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Change Summary

The following table summarizes significant differences between this document and the last
published version.
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Course Description

QAD designed this course to cover the basics of preparing to implement the General Ledger
module of QAD Enterprise Applications Standard Edition (QAD SE). The course includes:

 Anintroduction to the General Ledger module
« Anoverview of key business issues
Instructions on how to set up the General Ledger module

Instructions on how to use the General Ledger module

References to other QAD materials, such as user guides and on-line help

Activities and exercises throughout the course (for students to practice key concepts and
processes)

Course Objectives

By the end of this class, students will:
- ldentify some key business considerations before setting up the General Ledger module.
« Set up the General Ledger module.
« Usethe Genera Ledger module.

Audience

The audience for this course includes:
 Implementation consultants
« Members of implementation teams
» Operators

Prerequisites

The prerequisites for attending this course are:
« Initial QAD Enterprise Applications Setup training course
- Basic knowledge of:
 Hardware and network configurations
e QAD SE asitisused inindustry
« Working knowledge of:
« The manufacturing industry in general
« Accounting principlesin general

Note Studentsthat are unfamiliar with QAD Enterprise Applications should read User Guide:
Introduction to QAD Enterprise Applications before attending this class.

Course Credit and Scheduling
This course istypically taught in one day.

MQAD
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Virtual Environment Information

The hands-on exercises in this book should be used with the latest Standard Edition learning
environment in the Training workspace. When prompted to log in, specify demo for user ID and
gad for password.

Additional Resources

If you encounter questions on QAD software that are not addressed in this book, several resources
are available. The QAD corporate Web site provides product and company overviews. From the
main site, you can access the QAD Learning or Support site and the QAD Document Library.
Access to some portions of these sites depends on having a registered account.

http://www.qgad.com/

QAD Learning Center

To view availabletraining courses, locations, and materials, use the QAD Learning Center. Choose
Education under the Services tab to access this resource. In the Learning Center, you can reserve a
learning environment if you want to perform self-study and follow atraining guide on your own.

QAD Document Library

To access release notes, user guides, training guides, and installation and conversion guides by
product and release, visit the QAD Document Library. Choose Document Library under the
Support tab. In the QAD Document Library, you can view HTML pages online, print specific
pages, or download a PDF of an entire book.

To find aresource, you can use the navigation tree on the left or use a powerful cross-document
search, which finds all documents with your search terms and lets you refine the search by book
type, product suite or module, and date published.

QAD Support

Support also offers an array of tools depending on your company’s maintenance agreement with
QAD. These include the Knowledgebase and QAD Forums, where you can post questions and
search for topics of interest. To access these, choose Visit Online Support Center under the Support
tab.

MNQAD
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Course Overview

Course Qverview

Infroduction to General Ledger
Business Considerations

« Set up General Ledger
Process GL Transactions

M QAD
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General Ledger

General Ledger Flow

\

Sl Balance
Sheet
G
Furchasing
Inventory
General Heere
Ledger * Statemen
Accounts !
Receivadble
Accounts \. J
Paycible Internal
Manufacturing Reports

J

M QAD

General ledger information is compiled on two financial statements:

Balance sheet. The balance sheet shows the assets and liabilities the company has
accumulated at a specified point in time.

Income statement. The income statement shows the profit (or 1oss) that business activities
have generated in a particular time period

The amount of detail presented on a balance sheet or income statement should vary with the
audience. Companies need a system to record transactions quickly and organize them so that they
can be easily retrieved for different kinds of financial statements and reports. To satisfy these
requirements, companies set up a general ledger.

To set up the general ledger:

- Start by determining what kinds of information must appear on financial statements, using
existing statements as models.

- Eachitem on afinancial statement is either its own heading (for example, Cash 1040) or is
totaled with similar items under another heading (for example, Sales).

» In QAD SE, these report headings are called format positions.

- Format positions let you specify different levels of detail for different reports and
audiences.

MNQAD
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 Next, set up account codes. Account balances on financial statements are the source of the
information summarized under format positions

» In QAD SE, the genera ledger uses entities, sub-accounts and cost centers for detailed
reporting.
- Entities are used for businesses with multiple companies which have separate reporting
requirements.

« Sub-accounts can be used for divisional or product line reporting.

- Cost centers are used for departmental reports to associate revenues and expenses with
specific departments.

« Projects can be used to track unique activities that incur expenses and may or may not
generate revenue.

MQAD
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Module Transactions

Module Transactions

Accounts
Accounts : :
Fixed Assets

Imvoice Fost

Furchases
Eeceipts

AR

General
Ledger

} |
J ]
Irventory J Shop Floor ]
J ]

Sales Shipments Repetitive

Adjustments Control

Multi-Company Work Orders
Consolidation

Most GL transactions are created by activity in other modules, such as:
- Sales order shipments
* Invoices

Standard Cost
Changes

-

« Purchase order receipts

Inventory issues and receipts
- Work orders

Accounts receivable payments

Transactions are generally posted daily, although some companies post weekly or monthly. Posting
transfers debit and credit amounts from transaction detail (glt_det) to the general ledger transaction
history tables (gltr_hist) When reports that include account balances are run, the system cal culates
account balances from the debits and credits in posted transactions using effective dates for this
reason, transaction details remain in the system after posting.

MNQAD
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General Ledger Transactions

General Ledger Transactions

glutrrp.p 1 25.13.14 Unposted Transaction Register Date: 03/03/96
Page: 2 Quality Products Corp. Time: 13:28:21

GL Reference Entered EffDate UserID Line Account Project Enty Description Amount Cur

AP990303000004 03/03/99 03/03/96 ABM 1 2100-10-1000 ADV94 1000 AP Voucher -100.00 USD
2 5100-10-1000 ADV94 1000 PURCHASES (EXPENSED) 100.00USD

0.00 USD

GL Reference

[AP990303000004 | N .
Ll ext sequential

transaction
number

Type

Effective
Date

A GL referenceis assigned to every financial transaction.
It is composed of:

« A transaction type (AP, AR, SO) to indicate which module generated the transaction

« An effective date (only pertains to transactions generated from the sub-modul es)
« A transaction number

M QAD
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GL Processing Flow

General Processing Flow

Process Module
: Year-End
Transactions

Consolidate
Previous Year's
Transactions

Close Period
to Other Modules

Close Year to
Gl/Update

Retained Process GL

Adjusting

Earnings
9 Transactions
Print Final Print Period
Repotts Reports
Close Period
o GL
M QAD

« Transactions generated by other modules are reviewed and posted.

As posting is completed, you can close the GL to specific transaction types.
Adjusting transactions are created and posted.

Financial reports are printed.

« The GL periodis closed to the GL.

Final reports are printed.

At the end of the fiscal year, the year is closed, updating net profit and loss to retained
earnings.

°

« The previousyears transactions can be consolidated to free up database file space.
- Consolidating transactionsis optional.

MNQAD
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Course Objectives

Course Objectives

+ |dentify some key business considerations
before setting up General Ledger

- Set up General Ledger in QAD

« Process GL Transactions in QAD

M QAD
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Course Overview

Course Qverview

v Introduction to General Ledger
Business Considerations
Set up General Ledger
Process GL Transactions

Review Questions

1 What do entities do for you in QAD SE?
2 What purpose do projects serve?
3 How are current transactions converted to history tables?

4 Areall transactions consolidated? Why would you do this?

MNQAD



14  Training Guide — General Ledger

Review Answers

1 Provide company specific reporting for firms with multiple companies.
2 Track activitiesthat incur expenses.

3  Posting

4 Not required. It isdoneto free up disk space one or more years after ayear end closing.

MQAD
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Business Considerations

Business Considerations

In this section you learn how to:

Identify key business considerations before setting
up General Ledger

M QAD
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Business Considerations

- Multiple Entities/Multiple Databases
- Chart of Accounts
« GL Report Writer

There are several businessissuesto consider before setting up QAD SE. This section does not
discuss all potential issues, but presents some issues to generate thought and discussion.

MNQAD
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Multiple Entities and Databases

Multiple Entities/Multiple Databases

Entity 5000

| Entity 2000
Paris (Euro) Amsterdam (Euro)
Distribution Site - Warehouse
Entity 1000
Los Angeles (USA)
Corporate
Entity 4000
Entity 3000 London (GBP)
New York (USA) Customer

Manufacturing Plant

Multiple Entities

You can maintain multiple entities in each domain. These entities are set up separately as
independent units for financial reporting purposes. You then run separate financial reportsfor each
entity and one for consolidated entities. The entities can share the same database if they have the
same base currency, GL calendar, and chart of accounts.

Multiple Databases

If you implement more than one database, each database can have different base currencies and
GL calendars.

You can then run separate financial reports for each entity, and then consolidate financial
information into one database for company-wide reporting.

Set Up Implications

You should set up multiple databases if your organization includes:
 Multiple companies operating in different base currencies
- Separate entities have a different chart of accounts
« A fiscal calendar that differs between entities

M QAD
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Transaction Consolidation

Transaction Consolidation

Amsterdam
- \

)

New York (USA) Los Angeles (USA)
Export Corporate

M QAD

Transaction consolidation supports multinational companies because transactions can be
consolidated into a central database for company-wide financial reporting. You can maintain
multiple base currencies in separate databases.

The organization can run financial reports in the base currency of the consolidation database.
Imported transactions can be revaluated every period based on the exchange rates in effect.

You can also maintain separate account balances by foreign currency and bank account.

Setup Implications

If you use foreign currencies, you must set up the Multiple Currency module. Exchange rates need
to be set up and maintained.

Account cross-references may need to be set up between remote and corporate databases.

If chart of accounts are different, account cross-references must be set up between remote and
corporate databases.

You must also decide whether to post trandation adjustments to the balance sheet or income
statement.

MNQAD
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Chart of Accounts

Chart of Accounts Structure

How much detail is needed?¢
Company Divisions

Profit Centers

Departments

The chart of account records financial information, such as sales, costs, assets, and liabilities.
There are several components that make up the chart of accounts:

« Entity

» Account

» Sub-Account
» Cost Center
» Projects

Things to Consider

There are many waysto configure the GL chart of accounts. Start by determining how much detail
is needed on your financial statements. Remember the needs of product costing and cost control.

M QAD
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Account Components

Account Components
GL Account
—————— J———————\ T o T o W T, (o o TS o "'______L_—————\
IL Sub-Account | I Sub-Account : l Sub-Account E
_____________________ [r—
CT T J ______ & CToT T L _____ :
1 Cost Center : 1 Cost Center :
__________________ N
_____________ |——————-\ -—————l——————-\
Lo i Optional ' Project 1 1 Project |

The account structure comprises an entity, accounts, and optionally, sub-accounts, cost centers,
and projects.

Transactions posted to the GL consist of distribution lines—credit and debit amounts. The account
componentsindicate what entities and accounts the transactions effect. Sub-accounts, cost centers,
and projects can be used to define further detail in financial reporting.

MNQAD
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GL Account

Account Components
D

GL Account

_________________________________

An account shows the value of an element at a particular point in time. Account balances provide
the content for financial statements.

Transactions are posted to accounts, which are then used for top-level reporting for entities.

When assigning account codes, it isimportant to be consistent with the number of characters used.
Account codes can contain up to eight characters, and are sorted lexically on reports.

M QAD
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Sub-Account

Account Components

C D

_____________

_____________

____________________________

Sub-accounts are used to devel op more detailed analyses within the account. Sub-accounts can be
used to report account activity for adivision of acompany. They can be used to report financial
information by profit center. You can print financial reports for one or more sub-accounts,
providing more detailed financial reporting.

You can only use sub-accounts if the Use Sub-Account field is set to Yesin General Ledger
Control (25.24). You can then create sub-accounts in Sub-Account Code Maintenance (25.3.17).
Sub-accounts can contain up to eight characters and can be associated with ranges of accounts.

Sub-accounts are sorted lexically on reports.

MNQAD
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Cost Center

Account Components

-

_____________________________________

Cost centers can be used to develop more detailed analysi s within the account and sub-account, for
example, by department. They can be used to collect budget and actual transaction postings.

Based on the audience, cost centerslet you print financial reports that provide more detail by
department. Other reports can be printed to show cost center detail.

Cost centers can be restricted for use with specific ranges of accounts and sub-accounts.

In order to create cost centers, you must set the Use Cost Centersfield to Yesin General Ledger
Control (25.24). Cost centers can contain up to four characters and are created in Cost Center Code
Maintenance (25.3.20).

M QAD
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Project

Account Components

s

Projects can be used to track unique activities that incur expenses and may or may not generate

revenue. For example, use them for capital expenditure projects, new product development or
marketing activities.

Project codes are not available for all GL transactions. You can enter a project code on sales
guotes, orders, invoices, accounts receivable memos, purchase orders, accounts payable vouchers,

distribution orders, work orders, cumulative orders, quality orders, and non-productive labor
feedback.

Note Project codes do not occur everywhere accounts are referenced. Project detail is not listed
on most standard financial reports.

MNQAD
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Course Overview

Course QOverview

Infroduction to General Ledger
Business Considerations

Set up General Ledger

Use General Ledger

Review Questions

1 When can entities share a database?
2 What do dl distribution lines - debit and credit accounts roll-up to?
3 What are the four components of the account structure?

4 Arecost centers or projects required components?

M QAD
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Review Answers
1 When the base currency, GL calendar, and chart of accounts are the same.

2 Anentity.
3 GL account, Sub account, Cost Center, Project.

4 No.

MNQAD



28  Training Guide — General Ledger

MQAD



Chapter 3

Setting up General Ledger



30 Training Guide — General Ledger

Overview

Set up General Ledger

In this section you learn how to:
ldentify key business considerations before setting
up General Ledger

Set Up General Ledger in QAD Standard Edition
Use General Ledgerin QAD Standard Edition

M QAD
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General Ledger Setup

General Ledger Setup

» Set Up Control Files
Define Entity Codes

« Set Up Format Positions

- Define the Chart of Accounts
Set Up Sub-Accounts
Set Up Cost Centers

In this section, you learn how to set up the General Ledger module in QAD Enterprise
Applications. This lesson covers the data that you need to enter or configure for a successful
implementation.

Reading the Training Flow
= The current step will be highlighted
» Optional steps areindicated

A suggested setup sequence for the General Ledger includes the 12 steps listed in the current and
next slide.

MNQAD



32  Training Guide — General Ledger

General Ledger Setup - Continuved

- Set Up Project Codes

« Set Up Allocation Codes

» Define the Fiscal Year

« Implement Security

- Create GL Daybooks

» Set Up Budgets and Custom Reports

M QAD
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Set Up Control Programs

33

General Ledger Setup
- Set Up Control Files

- Domain/Account Control
- General Ledger Control

« Define Entity Codes

« Set Up Format Positions

« Define the Chart of Accounts
« Set Up Sub-Accounts

« Set Up Cost Centers

MNQAD



34 Training Guide — General Ledger

Domain/Account Control

36.1 - Domain/Account Control

Dornainfbccount Contral |
L

# GoTo ~ Actions '| .| Copy v = Print & Preview

Verify GL Accounts: V
Base Curency] usd
Entily:jﬁﬁ
Bank Acct Validatior: :
Default System Language:; us ]
Audit Trail vV

Menu Number 36.1

You must set up Domain/Account Control prior to entering datainto the system. Domain/Account
Control isused by all modules, and defines accounting parameters, such as currency, taxes, and
default GL accounts.

Thefollowing is a summary of the key fields in Domain/Account Control:
Verify GL Accounts. «Indicates whether the system should verify general ledger accounts and
effective dates when transactions are created in other modules
» General ledger accounts are always verified in the GL module.

+ Use Verify GL Accountsto activate verification in all modules, such asAR, AP, Inventory,
Sales, Purchasing, Work Orders, and Multiple Currency.

- If verification isactivated, the system checks that the account code, sub-account code, and cost
center code recorded in any transaction are valid

» The system also verifies that the transaction effective date is within an open GL period

Base Currency. sUse thisfield to set the currency of the database
 The balance sheet and income statement are always printed in this currency

Entity. «Set the system entity for the database, when using multiple databases
 The system entity is usually the primary entity, as defined in Entity Maintenance (25.3.1)

M QAD
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Bank Validation. «Specify the check digit to use in the bank account validation routines, if any
 Thevalue of the field must be 11, 12, or <blank>

- If you enter eleven [11] or twelve [12], the system validates bank account numbers according
to European standards

- If you are not using bank validation, leave this field blank

Audit Trail. -Specify whether the system should keep an audit trail of changes and deletions to
unposted GL transactions

 The audit trail ensures that no unmonitored changes are made to the unposted GL transactions

MNQAD
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Multiple Currency Accounts

Multiple Currency Accounts

Domainféccount Cantral ‘

® GoTo ~ Actions v| .| Copy '| ..{'_‘.H Print & Preview
Multiple Currency Accounts
Unrealized Exchange Gain Acct| lER A A
Urnealized Exchange Loss Acet{ 1036 A A
Reslzed Exchange Gain Acct{ 1037 A A
Realized Exchange Loss Acct] 1038 A 2]
Exchange Rounding Acct] 1033 A =

Currencies are defined at the system level in the application database. You must define at |east one
currency, and specify the base currency for each domain in Domain/Account Control. Other setup
isrequired if you use foreign currencies or if you have multiple domains with multiple base
currencies.

When using foreign currencies, you must specify the default unrealized exchange gain and loss
accounts, and realized exchange gain and loss accounts. These account codes display as the default
accounts for currencies entered in Currency Maintenance (26.1).

In some countries, it is necessary to record unrealized exchange gains and losses and redlized
exchange gains and losses in separate accounts.
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Intercompany Accounts

Intercompany Accounts

DomainfAccount Control |

® GoTo ~  Actions *| Ll Copy | & Print & Preview
Intercompany Accounts
ficcounts Papable (Debit)| [EIE A
Accounts Payable (Creditl] 1202 Al 7
Accourts Receivable (Debit)] 1205 Al A
Accounts Receivable (Credit)| 1205 A 0 |
Fived Assets (Debit)| 1801 A
Fived Assets (Credit)] 1807 2]
Irventory Control (Debit}] 1201 A
Inwentory Control (Credit)] 1201 A

For multiple-entity transactions, you can set up intercompany debit and credit accounts to track
amounts for any transactions between entities. Each entity can have its own set of intercompany
accounts for four types of transactions:

+ Accounts Receivable

» Accounts Payable

* Fixed Assets

« Inventory Control
You can specify default intercompany accounts in Domain/Account Control. The default accounts

are used by Entity Code Maintenance to simplify the setup of intercompany accounts when
multiple entities are maintained in one domain.

When a transaction references more than one entity, the system automatically creates the required
intercompany balancing entries using these accounts.

Separating intercompany transactions by entity and module lets you reconcile intercompany
balances by comparing the debit and credit balances for each entity. You can aso identify missing
transactions and timing discrepancies.
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Sales, Purchasing, and Department Accounts

|
Domainféecount Control 2|

# GoTo ™
Sales Accounts
Receivables| [EIN

Actions '| | Copy-=| (=4 Print & Preview

Saes] 3000 = |

Sales Discount] 3300

Sales Tax] 2405

Sales Taw Absorbed! 5950

Sales Terms: 3910

~ | Domainfdccount Contral ¥|

@ GoTo ™

Sales Cash: 1040 P

Sdles, Purchasing, and Department Accounts

Actions '| I Copy ~ l.E,',l Print s Preview

Sales Retums| 5055

Sales Fmﬂce::fiﬁm

COGS Material Acet! 5050 o]

COGS Labor Acct] BS6D

COGS Burden Acct, 6480

COGS Overhead Acct| 6435

COGS Subcartract Acct 5070

Sales Freight Accived | 2350

Sales Freight Applied! 4120

Tems Late Interest] 3810

+ Accounts Papable

Payables: 2100

AP Discount: 5200

AP Taw 1400

AP Tax Retained: 2450
Expensed tem Receipts: 2250
Expenzed ltem Uzage Var 5110
Expensed tem Rate Yar: 5120

Department

ooz
ooz
ooz
oooz
000z
oooz
000z

Coszt OF Production:

©

Labor, 6500

Burder:| E400

Bl

The Domain/Account Control also lets you set default accounts for:

- Sdes
» Accounts payable
» Departments
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Product Line, Variances and Service Accounts

. .
Product Line, Variances, and Sales Accounts
Domainffccount Contral % l
# GoTo v Actions '| . Copy '| @ Print _\_ Preview JW
Product Line W GoTo ™ Actions '| L Copy '| IE,I Print » Preview
Inventary Acct: Al A Yari
PO Reseipts &cot| 2200 A | PO Price Yariance: A A =
Purchases: 5101 A | AP Uzage Vanance] 5010 A A 2]
Overhead Appl Acct; 6450 A A AP Rale Yariance 5020 2] | 2]
Scrap] 5300 A A Method Yariance] E200 A A 2
otk in p'DCEW‘ 1600 A " A " Transfer Variance.l 5030 e " Pl " P |
I Discrep Acct] 5300 | A M aterial L zage Yar| 5045 A A 2
Cost Revalue Acct] 1550 Al A Meterial Rate Var| 5040 2 A =l
Floor Stack Account] 1560 A A Lahor Usage Var] B850 A A =]
Jate Var] GAOD A A A
-] Damainfficcount Contral X e Var| 5470 o) " b " A
M GoTo ™ Actions '| L Copy '| @ Print s Preview Jate Var.l E460 A2 " A " .<-:"|
Service Accounts sage ar| 5055 A 2 A
Service Labar; <] || <] ” A | ate Var.l 5060 A " A " e |
Service Overhead] 6431 A A Al Mix er] 6100 | 2] i
Servios Expense] 7400 A = =
Expense Due| 7410 A 2 A]
Service Heturns:l 5053 el " 2 ” i |
Deferred Flavenue'| 3000 2 || 2 ” 2 |
Accrued F!avenue:l 5000 Pl " 2 ” A |

Enter the default accounts for:
» Product lines
- Variances
 Service accounts
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General Ledger Control

General Ledger Setup

« Set Up Control Files
- Domain/Account Control
- General Ledger Control

+ Define Entity Codes

« Set Up Format Positions

+ Define the Chart of Accounts
« Set Up Sub-Accounts

« Set Up Cost Centers
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General Ledger Control (25.24)

25.24 — General Ledger Control

General Ledger Control %

# GaTo - Actions '| ~ | Copy '| ‘g! Frint & Preview

Prafit/Loss Account (BS]{ 2900 Fel
Retained Earnings Account) 120000 Fe

Tranzlation AdjAcct [BS]){ 888000 2
Translation Adj Acct (15]] 888000

Use Sub-Accounts V'
Use Cost Centers: V'
Ealanced Entities: ¥

Allow Changes to Module Transactions: V

Continuous Page Murbers for Post Audit:

Last Page Mumber for Post Audit:ljl
Daily/Continuous Reference Sequence; Daily V|

GL Transaction Audit Trail ¥
Supprezs Aeopen Clozed Periods:

(Offset Account for GL Import] 9993

Before you can maintain account balances and produce financial statements, you must configure
GL Control. The GL Control function lets you:

« Specify accounts for recording profit and loss, and retained earnings

- Activate sub-account and cost center analysis

« Specify whether to permit changes to module transactions in the GL module

« Specify how to print posting audit trails

The following is a summary of the key fieldsin GL Control:

Profit/Loss Account (BS). Define the GL account code for the balance sheet year-to-date
earnings (profit and loss). The account is used for financial reporting only.
You cannot post transactions to the account.
The system recal cul ates the account balance whenever a balance sheet is printed. At the year-
end close, the balance in this account is posted to the retained earnings account.

Retained Earnings Account. Specify the account that will be used by Transaction Year-End
Close (25.13.12) and Retroactive Transaction Maintenance (25.13.2) to create one-sided
transactions.

Transactions will only be posted to retained earnings during initial implementation. Only post
to retained earnings using Standard Transaction Maintenance (25.13.1)
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Translation Adj Acct (BS). Specify the balance sheet account that is affected by currency
tranglation adjustments.

The account is only used when importing transactions from other entities operating in different
base currencies. If the Post Trandation Adjustment to field on the entity specifies Balance
Sheet, then trand ation adjustments post to this account.

Translation Adj Acct (IS). Specify the income statement account affected by currency
tranglation adjustments.

The account is only used when importing transactions from other entities operating in different
base currencies. If the Post Trandation Adjustment to field on the entity specifies Income
Statement, then tranglation adjustments post to this account.

Use Sub-Accounts. When thefield is set to Yes, the system prompts you to enter a sub-
account whenever you enter an account.

The Sub-Module Sub-Account Length field in Domain/Account Control (36.1) determines
how many digits are used for the sub-account. When the field is set to No, the system prompts
for an account number during data entry.

Use Cost Center . When the field is set to Yes, the system prompts you to enter a cost center
whenever you enter an account.

Balanced Entities. When the field is set to Yes, the system verifies that GL transactions are
balanced for all entities when posting.

« To be balanced, the total for all transactions within a single entity must equal zero.
 This setting is the normal default for most entities.

When the field is set to No, transactions do not need to be balanced for each entity. Sub-
modul es always create balanced entries. The potential for unbalanced entries arises only in the
General Ledger module.

Allow Changes to Module Transactions. When the field is set to Yes, you can modify any GL
transactions from sales, purchasing, and other modules in Standard Transaction Maintenance
(25.13.1).

When the field is set to No, you can only use Standard Transaction Maintenance to modify
transactions that are unbalanced or otherwise unpostable.

Continuous Page Numbers for Post Audit. When the field is set to Yes, the system prints the
posting audit trails using continuous numbering.

For example, if the audit trail for January is printed on page numbers 1 through 10, the audit
trail for February must begin on page 11. This setting is arequirement in certain countries.

Last Page Number for Post Audit. If the Continuous Page Numbers for Post Audit field is set
to Yes, the system updates this field with the last page number of the audit trail as each audit
trail is printed.

Daily/Continuous Reference Sequence. Specify whether the numbering on GL transactions
should be reset daily or whether the numbering should be continuous. Thisfield determines
the numbering system and level of user flexibility when entering reference numbersfor certain
GL transactions (JL, RV, RA, FX).
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If the numbering is continuous, transaction numbers are system-generated, and you cannot
enter reference numbers manually. When the field is set to Continuous, the transaction number

does not restart.
If the numbering isreset daily, thefirst transaction of each day is assigned 0000001. However,
you can still enter reference numbers manually.
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GL Reference

GL Reference

L Reference Batch Eff Date Entered User ID Total Corr
010410000001 04/10/01 04/10/01 myc 0.00 no

Line Account Project Enty Description fmount Cur
1 2100-10-0200 1000 AP Youcher -100.00 USD
25 -10- 1000 Purchases (Expensed) 100.00 USD

L

GL Reference

JYO 10410000001
1 \—l Tramsaction
: MNumber
Tro?i{%‘g'm Effective
Date
' YYMMDD

It isimportant to understand the elements that compose a GL transaction, in particular, the GL
reference and the distribution lines. The above illustration shows a GL reference.

Whenever atransaction is created, the system automatically assignsit aGL reference number with
the following format:

<transaction types><yrs><mm><dd><transaction numbers>

The transaction type is determined by the module in which the transaction is created.
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Define Entity Codes

General Ledger Setup

- Set Up Control Files

- Define Entity Codes

« Set Up Format Positions

- Define the Chart of Accounts
+ Set Up Sub-Accounts

« Set Up Cost Centers

Use Entity Code Maintenance (25.3.1.1) to define corporate entities and to specify consolidation
sets.
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Entity Code Maintenance

Entity Code Maintenance

glenmtp =

# GoTo ~ Actions ¥ Copy ~| (=0 Print » Preview

Descriplion
Primaty Entity:

Cusrency: USD
Post Translation Adj to [BA) Bal Sheet
Posting Audit Tral Page Nbr 0
Company Address: 10000000
Consoldation Entity:
Type You must identify one entity
alone as the
primary entity

An entity is an independent financial unit used for financial reporting. It generates a separate
bal ance sheet and income statement, plans budgets, and is assessed for taxes. Since the system
supports businesses with multiple companies, all transactions are posted by entity.

Use Entity Code Maintenance (25.3.1.1) to set up entity codes and define consolidation sets. Even
single-entity companies must set up a code. For most transactions, the default entity is the one
specified in Domain/ Account Control (36.1). Each entity can generate a separate balance sheet
and income statement, plan budgets, and assess taxes. Only one entity is designated as primary.

Multiple entities can be maintained in one database if they share the same base currency, chart of
accounts, and fiscal calendar. Multiple entities and transaction consolidation are covered in detail
in the Multiple Currency user guide materials. If multiple currencies are not in use, you can set
Post Trandation Adj to (B/1) to either B (Balance Sheet) or | (Income Statement).

All transactions are posted by entity, and data can be printed for arange of entity codes, if they are
in the same database. You must set up intercompany accounts (AR, AP and Inventory) when
processing transactions for more than one entity.

Each entity is assigned a three-character currency code, designating the entity base currency. In
multiple currency environment, this code determinesif a currency translation must be performed
on transactions imported from another database for this entity. Defaults to the system base
currency. Currency codes are created in Currency Maintenance (26.1). Using Current Entity
Change (25.1), you can change the default primary entity for a GL activity for the duration of a
user session. Does not affect transactions processed by other users.
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Entity Code within a Transaction

Entity Code within a Transaction

glenmt.p = ‘
# GoTo ™ Actions ‘| Al Copy '| @ Print & Preview
Enitity 1000 Pl
Deschipiorne
Prirmary Entity:
Currency: USD
Puost Tranzlation Adj to (B/): Bal Sheet
Pasting Audit Trail Page Nbr: a
Company Address: 100000 Entlty
Conzalidation Entity:
Type: I

Line RAccount Project| Enty Tescription Amount
1 2100-10-0200 1000 VYoucher -100.00
2 5100-10-0200 1000 Purchases (Expensed) 100.00

Cux

UsD
UsD

The dlide shows how an entity code is displayed within transaction details.
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Initial Setup: Training

Initial Setup for all SE courseware
1 Verify Domain: From the workspace menu select Training.

a Note the domain name appearsin the top window frame.

GL Calendar Browse
2 Verify GL Calendar Period
a UseGL Caendar Browse (25.3.5)
b  Start search at current year
¢ You should see alist of months for the current year

d If you find No Records continue to step three.

GL Calendar Maintenance
3 UseGL Calendar Maintenance (25.3.4)

Enter the current year, then as a short cut enter one period whose dates cover the term of your
training event.
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Exercise: Set Up GL Control and Entity Codes

Important The data used in these exercises may not be the same as the data shown in the screen
capturesin this lesson.

In this exercise, you define your General Ledger Control, and review your primary entity.

Your company isimplementing QAD SE General Ledger. Keep in mind, when setting up your
chart of accounts, you will be using sub-accounts and cost centersto track more detail for
divisional and departmental accounting.

1 Set up the appropriate fields to enable sub-accounts and cost centers.

2 Ensure that corrections can be made to modul e transactions in Standard Transaction
Maintenance. Configure the appropriate setting to allow this.

Use General Ledger Control (25.24).
3 Review the entitiesin your database. Which entity is the primary entity?

4 Change the name of the primary entity.
Use Entity Code Maintenance (25.3.1.1).
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Set Up Format Positions

General Ledger Setup

Set Up Control Files

Define Entity Codes

Set Up Format Positions
Define the Chart of Accounts
Set Up Sub-Accounts

Set Up Cost Centers

To set up agenera ledger, you first determine what kinds of information must appear on the
financial statements. Financial statement elements, such as product line, can either have their own
headings, or be grouped with similar elements under larger headings, such as sales. These report
headings are called format positions. Format positions let you specify different levels of detail for
different reports and audiences.
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Grouping Transactions on Reports

Grouping Transactions on Reporis

Balance Sheet
Licbilities and Equity 200,000.00
Lickilities 50,000.00
Current Liabilities 25,000.00
Line  Account Froject  Entity  Descriptfion Amount Cur
1 | 2100-10-1000 ADV6 2000 AP Voucher -100.00 USD |
2 5100-10-1000 ADWV?4 1000  PURCHASES (EXPENSED) 100.00UsD
0.00 UsD

When transactions appear on financial statements, they are summarized by account, sub-account,
and cost center. Similar accounts are grouped together. For example, several types of cash
accountsin different currencies could be grouped together as Cash. Account groups can also be

added together to form larger groups, such as Current Assets. These groupings are format
positions.

Note Format positions are not used in the GL Report Writer.
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Format Position Maintenance

25.3.7 - Format Position Maintenance

Format Position Maintenance * |

M GoTo ™ Actions ~| L, Copy 'i & Print 5 Preview

Format Position: 10000
Desciiption] ASSETS|
Sums InLo:E_ _EI!
Debitld)/Crediticr) dr x|
Sort Sub-Acct Before Acct:
Sort Cost Center Before Acct:
Page Break After Total:
Suppress Header:
Suppress Total
Skip Line After Total

Dauble-Underline Totak

In QAD SE, you define the structure and appearance of your financial statements by setting up
format positions. Format positions control where, how, and at what level of detail your account
information is sequenced, totaled, and printed. Basically, aformat position is a code identifying a
title and total line on afinancial statement.
Format positions determine the following:
« Level of detail appearing on financial statements.
 Thefinancia statements on which the dataisto appear (balance sheet or income statement).
 The order in which the information appears on the financial statement.
« Accounts are listed in alphabetical order under a subheading.
 Subheadings are listed in numerical order by format position underneath a heading.
 Therelationship between different account balances.

- For example, aformat position for current Assets might summarize account balances for
Cash, Accounts Receivable, and Inventory.

» Where page breaks occur.

You must define format positions before defining your chart of accounts.

Formatting

Formatting allows you to determine the appearance of financial reports.
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The following is a summary of the key format position fields:

Sort Sub-Acct Before Acct. Thisfield determines the sort priority for sub-accounts within a
format position. It is used on financial statementsin conjunction with the Summarize Cost
Center option.

Sort Cost Center Before Acct. Thisfield determines the sort priority for cost centers within a
format position. It isused in financia statementsin conjunction with the Summarize Sub-Acct
option.

Page Break After Total . Set thefield to Yesto insert apage break after the total for thisformat
position. Set the field to No if a page break is not required.

Suppress Header. Set thisfield to No to print a heading line for the format position. Set the
field to Yes to suppresses the heading line from printing.

Suppress Total. Set thisfield to No to print atotal line for the format position. Set the field to
Yes to suppresses the total line from printing.

Skip Line After Total. Set the field to Yes to print ablank line after printing the total for the
format position. Set thisfield to No if ablank lineis not required.

Double-Underline Total. Set the field to Yes to print a double underline below the total for the
format position. Set thisfield to No if an underlineis not required.
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Report Formatting

Report Formatting

Lewvel
1 % 3 4 5
ASSETS

N Suppress Header/Total = Yes
CURRENT ASSETS
CASH .
CASH-USD < Suppress Total = Yes
TOTAL CASH
ACCOUNTS RECENVABLE
INVENTORY
TOTAL CURRENT ASSETS
TOTAL ASSETS
LIABILITIES & EQUITY
LIABILITIES
CURRENT LIABILITIES
TOTAL CURRENT LIABILITIES
TOTAL LIABILITIES

TOTALEQUITY < Suppress Header = Yes
TOTALLIABILITIES & EQUITY

An easy way to create new reportsisto go through printed copies of your existing balance sheet or
income statement with three highlighter pens.

1 Highlight the headers and totals for each section of the report that has both a header and atotal
line. For example, highlight Current Assets and Total Current Assets.

2 Using another color, highlight the headers with no corresponding total. These headings are
subtitles used to group accounts and to promote clarity, but that do not require subtotals. In
these format positions, set Suppress Total to Yes in Format Position Maintenance.

3 Using athird color, highlight the totals with no corresponding header. These sub-totals are
used to print intermediate totals, and do not need a heading. In these format positions, set
Suppress Header to Yes.
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Setting up General Ledger

55

Balance Sheet Format Positions
level
1 2 3 4 5 Account Format Position Sums Into
‘o 10000 0
CURRENT ASSETS 10100 10000
. 11000 10100
|CASH-FOREIGN 11100 11000
TOTALCASH 1042 11110 11100
ACCOUNTS RECEIV ABLE
INW ENTORY
TOTALCURRENT ASSETS i200 1 L0 11000
TOTAL ASSETS 1500 11100 11000
LlABlLlTlES & EQU”—Y Allocation Code Maintenance *
LIABILITIES .
CURRENT LIABILITIES = 30504 cAono i Al Copi M RS Tl X
TOTALCURRENT LIABILITIES ey
TOTAL LIABILITIES e
i
EQUITY
TOTAL EQUWY Account Subbcct cc Project Percent
3000 30.000
TOTAL LIABILTIES & EQUITY e e
401000 20000
[180d 1] | 20000
*Blank format positions forspacing:
Suppress Header/Total =Yes in25.3.7

The slide shows a sample balance sheet. Format positions have been assigned as follows:

Account Format Position Level # Effect

Cash-Foreign 5 Assigned to format position 11110.

Cash 11100 4 Sums into Current Assets.

Current Assets 11000 3 Sums into Assets. Format position 10100 isa
blank format position.

Assets 10000 1 Top level heading for the balance sheet, which

sumsinto 0, as does format position 15000 for
Liabilities and Equity.

After you identify which format positions are needed, assign numbers to the positions.

When format positions are set up, print and review the Financial Statement Proforma (25.15.12)
and verify that the format positions were set up correctly.

You assign accounts (for example, Cash-Foreign, account 1042) to aformat position when you
create the accounts in Account Code Maintenance (25.3.13). The system automatically totals and
displays the account amounts assigned to the format positions (for example, Cash and Liabilities).
Format positions Cash, Accounts Receivable, and Inventory sum into the format position for
Current Assets. Current Assets then sumsinto the format position for Assets.
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Note You do not need to set up aformat position for atota. The system automatically totals the
format position, and then displays alabel and total if you set Suppress Header and Suppress Total
to No in Format Position Maintenance (25.3.7).

When you assign an account to aformat position in Account Code Maintenance, you see the
higher-level format positions into which the account is summed. This facility lets you control the
amount of detail printed on financial statements. In the income statement and balance sheet
reports, you can specify up to 99 levels of detail. Five are shown in the previous example. Using
the previous example, selecting level 5 would give you the most detail, and selecting level 1, the
least.
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Income Statement Format Positions

Income Statement Format Maintenance

SubrModule Entmes Dy
Stalistieal Account
Active:

Cuar Translshion Indexc 1

Level
1 2 3 4 5 6 Account Format Position Sumsinto
| SALES 50000 60000
SALES 3000 50000 60000
SALES DISCOUNTS 3900 50000 60000
TOTALSALES
COSTOFGOODSSOLD 55000 60000
SALES TERMS DISCOUNTS 3910 55000 60000
TOTALCOSTOF GOODS SOLD
TOTALGROSSMARGIN® 60000 80000
OPERATING EXPENSES ZODON 20000
PURCHASES S —
TOTALOPERATING EXPENSES
TOTALINCOME FROM OPERATIONS* R ';*"L
OTHER INCOME & EXPENSES* Typeld
PROFIT (LOSS) BEFORETAX s o N «
TOTALNET PROFIT/LOSS' - . !
*Suppress Header = Yes, Suppress Total = Ma. @00 PROATILASS)BEFORE TAX Lavel 2
0000 NETPROFTALOSS] Lovel 1

Notice that, in comparison to the Balance Sheet, the income statement is reversed. Total Net
Profit/Loss is the highest-level format position, but it is at the end of the report. Also, thereisless

indenting at the end of the report.

Note Onincome statement format positions, lower format position numbers sum into higher
ones; on balance sheets, higher format position numbers sum into lower ones. However, account
numbers do not have to be assigned sequentially to format positions.
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Summarize/Sort Options for Sub-Account and Cost Centers

L]
Sub-Account and Cost Center Options
Sornt- Sort Summarize Summarize
Sub-Account Cost Center Sub-Account Cost Center
Qutput *
Mo Mo Mo Mo ASC
Nlel Mo [l Yes AS
Mo Mo Yes Mo AC
Mo Mo Yes Yes A
Mo Yes [l MNo CAS
Mo Yes Mo Yes AS
Mo Yes Yes Mo CA
[fe} Yes Yes Yes A
Yes Mo Mo Mo SAC
Yes Mo Mo Yes SA
Yes Mo Yes Mo AC
fes Mo Yes Yes A
Yes Yes Mo Mo SCA
Yes Yes [l Yes SA
Yes Yes Yes Mo CA
Yes Yes Yes Yes A
*[A] Account [§] Sub-Account [C] Cost Center

Another issue to consider when setting up format positionsis how sub-account and cost center
amounts will be represented on the GL reports.

Two settings in Format Position Maintenance determine the sort priority of sub-accounts and cost
centers:

 The Sort Sub-Acct Before Acct field determines whether sub-accounts should take precedence
over accounts when you print and sort the format position.

« The Sort Cost Center Before Acct field determines whether cost centers should take
precedence over accounts and sub-accounts when you print and sort the format position.
The previous two settings work in conjunction with the following two criteria on the GL reports:
+ Summarize Sub-Accounts

» Summarize Cost Centers

The previous slide shows all the possible interactions between the sort and summary fields, and the
information and sort order that appears on the report output.

Note If your chart of accountsis department driven, the summarize settings help organize
financial statements by sub-account or cost center hierarchy.

M QAD



Setting up General Ledger 59

Exercise: Format Positions

Before you can set up your chart of accounts, you must define format positions. Set the format
positions for the sample balance sheet on the following page.

Use Format Position Maintenance (25.3.7).
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Define the Chart of Accounts

General Ledger Setup

- Set Up Control Files

+ Define Entity Codes

« Set Up Format Positions

- Define the Chart of Accounts
+ Set Up Sub-Accounts

« Set Up Cost Centers

Accounts are used for top-level financial reporting.
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Account Code Maintenance

25.3.13 - Account Code Maintenance

| Account Code Maintenance

8 GoTo ~ Actions ¥ | Ll Copy 7| “4 Print a] Preview

Account 1040
Desciiption| CASH|
Typel A |

Cu:lenc:y:: usd

Format Position: 11110 -~ }—Bﬂﬂ—L’
:11100 Bl From 25.3.7 Format

11000 S Position Maintenance

10100 Level 2
10000 ASSETS Level 1

Sub-Module Entries Only:

Statistical Accou
Activ
Cur Translstion Index:

Must be active to post
to Accounts

Use Account Code Maintenance to define accounts.

Note When assigning account codes, consider the order in which they will be sorted on reports.
Be consistent with the number of characters used, and remember that all account codes sort
alphanumerically and lexically (for example, number 1000 before 123). To sort accounts
numerically, zero-fill the codes (for example, number 123 as 0123).

Each account is assigned to aformat position, which must be defined before you can set up an
account. Accounts can only be assigned to one format position.

When you assign the account to aformat position, you also see the higher level format positions
into which the account is summed This level helps you to determine the level of detail to print on
financial statements.

Note To prevent an account, such as a memo account, from being associated with aformat
position, assign the account to format position zero (0).

You can set an account to inactive This prevents posting GL transactions to this account

The Currency Trandation Index field is used only when importing multiple currency transactions
from other databases

Do not delete account codes when your general ledger implementation is complete. Deleting
account codes can cause your general ledger to become out of balance. Inactive accounts cannot be
deleted if they have any transaction history associated with them.
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The account typeisakey fieldsin Account Code Maintenance. All accounts are classified by their
function on financial statements. The choices are:
o A (Asset)
Economic resources owned by a company, such as cash, abuilding, or investments. Appears
on balance sheet and custom reports.
« L (Liability/Retained Earnings)
Amounts a company owes to other parties. Appears on balance sheet and custom reports.
e | (Income) or E (Expense)
These accounts appear on income statements and custom reports. Types | and E do not strictly
correspond to the accounting definition of income and expense accounts. The system assumes
that anything with an account type of | isrelated to sales. These account totals, when added

together, represent 100% of sales. All other income statement accounts must be coded as type
E, including those that would otherwise be considered other income.

« M (Memo)
Used to report reference information such as the number of employees or the size of a
building. Never used in calculations.

- S(Statistical)

Statistical accounts are used to record amounts totaled on custom reports. The accounts are
listed on financial statements, but are not included in totals. Statistical accounts can also be
used to record base taxable amounts for the VAT AR and AP accounts.

Statistical accounts are used by the system ONLY if using Value-Added Tax. A statistical
account can be associated with VAT-AR and VAT-AP accounts. Whenever VAT tax amounts
are posted to the GL, the base amount on which the tax was calculated is posted to the
statistical account.

The currency for statistical accounts defaults to the system base currency. You can assign a
non-base currency only on balance sheet accounts (types A or L)
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Account Code within a Transaction

Account Code within a Transaction

Account Code Maintenance >’~|
# GoTo - Actions v| | Copy '| 135 Print  s] Preview
Account; 21000
Diescription: CASH - FREMCH FRAMCS
Type: &
Currency: FRF
Format Position: 11120 CASH - FOREIGN Level §
11100 CASH Level 4
11000 CURRENT ASSETS Level 3
10100 Level 2
Line Account Project Entity  Description Armount Cur

116-1000  ADVOl 2000 AP Voucher -100.00 UsD
2 81001 1e-1000  ADVOl 1000 PURCHASES (Expersed) 100.00 USD

0.00 UsD

Account

The slide shows how an account code is listed within a GL transaction.
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Set Up Sub-Accounts

General Ledger Setup

Set Up Control Files

Define Entity Codes

Set Up Format Positions
Define the Chart of Accounts
Set Up Sub-Accounts

Set Up Cost Centers

Sub-accounts are used in conjunction with accounts, cost centers, and projects to identify
transactions and budgets for financial reporting.
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Sub-Account Code Maintenance

25.3.17 - Sub-Account Code Maintenance

Sub-Account Code Maintenance X |

# GoTo * Actions 'i =/ Copy - (=) Print & Preview

Sub-Account: 116
Description; Sub-Accout for GRS tst
Active:

Account Ranges
From To
11600 116001

Use Sub-Account Code Maintenance to create and maintain sub-account codes. You can also
define arange of accounts for each sub-account.

Sub-accounts break down activity in an account code, providing further detail in financial
statements. They are frequently used to organize financial reports by division (for example, Sales
Division 1 or 2) or by product lines. Most financial reports give you the ability to summarize sub-
accounts or print in full detail. In Budget Maintenance (25.5.1), you can also prepare budgets by
sub-account.

Sub-accounts can aso be used for product lines, leaving cost centers free for departmental
accounting. For example, set up product lines for raw materials, components, finished goods, and
sub-accounts for the product lines.

Note Never delete the blank sub-account code in your database, even if you do not use it on
transactions. QAD SE usesit for retroactive and year-end close transactions.

To use sub-accounts set the Use Sub-Accounts field to Yesin General Ledger Control (25.24).
Then, whenever a user enters an account number, the system allows for both an account number
and a sub-account number.

Sub-accounts can be up to eight charactersin length, and are optional. You can associate sub-
accounts with multiple ranges of accounts.
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Sub-Account Code within a Transaction

Sub-Accounts

Sub-Account Code Maintenance * l

¥ GoTo - Actions ~| .../ Copy " l..'_!‘,.' Print & Preview
Sub-dccount: 116
Description: Sub-Accout for GRS tst
Active:

Account Ranges

From To

116001 116001
Line Account Project Enty Description Amount Cur
1 2100-116-1000 ADVO1 2000 AP Voucher -100.00 USD

2 510011691000 ADVO1 1000 PURCHASES (Expensed) 100.00USD

0.00USD

Sub-Account

The dslide shows how a sub-account code appears within a GL transaction.
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Set Up Cost Centers

General Ledger Setup

- Set Up Control Files

« Define Enfity Codes

« Set Up Format Positions

- Define the Chart of Accounts
-« Set Up Sub-Accounts

- Set Up Cost Centers

Cost center codes break down activity and track expenses in accounts and sub-accounts, providing
further detail in financial statements.
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Cost Center Maintenance

25.3.20 - Cost Center Maintenance

Cost Center Code Maintenance * ‘

@ GoTo ™ Actions '| Al Copy ~| ,E‘.; Print & Preview

Cost Ctr: 1000
Description: SALES
Active:

Account Ranges Sub-Account Ranges

From To From Te
7000 8939

Use Cost Center Code Maintenance (25.3.20) to associate valid account and sub-account ranges
with a cost center. Cost centers are optional .

Cost centers can have a varied use within the same chart of accounts. For example, product centers
within Sales/COGS section and cost center within the expenditure portion of the GL. Cost centers
are frequently associated with departments or groups (for example, Engineering or Marketing)
incurring expenses, but not always generating revenues.

Note The examplesgiven are only ideas on how cost centers can be used. You need to analyze
your own company situation and use cost centers as you determine.

To use cost centers, set the Use Cost Centersfield to Yesin General Ledger Control (25.24). Then,
whenever you enter an account number, you can specify both the account and a cost center code.

Note When you define an account (or account and sub-account), the system only alows you to
enter a cost center that isvalid for the account (or the account and sub-account combination), even
when Verify GL is set to No in the Domain/Account Control (36.1).

When using cost centers, set up a blank cost center for all accounts and sub-accounts that do not
have acost center. Never delete the blank cost center code in the database, even if you do not use it
on transactions. QAD SE uses black cost centers for retroactive and year-end close transactions.
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Cost Center Code within a Transaction

Cost Center within a Transaction

| Cost Center Code Maintenance ?<|

M GoTa - Actions '| | Copy '| LE',.J Frint % Preview

Cost Ctr: 1000
Description: S4LES

Active:

Account Ranges Sub-Account Ranges

From To Fram To

7000 8939

Line Account Project Enty Description Amount Cur

1 2100-10-1000 ADV0O1 2000 AP Voucher
2 5100-10-@0JADV01 1000 PURCHASES (Expensed)

-100.00 USD
100.00 USD

0.00USD

Cost Center

The dide shows how a cost center code appears within a GL transaction.
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Sub-Account and Cost Center Defaulting

Sub-Account and Cost Center Defaulis

;Prnducl Line Maintenance *

8 GoTo = Actions *| .| Copy “ = Print » Preview

Product Line: 1000
Description] Product ine 1|

Taxable: v

Tax Class:

Default Sub-Account] B P i Override:
Detault Cost Center| 2] Dveride:
Inventoy Accounts

Irvertory Acct: 1500

Inv Discrep Acct: 5300
Scrap Acct: 5800

Cost Revalue Acct: 1550

Because sub-accounts and cost centers are typically the same for most accounts, you can specify a
default sub-account and cost center. The system applies the defaults to each account set up in the
following programs:

 Product Line Maintenance (1.2.1)

« Inventory Account Maintenance (1.2.13)
+ Sales Account Maintenance (1.2.17)
 Department Maintenance (1.4.1)

You can use the defaulting feature to default a particular sub-account and cost center throughout
the above programs. Then, you just need to edit for exceptions, which facilitates data loading.
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Set Up Project Codes

General Ledger Setup

- Set Up Project Codes

« Set Up Allocation Codes

« Define the Fiscal Year

« Implement Security

» Create GL Daybooks

« Set Up Budgets and Custom Reports

Project codes provide project-specific reporting.
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Project Code Maintenance

25.3.11 - Project Code Maintenance

Project Code haintenance X ‘

o GoaTo - Actions '| | Copy ™ %- Print s Preview

Project: ADWO1
Description: Adwvertizing Project
Project Type: AD
Statuz Code: 1

Active:

Begin Date: 9/1/2008 Date Revized:
Original Campletion Date: 941272008 Actual Completion D ate:
Fevized Completion Date: Comments:
Account Banges Sub-Account Ranges Cost Center Ranges
From To From To Fram To
0030 8400 3339 9393

Projects can be used to track unique activities that incur expenses and can generate revenue.
Examples of the use of projectsincludestracking all transactions associated with a new product, or
capital expenditures when replacing or upgrading old assets. Project amounts do not appear on
standard financial statements.

Use Project Code Maintenance (25.3.11) to associate valid account, sub-account, and cost center
ranges with a project. Some of the fields are reference only fields.

Setting the Active field to Yesindicates the project is active, and allows the system to post GL
transactions to the project. You can enter comments for a project by setting the Comment field to
Yes. When set to Yes, a comment screen displays.

Project codes are validated against accounts, sub-accounts, and cost centers when they appear in
the same frame together. When the project code appears in aframe without the other account code
elements (as in header frames), the system checks to ensure the project code is active.

GL transactions with invalid project codes are rejected during GL Transaction Post (25.13.7).

You can review project activity using project activity inquiries and reports. Project reports let you
include al projects and print project comments. Using Budget Maintenance (25.5.1), you can also
prepare budgets for projects.
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Project Code within a Transaction

Project Code within a Transaction

JF'rUject Code haintenance * |

# GoTo ™ Actions '| | Copy " [.E‘;J Print s] Preview

Project: A0V
Description: Advertising Praject
Project Tupe: AD
Statuz Code: 1

Active:

Begin Date: 9/1/2008 Date Fevised:
Original Completion Date: 9/12/2008 Actual Completion Date:
Revized Completion D ate: Comments:
Line Account Project Entity Description Armount Cur
1 2100-10-1000 ADVO] 2000 AP Vouchsr -100.00 UsSD

2 8100-10-1000 | ADVOD | 1000 PURCHASES [Expensed] 100.00USD

0.00USD

M QAD

You can enter a project code on sales quotes, orders, invoices, accounts receivable memos,
purchase orders, accounts payable vouchers, distribution orders, work orders, cumulative orders,
quality orders, and non-productive labor feedback. You can aso specify a project in the

Service/Support Management module on calls, contracts, return material authorizations, and
returns to suppliers.

Important Project codes are not available for SO trailer costs, volume discounts, AP accounts,
and AR accounts.
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Set Up Allocation Codes

General Ledger Setup

« Set Up Project Codes
- Set Up Allocation Codes
« Define the Fiscal Year
Implement Security
« Create GL Daybooks
+ Set Up Budgets and Custom Reports

Allocation codes represent fixed percentages of expenses that must be allocated to different
accounts, sub-accounts, cost centers, and projects. You can specify an allocation code anywhere
you can enter an account.
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Allocation Codes Maintenance

25.3.23 - Allocation Code Maintenance

| Allocation Code Maintenance X

M GoTo ~ Actions | . Copy ™ '5_'.,! Print & Preview

Allocation Code: a-1

Description: a1

Account Sub-dect cc Project Percent
30.000
30.000
20.000

20.000

1040
401000
1800 A 21 s J= |

Allocationpercentages
must egual 100%

Transactions that allocate an amount to several accounts, you can specify an allocation code rather
than the individual accounts, sub-accounts, cost centers, and projects. This feature simplifies data
entry.

Create allocation codes using Allocation Code Maintenance. Define the specific accounts, sub-
accounts, cost centers, and projectsthat atransaction must be split amongst, and the percentagesto
alocate to each. The percentages must total 100%.

Note Anywherein the system an account code is used, an allocation code can be used.
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Nested Allocation Codes

Nested Allocation Codes

Allocation Code
CLEAN

Production General Expense

Allocation Code
CAPITAL

General Freventfive
lImprovements Maintenance
(50% of 10%) (50% of 10%)

You can define nested allocation codes so that one allocation code references another. When the
system cal culates amounts, it explodes each level of allocation codes, multiplying the amount to be
apportioned by the percentages at each level.
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Smart Browses

Smart Browses

‘F'roduct Line Maintenance -‘<| I
# GoTo - Actions '| = Copy = '9,; Print & Preview
= Glsub-accounts ol
Product Line: 1 s”:m ik =
Description: PRODUCT LIME OME Subhccourt ] [stats &*

Taxable:

Tax Class
Drefault Sub-Account Override:
Drefault Cost Canter. Override:

nm

Inventory Accounts
Irvventory Acch;

|
Ire Discrep Acct:| 5300 [y A A | 10
|

FEFEF

Scrap Accl.l 5300 Fs || Fal ||
Cost Revalue Acot] 1550 A A

...and only the Valid

Click on the Look-up Sub-accounts for
Browse for this Account show

Sub-account...

M QAD

Use intelligent browses to look up account elements when account validation is active. Verify GL
must be set to Yesin the Domain/Account Control (36.1).
= The sub-account browse displays only active sub-accounts that are valid for the account
entered.
- The cost center browse displays only active cost centersvalid for the account and sub-account
range.
« The project browse displays only active GL projects valid for the account, sub-account, and
cost center range.

Note This situation only occurs when the project field is combined with other account elements
in the same program frame.
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Exercise: Accts, Sub-Accts, Cost Centers, Projects, and
Allocation Codes

In this exercise, you create a new account, sub-account and cost center.

1

Set up an account for janitorial expense, using account code 8250 and currency code USD.
Assign the appropriate account type, format position 72000, and check the Active box. Accept
all other defaults.

Use Account Code Maintenance (25.3.13).

Ensure that the settings for account 8250 are correct. Where would you check this?

Use Account Code Browse/Inquiry (25.3.15).

Add sub-account 0400, and give it a meaningful description. Assign it to accounts 8200
through 8400.

Use Sub-Account Code Maintenance (25.3.17).

Add acost center 7000, and give it ameaningful description. Assign the cost center to account
8200 through 8400, and al sub-accounts.

Use Cost Center Maintenance (25.3.20).

Review your sub-account and cost center.
Use Sub-Account Code Browse/Inquiry (25.3.18) and Cost Center Browse/Inquiry (25.3.21).

Enter a project called Promo with the description, Promotional Item. Set the Activefield to
Yes, enter a Begin Date with today’s date, and an end date one month from today. Assign this
project to accounts 8200 through 8400, and all sub-accounts and cost centers. You will useitin
atransaction later in the course.

Use Project Code Maintenance (25.3.11).

Allocation Codes

Your company has discovered the need to expense its utility bill by percentage to multiple cost
centers. In this exercise, you set up an alocation code.

1 Addanallocation code call UTIL. Enter the description Utility Expense. Enter the following

accounts, cost centers, and percentages:

Account  Cost Center Percentage

8400 1000 10.00
8400 2000 30.00
8400 3000 25.00
8400 5000 35.00

Use Allocation Code Maintenance (25.3.23).

Print the Allocation Code report for UTIL to your terminal/window for review.
Use Allocation Code Report (25.3.24).
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Define the Fiscal Year

General Ledger Setup

Set Up Project Codes

Set Up Allocation Codes

Define the Fiscal Year

Implement Security

Create GL Daybooks

Set Up Budgets and Custom Reports

The GL calendar lets the system store transactions and print comparative reports for different GL
periods. Calendars also determine which periods are active. Transactions are entered with a GL
effective date. This date—and not the transaction date, although they are often the same—
determines which GL period the transaction affects. Even after year-end close, transactions remain
in the system, and reports can be printed by effective date.
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GL Calendar Maintenance

25.3.4 - GL Calendar Maintenance

‘ GL Calendar Maintenance ‘

# GoTo ™ Actions '| | Copy ™ igl Print  a| Preview

Calendar periods
canbe monthly,

Period Start 12/1/2007 CIUQI’T?:I; !Y, Cirl’ Iy
Period End: 12/31/2007 COMIINGTION

Enty DLNm— AP AR Fa WOIC 50 GL “vear Closed

1000

Period 12

2000 Atlarta Plant = - |7 [ [ I r
3000 Entity 3000

000 stafandend \r - F F £ P £
£002 clate define the ;

fiscal period

The GL caendar defines the starting and ending dates of each GL period within a GL calendar
year. Use GL Caendar Maintenance to add and maintain calendar periods for a GL calendar year.

Transactions are posted with a GL effective date, and the system uses the GL effective date to
determine the GL period to which the transaction applies. You must define at |east one calendar
period for each GL calendar year. Each calendar period is defined by a start and end date. A
calendar day cannot be shared by two GL periods.

For the system to post a transaction to the general ledger, the transaction’s effective date must fall
in avalid, open GL calendar period. If atransaction date is not included in avalid, open calendar
period, the system cannot post the transaction.

To verify the transaction effective dates entered outside the General Ledger module, set Verify GL
Accounts to Yes in the Domain/Accounts Control (36.1).

Close calendar periods for a specific GL transaction type by setting the corresponding field to Yes.
Caendar periods can be closed by GL transaction types. You cannot close a transaction type if
there are unposted transactions for that type in the period. You can re-open a closed calendar
period if the fiscal year is still open, but you cannot re-open a closed GL calendar year.

In multi-entity environments on one database, the GL calendar must be the same for all entities.
You can close and open calendar periodsindividually within each entity.
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The GL calendar supports up to 999 GL periods.

« 4/4/5 periods can be handled by the calendar, but not a thirteenth period for adjustments, if it
overlapsthefirst period of the next year

- Even after year-end close, the year’s transactions remain in the system.
« You can till print reports by effective dates.

Note To prevent transactions being inadvertently created for future periods, set up the GL
calendar for the entire year with al periods closed to activity except the current one.

Exercise: GL Calendar

Your company’s GL fiscal year runs on a calendar year. In this exercise, you set up the GL
calendar.

1 Set upthe GL calendar for the current year for entity 1000.
Use GL Calendar Maintenance (25.3.4).
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Implement Security

General Ledger Setup

« Set Up Project Codes
Set Up Allocation Codes
« Define the Fiscal Year
Implement Security
Create GL Daybooks
Set Up Budgets and Custom Reports

GL account security lets you restrict who can update GL accounts based on user ID or user group.
Account security isonly effective when Verify GL Accountsis Yesin Domain/Account Control
(36.1).
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GL Account Security

36.3.9 - GL Account Security

GL Account Security Maintena.. |

# GoTo ™ Actions '| | Copy '| ng Print &] Preview

Account: 1040 CaSH

Security Users/Groups:
| FIMANCE]

Use GL Account Security Maintenance (36.3.9) to assign users or security groups to account
numbers. Use the GL Account Security Report (36.3.23.16) to list accounts with controlled access.

Note Account level security operates over and above entity security.

To use account security:

 Verify that the GL Accountsfield in Domain/Account Control (36.1) is set to Yes.

 User security option in Security Control field 36.3.24 must be set to U or B.

- Create security groups in User Maintenance (36.3.18).

 Add authorized groups to account in GL Account Security (36.3.9).
When a user specifies an account with security groups, the system determines that the user does
not belong to one of the account’s security groups.The system then displays an error and the user is

prevented from continuing. However, an unauthorized user can still enter transactions in the sub-
modules, such as Sales Order or Purchase Order Maintenance.

Example A group called Accounting applies to account 1040 Cash and 1500 Inventory. A user
who is not amember of the group triesto enter a Debit/Credit memo in Accounts Receivable using
account 1040. After pressing Enter, the system returns an error:

ERROR: USER DOES NOT HAVE ACCESS TO THIS ACCOUNT. Please re-enter.

If the same user enters a pending invoice affecting Inventory account 1500, the transaction can be
completed. Use Menu Password Maintenance to restrict access to specific menu functions.
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Create GL Daybooks

General Ledger Setup

Set Up Project Codes

Set Up Allocation Codes

Define the Fiscal Year

Implement Security

Create GL Daybooks

Set Up Budgets and Custom Reports

Daybooks, also known as journals, are specialized, user-defined views of the general ledger.
Create daybooksto group GL transactionsto satisfy legal reporting requirements or for organizing
GL reporting in amanner consistent with common business practices. Daybooks are generally
used in Eastern and Central European countries.
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General Ledger Daybooks

GL Daybooks Menu

Applications

=} ™% Daybook Menu -
[ Daybook Browse
% Default Daybook Maintenance
[ Default Daybook Browse
3 Daybook Report Official
3 Daybook Report Trial
(3 Central Daybook Report Official
:j Central Daybook Report Trial
3 Daybook GL Trans Inq by Account
g Daybook Transaction Register
(3 Daybook Inquiry with Drill-Down

m

Daybooks are used to:
+ Group sub-module and GL transactions in user-defined ways.

» Support common business and legal reporting requirements for grouping transactions.
 Create additional sub-ledgersfor audit purposes.

Daybooks can be:
» Assigned to subledger/ledger transactions by default.

+ Used to print trial and official reports with transactions grouped according to legal
requirements.

- Implemented any time, but it is recommended to create daybooks at the beginning of the GL
period.

Transactions can be grouped in daybooks by the following methods:
« Transaction-Document Type
 Transaction Type Daybook
» System Daybook
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Transaction Post

General Ledger Setup

« Set Up Project Codes

« Set Up Allocation Codes
« Define the Fiscal Year

« Implement Security

« Create GL Daybooks

- Transaction Post

- Year-End Close

- Create Daybook Types

- Define Daybooks

- Define Daybook Parameters

- Set Up Budgets and Custom Reports
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Daybook Setup - Transaction Post

Daybook Setup - Transaction Post

Tranzaction Past %
M GoTo ™ Actions '| | Copy " [E_';.J Frint s Preview
Entity:| 1000 =l Taf 1000 A
Effective:l 1/1/2008 | To /152008 =]
Transaction Type::l
Dabock 7]

Puost Transactions: ¥

Output:
Batch |D:

When creating daybooks, it is a good ideato create them at the beginning of a new GL calendar

year. Post transactions for the year using Transaction Post (25.13.7).
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Year End Close

General Ledger Setup

« Set Up Project Codes

« Set Up Allocation Codes
« Define the Fiscal Year

» Implement Security

« Create GL Daybooks

- Transaction Post
- Year-End Close
- Create Daybook Types
- Define Daybooks
- Define Daybook Parameters

- Set Up Budgets and Custom Reports
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Daybook Setup - Year End Close

Daybook Setup - Year End Close

Transaction Year-End Close % \

@ GoTo ~ Actions '| Copy'| (= Print 5 Preview

Entity,
Year to be Closed:[_Zﬂg[

Optionally, run Transaction Year-End Close (25.13.12) to close out the previous year. Then, set up
GL daybooks before processing transactions for the new GL calendar year.

MNQAD



90 Training Guide — General Ledger

Create Daybook Types

General Ledger Setup

- Set Up Project Codes

- Set Up Allocation Codes
« Define the Fiscal Year

« Implement Security

- Create GL Daybooks

- Transaction Post

- Year-End Close

- Create Daybook Types

- Define Daybooks

- Define Daybook Parameters

- Set Up Budgets and Custom Reports
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Daybook Setup - Daybook Types

Daybook Setup - Daybook Types

Generalized Codes Maintenan.. >‘|

M GoTo ™ Actions ‘| I Copy '| @ Print & Preview

Field Mame: dy_type
Value: 00

Cummenls.l Systern Daybook|

Daybook types help categorize daybooks for reporting purposes. Several daybooks can have the
same daybook type, such as atype for al daybooks for AP transactions.

Do not confuse daybook types with transaction types. GL transaction types are predefined in the
system. Daybook types are user-defined.

Use Generalized Codes Maintenance to set up daybook types that help you track relationships
between multiple daybooks. The daybook type codeis limited to two characters.

You can determine the field name and its validation characteristics by positioning the cursor at that
field on the screen and pressing CTRL F. The relevant information displays in a pop-up.

- Thefield nameisidentified by dy_type.

- Vaueisalist of valid entriesfor thisfield.
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Define Daybooks

General Ledger Setup

« Set Up Project Codes

+ Set Up Allocation Codes
Define the Fiscal Year
Implement Security

« Create GL Daybooks

- Transaction Post

- Year-End Close

- Create Daybook Types

- Define Daybooks

- Define Daybook Parameters

- Set Up Budgets and Custom Reports

Use Daybook Maintenance (25.8.1) to create, modify, and delete daybooks.
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Daybook Setup - Define Daybooks

Daybook Setup - Define Daybooks

Daybook Maintenance *

4 GoTo - Actions " I Copy '| 13 Frint s Preview

Daybook: Check

Dese| Check]
Dapbook Type:
Daybook Mext F‘agelj
Central Mext Page
Dayboaok Last Entry:
Central Last Entry

Menu Number 25.8.1

Create

Use Daybook Maintenance to create as many daybooks as required. If even one daybook is set up,
you must create a system daybook that serves as adefault daybook for GL transactions that are not
assigned to a specific daybook.

Modify

You can modify certain characteristics of a specified daybook. Be cautious when modifying the
daybook type, daybook next page, and central next page. These changes could seriously affect the
results of daybook reports.

Delete

You can del ete daybooks in Daybook Maintenance when no unposted or posted general ledger
transactions have been assigned to the specified daybook, and if the daybook is not a default for
transaction or document types.

The following isasummary of the key fields in Daybook Maintenance:
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Define Daybook Parameters

General Ledger Setup

Set Up Project Codes
Set Up Allocation Codes
Define the Fiscal Year
Implement Security
Create GL Daybooks
Transaction Post
- Year-End Close
Create Daybook Types

Define Daybooks
Define Daybook Parameters

Set Up Budgets and Custom Reports

Daybook. Specify the daybook code that uniquely identifies the daybook. Thisfield cannot be
blank.

Description. Specify a description of the daybook.

Daybook Type. Assign the relevant daybook type. The daybook type categorizes daybooks for
reporting purposes. Use Generalized Codes Maintenance to create daybook types.

Daybook Next Page. The number of the next official page printed on the official report for the
daybook. Use thisfield to set the next official page number of the Daybook Report. The
official page number is updated each time you run an Official Daybook Report.

Central Daybook Next Page. Usethisfield to set the next official page number of the Central
Daybook Report. The official page number is updated each time you run an Official Central
Daybook Report.

Use Default Daybook Maintenance (25.8.4) to associate daybooks with a transaction-document
type or transaction type.
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Daybook Setup - Daybook Parameters

Daybook Setup - Daybook Parameters

Default Daybook Maintenance |

# GaTo - Actions '| L Copy " [.E.'J Print & Preview
Tranz Type: &P Accounts Payable
Dac Type: CK AP Checks
Frarn Entity: To Entity:
S —

Use Default Daybook Maintenance to define the default daybook for menu options that enable you
to specify adaybook code when generating GL transactions. For menu options generating all other
GL transactions, use this program to control the assignment of the GL transactions to daybooks.
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Transaction Assignment Hierarchy

Transaction Assighment Hierarchy
System Daybook
Unassigned Transactions
Daybook Type 5C
1
T T T T 1
1 1
TolalSales Allnon-IC 5O AR Document Types
Benbindk iyness: transactions types except |55-530
N Inventory Daybook
/ 5 TypelC
/ \
/) M — - -
7 | W 0 .
Transaction Type Transaction Type Transaction Type
SO AR [
T T I
1 1 | | |
Document Type | Document Type M Transaction Type Transaction Type Transaction Type
188-50 RCT-PO TAG-CNT
§$0 Posted Invoice AR Dr/CrMemo Inventory SO Shipment Inventory PO Receipt Physical Inv Update

GL transactions are assigned to daybooks according to a hierarchy.

The system assigns a transaction to a daybook by searching for a daybook that has a matching GL
transaction type or transaction-document type. The system searches from the lowest level of the
hierarchy (matching transaction type-document type) to the highest level (the system daybook).

The levels of the hierarchy are defined as follows:
- Transaction-document type
All GL transactions for a given transaction type and a corresponding document type.
- Transaction type
All GL transactions for a given GL transaction type.
 System daybook

All GL transactions not assigned to a lower-level daybook. This daybook has a transaction
type blank and document type blank.
The following menu options also let you specify a daybook code:
 Standard Transaction Maintenance (25.13.1)
« Retroactive Transaction Maintenance (25.13.2)
« Reversing Transaction Maintenance (25.13.3)
 Transaction Consolidation (25.13.11)
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Transaction Payment Maintenance (27.6.4)
Draft Approval (27.6.20)

Draft Discounting (27.6.22)

Finance Charge Calculation (27.12)
Voucher Maintenance (28.1)

Payment - Automatic Checks (28.9.10)
Payment - Manual Checks (28.9.10)
DR/CR Memo Maintenance (27.1)
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MNQAD



98 Training Guide — General Ledger

Exercise: GL Daybook

In this exercise, you create daybooks and assign the appropriate document and transaction types to

the daybooks.
1 Enter ageneralized code using the following information:
Field Value
Field Name dy-type
Value 00
Comments System
Daybooks

3

Use Master Files Icon, Generalized Code Maintenance (36.2.13).

Create a daybook using the following information:

Field Value

Daybook System

Description System Default Daybook
Daybook Type 00

Daybook Next Page 1
Central Next Page 1

Use Daybook Maintenance (25.8.1).

Assign al GL transactions types and related document types to the system daybook you
created. This step ensures that any transaction that does not fit into a specific daybook will be
recorded into the system daybook. What maintenance program is used to accomplish this?
Create three daybooks for tracking accounts receivable activity.
Use Daybook Maintenance (25.8.1)

 Thefirst isused for all Accounts Receivable Dr/Cr memos.

» The second is used to track AR payments.

 Thethird isused for all other AR-related documents.

Because you want to report these three daybooks together, assign them al to the same
daybook type. Be sure to enter a generalized code for daybook type for AR transactions.

Use the following information to create your three AR daybooks:

Daybook Dr/Cr Memo AR Payment AR Other
Desc ARDr/Cr Memos AR Payments AR Misc
Daybook Type 01 01 01
Daybook Next Page 1 1 1

Central Next Page 1 1 1
Effective 01/01/XX 01/01/XX 01/01/XX
Expires Blank Blank Blank

5 Assign document and transaction types to the daybooks you created. Use the following

information:
Use Default Daybook Maintenance (25.8.4)
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Field Value Value Value
Trans Type AR AR AR

Doc Type M P Blank
From Entity Blank Blank Blank

To Entity Blank Blank Blank
Daybook D/C Memo AR Pmts AR Other
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Create Budgets

General Ledger Setup

« Set Up Project Codes

+ Set Up Allocation Codes
Define the Fiscal Year
Implement Security

« Create GL Daybooks

+ Set Up Budgets and Custom Reports
- Create Budgets
- Create Custom Reports

Set up budgetsto plan for expenses and revenues, and to compare actual revenues and expensesto
budgeted amounts.
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Budget Maintenance

25.5.1 - Budget Mdaintenance

Budget Maintenance &
M GoTo - Actions '| | Copy ~ l.,;_"_*_.,-' Print % Preview
Ertity: 1000
Budget Code: 203000
Account: 1040 il
Format Position:
Year: 2002
Bage Account] | A A A
BaseFmtPos] 0 7] Subdccount 5] CostCn 5]
Drefault F‘ercentaga:
Auto Spread: By Percentage: “Yearly Budget o.oa

Menu Number 25.5.1

Budgets are used to allocate company resources and to establish spending limits for departments,
projects, divisions, and for the entire company. In Budget Maintenance, you can create multiple
budgets for any GL period in the GL calendar year.
Using Budget Maintenance, you can:

- Enter budgets with fixed amounts for each GL period.

« Calculate the budget amount in each period based on the percentage of the balance of a
specific format position, account, sub-account, or cost center.

- Distribute the yearly budget evenly over the several GL periods.
- Assign adifferent percentage of the yearly budget to each GL period.

Budgeted values can optionally be displayed on balance sheets and income statements.
The following are the key fields in Budget Maintenance:
Entity. The entity code to which the budget applies.

Budget Code. The budget code identifies a specific set of budget amounts for a given entity
and year.

Account. The account code to which the budget applies. Budget amounts can be entered for
each account, sub-account, and cost center combination, or for an entire format position.
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Format Position. A format position consists of a group of accounts. the format position for
Administrative Costs can include accounts for travel expenses, salaries, and bonuses. You can
enter budget amounts for an entire format position or for an account, sub-account, and cost center.

Project. You can define budgets for an individua project within an account, sub-account, cost
center; or within aformat position.

Leave project code blank if the budget applies to al projects
Year. Specify the GL calendar year to which the budget applies.

Base Account. Specify the account code from which the budget is calculated. Leave thisfield
blank to enter your own budget amounts.

You can enter budget amounts for each account, sub-account, and cost center combination, or for
an entire format position.

Use either the Base Account or Base Format Position option, but not both.

Base Fmt Pos. You can enter budget amounts for an entire format position, or for an account,
sub-account, and cost center.

Use either the Base Account or Base Format Position option, but not both.

Default Percentage. Specify the budget percentage to use as the default percentage in each GL
period.

When budgets are based on actual results for a given base format position or base account, sub-
account, cost center, a budget percentage can be entered in each GL period.

This percentage is used by the Budget Calculation process to calculate the budget amount.

Auto Spread. Set the field to No to indicate that you want to enter the budget percentage or
amount for each GL period manually.

Set thefield to Yesif you want the system to automatically enter amounts or percentages.
The system cal culates the budget in each period, then you can change it as needed.

By Percentage. Set the field to Yesif the budget amount for each GL period is calculated as
a percentage of the yearly budget.

When Auto Spread is Yes and By Percentageis set to No, the system cal cul ates the budget amount
for each period by dividing the yearly budget equally over all periodsin the fiscal year. If By
Percentage is set to Yes, you are prompted to enter a percentage in each period. The system uses
this percentage to calculate the budget amount for the period.

Yearly Budget. Thetotal budget amount for the format position or account in the current fiscal
year. Budget amounts can be loaded automatically by the system.

This option is controlled by the Auto Spread, By Percentage, and Yearly Budget fields.
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Budget Maintenance

Budgets with Fixed Amounts

Entity: 1000
Budget Code: DERPT10
Account: 1400
Format Position:
Year 2008

Ease Account:
Base Fmt Pos:

Default Percentage:

.oan

‘M GoTo ™ Actions ‘| L] iCopy ‘QJ Frint a] Preview

Sub-Account:

By Percentage:

Cost Chr:

‘r'early Budget: 100,000.00

Auto Spread:
Pd Percentage
0.000
2 0.000
3 0.000

Budget Amaount
10,000.00
10,000.00

5,000.00

Entered
9/15/2003
9/15/2008

3152003

If the normal balance for an account or format position is a credit balance, the budget must be

entered with negative values.

To enter a credit amount, enter value followed by a minus sign.

Set the Auto Spread and By Percentage fields to No to enable you to enter amounts manually for

each period.
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Budgets Based on Percentage

Budget Based on Percentage

Budget Maintenance *

M GoTo ™ Actions '| | Copy '| LE,},I Print a] Preview

Entity: 1000
Budget Code: DEPTI0
Account: 1400

Format Positior:

Year 2008
Base Account:
Base Ft Pos: 0 Sub-Account: Cost Che:
Default Peicentage: oo
Auto Spread: By Percentage: rearly Budget 25.000.00
Pd Percentage Budget Amount Entered
1 10,000 0.00 9/15/2008
2 7.000 0.00 9/15/2008
3 15.000 0.00 [arsz00d =

Budgets can be based on a percentage of an actual account or format position or ayearly budget, or
you can enter a default percentage. The system automatically cal culates the default percentage for
each GL period.

You can also enter a different percentage for each period. If By Percentage is set to Yes, you are
prompted to enter a percentage for each GL period. The system uses the percentage to calcul ate the
budget amount for the period, based on the percentage entered and the value in the Yearly Budget
field.
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Budget Mairtenance

Budgets Distributed Evenly

Entity: 1000
Budget Code: DEPT10
Account: 1400

Format Position:

M GoTo ™ Actions '| I Copy '| f.,@..l Frint s Preview

Year: 2008
Base Account:
Ease Fmt Pos: a Sub-Acocount: Cost Ctr:
Default Percentage: 000
At Spread: By Percentage: “f'early Budget: §00,000.00
Fd Percentage Budget Amount Entered
4 0.000 41,6B6.67 9/15/2008
0.000 41.66EE7 9/15/2008

To distribute budgets evenly over every GL period, set the Auto Spread field to Yes and the By

Percentage field to No.

Enter an amount in the Yearly Budget field. The system distributes the amount evenly over each

GL period.
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Budgets Allocated Differently by Period

Budget Allocation Varied by Period

Budget Maintenance X

# GoTo ~ Actions v| Ll Copyem L,E'.,J Frint s Preview

Entity: 1000
Budget Code: DEPT10
Account: 1400

Format Position:

Year: 2003
Base Account:
Baze Fmt Pos: 1] Sub-Account: Cast Chr
Default Percentage: .oon
Auto Spread; By Percentage: Yearly Budget: 500.000.00
Pd Percentage Budget Amount Entered
1 10.000 G0,000.00 9/15/2008
2 7.000 35,000.00 9/15/2008
3 20.000 [ 100,00000 | 9/15/2008

To allocate budgets differently in each GL period, set the Auto Spread and By Percentage fieldsto
No, then enter the percentages for each period.
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Exercise: Budgets

In QAD SE, you can:
« Enter budget amounts manually for each GL period.
- Distribute the annual budget over the periods or assign a percentage of the budget to each.
« Allow the system to cal culate the budget amount for each period based on a percentage of a
format position or another account.
1 Create abudget for an account/cost center with an annual budget divided evenly over all GL
periods.

Enter the following budget information for Entity 1000 and budget code BUDGETY'Y
(replace Y'Y with the current year). In the fields indicated by a (?) question mark, fill in the
appropriate information.

Field Value
Budget Code BUDGETYY
Account (Cost Center) 7100 (1000)
Auto Spread ?

Yearly Budget 300,000.00

Use Budget Maintenance (25.5.1).
2 Which field determines how the annual budget for account 7100 is divided?
3 Allocate the next budget to each period by percentage.

Field Value
Budget Code  BUDGETYY
Account 8400

By Percentage ?

Yearly Budget  50,000.00
Period

25%
40%
30%

5%

A W N P

4 Notice how the system calculated the budget amount based on the percentage you entered.
Which field let you allocate the budget amount to each period by percentage?

5 In next budget, specify the amounts for each period.

Field Value
Budget Code = BUDGETYY
Account 8200

Yearly Budget  125,000.00
Period 1 20,000.00
Period 2 55,000.00
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Field Value
Period 3 35,000.00
Period 4 15,000.00

6 For the next budget, the sales account has a credit balance. Enter the annual budget as a
negative amount.

Field Value
Budget Code BUDGETYY
Account (Cost Center) 3000 (0100)
Auto Spread Yes

Yearly Budget -60,000.00
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Budget Calculation

25.5.7 - Budget Calculation

Budget Calculation
# GoTo ™ Actions '| | Copy ‘| '%l Print s Preview
Enity:| 1000 A Tad 1000 Ps
Budget Cods]| | Tof |
Account| Al 1o 2]

Sub-dceount| B3] 1o 2]

CostCa O] 4]

Format Position: To:
Project| 2] Tof 2]
Effective:| =l T 3 |

Usze Budgets if noActual v
Print Budget Report:
Cumnulative Only: Output;
Batch ID:

Menu Number 25.5.7
Run Budget Calculation when expressing budgets as a percentage of actual. You must complete
this task before running comparative reports.

Budget Calculation identifies all posted transactions for the GL periods specified. It then
calculates each period's actual account or format position balance. Finally, Budget Calculation
multiplies the amount by the percentage specified in Budget Maintenance.

Example If Cost of Salesis40% of salesin agiven GL period, the system calcul ates 40% of the
total sales amount to get the budget for Cost of Sales.

Note The resulting balanceis stored, and can be modified using Budget Maintenance. However,
any changes made will be overridden the next time Budget Calculationisrun.
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Create Custom Reports

General Ledger Setup

« Set Up Project Codes
Set Up Allocation Codes

« Define the Fiscal Year
Implement Security
Create GL Daybooks

Set Up Budgets and Custom Reports
- Create Budgets
- Create Custom Reports

Use custom reports to report a subset of accounts.

Note Do naot confuse custom reports with the General Ledger Report Writer. The GL Report
Writer is a separate modul e that can be set up and used to run user-defined reports.

The GL Report Writer is covered in a separate training guide.
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Custom Reports

QUALITY PENCIL COMPANY
TRAVEL & ENTERTAINMENT

TRAVEL
7200 Travel
7200--2000 Travel
TOTAL TRAVEL

ENTERT AINMENT
7300 Entertainment

TOTAL ENTERTAINMENT

TOTALTRAVEL & ENTERTAINMENT

Activity
10/01/00 to
10/31/00

300.00

1,800.00

End of Report

glcnp.pa 25.17.13 CustomReport Print
Page: 1 QUALITY PENCIL COMPANY

Activity
11/01/00 to
11/30,/00

1,500.00
350.00

1.800.00

1,000.00

2,800.00

Date: 12/04/00
Time: 17:27:03

Yariance

1,050.00

If your company requires specialized reporting, you can create custom reports using functionsin

the Custom Reports Menu (25.17). You can set up an unlimited number of custom reports.

To create areport, set up format positions and then assign accounts, sub-accounts, and cost centers

to these format positions.

Note These positions are not related to the format positions set up in Format Position

Maintenance.

Note Thisfunction is separate from the GL Report Writer.
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Custom Report Format Maintenance

25.17.1 = Custom Report Format Maintenance

Custom Report Format Mainte.. % ‘

# GoTo ™ Actions v|  Copy ‘| I%I Print s Preview

Custom Code: reporti

Report Title: Travel and Entertainment

Format Position: 1000
ST T ravel and E ntertainmen

Sums Into:lj
Debitfd/Credifer dr_*]
Page Break After Total:
Suppress Header:

Suppress Total:
Skip Line After Total: &

Drouble-Underine Total:

Like financial reports, custom reports have a hierarchical structure that is defined by setting up
format positions—headings for grouping and totaling account balances.

Each GL account, sub-account, and cost center on the custom report is assigned to a format
position, which determines the subheading it sums into and where it prints. Accounts are listed in
alphabetical order under a subheading, and subheadings are listed in numerical order by format
position underneath a heading.

The account balance isincluded in both the total for the subheading and the total for the heading to
which that subheading belongs

Format positions control the level of detail that appears on a custom report. Internal reports can
include all the details and external reports can be summarized at a higher level. Each format
position (subheading) has alevel number signifying the number of format positions (or headings)
that print aboveit.

Although they operate similarly, format positions used for custom reports are entirely independent
from those set up in Format Position Maintenance.

The following are the key fields in Custom Report Format Maintenance:
Custom Code. Enter a custom code that uniquely identifies a custom report definition.

Report Title. Enter the title of the custom report.
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Format Position. Specify a code that identifies atitle or total line on a custom report. The
format positions used to set up custom reports are not related to the format positions used to set up
bal ance sheets and income statements.

Description. Enter a description of the format position.
Sums Into. Specify the format position under which the accounts will display.

Debit (dr)/Credit(cr). Specify debit [Dr] or credit [Cr] to identify the normal balance of
accounts summarized into the format position.

Page Break After Total. Indicate whether the printer should skip to a new page after printing
thetotal for the format position.

Set the field to Yesto insert a page break after the total for the format position.
Set the field to No to indicate that a page break is not required.
Suppress Header. Indicate whether to print a heading line for the format position.

This description prints in two places:. at the top before any accounts or other format positions
which sum into it, and following the total.

Set the field to No to indicate that the heading (that is, Current Assets) should print.
Set the field to Yes to suppress the description from printing.

Suppress Total. Indicate whether to print atotal line for the format position. This description
printsin two places: at the top of the report before any accounts or other format positions that sum
into it, and following the total.

Set the field to No to indicate that the total line (that is, Total Current Assets) should print.
Set the field to Yes to suppress from printing.

Skip Line After Total. Indicate whether the printer should skip aline after printing the total for
this format position.

Set thefield to Yesto insert ablank line.
Set the field to No to indicate that ablank line is not required.

Double-Underline Total. Indicate whether the printer should print a double underline below the
total for thisformat position.

Set the field to Yes to insert a double underline.
Set the field to No to indicate that a double underline is not required.

A single underline always prints above atotal, separating it from the amounts summed into it.
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Custom Report Account Maintenance

Assign aformat position to each GL account, sub-account, and cost center to appear on a custom
report. The format position determines the subheading the account sums into and where it prints.
Accounts are listed in aphabetical order under a subheading, and subheadings are listed in

25.17.4 - Custom Report Account
Maintenance

| Custorn Report Account Maint %

¥ GoTo ™ Actions 7| .| Copy ™ .‘:',v Print & Preview
Custom Code: report]
Report Title: Travel and E ntertainment
Line: 3
Account] [ 21 Te[ 7100
SubAccount] Tole
Cost Ctr:; | To::oe
Sums Into] 1200

numerical order by format position under a heading.

The account balanceisincluded in both the total for the subheading and the total for the heading to

which the subheading belongs.

Although they operate similarly, format positions used for custom reports are entirely independent

from those set up in Format Position Maintenance.

To simplify setting up custom reports, assign ranges of account, sub-account, and cost center codes
to any format position. If all sub-accounts and cost centers for an account are listed in the same

format position, they can leave the ranges blank.
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Custom Report Copy

25.17.8 — Custom Report Copy

Custom Report Copy X

# GoTo ™ Actions '| | Copy '| 1:‘,, Print & Praview

Custom Code to Copy: T4E

New Custom Code] T4E2 |
MNew Tile] QTD Travel and Entertair]

Custom Report Copy lets you quickly create a new custom report by copying the layout of an
existing report.

The function creates a new report, stored under the new custom code you specified, with the same
format position and account information asin the original custom report. Use Custom Report
Format Maintenance and Custom Report Account Maintenance to modify the new report.
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Custom Report Print

25.17.13 - Custom Report Print

Custom Report Print
M GoTo ™ Actions ™ | | Copy ™ l:‘rgb Print s Preview
Custom Code: report] Travel and Entertainment
Entity: 1000 To: 1000
Description:
Column 1 - Date: 1/1/2008 Too 341572008
Usze Budgets: Budget Code:
Column 2 - Date: 1/1/2008 Too 341572008
Use Budgets: Budget Code:
Sub-Account: To
Cost Cir: To
Praject: To
Suppress Zem Amounts: Level: 99
Print Y ariances: Suppress Account Codes:
Round to Mearest Thousand: Surnmarnize Sub-Accounts:
Found to Nearest Whale Unit: Summarize Cost Centers:
Reporting Currency: Print for Each Cost Chr:
oup{ier A
Batch ID 2

Print custom reports using Custom Report Print.
Thefollowing is summary of the key report print options:

Suppress Zero Amounts. Indicate whether to include accounts with zero balances on the
report. Set thefield to Yesto only include accounts with anon-zero balance. Set the field to No
to include all account, sub-account, and cost center combinations, regardless of whether they
have an account balance.

Print Variances. Set the field to Yes to compare the amount printed in column 1 to the amount
printed in column 2. The difference (variance) is calculated and displayed as an amount.

Round to Nearest Thousand. Specify the rounding accuracy to use on thisreport. Set thefield
to Yesto display al amounts rounded to the nearest thousand.

Round to Nearest Whole Unit. Specify whether or not to print decimal amounts. Set the field
to No to print decimal amounts. Set the field to Yesif you do not want to print decimal
amounts.

Level. Specify the level of detail to appear on areport. Report levels are determined based on
how you set up your report format positions. 99 indicates all levels.

Suppress Account Numbers. Specify whether to print account numbers on the financial
statements.
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Set the field to Yes to print both the account number (account, sub-account, and cost center)
and the account description on the statement beside the amount. Set the field to No to print the
account description only.

Suppress Sub-Accounts. Specify if sub-account information isto print in detail.

Set the field to No to print transaction amounts for each account and sub-account combination.
Set the field to Yes to summarize amounts for all sub-accounts within an account code.

Suppress Cost Centers. Specify whether to print cost center information in detail.

Set the field to No to print transaction amounts for each account, sub-account, and cost center
combination in the order defined for each format position.

Set the field to Yes to summarize amounts for all cost centers within an account group.
Print for Each Cost Center. Specify whether to print multiple reports—one for each cost
center.

Set the field to No to print one report, including amounts for all of the cost centers specified in
the selection criteria.

Set the field to Yes to print multiple reports, one for each cost center.
This option only applies to custom reports that have been set up without a cost center range.
Reporting Currency. When you specify areporting currency, the system converts standard

report output to that currency. This option uses the exchange rate valid for today’s date or the
rate for the effective date specified on the report.

Currency. Specify the currency to use for the report. If you specify a currency, including the
base currency, the system only selects transactions recorded in that currency. If you leave the
field blank, the system includes all transactions of any currency, converted to base currency.

To review account balances in a non-base currency, the account must be defined in the non-base
currency. You cannot review account balance information in a currency other than the base or
account currency.
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Exercise: Custom Reports

In this exercise, practice creating and printing the following operating expense report.

1 Set up the report code, title and format positions for the custom report. Unless avalue for a
field is specified, accept the default.

Field Value

Custom Code OPEXP

Report Title Operating Expenses
Format Position 100

Description Operating Expenses
Sums Into 0

Double-Underline Yes

Total

Format Position 200

Description Saaries

Sums Into 100

Format Position 300

Description Travel/Entertainment
Sums Into 100

Format Position 400

Description Other

Sums Into 100

Use Custom Report Format Maintenance (25.17.1).

2 Assign accounts and cost centers to the format positions on the customer report (OPEXP).

Field Value

Line 1

Account 7100 to 7100
Cost Center 1000 to 3000
Sums Into 200

Line 2

Account 7200 to 7200
Cost Center 1000 to 3000
Sums Into 200

Line 3

Account 7300 to 7300
Cost Center 1000 to 3000
Sums Into 300

Line 4

Account 5100 to 5100
Sums Into 400

Line 5

Account 8200 to 8200
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Field Value

Sums Into 400

Line 6

Account 8400 to 8400
Sums Into 400

Use Custom Report Account Maintenance (25.17.4).

Print the custom report to your terminal or window.
Use Custom Report Print (25.17.13).
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Use General Ledger

Use General Ledger

In this section you learn how to:

Use the General Ledgerin QAD Standard Edition
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Process Module Transactions

General Ledger Processing

+ Process Module Transactions
GL Daybooks

+ Reports and Inquiries
Close the GL

In this section you learn how to use the General Ledger in QAD Enterprise Applications.

The dlide shows a suggested processing sequence for GL transactions, based on information that
flows from one master file to another and the prerequisites that need to be accomplished.
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Module Transactions

General Ledger Processing

Process Module Transactions
Module Transactions
GLTransaction Types
Working with Transactions
Post Transactions
Unposted and Unbalanced Transactions
Allocations

GL Daybooks
Reports and Inquiries
Close the GL

A transactionisarecord of the financial effects of business activity. Transactions enter the general
ledger in one of the following ways:

- Activitiesin other modules create journal entries that are subsequently posted to the general
ledger.

« Posted transactions from other databases are imported by a consolidation domain.
GL consolidation is performed in a consolidation domain.

Adjusting transactions are recorded in the GL journal. Examples of adjusting transactions are
corrections to posted transactions and reversing entries.

- Standard transactions are entered in the general ledger to record miscellaneous activity, such
as bank charges, loans, or acquisitions.
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Module Transactions

Module Transactions

Accounts
Accounts : / :
Fixed Assets 3

Irvoice Post Purchqses
Receipls

General
Ledger

Sales Shipments Repetlitive

b

Adjustments Control

Standard Cost fMulti-Company Work Orders
L Changes 4 Consolidation

The system uses GL transactionsto record activities in the system that have afinancial effect. A
few examples of these are material receipts, sales order shipments and customer payments. GL
transactions are created throughout QAD SE.

 You can enter GL transactions directly into the general ledger, asjournal entries.

« Manual journal entries are used to record other activities unrelated to manufacturing or
distribution, such as payroll accruals.

- Transactions are created as unposted transactions; they do not have an immediate effect on GL
accounts.

« When posted, GL transactions can be exported to another database for consolidation with
transactions from other corporate entities.

« You cannot delete posted transactions.

IMventory ) i Shop Floor ]
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Elements of a Transaction - GL Reference

Elements of a Transaction — GL Reference

glutrrp.p 1 25.13.14 Unposted Transaction Register Date: 03/03/96

Page: 2 Quality Produects Corp. Time: 13:28:21

GL Reference Entered EffDate UserID Line Ac¢count Project Enty Description Amount Cur
AP990303000004 03/03/99 03/03/96 ABM 1 2100-10-1000 ADV94 1000 AP Voucher -100.00 USD

2 5100-10-1000 ADV94 1000 PURCHASES (EXPENSED) 100.00USD

0.00 USD

GL Reference

| AP(080303000004 —LNextsequential

tfransaction
number

Transaction :

Type Effective
Date

Whenever atransaction is created, the system automatically assignsit a 14-character GL reference
number with the following format.

<transaction types><yr><mm><dd><transaction number>

The transaction type is determined by the module in which the transaction is created.

For transactions created in other modules, such as sales order, purchase order, and AP, the date
portion of the GL reference is the effective date of the transaction. For transactions created in the
General Ledger module, the system date serves as the date portion of the GL reference.

The sequence is determined by the setting in the Daily/Continuous Reference Sequencefield in
GL Control (25.24).
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Elements of a Transaction = Distribution Lines

2 5100-10-0200 FROMOI I1ono| Purchases (Expensed)

Account,
Sub-Account,
Cost Center

Project

Entity

GL Reference  Batch Eff Date Entered User ID Total Corr
JL010410000001 04/10/01 04/10/01 myc 0.00 no
Line Rccount Project Enty Description Fmount Cur
1 2100-10-0200 PROMQ 1000 AP Voucher =100.00 USD
100.00 USD

GL-PR-060

Distribution lines are other elements of GL transactions, and are composed of the account

information, project, and entity, along with the amounts and the currency of the transaction.

Distribution lines carry debit and credit information for the accounts.

You enter amounts for sales, freight, and tax accounts on memo distribution lines.
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GL Transaction Types

General Ledger Processing

+ Process Module Transactions
- Module Transactions
- Gl Transaction Types
- Working with Transactions
- Post Transaction
- Unposted and Unbalanced Transactions
- Allocation
. GL Daybooks
« Reports and Inquiries

» Close the GL

Transactions created throughout the system are created as different transactions types. These types
are assigned by the module in which the transaction occurs.
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GL Transaction Types (IC, JL, YA)

GL Transactions Types (IC, JL, YA)

Type Module Activity Menu Function
| Phivsical Inventory | Inventory balance updates 4.21
Purchasing Receipts 5.13.1
Returms 5187
Sales , Shipments and returns 7.9.05,7.9.12
Orders/Invoices , ,
Pending Invoices 7131
RIS R it 11.7.3.1
Service Support elce|p :
RTS Shipments 11.7.3.14
RiMA Receipts T30 18
RMA Shiprnents 117818
JL Distribution Plan Distibution Order Shipments 121722
Distribution Order Receipts T20:5.28
Product Product Structure Cost Roll- 13.12.13
Structures Up

The next five dides show the GL transaction types created in QAD SE, and the activities and menu
functions that create the transactions.

- |C transactions update inventory balances, such asinventory issues and receipts, sales order
shipments, purchase order receipts, work orders, and repetitive labor reporting.

- JL (standard) transactions are used to:
« Correct unposted transactions from other modules.
- Enter beginning bal ances during implementation.
« Enter values for memo and statistical accounts.

YA transactions are used to make year-end adjustment transactions effective on the last day of
the previous fiscal year. The last GL period of the previous year must still be open.
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GL Transactions Types (IC, JL, YA)

GL Transactions Types (IC, JL, YA) -

Continved

Type |Module Activity Menu

Function

JL Routings/\Wark Routing Cost Rol-Ups 141313
Centers Cost Set Copy to Cost Set 30.3
Cost Management Updates to site cost plans 30,153
General Ledger Updates toitem element costs | 30.17.5
Cash Management Standard Transactions 25.13.1

Standard Transactions 3113
A General Ledger Year-End Adjustment 25.13.5
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GL Transactions Types (AR, AP, CS, FX, IC)
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GL Transactions Types (AR, AP, CS, FX, IC)

Type | Module Activity Menu Function
AR Accounts DR/CR memos 271
Receivable FPayrments 27.64,27.69
Cash Managerment Returmed Checks 27
Cash Managerent Drafts 27.6.20,27.6.22,27.6.24
Finance Charges 27,12
FPayments 3113
AP Accounts Payable Confirmed Vouchers 28.1
FPayrments 28.9.9,29.9.10
Voided Checks 28.2.158
Cash Management Reconciliations al.13
CS General Lledger Tramsaction 25.13.11
Consolidation

- CStransactions are used when posting from closed periods condensed to save disk space.
« FX transactions are used to revalue amounts in non-base currency accounts based on the

exchangerate in effect at the end of a GL period. Foreign Exchange Revaluation (25.13.9 or
25.19.13) creates transactions for unrealized gains or losses that are posted to the unrealized
exchange rate gain and loss accounts associated with the currency in Currency Account
Maintenance (26.7).
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GL Transaction Types (AR, AP, CS, FX, IC)

GL Transactions Types (AR, AP, CS, FX, IC) -

Continved
Type | Module Activity Menu Function
B Senercl Ledger Foreign Exchange 25.13.90r 252913
Rewvaluations
Iz [tems/Sites ltferm Cost Revaluation 1.4 (menu)
IMventory Control Transfers 2.4 [menu)
lssues 3.7,3.8
Receipts 3.9-3.13
Cycle Counts 3.14
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GL Transactions Types (RA, RV, SO, WO, XX,
XY, YR)
Type | Module Activity Menvu Function
RA General Ledger Retroactive Transactions 2513.2
RY General Ledger Reversing Transactions 2513.3
SO Sdles Posted Invoices 7134
Orders/Invoices
WO Works Orders Component lssues 1&6.10
Receipt Backflush 16.12
Accounting Close 16.21
Shop Floor Control Labor Feedback Transactions | 17.1-17.3
Nor-production Labor 17.4
Operation completions 17.5
Repetitive/ Advance | Setup, Labaor, rework, reject, 18.13-18.1%9
d Repetitive scrap, and downtirme 18.22 (menu)
reporting 18.12
Quality Curmorder accounling close | g7
Management Quality Orders 1911
Quality Orders results entry

+ RA (Retroactive) transactions are used to make adjustments to closed GL calendar years.
These transaction types are rarely used.

« RV (Reversing) transactions are used to record accrual entries. The system automatically
creates the reversing entries for the first day of the next period.

« SO (Sales Orderg/Invoices) transactions are created by Invoice Post (7.13.4).
« WO (Work Orders) transactions are created by Work Order Accounting Close (16.21).

« XX transactions are imported transactions in the consolidation domain created by Transaction
Import (25.19.15).

« XY transactions are revalued imported transactions created by Imported Transaction
Revaluation (25.19.17).

YR transactions are one-sided entries that update retained earnings from the year’s net profit
and loss.

MNQAD



134  Training Guide — General Ledger

GL Transaction Types (RA, RV, SO, WO, XX, XY, YR)

GL Transactions Types (RA, RV, SO, WO, XX,
XY, YR) - Continved

Type | Module Activity Menvu Function
bt General Ledger Transaction lmport 2519.148
®Y General Ledger Imported Transaction 251917

Revalugtion

YR General Ledger Transaction Year-End Close 2513.12
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Working with Transactions

General Ledger Processing

Process Module Transactions

- Module Transactions

- GLTransaction Types

- Working with Transactions

- Post Transactions

- Unposted and Unbalanced Transactions
Allocation

« GL Daybooks
Reports and Inquiries
« Close the GL

This section describes the different types of transactions that you can work with in the general
ledger.
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Standard Transaction Maintenance

25.13.1 = Standard Transaction Maintenance

Standard Transaction Maint * |
d GoaTo - Actions "  Copy '| 'g} Frint & Preview
GL Reference: AP080911005448 Type: AP Effective: 9/411/2008 Period: 942008
Curency: eur Contrak 175.00 Baze Total: n.oo
Daybook: sys Ertry Mumber: 000015631
Carrection:
Line Accaunt Project Erty Diescription Cun Arnount
3| Account Information 1000 AP Reconciia Bur 0.00
Account] |
N |
Costu] 7]
L —)

Menu Number 25.13.1

Manual journal entries (type JL) are created in Standard Transaction Maintenance.

Standard transactions are used to:
» Enter GL account balances from your previous system during implementation
- Balances can be transferred electronically, or entered manually.

« When starting from the current GL period, enter ending balances from the prior GL
period.

- If starting mid-year when details for the current year are needed, enter the period year
closing balances, close the year, and then enter detailed transactions for the current year or
enter transaction totals for each month.

Enter miscellaneous GL transactions.

Correct unposted transactions.

Create adjusting entries for posted transactions.
Update values in memo and statistical accounts.

°
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Standard Transaction Maintenance allows you to change amounts and accounts (in addition to sub-
accounts, cost centers, and projects, if used) for unposted transactions. However, you cannot
change posted transactions. If you find a mistake in a posted transaction, you can correct account
balances using a standard transaction if the posted transaction is in the same fiscal year, and the
year is open.

Note An unbalanced transaction is a transaction outside the posting parameters. For example,
debits and credits that do not balance; one-sided transactions; transactions containing an invalid or
inactive account, sub-account, or cost center; or an invalid combination of account, sub-account,
or cost center.
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Reversing Transactions Maintenance

25.13.3 - Reversing Transaction Maintenance

Reversing Tranzaction Maint * ‘

# GoTo - Actions '| I Copy '| ‘%l Print a] Preview
GL Reference: RY0S031 6000001 Effective: 3/16/2008 Period: 3/2008
Reversat 10/1/2008 Perind: 10/2008
Currency: eur Cantral, 2o Base Tatal: 0.an

Dapbook: test-1 Entry Murber:

Correction;

In accrual accounting, revenue is recognized when earned rather than when received. Expenseis
recognized when benefits associated with the payable are received rather than when payment is
due. The portion of arevenue or expense that isincurred, but not yet realized, is considered an
accrual.

Reversing Transaction Maintenance is used to enter accruals, such as end-of-period payroll. When
reversing transactions are entered, the system cal cul ates a corresponding reversing transaction that
is effective the first day of the next GL period. Transaction type RV is assigned to reversing
transactions.

Note You can also create reversing transactions in the Standard Transaction Maintenance
(25.13.1), but the system does not automatically create the reversing entry.

Both the current period and the subsequent GL period must be open to post reversing transactions.
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Transaction Copy

25.13.4 - Transaction Copy

Transaction Copy X
# GoTo ™ Actions v| U Copy T -5:‘.: Print s Preview
GL Reference to Copy: JLOBOF21000001 Mew GL Reference: JLOB0916000002
Daybook: el-dy Entry Mumber:
Mew Effective Date: 3/16/2008 Period: 9/2008 Carrection;
Mew Reversal Date: Periad: Output:

Use Transaction Copy (25.13.4) to copy a posted transaction and to create a transaction with a new
GL reference code and effective date. Thisfunctionisespecially useful for setting up templatesfor
recurring entries, such as depreciation. You can enter a transaction with zero amounts as the
template, then copy and modify the transaction as needed.

The new transaction will have a GL reference number and effective date for the first day of the
current period. Only posted transactions with atype JL or RV can be copied.
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Post Transactions

General Ledger Processing

« Process Module Transactions
- Module Transactions
- GLTransaction Types
- Working with Transactions
Post Transactions
- Unposted and Unbalanced Transactions
Allocation

« GL Daybooks
« Reports and Inquiries
Close the GL

The general ledger isarecord of all transactions that occur in an entity. It is maintained by
recording debit and credit transactions in a process known as posting. After transactions have been
posted, the balance in each account is updated.
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Transaction Post

Transaction Post

Transaction Post X

# GoTo ~ Actions ~| .| Copy 7| &) Print A Preview
Entity] 1000 2] Tod 1000 5]
Effective] 17172008 | To[9N672008 =]
Fransaction Type[JL |
Daybook{|

Post Transactions: v

Output
Batch ID:

¥

You can post transactions by
effective date range or
framsaction type

After you have reviewed unposted transactions for accuracy, you can post them to the general
ledger using Transaction Post.

Transaction Post (25.13.7 or 25.19.16) updates GL account balances and transfers valid unposted
GL transactions from the unposted transaction file (glt_det) to the GL history table (gltr_hist). The
history table is the source of information for printing financial statements. Unposted transaction
amounts are not summarized on statements. You can post transactions by effective date range and
transaction type.

To print a posting report prior to posting the transactions, set the Post Transactions field to No.
When Post Transactionsis set to No, the function does not post transactions; it only generates a
report. Allocation codes are shown as exploded on the report.

The audit trail is generated only at posting; you cannot reprint it afterward. The audit trail lists all
transactions that posted. Transactions that do not post are printed on the report and marked as
“unbalanced.”

To post al types of transactions, leave the Type field blank.

Note You should only post the previous day's transactions to prevent posting an incomplete
batch.

You cannot modify posted transactions. Make any changes to account balances using adjusting
entries or by processing areversing transaction in the sub-module.
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Unposted and Unbalanced Transactions

General Ledger Processing

Process Module Transactions

- Module Transactions

- GLTransaction Types

- Working with Transactions

- Post Transactions

- Unposted and Unbalanced Transactions
Allocation

« GL Daybooks
Reports and Inquiries
« Close the GL

This section describes how to correct and post unposted and unbalanced transactions.
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Unposted Transaction Inquiry

L] -
= Jynposiea iransacrion inquir
L] L]
Unposted Transaction Ingquiry -. =
n Unposted Transaction Inquiry 09/16/08
QAD
GL Reference Batch Cur  Unb Only Qutput
APOB0I0BO0EA0T eur no PAGE
[ GL Reference  Batch Eff Date Entered User ID Total Corr
Unposted Transaction Inquiy X OO R AL L R A T OO .5 o )
7 > = R R APOB0208006407 £918 09/08/08 09/08,/08 mfg 0.00 no
® GoTo ™ Actions ~ Copy = | =) Print & Preview
Line Account Project Enty Description Amount Cur
1 2100--0002 sskl -1,175.00 eur
Batch Cur Unb Onky 2 5101 phdl purchase 1,000.00 eur
3 1202 sskl AP Voucher 1,000.00 eur
4 1202 phdl AP Voucher =1,000.00 eur
5 5101 sskl purchase 175.00 eur
GL Reference Eatch Eff Date Entered User ID Total Carr
APOB0DS0S006408 919 09/08/08 09/08,/08 mig 0.00 no
Line Account Project Enty Description Seount Cur
1 2100--0002 sskl =1,180.00 eur
2 5101 phdl purchase 1,000.00 eur
3 1202 sskl AP Voucher 1,000.00 eur
4 1202 phdl AP Voucher -1,000.00 eur
§ 5101 sskl purchase 180.00 eur
GL Reference Batch Eff Date Entered User ID Total Corr
APQB0308006409 EI20 09/08/08 05/08/08 mfg 2.00 no
Line Account Project Enty Description kmount Cur
1 2100--0002 S5kl -2,350.00 eur
2 5101 phdl purchase 2,000.00 eur
3 1202 ssk1l AP Voucher 2,000.00 eur
4 1202 phdl AP Voucher -2,000.00 eur
5 5101 sskl purchase 350.00 eur

Most GL transactions originate from purchasing, sales, and other activities outside the GL. Before
making changes to the general ledger, the system collects all transactions created during sales and
manufacturing activities in an unposted transaction table. You can review transactions to ensure
that amounts, accounts, and dates are correct. Once transactions are verified, post them to update
GL account balances.

Note You cannot close a GL calendar period if unposted transactions exist.

Review unposted transactions before posting them to the general ledger to correct any unbalanced
transactions or incorrect amounts.
To review unposted transactions, use:
» Unposted Transaction Inquiry (25.13.13), which displays alist of transactions on the screen.
« Unposted Transaction Register (25.13.14), which prints areport listing unposted transactions.

You can select transactions by:
» GL reference number
 Batch number
» GL Transaction Type
The Unposted Transaction Register has additional selection criteria, such as the date entered and

the effective date. One good way to determine potential problemsis to select unbalanced
transactions only. Unbalanced or invalid transactions will not post.
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Causes of Unbalanced Transactions

Causes of Unbalanced Transactions

Domainléccount Contral %

® GoTo = Actions ‘I . Copy '| .‘:'., Print A Preview

| Werily GL Accounts: |
Base Currency] eur |
Entity: 1000 A

Bank Acct Validation |

Default Systern Language:iuus / |
Audit Trait ¥

Setfingthisfield o Yes
reduces number of -
imvalid transactiors

To be posted, transactions must:

« Reference active accounts, sub-accounts, cost centers, and projects that are valid in
combination with each other.

 Be balanced, with debits equaling credits.

 Be balanced within entities when Balanced Entitiesis Yesin General Ledger Control.

» Occur in an open GL period.
Transactions that do not meet these criteria are considered unbalanced and remain in the unposted
transaction table. To identify unbalanced transactions for correction, use Unposted Transaction
Inquiry (25.13.13) or Register (25.13.14).
The main causes of unbalanced or invalid transactions are:

« Aninvalid or inactive account, sub-account, cost center, or project code.

« A transaction effective date that isin a closed GL period or year.

 Debitsthat do not equal credits.

Even if atransaction is balanced, you might still need to correct it if the wrong account, sub-
account, cost center, or project code was used.

Set Verify GL Accountsfield to Yes when you begin to process GL transactions. This step ensures
that only valid account, sub-account, cost center, or project combinations are entered on
transactions.
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Correcting Unbalanced Transactions

Correcting Unbalanced Transactions

Yes
—| Post Transaction

Review Unposted
Transactions

Transaction OK?

Eoiice]
——| Transaction in
No Sub-Module

There are two options for correcting transactions created in modules outside the GL module.

You can correct the transactions in the originating modul e by processing another transaction to
reverse the origina and then process the correct transaction. This step provides an audit trail, and
ensures that the sub-module and the GL remain synchronized.

You can correct the transactions in the GL modul e using a standard transaction. The updated GL
accounts no longer match the transaction history from the sub-module; you must consider this
issue when reconciling. If you made the change in the GL module, other records (for example,
sales analysis, commission records, and inventory balances) will not be updated.

If atransaction is unbalanced or has an incorrect amount and must be corrected, it is recommended
that you make the correction in the source module, rather than the general ledger. Corrections
made to transactions in Standard Transaction Maintenance (25.13.1) only change the transaction.
The source module is not affected.

For example, if an AR payment has an incorrect amount, and you change the transaction in
Standard Transaction Maintenance, it will only be changed in the GL. The AR Aging reports still
shows the original, incorrect amount.

To globally prevent correction transactions in the General Ledger module, set the Allow Changes
to Module Transaction field to No in General Ledger Control (25.24). You can also restrict
corrections to specific GL accounts by setting the Sub-Module Entries Only field to Yesin
Account Code Maintenance (25.3.13).
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Allocation

General Ledger Processing

+ Process Module Transactions
- Module Transactions
- GLTransaction Types
- Working with Transactions
- Post Transactions
- Unposted and Unbalanced Transactions
- Allocation
- GL Daybooks
« Reports and Inquiries

- Close the GL

Allocation lets you automatically apportion amounts between several accounts, sub-accounts, cost
centers, and projects.
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Allocation Code Maintenance )\|

Allocation Codes and Posting

M GoTo ™ Actions '| | Copy '| d;:‘.,- Print a] Preview
Allocation Code:] (=8N
Description: Rent Alocation
Account Sub-Acct CC Project
1040 o
1040 Voucher Maintenance *
1040
1040 Batch / Voucher
1040 Balch: 10012
Voucher. 122162 usd
Distribution
Ln  Account SubAcct

1 BRENT

® GoTo ~ Adtions * | Copy =| & Print & Freview

Transactions that allocate an amount among severa accounts can reference an allocation code

rather than individual accounts, sub-accounts, cost centers, and projects. The system then

automatically distributes the amounts to allocation accounts when the transactions are posted.

To simplify data entry, use Allocation Code Maintenance (25.3.23) to define codes that allocate
fixed percentages of expensesto different accounts, sub-accounts, cost centers, and projects. You

can specify an allocation code anywhere you can enter an account.

During posting, any transactions that reference allocation codes are posted to the appropriate
accounts. For example, if you posted $100 to the allocation code Utilities, and it was distributed
with 30% to the utilities account in department 100 and 70% to department 200, two account

postings would be made.

MNQAD



148 Training Guide — General Ledger

Allocation Codes and Posting

Allocation Codes and Posting - Continued

25.13.7 Transaction Post

Line Account Project Enfity Description Amount Cur
1 RENT 1000 Rent for Departments 0.00 USIj

2 1040 1000 Rent for Depdrtments -10,000.00 USD

3 8300--1000 1000 Rent for Departments 3,000.00 USD

4 8300--2000 1000 Rent for Departments 1,000.00 USD

5 8300--3000 1000 Rent for Depdrtments 1,000.00 USD

6 8300--5000 1000 Rent for Departments 5,000.00 USD
0.00 USD

Prior to posting, it ishelpful to print the posting report with Post Transactions set to No so that you

can preview how the alocation codes distribute amounts to individua accounts.

When the allocation code is exploded, the amount to the allocation code is set to zero, and the
amount is distributed among the appropriate accounts.
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Important The data used in these exercises may not be the same as the data shown in the screen
capturesin this lesson. You must have completed all the setup exercises before you can work on

the processing exercise.

Load Beginning Balances

In this exercise, you enter GL opening balances.

1 Enter aJL transaction using the following data. Today’s date is the effective date. Set the
control amount to $470,500.00.

Account Sub-Account  Cost Center Description Amt (USD)

1040 YTD Balance 100,000.00
1050 YTD Balance 30,000.00
1060 YTD Baance 45,000.00
1200 YTD Balance 60,000.00
1500 YTD Baance 90,000.00
2100 YTD Baance -48,500.00
2400 YTD Baance -5,500.00
2700 YTD Balance -50,000.00
2800 YTD Balance -90,000.00
3000 0100 YTD Balance -250,000.00
3000 0200 YTD Balance -26,500.00
3900 0100 YTD Balance 4,500.00
3900 0200 YTD Balance 2,000.00
4100 YTD Baance 3,000.00
6300 YTD Balance 1,500.00
7100 YTD Baance 50,000.00
7200 2000 YTD Baance 12,000.00
8200 YTD Balance 20,000.00
8300 YTD Baance 20,000.00
8400 YTD Balance 32,500.00

Use Sandard Transaction Maintenance (25.13.1).

2 Review and post your JL transaction.
Use Unposted Transaction Register (25.13.14) and Transaction Post (25.13.7).
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Reversing Transactions
In this exercise, you practice reversing transactions.

1 Create areversing transaction using the datain the table. The current date is the effective date,
and the control total is $85,000.00.

Account Cost Center Description Amt (USD)

7100 1000 Salaries 25,000.00
7100 2000 Sdaries 50,000.00
7100 5000 Salaries 10,000.00
1040 Sdaries -85,000.00

Use Reversing Transaction Maintenance (25.13.3).

2 Review thetransaction just entered. What isthe prefix of this transaction? Notice the reversing
entries were automatically created by the system.

Use Unposted Transaction Inquiry (25.13.13).

3 Post the transactions.
Use Transaction Post (25.13.7)
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Daybook Reports

General Ledger Processing

Process Module Transactions

Daybooks
- Daybook Reports
Central Daybook Reports

Correct Posted Transactions
GL Reports and Inquiries
Close the GL

Daybooks, also known as journals, are specialized, user-defined views of the general ledger.
Create daybooksto group GL transactionsto satisfy legal reporting requirements or for organizing
GL reporting in amanner consistent with common business practices. Daybooks are generally
used in Eastern and Central European countries.
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Daybook Reports

25.8 - Daybook Reports

3 Applications

[ Menu Search ]

% Defaul Daybock Maintenance =
=y Default Daybook Browse
[& Daybock Report Official ‘
[ Daybook Report Trial
[ Central Daybook Report Dfficial
: Q Central Daybook Report Trial
: a Daybook GL Trans Ing by Account
: Q Daybook Transaction Register
[3 Daybook Inquiry with Dril-Down
% Master Comment Maintenance [+

[Lm

You can only view posted transactions in inquiries and daybook reports, such as the following:
+ Daybook Report Official
« Daybook Report Trial
» Central Daybook Report Official
» Central Daybook Report Trial
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Daybook Report Trial

25.8.14 - Daybook Report Trial

Daybook Report Tral

o GoTo = Actions = Copy =| = Print % Preview
Erity] 1000 Ted 1000
Effective . Tol 't
Diybock Type! Tel
Daybook] Tof

Suppress Emply Dapbooks

Deladed Sublotsling ¥

Davbook Report Trial - G620 X
Reporting Cumency !

n Daybook Report Trial 09/,
QAD coli41 RAD eB2.1 DEMO1
Official Page Humber: 1 Printing: yes Reporting Currency: eur
Exchange Rate:

Daybook: cvevew  my daybook

Eff Date Emtry Number Enty Account Sub-Acct CC  Project T DR Amount CR Amount]

01,09,/08 000012378 1000 1023 1c 100. 00 000

01,/08/08 000012375 1000 1033 Ic o.00 100,00
01,/09/08 000012383 1000 1033 Ic 200,00 0.00]
01,/08/08 000012384 1000 1033 Ic Q.00 200 . 00
01,/09/08 000012402 1000 1033 i< ©0.00 0,00
01,/09/08 000012403 1000 1033 Ic Q.00 8000
01,/03/08 000012404 1000 1033 Ic 3.20 0.00
01,/09/08 000012405 1000 1033 Ic 0.00 3.20]
01,/09/08 000012417 1000 1033 Ic 500,00 000
01/09/08 600012420 1000 1031 IC 8.00 500,001

The Daybook Report Trial creates atrial report listing daybook entriesin detail form. A separate
line appears on the report for each GL transaction. Unlike official reports, atrial report displaysall
datawithin the selection criteria, but does not update official page and entry numbers. A tria
report is not recorded as an officia report.

Thetria report prints the same information that prints on an official report.
The report selection criteria
Entity. Specify the entities to include in the report.

Effective. Specify the date range for including GL transactions with effective dates within this
range. Daybook types are set up in Generalized Code Maintenance (36.2.13) and assigned to
daybooks in Daybook Maintenance (25.8.1).

Daybook Type. Specify the daybook typesto include in the report.

Daybook. Specify daybooks to include in the report. Daybooks are defined in Daybook
Maintenance (25.8.1).

Suppress Empty Daybooks. Determines whether to print daybooks that have no transactions.
Set the field to Yes to exclude empty daybooks from the report. The default is No.

Sup Detailed Subtotaling. Set the field to No to display activity totaled by account only. Set
thefield to Yes to provide subtotals for each account, sub-account, cost center and project
combination.

MNQAD



154  Training Guide — General Ledger

Reporting Currency. Generate the report in any currency, regardless of the currency of the
transactions.

If the report shows base currency amounts, then these base currency amounts are translated to the
reporting currency The conversion uses either the current exchange rate valid for today’s date, or
the rate for the effective date selected on the appropriate report.

If the conversion involves EMU currencies, triangulation is used.
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Daybook Report Official

25.8.16 — Daybook Report Official

Daybaok Repon Official
W GoTor '« Adions *| L Copy=| U Print 2 Preview
Entity] 1000 Te 1000
Etfective: =] Ta =
Daybook Type: Ta
Dagbook| ] To

Supprezs Empty Daybosks

Deladed Sublotaling ¥
Drait/Qfficial Dratt v
Frepoding Cumnency:

Daybook Report Official - 41 X

n Daybook Report Official 09/1
QAD coli41 RAD eB2.1 DEMO1
Official Page Number: 1 Printing: yes Reporting Curréncy:  eur

Exchange Rate:

Daybook: cvovey  my daybook

Eff Date Entry Number Enty Account Sub-Acct CC  Project T DR Anount CR Amount
01,/09,/08 000012378 1000 1033 1 100.00 0.00
01/09/08 000012379 1000 1033 Ic 0.00 100.00
01,/09/08 000012383 1000 1033 I 200.00 0.00
01/08/08 000012384 1000 1033 c 0.00 200.00
01,/09/08 000012402 1000 1033 b i &0.00 0.00
01/09/08 000012403 1000 1033 1c 0.00 80.00
01/09/08 000012404 1000 1033 Ic 3.20 0.00

The Daybook Report Official creates an official daybook report that lists all the daybook entriesin
detail.

 Only posted GL transactions are listed

+ GL transactions are listed sequentially

+ Each GL transaction prints on a separate line

» Only datanot printed on an earlier official report is printed

The report displays:
- Effective Date
 Entry Number
» GL Account
» GL Account Description
» Debit Activity
« Credit Activity
- Official page number
- Daybook Code
» Daybook Description
« Correction transactions
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Note Negative amounts appearing in the debit and credit columns indicate that the entries are
correction transactions.

Reports are printed based on the selection criteria. The selection criteriafor the Daybook Report
Official are the same as those for the Daybook Report Trial, with the exception of the following
field:
Draft/Official. Determines whether the report isadraft or an official report.
- Draft displays the same information as official, but not recorded as official.

- Official displays any data, according to selection criteria, that has not printed on a previous
official report.

This option updates page and entry numbers.
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Central Daybook Reports
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General Ledger Processing

Process Module Transactions

Daybooks
- Daybook Reports
- Central Daybook Reports

« Correct Posted Transactions
« GL Reports and Inquiries
« Close the GL
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Central Daybook Report Trial

25.8.17 — Central Daybook Report Trial

| Central Daybook Report Trisl X
@ GoTo ™ Actions | L Cupy'i = Print s Preview

Eny[E ] Tof 1000

Dagbook Type | T |
Daybook:| Taf
Suppress Emply Dagbooks:
Rlspoeting Cinercy) Central Daybook Report Trial - *'i
ﬂ Central Daybook Report Trial
QAD coli4l RAD eB2.1 DEMO1
Official Page Number: 1 Printing: yes Reporting Currency:  eur
Exchange Rate:
Daybook Type Daybook Desc Account DR Amount CR Amount
cvovoy  my daybook 1040 100.00 120.00
1200 183,446.50 183,446.50
1201 460.00 1,566.50
1400 10.00 0.00
1500 521,012,126.62 118,316,662.35
1501 55.00 616.52
1562 3,000.00 5,100.00
1503 5,716.52 3,055.00
1530 6,423.67 1,714.50
1540 6,478,326.00 11,078, 940. 70
1550 121,265,031.68  170,327,385.24
1600 494,724.93 792,353.05
2200 59,150.90 4,878,208.73

The Central Daybook Report Trial creates atrial summary daybook report. Unlike an official
report, atrial report displays all data within the selection criteria, but does not update the official
page number. A trial report is not recorded as an official report.
The following information is displayed in each report type:

- Daybook Type

» Daybook Code

« GL Account

» GL Account Description

» Debit Activity

+ Credit Activity

Reports are printed based on the selection criteria. The selection criteriafor the Central Daybook
Report Trial are the same as those for the Daybook Report Trial.
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Central Daybook Report Official

25.8.17 = Central Daybook Report Officidl

Ceritral Daybook Report Official

# GoTo = Hctions Copy =| & Print s/ Preview
Enity] 1000 ] Ted 1000 ;
Elfective - o =l
Daybook Type] Te
Daybeack: Te
Suppress Emply Daybook s
OraltOifciat] st =] ‘Cenbfal Daybook Report Officia_ * |
PRrepoiting Currency ;o
n Central Daybook Report Official
QAD coli41l RAD eB2.1 DEMO1
Official Page Number: 1 Printing: yes Reporting Currency: eur
Exchange Rate:
Daybook Type Daybook Desc Account DR Amount CR fmount
cvevew  my daybook 1031 108,531.20 108,531.20
1040 100.00 120.00
1200 216,378.58 216,378.58
1201 2,923.00 1,566.50
1400 10.00 0.00
1500 1,789,564,255.32 126,694,551.40
1501 55.00 616.52
1502 3,000.00 5,100.00
1503 5,716.52 3,055.00
1530 6,423,867 1,714.50
1540 6,481,326.00 11,078,940.70
1550 121,272,740.78  229,663,143.01

The Central Daybook Report Official creates an official summary daybook report. An official
report displays only the data not printed on previous official reports and updates the official page
number. Before running an official report, you can run a draft report to review the data for
accuracy. The draft displays the same information as an official report, but it is not recorded as an
official report.
The following information is displayed in each report type:

- Daybook Type and Code

« GL Account and Description
Debit Activity
Credit Activity
Officia Page Number

°

Reports are printed based on the selection criteria. Reports are printed based on the selection
criteria. The selection criteriafor the Central Daybook Report Official are the same asthose for the
Daybook Report Tria, with the exception of the following field:
Draft/Official. Determines whether the report isadraft or an official report.
- Draft displays the same information as official, but not recorded as official.

- Officia displays any data, according to selection criteria, that has not printed on a
previous official report. This option updates page and entry numbers.
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Exercise: GL Daybooks Trial and Official

In this exercise, you use Inquiry by Account with Drill-Down (25.13.20) to list daybook entries,
and run trial and official daybook reports.

1 For thefollowing information, review alist of posted transactions for a particular daybook.

Field Value
Account 1040
Effective Today’s date
Transaction Type <blank>
Daybook SYSTEM
Output Page

Use Inquiry by Account with Drill-Down (25.13.20).

2 Run atrial daybook report for daybook SY STEM. Print the report to Page.
Use Daybook Report Trial (25.8.14).

3 Runan official daybook report for the same daybook. Output the report to Page.
Use Central Daybook Report Official (25.8.16).

4 Runatria central daybook report for daybook SY STEM.
Use Central Daybook Report Trial (25.8.17).
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Correct Posted Transactions

General Ledger Processing

+ Process Module Transactions
Daybook Reports

- Correct Posted Transactions
GL Reports and Inquiries
Close the GL

Posted transactions cannot be changed. To correct errors in posted transactions, use adjusting
transactions or correction of accounting (COA) transactions. If the GL period is closed, you must
first reopen the GL period in GL Calendar Maintenance (25.3.4).
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Correcting Posted GL Transactions: COA Transactions

Correcting Posted GL Transactions

Standard Transaction Maint fv'|
# GoTo ™ Actions ‘| I Copy '| %! Frint s Preview
GL Reference: JLOBOS16000003 Type: JL Effective: 9/16/2008 Period: 972008
Currency: eur Contral: 400.00 Baze Total: -400.00
Davbook: ysa Entry Mumber:
Comection
Line Account Project Enty Description Cur
1 3000 1000 Incomect Tra eur
2 1200 1000 Inconect Tra Bur

Indicates if
transactionis
COA, ornon-COA
transaction

Correcting posted transactions is a common business practice and legal requirement in many
Eastern European countries because of audit trail and backup paperwork. The COA operation is
preferred in some countries because it provides a clearer view of how debit and credit activity are
affected by corrections. This operation corrects posted GL transactions by generating new
transactions that reverse previous debit and credit activity.

You can enter COA transactions using:
« Standard Transaction Maintenance (25.13.1)
 Reversing Transaction Maintenance (25.13.3)
« Retroactive Transaction Maintenance (25.13.2)
When the Correction field is set to Yesin Standard Transaction Maintenance, in each line under

the reference number, the system applies the negative amounts to debit accumulation and the
positive amounts to the credit accumulation in Account Balance Detail.

When the Correction field is set to No, the system applies the entered amounts based on the
amount sign. Negative amounts are assigned to credits and positive amounts to debits. The default
isNo.
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Differences between COA and Non-COA Transactions

Differences between COA and Non-COA
Transactions

(Standard Transaction Maintenance)

Line Account  Description Armount
] 5100 office supplies 1000.00
2z 1040 office supplies -1000.00

Posted as a regular
fransaction

Account Balance Detail

Period Feriod
Account Description Activity Debits  Activity Crediits Postedas a COA
1040 Cash 1000.00 fransaction

.
5100 Expersed Purchoses 1000.00

Account Balance Detail
o Period Pericd
Account Description Activity Debils Activity Credits
1040 Cash “1000.00
5100 ExpersedPurchases -1000.00

M QAD

The COA operation corrects posted GL transaction by posting a transaction that reverses how
debits and credits are normally posted.

This step is different from using an adjusting entry to debit a (hormal) credit account, and credit a
(normal) debit account.
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Exercise: COA Transactions

You can correct GL transactions using Standard Transaction Maintenance, Reversing Transaction
Maintenance, or Retroactive Transaction Maintenance. In this exercise, you create a transaction to
be corrected, correct a posted transaction, view unposted correction transactions, and review the
posted transactions.

1 Createatransactionin Standard Transaction Maintenance using the following information and
a control amount of $1000.00.

Field Valueto Enter
Line 1

Account 3000

Description incorrect transaction
Amount 1000.00

Line 2

Account 1200

Description incorrect transaction
Amount -1000.00

Use Sandard Transaction Maintenance (25.13.1).

2 Post the transaction to the default daybook for JL transactions.
Use Transaction Post (25.13.7).

3 Thefirst transaction was “erroneously” entered and posted as a debit (instead of a credit) to the
sales account, and a credit to the accounts receivable account (instead of a debit).

Enter a correcting transaction to reverse the original incorrect transaction. In the line detail,
enter the following:

Field Valueto Enter

Line 1

Account 3000

Description <original reference number and
line>

Amount -1000.00

Line 2

Account 1200

Description Correction

Amount 1000.00

Correction Yes

Use Sandard Transaction Maintenance (25.13.1).

4 Review and verify the correction transaction before posting it.
Use Unposted Transaction Inquiry (25.13.13).

5 Post the correction transaction. Review the posted transactions.
Use Transaction Post (25.13.7) and Transaction Register (25.13.21).
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GL Reports and Inquiries

General Ledger Processing

Process Module Transactions
Daybook Reports

Correct Posted Transactions
GL Reports and Inquiries
Close the GL

This section describes GL reporting.

Reports can be printed in summary or detail. Detail reports includes al transaction activity. You
can run reports for arange of entities, sub-accounts, or cost centers. Comparative reports can be
printed that compare actual performance to budget, budget to budget, or actual to actual, over
similar or different periods. Variances can also be printed.
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General Ledger Reports Menu

25.15 - General Ledger Reporis Menu

ations

| Menu Search |

| Bl "% General Ledger Reports Menu -
i D Account Balance Summary
~[g Accourt Balance Detal
{;I test

Q Trial Balance Summary
D Trial Balance Detail
= D Trial Balance Budget
B Balance Sheet

B Balance Sheet Comparative
B GL &ccount Sheet Repart
~[g GL Statement of Accourt
B Finanial Staternent Profarma

m

B Inzome Statement

B Incame Statement Comparative
~[@ Income Statement 4 Column
B Incomne Staterent - 12 Column
B Cost Center Activity

B Cost Center Activity Comparative
= Q Project Activity Summary

B Project Activity Detail

B Project Activity Comparative

The standard GL reports are located in menu 25.15:
« Account Balances (25.15.2, 25.15.2)
« Trial Balance (25.15.4, 25.15.6)
 Balance Sheets (25.15.8, 25.15.9)
» Financial Statement Proforma (25.15.2)

Thisreport isonly used to preview the formatting of balance sheets and income statements. No
account balances appear on the report.

» Income Statements (25.15.13 - 25.15.16)
» Cost Center Activity (25.15.18, 25.15.19), which lists cost center balances.

The comparative report compares the cost center balances for two different periods or actual
figures to budget.
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Reporting Options

Balance Sheet Comparative |

Entity

4 GoTo - Actions '| ~ | Copy 'i "P"‘,:,;J Print

Preview:

To 1000

Descriplion|

Caolurmn 1 - Ending Date: Iﬁ

Use Budgets:
Caolumn 2 - Ending Date: Iﬁ

Use Budgets:
Suppress Zero Amounts:

Sub-Account: l:l

Cost Ctr :l
Lewvel

Frint Yariances v
Summarize Cost Centers

Fiound to Mearest Thousand

Feporting Currency: l:l

Budget Code:
Budget Code:

]

Summarize Sub-Accounts:
Suppress Account Nurmbers:
Fiound to Mearest \Whole Urit:
Output:
Batch |D:

On GL reports, you can print reports for:

- Oneor arange of entities, accounts, sub-accounts, or cost centers.

 Budgeted or actual amounts.

A specific ending date (trial balances and balance sheet) or arange of dates (income

statements and activity reports).

Other useful report options are:

Level. Specify the level of detail to appear on areport; this setting corresponds with format

position levels.

Suppress Zero Amounts. Set the field to Yes to only display accounts with non-zero balances

on the report.

Suppress Account Numbers. Set the field to Yesto only display account descriptions.

Round to Nearest Thousand. Specify the degree of accuracy required for the report. If set to
Yes, an amount such as 2,500.00 is rounded to 3000.00.

Round to Nearest Whole Unit. Specify whether to print decimals numbers.

Print Comments. Specify whether to print comments on income statements and project

activity reports.
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GL Inquiries

25.13 - GL Inquiries

‘ Menu Search

1% General Ledger Transactions Menu
B Standard Transaction Maint

1 Retroactive Transaction M aint

3 Reversing Transaction b aint

Tranzaction Copy

-~ Year End Adjustment Transaction

B Tranzaction Post

55"‘} Foreign Exchange Revaluation

Transaction Summarization

{5 Transaction rearEnd Close

B Unposted Transaction Inquiry

Unposted Transaction Register

-B Account Balance Inguire

D Tranzaction by Account Inguiny

B Tranzaction by Reference Inquiry
B Inquiry by Acct with Dill-D own

: ﬂ Tianzaction Fegister

m

To investigate posted transactions requiring correction, use one of several inquiry and report
functions:

« Account Balance Inquiry (25.13.17)
 Transaction by Reference Inquiry (25.13.19)

« Inquiry by Account with Drill-Down (25.13.20)
» Transaction Register (25.13.21)

» Transaction by Account Inquiry (25.13.18)
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Account Balance Inquing - 3116 %

Debit and Credit Separation

n Account Balance Inquiry
QAD
Account: 1040 CASH
sSub-Account : To:
Cost Ctr: To
Entity: 1000 To: 1000

Fiscal ¥ear: 2008 Reporting Currency:

1040-CASH (usd)
Per Actiwvity (CR)

Output: PAGE

Accumulated Balance

Period Per Actiwvity (DR)
Begin Bal:

01/2008 6,982, 25
02,2008 175,407.09
o3/2008 13,508.75
04,2008 52,988.22
05 /2008 12,102.00
D6/2008 1,127.56
o7 /2008 304,721.77
D8/2008 3,593.80
D9/2008 1,534,00
102008 .00
11,2008 Q.00
12/2008 .00
End Bal: 571,966.44

90,053.51
2,062,602.06
6,451.00
40,903.14
5,691.00
120.00
83,243.61
5,062.80
#90.00

0.00

0.00

0.00

2,295,017.32

27,534,843,802.

27,534, 926,874,
27,536, 814,069,
27,536,807,010.
27,536,794,925.
27,536, 768,514,
27,536,787, 506.
27,536,566,028.
27,536,567,497.
27,536,566,853.
27,536, 566,853,
27,536,566,853.
27,536, 566,853,

27,536, 566,853,

0cr

lécr
13cr
38cr
30cr
30cr
74cr
7ecr
7Rcr
7ecr
7Rcr
7ecr
FRcr

FRcr

09/16/08

Curr

Eur

For each general ledger account, QAD SE stores debit and credit activity separately. You can run
reports and the Account Balance Inquiry to view this separated activity. The General Ledger

module:

» Maintains separate totals for debits and credits at the account or fiscal period level.

- Enables usersto view debit and credit activity separately by using Account Balance Inquiry,

Account Balance Detail Report, or creating custom reports with GL Report Writer.

- Satisfies legal requirements for many countries.
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Close the GL: Period-End Processing

General Ledger Processing

Process Module Transactions
Daybook Reports

Correct Posted Transactions
GL Reports and Inquiries
Close the GL

Period-End Processing
Year-End Processing
Transaction Consolidation

Before beginning period-end processing in the GL, you must check that all transaction processing
in other modules is complete. You should perform the following tasks:

« Post transactions from other modules (25.13.7).

+ Closethe GL calendar to other modules (25.3.4).

« Correct unbalanced transactions that do not post (in the appropriate sub-module or 25.13.1).
» Enter and post adjusting transactions in the general ledger using reversing entries (25.13.3).

» Create and post adjusting transactions for unrealized exchange gain and loss (25.13.9) if using
multiple currencies.

« Print and review trial balance (25.15.4).

« Print and review balance sheet (25.15.8) and income statement (25.15.13).
- Enter and post corrections as required, and reprint reports.

« Print the Transaction Register (25.13.21; optional).

» Close the GL calendar to general ledger transactions (25.3.4).
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Period-End Processing

Period-End Processing

Close Gl to
General Ledger

Cormect
unbalanced
transactions

Review trial
balance

Period-end processing varies depending on whether the current domain has been used for
consolidating transactions. You should perform the following stepsin al domains:

« Post transactions from other modules using Transaction Post (25.13.7 or 25.19.16).
+ Closethe GL calendar to other modules using GL Calendar Maintenance (25.3.4).

- Use Standard Transaction Maintenance (25.13.1) to correct unbalanced transactions that did
not post.

- Enter and post adjusting transactions in the general ledger using Reversing Transaction
Maintenance (25.13.3).

« Copy transactions using Transaction Copy (25.13.4).

« Create adjusting transactions for unrealized exchange gain and loss using Foreign Exchange
Revaluation (25.13.9 or 25.19.13).

« Post unrealized gain and loss transactions using Transaction Post (25.13.7 or 25.19.16).

« Print and review thetrial balance using Trial Balance Summary (25.15.4).

» Generate and review reports from Balance Sheet (25.15.8) and Income Statement (25.15.13).
« Print and review any custom reports using Custom Report Print (25.17.13).

- Enter and post corrections as required and reprint reports. Use the Year-End Adjustment
Transaction (25.13.5), if needed.

 Optionally, print the Transaction Register (25.13.21).
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Use GL Caendar Maintenance (25.3.4) to close the GL calendar to the general ledger.
For multiple entities only, use Transaction Export (25.19.14) to generate an ASCII file.

In a consolidation domain where you have consolidated transactions from subsidiary entities that
use another base currency, you must:

Use Transaction Import (25.19.15) to import transactions from other databases.

Use Transaction Consolidation (25.19.20) to consolidate transactions from entitiesin a
consolidation set.

Use Transaction Post (25.13.7 or 25.19.16) to post imported transactions.

Run Foreign Exchange Revaluation (25.13.9 or 25.19.13).

Use Transaction Post (25.13.7 or 25.19.16) to post foreign exchange transactions.
Enter corrections from Standard Transaction Maintenance (25.13.1) if necessary.

Run Imported Transaction Revaluation (25.19.17).

Enter corrections from Standard Transaction Maintenance (25.13.1) if necessary.

Use Transaction Post (25.13.7 or 25.19.16) to post XY transactions.

Optionally, print the Transaction Register (25.13.21).

Use GL Caendar Maintenance (25.3.4) to close the GL calendar to the general ledger.
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Closing GL Calendar to Other Modules

Closing the GL Calendar to Other Modules

GL Calendar Maintsnance % |

M GoTo ™ Actions '| | Copy '1 f!?.,‘ Frint s Preview

Year: 2008
Period: 1
Period Start: 1/1/2008
Period End: 1/31/2008

Description AP AR FA WwWolIC 50 GL “Year Closed

Seftingfieldto Yes
closes module to the
GL. Modules can be
closed individually.

Use GL Calendar Maintenance to close GL periods by transaction type.

After you have printed and corrected your financial statements and reports for the period, you must
close the period to the GL, using GL Calendar Maintenance (25.3.4).

If needed, you can re-open afiscal period by changing the appropriate field to No. GL periods can
be reopened anytime as long as the GL calendar year is not closed (Year-End Close (25.13.12)).

You can only post transactions to valid, open GL periods. To verify transaction effective dates
entered in modules other than the General Ledger, set Verify GL Accountsto Yesin
Domain/Account Control.

Reopening Periods

Thevaluein the Suppress Reopen GL Periodsfield in General Ledger Control determines whether
closed periods can be reopened in GL Caendar Maintenance.

» When thefield isNo, you can reopen any GL period to transaction activity until the fiscal year
has been closed. After Transaction Year-End Close is run, a GL period cannot be re-opened.
To re-open a period, reset the Closed field to No. You can, for example, set up an entire
calendar at the beginning of the year and set all periodsto Closed, except the current one.

« If Suppress Reopen GL Periodsis Yes, you cannot re-open previous calendar periods. You can
re-open the current period if necessary.
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Year-End Processing

General Ledger Processing

Process Module Transactions
Daybook Reports
- Correct Posted Transactions
« GL Reports and Inquiries

« Close the GL
- Period-End Processing
- Year-End Processing
- Transaction Consolidatfion

This sections describes the steps required to close the GL calendar year to new transactions.
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Year End Adjustment Transaction

25.13.5 - Year-End Adjustment

‘fear End Adjustment Transacti.. * |

# GoTo ™ Actions " | Copy v| !%l Print & Preview

GL Feference: YA08031 6000001 Type: YA “rear 2007 Effective: 12/31/2007
Currency: eur Cantral, 'I,DEI_II Base Tatal: 0on
Daybook: test-1 Entry Mumber:

Correction:

Use Year End Adjustment Transaction to create and maintain necessary adjustments to the General
Ledger before you close the GL calendar year.

GL transactions primarily affect the current calendar year. However, year-end adjustments affect
transactions made in the previous year, and are effective on the last day of that year. This means
that the transactions appear on reports for the adjustment year, although they are entered in the
current year.

Year end adjustment transactions let you create, manage, and report year-end adjustment
transactions separately. You can only create adjustment transactions after all modules, other than
the GL, have been closed for the GL calendar year.

Year end adjustment transactions are effective in the previous GL calendar year; and cannot be
created for any year that has been previously closed. These transactions must be posted before
Transaction Year-End Close (25.13.12) has been run.

You can report and maintain YA type transactions in the same functionality as other GL
transactions.
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Transaction Year-End Close

25.13.12 - Transaction Year-End Close

Transaction Year-End Close =

# GoTo ~ Actions = | .. Copy'i & Print » Preview

Eni
‘Year to be Closed] 20

\

In a multi-entity
situation, each entity
can be closed
separately

Use Transaction Year-End Closeto close aGL calendar year to al transaction activity, and to
calculate and post year-to-date profit or loss to the retained earnings account for the current
domain. As part of the year-end procedure, you should compl ete the following tasks:

« Finish all period-end processing.

 Print annual financial statements and reports.

» Make necessary corrections.

Back up the database.

Closethe GL calendar to the month (25.3.4).

« Closethe GL calendar year in Transaction Year-End Close.

The Year-End Close program creates a one-sided transaction (type Y R) to update the retained
earnings account from net profit and loss. The program then closes the GL calendar for all GL
periods in the year.

You must have closed prior GL calendar years before financial statements print correctly for the
current year. If you print abalance sheet or trial balance for aGL calendar year when the previous
fiscal year isnot yet closed, the reports will be out of balance. This discrepancy occurs because the
retained earnings have not been updated to reflect the prior year’s net profit and loss.

Note When aGL caendar year is closed, you cannot reopen it. Some companies do not close the
year until an official outside audit has been completed, in case any adjustments are required.
However, you can still begin posting to the new GL calendar year.
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| Retroactive Transaction Maint |

® GoTo ~ Actions 7| .| Copy | = Print & Preview

GL Reference: RANS0316000001

Currency: eur pad Control

Daybook test1_ )

Type: RA
0.00
Entry Number:

25.13.2 - Retroactive Transactions

Period:
0.00

EffectiveB/16/2008 =]

Base Total

Comection:

Use Retroactive Transaction Maintenance (25.13.12) to make amendments to closed fiscal year
transactions. You can enter these amendments as adjusting transactions or COA transactions.

The Retroactive Transaction Maintenance function:

» Creates atype RA transaction

- Automatically makes any necessary adjustments to retained earnings

Note You cannot create retroactive transactions to the retained earnings account. An invalid
account error appearsif the retained earnings account is specified.

When ayear is closed, it cannot be reopened. Any adjustments to a closed year can only be made
through Retroactive Transaction Maintenance. You should define menu security for this program.
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Transaction Consolidation

General Ledger Processing

Process Module Transactions
Daybook Reports
- Correct Posted Transactions
« GL Reports and Inquiries

« Close the GL
- Period-End Processing
- Year-End Processing
- Transaction Consolidation
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Transaction Consolidation

Transaction Consolidation

‘ Transaction Conzolidation * |

# GaTo - Actions = || Copy ™ Igl Print 4] Preview
QUALITY PRODUCTS COMPANY

Effective Date| 2/25/2003 & | Tof &
Entity] T100 A To: T100
Accnunt: 2 T
Sub-AccUunl: A Tol
Cost Canter: To
Tranzaction Type:

Daybook:

Audit Tral Report
Summarize:
Archive:

Archive File Output:

When transactions are posted, they cannot be deleted. To free up database space, transactions can
be combined from a specified period into a single transaction for each account, sub-account, cost
center, and project. Use Transaction Consolidation (25.13.11) to consolidate transactions.

Each consolidation transaction is assigned a GL reference number beginning with CS.

You can run areport showing how transactions will be consolidated by setting the Audit Trail
Report field to Yes and the Consolidate field to No.

The Transaction Consolidation function should be password-secured.
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Transaction Consolidation Example

Use caution when selecting transaction consolidation by account, sub-account, and cost center.
Although this process works correctly, it generates one-sided transactions. It is recommended that

Transaction Consolidation

JL#1

JL#2

Before Consolidation

1200
500

1040 1200
200 200

Unbalanced Transactions
After Consolidation

CS #1 1200
300

CSs #2

CsS#3 1040
200

you do not consolidate transactions for arange of entities, for similar reasons.

You should consolidate by period rather than by year. Care should be taken to ensure that GL
transactions are consolidated to match the GL calendar, if your company requires dataintegrity for
each GL period.

If necessary, you can restore consolidated transactions by using Archive File Reload (36.16.5).

Consolidated (CS) transactions are replaced with their original GL transactions.
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Setup

Study Questions for General Ledger Setup
1 Canyou have a second primary entity?
2 Usethe Format Position Browse/Inquiry to answer the following questions:
a What isthe format position for Net Profit (Loss)?
b Inwhich higher-level format position are Sales and Cost of Goods Sold totaled?

Study Questions on General Ledger Processing

1 Itisrecommended that you review your unposted transactions before posting them. What can
you use to do this?

2 If atransaction is unbalanced, what is the recommended way of fixing it?
3 How often should transactions be posted to the General Ledger?

4 You can delete posted GL transactions in GL Transaction Delete/Archive (36.23.2).
True False

MNQAD



185

Answers to Workshops and Study Questions

GL Control; Entities Questions

1

2

3

4

Use GL Control (25.24), set Use Sub-Accounts and Use Cost Centersfieldsto Yes.
In GL Control, set Allow Changesto Module Transactionsfield to Yes,,

Entity 1000 isthe primary entity.

In Entity Code Maintenance (25.3.1), change the description field on Entity 1000.

Format Positions

1

The balance sheet could look like this:

Balance Sheet
Format Position  Description Sums Into DRICR
10000 Assets 0 DR
11000 Qurrent Assets 10000 DR
12000 Fixed Assets 10000 DR
Total Assets DR
15000 Liabilities & Ecpity 0 CR
20000 Liabilities 15000 CR
21000 Qurrent Ligblities 20000 CR
22000 Long TermLiahiliies 20000 CR
Totd Liabilities CR
31000 Eouity 30000 CR
Total Liabilities & Eopity CR

Accounts, Sub-Accounts, Cost Centers

Use Account Code Maintenance (25.3.13) to enter accounts. The account typeisE.
Use Account Code Browse (25.3.14) or Account Code Report (25.3.15) to review accounts.
Use Sub-Account Code Maintenance (25.3.17) to enter sub-accounts.

Use Cost Center Maintenance (25.3.20) to enter cost centers.
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5

Use Sub-Account Code Browse (25.3.18) and Cost Center Browse (25.3.21) to review.

Allocation Codes

1

2

Use Allocation Code Maintenance (25.3.23) to enter allocation codes.

Review allocation codes using Allocation Code Report (25.3.24).

GL Calendar

1

Use GL Calendar Maintenance (25.3.4) to enter the GL calendar.

GL Daybooks

1
2
3
4

5

Use Generalized Code Maintenance (36.2.13) to enter daybook type.

Use Daybook Maintenance (25.8.1) to enter the daybook.

Use Default Daybook Maintenance (25.8.4) to assign all transactions to the system daybook.
Use Daybook Maintenance (25.8.1) to create daybooks.

Use Default Daybook Maintenance (25.8.4).

Budgets

1
2

3

In Budget Maintenance (25.5.1), set Auto Spread to Yes.

The Auto Spread field determines how the budget amount is divided.
In Budget Maintenance (25.5.1), set By Percentageto Yes.

The By Percentage field enables you to allocate the budget amount.
Use Budget Maintenance (25.5.1) to enter the budget.

Use Budget Maintenance (25.5.1) to enter the budget.

Custom Reports

1

2

3

Enter custom report format information in Custom Report Format Maintenance (25.17.1).
Enter custom report account information in Custom Report Account Maintenance (25.17.1).

Print the custom report in Custom Report Print (25.17.13), Output = Window/Terminal.

General Ledger Setup Study Questions

1

2

Use five digits for the account code, three digits for the sub-account code; and a maximum of
eight digits for the account/sub-account combination.

No, you can only have one primary entity.
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Processing Workshops

Load Beginning Balances

1 Use Standard Transaction Maintenance (25.13.1) to enter the JL transaction.

2 Use Unposted Transaction Inquiry (25.13.14) to review the unposted transaction.

Reversing Transactions

1 UseReversing Transaction Maintenance (25.13.3) to enter the transaction.
2 The prefix for reversing transactions is RV. It is automatically assigned by the system.

3 Post the transactions in Transaction Post (25.13.7).

GL Daybooks Trial and Official

1 You can review the transaction information in Inquiry by Account with Drill-Down
(25.13.20).

2 Use Daybook Report Trial (25.8.14) to run atrial daybook.
3 Use Daybook Report Official (25.8.13) to run an official daybook.
4 Use Central Daybook Report Trial (25.8.17), set the Type field to O1.

5 Thereport lists posted activity for al daybooks of type 01; this can include AR Other, AR
Pmts, and DC Memo.

COA Transactions

1 Create the transaction in Standard Transaction Maintenance (25.13.1).

2 Post the transaction in Transaction Post (25.13.7). Set the typeto JL.

3 Create the transaction in Standard Transaction Maintenance (25.13.1).

4 You can review your unposted transaction in Unposted Transaction Inquiry (25.13.13).

5 Run Transaction Register (25.13.21) to review posted transactions.

General Ledger Processing Study Questions

1 You can use Transaction Post (25.13.7), setting the Post field to No. This gives you an audit
report that can reviewed prior to posting. You can also use Unposted Transaction Register
(25.13.14) to review unposted transactions prior to posting.

2 Itisrecommended that you fix it in the source module. This ensures that all elements of the
transaction are properly corrected.

3 Thereisno rule asto how often to preform a GL posting. Some users post daily, weekly, and
even monthly. Keep in mind that the less frequently you post, the longer each posting takes to
run.
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4 False. You can only delete unposted transactions in Transaction Delete/Archive (36.23.2).
Posted transactions should never be deleted because this causes your GL to be out of balance.
If it is necessary to free up file space, it is recommended that you perform a Transaction
Consolidation (25.13.11).
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