automatically populates based on the fiscal year selected.
Enter or select applicable subsidiary journal from the drop down
Journal Alpha/Numeric options.
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Posting to Period 13 is available. The date used for the entries must be within the fiscal year being
posted to. See the Journal Update section of this manual for further instructions.

Enter

Click Enter to enter a new journal entry to the selected subsidiary journal.

Journal Entry Form

Fiscal Year Cument Period

Start D ate

End Date

7 [ [ &

Journal: AP |,

| o/ms2my

12aemy

Accounts Payable

Debits
$2.847.50

Credits
$2.847.50

Div Account # Posting Date Ref # Project Description View
00 | | |5140001 w || 08/3172007 @ $1.50 | |Adj Discount FROJECT 1 w | | Dizcount Adjustment Enter
WEHICLE PARTS Dist Code: w | |of | Tran #: 1972 | Batch #: 1] Batch #
00 | || 2000001 w || 08/3172007 @ [$1.50] | |Adj Discount FROJECT 1 w | | Dizcount Adjustment Totals
ACCOUNTS PAYABLE Dist Code: w | |of | Tran #: 1973 | Batch #: 1] Print
bl —
Max Field
Field Name Size Field Type Description
Division 4 Alpha/Numeric | Enter or select division from the drop down options.
Account # 10 Alpha/Numeric | Enter or select account number from the drop down options.
Posting Date Date/Time Enter posting date or select date using calendar.
Enter dollar amount applicable to transaction being posted; both the
debit and credit entries must be entered. Credits entered as a
Amount Currency negative amount. Debits entered as a positive amount.
Enter a reference # description (check #, deposit date, invoice
Reference # 20 Alpha/Numeric | number, etc.) for this entry.
Enter or select a project associated with the entry from drop down
Project 20 Alpha/Numeric | options, if applicable.
Enter a description for this entry. The description will print on financial
Description 50 Alpha/Numeric | reports.
Tran # Number Automatically populates with a sequential transaction number.
The batch number will be assigned when manual entries are batched.
Batch # Number (See Batch # below)
Batch #

Click Batch # once all debits and credits are entered for the selected subsidiary journal.

Journal Entry Form

Fiscal Year Cument Period

Start D ate End Date

7 [ e

Joumal: AP |,

| 01/01/2m7 124315207

Accounts Papable

D ebits Credits

Posting Cutoff D ate: aas2my

Start

Posting Cutoff Date: Enter the last date for batch assignment. For example, if there are entries posted for
October and November and only the October entries are to be batched and updated, enter 10/31/xxxx.
Batch numbers will be assigned to all entries with a date less than or equal to 10/31/xxxx. Any entries with
dates greater than the date entered will not be assigned batch numbers.
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Start

Enter Posting Cutoff Date. Note: Once batch numbers are assigned, no changes are allowed.

Click Start. The following confirmation message displays.

Microsoft Access

You entered: 8/31/2017
Continue?

Click Yes to assign Batch #s or No to return to Journal Entry Form.

If Yes is selected the following confirmation message displays.

Microsoft Access

0 Ascign Batch # to Mew Entries

o | [ ema |

Click OK to assign batch #'s or Cancel to return to Journal Entry Form.

If OK is selected and the batch # are assigned the following confirmation message displays.

Microsoft Access

o Completed

Ok

Click OK.

If the entries are out of balance the following message displays after entering the cutoff date & clicking
Start.
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Journal Entry Form

Fiscal Year Cument Period  Start Date End Date Dehits Credits
207w | g | 0102017 | 12/31/2007 $1.072.25 $0.00
Journal: 4P W Accounts Payable Dut of Balance $1.072.25
Microsoft Access ey
Enter
.' ~ 1 Journal Entries Out of Balance
‘S Mo Batch # Can Be Assigned Totals
Print

Click OK to close the message. Process back to Enter and make corrections, then proceed to assign batch
numbers again. (Following instruction on previous pages.)

View

Click View to view the batched entries. The following forms displays.

Journal Entry Form
Fiscal Year Cument Period  Start Date End Date Dehbits Credits
217w | a | 00207 | 12032m7 $2.849.00 $2.849.00
Journal: |aP W Accounts Payable
Div Account # Posting D ate A t Ref # Project Description - View
] 1010006 11410/2017 [$562.50) | 1003 Charleston Auto Parts Enter
GRANT FUNDING HOLDIMNG ACCOUNT Dist Code: Tran #: 1960 | Batch #: £40 Batch #
[il] 2010001 11/410/2017 $562.50 | [Batch Total Checks Totals
ACCOUNTS PaYABLE Dist Code: Tran #: 1951 | Batch #: Ea0 Print
] 201000 11410/2017 ($500.00) | 1007 Contractor #1
ACCOUMNTS PAYABLE Dist Code: Tran #: 1962 | Batch #: E51
] 1010006 11/10/2017 $500.00 | 1007 Contractor #1
GRANT FUNDING HOLDIMNG ACCOUNT Dist Code: Tran #: 1963 | Batch #: E51

Note: Once batch number is assigned, no changes are permitted on the batched entries. If
corrections are necessary, the entry will need to be reversed and re-entered.

Print

Click Print to print a report for audit purposes; the following form displays.

Journal Entry Form

Fizscal Year Cumrent Period  Start Date End Date Debits Credits

208 . | 8 | 07/01/2017 | 06/30/2018 $2.500.00 $2 500.00

Journal: GEW |, GEN
Yiew

From D ate: 8M/20N7 B Thru Date: a/;2my
Enter
Print By Batch Print By Account # Batch #

Totals
Print

Enter the starting and ending date for the report and Click Print by Batch or Print by Account #.
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The following confirmation message displays.

Microsoft Access

0 From Date: 02/01/2017 Thru Date: 03/31/2017

oK

Cancel

Click OK to generate the selected report or Cancel to return to the Journal Entry Form.

Use the File/Print option to print the report. The entries for the selected subsidiary journal will print grouped
either by Batch number or Account number based on the Print option selected.

Journal Entry By Batch # Report
Trn# DOate Diiv # Account # Reference # Description Debit Credit Balance
Journal Source: AP From Dete: 08012017 ThruDate: 08212017
Batch # iz 3]
1572 0821207 0D 5140001 Adj Discount Discount Adjustment 31.50
1573 0821207 0D 2010001 Adj Discount Discount Adjustment 3150
Batch # 656 BatchTotals: $1.50 $1.50 $0.00
Batch # 837
1574 08252017 0D 1020005 Fested to Wrng AR 353625
1875 08252017 0D 1020001 Fested to Wrng AR 1020005 353525
Batch # 68T BatchTotals: $536.25 $536.25 £0.00
Joumal Source: AF Joumnal Totals: $337.73 $3775 5000
Report Totals: £537.75 £30775 £0.00
Joumal Entry By Account # Report
Diw Account # Batch Oate Trn# Reference # Description Deebit Credit Balance
Journal Source: AP From Date: 08012017 ThruDate: 08212017
00 1020001 697 82527 T Posted o Wrong AR 1020006 353525
0D 1020005 697 82527 574 Posted © Wrong AR $535.25
00 2000001 658 BOLAMT 1573 Adj Disocount Driscount Adjustment $1.50
0D 5140001 695 B31/20117 1672 Adj Disoount Disoount Adjustment .50
Division: 00 Division Totals: $337.75 $5HIS $0.00
Joumal Source: AF Journal Totals: $R7.73 $3H.75 $0.00

One Sided Journal Entries

If previously batched entries are out of balance a one-sided journal entry can be made to correct the out of
balance. To correct the Out of Balance, click Enter; the Out of Balance message displays, Click OK. The

following form displays.

Journal Entry Form
Fiscal Year Cumrent Period  Start Date End Date Debits Credits
217w | a | 0/mA2my | 12431207 $3.435.25 $3.305.25
Journal: 2P W Accounts Papable Out of Balance $50.00
Div Account # Posting D ate A Ref # Project Description View
(oo W | (1020002 w | 0B/3172007) | @ [$50.00] w | |Out of Balance Correction Enter
NOTES RECEMABLE Dist Code: v|/f| Tran & 1977 | Batch I: 0 Batch #
* —
. . & v Totals
Dist Code: w of  Tran #: Batch #: 1] Print
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Max Field
Field Name Size Field Type Description
Division 4 Alpha/Numeric Enter or select division from the drop down options.
Account # 10 Alpha/Numeric Enter or select account number from the drop down options.
Enter the posting date or select the date using the calendar. The
Posting Date Date/Time posting date must be in the same Period as the original entry.
Enter dollar amount applicable to the transaction being posted.
Credits are entered as a negative figure. Debits as a positive
Amount Currency figure.
Enter an applicable reference description (check #, deposit date,
Reference # 20 Alpha/Numeric invoice number, etc.) for this entry.
Select a project associated with this entry from the drop down list
Project 20 Alpha/Numeric if applicable.
Enter a description for this entry. The description will print on
Description 50 Alpha/Numeric financial reports.
Tran # Number Automatically populates with a sequential transaction number.
The batch number MUST be the same number as the batch that is
Batch # Number out of balance.

Once correction have been completed.
Repeat the process for Batch # button.
Click Batch #

Enter Posting Cutoff Date:

Click Start

Totals

Click Totals to display debits and credits for all subsidiary journals not yet updated to the General Ledger.

Journal Entry Form

Fiscal Year Cument Period  Start Date End Date Debits Credits

217w | a | 0/mA2my | 12a312my $4.935.25 $4.975.25

Joumnal: 4P W Accounts Payable

Jin Description Debits Credits Balance Emror Message - Yiew
| AP |Accounts Payable? $0.00 $0.00 $0.00 |N0 Journal Entries Found Enter
| &R [Accounts Receivable2 $0.00 $0.00 $0.00 | [Mo Joumal Entries Found Wt
| ACR |Accrua\s $0.00 $0.00 $0.00 |NOJ0umal Entries Found o

Tinl

| AP |Accounts Payable $3.435.25 $3.435.25 $0.00 |
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Re-occurring Journal Entry

Click Re-occurring Journal Entry to post monthly accrual, reversal entries, and reoccurring journal
entries. This form is useful for monthly payroll accruals, depreciation and amortization entries.

Journal Entries

1| Journal Entry

2| Re-occurring|Journal Entry

Re-distribution Entry

Auto Post Closing

h| Journal Entry Import From Excel

=l | =l | =] | ] |

6| Journal Update

=

Checkhook Adjustments

Unpost Journal Entnies

3[2lslolalalols |

Return To Previous Menu

4 | Enter your selection:

[] Show Details

Vn: 09.06 1710/2017] | [Iday FNLY42 GLO3 Find
The following form displays.
R ing Entry F
eoccur"ng n ry orm Accounts Payable
Fiscal Year Current Period Start Date End Date Posting Date Debits Credits
2ma w a | 7207 | B/30/2018 24282018 b
Journal: AP |, Reference: | w [ Al References
Totals
Print
Reverse
Update
Max Field
Field Name Size Field Type Description
Fiscal Year Number Enter or select fiscal year from the drop down options.
Current Period Number Automatically populates based on the fiscal year selected.
Start Date Date/Time Automatically populates based on the fiscal year selected.
End Date Date/Time Automatically populates based on the fiscal year selected.
Posting Date Date/Tim Enter general ledger posting date or select date from the calendar.
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Max Field
Field Name Size Field Type Description
Debits Currency Automatically populates based on reference or references selected.
Credits Currency Automatically populates based on reference or references selected.
Select subsidiary journal where entries from selected reference or
Journal Alpha/Numeric | references will be posted.
Select existing reference from the drop down options to view the
entries that were previously entered for the reference or create a
new reference by entering the new reference number. (See below
Reference 20 Alpha/Numeric | for further details for a new reference.)
Check box to update all references with the posting date entered to
All References Yes/No the subsidiary journal selected.

To make changes to an existing reference, select the reference from the drop down list. Edit entries as

applicable.

Reoccurring Entry Form

General Journal Entries

Fiscal Year Current Period Start Date End Date Posting Date Debits Credits
2019 [V] 9 [ 17209 [ 127m72m9 - [9/30/2019 [@] $40.00 $40.00
Journal: GEN Reference: § [V [[]AN References
Reference # Rec # Div Account # Amount Description Jin [W‘
>3 110 [y]oto100001  [V] $40.00 GEN [775’1717\
Dist Code: Salary Detail cd —
3 210 [v] /5010103001 [] ($40.00) GEN [T
Dist Code: Salary Detail ] [M

To enter a new reference the following form displays.

Reoccurring Entry Form

General Journal Entries

Fiscal Year Current Period Start Date End Date Posting Date Debits Credits
019 V] [9 [17A72019 &12/31 2019 (97302019 | @] $0.00 $0.00
Journal: GEN Reference: 4 Z‘, I
N Reference # Rec # Div Account # Descniption Jin [71';6?
4 v v GEN -
g D Dist Code: 4 [ = —
Update
Max Field
Field Name Size Field Type Description

Reference # 20 Alpha/Numeric Automatically populates based on the reference selected.

Rec # Number Enter a record number. Each record must have a unique number.

Division 3 Alpha/Numeric Enter or select division from the drop down list.

Account # 10 Alpha/Numeric Enter or select account number from the drop down list.
Enter dollar amount applicable to the transaction being posted.
Both the debit and credit entries must be entered. Credits are
entered as a negative amount. Debits entered as a positive

Amount Currency amount.
Check box to update all references with the posting date entered

Description 20 Alpha/Numeric to the subsidiary journal selected.
Automatically populates based on the subsidiary journal selected

Jrn 3 Alpha/Numeric at the top of the form.
Enter or select distribution code from drop down list. This is

Dist Code 20 Alpha/Numeric optional
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Totals

Click Totals. The debit and credit fields will calculate and populate. The following form will display.

Reoccurring Entry Form
Fizcal Year Current Period Start Date End Date Posting Date Debits Credits
2m7 v g | 1A2017 | 12315207 8/31/2M7 & $563.29 $563.29
Journal: GEN |, Reference: Sample v | [ All References
Reference # Rec # Div Account # Amount Description Jmn
» Sample 10100 ||| 2020002 W $563.29 | Monthly Tax Accural GEM
Sample 10200 | | B020001 W [$563.29] | Monthly T ax Accural GEM =
#| (5 ampl GEN
amee s s Update
Print
Click Print to generate the following reoccurring entry report.
Reoccurring Entry Report
Reference # Div Account # Title Description Debit Credit Balance
Joumal Source: GEN
Sample 1] 2020002 TAX LIABILITES Monthhy Tz Accural ]
Sample 1] E020001 FICA & RET IREMENT Monthhy Tae Accural o629
Totals Joumal Source:  GEN $563.29 $363.29 $0.00
Report Totals: £563.29 $563.29 $0.00

Update

Click Update to update the selected references to the applicable subsidiary journals. The following
confirmation message displays.

Microsoft Access

Update Journal: GEN
Posting Date: 9/30/2017

For Reference # Sample

Click OK to update Re-occurring entries to the General Ledger or Cancel to return to the Reoccurring Entry
Form. If OK is selected, an update confirmation message displays.

Microsoft Access

o Update to Journal Entry Completed

Page 77 of 147



General Ledger User Guide

Reverse

Click Reverse to reverse reoccurring entries for the selected references. Debit entries will reverse to
credits and credit entries will reverse to debits. This function simplifies reversing accrual entries posted in
a previous month. It’s important to verify the Posting Date selected. The following prompt displays.

Microsoft Access
Journal: GEM
For Reference # Sample

Click OK to reverse the Re-occurring entries or Cancel to return to the Reoccurring Entry Form.

If Yes is selected the following message displays once all selected entries have been reversed.

IReoccurring Entry Form

Fizcal Year Current Period Start Date End Date Posting Date Debits Credits
2m7 v g | 112007 | 1232017 9/30/2017 ] $563.29 $563.29
Journal: GEN |, Reference: |Sample v | [ All References
Reference # Rec # Div Account # Amount Description Jmn Totals
» Sample im|jo0 |, 2020002 W [$563.29] | Monthly Tax Accural GEM =on
Tinl
Sample 10200 |, 5020007 W $563.29 | Monthly T ax Sccural GEM =
#|[Sampl GEN
amee s s Update
Microsoft Access
o Transaction Amount Reversal Completed
Click OK.
Update

Click Update to update the reversing entries to the applicable subsidiary journals. The following message
displays.

Microsoft Access

Update Journal: GEM
Posting Date: 9/30/2017

For Reference # Sample

0K Cancel
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Click OK to update the reversing entries or Cancel to return to Reoccurring Entry Form.

If OK is selected, an update confirmation message displays.

Microsoft Access

o Update to Journal Entry Completed

oK

Click OK.

Re-distribution Entry

Prior to doing redistribution the General Ledger update for the Journals impacted by the process will need to
be performed.

Click Re-distribution Entry to redistribute balance(s) from one or more accounts (source accounts) into
alternate accounts (destination accounts) based on a percentage computed according to the sum of other
specified accounts (percentage base accounts).

Journal Entries

J Journal Entrp

ﬂ Re-occurring| Journal Entry
j Re-distribution Entry

j Auto Post Closing

j Journal Entry Import From Excel
ﬂ Journal Update

j Checkbook Adjustments |
ﬂ Unpost Journal Entries |
ﬂ Return To Previous Menu |

| [ mmd| | g fmnd || mmg | || an) | g [ en]

1 || Enter your selection: [l Show Details
Wen: 09,06 [110/2007] |day FHLWV42 GLO3 Find

Note: Redistribution Reference Setup must be completed prior to generating entries & all journals
impacted by the re-distribution must be updated to the General Ledger. See the General Ledger setup
section of this manual for details.

Page 79 of 147



General Ledger User Guide

Percentage Based on Actual Expenses

Example #1 The monthly health insurance expense of $208,600.00 (source account) is incurred. The
expense is charged to overhead for Finance, Human Resources and Marketing departments (destination
accounts) based on the percentage of actual wage expense (percentage base) each department incurs.

NOTE: This program updates only current period figures; it is meant to be used on a monthly basis.

Account Balance Redistribution
Posting Date Start Date End Date Current Period
Fizcal Year: 2018 ¥ Reference Healthlnsurance v S a = | ST | T | A
Must
Equal
Description Journal Calc % Fixed % 100 %
| Health Insurance | AP | Yes | Mo | Mo
Fizcal Source Destination Percentage Base Generate
Rec Year Reference # Div Account Div Account Div Account Journal Entries
3 2me Healthlnzurance 40 |, ||5020B00000 . 41 | (BOZ20E00000 o (41 v BO10200500 W Validate Entries
1 2m8 Healthlnsurance 40 | ||5020600000 |32 e 5020600000 W |32 . SO10200500 o Print
2|[ 2ms Healthlnsurance |40 [ |[B020600000 [ ](31 [ ][s020600000 (o[ [, ][s0n0z00800 [o Update Al
» || 2018 Healthlnsurance w w w w w w peicernioocy
Max Field
Field Name Size Field Type Description
Fiscal Year Number Enter or select the fiscal year from the drop down options.
Enter or select reference previously setup in Re-distribution
Reference # 20 Alpha/Numeric Setup.
Posting Date Date/Time Enter general ledger posting date or select it from calendar.
Start Date Date/Time Automatically populates based on fiscal year selected.
End Date Date/Time Automatically populates based on fiscal year selected.
Current Period Number Automatically populates based on fiscal year selected.
Description 50 Alpha/Numeric Automatically populates based on reference selected.
Journal 3 Alpha/Numeric Automatically populates based on reference selected.
Calc % Yes/No Automatically populates based on reference selected.
Fixed % Yes/No Automatically populates based on reference selected.
Must Equal 100% Yes/No Automatically populates based on reference selected.
Automatically populates based on fiscal year selected at the
Fiscal Year Number top of the form.
Div [Source] 3 Alpha/Numeric Enter or select source division from drop down options.
Enter or select source GL account number from drop down
Account # [Source] 10 Alpha/Numeric options.
Div [Destination] 3 Alpha/Numeric Enter or select destination division from drop down options.
Account # Enter or select destination GL account # from drop down
[Destination] 10 Alpha/Numeric options.
Div [Percentage Enter or select base division for the percentage basis
Base] 3 Alpha/Numeric calculation from the drop down options.
Account # Enter or select GL account for the percentage basis
[Percentage Base] 10 Alpha/Numeric calculation from the drop down options.
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Validate Entries

Click Validate Entries to validate entries for selected reference. The following message displays.

Fizcal Source Destination Percentage Base
Rec # Year Reference # Div Account Div Account Div Account
3 2me Healthlnsurance 40 || 5020800000 .41 || |5020600000 | |41 || /5010200500 .
1 2m8 Healthlnsurance 40 || /5020800000 . ||32 | |5020600000 | |32 .| /5010200500 .
2 2me Healthlnsurance 40 || 5020600000 |31 | (5020600000 | |31 .| 5010200800 .
» 208 Healthinsurance W W W ) ) W

Generate
Journal Entries

¥Yalidate Entries
Print

Update All
Percentages

Microsoft Access

o Validate Journal Entries?

Fiscal Year: 2018
Period: 2
Reference #: Healthlnsurance

Click Yes to validate posting entries or No to return to the Account Balance Redistribution form.

If ‘Must Equal 100%’ was selected in redistribution setup and entries do not total 100%. The following

message displays.

Microsoft Access

{9} Exceeds 100%.

Click OK; make appropriate correction and Validate Entries again.

If no errors are detected the following message displays.

Microsoft Access

o Mo errors were detected

Click OK, proceed to Generate Journal Entries.
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Generate Journal Entries

Click Generate Journal Entries to create the re-distribution entries that will be updated to the General
Ledger.

Microsoft Access

9 Generate Journal Entries?

Fiscal Year: 2018
Period: &
Reference #; Healthlnsurance

Click Yes to generate journal entries or No to return to the Account Balance Redistribution form.

If re-distribution journal entries have not been validated the following message displays.

Microsoft Access

I:m] Mo Journal Entries Posted

Click OK. Validate the entries and re-execute Generate Journal Entries.

Once Journal Entries are updated without issues the following message displays.

Microsoft Access

o Journal Entry Update Completed

Click OK. The updated entries are now in the applicable subsidiary journals.

Once the system has updated the Journal Entries the General Ledger Update process will need to be

performed for the redistribution process to be completed. Proceed to the Print option for updating journal
entries.
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Print

Click Print view or print the Redistribution Reference Report & update Journal Entries. The following

message displays.

Microsoft Access

Print Journal Entries?
Fiscal Year: 2018

Period: 8
Reference #: Healthlnsurance

Click Yes to print reports and update Journal Entries or No to return to Account Balance Redistribution.

Redistribution Reference Report

Fiscal Year Reference # Description Jm Fined % 00 % D Account Titke Pement
2018 Healthinswrance Health |nsurance AP Mo Ne
Source 40 5020800000 Reditribution 1
Destination 31 5020800000 Reditribution 1
Percentage Base 21 S010200500 Reditibution 2
Source 40 5020800000 Reditribution 1
Destination 32 5020800000 Reditribution 1
Percentage Base 32 5010200500 Redietribution 2
Source 40 5020600000 Reditribution 1
Destination 41 5020600000 Reditribution 1
Percentage Base 41 5010200500 Redietribution 2
Fiscal Year 208 Reference # Hesthinsurance  Total% 0.00
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Example of redistribution calculation based on a calculated percentage:

Redistribution Setup
Source Destination Percentage Base
Division Account Division Account Division Account
40 5020600000 41 5020600000 41 5010200500
40 5020600000 32 5020600000 32 5010200500
40 5020600000 31 5020600000 31 5010200500
Postings for Period X
Source Percentage Base
Division Account Division Account
40 5020600000 | $5,000.00 41 5010200500 | $35,750.00
32 5010200500 | $47,850.00
31 5010200500 | $125,000.00
$208,600.00
Redistribution Calculation
Source Destination Percentage Base
Division Account Division Account Division Account
40 5020600000 | $5,000.00 41 5020600000 $856.90 41 5010200500 | $35,750.00 | 17.14%
32 5020600000 | $1,146.93 32 5010200500 | $47,850.00 | 22.94%
31 5020600000 | $2,996.16 31 5010200500 | $125,000.00 | 59.92%
$5,000.00 $208,600.00 | 100.00%

Example: The redistribution process will total all amounts in the specified Percentage Base accounts
($208,600.00) and calculate the percentage of each of the accounts ($35,750.00 / $208,600.00 = 17.14%;
$47,850.00 / $208,600.00 = 22.94%; $125,000.00 / $208,600.00 = 59.92%).

It then multiplies the calculated percentage by the amount in the Source account ($5,000.00 x 17.14%

$856.90; $5,000.00 x 22.94% = $1,146.93; $5,000.00 x 59.92% = $2,996.16).

Journal entries are created as follows:

Division 41 — Account 5020600000 - $856.90 debit
Division 40 — Account 5020600000 -$856.90 credit

Division 32 — Account 5020600000 -$1,146.93 debit
Division 40 — Account 5020600000 -$1,146.93 credit

Division 31 — Account 5020360000 - $2,996.16 debit
Division 40 — Account 5020600000 - $2,996.16 credit

Page 84 of 147




General Ledger User Guide

Fixed Percentage

If the distribution is based on a fixed percentage, the redistribution setup would be entered as shown below:
Redistribution Setup for this option would be checkmarks in Fixed Percent and 100%.

To change percentage for a specific reference, Click percentage amount field and modify percentage
amount save the record.

Account Balance Redistribution

) Posting Date Start Date End Date Current Period
Fiscal Year: 2013 Reference |Lliilities v ST = | AT | NG | 3
Must
Equal
Description Journal Calc % Fixed % 100 %
[ Utilities [ [ Mo | Yes | es
i ource estination Generate
Re(l:tmd F?:aarl Reference 1t Div ° Account Div pest .Atl:counl Percent Joumal Entries
4 1| 2o1e Utilitie:s 35 B080205000 | | 15 + || 5050205000 " 25.0000 Validate Entries
2/ 28 Utilitie:s 35 R0B0205000 | |30 + || BO50205000 v 15.0000 Print
3 g Utilities 35 B050205000  |w B0 | |50S0205000 | E0.0000 r‘Updah‘a All
#* 2018 Utilities = = = : ~
Max Field
Field Name Size Field Type Description
Fiscal Year Number Enter or select fiscal year from drop down options
Reference # 20 Alpha/Numeric | Enter or select reference from drop down options.
Posting Date Date/Time Enter general ledger posting date or select it from calendar.
Start Date Date/Time Automatically populates based on fiscal year selected.
End Date Date/Time Automatically populates based on fiscal year selected.
Current Period Number Automatically populates based on fiscal year selected.
Description 50 Alpha/Numeric | Automatically populates based on reference selected.
Journal 3 Alpha/Numeric | Automatically populates based on reference selected.
Calc % Yes/No Automatically populates based on reference selected.
Fixed % Yes/No Automatically populates based on reference selected.
Must Equal 100% Yes/No Automatically populates based on reference selected.
Enter a record number. Each record must have a unique
Rec # Number number.
Automatically populates based on fiscal year selected at the top
Fiscal Year Number of the form.
Div [Source] 3 Alpha/Numeric | Enter or select source division from drop down options.
Account # [Source] 10 Alpha/Numeric | Enter or select source GL Account # from drop down options.
Div [Destination] 3 Alpha/Numeric | Enter or select destination division from the drop down options
Enter or select destination GL Account # from the drop down
Account # [Destination] 10 Alpha/Numeric | options.
Percent Number Enter percentage for each destination GL Account #.
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Example of redistribution calculation based on fixed percentages:

Redistribution Setup
Source Destination
Division Account Division Account Percentage
35 5050205000 15 5050205000 25.00%
35 5050205000 30 5050205000 15.00%
35 5050205000 50 5050205000 60.00%
100.00%
Postings for Period 9
Source
Division Account
35 5050205000 | $17,000.00
Redistribution Calculation
Source Destination
Division Account Division Account
35 5050205000 | $17,000.00 15 5050205000 $4,250.00
30 5050205000 $2,550.00
50 5050205000 | $10,200.00
$17,000.00

In the example shown above, the redistribution process will multiply the Source Amount ($17,000.00) by the
percentages listed: ($17,000.00 x 25% = $4,250.00; $17,000.00 x 15% = $2,550.00; $17,000.00 x 60% =

$10,200.00).

Journal entries are created as follows:

Division 15 — Account 5050205000 - $4,250.00 debit
Division 35 — Account 5050205000 - $4,250.00 credit

Division 30 — Account 5050205000 - $2,550.00 debit
Division 35 — Account 5050205000 - $2,550.00 credit

Division 25 — Account 5050205000 - $10,200.00 debit
Division 35 — Account 5050205000 - $10,200.00 credit
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Update All Percentages

Click Update All Percentages. The following form displays.

Account Balance Redistribution

Posting Date Start Date End Date Current Period
Fiscal Year: Ref
tscal Year: |17 |y| Reference |Ufios = @ na I e
Must
Equal
Description Journal Calc % Fixed % 100 %
Utilitiers: | &P | No | s | Mo
Enter new fixed percentage to be updated Jol?:lra.le?rl:lies

into all entries for this reference.

Mew Peicentage: |33 33

Yalidate Entries

Print

Update All
Percentages

Update

Enter the new percentage. Click Update. In the sample above ALL items for reference Utilities will be
updated to 33.333%.

Microsoft Access

Mew percentage will be 33.33%
Continue?

Account Balance Redistribution

Posting Date Start Date End Date Current Period
Fiscal Year: 2017 v Reference |Utilities W = |
[
Must
Equal
Description Journal Calc % Fixed % 100 %
Utilities AP Mo es Mo
Record Fiscal Source Destination J GemlalEale_
# Year Reference # Div Account Div Account Percent et e
4 1|} 2m? Utilities Juli] + | (5050001 w10 | (5050001 w 33.3300 Validate Entries
20 2m7 Utilties 00 | ||/5050001 w (20 | 5050001 v 33.3300 Print
3 2m7 Utilties 00 | ||/5050001 w (30 | 5050001 w 33.3300 Update All
#* 2017 Utilties v v v v =

Microsoft Access

o Update Completed.
Record: M 1of3 L
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Auto Post Closing

Auto Post Closing generates closing entries to Retained Earnings and Income Summary for the current
period.

It is recommended that Auto Post Close be run only once. However, if Auto Post Closing has been run,
updated, and additional entries are necessary, running Auto Post Close again will only generate closing
entries for the additional postings. It will not duplicate the previous generated closing entries.

Click Auto Post Closing to generate month end closing entries based on the posting date selected.

Journal Entries

J Journal Entry

ﬂ Re-occuring|Journal Entry

j Re-distribution Entry

j Auto Post Closing

j Journal Entry Import From Excel |

ﬂ Journal Update |

j Checkbook Adjustments |
|
|

g | ] | | f ] | mnd ] | fand| | g

M Unpost Journal Entries
ﬂ Return To Previous Menu

1 || Enter your selection: [] Show Details
Wer: 09.06 [1110/2017]) | [Idaw FNLY42 GLOZ Find

Enter Fiscal Year.Program will begin immediately compiling the month end closing data.

Auto Post Close Form

Fiscal Year  Current Period Start Date End Date Posting Date

208 | g | TA2mT | B430/2018 |
Generate
Revenue Expenses Profit/Loss Closing
Entries

=] FNSysdlgProgressMeterForm 08/24/2016 © 2018 Fleet-N...

4463 of 11154 records

—

‘ MHow accunulating balances for fizcal year. 20018
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If Auto Post Closing has been run and not updated, the following message displays.

Microsoft Access

. ) Auto Post Closing Entries exist in the subsidiary Journal.

Please Update

If errors (Out of Balance Issues) are detected the program will display the following message.

Microsoft Access

I'Q'I Errors Detected...No Update Allowed

Click Ok make any applicable correction or X out to return to the Auto Post Close Form.

Auto Post Close Form
Fizcal Year  Current Period Start Date End Date Posting Date
2018 [y [ &8 [ 7A/207 | Eranszie 2/28/2018
Generate
Revenue Expenses Profit/Loss Closing
| $1.760.93 | $303887.14 | ($302126.21) Entries
Division Revenue Expenses Profit/Loss Error Message
| 100 $0.00 $0.00 $0.00 | [Mothing tn Post
[ 15 $0.00 $0.00 $0.00 | [Mathing ta Past
[ 200 $0.00 $0.00 $0.00 | [Mathing ta Past
BE $0.00 $0.00 $0.00 | [Mathing ta Past
[ 30 $0.00 $0.00 $0.00 | [Nothing to Post
B $0.00 $0.00 $0.00 | [Nothing to Post
B $0.00 $0.00 $0.00 | [Nothing to Post
B $0.00 $0.00 $0.00 | [Mathing ta Past
’T $0.00 $208,600.00 [$208,600.00) |ﬁ3«uto FPozting Account Mizzing
| —TE— & & & | P =

Once the system has accumulated data for closing entries the following form displays, if no errors are
detected program will now allow Closing Entries to be generated. Proceed to Generate Closing Entries.
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Auto Post Close Form
Fizcal Year Curmrent Period Start Date End Date Posting Date
2me [ 2 [ 7n/2m7 [ e/0/2me 9/30/2017 | @
Generate
Revenue Expenses Profit/Loss Elusing
| $250,000.00 | $1051035 | $239.489.65 Entries
Division Revenue Expenses Profit/Loss Error Message
100 $125,000.00 30,00 $125,000.00 | |
200 $125,000.00 28411 $124.715.83 | |
300 $0.00 $0.00 $0.00 | [Nothing to Post
CATA 30,00 $10,226.24 ($10.226.29) |
CBCR $0.00 $0.00 $0.00 | [Mothing to Post
Field Name Field Type Description
Fiscal Year Number Enter or select fiscal year from drop down options.
Current Period Number Automatically populates based on fiscal year selected.
Start Date Date/Time Automatically populates based on fiscal year selected.
End Date Date/Time Automatically populates based on fiscal year selected.
Posting Date Date/Time Enter general ledger posting date or select from calendar.
Generate Closing Entries
Click Generate Closing Entries; the following message displays.
Auto Post Close Form
Fiscal Year  Current Period Start Date End Date Posting Date
2011 ] I IEEEE =
Generate
Revenue Expenses Profit/Loss Clnsing
| $1.760.93 | $303.887.14 [ ($302.126.21) —

Microsoft Access

9 Generate Clesing Journal Entries?

Click Yes to create the month end closing General Ledger entries or No to return to Auto Post Close Form.

The following confirmation message displays.

Page 90 of 147



General Ledger User Guide

Microsoft Access

o Closing Entries Generated.

Click OK.

Auto Post Close Form

Fizcal Year  Current Period Start Date End Date Pasting Date

2018 | g | 7As2017 | 6/30/2018 202872018 g
Generate
Revenue Expenses Profit/Loss Closing
[ $1,760.93 | $303.887.14 |  ($302.126.21) Entries
Division Revenue Expenses Profit/Loss Error Message
40 $0.00 $208,600.00 [$208,600.00) |
50 $0.00 $5.194.00 [$5.154.00] |
CATA $1.760.93 $590.093.14 [$88.332.21) |

NOTE: After the Auto Post Closing entries are generated Journal Update must be run.

General Ledger Excel Journal Entry Import Tool

Click General Ledger Excel Journal Entry Import Tool. To import data from Excel in the General Ledger
module.

Journal Entries

1| Jourmal Entry ?
_2 Re-occurring|Journal Entry 7
_3 Re-distribution Entry ?
_4 Auto Post Clozing 7
_5 Journal Entry Import From Excel 7
_B Journal Update ?
_? Checkbook Adjustments 7
H Unpost Journal Entries ?
E Return To Previous Menu 7

4 | Enter your selection: [] Show Details

Ve 09.06[1/10/2017] || Iday FNLVAZ GLO3 o

Page 91 of 147



General Ledger User Guide

Prior to using the import, the following: Miscellaneous Codes must be setup. From the General Leger Setup
menu (GLO1), select menu item #5 — Miscellaneous List Set up

PathToExcellmportData

Modify | Add Misc List Codes
Module: ,H

Code Value Print
M| [crewel u: s ournalE ntriesE woelh oumalE ntries. <l
ethorn i ournalk ririesE woehethorm ss
*
SpreadsheetType
Modify  Add Misc List Codes
Module: 'E
Type: |SpieadshestType Y]
Code Value Print
P | [Micrasoft Excel 2000 format acSpreadsheetTypeE kceld
icrozoft Excel 2003 format acSpreadsheetTypek kceld
Microzoft Excel 2007 format acSpreadsheetTypeEwcell 2
Microzoft Excel 2007 Xml format acSpreahsheet T ypek veell 24wl
Microzoft Excel 3.0 farmat acSpreadsheetTypeE eel3
ticrosoft Excel 4.0 format acSpreadsheet TypeE xceld
ticrozoft Excel 5.0 format acSpreadsheetTypeE kceld
Microzoft Excel 95 format acSpreadsheetTypeE kcel?
Microzoft Excel 57 format acSpreadsheetTypeE wceld
#
Field Name Field Type Description
Type Alpha Enter PathToExcellmportData.
Code Alpha/Numeric | Enter Avail username of the person running the import.
Add location and file name of the spreadsheet containing the
Value Alpha/Numeric | journal entries being imported.
Type Alpha Enter SpreadsheetType
Code Alpha/Numeric | Enter Excel
Value Alpha/Numeric | Enter acSpreadsheetTypeExcel

The spreadsheet must contain a header row with all nine fields exactly as shown below:

Division

Account

PostingDate

Reference

Project | Description | DebitAmount

CreditAmount

DistributionCode

The Division and Account humbers must be listed correctly in the spreadsheet. The import will fail if the
Division and Account numbers cannot be validated.
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The posting date (format is mm/dd/yyyy) must be within the selected fiscal year. The import will fail if the

date cannot be validated.

The maximum number of characters for the Reference field is 20. If more characters are added they will be
truncated when imported into Avail. (This field can be left blank)

The Project number must be a valid Avail Project number. The import will fail if the Project number
cannot be validated. (This field can be left blank)

The maximum number of characters for the Description field is 225. If more characters are added they will
be truncated when imported into Avail. (This field can be left blank)

The debit and credit amounts are currency format with 2 decimal positions. The import will fail if the debits

and credits do not balance.

The DistributionCode must be a valid Avail Distribution code. The import will fail if the Distribution Code
cannot be validated. (This field can be left blank)

The completed spreadsheet must be saved prior to running the import. The spreadsheet must be saved in
97-2003 Workbook format regardless of the version of Excel running on the workstation.

Click Journal Entry Import From Excel to import journal entries from an Excel spreadsheet, the following

form displays.

General Ledger Excel
Journal Entry Import Tool

Current Period  Start Date End Date
Fizcal Year: 203 [, 3 | 7A02m7 /3072018 Spreadsheet Type: Miciosoft Excel 2007 format v
Journal: GEM | . GEM
User Id: |Iday w ||

Excel Data Path and File Name: |U:\Joumals\T estExport].xlz

Field Name Description
Fiscal Year Enter or select fiscal year from the drop down options.
Current Period Auto-populates based on fiscal year selected.
Start Date Auto-populates based on fiscal year selected.
End Date Auto-populates based on fiscal year selected.
Journal Enter or select subsidiary journal from drop down options.
Description Auto-populates based on subsidiary journal selected.
Spreadsheet Type Select spreadsheet type from drop down options.
User ID Select the user Id for the employee running the import.

Excel Data Path and File Name

Auto-populates based on the User Id selected.
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Start

Click Start, the following confirmation message displays.

Microsoft Access

Fiscal Year: 2018
Journal Source: GEN
Path to import data: U\ Journals\TestExport1.xls

Continue with import?

Click Yes to begin import or No to return to General Ledger Excel Journal Entry Import Tool form.
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Journal Update

Click Journal Update to update subsidiary journal; the following form displays:

Journal Update

Fiscal
Year

2ma

Current Posting
Period Start Date  End Date Date
vl 3 | 7As2m7 | eA0/2008 | 8./3002017 Period To Be Updated: 3 |,
Select Jin
All Journals
Print
Update

Get Balances

Field Name Field Type Description

Fiscal Year Number Enter or select fiscal year from drop down options.

Current Period Number Automatically populates based on fiscal year selected.

Start Date Date/Time Automatically populates based on fiscal year selected.

End Date Date/Time Automatically populates based on fiscal year selected.
Enter GL posting date or select from the calendar. It is very
important that the correct posting date is entered. Entries in
the subsidiary journals with the date entered or earlier will
be updated to the period shown in the Period To Be

Posting Date Date/Time Updated field.
The system defaults to the current period however any
period in the current fiscal year can be selected. Review

Period To Be the Posting to a Period Other than the Current Period

Updated Alpha/Numeric section of this manual for instructions.
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Select Jrn

Guide

Click Select Jrn; the following form displays.

Journal Update
Fiscal Current Posting
Year Period Start Date  End Date Date
18 [ [ 3 [ 7A/2M7 [ 63072018 [ 973072017 g | Period To Be Updated: (3 [,
Journal Debits Credits Balance Printed? Ermror Message - Select Jin
[ $0.00 $0.00 $0.00 O [ All Journals
iR w0 w000 wm | O Print
Update
R [ $0.00 $0.00 $0.00 O [
Get Bal
chR O $0.00 $0.00 $0.00 O [
o O $0.00 $0.00 won | [ [
GEN $0.00 $0.00 $0.00 O [
5L [ $0.00 $0.00 $0.00 O [
N [ $0.00 $0.00 $0.00 O [
pra [ $0.00 $0.00 $0.00 O [
I =l — L

All Journals

Click All Journals to select all journal options to select specific subsidiary journals by clicking box to the
right of the subsidiary journal name. The following form displays with all boxes checked based on the

selection.

Journal Update

Fizcal Current Posting
Year Period Start Date  End Date Date
2018 [ 8 [ 72017 [ 6/30/2018 | 2/28/2018 [g | Period To Be Updated: 3 [,
Journal Debits Credits Balance Printed? Error Message s Select Jin
AP $0.00 $0.00 $0.00 O [ All Journals
&R $0.00 $0.00 woo | O Print
Update
AP $0.00 $0.00 $0.00 O [
Get Balances
R $0.00 $0.00 $0.00 | |
EF $0.00 $0.00 $0.00 O [
oR $0.00 $0.00 $0.00 O [
Féy $0.00 $0.00 $0.00 O [
GEN $0.00 $0.00 $0.00 O [
GL $0.00 $0.00 $0.00 O [
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Get Balances

Click Get Balances the following form displays listing balances or No Journal Entries Found for all checked
subsidiary journals. Once balances have populated and before the system will allow for updates the Print
option must be selected.

Journal Update
Fizcal Current Posting
Year Period Start Date  End Date Date
ame  [|[ & [ 7A/ZNT [ 63072018 | 2/28/2018 [ga | Period To Be Updated: 5 [,
Journal Debits Credits Balance Printed? Emor Message - Select Jin
ar [ $0.00 $0.00 $0.00 ] |N0 Joumal Entries Found All Journals
&R [ $0.00 $0.00 $000] [0 [MoJoumal Entries Found fatint
Update
&P $208,500.00 $208,500.00 $0.00 | |
&R [ $0.00 $0.00 $0.00 | [Na.Jaumal Entries Found
BR [ $0.00 $0.00 $0.00 | [Na.Jaumal Entries Found
R O $0.00 $0.00 $0.00 | [Na Joumal Entries Found
Fa [ $0.00 $0.00 $0.00 | [Na.Jaumal Entries Found
GEN [ $0.00 $0.00 $0.00 | [Na.Jaumal Entries Found
GL $302,126.21 $302,126.21 $0.00 | |
Print

Click Print to print a journal proof listing (this option must be selected in order to update the entries). If Print
has not be executed the system will display an error detected message. Error Message for individual
Journal line will state. Journal Not Printed.

Journal Update
Fizcal Current Posting
Year Period Start Date End Date Date
2018 W[ 3 [ Fnszary [E/0sz0ie | 373072017 [gi| Period To Be Updated: (3 [,
Journal Debits Credits Balance Printed? Error Message - Select Jin
am o [ $0.00 $0.00 $000 | [Wo Joumal Entries Faund All Journals
R $0.00 $0.00 $000] [0 [NoJoumalEniries Found fatint
Update
RO $0.00 $0.00 $000 | [Wo Joumal Entries Faund Got Bal
[

R O $0.00 $0.00 $000 | [Wo Joumal Entries Faund

Fa [ $0.00 $0.00 $000 | [Wo Joumal Entries Faund

GEN [ $0.00 $0.00 $000 | [Wo Joumal Entries Faund

GL $253,982.13 $253,342.13 $0.00 | [Jourmal Nat Printed

Ny [ $0.00 ) = ries Found

Microsoft Access
| $0.00 ries Found
FRL [ $0.00 IQ\ Errors Detected...No Update Allowed ries Found
Cone [ 000 o Fimo ol -
Record: M 10f13 L Seg
Vsre 09,0 [11A7/2017]
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One no errors are detected the program will generate 2 reports. The first report being: Journal Proof Batch
Listing. View/Print/Save the documentation. Once completed. Click Close Print Preview to generate the

next report, Journal Proof Listing Report.

Journal Proof Batch Listing
Fiscal Year: 20148 Period: 3 Posting Date: %3H2017
Trn# Date D # Account # Reference # Description Dehbit Credit Balance
Joumal Source: GL General Joumal Enfries
Batch #: ]
215831 02302017 CATA 2200000000 Month End Month End $126,000.00
215834 02302017 CATA SESS558850 Month End Month End $125,000.00
215835 09302017 CATA J200000000 Meonith End Month End 124 TIEED
215835 09302017 CATA S0E09590E0 Meonith End Month End $124T1589
215837 09302017 CATA J200000000 Meonith End Meonth End $10,226.24
215838 09302017 CATA SEE6955959 Meonith End Meonth End F10,226.24
Batch # ] BatchTotals: §253,842.13 §259,94213 $0.00
Journal Source: GL General Joumal Entries Joumal Totals: $253,942 13 $259, 4213 $0.00

Close the report after printing; the following message displays.

] Microsoft Access

9 Did the Batch Report print correctly?

Click Yes to view and print the journal proof by Journal, Division and Account Number or No to be returned

to the Journal Update screen.

Journal Proof Listing
Fiscal Year: 2018 Period: 3 Posting Date: 3072017
Batch Date Trn# Reference # Diescription Dehit Credit Balance
Joumal Source: GL General Joumnal Enfries
Division: CATA Sample Trans
J200000000 Retsined Earnings
g8 0202017 215822 Meonth End Month End $125,000.00
B QRa0201T 215835 Month End Month End 5124 T1589
g8 02E0201T 215827 Meonth End Month End 31022524
J200000000 Retzined Earnings $10,226.24 $M9,71589 $239,48965)
53595355999 Income Summary Account
B QRa0201T 215834 Month End Month End $125.000.00
g8 0202017 215836 Meonth End Month End $124T15.89
B QRa0201T 215838 Month End Month End 1022624
9355353959 Income Summary Account $248,715.83 $10,226 24 $23948965
Division: CATA Sample Trans DivisionT otals: £259,94213 £259,542.13 S0.00
Joumal Sourcet GL General Journal Entries Joumnal Totals: $259,942 13 $259,942.13 $0.00

These reports should always be reviewed/printed/saved before update is initiated.

updated until the proofs have been printed.

The entries cannot be
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Once the reports have been printed and reviewed close the document; the following prompt displays.

Microsoft Access

9 Did the Journals print correcthy?

Click Yes to confirm reports have been reviewed/saved/printed or No to return to Journal Update form.
If Yes is selected the Printed? field will now be checked as shown below.

Journal Update

Fizcal Current Posting
Year Period Start Date  End Date Date
208 v 8 | Fs2my | ess0s2018 | 2/28/2018 (@ | Period To Be Updated: 5 |,
Journal Debits Credits Balance Printed? Error Message - Select Jin
ar O $0.00 $0.00 $0.00 ] |NOJ0umaIEntries Found All Journals
ar [ $0.00 $0.00 $000| [0 [NoJouna Enties Found fatint
Update
AP $208,600.00 $208,600.00 $0.00 | Got Bal
el
| —r———— 1 [

Update

Click Update to update the selected subsidiary journals to the General Ledger. The following message

displays.

Journal Update

Current Period: &
Update Period: 8

Update Selected Journal(s)?

Fizcal Current Posting
Year Period Start Date  End Date Date
2ma il 8 | 7AzzmT | 6430/2018 | 2/26/2016 g | Period To Be Updated: 5 [,
Journal Debits Credits Balance Printed? Emnor Message - Select Jin
ar [ $0.00 $0.00 $0.00 ] |NOJ0umaIEntries Found All Journals
YR 0.0 $0.00 $000] [0 [NoJoumalEntries Found (HILL
AP $205 600.00 $208.600.00 $0.00 [ e
el
—y=w——— P Goag Gooo 1 Y = FIv—
Microsoft Access
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Click Yes to execute the update or No to return to the Journal Update form. If Yes is selected, the system
will post the entries to the GL. The following message displays.

Click OK.

o Update Completed.

Microsoft Access E

Journal Update [Alternate Periods]
Entries can be posted to a period other than the current period.

Journal Update

Fiscal
Year

2018

Current Posting
Period Start Date  End Date Date
v | 3 | nL2m7 | B/30/208 | 10/31/2017 |gi | Period To Be Updated: 4 |,

All Journals

Print
Update

Get Balances

Field Name Field Type Description

Fiscal Year Number Enter or select fiscal year from drop down options.

Current Period Number Automatically populates based on fiscal year selected.

Start Date Date/Time Automatically populates based on fiscal year selected.

End Date Date/Time Automatically populates based on fiscal year selected.
Enter the GL posting date or select from the calendar. Itis
very important that the correct posting date is entered.
Entries in the subsidiary journals with the date entered or
earlier will be updated to the period shown in the Period To

Posting Date Date/Time Be Updated field.

Period To Be _ The system defaults to the current period however any

Updated Alpha/Numeric period in the current fiscal year can be selected.

If entries are being posted to a future period, prior to updating the future period entries verify that all
entries in the current period have been updated. This will prevent postings of current items to a ‘non-

current’ period.

Example provided shows current period is period 3 (September 2017) and the user wants to update period
4 (October 2017) postings for the ALL journals.

Once Period 3 entries have been updated, change the posting date to 10/31/xxxx and change the Period to
Be Updated to 4. All entries present will populate by Journal code.
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If posting to period 13 verify that all period 12 entries have been updated for all journals. Select Period 13
from the dropdown list in the ‘Period to be Updated’ field. (Can be used for yearend journal entries to not
impact the current year totals).

Checkbook Adjustment Form

Click Checkbook Adjustment to create Journal entries affecting the checking accounts. Checking Account
entries made through Journal Entry will cause Checking Accounts General Ledger Accounts to be out of
balance. Creating an error when reconciling checking accounts.

Journal Entries

Journal Entry

Re-occurring|Journal Entry

Re-distribution Entry

Auto Post Closing

Journal Entry Import From Excel

Journal Update
Checkbook Adjustments

Unpost Journal Entries

wnd| | ond| | ad( | wndf famd) fmnd) |andf | andf | any

= | =
QIO |~ AW N -

Return To Previous Menu

4 | Enter your selection: [] Show Details

Van: 09.06 [1710/2017] | [Iday FNLY42 GLO3 Find

The form allows for entries that affect bank accounts. Entries made on this form will write to the checkbook
and will create batched journal entries.

Field Name Description
Fiscal Year Enter or select fiscal year from the drop down option.
Period Auto populates the current period.
Start Date Auto populates starting date for selected fiscal year.
End Date Auto populates ending date for selected fiscal year.

Enter or select checking account. If transaction is a transfer, the account selected will be

Checking Account the account that funds are being taken from (credited).
GL Division & Account | Auto populates based on the Checking Account selected above.
Journal Enter or select subsidiary journal that transaction will be written to.
Posting Date Enter or select from the calendar, the General Ledger date for the transaction record.

Checkbook Adjusiments Fiscal Year 2016 [, Curent Period: [ 3 Start Date: [ 07/01/2017 End Date: | 06/30/2018

Checking Account #: 9350774092 v |M - General Last Statement Date: E/20/2017
GL Division #: {100 GL Account #: |‘|U1 015mon Cash General
Joumnal: |GEN | .| |GEM Posting Date: | 10/31/2017 | @i

Deposits/

Withdrawals/
Debits

Transfers

Print
Audit

Update
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Deposit/Credits

Click Deposits/Credits make adjustments that will be records as funds received to the selected checking
account. The following form displays. Once transaction has been entered Click Refresh to save the line

item.
Checkbook Adjustments Fiscalvear: 2015 [.,| Current Period:[ 3 Start Date: | G7/51/2017 End Date: [ 05/30/2018
Checking Account #: 3850774093 W |M - General Last Statement Date: B/30/207
GL Division #: 100 GL Account #: |1D1 0150100 Cash General
Journal: GEN || GEM Posting Date: | 10:/31/2017 | @
Total Deposits / Adjustments: $0.00 Refresh Deposits/
Ref # Ref Date Amount Comment Div Account # Credits
[20171031 [ 107317207 @ || $132 [Deposit Enor 100 [, |[1020150100 v Withdrawals/
Debits
M | @ || | v v
Transfers
Print
Audit
Update
Field Name Description
Enter user defined Reference #. The Reference entered will be recorded in the
Ref # Checkbook and General Ledger.
Check box if entering items from bank statement that have cleared (service fee,
Rec interest, etc.).
Amount Enter amount being deposited to the selected Checking Account.
Comment Enter a comment/description, if desired.
Enter or select General Ledger Division and Account that will be credited for the
Div/Account transaction. Multiple accounts can be credited on this form.
Withdrawals/Debits

Click Withdrawals/Debit make adjustments that will be records as funds withdrawn from the selected
checking account. The following form displays. Once transaction has been entered Click Refresh to save

the line item.
Checkbook Adjustments Fiscal Year: 2078 [.,| Curent Period: [ 3 Start Date: | 07/01/2017 End Date: [ 05/30/2018
Checking Account #: 3350774093 v |M - General Last Statement Date: B/30/2017
GL Division #: 100 GL Account #: |1D1 ms0100 Cazh General
Journal: GEM || GEM Posting Date: | 10/21/2017 | g
Withdrawals / Debits: $0.00 Refresh Deposits/
Ref # Ref Date Amount Comment Div Account # Credits
£ |2 710310 [ 07317207 g || $562.32  [Missing Withdraw for Board of Directorf CATY | (5090116090 v Wi"[-)dl:}:alsf
ebits
* =
#
| | | | v v S
Print
Audit
Update
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Field Name Description
Enter user defined Reference #. The Reference entered will be recorded in the
Ref # Checkbook and General Ledger.
Check box if entering items from bank statement that have cleared (service fee,
Rec interest, etc.)
Amount Enter amount being withdrawn from selected Checking Account.
Comment Enter a comment/description, if desired
Enter or select General Ledger Division and Account that will be debited for the
Div/Account transaction. Multiple accounts can be debited on this form.
Transfer

Click Transfer when funds need to be transferred between Checking Accounts. The following form
displays. Once transaction has been entered Click Refresh to save the line item.

Checkbook Adjustments Fiscal Year: (2118 [,,| Cunent Period: [ 3 Start Date: [ 07/01/2017 End Date: [ 06/30/2018
Checking Account #: 3350774033 v | [M - General Last Statement Date: 643072017
GL Division #: {100 GL Account #: |‘IEH 0150100 Cash General
Joumal: GEN || |GEM Posting Date: | 10/31/2017 | @
Total Transfer Amount: $0.00 Refiesh Deposits/
Ref # Ref Date Amount Comment Xfer To Checking Account # Credits
# [207i03 [ 1o/ 2007 g || $50,000.00 | v Withdrawals/
fr Debits
| | & | | v
Transfers
Print
Audit
Update
Field Name Description

Enter user defined Reference #. The Reference entered will be recorded

Ref # in the Checkbook and General Ledger.
The Reconciled checkbox will automatically be checked. The box can be
unchecked. Leaving it checked on this form will flag it as cleared when
Rec processing bank statement reconciliation.
Amount Enter amount being transferred from the selected Checking Account.
Comment Enter a comment/description, if desired.

Xfer To Checking Account # | Enter or select the Checking Account the money will be transferred to.
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Print Audit

Click Print Audit to generate reports for reviewing/saving/printing. The following report displays.

Checkbook Adjustments Audit Report
Checking Account#: SBEQTT40E2 M - Geneml D & 100 GL Account#: 1010150100
Joumal: GEM Posting Date: 10212017
Deposits/Credits
Reference # Rec Oate Div GL Account # To Cheching Account # Amount Comment
20471034 O 10312017 100 W20150100 $132 Deposit Emor
Total: 3132
Transfers
Reference # Rec Date Div GL Account # To Cheching Account # Amount Comment
20471034 [0 10212017 CATA ¥i0150500 8835511571 $50.000 .00
Total: $50,000.00
Withdrawals/Debits
Reference # Rec Oate Div GL Account # To Cheching Account # Amount Comment
20MT1031D [0 10212017 CATA 5080118080 $66232 Miszing Withdrawl for Board of Direcior
Total: WEZ 32

Click Update to update all entries to Checking Account9s) and General Ledger Accounts.

Checkbook Adjustments Ficalvea: 018 L) Cunent Pesiod: [ 3 Stast Date: [ G7/01/2017  End Date: | 05/30/2018

Checking Accound B: 5550774093 w| [M - Ganmial Last Statement Dabe: B ANT
GL Division &: [100 GL Accouwnt #: 1070150000 |Cash Gereal
Journal: GEM || GEM Posting Date: [ 10502017

Microsoft Access

Transiens

Prant
e Update Checkbook and GL loumnal? Audit

Update

Yes Hg

Click Yes to update Checking Account entries and General Ledger subsidiary Journal or No to return to
Checkbook Adjustment form. Once completed the following message displays.

Microsoft Access

o Update Completed

oK

Click OK.
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Un-post Journal Entries
Please contact Avail prior to using this feature.
If entries were posted to an incorrect period they can be ‘un-posted.” Using this process returns the entries

to the subsidiary journal(s) where they can be re-updated to the correct period. In the example below
October 18t entries posted to Period 3 (September).

Unpost Journal Entries

Fiscal Year: 2012 || Current Period: 3 Period: |3 |,
From Date: [10/18/2M7 g

Thru Date: [10/18/2017

Start
War: 09.06 [11/17/2017]

Field Name Field Type Description
Fiscal Year Number Enter or select fiscal year from the drop down options.
Current Period Number Auto populates based on fiscal year selected.

Defaults to current period but can be changed if the un-post

Period Number is being processed for a period other than current.
From Date Date/Time Determine earliest date is for the entries being un-posted.
Thru Date Date/Time Determine latest date is for the entries being un-posted.

Start

Click Start; the following confirmation message displays.

Microsoft Access

Fiscal Year: 2018 Period: 3
From Date: 10/18/2017
Thru Date: 10/18/2017

Continue?

Click Yes to un-post entries for the selected date range or No to return to Un-post Journal Entries.

Click OK on completion message.
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Financial Statements/Inquiries

Click Financial Statements/Inquiries.

General Ledger System Menu

2

EAEAEE| P EXE{ P PR N Y

General Ledger Setup

Budget Maintenance

Journal Entries

Financial Statements/Inquiries

Project Tracking

Account Balance Inguiry

GL Transaction Inquiry

Quick Balance Inquiry

Month End Closing

Fizcal Year End Closing

Amortization Calculator

Special Routines on GL menu

Return to Previous Menu

Enter your selection:
Y 09.06 [3/24/2017] lday FMLY42

[] Show Details
GL

Find
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Financial Statements

Click Financial Statements, the following form displays:

[] Include Sub

Financial Statement Form
Select Current Period Range

Report Hame: |

Report Group:

Comparative History Multi-year
Encumbrance Y-T-D

General Ledger

Income Statement

Income Statement Approved Budget

Comparative History Multi-Peniod Repart
Revenue/Expense Encumbrance “rtd Repaort
General Ledger

Income Statement

Income Statement Wwith Approved Budget

Report Data Range

From Value:
To Value:

From Fiscal Year: ~ | From Period: v Thru Figcal Year: ~ | Thru Period: ~ | Report Date: B
idiary J Is?7 []5 y? [C] Print A s [C idation?  Report Divigion: v Print Zero Balances?
v| Report Tite: | ] All Divisions?
Balance Shest Balance Sheet
Budget Analysis Budget Analysis Report
Budget Master Listing Budget Master Listing é
Budaet Projection Budaet Projection Report Report Sort Order
Budget Yariance Budget Yariance Report Divizion: "
Budget Y ariance By Consolidation Fields Report | Statement of Revenue and Expenditures Actual v, Bud Cons 1: Export
Budget Y ariance 'With Annual Budget Budget ¥ ariance Report . 4
Chart Of Accounts Chart Of Accounts Report Cons 2: L4 Divisions
Comparative Balance Sheet Comparative Balance Sheet Cons 3: v
Comparative Balance Sheet Last Period Comparative Balance Sheet Last Periad Cons 4 v Report Group
Comparative Histary Comparative History Report Cons 5:

W

Field Name

Field Type

Description

From Fiscal Year

Number

Enter or select fiscal year from drop down options.

From Period

Number

Enter or select applicable period from drop down options.

Thru Fiscal Year

Number

Enter or select fiscal year from drop down options. Allows for
different fiscal year to be selected for through year.

Thru Period

Number

Enter or select applicable period from drop down options.

Report Date

Date/Time

Enter or select date from calendar. Date displays in Header area
of selected financial report. The date selected will not impact the
data included in the reports.

Include Subsidiary

Journals?

Yes/No

Check box to include entries in the subsidiary journals, not yet
updated to the General Ledger. Only available when generating
the Income Statement or Balance Sheet.

Summary?

Yes/No

Check box to generate a report without posting account detail.
Report would show only accounts classified as subtotals or totals
(TRAN CODE 3 or 6 defined via Chart of Accounts Setup).

Print Accoun

t#s Yes/No

on reports.

Check box to include General Ledger Chart of Account numbers

Consolidation?

Yes/No

Check box to generate a consolidated report. (See below).

Report Division

Alpha/Numeric

Select report division from the drop down options. These options
have been setup to generate a summarized report. A Target
Report Division will have general account descriptions, (not
specific to any division). The Target Report Division must also be
selected in the Source Division list.

Print Zero Balances?

Yes/No

reports.

Uncheck box to omit accounts with zero balances from the

All Divisions?

Yes/No

Check box to include data from all divisions on selected report.
Leave box unchecked to select specific divisions. Utilizing
Division button on right side task bar.
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Field Name Field Type Description

Report Name Alpha/Numeric | Enter or select report name from the drop-down list. (See below)

Auto populates based on Report Name selected. See Financial
Statement Builder section of this manual for information on

Report Title Alpha/Numeric | customizing the Report Titles.

If Report Groups have been previously setup. Enter or select the
Report Group Alpha/Numeric | group from the drop-down options.

Check the applicable boxes to indicate which Divisions are to be
Source Divisions Yes/No included on the report.

If consolidation fields were created select the order that data will
Report Sort Order Number appear on the selected reports.
Report Data Range Number Enter a starting and ending consolidation field number.

NOTE: Items posted but not updated do not appear on the
Financial Reports unless the ‘Include Subsidiary Journals’ box was checked

Report Options

Financial Statement IM \A\‘
Select Current Period Rang
From Fiscal Year: w | From Period: v Thiu Fiscal Year: w | Thiu Period: ,_" Report Date: li -
[ Include Subsidiary Journals? [ | Summary? [] Print Account #'s [ | Consolidation?  Report Division: v Print Zero Balances?

Period Reports:
Reports can be generated for range of periods within a fiscal year or from one fiscal year to another by
utilizing the From & Thru Fiscal Year and From & Thru Period.

Include Subsidiary Journals:
Include Subsidiary Journal option is only available on the following reports: Income Statement & Balance
Sheet. When selected the report will include entries not yet updated to the General Ledger.

Summary Reports:
When selected and General Ledger Chart of Accounts numbers have been identified as suppressed, the
report generated will only show the dollar values in Subtotal and Total format.

Print Account #s:
Reports default to generate NO Account #'s on reports. If Account #'s are required, select this option.

Consolidated Report:

The Consolidated Report lists the total for each account number regardless of the Division. For example, if
in every Division the expense account for FICA is 5020100000, the Consolidation Report will list that
account number once; the amount listed would be the sum of every instance of that account number.

Report Division:
The Report Division option is used in conjunction with the consolidation fields. The division must be set up
and defined in Chart of Accounts setup prior to being available for selection.

Print Zero Balances: Reports default to show all account numbers and balances even if the balance is $0.00.
To eliminate the accounts with zero balances, select this option.
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Reports

Click Balance Sheet to review and/or print a balance sheet for the selected division(s). Balance Sheetis a
result of prior period (beginning balance) totals plus postings updated via Journal Update.

Closing entries must be made to income summary account(s) and retained earnings (via Auto Post
Closing), each month or the Balance Sheet will not be in balance and Month End Closing will not be
permitted.

Check the summary box, to print balance sheet totals without posting account detail. Balance sheet would
show only accounts classified as subtotals or totals (TRAN CODE 6 defined via Chart of Accounts Setup).

Click Budget Analysis Report to review, print or export to Excel, a budget analysis report. Data included
on the report: actual and budgeted dollars for current period and actual amount for the same period in the
previous fiscal year as well as year to date comparisons for the same categories.

Click Budget Master Listing to review, print or export to Excel, a budget master listing for each account by
periods, quarters and annual budget total.

Click Budget Projection to review, print or export to Excel, a budget projection report which will list the
current period’s actual, budget, balance of budget remaining, and percentage spent figures. Year-to-date
actual, annual budget, balance of budget remaining, and percentage spent figures also print.

Click Budget Variance to review, print or export to Excel, a budget variance report comparing actual and
budget and variance figures for the current period as well as year-to-date comparisons.

Click Budget Variance by Consolidation Fields Report to review, print or export to Excel, a budget
variance report comparing actual and budget and variance figures for the current period as well as year-to-
date comparisons. This report also includes the annual budget amount for each account. This report is
based on Consolidation Fields and Report Divisions being set up prior to running.

Click Budget Variance with Annual Budget to review, print or export to Excel, a budget variance report
comparing actual and budget and variance figures for the current period as well as year-to-date
comparisons. This report also includes the annual budget amount for each account.

Click Chart of Accounts to review, print or export to Excel, a chart of accounts for the selected division(s).

Click Comparative Balance Sheet to review, print or export to Excel, a balance sheet (detail or summary)
showing figures for current year-to-date, last year-to-date, and the variance between the two.

Check the summary box, to print a comparative balance sheet report without posting account detail. Report
would show only accounts classified as subtotals or totals (TRAN CODE 6 defined via Chart of Accounts
Setup).

Click Comparative Balance Sheet Last Period to review, print or export to Excel, a balance sheet (detail
or summary) showing figures for current period, last period, and the variance between the two.

Check the summary box, to print a comparative balance sheet report without posting account detail. Report
would show only accounts classified as subtotals or totals (TRAN CODE 6 defined via Chart of Accounts
Setup).

Click Comparative History Report to review, print or export to Excel, a report that includes an analysis
between current period for current year and current period for previous year as well as comparisons year-
to-date for current and previous years.

Click Comparative History Multiple-Year Report to review, print or export to Excel, a report that includes
an analysis between current period for current year and other multiple year periods.
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Click Encumbrance Ytd to review, print or export to Excel, a year-to-date Expense/Encumbrance vs Budget
Report. The report lists the following data for each account: Annual Budget Amount, Current Month Actual
Amount, Year-to-Date Actual Amount, Year-to-Date Encumbrance Amount, Year-to-Date total of Actual plus
Encumbrance, Year-to-Date Amount Over/Under Budget and Year-to-Date Percentage of Budget expended.
Encumbrance amounts will only be available if the budget division and general ledger account fields are
completed in Purchase Order entry.

Click General Ledger to review, print or export to Excel, a general ledger report that includes all entries
(except those made via Prior Period Adjustments) posted to the current G/L accounting period for the
selected division(s). Click Division select either all division or individual divisions. Click Printer Icon. Enter or
select the range of General Ledger Account # to be included on the report. This is the only report that allows for
the entry: From and Thru Account #’s.

Financial Statement Form
Select Current Period Range
From Fiscal Year: 2018 .| From Period: (10 |, Thru Fiscal Year: (2018 || Thru Period: [10 ] Report Date: [4/252018 | @
[ Include Subsidiary Joumals? [ ] Summary? Print Account #s [ ] Consolidation?  Report Division: | [ Print Zero Balances?
Report Name: |General Ledger +| Report Title: [General Ledger D —
Report Group: v
Accounts #'s are optional. No entries are required. HepartontiOrdery =4
From Account #: (4000000000 |, |Reverue Divisian: | [y Export
< Cons1:[ |,
Thru Account 11 (4403301101 |, |[cC - Revenue Offset - Subsidy to Yanpool Groups —————— Cons 2:| [y, i
Cons3:| |,
Cons4:| |,
Report Gi
& Corm 51| cport Group
Report Data Range
From Value:
To Value:

Click Income Statement to review, print or export to Excel, an income statement for the selected division(s).
The Income Statement is a result of prior period (beginning balance) total plus postings updated via Journal
Update.

Click Income Statement Approved Budget to review, print or export to Excel, an income statement that
includes amounts for current period and year-to-date as well as the approved annual budget amounts.

Click Income Statement Budget Remaining to review, print or export to Excel, an income statement that
includes amounts for current period/current fiscal year, current period budget, variance in dollars, variance
by percentage, current period/last fiscal year and variance in dollars between current period/current fiscal
year, current period/last fiscal year and year-to-date/current fiscal year, year-to-date budget, variance in
dollars, variance by percentage, year-to-date/last fiscal year and variance in dollars between year-to-date
[/current fiscal year and year-to-date/last fiscal year.

Click Income Statement by Period to review, print or export to Excel, an income statement that includes
amounts for each account for each period in the selected fiscal year.

Click Statement of Expenses to review, print or export to Excel, a statement of expenses report (detail or
summary) listing current period, year-to-date totals and the percentage of each.

Click Statement of Revenue to review, print or export to Excel, a statement of revenue report (detail or
summary) showing current period, year-to-date totals and the percentage of each.

Click Trial Balance to review, print or export to Excel, a trial balance for the selected division(s). The report
lists account numbers, titles, beginning balances, current period and ending balances. At the end of each
division, the trial balance totals each column and displays a division total.

Click Trial Balance with Fiscal Year Starting Balance to review, print or export to Excel, a trial balance for
the selected division(s) with opening balances. The report lists account numbers, titles, beginning balances,
current period and ending balances. At the end of each division, the trial balance totals each column and
displays a division total.

Page 110 of 147



General Ledger User Guide

Click Working Trial Balance to review, print or export to Excel, a working trial balance for the selected

division(s). The reportincludes data for the selected period that can be used to reconcile accounts, providing
columns for noting adjusting entries.

Printer

Click Printer Icon (Right Task Bar) to generate the selected report, for viewing/saving/printing. The
following form displays.

Accounts 'z are optional. Mo entries are required. Report Sort Order &
) Division: w
From Account #: = | Cons 1- ™ E xport
Thru Account #: || Cons 2:| |, Divisions
Cons 3: w
)

é E::: ; " Report Group
Report Data Range
From Value: ’7
To Value: ’7

Click View Icon to review reports prior to printing.

Click Printer Icon to print selected reports, the preview view will not be generated, report will go directly
to the printer.

Division

Click Divisions to populate a list of the divisions. Select a Division if the report being generated should only
include one or a selected group of divisions.

Financial Statement Form

Select Current Period Range

From Fiscal Year: | From Period: v Thru Fiscal Year: | Thru Period: +  Report Date: &
[] Include Subsidiary J Is? [ |5 y? [] Print A #s [ G lidation? Report Division: w Print Zero Balances?
Report Name: v | Report Title: [C] All Divisions?
Repoit Group: v
Source Divisions Report Sort Order =
1] 100 [Sample Division ivision:
P DIUISII]rI: w Export
200 [Sample Division200 E“"s ; v
ons 2: v
[I[300° |5ample Division200 Cons 3: w
[J[CaTa [Sample Trans EonskE: - Report Group
Cons 5: w

Report Data Range

From Value:
To Value:
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Export

Click Export to create a Word, Excel or PDF file of the selected report. Program requires Path To Export

Data field has a location prior to exporting the documentation. The following form displays.

Accounts #'s are optional. No entries are required. Report Sort Order &
; ot
From Account #: wl| Cons1: 1 |u
Thru Account = | Eonsp. L Divisions
Cons 3: ™
Path To Export Data: |LJ:\CATAY Cons 4: v

Cons 5- s Report Group

Report Data Range

From ¥alue: {401
To Value: |405

i

% ‘x

Click Word Icon to create a Word document.
Click PDF Icon to create a PDF document.
Click Excel Icon to create an Excel Spreadsheet.

Report Group

Click Report Group to set up and define the reports to be generated together for that Group.

Report Group Id: |Board Reports || |Board Feports Report Sort Order =]
Report Name Diwizion:

)|| i Cons 1: : Export
Balance Shest ~ En 2 =2 Divisions
Budget Ana\ysis_ _ Cons 3: Y]
gtﬁg:t grziséi[til;:lmg E::: ; : Report Group
Budgst Variance
Budget Variance By Consolidation Fields Report Report Data Range
Egdgel Yariance With Annual Budget From Yalue: ,7
EES{EE\D;E‘EEEDUMS To Value:

Comparative Balance Shest
Comparative Balance Sheet Last Period
Comparative Histarp
Comparative Histary Multi-Year
Encumbrance v-T-0
General Ledger w
Field Name Field Type Description
Enter or select the Report Group Id. Click Green Checkmark
Report Group Id Alpha/Number to create a new group.
Highlight / Click Reports to be included in Group Id for
Report Name preparing multiple documents for the selected group.

Report Group |d: |Board Reports w| o |Bnald Reports Report Sort Order =]
Report Hame Division: w E xport
|Balance Sheet v [Balance Sheet Conll L4
Brs 2 L2 Divisions
[Income Statement ¥ |Income Statement Cons 3 -
3 |Genera\ Ledger w |Genera| Ledger Cons 4: ~2 Report Group
Cons 5: “
bl |
Report Data Range
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Encumbrance Inquiry

Click Encumbrance Inquiry to display the monthly activity against current fiscal budget amounts. Inquiry is
populated based on selected account number. Encumbrance amounts are updated when line items are
entered on Purchase Orders.

Encumbrance Inquiry Form Fiscal Start: | 7/1/2017) Fiscal End: | 6/30/201% Cument Period: | §
Fiscal Year Division Account Sample Trans
208 . CaTa o B040201008 W CB - Tires - Revenue Yehicle
Period Month Budget Encumbered Expensed Subsidiary Journals Remaining
1 July $5.416.67 $0.00 $0.00 $5.416.67
2| |August $5.416.67 $0.00 $0.00 $5.416.67
3 September $5.416.67 $0.00 $0.00 $5.416.67
4 October 3541667 $0.00 $0.00 $5. 41667
5 MNovember $5.416.67 $0.00 $0.00 $5.416.67
E December $5.416.67 $0.00 $0.00 $5.416.67
7| [anuary $5.416.67 $0.00 $0.00 $5.416.67
8 February $5.416.67 $0.00 $0.00 $5.416.67
9 March 3541667 $0.00 $0.00 $5. 41667
10| |April $5.416.67 —> $1.142.56 $0.00 427411
ikl b ay $5.416.67 $0.00 $0.00 $5.416.67
12| une $5.416.63 $0.00 $0.00 $5.416.63
Totals: $65.000.00 $1.142.56 $0.00 ﬁ $2.864.00 $60.993.44
Field Description

Fiscal Year Enter or select fiscal year from drop down options.

Division Enter or select division from drop down options.

Account Enter or select GL Account # from drop down options.

Fiscal Start Auto populates based on fiscal year selected.

Fiscal End Auto populates based on fiscal year selected

Current Period

Auto populates current period.

Division Description

Auto populates based on division selected.

Account Description

Auto populates GL Account # description from Chart of Accounts.

Month

Auto populates months in period order based on fiscal year setup.

Auto populates budgeted amounts for Division and GL Account #

Budget selected by month.
Auto populates dollar amounts from open Purchase Orders
Encumbrance posted to selected Division and GL Account #.

Subsidiary Journals

Auto populates funds updated to subsidiary journals for the
Division and GL Account # selected.

Remaining

Auto populates remaining total budget balance.
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Financial Graphs

Click Financial Graphs to generate pie or bar charts based on criteria selected, utilizing consolidation
fields and values defined via Chart of Accounts Setup.

Pie Chart

Click Pie Chart to generate a pie graph based on selected criteria. This graph requires the following items
to be selected prior to generating: Fiscal Year, Period, Revenue or Expenses, Divisions (either All or
Specific Divisions), selection of a consolidation field previously defined in the Chart of Accounts Setup,
selection of number of items to chart and sort order, either ascending or descending.

Financial Graph Form

Fiscal Year: 2017 Period 3 |, Revenue [] Expenses

[¥]All Divisions? [] Year To Date [] History [] Budget [] Annual Budget
Source Divisions
Consolidation Field 1 Pie Chart
[J[100 |General Administration - _
['] Consolidation Field 2 Bar Chart
[J1200° [Reverue Division e idation Field 3
iel Monthl
[1[ 300 Operations Division L - %
[_] Consolidation Field 4 Annual Chart

O 40 Manual3
O 4 Manual4
[ 50 [Manual8
W Sample Trans

['] Consolidation Field 5
FromValue: [ ToValue: [
# Of Items To Chart: |5 v
[T A ding Sort Descending Sort

Amounts Over:
Amounts Under:

Pie Chart Options: || -
Show nothing
Record: 4 4 |6of 7 L] Search g:ga ;:‘;eenl
Show labels
Show labels and percent
Field Description
Fiscal Year Enter or select fiscal year from drop down options.
Period Enter or select period from the drop down options.

Revenue or Expenses Check either box for the desired graph.

Check box to generate chart to include all divisions or select specific divisions by
All Divisions checking box (es) to the left of the division number.

Year To Date Check box to generate a year-to-date chart.

Check box to generate a consolidated chart for the previous year. If Year-to-Date box is
also checked, Historical chart will contain Year-to-Date figures for previous year. If only
history box is check, historical chart will contain revenue/expenses for same period for

History previous year.
Budget Check box to generate a consolidated graph for amounts budgeted for selected period.
Check box and leave Budget box checked to generate a consolidated graph for annual
Annual Budget amounts budgeted.
Consolidation Fields Select one of the five consolidation fields defined in Chart of Accounts Setup
From Value Enter a beginning consolidation value for range or leave blank to include all values
To Value Enter an ending consolidation value for range or leave blank to include all values
Number of Items to Select number of items to be include in graph from the drop down list. i.e. If5is
Chart selected, the chart will display top 5 account balances.
Ascending or
Descending Sort Check box to select sort order
Enter minimum and maximum amounts to be included in the graph or leave blank to
Amounts Over/Under include all amounts.
Pie Chart Options Select chart options from the drop down list. (See examples below)
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The following confirmation message will display.

Microsoft Access E
Fizcal Year: 2017
Period: 3

Actual Revenue
Consolidation Field 1
Descending Sort

Tep 10 ltems

o

Click OK to create selected options graph or Cancel to return to Financial Graph Form.
If OK is selected, the graph will preview on the screen. Click Print to print the graph.

Show Nothing:

Fiscal Year: 2017 Period: 3
Actual Revenue

|I:|4U2 413 0401 o411 m409 o407 m405 o412 m406

|402 [ $489,269
[413 [ $265.532
[401 [ $291.771
[411 [ $199.160
|409 [ $46,022
[407 | $104.487
|405 [ $28,165
[412 | $20,349
|408 [ $9.338
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Show Value:

291771

Fiscal Year: 2017 Period: 3
Actual Revenuse

46022

199160

489269

265532

‘I:HII}Z E413 o401 o411 m409

[402 | $489,269
GE | $265,532
[40 | $291.,771
411 | $199.160
[409 | $46,022

Show Percent:

Fiscal Year: 2017 Period: 3
Actual Revenue

21%

||:|402 m413 0401 o411 m409

[402 [ $489.269
[413 [ $265.532
[401 [ $291.771
[411 [ $199,160
[409 | $46,022
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Show Labels:

Fiscal Year: 2017 Period: 3
Actual Revenue

M3

||:|402 m413 0401 o411 m409

|402 | $489.269
[413 | $265.532
|401 | $291.771
411 | $199.160
|409 | $46.022

Show Labels and Percent:

Fiscal Year: 2017 Period: 3
Actual Revenue

409
a1 %

4am
23%

21%

||:|402 m413 0401 o411 m409

402
3%

[402 [ $489.269
[413 [ $265.532
[401 | $291.771
[411 [ $199.160
|409 [ $46.022
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Bar Chart

Click Bar Chart to generate a bar graph based on the selected criteria. This graph requires the following
items to be selected prior to generating: Fiscal Year, Period, Revenue or Expenses, Divisions (either All or
Specific Divisions), selection of a consolidation field previously defined in the Chart of Accounts Setup,
selection of number of items to chart and sort order, either ascending or descending.

[/ All Divisions?

Financial Graph Form

Fiscal Year: 2018 W
[] Year To Date

[] Expenses
["] Annual Budget

Period 3 [, Revenue
[] History [] Budget

Source Divisions

[¥] Consolidation Field 1

[1]100" |General Admiristration

Pie Chart
[] Consolidation Field 2

[ 200" [Revenue Division

Bar Chart

[1[ 300 |Operations Division

[] Consclidation Field 3 Monthly
[] Consolidation Field 4

[I[40 [Manual3

Annual Chart
[] Consolidation Field 5

O 4 [Manualg

I[85 [Manualg

From Yalue: To Value:

# Of Items To Chart: 10 |,

CaTa | Sample Trans

1A ding Sort Descending Sort

Amounts Dver:
Amounts Under:

Pie Chart Options: v
Field Description
Fiscal Year Enter or select fiscal year from drop down options.

Period

Enter or select period from the drop down options.

Revenue or Expenses

Check either box for the desired graph.

All Divisions

Check box to generate chart to include all divisions or select specific divisions by
checking box(es) to the left of the division number.

Year To Date

Check box to generate a year-to-date chart.

History

Check box to generate a consolidated chart for the previous year. If Year-to-Date box is
also checked, Historical chart will contain Year-to-Date figures for previous year. If only
history box is check, historical chart will contain revenue/expenses for same period for
previous year.

Budget

Check box to generate a consolidated graph for amounts budgeted for selected period.

Annual Budget

Check box and leave Budget box checked to generate a consolidated graph for annual
amounts budgeted.

Consolidation Fields

Select one of the five consolidation fields defined in Chart of Accounts Setup

From Value

Enter a beginning consolidation value for range or leave blank to include all values

To Value

Enter an ending consolidation value for range or leave blank to include all values

Number of Items to
Chart

Select number of items to be include in graph from the drop down list. i.e. If5is
selected, the chart will display top 5 account balances.

Ascending or
Descending Sort

Check box to select sort order

Amounts Over/Under

Enter minimum and maximum amounts to be included in the graph or leave blank to
include all amounts.

Pie Chart Options

No selection is required for Bar Charts.
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The confirmation message displays.

©

Microsoft Access

Fiscal Year: 2017
Period: 3
Actual Revenue
Consolidation Field 1
Descending Sort
Top 3 ltems

o

Click OK to create selected options graph or Cancel to return to Financial Graph Form.

If OK is selected, the graph will preview on the screen. Click Print to print the graph.

Fiscal Year: 2017 Period: 3

Actual Revenue

5000000

4500000 ]

4000000 — Print

3500000

3000000

2500000

2000000

1500000

1000000

500000
0 1 - [ [ e
402 413 401 41 409
|lCurrentYear M LastYear @ Budget |
Current Last Year Budget

J402] [ $489.269.00 |  $48756500 | $4642165.00
[413 | $26553200 |  $249.181.00 | $4.732.007.00
[401 |  $291.771.00 |  $308637.00 | $3.038.320.00
[411 |  $199.160.00 |  $181.026.00 | $3.900.743.00
|409 | $46.022.00 | $44.250.00 | $0.00
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Monthly

Click Monthly to generate a bar graph for selected criteria. This graph requires the following items to be
selected prior to generating: Fiscal Year, Period, Revenue or Expenses, Divisions (either All or Specific
Divisions), selection of a consolidation field previously defined in the Chart of Accounts Setup, selection of
number of items to chart and sort order, either ascending or descending.

Financial Graph Form

Revenue
[] Budget

["] Expenses
["] Annual Budget

Fiscal Year: 2007 |
[] &Nl Divisions? [] Year To Date

Period 3 |,
[] History

Source Divisions

Consolidation Field 1

[®] [Mame [#Mame?

Pie Chart

[®] [Mame [#Mame?

[] Consolidation Field 2 Bar Chart

[] Censolidation Field 3 Monthly

[®] [Mame [#Mame?

["] Consolidation Field 4

[®] [Mame |#Mame?

Annual Chart

[=] [Name [#Name?

["] Consolidation Field 5

[=] [Name [#Name?

From Value: To Value:

# Of Items To Chart: 5 w

[®] [Name [#Name?

[]A ding Sort Descending Sort

Amounts Over:
Amounts Under:

Pie Chart Dptions: "
Field Description
Fiscal Year Enter or select fiscal year from drop down options.

Period

Enter or select period from the drop down options.

Revenue or Expenses

Check either box for the desired graph.

All Divisions

Check box to generate chart to include all divisions or select specific divisions by
checking box (es) to the left of the division number.

Year To Date

Check box to generate a year-to-date chart.

History

Check box to generate a consolidated chart for the previous year. If Year-to-Date box is
also checked, Historical chart will contain Year-to-Date figures for previous year. If only
history box is check, historical chart will contain revenue/expenses for same period for
previous year.

Budget

Check box to generate a consolidated graph for amounts budgeted for selected period.

Annual Budget

Check box and leave Budget box checked to generate a consolidated graph for annual
amounts budgeted.

Consolidation Fields

Select one of the five consolidation fields defined in Chart of Accounts Setup

From Value

Enter a beginning consolidation value for range or leave blank to include all values

To Value

Enter an ending consolidation value for range or leave blank to include all values

Number of Items to
Chart

Select number of items to be include in graph from the drop down list. i.e. If5is
selected, the chart will display top 5 account balances.

Ascending or
Descending Sort

Check box to select sort order

Amounts Over/Under

Enter minimum and maximum amounts to be included in the graph or leave blank to
include all amounts.

Pie Chart Options

No selection is required for Monthly.
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The following confirmation message displays.

Microsoft Access ﬂ

Fiscal Year: 2018
Period: 3

Revenue
Consolidation Field 1

o |[ el ]

Click OK to create selected options graph or Cancel to return to Financial Graph Form.

If OK is selected, the graph will preview on the screen. Click Print to print the graph.

Fiscal Year: 2018 Fiscal Period: 3
Revenue

350000

250000

200000

150000

100000

3 | $325.302.73
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Annual Chart

Click Annual Chart to generate a bar graph illustrating previous years as selected by user. This graph
requires the following items to be selected prior to generating: Fiscal Year, Period, Revenue or Expenses,
Divisions (either All or Specific Divisions), selection of a consolidation field previously defined in the Chart of
Accounts Setup, selection of number of items to chart and sort order, either ascending or descending.

[ All Divisions?

Financial Graph Form

Fizcal Year: 2013
[[] ¥ear To Date

[] Expenses
Annual Budget

Period 3 |, Revenue
[] Histary Budget

Source Divisions

Consolidation Field 1

100 |General Administration

Pie Chart
[Jc idation Field 2

200 |Revenue Division

Bar Chart

300 |Operations Division

[_] Consolidation Field 3 Monthly

40 [Manual3

["] Consolidation Field 4 Annual Chart

["] Consolidation Field 5

41 [Manual 4

B0 [Manual @

From Yalue: To ¥Yalue:

# Of Items To Chart: 10 |,

CaTa  |Sample Trans

1A ding Sort Descending Sort

Amounts Dver:
Amounts Under:

Pie Chart Dptions: "
Field Description
Fiscal Year Enter or select fiscal year from drop down options.

Period

Enter or select period from the drop down options.

Revenue or Expenses

Check either box for the desired graph.

All Divisions

Check box to generate chart to include all divisions or select specific divisions by
checking box(es) to the left of the division number.

Year To Date

Check box to generate a year-to-date chart.

History

Check box to generate a consolidated chart for the previous year. If Year-to-Date box is
also checked, Historical chart will contain Year-to-Date figures for previous year. If only
history box is check, historical chart will contain revenue/expenses for same period for
previous year.

Budget

Check box to generate a consolidated graph for amounts budgeted for selected period.

Annual Budget

Check box and leave Budget box checked to generate a consolidated graph for annual
amounts budgeted.

Consolidation Fields

Select one of the five consolidation fields defined in Chart of Accounts Setup

From Value

Enter a beginning consolidation value for range or leave blank to include all values

To Value

Enter an ending consolidation value for range or leave blank to include all values

Number of ltems to
Chart

Select number of items to be include in graph from the drop down list. i.e. If5is
selected, the chart will display top 5 account balances.

Ascending or
Descending Sort

Check box to select sort order

Amounts Over/Under

Enter minimum and maximum amounts to be included in the graph or leave blank to
include all amounts.

Pie Chart Options

No selection is required for Annual Chart.
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The following confirmation message displays.

Click OK to create selected options graph or Cancel to return to Financial Graph Form.

Microsoft Access “

Fizcal Year: 2013
Thru Fiscal Year: 2023
Period: 3

Revenue
Consolidation Field 1

o

If OK is selected, the graph will preview on the screen. Click Print to print the graph.

Revenue Fiscal Period: 3

1600000
1400000
1200000 Print
1000000
800000
600000
400000
200000 .
0 :
2014 2015 2016 2017 2018
| 2014 | $1.158.827.90
| 2015 | $1.256.557.12
| 2016 | $1.344.933.87
| 2017 | $1.454.101.03
| 2018 | $325,302.73

Page 123 of 147



General Ledger User Guide

Financial Statement Builder

Click Financial Statement Builder to allow users to create customized reports.

Sample Transit

Financial Statements and Inquiries

Financial Statements

Encumbrance Inquiry

Financial Graphs

Financial Statement Builder |

(3] lulo=

Return to Previous Menu |

4 || Enter your selection:

Wan: 09.06 [2/6/2018] |day FHLY42

L IR R R Y )

[] Show Details

GLO4

Find

Report Names

Enter or select fiscal year from the drop down options.

Click Report Names to populate a list of reports that can be generated. The following form displays.

Go to the last record on the form to add a new report.

Fiscal Year: 2017

Repoit Name:

Financial Statement Builder

v

Z |

Sequence #: |

v |

Repoit Name Report Title

Standard
Format

Repoit Names

-

|Ba|ance Shest

Ealance Sheet

Print Names

Report Format: \FN GL_BalanceSheetRepaort

Repoit Format

|Budget Analysiz

Budget Analyziz Repart

Print Setup

Report Format: ‘FN GL_BudgetinalpsisReport

Print Report

|Budgal taster Listing

Budget Master Listing

Report Format: \FN GL_BudgettdasterListingR eport

Field

Description

Report Name

selection list.

Enter a report name. This is the name that will display in the drop down

Report Title

Enter a report title. The title will appear at the top of the printed report.

Report Format

Enter one of the four available report formats (See Below).

Standard Format

Leave the box unchecked.
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The following Report Formats are available for use in creating customized reports:

FNGL_FinancialAssetLiabilityReport
FNGL_FinancialRevExpByPeriodReport
FNGL_FinancialRevenueExpenseReport

FNGL_FinStmtBldrBudgetVarianceReport
Print Names

Click Print to generate a report for view/print. All standard reports are listed on this form.

Financial Statement Report Names
Stz ndard

Raport Nams Raport Titis | Report Format Format

Ezlzce Shest Ealance Snest
FNGL_BalnceShestRepon

Eudgel Aralysks Eudgel Amalysks Fepor =]
FREL_BudgeranalyskRepon

Eudgel Masker Listing Eudgel Masker Listing ¥
FRNEL_BudgetMasienistingRepon

Budgel Projeciion Eudgel Pojection Repart
FREL_Budge™ nldinRepo

BudgetVarlance BudgelVarlance Repol
FNEL_BudgetatanseRepon

Budgel Varlance By Consolidation Flelkds Report Statement of Revenue and ExpendRunes Actualve. Budget
FREL_Budge afance'W mRaExpSyConsRepart

EudgetVarlance WRh Anmual Budgel BudgelVarlance Repol
FRGEL_BudgefvatanceWmmAnnua B giRepan

ce CE moome StEtement O
FREL_IncomeStakementRepon

CEREVAELD O
FNGL_CERarandExp

Cran OTAccounts Cran OfTAccounts Repor
FNGL_ChanOccounisRepon

Comparaive Balance Sheet Comparative Ealance Shoet
FREL_CompSalanceshestRepan

Comparaiive Balance Sheel Last Period Comparaiive Ealance Sheel Last Period
FRNGL_Comparailed alanceSheellas®Perkod Repart

Comparative Histor Comparaiive Histoly Repor
FRGEL_Com paratie Histo ry Repan

Comparative History MuR-Year Comparaiive History MukHPerkod Repor
FRGL_ComparatieHistory MuRlYeaRepor

Encumbrance ¥-T-O FReverue/Expense Encumbance Yid Repon
FREL_EncumbEncey idRepant

Zeneral Ledger Zeneral Ledger
FNEL_GeneraledgerRepon

Report Format

Click Report Format define the setup for view/printing selected customized report. The following form

displays.

Enter or select a Report from the Report Name drop down options.
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Financial Statement Builder

Fiscal Year: 2013 v

Report Name: Test Income Statement

| [TestIncome Statement

Sequence : | [l

Report Names
Print Hames
Report Format
Print Setup

Print Report

Fiscal Year: 2012 v

Report Name: |Test Income Statement

Financial Statement Builder

w | |Test Income Statement

Sequence #: | v ‘ |
Sequence Tran Acct Print Vet Total Bold Under- Font [.
i Account # Title Code Type Colm Space Level Print  line Color Report Names
[ 2 (40001010 |CB Family Fasses 1] [4[w] (1] [1]e] [1[«] O [5]e Print N
rint Names

3 |a0imoozo CE Farebs 1 4 1 1 1 S

| | | srebos x X X X X U X Report Format
5 4010101021 CB Tak: 1 4 1 1 1 5

[ [ [CB Tokens v v v L] v O vl [ Print Setup
7 |a0ioioiozz CEB One P: 1 4 1 1 1 O S

| | | e rawes - - - - ¥ ¥ Print Report

| 1 (4000000000 |Revenue 0w | | 4w [ Tlwl [1T]we] |T]s Clw

| 10 |EDDDDUUUUU |Wage Expenses Olwe | | 4w [T]n]| [T]we] |T]m D

| 12 |5EI'IEI1 o1o01 |EB Wages - Operators Tiw ! | Blae] [T ] T ™ D Slw

| 14 [5010201005 |DB “ages - Dispatch TTw] [5[w] [TTw] [1Tw] [Tv] O [5]w

| 16 |501D2U41 06 |CB wages - Mechanics Tiw! | Blae] |18 1w ™ D Slw

NOTE: All numbers on financial statements (except contra accounts and/or a loss on

Print Column Note:

Space Note:

Total Level Note:

income statement) appear as positive numbers. If this is not the case when
you print financials, account type specified is incorrect.

Although a number must be entered in this field for all accounts, it only affects
printing of Balance Sheet accounts

Spacing of financial reports may be changed at any time; this only makes a
cosmetic change in printing of financials. If any number except 1 is selected,
the added lines will appear above the account.

If subtotals or totals on financial reports are not correct but posting account
figures are, this is only a cosmetic problem. Total level codes must be
corrected to remedy this situation.

A Total Level 2 account will display the total of all of the accounts listed above it with a Total Level 1.

A Total Level 3 account will display the total of all of the accounts listed above
it with a Total Level 2, if there are none, it will display the total of all accounts
with a Total Level 1.

A Total Level 4 account will display the total of all of the accounts listed above
it with a Total Level 3, if there are none, it will display the total of all accounts
with a Total Level 2 or 1 if there are no Total Level 2 accounts.

To assign general ledger accounts to the Financial Statement Builder accounts (only accounts with Tran
Code 1 are eligible for general ledger account assignment), double click in the Sequence # field, the

following form displays.
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Field

Field
Size

Field Type

Description

Sequence #

10

Number

Enter a sequence number. This number will determine order
the ‘accounts’ are listed on this form. Duplicate numbers are
not allowed.

Account #

20

Alpha/Numeric

Assign an account number. This nhumber determines order
the accounts are listed on the report. If accounts include
letters the data is sorted first by number, then by letter.

Title

50

Alpha/Numeric

Enter account title as it will appear on financial reports.

Tran Code

Number

Select type of transaction applicable for the GL account from
the drop-down options.

D WO

Heading account (non-posting).

Acquire total from account balances.

Combined Revenue/Expense from total level.

Subtotal/Total from total level.

Acct Type

Alpha/Numeric

Identifies type of account for posting and financial reporting.

OO B WINPF

Asset

Liability

Capital/Equity

Revenue

Expense

Revenue percentage calculation.

Print Column

Alpha/Numeric

Specify column (1 thru 3) for balance sheet printing (See Note
below).

Space

Alpha/Numeric

Specify one of the following to determine vertical print line
space between accounts on Balance Sheets and Income
Statements (See Note below).

O O N0 WN -

Skip 1 Line (print on next line)

Skip 2 Lines (double space)

Skip 3 Lines (triple space)

Skip 4 Lines (skips 3 lines — prints on 4th)

Skip 5 Lines (skips 4 lines — prints on 5th)

Skip 6 Lines (skips 5 lines — prints on 6th)

Skip 7 Lines (skips 6 lines — prints on 7th)

Skip 8 Lines (skips 7 lines — prints on 8th)

Force new page

Total Level

Alpha/Numeric

A total level code number (1-9) determines where subtotals
and totals print on financial reports. The total level code used
for heading accounts with Tran Code 0 will not impact the
reports (See Note below).

Bold Print

Yes/No

Select the checkbox to print the account number, title and
amount in bold print on financial reports.

Underline

Alpha/Numeric

Select single or double to underline the amount on financial
reports.

Font Color

Number

Select the palette icon to choose a font color to print the
account number, title and amount on financial reports.

Sup Print

Yes/No

Select the checkbox to suppress the printing of the account on
financial reports when the Summary Option is selected.

Sub Amt

Yes/No

Select the checkbox to subtract the amount from the total.

Rev Sign

Yes/No

Select the checkbox to show credits as positive numbers
and/or debits as negative numbers.
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Fiscal Year: 2012 "

Report Name: Test Income Statement

Financial Statement Builder

W

Test Income Statement

Sequence #: ‘

2 4010101010

|CB Family Paszes

Record  Fiscal From Thru
i Year Division Account Title Account Title Report Names
-ﬁl | 2017w |CATA ™ |1D1DTSU1DU w |Cash General |1D1UZEUTUD " |Cash-PayrDI|AccUunl
Print Names
il [ O Tl vl [ |
Report Format
Print Setup
Print Report
Max Field
Field Size Field Type Description
Enter a record number. This number will determine order the
accounts are listed on this form. Duplicate numbers are not
Record # 10 Number allowed.
_ Enter or select fiscal year from drop down options. Fiscal year is
Fiscal Year Number used to validate general ledger account numbers only.
Division Number Enter or select division from drop down options.
Select first account number that will be grouped under Financial
Statement Builder account number from the drop down options
From Account Number (See below)
Auto populates based on general ledger account # selected in
Title Alpha/Numeric | previous step
Select last account number that will be grouped under Financial
Statement Builder account number from drop down options. (See
Thru Account Number below)

Print Setup

Click Print Setup to generate a report listing report specifications.

Financial Statement Report Specifications

ReportName: Test Income Statement
Report Tile: Test Income Statement

Tran Acct Prt Vet Tot Bold Under Font Sup Sub Rev Beg

Sequence Account Title Code Type Col Spac Lev Print line Color Pt Amt Sign Bal

1 4000000000 Revenue i 4 1 1 1 M o O o o O

2 4010101010 CB Family Passes 1 4 1 1 1 O s O O o o

3 4010101020 CB Farebox 1 4 1 1 v doos o o o o

5 4010101021 CB Tokens 1 4 1 1 o d s O o o O

7 4010101022 CB One Passes 1 4 1 1 O s O o o od

10 5000000000 Wage Expenses 0 4 1 1 T M o o o o o

12 5010101001 CB Wages - Operators 1 5 1 1 1 O s O o o o

14 5010201005 DB Wages - Dispatch 1 - I I R -1 o 0o o od

16 5010204106 CB Wages - Mechanics 1 5 1 1 v d s O o o O

20 9999999999 Net Income 3 31 1 v+ Od s O o o O
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Print Report

Click Print Report to generate final report, the following form displays.

Fiscal Year: 2018

Financial Statement Builder

Report Name: Test Income Statement

w | |Test Income Statement

Sequence #: |

From Fiscal Year: 20158 |.,| From Period: 1 Thru Fiscal Year: 2018 || Thru Period: lﬁ @ Report Names
Report Date: [11/21/2017 || g Print Account #'s Print Zero Balances?  [| Summary? Print Hames
Path To Expoit Data: [[;CATAS X Roport Format
Print Setup
Print Report
Field Field Type Description
Enter or select starting fiscal year from drop down options. (See
From Fiscal Year Number Below)
Enter or select first accounting period that will be included on the
From Period Number report from drop down options.
Enter or select ending fiscal year from drop down options. (See
Thru Fiscal Year Number Below)
Enter or select last accounting period that will be included on the
Thru Period Number report from drop down options.
Enter or select date from calendar that will be displayed at top of the
Report Date Date report.
Check box to include GL account numbers on the report. Account
Numbers that will display are those that were created on Report
Print Account #'s Yes/No Format form.
Print Zero Check box to include GL account numbers with zero balances on the
Balances? Yes/No report. Unchecking the box will exclude accounts with zero balances.
Check box to generate a report that excludes GL account numbers
Summary? Yes/No set up as suppressed print, which were checked Sup Print.
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Account Balance Inquiry

Click Account Balance Inquiry to display and/or print an account balance and transaction listing for a
specific account number.

General Ledger System Menu

EAEIEA AP PN EY P PR N

4

General Ledger Setup

Budget Maintenance

Joumnal Entries

Financial Statements/|

Inquiries

Project Tracking

Account Balance Inquiry

GL Transaction Inquiry

Quick Balance Inquiry

Month End Closing

Fizcal Year End Closing

Amortization Calculator

Special Routines on GL menu

Return to Previous Menu

] o] [+ [ [~ .gH.qH-q en| [[ama] [ on

Enter your selech
W 09.06 [8/24/2017)

on:| |
Iday FHLY42 GL

[] Show Details

Find

Totals
Click Totals to view transaction totals by month, current period, YTD, LTD and Debit & Credits for selected
Period.
Account Inqu"Y Form Fiscal Year 2018 [, | Division [CATA[., | Account 1010150100 [, | Period [1 [,
Fiscal Start: [ 7/1/2017 Fiscal End: | E/30/2018 | Current Period: [ 3 Transactions
Sample Trans From Date: ALY g Print
Cash General To Date: 72T g ] All Periods
July_.1 [$854,626.54] Hovember..5 $0.00 March. 9 $0.00
August._2 ($24,800 75) December._6 $0.00 April_10 30.00
September..3 $111.00 January_ .7 $0.00 Map..11 $0.00
October..4 $0.00 February. .8 $0.00 June..12 $0.00
Begin Balance liswnn Ltd Balance [$879.316.29) Debit ’W
Current Period [$354.626.54] Last rtd $0.00 Credit| 43555008
Current Ytd [$554 526.54) Annual Budget | $000
Field Description
Fiscal Year Enter or select fiscal year from drop down options.
Division Enter or select division from drop down options.
Account Enter or select GL account number from drop down options.
Period Enter or select period from drop down options.
Fiscal Start Auto populates based on fiscal year selected.
Fiscal End Auto populates based on fiscal year selected.

Current Period

Auto populates based on current period in General Ledger.

Period

Enter or select period from drop down options.
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Transactions

Click Transaction to display/and or print the account balances by month. The following form displays.

Microsoft Access

0 From Date: 07/01/2017 Thru Date: 07/31/2017

o | [ ]

Click OK to continue or Cancel to cancel. If OK is selected the following form displays.

5 Account Inqu"y Form Fiscal Year 2018 .| Division CATA .| Account 1010150100 | Period |1 |, Totals
Fiscal Start: TA201T Fiscal End: | 5/30/2013 Current Period: ,T
Sample Trans From Date: FA20T | g
Cash General ToDate: | 7/31/2017 @ | [ All Periods
Per Date Tian # Batch # Sic Relerence Description Dehbit Credit
1 F2my 214240 3737 || AP | Batch Tatal Checks $138.153.28
1 aemy 214539 3770 | AP | |Batch Total Checks $164,055.54
1 AT 214525 3801 | AP | |Batch Total Checks $1.132.00
1 T2 214563 3809 | AP | |Batch Total Checks $61,172.00
1 TA0/2017 214911 3739 | AP | |Batch Total Checks $226,080.58
1 71342017 216130 3821 || AP | Batch Total ACH Payrents $1.197.18
1 FA42017 215195 3834 || PRL | Batch Payrall summary posting $177.046.73
1 FA4207 215366 3833 || PAL Batch Payrall summary posting $1.23254
1 TATZ0T 216172 3828 | AP | |Batch Total Checks $80.484.41
1 7H3/2017 215473 3848 | AP | |Batch Total ACH Payments $16531.36

Print
Click Print to display/and or print the account balance inquiry report for the selected account.

The following reports display.

Microsoft Access

e From Date: 07/01/2017 Thru Date: 07/31/2017

o | [ oms |

General Ledger Account Inquiry
Fiscal Year: 2018 Period: 1
CATA Sample Trans
1010150100 Cash General

1. July ($854626.54)  5.November $0.00  9.March $0.00
2..August (524 800.75)  6..December 000 10. April 50.00
3..September $111.00 7.January $0.00 11..May 50.00
4..0ctober 50.00 8..February 5000  12.June 50.00
Begin Balance $0.00 Ltd Balance ($879.316.29) Debit $1,232.54
Current Period (5854 626.54) Last Ytd 50.00 Credit $655,859.08
Current Ytd (5854 626.54) Annual Budget $0.00
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General LedgerAccount Inquiry
Fiscal Year: 2018 Period: 1 From Date: 07/01/2017 Thru Date: 07/31/2017

CATA Sample Trans
1010150100 Cash General

Per Batch Date Trm# Jrn  Reference # Des cription Project Debit Credit Balance
1 3737 72017 214240 AP Batch Total Checks §138,159.28
1 3770 TI32017 214538 AP Batch Total Checks $154,055.54
1 3809 TITI2017 214863 AP Batch Total Checks S61,112.00
1 3801 TITIZ017 214825 AP Batch Total Checks $1,192.00
1 3798 71072017 214911 AP Batch Total Checks 5226,080.58
1 3821 THMH2017 215130 AP Batch Total ACH Payments 5119718

1 3839 THM4/2017 215366 PRL Batch Payroll summary posting $1,23254

1 3834 711472017 215195 PRL Batch Paymll summary posting S177,046.73
1 3828 THMTI2017 215172 AP Batch Total Checks 580,484 41
1 3848 THMY2017 215473 AP Datch Total ACH Payments $16,531.36

Period: 1 $1,232.54 $856,850.08 ($854,626.54)

1010150100 Cash General $1,232.54 $855,350.08 ($854,626.54)

GL Transaction Inquiry

Click GL Transaction Inquiry to view GL Transactions.

General Ledger System Menu

General Ledger Setup

Budget Maintenance

Journal Entnies

Financial Statements/Inquiries

Project Tracking

Account Balance Inquiry

GL Transaction Inquiry

Quick Balance Inquiry

Month End Closing

Fizcal Year End Closing

Amortization Calculator

Special Routines on GL menu

2lalz2lelolxlalalaluls|~

FReturn to Previous Menu

e | | ond| | emy) | any| | wny .qH.qH.q | | ey

4 || Enter your selection:| |
W 09.06 [3/24/2017] Iday FNLW42

[] Show Details
GL

Find

The inquiry can be general or refined to include one or more selection criteria. The only required field is the
fiscal year.

Refresh

Click Refresh to refresh the screen to view selected options.

¢4

Highlight a selected field. Click Binocular Icon will to open Find form.
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Find and Replace ?
Find | Replace
Find What: 1010150100 W
Cancel
Look In: Current field "
Match: Whale Field v
Search: All W
[IMatch Case  [#]Search Fields As Formatted
Transaction Inquiry Form
Fiscal Year 2017/ | Period: 14| Fiscal Start: | 7/1/2016 | Fiscal End: | £/30/2017 | Cument Period: | 3
Division: CATA ., | Account: 10150100 Source: v | Reference #: w Batch #: v
From Posting Date: & | Thru Posting Date: &
&% = Refresh
Div Account # Per Date Tran # Batch ## Src Reference Debit Credit
CaTa | 1010150100 1) 07/ /20016 155648 155,648 ||PRL | 000519 $170,335.03 ||P/R PAYROLLJOUF
Cash General
CaTa | 1010150100 1) 07/ /20016 155835 185,835 | |PRL | 000520 $619.73 | P/R PaYROLL JOUF
Cash General
CATA||[1010150100 1| 070142016 155945 155,945 | CD || 001146 $1.360.49 | |Mittany Office Equipr
Cash General
CaTa | 1010150100 1) 07/ /20016 155946 185,945 ||CD | |001146 $22.53 | Columbia Gas 00830,
Cash General
CaTa | 1010150100 1) 07/ /20016 155947 185,945 ||CD | |001146 $57.00 | Centre County Unitec
Cash General
CaTAl|[1010150100 1| 0F/01/2016 155548 155,945 | CD || 001146 $237.75 | Mohawk Mfg. & Supp
Cash General
CaTa) 100070507 00 10 OFMA2006 155945 155945 1 1CD 001746 $161.24 | Mew Pio Corporation
Total: $3,985, 22067 $3.602,715.32 -
Field Description
Fiscal Year Enter or select fiscal year from the drop down options — Mandatory field.
Period Enter or select period from the drop down options — Optional field.
Posting Date Enter or select posting date from the drop down options — Optional field.
Batch # Enter or select batch number from the drop down options — Optional field.
From Posting Date | Enter a starting date or select it from the calendar — Optional field.
Thru Posting Date | Enter an ending date or select it from the calendar — Optional field.

Excel Icon

Click Excel Icon to export inquiry screen data into an Excel spreadsheet.

Excel Spreadsheet:

unt Period  PostingDate Transactic BatchNurr Source
2018(1010150100 1 7/1/20017 214240 3737 AP
2018(1010150100 1 7/3/2017 214539 3770 AP
2018(1010150100 1 7/7/2007 214925 3801 AP
2018[1010150100 1 7/7/2007 214963 3809 AP
2013[1010150100 1 7/10/2017 214911 3799 AP

Reference
Batch Total
Batch Total
Batch Total
Batch Total
Batch Total

Description
Checks
Checks
Checks
Checks
Checks

Title

Cash General
Cash General
Cash General
Cash General
Cash General

DebitAmc CreditAmount CreatedDateTime CreatedByFunction
138,159.28 6/26/2017 FNAP_CheckPrintReport
154,055.54 6/30/2017 FNAP_CheckPrintReport
1,192.00 7/7/2017 FNAP_CheckPrintReport
61,112.00 7/10/2017 FNAP_CheckPrintReport
226,080.58 7/7/2017 FNAP_CheckPrintReport
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Quick Balance Inquiry

Click Quick Balance Inquiry to display current fiscal period balance information by division number.

To ensure that you are in balance, run periodically and prior to month end or year end.

General Ledger System Menu

General Ledger Setup

Budget Maintenance

Journal Entries

Financial Statements/lnquiries

Project Tracking

Account Balance Inquiry

GL Transaction Inguiry

Quick Balance Inquiry

Month End Clozing

=
2lele|xlolalals|s|=

Fiscal Year End Closing

-
f—y

Amortization Calculator

-
o

Special Routines on GL menu

16| Return to Previous Menu

| [ o] [ [ o] [ -qH-vH-q IS

4 | Enter your selection:] |
Wen: 09.06 [8/24/2017]

[] Show Details

\day FLY42 &L Find

Quick Balance Inquiry
Fiscal *Year Current Period Start Date End Date Year Closed
017 o [ 72018 BEETE T
Debits $65.122.957.64 Balance Sheet $0.00
Credits $65.122.957.64 Balance $0.00 Income Statement $0.00
Division Debits Credits Balance Error Message
100 $0.00 $0.00 $0.00 |
CaTa $66.122.957 64 $66.122.957 B4 $0.00 |
CBCR $0.00 $0.00 $0.00 |
Field Description
Enter or select fiscal year from drop down option. Totals will

Fiscal Year accumulate automatically.
Current Period Auto populates based on fiscal year selected.
Start Date Auto populates based on fiscal year selected.
End Date Auto populates based on fiscal year selected.
Debits Auto populates after balances are accumulated.
Credits Auto populates after balances are accumulated.
Balance Auto populates after balances are accumulated.
Balance Sheet Auto populates after balances are accumulated.
Income Statement Auto populates after balances are accumulated.
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Month End Closing

Click Month End Closing to close accounting period and post income and expenses to retained earnings.
The previous period does NOT need to be closed prior to posting to the current period.

General Ledger System Menu

General Ledger Setup ?

Budget Maintenance

Journal Entries

Financial Statements/Inquiries

Project Tracking

LIRS IR IR R ]

Account Balance Inquiry

-

GL Transaction Inquiry

Quick Balance Inquiry
Month End Cloging
Fizcal Year End Clozing

-
P EAMEAEAN M

ury
jury

Amortization Calculator

)] ) e

-
(2]

Special Routines on GL menu

-
o<

Return to Previous Menu e

4 | Enter your selection: [l Show Details

Vare D905 [5/246/2017] || Iday FNLY42 GL Find

Month End Closing clears current period income statement figures and posts totals to retained earnings for
the selected period. Current accounting month flag is incremented during this process.

End Of Month Update

Fiscal Year: Current Period Start Date End Date
v 3 77T /3072018 Update
Debits Balance Sheet
Credits | Balance | Income Statement [ E5] FNSysdlgProgressMeterForm 08/24/2016 © 2017 Fleet-N..

336 of 4092 records

|:| o%

‘ Mow accumulating balances for fiscal year: 2018

After accumulating account balances, the following form displays. If debits and credits are out of balance or
closing entries have not been generated and updated the following error message displays.
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End Of Month Update
Fiscal Year: Current Period Start Date End Date
e |w [ 3 [ 7A0T7 EEEE Update
Dehits ,W Balance Sheet ’W
Credits $1.533.899.18 Balance ,W Income Statement IW
Division Debits Credits Balance Error Message
[ 100 $250,000.00 $125,000.00 $125,000.00 | [Out Of Balance
200 $284.11 $125,284.11 ($125,000.00) | [Out O Balance
[ 300 $0.00 $0.00 $0.00 | |
CATA, $1283615.07 1,283 615.07 $0.00 | |
[CBCR $0.00 $0.00 $0.00 | |
Microsoft Access
I:®:' Errors Detected...No Update Allowed
Field Description
Enter or select fiscal year from the drop down options. Totals will
Fiscal Year accumulate automatically.
Current Period Auto populates based on fiscal year selected.
Start Date Auto populates based on fiscal year selected.
End Date Auto populates based on fiscal year selected.
Debits Auto populates after balances are accumulated.
Credits Auto populates after balances are accumulated.
Balance Auto populates after balances are accumulated.
Balance Sheet Auto populates after balances are accumulated.
Income Statement Auto populates after balances are accumulated.

This is due to the fact that Auto
profit or loss is posted from the
process has been run, the acco
shown below.

Post Closing entries have not been generated and updated wherein the
income summary accounts to the retained earnings account. Once that
unts will be in balance and the End of Month Update form will display as

End Of Month Update
Fiscal ¥Year: Current Period Start Date End Date
2Mmz W | 9 | FA2ME | BA3042M 7 Update
Debits $88.251.262 67 Balance Sheet $0.00
Credits $88.251.262 67 Balance $0.00 Income Statement $0.00
Division Debits Credits Balance Error Message
100 $0.00 30.00 $0.00 |
CATh 33,251 26267 $33.281 262 67 $0.00 |
CBCR $0.00 30.00 $0.00 |
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Update

Click Update to update month end closing entries to General Ledger and close current period.

The following prompt displays.

Microsoft Access

9 Close Current Period?

Click Yes to continue or No to return to End of Month Update form.

Once completed the following confirmation message displays.

Microsoft Access

o Month End Update Completed

Click Ok.
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Fiscal Year End Closing

Click Fiscal Year End Closing to perform fiscal year end update on all general ledger files. Before this can
be done, all current period journal entries must be updated.

Note: Month End Closing must be executed prior to running Fiscal Year End Closing.

General Ledger System Menu

General Ledger Setup

Budget Maintenance

Financial Statements/Inquiries

mnd| | st | end] | mnl] | e

|
|
Journal Entries |
|
Project Tracking |

Account Balance Inquiry

GL Transaction Ingquiry

Quick Balance Inquiry |
Month End Closing |
Fizcal Year End Cloging |

Amortization Calculator

Special Routines on GL menu

EAEAE AP P EYEA P P N

wndf mng| [ mmd) | fmm | fend ) | wngffmn

Retumn to Previous Menu

1 || Enter your selection: [l Show Details
Ysn: 09.06 [8/24/2017] Iday FHLW42 GL Find

This process moves the current year-to-date balances to the last year-to-date field and beginning balance is
set to zero on income statement accounts.

Enter or select Fiscal Year from the drop-down options. All other fields automatically populate after the
process completes. See next page for explanation of the Create Revenue/Expense Accounts for New
Fiscal Year

E| FNGL_FiscalYearEndForm 08/30/2018 © 2018 Fleet-Net Corporation - 0 X
Fiscal Year End
Fiscal Year: Current Period Start Date End Date Balance Sheet Income Statement
2018 [y [ 12 [ | | s0.00 | $0.00
Debits | $376.272.350.65 Credits | $376.272,350.65 Balance|  $0.00
[v] Create R /Exp A ts For New Fiscal Year Update
Division Debits Credits Balance Error Message -
[0 $0.00 $0.00 $0.00 | |
[0 $0.00 $0.00 $0.00 | |
[0 $0.00 $0.00 $0.00 | |
[0 $139,257,241.62 $139,257,241.62 $0.00 | |
[0 $4,894,586.96 $4,894,586.86 $0.00 | |
EN $23212052217 $23212052217 $0.00 | |
E— -
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Create Revenue/Expense Accounts for New Fiscal Year

If this box is checked, all accounts in the Chart of Accounts for the Fiscal Year being closed will be written
to the next year’s Chart of Accounts.

Uncheck this box if accounts were deleted when the Chart of Accounts was created for the upcoming fiscal
year. The Year End Close process will not write accounts from the year being closed that are not in the
Chart of Accounts for the next year.

If the Chart of Accounts was not previously created using the Create New Budget Year function, the Create
Revenue/Expense Accounts for New Fiscal Year check box MUST be checked due to the following
provisions:

If UNCHECKED only Assets (1), Liabilities (2) and Capital (3) accounts are created for the

next fiscal year. NO Revenue (4), Expense (5) or Revenue % Calculation (6) accounts are
created for the next fiscal year.

Debits and credits are displayed. Balance Sheet and Income Statement fields should be $0.00. Error
Message field should be blank.

Update

Click Update to update year end closing entries to General Ledger and close current fiscal year.

Microsoft Access

9 Start Fiscal Year End Closing?
o

Click OK to continue or Cancel to return to Fiscal Year End form.

Once closing is completed the following confirmation message displays.

Microsoft Access

o Fiscal Year End Update Completed

Click OK.
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Uniform System of Accounts
(USOA) for National Transportation Database (NTD) Reporting

USOA Appendix of Asset Categories — for definitions see USOA Publication

As these categories, functions, and object classes are defined by FTA, please check the latest
USOA Publication for the most current data.

List of Asset Categories

101. CASH AND CASH ITEMS
01. Cash
02. Working (Interest) Funds
03. Special Deposits, Interest
04. Special Deposits, Dividends
05. Special Deposits, Other
06. Temporary Cash Investments

102. RECEIVABLES
01. Accounts Receivable
02. Notes Receivable
03. Interest and Dividends Receivable
04. Receivables from Associated Companies
05. Receivable Subscriptions to Capital Stock
06. Receivables for Capital Grants
07. Receivables for Operating Assistance
08. Other Receivables
09. Reserve for Uncollectible Accounts

103. MATERIALS AND SUPPLIES INVENTORY
02. Accumulated Depreciation

104. OTHER CURRENT ASSETS

105. WORK IN PROCESS
01. Unbilled Work for Others
02. Capital Projects

111. TANGIBLE TRANSIT OPERATING PROPERTY
01. Property Cost
02. Leased-Out Property Cost
03. Accumulated Depreciation

112. TANGIBLE PROPERTY OTHER THAN FOR TRANSIT OPERATIONS
01. Property Cost
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121. INTANGIBLE ASSETS
01. Organization Costs
02. Franchises
03. Patents
04. Goodwill
05. Other Intangible Assets
06. Accumulated Amortization

131. INVESTMENTS
01. Investments and Advances, Associated Companies
02. Other Investments and Advances
03. Reserve for Revaluation of Investments

141. SPECIAL FUNDS
01. Sinking Funds
02. Capital Asset Funds
03. Insurance Reserve Funds
04. Pension Funds
05. Other Special Funds

151. OTHER ASSETS
01. Prepayments
02. Miscellaneous Other Assets

List of Liabilities

201. TRADE PAYABLES
01. Payables to Associated Companies

202. ACCRUED PAYROLL LIABILITIES
203. ACCRUED TAX LIABILITIES

204. SHORT-TERM DEBT
01. Notes Payable
02. Matured Equipment and Long-Term Obligations
03. Unmatured Equipment and Long-Term Obligations, Current Portion
04. Matured Interest Payable
05. Accrued Interest Payable
06. Current Pension Liabilities

205. OTHER CURRENT LIABILITIES
01. Unredeemed Fares
02. CODs Unremitted
03. Dividends Declared and Payable
04. Short-Term Construction Liabilities
05. Miscellaneous Other Current Liabilities

211. ADVANCES PAYABLE
01. Advances Payable to Associated Companies
02. Other Advances Payable
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221. LONG-TERM DEBT
01. Equipment Obligations
02. Bonds
03. Receivers' and Trustees' Securities
04. Long-Term Construction Liabilities
05. Other Long-Term Obligations
06. Unamortized Debt Discount and Expense
07. Unamortized Premium on Debt
08. Reacquired and Nominally Issued Long-Term Obligations

231. ESTIMATED LIABILITIES
01. Long-Term Pension Liabilities
02. Uninsured Public Liability and Property Damage Losses
03. Other Estimated Liabilities

241. DEFERRED CREDITS

Revenue Categories — for definitions see USOA Publication

401. PASSENGER FARES FOR DIRECTLY-OPERATED TRANSIT SERVICE
01. Full Adult Fares
02. Senior Citizen Fares
03. Student Fares
04. Child Fares
05. Disabled Rider Fares
06. Park and Ride - Parking Revenue Only
90. Special Ride Fares
99. Other Primary Fares

402. SPECIAL TRANSIT FARES
01. Contract Fares for Postal Workers
02. Contract Fares for Police Officers
03. Special Route Guarantees
04. State and Local Government
05. Other Special Contract Transportation Fares - Other Sources
06. Non-Contract Service Fees

403. SCHOOL BUS SERVICE REVENUES
404. FREIGHT TARIFFS
405. CHARTER SERVICE REVENUES

406. AUXILIARY TRANSPORTATION REVENUES
01. Station Concessions
02. Vehicle Concessions
03. Advertising Services
04. Automotive Vehicle Ferriage
99. Other Auxiliary Transportation Revenues
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407. NON
01
02
03
04
05
99

-TRANSPORTATION REVENUES

. Sales of Maintenance Services

. Rental of Revenue Vehicles

. Rental of Buildings and Other Property
. Investment Income

. Parking Facilities Revenue

. Other Non-Transportation Revenues

408.TAXES LEVIED DIRECTLY BY THE TRANSIT SYSTEM - TAXES DEDICATED
TO TRANSIT AT THEIR SOURCE

01.
02.
03.
04.
05.
06.
99.

Property Taxes
Sales Taxes

Income Taxes
Payroll Tax Revenue
Utility Tax Revenue
Gasoline Taxes
Other Taxes

409. LOCAL CASH GRANTS AND REIMBURSEMENTS

01.
02.
03.
04.
05.
06.
07.
08.
09.
99.

General Operating Assistance

Special Demonstration Project Assistance - Local Projects

Special Demonstration Project Assistance - Local Share for State Projects
Special Demonstration Project Assistance - Local Share for FTA Projects
Reimbursement of Taxes Paid

Reimbursement of Interest Paid

Reimbursement of Transit System Maintenance Costs

Reimbursement of Snow Removal Costs

Reimbursement of Security Costs

Other Financial Assistance

410. LOCAL SPECIAL FARE ASSISTANCE

01
02
03
99

. Disabled Citizen Fare Assistance
. Senior Citizen Fare Assistance

. Student Fare Assistance

. Other Special Fare Assistance

411. STATE CASH GRANTS AND REIMBURSEMENTS

01.
03.
04.
05.
06.
07.
09.

99

Operating Assistance

Special Demonstration Project Assistance - State Projects

Special Demonstration Project Assistance - State Share for FTA Projects
Reimbursement of Taxes Paid

Reimbursement of Interest Paid

Reimbursement of Transit System Maintenance Costs

Reimbursement of Security Costs

. Other Financial Assistance

412. STATE SPECIAL FARE ASSISTANCE
01. Disabled Citizen Fare Assistance
02. Senior Citizen Fare Assistance
03. Student Fare Assistance
99. Other Special Fare Assistance
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413. FEDERAL CASH GRANTS AND REIMBURSEMENTS
04. Special Demonstration Project Assistance
99. Other Financial Assistance

414. REVENUE ACCRUED THROUGH A PURCHASED TRANSPORTATION
AGREEMENT

415. FARE REVENUE RETURNED BY SELLER (CONTRACTOR)
416. FARE REVENUE RETAINED BY SELLER (CONTRACTOR)

430. CONTRIBUTED SERVICES
01. State and Local Government
02. Contra Account for Expense

440. SUBSIDY FROM OTHER SECTORS OF OPERATIONS
01. Subsidy from Utility Rates
02. Subsidy from Bridge and Tunnel Tolls
99. Other Subsidies

Summary of Expense Functions

10. VEHICLE OPERATIONS

11. TRANSPORTATION ADMINISTRATION AND SUPPORT

151. TICKETING AND FARE COLLECTION

161. SYSTEM SECURITY

030. REVENUE VEHICLE OPERATIONS

12. REVENUE VEHICLE MOVEMENT AND CONTROL

021. SCHEDULING OF TRANSPORTATION OPERATIONS

041. MAINTENANCE ADMINISTRATION - VEHICLES

051. SERVICING REVENUE VEHICLES

061. INSPECTION AND MAINTENANCE OF REVENUE VEHICLES

062. ACCIDENT REPAIRS OF REVENUE VEHICLES

071. VANDALISM REPAIRS OF REVENUE VEHICLES

081. SERVICING AND FUEL OF SERVICE VEHICLES

091. INSPECTION AND MAINTENANCE OF SERVICE VEHICLES

042. MAINTENANCE ADMINISTRATION - FACILITIES

101. MAINTENANCE OF VEHICLE MOVEMENT CONTROL SYSTEMS

111. MAINTENANCE OF FARE COLLECTION AND COUNTING SYSTEMS

121. MAINTENANCE OF ROADWAY AND TRACK

122. MAINTENANCE OF STRUCTURES, TUNNELS, BRIDGES, AND SUBWAYS

123. MAINTENANCE OF PASSENGER STATIONS

124. MAINTENANCE OF OPERATING STATION BUILDINGS, GROUNDS, AND
EQUIPMENT

125. MAINTENANCE OF GARAGES AND SHOP BUILDINGS, GROUNDS, AND
EQUIPMENT

126. MAINTENANCE OF COMMUNICATIONS SYSTEM

127. MAINTENANCE OF GENERAL ADMINISTRATION BUILDINGS, GROUNDS,
AND EQUIPMENT

128. ACCIDENT REPAIRS OF BUILDINGS, GROUNDS, AND EQUIPMENT

131. VANDALISM REPAIRS OF BUILDINGS, GROUNDS, AND EQUIPMENT

141. OPERATION AND MAINTENANCE OF ELECTRIC POWER FACILITIES
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160.
165.
166.
167.
168.
169.
170.
171.
172.
173.
174.
175.
176.
145.
181.
162.
163.
164.
177.

GENERAL ADMINISTRATION

INJURIES AND DAMAGES

SAFETY

PERSONNEL ADMINISTRATION
GENERAL LEGAL SERVICES

GENERAL INSURANCE

DATA PROCESSING

FINANCE AND ACCOUNTING
PURCHASING AND STORES

GENERAL ENGINEERING

REAL ESTATE MANAGEMENT

OFFICE MANAGEMENT AND SERVICES
GENERAL MANAGEMENT
PRELIMINARY TRANSIT SYSTEM DEVELOPMENT
GENERAL FUNCTION

CUSTOMER SERVICES

PROMOTION

MARKET RESEARCH

PLANNING

Summary of Object Class Expenses

501. LABOR

01.
02.

Operators' Salaries and Wages
Other Salaries and Wages

502. FRINGE BENEFITS

01.
02.
03.
04.
05.
06.
07.
08.

09.
10.
11.
12.
13.
14,

FICA or Railroad Retirement

Pension Plans

Hospital, Medical, and Surgical Plans
Dental Plans

Life Insurance Plans

Short-Term Disability Insurance Plans
Unemployment Insurance

Worker's Compensation Insurance or Federal Employees' Liability Act
Contribution

Sick Leave

Holiday

Vacation

Other Paid Absence

Uniform and Work Clothing Allowance
Other

503. SERVICES

01.
02.
03.
04.
05.
06.
07.
99.

Management Service Fees
Advertising Fees

Professional and Technical Services
Temporary Help

Contract Maintenance Services
Custodial Services

Security Services

Other Services
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504. MATERIALS AND SUPPLIES CONSUMED
01. Fuel and Lubricants
02. Tires and Tubes
99. Other Materials and Supplies

505. UTILITIES
01. Propulsion Power
02. Utilities Other than Propulsion Power

506. CASUALTY AND LIABILITY COSTS
01. Premiums for Physical Damage Insurance
02. Recoveries of Physical Damage Losses
03. Premiums for Public Liability and Physical Damage Insurance
04. Payouts for Uninsured Public Liability and Physical Damage Settlements
05. Provision for Uninsured Public Liability and Physical Damage Settlements
06. Payouts for Insured Public Liability and Physical Damage Settlements
07. Recoveries for Public Liability and Physical Damage Settlements
08. Premiums for Other Corporate Losses
09. Other Corporate Losses
10. Recoveries of Other Corporate Losses

507. TAXES
01. Federal Income Tax
02. State Income Tax
03. Property Tax
04. Vehicle Licensing and Registration Fees
05. Fuel and Lubricant Taxes
06. Electric Power Taxes
99. Other Taxes

508. PURCHASED TRANSPORTATION SERVICE
01. In Report
02. Filing Separate Report

509. MISCELLANEOUS EXPENSES
01. Dues and Subscriptions
02. Travel and Meetings
03. Bridge, Tunnel and Highway Tolls
04. Entertainment Expenses
05. Charitable Donations
06. Fines and Penalties
07. Bad Debt Expense
08. Advertising/Promotion Media
99. Other Miscellaneous Expenses

510. EXPENSE TRANSFERS
01. Function Reclassifications
02. Expense Reclassifications
03. Capitalization of Non-Operating Costs
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511. INTEREST EXPENSE

01.
02.

Interest on Long-Term Debt Obligations
Interest on Short-Term Debt Obligations

512. LEASES AND RENTALS

01.
02.
03.
04.
05.
06.
07.
08.
09.
10.
11.
12.

Transit Way and Transit Way Structures and Equipment
Passenger Stations

Passenger Parking Facilities

Passenger Revenue Vehicles

Service Vehicles

Operating Yards or Stations

Engine Houses, Car Shops, and Garages
Power Generation and Distribution Facilities
Revenue Vehicle Movement Control Facilities
Data Processing Facilities

Revenue Collection and Processing Facilities
Other General Administration Facilities

513. DEPRECIATION

01.
02.
03.
04.
05.
06.
07.
08.
09.
10.
11.
12.
13.

Transit Way and Transit Way Structures and Equipment
Passenger Stations

Passenger Parking Facilities

Passenger Revenue Vehicles

Service Vehicles

Operating Yards or Stations

Engine Houses, Car Shops, and Garages

Power Generation and Distribution Facilities

Revenue Vehicle Movement Control Facilities

Data Processing Facilities

Revenue Collection and Processing Facilities

Other General Administration Facilities

Depreciation and Amortization - Amortization of Intangibles

514. PURCHASE LEASE PAYMENTS

515. RELATED PARTIES LEASE AGREEMENT

516. OTHER RECONCILING ITEMS
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