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Installation

| nstallation

Congratulations for selecting Micronetics accounting software for your
company. Y ou are about to enjoy one of the finest software systems available.
Xpert's Client Write-up Module is a sub-module of the Accounting Xpert
Enterprise Edition (a full line of general business accounting software).
Xpert's Write-up draws on Micronetics 30+ years in providing award-
winning client write-up software to the accounting and CPA industry.

Xpert’s Write-up may be run standalone or as an integrated system with the
Accounting Xpert Business Modules. If you are running as an integrated
system we recommend you proceed to the separate Installation / Tutorial /
Explains manual which details basic setup for all modules. If you are running
as a Client Write-up/General Ledger with AFT Payroll and Bank
Reconciliation then proceed here.

This chapter will begin to detail the basics of what you will need to know in
order to install the program. We hope that you enjoy using Xpert's Write-
Up Modules, and that you find these introductory notes helpful.

The first thing you want to do is to install your new software. Before doing
S0, we must recommend a few preliminary steps.

Screen Resolution Requirements

The Accounting Xpert Enterprise Edition was designed for a minimum screen
resolution of 1024 x 768. Screen resolution may be set as high as preferred
with the higher the resolution, the more data that will display on the screen.
Lower then 1024 x 768 (800 x 600) will not fit al the information on the
screen. One of the ways to change the resolution is to right click in a blank
area of your desktop, left click on graphic properties, and go to display
settings. Another method is through the control panel.

Operating System
This manual assumes you are familiar with your operating system (Windows
NT/2000+/XP/Vista/W7) and with the operation of your network software. If
thisis not the case, have your operating system manuals handy to answer any
guestions that you might have.

Accounting Xpert Enterprise Edition - Client Write-up 1-1



Introduction

Introduction

Xpert’s Client Write-up Module is a sub-module of the Accounting Xpert
Enterprise Edition (a full line of general business accounting software).
Xpert's Write-up was designed from the start to be used by accountants to
process many clients efficiently, easily, and quickly. Xpert's Write-up is
almost exact duplicate of the Accounting Xpert Enterprise Edition’s General
Ledger except that it includes integrated After the Fact payroll for processing
Futa, Suta, 941's, W2's and 1099's and other payroll reports typicaly
provided by accounting firms.

Xpert's Write-up is fully compatible with the complete line of Xpert's
business modules and may even be used in place of the G/L module. Xpert's
Write-up typically consist of monthly entries entered by the accounting firm,
however, Xpert may import G/L transactions from a variety of systems
reducing the amount of input required by an accounting firm.

The key to Xpert's Write-up is the setting up of the chart of accounts.
Because Xpert comes with over 30 predefined financial templates, once the
chart of accounts is setup, you may begin processing. Once one client is
setup, that client may be duplicated to create other clients, which may require
only slight modification to the chart of accounts.

The vast mgjority of the system is automated. After the system has been
setup, the process is extremely easy. Almost every function requires you to
do nothing more than selecting an item from a menu.

How do | get going?

Xpert is very flexible. Any type business Chart of Accounts may be setup.
Xpert alows for 999 divisions, departments, and profit centers per client plus
up to 9999 supporting schedules per client. Supporting schedules alow you
to take any accounts from the charts of accounts, put them in any order,
format them a variety of ways, and then print them through the standard
Financials printing. Examples are: Schedule of Fixed Assets, Cash, and
alphabetical list of expenses and so on.
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Setup List

Start with the next chapter Setups and complete:

Enter Company Information under Setups.

Read Chart of Accounts Overview.

Enter the Quick G/L Opening Balances.

Refine your chart through the Chart of Accounts.

Create new journals through Journal Setup (optional).

Enter History Maintenance/Budgets (optional).

Print Listings and review for accuracy, if necessary, modify or delete
records.

8. Print financials and verify. If necessary make corrections.

NogakwbdpE

Summary

Xpert's Write-up is the culmination of Micronetics providing 30+ years of
Client Write-up software to the accounting industry. Micronetics introduced
industry first innovations such as no monthly closings, leaving the books on
all year alowing for entries to be made in any period at any time and have all
period balances reflect updated totals. The biggest innovation is the ability to
unpost any transactions, correct the error, and then repost allowing for clean,
un-clutttered General Ledgers. As you begin to get familiar with Xpert you
will find each function works in a straightforward and logical manner. We
hope you enjoy Xpert as many others before you have.

Accounting Xpert Enterprise Edition - Client Write-up
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Setups

This section of the manual describes how to enter and maintain information in
the General Ledger files. The procedures are similar whether you are setting
up the files for the first time, modifying existing records, or adding new
records during routine operation.

Setup Considerations

Bank Reconciliation

Divisional
Accounting

Though most options supported by the General Ledger may be defined at any
time, the Bank Reconciliation feature should be setup prior to data entry as
this data will not change retroactively. Transactions entered during Journal
Entry are automatically created in the Bank Transaction file as long as the
Bank has been assigned to a Journal. Therefore make sure that each bank
account is setup and assigned to the appropriate journals (typicaly receipts
and disbursements) in the Journal setup.

Once established, bank reconciliation becomes a by-product of journal entry
savings hours of verification throughout the year. Again, in order for
transactions to be tagged automatically for bank reconciliation purposesit is
necessary to first define the journal(s) into which the transactions will be
entered as being associated with a particular bank account (general ledger
number).

It is as easy as creating a journal for a checking account like " Disbursements
Citi-Bank - 12345-04-23" and selecting the G/L account number with which
it isassociated. Thought in reality, each business has different bank accounts,
a master chart of accounts may be setup and later cloned/copied for use by
other Companies and the journal names changed appropriately.

When using multiple divisions / departments / locations thought should go
into the setup of the G/L Account # structure in advance. Xpert uses a
division code that is independent of the G/L Account #. However it makes
sense to use a logical sequence in the G/L Account # for divisions. For
example, 400.01, 400.02, 400.03 would alow for 99 divisions in a logical
manner. Other examples, 4000.01, 4000.02, 4000.1, 4000.2, 400.1, 400.2,
etc. Any combination up to 10 digits. Left of the decimal point must be the
same length. Right of the decimal may be any amount of digits not exceeding
10intotal.
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Cash Flow

Schedules

Note: Auto duplicating divisions- When setting up the chart you only need
to enter one division as Xpert has the ability to duplicate additional divisions
automatically. For example you can take any xxx.01 and make a xxx.02,
xxx.03., etc.

The Cash Flow statement requires G/L accounts to be associated with certain
codes. Investing, Financing Activities, Non-Cash Expense, etc. If you intend
on providing Cash Flow Statements its best to set this up initialy so if you
duplicate a master chart for new clients, the Cash Flow information is
automatically included. However, the Cash Flow information may be added
at anytime.

If you have similar supporting schedules for each client, you may want to set
these up in your master chart of accounts. Thus when duplicating the master
chart of accounts, the supporting schedules are also included. These also may
be set up at anytime.

Financials

Part Chart of Accounts
Part Report Generator

Financial statements are produced by printing a Company's unique Chart of
Accounts through a report template (much like a spreadsheet) defined in the
General Ledger's Financial/Schedule Generator. The template defines the
statement heading, footnote and each column of the report to be printed. Like
aword processor merge, special codes are replaced with a Company's name,
unique statement headings or other information. This allows a single Balance
Sheet or Income Statement template to be used by al Companies. This
greatly reduces setup time as only unique report templates need be defined.
Any company may use any template. This chapter deals with the creation of
a Company's unique Chart of Accounts asit relates to the financial statement
it will ultimately produce.
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Setup Steps

Setting up Xpert's Write-up is very easy. The manual is very detailed inits
explanations, however we have found from years of experience a ssimple
explanation is sufficient.

The Simple Explanation:

Basically under setups you will enter in the Company’s information and
Fiscal Year End.

Setup the company chart of accounts.
Then create Bank Accounts used by the company.

After the Bank Accounts are created, in Journal Setup assign the Bank the
appropriate journal (receipts, disbursements). If you have multiple bank
accounts, then you can create additional journals and assign the appropriate
bank account to those journals.

The final and most import aspect is setting up the chart of accounts. The
simple explanation is to do the following.

1. Get acopy of the chart of accounts.

2. Determineif the account # sequenceislogical.

3. Get acopy of aprevious Balance Sheet and P & L Statement.

4. Fill out the worksheet or directly enter in the Chart of Accounts.

Once the chart of accounts is in, now we can do the Financial Formatting.
Xpert is unique in that the formatting is done in the chart of accounts setup.
What this means is that within the chart of accounts we add the title and total
accounts, and designate what accounts we want to underline and which
accounts have dollar signs. There are some other basic formatting options.

Once the chart is completed, every Financial Statement within Xpert works
automatically.
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To go about this. After your chart of accounts is entered, look at a previous
Balance Sheet and P & L and add the Titles and Totals into the chart. Once
these are entered, go down the dollar sign column and flag the ones you want
with dollar signs. Do the same with underlines. By looking at your previous
printout you can do thisin minutes.

The next step is to print a Balance Sheet and P & L with Zero balances set to
‘Yes and see how it looks. Go back to the chart of accounts, make the
corrections and with one or two passes it should be done. That’s it, you are
ready for processing other then setting up the ATF Payroll if you are use that
feature.

The Detailed Explanation:

Read the Chart of Accounts Overview.

Enter Company Information, Fiscal Year End and First Revenue

Account.

Enter accounts through the G/L Opening Balances.

Modify your chart through the Chart of Accounts.

Duplicate division/department accounts if required.

Define cash flow accounts.

Define any supporting schedul es.

Create new Bank Reconciliation journals through Journal Setup

(optional) * Required for automatic bank reconciliation.

9. Enter History Maintenance/Budgets (optional)

10. Print Listings (Group Total Worksheet) and review for accuracy, if
necessary, modify or delete records.

11. Print financials (pro-formas) and verify. If necessary make

corrections.

N e
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Chart Of Accounts Overview

This chapter discusses the quickest way to create a financial statement
through the General Ledger.

Chart Of Accounts Defined

All of the accounts that go into making up a financial statement are referred
to as the "Chart of Accounts’. An account usually consists of at least two
elements, the account's number, example "101" and the account's description,
example, "Cash in Bank". The account number makes it quick to enter
information. It's easier to type 101 than Cash In Bank. The description
"Cash In Bank", on the other hand serves two purposes. It acts as verification
to the operator of the account number entered (101), and it describes the
nature of the account in a way that is meaningful to the person reading the
financia statement.

5 Transaction Types
There are essentially 5 major types of transactions that affect your financial
Statements.

Assets Assets are al those things a company owns. A Company can own material
things like cars and real estate called fixed assets. A Company aso owns
non-material things like the money that a customer owes your company or an
employee loan. Your company has a right to the payment, and owns that
right.

Liabilities Liabilities are all those things a company owes. Y ou could owe money on a
mortgage. Or owe your suppliers money for goods that they shipped you.

Equity In the simplest of terms, if a company took everything they own, and
subtracted everything they owe, they would end up with how much the
company is worth. That worth is called equity. Equity consists of all the
money that the origina investors put into the business, plus the profits from
the income statement less any distributions. Once again, there is a standard
financial statement that deals with this relationship. It's caled a Balance
Sheet.

Income It seems obvious that the more income you have, the better your business is
doing, but that is not necessarily always the case. That's because the flip side
of incomeis expenses.
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Expenses

Two Exceptions

Expenses are all the hills that a business needsto pay. Take your income and
subtract expenses - then you will have a better picture of where you stand. In
fact there is afinancial statement that is designed for just that. It's called an
Income Statement, or a Profit & Loss Statement. This statement shows the
income then subtracts expenses, ending up with the company's profit, or
possibly loss.

In the Equity Section of the Balance sheet we have and account called
Current Earnings (Net Income / Loss) and in the P & L we have a Total
Percentage Account (usually Net Sales).
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Working from previous Financials easiest

Required Reading The key to setting up any chart of accounts is to work backwards from the
financial statements you wish to produce. Starting with the completed
Balance Sheet and Income Statement or any divisional/departmental
statements determine which accounts make up those individual accounts and

totals on the statement.
Balance Sheet
Assets
Current Assets
Prints Total Cash Cash : 5,000
Accounts Receivable 10,000
Inventory 89,000
Total Current Assets 104,000

For instance in the example above the single account Cash appearing on a
Balance Shest is comprised of 3 separate cash accounts from the Chart Of
Accountsfile below.

Chart Of Accounts
Account # Description Balance GT Print
100 Assets Title Yes
101 Current Assets Title Yes
110.01 Cash (Payrall) 2000( Posting No
3 Cash Accounts 110.02 Cash (Sales) 2500( Posting No
110.03 Petty Cash 500| Posting No
110.99 Cash Total Yes
240.01 Accounts Receivable 10000 | Posting Yes
290.01 Inventory 89000( Posting | Yes
299.99 Total Current Assets Total Yes
Include All The first rule therefore is that each and every account whether or not it
Accounts appears on the financial statement must exist in the genera ledger, chart of

accounts.
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Total Down

The 100% Account
Typically Net Sales

4 General Ledger Types

Examples
Title Accounts Assets, Current Liabilities
Posting Accounts Cash, FICA Payable, Office Wages
Total Accounts Total Current Assets, Net Income

Total Percentage Account Net Sales

The next step to setting up your chart of accounts isto make sure that the total
account (the account which displays the total of other accounts) fals after the
accounts to be totaled. In other words the system adds down like you would a
column of numbers. Account 100 appears before 200 etc. Some other
systems add up (100.01 & 100.02 would add into 100).

In our example chart of accounts above account 110.99 titled Cash, is the
total account of all the cash accounts, and is defined as a G/L Type = Total.
Posting accounts, those into which you enter monetary transactions are G/L
Type = Posting and atitle account (like Assets or Current Assets) = Title
account.

So lets say rule two is make sure that your total accounts fall after the
accounts you want to total (down like a column of numbers).

When a financial statement is printed with a percentage column, the
percentages typically show the relationship of all the accounts compared to a
single base account. This base account is usually the Net Sales account. For
example, a sale of Product B is 20% of total (Net) Sales or Telephone
expense is 5% of total (Net) Sales. Once you know proportion an account to
total sales, you have a basis from which to compare business activity from
period to period. Only one, 100% total percentage account is allowed per
chart. However, up to 24, 100% accounts are allowed on a supporting
schedule.

Back to our Balance Sheet example and Rule 1. Notice that the individual
posting accounts for cash did not print on the Balance Sheet, only the total
account Cash was shown. That's because the individual cash accounts were
set not to print, Consolidated = No. Consolidated = Y es means to print the
account. This takes us back to Rule 1. Even though you may not print an
account, if itisto beincluded in atotal | must exist.
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Remember work backwards from your statements and include all posting,

Totals Not Stored total and title accounts. The General Ledger only stores posting account
balances. Tota account balances are calculated at print time and never
stored. Posting accounts are totaled by account and period during the Ledger
Posting process (not transaction entry).
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Divisional Accounting

Important Note: After one division is created a specia ‘Duplicate a
Division’ program alows you to create each division automatically based on
the first division created. This saves you the time of having to input each
account for each division. See ‘Duplicate a Division’ in the ‘Utilities

Section’.

These two concepts, one of including but not necessarily printing an account
and the other of placing the total account after the accounts to be totaled is
also used to produce divisional statements. Let's use the same Balance Sheet
example above but now assume that the 3 cash accounts are from three
different divisions. Our Division 1 Balance Sheet is shown below.

Balance Sheet
Division 1
Assets
Current Assets
Cash 2,000
Accounts Receivable 10,000
Inventory 89,000
Total Current Assets 101,000
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Look at the more complete Chart of Accountsfile below. Notice the two new
columns to the right titled Divisional for Print On Divisional statements and
DIV for Divison. The 3 cash accounts are labeled with their respective
division numbers 1, 2, and 3 and since only divison 1 has Accounts
Receivable and Inventory those accounts have also been labeled with division

1

Chart Of Accounts

Account # Description Balance | G/L Type | Cons. | Divisional | DIV
100 Assets Title Yes Yes 999
101 Current Assets Title Yes Yes 999
110.01 Cash (Payroll) 2000 Posting No No 1
110.02 Cash (Sales) 2500| Posting No No 2
110.03 Petty Cash 500( Posting No No 3
110.99 Cash Tota Yes Yes 999
240.01 Accounts Receivable 10000 | Posting | Yes Yes 1
290.01 Inventory 89000| Posting Yes Yes 1
299.99 Total Current Assets Tota Yes Yes 999

When a divisional statement is printed only those accounts labeled with the
specified division number or 999 will be included on the report (i.e. totaled or
printed). Againlook at the Division 1 Balance Sheet above. Notice that only
the cash account for division 1 has been included.

If however we were to print a Balance Sheet for division 2 it would look like
the one below. All of the 999 accounts would print and the value of the
division 2 cash account, 110.02.

Balance Sheet
Division 2
Assets
Current Assets
Cash 2500
Total Current Assets 2500
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If you did not see it we'll make one more change to the chart of accounts to
illustrate a point. Below is the same chart however we have changed the
Divisional option for account 110.02 to Divisiona = Yes, which means
print this account on any individual division 2 statements.

Chart Of Accounts
Account # Description Balance | G/L Type| Cons. Divisional | DIV
100 Assets Title Yes Yes 999
101 Current Assets Title Yes Yes 999
110.01 Cash (Payroll) 2000 | Posting No No 1
110.02 Cash (Sales) 2500 Posting No Yes 2
110.03 Petty Cash 500 | Posting No No 3
110.99 Cash Totd Yes Yes 999
240.01 Accounts Receivable | 10000 | Posting | Yes Yes 1
290.01 Inventory 89000 | Posting | Yes Yes 1
299.99 Total Current Assets Tota Yes Yes 999

Now see what has happened to our Division 2, Balance Shest.

Balance Sheet
Division 2
Assets
Current Assets
Cash (Sales) 2500
Cash 2500
Total Current Assets 2500

Now both the posting account Cash (Sales), and the total account Cash,
appear on the statement. A bit redundant. However, it illustrates that the
program only prints or includes for totaling purposes those accounts defined
as DIV=999 or with the specified division number (in this case 2).

Most divisional/departmental statements can be setup as shown above,
where ‘Consolidated” and ‘Divisional’ are set not to print and the value of
the divisional accounts are accumulated and printed by the total account.
This system works well for printing consolidated reports where only the
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total of all divisions are shown, or for divisional reports where the total
account's description ("Cash") is specific enough to convey the correct
account name, since the report's heading specifies the division to which the
accounts belong anyway.

Note: Go to Utilities Section to see how to automatically duplicate
divisionswithout having to rekey each account for each division.

Lets Review

Work backwards from your completed Balance Sheet and Income
Statement or any divisional statement.

Write down all accounts, including titles (like ASSETS) in the order they
would appear on the statement even if they were not printed. Remember
also that the account number determines the order.

Make sure your total accounts fall after the accounts you want to total
(down like a column of numbers).

Define any specific division accounts with their respective division number.

Define those accounts which are to be printed on the statements making
Consolidated = Yes and or Divisional = Yes.
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A Sample Chart Of Accounts

Every type of transaction has a corresponding Chart of Accounts number.
That's how the system controls where transactions get posted on the
Financial Statements. Remember the 5 transaction types).

Assets
Liabilities

Equity

Income (revenue)
Expenses

Notice that al Baance Sheet Items come first followed by Income
Statement items. The split occurs between Equity and Income (Revenue).
Because everyone typically has a unique chart of accounts, it's necessary to
setup a chart for each company (or copy one if it's similar). The account
numbering system should go from smallest to largest - from Assets to Net
Income. The order of the account numbers, and how you indicate they are

totaled will determine how your financial statement adds up.

The following is a sample chart that we can work with to give you afeel for

how achart looks.

Account Type G/L# Description G/L Type

[ Current Assets 100 | Assets Title
101 Current Assets Title
105 Cash - Operating Posting
110 Cash - On Hand Posting
115 Total Cash Posting
120 Accounts Receivable Title
125 Due From Employees Posting
130 Bad Debt Allow. Posting
135 Inventory Total
140 Total Current Assets Tota

| Fixed Assets 145 | Fixed Assets Title
147 Furniture & Fixtures Posting
150 Machinery & Equipment Posting
152 Buildings Posting
155 Land Posting
157 Vehicles Posting
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160 Accumulated Depreciation Posting
165 Net Fixed Assets Tota
| Other Assets 170 | Other Assets Title
172 Prepaid Expenses Posting
175 Prepaid Insurance Posting
180 Prepaid Advertising Posting
185 Prepaid Uniforms Posting
190 Deposits Posting
195 Total Other Assets Tota
199 Total Assets Tota
Current Liabilities 200 Liabilities & Equity Title
201 Current Liabilities Title
205 Accounts Payable Title
210 Accrued Payroall Posting
215 Notes Payable - bank Posting
220 Payroll Taxes Payable Posting
221 Federal Withholding Taxes Posting
222 State Withholding Taxes Posting
224 FICA Posting
226 Federal Unemployment Posting
228 State Unemployment Posting
230 Earned Income Credit Posting
232 Fed. Inc. Tax Payable Posting
234 State Inc. Tax Payable Posting
236 Sales Tax Payable Posting
238 Industrial Ins. Payable Posting
240 Suspense Posting
245 Total Current Liabilities Tota
[L.T. Liabilities 250 Long Term Liahilities Title
255 Notes Payable - Bank Posting
264 Total Long Term Liab. Total
265 Totd Liahilities Total
[ Equity 270 | Stockholders Equity Title
275 Common Stock Posting
280 Retained Earnings Posting
285 Current Earnings Earnings
298 Total Equity Total
299 Total Lab. & Equity Total
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Income 300 Income Title
305 Sales Posting
315 Service Posting
320 Returns and Allowances Posting
325 Sales Discount Posting
330 Finance Charge Income Posting
340 Delivery Fee Income Posting
345 Misc. Income. Posting
399 Net Sales Per cent
400 Cost Of Goods Sold Title
[ Cost Of Sales 405 | Cost of Sales Posting
420 Freight Posting
435 Purchase Discounts Posting
490 Total C.0.G.S. Tota
Gross Profit 499 Gross Profit Tota
Expenses 500 Expenses Title
501 Salaries Posting
510 Payroll Taxes Posting
511 Federal Withholding Taxes Posting
512 State Withholding Taxes Posting
514 FICA Posting
516 Fed. Unemployment Taxes Posting
518 State Unempl. Taxes Posting
520 Advertising Posting
525 Amortization Posting
530 Auto Expense Posting
535 Bad Debts Posting
540 Bank Service charges Posting
545 Commissions Posting
550 Contributions Posting
555 Depreciation Posting
560 Dues & Subscriptions Posting
565 Employee Benefits Posting
570 Entertainment Posting
575 Freight Posting
580 Industrial Insurance Posting
583 Insurance Posting
585 Fire & Theft Ins. Posting
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590 Fleet Ins. Posting
595 General Liab. Ins. Posting
598 Group Ins. Posting
600 Interest Expense Posting
605 Licenses Posting
610 Misc. Exp. Posting
615 Office Exp. Posting
620 Postage Posting
625 Professional Fees Posting
630 Rent Posting
635 Repairs & Maint Posting
640 Returned Checks Posting
645 Taxes Property Posting
650 Taxes Other Posting
655 Telephone Posting
660 Travel Posting
665 Uniforms Posting
670 Utilities Posting
698 Total Expenses Total
699 Net Operating |ncome Total

| Other Income 700 OTHER INCOME Title
710 Interest Income Posting
720 Gain on Sale of Asset Posting
799 Total Other Income Total

| Other Expenses 800 OTHER EXPENSES Title
810 Loss on Sale of Asset Posting
849 Total Other Expenses Total
850 Income Before Taxes Tota
855 Income Taxes Posting

| Net Income 999 Net Income Tota

Notice how the account numbers all fall in the order that they would appear
on afinancial statement. Some of these accounts are Titles, in other words,
they display on the Financial, but don't have any monetary amounts next to
them. Other Accounts are Posting Accounts; these are accounts into which
you make actual dollar entries. Finaly there are also Total Accounts.
Total Accounts are accounts that add up previous Posting Accounts. We
have put the following in the last column to help you identify what General
L edger Type (of accounts each of these are).
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GIL Type
Title

Posting

Tota

Total Percentage (P & L, Ex;) Net Sales
Earnings Account (Balance Sheet)

How do you get it all to add up?

Now that we have everything in our simple Chart of Accounts, we need to
tell the system where to add it all up. This is done with Group Total
Numbers (GN). If you want accounts to add up put them in the same
Group. Let's take the first few numbers just to get the hang of it. Note:
The Group Total method is a procedure for totaling up Financia
Statements. This method can handle any size chart of accounts with
unlimited sub total accounts. This concept is sometimes difficult to grasp
but once in clicks in, it is very easy. This is usually the last thing
updated on the chart of accounts setup and may be changed at anytime.
Our support personnel are usually able to review or setup this section
in a manner of minutes for any chart so please feel free to call our
customer service department if you need assistance.

GT GN

101 Current Assets Title

105 Cash - Operating Posting] 3
110 Cash - On Hand Posting| 3
115 Total Cash Tota 3
120 IAccounts Receivable Posting] 3
125 Due From Employees Posting] 3
130 Bad Debt Allow. Posting] 3
135 Inventory Posting| 3
140 Total Current Assets Total 4

This time the far right hand column shows the Group Total Number (GN),
L ets go through each important aspect together.

Account number 101 is a Title Account. Titles don't have any money
associated with them, so 101 doesn't get added to anything. There is no
need for a group total number (although one won't matter).
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For account numbers 105 through 135 we started at group 3. Always start
at 3 in case along the way you need a lower Group Total Number. You can
go as high as 25, but that's an incredibly sophisticated and complex chart.
Of the literally tens of thousands of charts that have been setup over the
years we know of no one that has actually needed to use all the totaling
groups.

Let'slook at account 115, Total Cash. Total Cash is the first total account.
Remember. The General Ledger adds down like a column of numbers. It
starts at the first account and moves down adding each account into the
Group number that has been defined for the account. So far, every account
isa Group 3. Once the system comes to a total, it prints the total. In our
case Total Cash is defined with a Group 3. The system prints the
accumulated balances of al Group 3 accounts defined above the total.
Groups 3, 2 and 1 are then zeroed out to be reused. Here are the steps

again:

1 Startsadding from the first account down.

2 Adds accounts together with the same GN's.

3 Thetota of al identical GN's (3) is printed when a Total account
isreached that are also defined with the identical GN (3).

4 Then that GN (3) and below (2 & 1) are zeroed out to be reused.

Now lets skip down to account 140. This account is a total account that
includes a previous total. Total Current Assets includes Total Cash.
Anytime there is a total that includes a total, you need to go to the next
higher totaling Group since the prior GN and below have been zeroed out to
be reused!

What really happens is that an account's balance is added into the GN you
specify and to all higher groups (through 25). When the total is printed its
GN and al lower groups are zeroed. To include a previous total in a new
total print a GN greater than the previous GN printed. Look at the table
below. It visually depicts into which GN's dollars are placed as the system
adds down. Highlighted areas contain dollar balances.
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Chart Of Accounts What Happens
G/IL # Description GT GN Available GN's (1- 25)
100 Assets Title| 3 112)3|4[5]|6 25
101 Current Assets Title | 3 1({2]3|4]|5]|6 25
105 Cash - Operating Post | 3 112])3|4[5]|6 25
110 Cash - On Hand Post | 3 112)3|4[5]|6 25
115 Total Cash Total | 3 112|3|4|[5]|6 25
GN's Zeroed After Totaling 1{2[3]4]5]6 25
120 Accounts Receivable Title | 3 1{2]3]4]5]|6 25
125 Due From Employees Post | 3 1(2]3|4]|5]|6 25
130 Bad Debt Allow. Post | 3 112]|3|4[5]|6 25
135 Inventory Post | 3 112])3|4[5]|6 25
140 Total Current Assets Total | 4 112)|3|4[5(6 25
GN's Zeroed After Totaling 1(2]3|4]5]|6 25
145 Fixed Assets Title| 3 112]|3|4[5]|6 25
147 Furniture & Fixtures Post | 3 112])3|4[5]|6 25
150 Machinery & Equipment Post | 3 112)3|4[5]|6 25
165 Total Fixed Assets Total | 3 112|3|4|[5]|6 25
GN's Zeroed After Totaling 1{2[3]4]5]6 25
167 Accumulated Depreciation Post | 3 1{2]3|4]5]|6 25
168 Net Fixed Assets Total | 4 112|3|4[5](6 25
GN's Zeroed After Totaling 1(2]3|4]5]|6 25
170 Other Assets Title| 3 112]|3|4|5]|6 25
172 Prepaid Expenses Post | 3 112])3|4[5]|6 25
175 Prepaid Insurance Post | 3 1(2]3|4]|5]|6 25
195 Total Other Assets Total | 3 112|3|4|[5]|6 25
GN's Zeroed After Totaling 4 1{2[3]4]5]6 25
199 Total Assets Total | 5 112|3|4|5]|6 25
GN's Zeroed After Totaling 1(2|3|4]|5]|6 25
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After the GN's have been defined for the chart this last step prevents
balances from accidentally being brought down from a previous statement.
Change the GN for the three accounts below to 25.

Total Assets =25
Total Liabilities & Equity =25
Net Income =25

Group Total Worksheet

See Example Below

Now that you have a basic understanding of totaling let’s see how quickly it
can be done via a worksheet. The COA Listing has an option called G,
which alows a worksheet to be printed to assist in proper totaling. The
worksheet prints all accounts skipping aline after each total account.

Starting with the first total account Cash, (represented as the last account
prior to the blank line) draw a partial box up and enclose only those
accounts, which should appear in the total .

Sample Group Total Worksheet 1 of 4

Account Account Title Group Total Numbers (1 - 25)

100 ASSETS 3 4 5 6 7 25

101 CURRENT ASSETS: 3 4 5 6 7 25

110.01 Cash - Citicorp 3(4 5 6 7 25

110.02 Cash - Nova Scotia Bank 3|14 5 6 7 25

110.99 Cash 314 5 6 7 25

120 Accounts Receivable 3 4 5 6 7 25

130 Inventory 3 4 5 6 7 25
Grand Total Usually all accounts are totaled in-group number 3. Only when a subtotal
or Subtotal or grand total is to be accumulated should next higher group total number

be used.

Now find the next total account, TOTAL CURRENT ASSETS. Since
current assets must include the previous total cash from above, the next
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group number must be used. Draw a partial box up and around group
number 4 including all accounts that belong within this new total.

Sample Group Total Worksheet 2 of 4

Account Account Title Group Total Numbers (1 - 25)
100 ASSETS 3 4 5 6 7 25
101 CURRENT ASSETS: 3 4 5 6 7 25
110.01 Cash - Citicorp 3(4|5 6 7 25
110.02 Cash - Nova Scotia Bank 314|5 6 7 25
110.99 Cash 3/14|5 6 7 25
120 Accounts Receivable 3 4|15 6 7 25
130 Inventory 3 4(5 6 7 25
140 TOTAL CURRENT ASSETS 3 4[5 6 7 25
150 LAND, BUILDING& EQUIPMENT 3 4 5 6 7 . . . 25
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Using this same method find each subsequent total account and box in only
the accounts above that belong in the total.

Sample Group Total Worksheet 3 of 4

Account Account Title Group Total Numbers (1 - 25)
100 ASSETS 3 4 5 6 7 25
101 CURRENT ASSETS: 3 4 5 6 7 25
110.01 Cash - Citicorp 3(4|5 6 7 25
110.02 Cash - Nova Scotia Bank 3|14|5 6 7 25
110.99 Cash 3|14|5 6 7 25
120 Accounts Receivable 3 4|5 6 7 25
130 Inventory 3 4|5 6 7 25
140 TOTAL CURRENT ASSETS 3 4|5 6 7 25
150 LAND, BUILDING & EQUIPMENT 3 |4|5 6 7 25
160 Land 3|14|5 6 7 25
170 Buildings 3|14|5 6 7 25
180 Equipment 3(4|5 6 7 25
190 TOTAL FIXED ASSETS 3|45 6 7 25
200.01 Accum. Depr. - Building "3|4|5 6 7 25
210.01 Accum. Depr. - Equipment 3|45 6 7 ... 25
215 Accumulated Depreciation 3|14|5 6 7 ... 25
220 NET FIXED ASSETS 3 4/5 6 7 ... 25
230 INTANGIBLE ASSETS: 3 45 6 7 ...2

Now take a look at example 4 below. The final step after boxing in each
group of totalsisto circle any accounts not boxed within a group number 3.
The program automatically assigns each account a GN of 3 so the non-3's
are circled to avoid missing any unusual group numbers. Make note of
account 265 Land Contract Options. It is boxed at the 5th GN level all by
itself. Remember the three GN Exceptions. Total Assetsisone and as such
is defined as 25.
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Sample Group Total Worksheet 4 of 4

Account Account Title Group Total Numbers(1 - 25)
100 ASSETS 3 4 5(6 7 25
101 CURRENT ASSETS: 3 4 5(6 7 25
110.01 Cash - Citicorp 34|56 7 25
110.02 Cash - Nova Scatia Bank 314|5(6 7 25
110.99 Cash 31456 7 25
120 Accounts Receivable 3f4\5|6 7 25
130 Inventory 31 41|56 7 25
140 TOTAL CURRENT ASSETS 3\4)5(6 7 25
150 LAND, BUILDING & EQUIPMENT 3|14|5(6 7 25
160 Land 314|5(6 7 25
170 Buildings 314|5(6 7 25
180 Equipment 34|56 7 25
190 TOTAL FIXED ASSETS 31456 7 25
200.01 Accum. Depr. - Building 3[/4\5|6 7 25
210.01 Accum. Depr. - Equipment 3] 4|56 7 25
215 Accumulated Depreciation 314156 7 25
220 NET FIXED ASSETS 3\4)y5(6 7 25
230 INTANGIBLE ASSETS: 314 5(6 7 25
240 Organizational Costs 3[4 5|6 7 25
250 Goodwill 314 5(6 7 25
260 TOTAL INTANGIBLE ASSETS 3|4 5(6 7 25
265 Land Contract Options 3 4 6 7 25
270 OTHER ASSETS: 3|4 6 7 25
280 Advances to Officers 314 5(6 7 25
290 Customer Deposits 3[4 5|6 7 25
300 TOTAL OTHER ASSETS 3|4 5(6 7 25
310 TOTAL ASSETS 3 4 5|6 7

©
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Company Information

The next step to creating a new company or after duplicating a company is
to define basic demographic information, the ‘First’ account on the Income
Statement, the Clients Fiscal Y ear End and associated accounting periods.

e
Open Company My Reminders  System Reminders My Info  Administration  Utilities Registration Logln Log Out Help Exit System

General Ledeer

Display Managment Cansale

Daily Wtk / Jounal Entry

Setups / Year End / Utiities Company Setup / Information

Company Information

Company Setup / Infa.

Company Name:  |SETREIRE
Reports / Listings Addiess 1
B Address 2 Suite 500
Citw: i
Financial Rieports # Compiliations State: FL|  Zip:[334431444
—_—— Phone 561 |-[483 |- B [ |
DataVerison: |65

ATF Pagroll #'w2 /1093 Processin Passwond
What is the First G/L Account # [Revenue] in the Income Statement: (520 |[..]

Tum Time Keeper On: - @Y M

[ DBA / Doing Business As |

[ Mame to Print on Financial Repoits |

| Standard Sample Chart of Accounts with Sample Data |

Setup Accounting Periods

x Accounts Raceivabl

E Aceounts Payable

t‘i General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

il sales Analysis
| y

[ wibE_[ms

Name and Address

Enter the company's name and address, as it would normally appear on
reports. This name prints on non - Report Generator financials (working
reports, etc.).

What isthefirst G/L Account # (Revenue) on the Income Statement:
Enter the G/L account # of the first account on the Income Statement. This
tells Xpert where the Balance Sheet ends and the Income Statement begins.
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Activate Time K eeper

The General Ledger can keep track of the time spent using each section of
the program. If you wish the system to track the time for this
company/client, select ‘Yes'.

DBA

Doing Business As is a legal method used by many companies to conduct
business under a name other than their incorporated name. If this company
uses a DBA name enter it here to be used on reports.

Name To Print on Financial Reports

This is the name of the company that will print on financial reports
generated through the Report Generator. Notice it accommodates a larger
name than the company name above.

Setup Accounting Periods
Click the button at the bottom of the Company Information screen to get to
the Accounting Periods screen.

Bl Accounting_Xpert_v18a
Open Company My Reminders  System Reminders My Info  Administration _ Utilities Registration Logln Log Out Help Exit System
General Ledger

Display Managment Console

Daily Work / Jounal Entry

Accounting Periods "
Setups / Year End / Utiitiss
 ComparySewp lnfe. | Company Infd | Accounting Periods - General Ledger

Mo of Periods (12413) §E -

Fiscal ear End: 12/31/04

Reports / Listings

Financial Reports / Compiliations | Fiom To
I | Period 1 0101404 01/31/04
Period 2 02/01/04 02/26/04
Period 3 03/01/04 03/31/04
ATF Paroll /2 /1099 Frncessm% | N . e e S4a0s
What is )| Period 5 05/01/04 05/31/04
Period  E: 06/01/04 06/30/04
Period 7 07/01/04 07/31/04
14 Period & 08/01/04 08/31/04
Period % 03/01/04 03/30/04
Period 10 10/01/04 10/31/04
— Period 11 11/01/04 11/30/04
Period 12 12/01/04 12/31/04

| x Accounts Receivable |

=B Accounts Payable

"i General Ledger

| @ Inventory / Warehousing

[£] sales Order Processing

iy Sales Analysis
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No. Of Periods

Select the number of accounting periods for this Company (12 or 13). To
facilitate generating periodic tax forms and financial reporting the fiscal
year is broken into 12 or 13 accounting periods. Some businesses use the
term months — To make things easy, most companies have their fisca
periods begin on the first of the month and end on the last day of the month.
Businesses wishing to track finances very closely and accurately have a
problem using calendar months. Some months have 30 days and some 31,
and February will aways be a short month. Comparing sales figures from
February to those from March may give a distorted financial picture since
March has more selling (and buying) days than February.

Businesses requiring extreme period-to-period accuracy in financial
reporting often choose to divide their year into 13 accounting periods, each
having 28 days. The reason for having 13 as opposed to 12 fiscal periodsin
ayear isto maintain a more reasonable measure for comparison.

Fiscal Year End

Enter the date on which the company's accounting year ends. Every
business has a fiscal (business) year. For many, the fiscal year begins on
January 1 and ends on December 31. Other businesses may start their fiscal
year at the end of any calendar month, and end it one year later.

Many Financial Statements are based off the current period and you may
post and unpost as often as necessary allowing you to run Financials for any
period at any time.
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Entering A New Chart Into the G/L

Now that you have studied the preceding sections it time to put your
knowledge to use entering a new Chart of Accounts. We presume you have
selected the appropriate company/Company.

Valid Account Numbers
10 character G/L # Account numbers may be up to 10 numbers and letters including the
decimal point. All your account numbers must have an equal number of
characters to the left of the decimal. Remember that if you don't use a
decimal point, all characters are considered to be located to the left of an
imaginary decimal point and therefore all your account numbers must have
the same number of digits! (Fig. 1)

Sample Account Numbers

These are OK be-
cause each number
has an equal
number of digits to

These are wrong
because there are a
different number of
digits to the left of

These are OK be-
cause each number
has an equal
number of digits to

the left of the|thedecimal: the left of the
decimal: decimal:
100 100.001 207211
100.011 1000.001 100000.999
Fig. 3-2. Inthefirstand last column, both numbers have an equal number of characters

left of the decimal point. They're OK. In the middle column, the bottom number has 4
charactersleft of the decimal whilethetop has3. Thisis not acceptable!

If the company has several divisions you might add a .1 or .01 at the end of
an account number to help distinguish division one from division two (.2 or
.02) etc. during journal entry
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Chart of

Accounts / Opening Balance Setup

The Opening Balance Setup is program is used to create new accounts, and
to enter opening balances for Balance Sheet accounts.

YOUR MAY ETNER THE ACCOUNTS HERE BUT THE OPENING
BALANCES ARE ONLY ENTERED HERE IF YOU ARE
STARTING AT THE BEGINNING OF A CLIENTS FISCAL YEAR.
STARTING AT ANY OTHER TIME YOU WOULD ENTER A
SUMMARY ENTRY THROUGH JOURNAL ENTRY.

To enter historical detail for an account, go to History Balances (page 54).
In this next set of steps the five pieces of information to be entered are the
G/L #, Account Description, Account Type, G/L Type and the accounts
Opening Balance.

Quick G/L - Opening Balances Screen

Wi Accounting Xpert vi8a C=Trax
Open Compan My Rerminders  Systern Reminders My Info  Administration  Utilities  Registration  Logln  Log Out  Hel Exit System
P pany Y 9 g 9 P Y
Cepcoal Lodeoy [ bew ] [boee ] [ome ] [ E )
Display Managment Console Chart of Accounts / Opening Balance Setup C:STD - Sample Company with Data
Bally Wark / Jound Entry G/L Account G/ Description Aocount Type G/L Type Opening Balance =~
i ASSETE Assel Title |
- 101 CURRENT ASSETS Aasset Tite
Setups ¢ Year End / Utiitiss 1100 Cash - Citicorp Asset Pasting 54000.00
Oparing Balances Setup = 110,02 Cash - Nova Sootis Bank Asset Pasting 33000.00
110.98 Cash Asset Total
Fieports / Listings 120 Aocounts Fieceivable asset Pasting 120000.00
- 130 Inventory sset Pasting 13550000
140 TOTAL CURRENT ASGETS Aasset Total
Finaneial Reparts / Compiliations
150 LAND BUILDING & EQUIPMENT Aasset Tite
. 160 Land Aisset Fasting 400000
ATF Paproll /w2 /1098 Frocessing 170 Buildings Asset Pasting 325000.00
160 Equipment fissel Pasting 35000.00
190 TOTAL FIXED ASSETS Azset Total E
200001 Accurn. Depr. - Building Asset Puosting -90500.00
210m #ceurn. Depr. - Equipment Asset Pasting -38000.00
215 Accumulated Depreciation Asset Total
220 NET FIXED ASSETS Azset Total
230 INTANMGIBLE ASSETS Azset Title
i.a s 240 Organizational Casts Aisel Posting 125000.00
250 Goadwil fssel Posting 50000.00
—=l Aceounts Payzble 260 TOTAL INTANGIELE ASSETS Asset Total
@ General Lodger ] 270 OTHER LONG-TERM ASSETS Biaset Tite
260 Advances to Officers fsset Posting 13000.00
| glieponiiag=hausing 290 Custamer Deposils Asset Pasting 56000,00
I.f:,';; e 300 TOTAL OTHER ASSETS Asset Total
10 TOTAL ASSETS Asset Total L
il Sales Analysis Al
Modify WIDE __[INS

Fig. 3- 3 G/L Setup and Opening Balances for Balance Sheet
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Skip numbers
between accounts

Change G/L #'s

Enter the Account
Type

Enter G/L Types

Enter the general ledger account number starting with the very first account
on the Balance Sheet, typically the title ASSETS, enter each account title,
posting account and total account. Remember the discussion on Working
Backwards on page 7, every account must exist in the COA even if it is
printed on a schedule or divisiona statement. Work your way down from
assets through liabilities, equity, revenue and expenses.

If you do not have a COA from which to work and are setting one up right
from scratch, skip 5 digits between each account (100, 105, 110, etc.) in
case you miss one the first time through. Enter every account through the
last Income Statement account usually Net Income or Loss. When you have
finished go back and check if you have missed any accounts. This is the
best time to find any omissions. However corrections may be made at any
time.

The account number may be changed provided no transactions or balances
have been entered into this account. The only other restriction is that no
two accounts can have the same account number.

Account Description
Enter the name of this account (up to 25 characters). If longer
descriptions are necessary add a new account below and continue
the description there.

Account Type
Assets
Liabilities
Equity
Income
Expense
Earnings (Balance Sheet)
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Types

Now define the accounts according to their G/ L Type. You may recall
there were 4 G/L Types. Now there are two more:

6 General Ledger Types
Examples

Title Accounts

Assets, Current Liabilities

Posting Accounts Cash, FICA Payable, Office Wages

Posting Account- balance as of a point in time, not
Beginning I nventory accumulated over time.

P&L accounts that behave as Balance
Sheet accounts, meaning they show a

A YTD year to date report would show
beginning inv. at the beginning of the

Starting Mid-Y ear

Non-normal balance

Posting Account — year and the value of ending inv. at the
Ending Inventory end of the current period.
Total Accounts Tota Current Assets, Net Income
Total Percentage Account Net Sales
Open Balance

Enter Opening Balances if you are setting up the company at the beginning
of their fiscal year or if a Cash Flow Statement will need to be printed for
this Company. Open Balances are last fiscal year's closing balances for
Balance Sheet accounts. For acalendar year end company the December 31
ending balances would be the New Y ear's opening balances.

Do not enter opening balances if starting the company mid-year unless
you understand that opening balances are added to transactions to arrive at a
current account balance. Typically, to start processing new transactions
mid-year say in April, enter the annualized figures for all posting
accounts (Balance Sheet and Income Statement accounts) dated in the
prior period March 31st. Then start with new transactions in April. The
G/L will add al opening balances (zero in this instance), to all transactions
(March's YTD balances and April's new transactions) to arrive at new
ending balances for April.

To enter a non-normal balance, contra account, so that parentheses() appear
around the account's balance, enter the balance as a minus' -100.00". This
would be used for accounts like Accumulated Depreciation.
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Print Opening After you have all the Opening Balances entered, go to reports and run the
Balance Report ‘Opening Balance Report’ and insure you are in balance before continuing.
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Chart of Accounts

The main file for the General Ledger is the Chart of Accounts. All
information that makes up Financia Statements including their unique
formatting comes from the Chart of Accounts see page 2. For example
determining where underlines will appear, or how many lines to advance
after printing an account and so forth. Not every account in the chart will
display on the financial statement. These are called sub accounts. Severa
sub accounts might total to a larger account. For instance there might be 3
different cash accounts, but on the financial statement there will be only 1
line for cash. In this example, you need 4 accounts, 3 posting accounts for
cash and one total account for total cash. For more complete overview see

page 18.

There are also items on a financial statement that has no money amounts
attached to them for instance the heading Current Assets. If it appearsin
the financial statement, however, it must be in the chart of accounts.
Therefore, even though Current Assets is neither a posting account, nor a
total account, it must still exist in the Chart of Accounts as a Title Account.

During installation or at anytime you may install sample chart of accounts
provided by Micronetics, Intl.

If you need any assistance in generating the Chart of Accounts,
please contact your accountant, or Micronetics support. The correct
Chart of Accounts Layout is imperative to the proper generation of
financial statements.
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Select COA / From the Setups/ Year End / Utilities Menu select COA / Financial Setup.
Financial Setup

Chart Of Accounts / Financial Setup Screen

Open Company My R MyInfo Administration Utilities Registration Logln  Log Qut Help  Exit System

[ Mew | [ Delete | [ Undo | [ Est | C:STD - Sample Company with Data

Chart of Accounts / Financial Setup

G/L Account #  G/L Description Account Type  G/LType  Level Center Monew $5ign  Underline  Line Advance Consolidated Divisional Diwision Font  SM ~
\TDD ASSETS Assel Title 3 1 Line Yes Yes 0 s [J |
101 CURRENT ASSETS: Asset Title 3 Yes Yes 0 58 [
11001 Cash - Citicorp Assal Posting 3 2 o Yes i T
11002 Cash - Mowva Scotia Bank, Agzet Pasting 3 2 Mo Tes 1] 7 D

10,99 Cash Asset Total 3 2 Yes ACH Yes 0 96 D

120 Accounts Receivable Asset Fosting 4 2 res e o 7 [:]

130 Irwentary Azzet Pasting 4 2 Single Yes Yes 1] 7 D

140 TOTAL CURRENT ASSETS Asset Tatal 4 2z 1Ling ‘s ‘es 0 % [J

180 LAND BUILDING & EQUIPMENT Asset Title: 3 es e o 1] [:]

160 Land Azzet Posting 3 1 Yes Yes Yes 1] 7 D

170 Buildings Assal Posting 3 1 Yes Yes i T

180 Equipment Agzet Pasting 3 1 Single Tes Tes 1] 7 D

190 TOTAL FIXED ASSETS Asset Tatal 3 1 1Line Yes Yes 0 % [ £
20001 Accum. Depr. - Building Asset Fosting 3 1 No e o 7 [:]

2001 Accumn, Depr. - Equipment Azzet Pasting 3 1 MNa Yes 1] 7 D

215 Aocumulated Depreciation Azset Total 3 1 Single Tes Tes 1] 96 D

220 MET FIXED ASSETS Asset Tatal 4 2 1Line res e o 96 [:]

23 INTANGIBLE ASSETS Asset Title 3 Yes Yes 0 58 [

240 Oiganizational Costs Assal Posting 3 1 Yes Yes i T

250 Goodwil Agzet Pasting 3 1 Single Tes Tes 1] 7 D

260 TOTAL INTANGIBLE ASSETS Asset Tatal 3 2 1Line Yes Yes 0 % [

270 OTHER LONG-TERM ASSETS: Asset Title: 3 res e o ot D

280 Advances to Officers Azzet Pasting 3 1 Yes Yes 1] 7 D

230 Customer Deposits Azset Fosting 3 1 Single Tes Tes 1] 7 D

300 TOTAL OTHER ASSETS Asset Tatal 3 2 Single 1Line res e o 96 [:]

310 TOTAL ASSETS hsset Totd 35 2 y{Accounting Xpert v18a Page Yes Yes 0o -

I

L

Fig. 3-4. Enter the G/L Chart of Accounts from the worksheet provided.

G/L Account #
If creating a new Genera Ledger Number, enter the G/L Number up to 10
characters.
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Account Description

Enter the account's name (up to 25 characters).

Account Type

Drop Down Enter the account type according to the table below. Note the new type call

Current Earnings.

Account Type

Assets

Liabilities

Equity

Current Earnings

Income

Expense

Current Earnings

At least one account must be defined for the company as a whole
even if multiple division earnings may be established. Current
Earnings is a Balance Sheet, credit balance, equity account. This
account automatically takes the net profit or loss from the Income
Statement during the posting process to "balance” the Baance
Sheet. It is the sum total of al Income Statement accounts.
Current Earnings, therefore, is the account that increases (or in
the case of a loss decreases) the value of the company, or the
Company’ s equity as a result of an operating profit or loss.

Multiple Current A current earnings account may be defined for each division established.
Earnings During the Ledger Posting process the net value of all debits and credits for
all accounts defined for a particular division are automatically placed into

that division's earnings account.

In addition the value of the entire

company's earnings are automatically posted to the Entire Company's
account (defined as G/L Type = Earningsand DIV = 0).

Account Description GIL Type Print on Printon | DIV
Consolidated | Individual
Division
Current Earnings Division 1 Earnings No Yes 1
Current Earnings Division 2 Earnings No Yes 2
Current Earnings Entire Company Earnings Yes No 0
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To keep the confusion down, only the Entire Company's current earnings
account is printed on consolidated statements. (Consolidated = Y es).

Normal Balance

The default normal balance for the account type will display. The normal
Balance is based upon the Account Type defined above.

G/L Type
Drop Down

The G/L Typefor this Account Type will display.

6 General Ledger Types

Examples

Title Accounts

Assets, Current Liabilities

Posting Accounts

Cash, FICA Payable, Office Wages

Posting Account - Beginning Inventory

Posting Account - Ending Inventory

P&L accounts that behave as Baance
Sheet accounts, meaning they show a
balance as of a point in time, not
accumulated over time.

A YTD year to date report would show
beginning inv. at the beginning of the year
and the value of ending inv. at the end of
the current period.

Total Accounts

Total Current Assets, Net Income

Total Percentage Account

Net Sales

GN (level)

Here is where you tell the computer which accounts you wish to total
together in agroup. If you noticed all the accounts entered through the G/L
Opening Balances program have been given group total numbers of 3.
Valid GN's are from 1 to 25. Essentialy the totaling works like this. All
accounts; title, posting and total accounts, are given the same group total
number, 3. Only when a previous total isto be included in afollowing total
is the next higher group total number used.

Look at the two total accounts in the example below. Cash and Total

Current Assets.

Cash is the total of the cash accounts. All the cash
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Excluding an
Account

accounts including the total are GN 3's. Total Current Assets on the other
hand must include not only the accounts directly above it (AR and
Inventory) but also the previously totaled cash accounts. So Total Current

Assets must be defined with the next higher group total number.

General Ledger Account File
G/L # Account Description Balance G/L GN
Type
100 Assets Title 3
101 Current Assets Title 3
110.01 Cash (Payroll) 2000| Posting | 3
110.02 Cash (Sales) 2500| Posting | 3
110.03 Petty Cash 500| Posting | 3
110.99 Cash 5000| Total 3
240.01 Accounts Receivable 10000| Posting | 3
290.01 Inventory 89000| Posting | 3
299.99 Total Current Assets Total 4

You can aso see the totaling method working this way. The system adds
up accounts with the same GN. GN dollar amounts are added not only to
the specified GN (3) but also to al higher group total numbers through 25.
When a total account is printed all accounts with that GN are zeroed and
that GN may be reused by the accounts that follow. Remember add down
like a column of numbers. Since dollars are added to al higher GN's
through 25 a grand total can always be found by printing the next higher
group total number.

To exclude an account from a total, define its GN higher than the total
account's GN.
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GN = 25
After totaling all accounts go back and make the Total Assets, Tota
Liabilities and Equity, and the Net Income account on the Income
Statement GN = 25. This will insure dollar balances from previous
statement sections will not be added into your new financial. After all
Assets = Liabilities + Equity. |f they were al added together they would
equal zero. See also page 18.
Center / Title Column
Drop Down This option allows a statement's appearance to be customized by indentation
and centering of Account Descriptions. This option only pertains when
running non-comparative reports. The choices are:
Title Prints Flush
Indent Title 2 Spaces
Indent Title 3 Spaces
Indent Title 4 Spaces
Indent Title 5 Spaces
Center Title on Page
Indent Title 7 Spaces
Indent Title 8 Spaces
Indent Title 9 Spaces
Money Column
An additional presentation control feature is the placement of monetary
amounts in three separate columns. This type of presentation is usually
seen on a Balance Sheet where current assets are displayed in column one,
fixed assets in column two and total assets in the third column. This option
only pertains when running non-comparative reports The choices are;
Print Money in Column #1
Print Money in Column #2
Print Money in Column #3
These three column definitions are overridden when a multi-period
statement is printed. All dollars from the same period are printed in asingle
column.
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$Sign

Drop Down The G/L also alows you to determine in front of which accounts dollar
signs will be printed on the financial statement. Normally a dollar sign is
placed next to the first account to print on the page and the last account on
the page. The choicesare:

Don't Print Dollar Sign
Print Dollar Sign

Underline

Drop Down This field allows you to dictate where underlines will appear on the
financial statement. Typically underlines are printed above atotal account.
In this case defined the underline on the account before the total account.
The choices are:

No Underline
Single Underline Account
Double Underline Account

Line Advance

Drop Down This formatting field alows the user to determine how many lines to
advance after printing the account on the financial statement. The choices
are:

0 Line Skipped
1 Line Skipped
2 Line Skipped
3 Line Skipped
4 Line Skipped
5 Line Skipped
6 Line Skipped
7 Line Skipped
8 Line Skipped
Advance to Top of Page
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Consolidated  [Print on Consolidated]

Drop Down Thisfield is used to indicate whether or not the account is to be printed on
the consolidated statement. The choices are:
Don't Print On Consolidated
Print Account on Consolidated
Divisional [Print on Individual Division Statements]

Drop Down Like the Consolidate Print option above this field is used to indicate
whether or not to print this account, but on the divisiona statement. This
assumes of course that the account is in fact defined with a DIV code (see
the next option DIV). The choices are:

Don't Print On Divisional
Print Account on Divisiona
Divisional Account

Zoom Typically thisisleft at zero (0). If thisisadivision account, either enter the
appropriate division code or Zoom to select the division with which this
account is associated. If you wish this account to print on all reports (like a
title or total) enter 999. 0 is no division and 999 is print this account
always. Valid divisions are 1 through 998. See Divisional Accounting on
page 10.

Summarize

Drop Down It is frequently unnecessary to have alisting of every transaction for certain
G/L accounts. For instance, Payroll will list a detail of al employee
transactions, therefore it many not be necessary to display al that detail in
the G/L aswell. This option may be changed at any time.

Print Detail
Summarize
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Cash Flow Statement Setup

To produce a Cash Flow Statement you must classify in the chart of
accounts how each account should be defined.

A drop down window shows the various classifications pertaining the
statement. Thisisacertified Cash Flow Statement and knowledge of the
setup isrequired if you will be printing this statement.

Open Company My Remind My Info  Administration  Utilities Registration Logln  Log Out  Help  Exit System
General Ledger
Display Managment Console Cash Flow Set-up C:STD - Sample Company with Data
Dy Work #Jounal Entry G/L Account ¥ G/L Deseription Cash Flow Account Designations [FASE] e
11007 Cash - Ciicorp ot Selected -] |
110.02 Cash - Nowa Seotia Bank, e Bl
Sotups / Year End / Utiiios 120 Acoounts Recsivable Het Income or Loss Balance Sheet
Non Cash Expenses and Revenues
Cath Flov Seti: - 130 Inventary Changes in Assets or Liabilties
Investing Activities
160 Land Firancing Activitiss
FRepons / Listings 170 Buidings Proceeds fram Investing
Proceeds fram Financing
- 180 Equipment Mot Selected
200.01 Aceum. Depr. - Building Mot Selected
Financial Fieports / Compiliations
21001 Aceum. Diepr. - Equipment Mot Selected
e 240 Oraarizational Costs Mot Selected
ATF Paproll /4/2 /1099 Processing 250 Gaadail Mot selected
280 Advances ta Dificers Mot Selected
230 Customer Deposits Mot Selscted =
340 Notes Payable Mot Selected
350 Accounts Payable Mot Selected
380 Dividends Payable Mot Selected
370 Advances from Customers Mot Selected
395.03 Fica Payatle Mot Selected
- 385.08 Fed. w/Holding Payabl
| B Accounts Raceivable = olding Payable Mot Selected
385.09 State W /Holding Payable: Mot Selected
L= Accounts Payable 385.11 Loc, W/Holding Payatle Mot Selscted
@ General Ledger L 420 Bonds Payable - 12/31/85 Mot Selected
1 430 Unamartized Bond Discount Mot Selected
| @ Inventory / Warehousing 510 and Dulstanding Mot Selected
fé’; Sales Order Processing 520 Retained Earrings Begin Mot Selected
530 Curent Earmings (Loss) Mot Selected <
s Sales Analysis 1
Modify
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Verify COA Setup

Now that the chart is setup it time to make sure it will produce the reports
you have designed. Print a Balance Sheet and aP & L Current. If you have
entered Opening Balances print the Balance Sheet with the option Print
Zero Balances Y/N set to (N), otherwise set it and the Print Zero Totals Y/N
both to (Y)es. How do the statements look? Are the Account Descriptions
indented correctly? Are al the underlines in the right places? Are the
subaccounts suppressed, not printing? What about the dollar placement?
Are they in the right Money Columns? If dollar amounts have been entered
it will be possible to check the totaling.

Beginning/Ending Inventory &
Retained Earnings

If a P&L will include beginning/ending inventory or a retained earnings
section then special requirements are necessary. Normally P&L quarterly
or annual account balances are totaled period-by-period to arrive at an
ending period figure. However specia circumstances require P&L accounts
to behave as Balance Sheet accounts reporting a beginning or ending
balance "as of " a point in time, not accumulated. Therefore Beginning
Inventory or accounts that require the balance at the beginning of the report
period must be defined as G/L Type = Beginning Inventory. Accounts
requiring period end balances should be defined as G/L Type = Ending
Inventory. This way the system would know how to handle a two-column
report one with current period figures and the other with YTD or quarterly
amounts. See special section on handling beginning and ending inventory. .
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Schedule Maintenance

Similar to aCOA

Part COA, Part
Report Generator

Save Work

Select Schedule
Maintenance

Getting a schedule into the computer is as simple as selecting an account
number from the COA and pressing the down arrow key. Once in, modify
the accounts according to the definitions below. Normally the
documentation would follow the order of the screen. However, a schedule
isso very similar to a COA that it is a good ideato look at it now while its
fresh in your mind.

Under The G/L schedule maintenance can be used for its normal function or
it may be used to reorganize a Balance Sheet or Income Statement. 1t may
be defined to present accounts in aphabetical order, print a detail of fixed
assets, or cash accounts, etc. The accounts which appear on a schedule all
must come from the COA, not the other way around. Accounts cannot be
added to a schedule, which do not already exist in the COA. The one
compromise is that an account may be "stolen "from the COA and any of its
information changed, except the G/L #. This alows new title or total
accounts to be added that do not "really" exist in the COA or to change the
name of an account for various reporting purposes. A schedule is therefore
areporting vehicle, which pulls a subset of accounts from the COA.

Recall the brief definition on page 2, of a financial report being part COA
and Report Generator. The same is true of a schedule, which is a subset of
the COA. In the schedule you define the accounts, the order in which they
will print and total. The Report Generator template on the other hand
determines the account period to be printed, whether a percentage column
will appear and the overall statement heading and footing.

Supporting schedule statements are associated with a particular COA and as
such may be setup one time and cloned with the COA for use by other
Companies. This is a time saver if you provide many similar Companies
with similar supporting schedules.

From the Setups Menu select Schedule Maintenance. A list in which to add
new schedules or select existing ones will appear. The Schedule Number
may be up to 3 digits and it description up to 30 characters.
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Wil Accounting_Xpert vl8a

Schedule Maintenance

Open Company Wy Reminders  System Reminders  Mylnfo  Administration  Utilities  Registration 1ogin  LogOut Help  Exit System
Seneral ] edecr [en ] [Doee ] [ | [
Display Managment Console Schedule / Sch. Financials Setup C-STD - Sample Company with Data
Daily Work / Jounal Entry Schedule Number Schedule Name Click to Setup up Schedule Details o
1 Schedule of Fised Assets Detail Schedule
2 Schedule of Seling Expenses Detail Schedule
Setups / Y'ear End # Ultilities 3 Schedule of G & A Expenses Detail Scheduls
Schedules Setup - 4 Schedule of Revenue Detail Scheduls
5 Schedule of Cash Detail Schedule
Reparts / Listings
-
Financial Reports / Compiliations
ATF Payroll /W2 /1093 Processing
& Accounts Receivable
E=h Accounts Payable
@ General Ledger =
@ Inventory / Warehousing
I{E}I Sales Order Processing 8
Ii| Sales Analysis il
Modify INS

Click Detail Schedule setup the Detail Schedule. Follow the same codes as used in the chart
of accounts setup.

Zoom / Partial

ESC Exit

G/IL #

Enter the G/L Number up to 10 characters including the decima or enter
the first few characters of the G/L # and Zoom to look it up. All account
definitions from the COA will automatically be brought over and the Order
Number at the right side of the screen will display a 5.

Remember the ESC key exits.
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Drop Down

Drop Down

Drop Down

Account Description
Change the account's name if desired (up to 25 characters).

Account Type
Change the account type if necessary according to the table below.

Account Type

Assets
Liabilities
Equity

Current Earnings
Income

Expense

Normal Balance

The default normal balance for the account type will display. The normal
Balance is based upon the Account Type defined above. Either enter the
appropriate balance, (Debit or Credit) or Zoom.

G/L Type
The default G/L Type for this Account Type will display. A schedule may
have up to 24, 100% accounts but only one is alowed in the COA.

Multiple 100% Accounts

Normally only one net revenue (100%) account exists. However, in some
businesses like a restaurant it may be helpful to judge for instance what
percentage of beverage sales (100%) is comprised of wine (60%) or beer
(40%), or of total food sales what percentage was seafood vs. poultry? You
could even go further and see what percentage each of the food and
beverage categories contributed to total sales.

From Order to Order

When a G/L Type = Percentage (one hundred percentage account) is
defined a window will pop up requiring you to enter the range of order
numbers this particular G/L = Percentage account encompasses. For an
explanation of Order numbers see below on page 49. Like the example
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above if this 100% account covers just the beverage sales then enter the
order numbers from low to high that would include all beer and wine.

When you define a percentage total account in a schedule its definition is
only one half. The report generator template, through which the scheduleis
printed, must also have a percentage column defined in which to display the
percentages.

6 General Ledger Types
Examples

Title Accounts

Assets, Current Liabilities

Posting Accounts Cash, FICA Payable, Office Wages

P& L accounts which behave as Balance

Posting Account - Beginning Inventory | Sheet accounts, meaning they show a

balance as of a point in time not
accumul ated over time.

A YTD year to date report would show

Posting Account - Ending Inventory beginning inv. at the beginning of the year

and the value of ending inv. at the end of
the current period.

Total Accounts

Total Current Assets, Net Income

Total Percentage Account Net Sales

[GN]  Group Total Number

If necessary here is where you can change which accounts will add together
in a group. Essentially the totaling works like this. All accounts; title,
posting and total accounts, are given the same group total number, 3. Only
when a previous total isto beincluded in afollowing total is the next higher
group total number used.

Look at the two total accounts in the example below. Cash and Total
Current Assets. Cash is the total of the cash accounts. All the cash
accounts including the total are GN 3's. Total Current Assets on the other
hand must include not only the accounts directly above it (AR and
Inventory) but also the previously totaled cash accounts. So Total Current
Assets must be defined with the next higher group total number.
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Excluding an
Account

Drop Down

General Ledger Account File

G/L # Account Description Balance GT GN
100 Assets Title 3
101 Current Assets Title 3
110.01 Cash (Payroll) 2000( Posting | 3
110.02 Cash (Sdles) 2500( Posting | 3
110.03 Petty Cash 500| Posting | 3
110.99 Cash 5000| Total 3
240.01 Accounts Receivable 10000| Posting | 3
290.01 Inventory 89000( Posting | 3
299.99 Total Current Assets Total 4

You can aso see the totaling method working this way. The system adds
up accounts with the same GN. GN dollar amounts are added not only to
the specified GN (3) but also to al higher group total numbers through 25.
When a total account is printed all accounts with that GN are zeroed and
that GN may be reused by the accounts that follow. Remember add down
like a column of numbers. Since dollars are added to al higher GN's
through 25 a grand total can aways be found by printing the next higher
group total number.

To exclude an account from a total, define its GN higher than the total
account's GN.

Title Column
This option alows a statement's appearance to be customized by indentation
and centering of Account Descriptions. The choices are;

Title Prints Flush
Indent Title 2 Spaces
Indent Title 3 Spaces
Indent Title 4 Spaces
Indent Title 5 Spaces
Center Title on Page
Indent Title 7 Spaces
Indent Title 8 Spaces
Indent Title 9 Spaces
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Money Column

An additional presentation control feature is the placement of monetary
amounts in three separate columns. This type of presentation is usualy
seen on a Balance Sheet where current assets are displayed in column one,
fixed assets in column two and total assets in the third column. This option
only takes effect on non-comparative reports. The choices are:

Print Money in Column #1
Print Money in Column #2
Print Money in Column #3

These three column definitions are overridden when a multi-period
statement is printed. All dollars from the same period are printed in asingle
column.

$Sign
Drop Down The G/L also alows you to determine in front of which accounts dollar
signs will be printed on the financial statement. Normally a dollar sign is
placed next to the first account to print on the page and the last account on
the page. The choicesare:
Don't Print Dollar Sign
Print Dollar Sign
Underline
Drop Down This field allows you to dictate where underlines will appear on the
financial statement. Typically underlines are printed above a total account.
In this case defined the underline on the account before the total account.
The choices are:
No Underline
Single Underline Account
Double Underline Account
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Drop Down

Drop Down

Line Advance
Determine the number of lines to advance after printing the account.

0 Line Skipped
1 Line Skipped
2 Line Skipped
3 Line Skipped
4 Line Skipped
5 Line Skipped
6 Line Skipped
7 Line Skipped
8 Line Skipped
Advance to Top of Page

Print
This field is used to indicate whether or not the account is to be printed on
the statement.

Don't Print Account
Print Account

Schedule Percentages

Many times an account may not be printed but is used instead to accumulate
a total. For instance a schedule of expenses may be shown with
percentages, which are based off of net income. To get the net income
figure (the 100% account) include all revenue accounts, add them up but set
them not to print Following these revenue accounts include the expense
accounts that are to be printed on the schedule.

Order

This number determines the order in which accounts will print and total not
the G/L #. The G/L # controls the order of the COA but not on a schedule.
If you change an account's order number (while in the modify mode not
create) you will see the account move on the screen. |f you are unaware of
the importance of order in the COA or in a schedule see page 8.

To enter another G/L account
Click ‘New’, Down Arrow, or PgDn to advance to the next line and repeat
the process.
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Bank Maintenance

Automatic bank reconciliation of a company's checking accounts becomes a
by-product of journal entry when a bank account is associated with one or
more journals. Set it up, even if you don't think you will useit. When you
do you will never do it by hand again! Bank Maintenance, which may be
defined here within Setups or by selecting Bank Reconciliation through the
application list, allows bank accounts to be established for the company.
Thought in reality, each business has different bank accounts, a master chart
of accounts may be setup and later cloned/copied for use by other
Companies and the bank accounts changed appropriately. For more
information on Bank Reconciliation see the chapter by the same name.

Bank Maintenance Screen

Open Company My Reminders  System Reminders  Mylnfo  Administration  Utilities Registration Login  Log Out Help  Exit System
General Ledger [ Mew I I Delste J { Unda I I Exit | Check Pinting Options_|
Display Managment Cansdle Bank Accounts List C:STD - Sample Company with Data
Bark Code Description Bank Account # Cash G/L # Next Check Balance =~
Daily Wark, / Jounal Enty [ Citi Bank 1039945215 1100 = ]
- z Mova Scotia Bank. 4434862751 1oz &) 0 (]
Setups / Year End / Utilties
Bank Accounts -
Reports / Listings
Financial Reports / Compiliations
ATF Paproll /W2 /1099 Processing
| g Accounts Receivable
E‘h Accounts Payable
@& General Ledger =
| @ Inventory / Warehousing
{’EJ‘ Sales Order Processing
II| Sales Analysis i 2
Modify WIDE INS

Fig. 3-5. Bank Accounts entry screen
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Code=1

Optional

Zoom/ Click

To avoid commingling money from different accounts each bank account is
setup within Bank Maintenance and associated with a separate G/L number
from the Chart of Accounts.

Code

Enter a code with which to identify this Bank. The code will be used to
associate this bank with a journal and as a selection and partid
identification of the bank for reporting. The bank name will also appear.
Suggest a one-digit code be used (1, 2, 3, etc.) since in most cases there
may only be one or two bank accounts anyway.

Description
Enter up to a 30-character description for this bank account. "Citibank
Payroll", "Citibank Purchasing" etc.

Account #

Enter the number (010-122-1218) of the account assigned by the bank.
This is used strictly for informational purposes and is not required. (up to
12 characters)

G/L Account #

Enter the general ledger account number defined in the COA for this bank.
If your Balance Sheet prints the account description "Cash In Bank" enter
the G/L # for this account here.

Last Check #
Enter the number of the last check written.

Balance

Zoom to display the "bank balance". This is the current balance of the
account. A beginning or opening balance may also be entered here. A
figure entered here will override the balance as computed from all deposits
and checks written.
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Journal Setup

This optiona maintenance allows you to create unique journas and to
associate them with specific bank accounts for automatic bank
reconciliation as a by-product of journal entry.

The G/L automatically includes the following standard Journals. The
Journal Name and associated Bank may be modified or completely new
journals may be added. Once ajournal is created it may not be deleted only
renamed and reused.

Standard Journals

il Accounting Xpert v18a =X
OpenCompany My Reminders  System Reminders  MylInfo  Administration  Utilities  Registration LogIn  LogQut Help  Exit System
General Ledzer I Hew I { Delete J I Unda I { Exit J
Display M it Consol : .
e Journal List / Bank Attachment C:STD - Sample Company with Data
Dailywork # Jounal Entry
Inteqrating the Bank Reconciliation reguires the assignment of a Bank to selected Joumals. If you have more than one
M Bank you can create additional Journals and assign each to a seperate Bank Account
Setups /ear End / Utilities
Joumal Setup -
Joumal # Joumnal Name Bank Code (General Ledger Account e
Reports ¢ Listings 1 Receipts Jounal 1 D 11001 Cash - Citicorp
. 2 Disbursements Journal 1 D 11001 Cash - Citicorp
3 GeneralJoumal D
Financial Reports # Compiiations 4 Adustment Joumal D
M 5 Papoll Joumal 1 D 11001 Cash - Citicorp
E  Purchase Joumal
ATF Payrall /w2 /1039 Pracessing kil &
7 SalesJoumal D
-
22 Dishursements Joumal - Nova Scatia 2 D 1002 Cash - Nova Scatia Bank
934 Trial Balance Entry Journal D
935 Payoll Opening Balance Joumal D E
996  Automatic Reversing Entries Joumnal D
987 Automatic Accountant Define Joumnal D
998 Prior Years Adjustment Jounal D
|a‘ Accounts Receivable - 999 Recurring Entries Journal D
.=‘b Accounts Payable
@& General Ledger E
| @ Inventory / Warehousing
ij Sales Order Processing
iy Sales Analysis il
Modify INS

Fig. 3-6. Thejournasthat come with the G/L.
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Xpert Note

If transactions are to be transferred electronically from the Accounting
Xpert Enterprise business modules, the transactions will be placed into the
standard journals, by journal number according to the table below.

Jrn (number) G/L Standard Journal Name XPert Module - When Created
1 Receipts Journal AR Cash Receipts Register
2 Dishursements Journal AP Check & Invoice Registers
3 General Journd
4 Adjustments Journal
5 Payroll Journal PR Check Register
6 Purchase Journal
7 Sales Journal AR Invoice Register

Select Journal From the Setups Menu select Journal Setup.

Setup

Journal #
If creating a new journal, enter ajournal number (from 8 to 989).

Name
If creating a new journal, enter the new journal name (up to 35 characters)

Bank

Enter the code of the bank account to be associated with this journa for
automatic bank reconciliation purposes or Zoom and select from the list.
Define each journal into which transactions affecting this bank account will
be entered. If transactions for a particular bank account will be entered into
a disbursements, receipts or payroll journal, each of these journals must be
defined with the specific bank account. Don't enter transactions into a
journal defined for another bank account otherwise the Bank Reconciliation
will be useless.

G/L Account #
Display only. This displays the general ledger number associated with the
Bank code just defined above as verification.

Accounting Xpert Enterprise Edition— Client Write-up 3-53




Setup/Mai ntenances

History /Budget Setup

This optional screen alows for the entry or maintenance of historical
account balances plus monthly budgetary figures for the current year.
These balances are used in prior year comparative statements. There are
worksheets provided at the back of the manual to help organize your data
entry.

Select History From the Setups Menu select History / Budgets Setup.
Maintenance/
Budgets

Ml Accounting Xpert v1Ba

Open Company My Reminders  Systern Reminders MyInfo  Administration  Utilities Registration Logln  Log Out Help  Exit System

General Ledeer C:5TD - Sample Company with Data

Exit

G/L History / Budget Maintenance

Display Managment Consale

Daily ork / Jounal Entry G/L Account # G/ Description History =+
- 0T Cash - Cilca =l
110.02 Cash - Nova Scolia Bank =]
Setups / Year End / Utiities 120 conunts Fieceivable =)
History / Budgets Maintenance + 130 Inventory [}
Fieports / Listings T ik EJ
170 Buidings =
M 180 Eauipment ]
Financial Reparts / Compiliations 200.01 Accum Depr. - Building )]
- 2100 Accum, Depr. - Equipment D
240 Organizational Costs D
ATF Payroll / w2 /1099 Processing 250 Goodwil D
- 280 Advances to Officers |
230 Customer Deposits & 1
340 Notes Payable &
/0 Aceounts Payable =]
30 Dividends Payable =
370 Avances from Customers =
385.03 Fica Payable =
8% Accounts Receivable 38506 Fed. w/Holding Payable =
B, Accounts Paysble 385.03 State W/Holding Payable gj
.| 38611 Loc. W/Helding Payable =)
@& General Ledger E 420 Bonds Papable - 12/31/85 &
@ Inventory / Warehousing 430 Unamortized Bond Discount D
— 510 and Outstanding &
[E] sales Order Pracessing 20 Reetained E arings Begin & -

II| Sales Analysis

Fig. 3-7. Select the G/L account to enter history balances for.

Zoom Highlight the accounts for which new balances are to be entered and Zoom
to call up the appropriate history maintenance screen.
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History /Budget Setup Screen

Fig. 3-8. Enter the appropriate Historical datafor the General Ledger Account.

It =3 X |
Open Company My Reminders System Reminders My Info  Administration Utilities  Registration LogIn Log Out  Help  Exit System
General Ledper C:STD - Sample Company with Data
Exit
Display Ml History / Budget Setup - C:STD - Sample Company with Data =)
Daily wiork / Jou istory  ~
i 670 - Advertising Expense ]
L)
e Eﬂ Last Year 2nd Year 3rd Year [ BudgetAmt | (]
History / Budg 12/31/2003 12/31/2002 1243142000 [ emrzond | =)
% Opening Balance-> 0.00 0.00) 0.00) )|
Reports / Listing;
Feiod 1. 0143172003 [ | oog | oog | 3,000.00| =
Period 2 02/28/2003 | oo, | [ oo | 3,000.00] L]
Financial HEW’% Period 3 03/31/2003 | oof | oof | oo | 3,000.00] L)
Peiod 4. 04/30/2003 | oo | [ | [ 3,000.00] %
ATF Payrol "WZJ Peiiod 5. 05/31/2003 | oo | oo | oog | 3,000.00] =
Period 6 0B/30/2003 | [ oo | oo | 3,000.00] =
Period 7. 07/31/2003 | oog | oo | oog | 3,000.00 - ‘E
Peiod 8 08/31/2003 oof | [ | [ 3,000.00] = |
Period & 09/30/2003 | oog | oog | oog | 3,000.00 L]
Period 10:  10/31/2003 | ooy | oo | oo | 3000.00] &)
Period 11:  11/30/2003 | oog | nog | nog | 3,000.00 %
| 88 Accou Peiiod 12 12/31/2003 | oog | oog | oog | 3,000.00| =)
Period 13 00/00/0000 | oog | oo | oog | 3,000.00 )
==! Account
()
@& General o)
| overta 0 ]
- ()
@ } Sales Of =
II. Sales Analysis 2 1
Modify INS

Enter up to three years of historical balances by period for the Genera
Ledger Account in the appropriate fields plus the budgetary amounts for
the current year. Each year afar the fiscal year end close is run al the
history balances are updated automatically.

PgDn for To display the next account ‘ Click’ or press the PgDn (page down) key. To
next account review the previous account press Pgup.

ESC Exit Press the ESC key to exit to the Setups Screen.
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Transaction Codes

Transaction Codes are used by The G/L to speed entry of repetitive
transactions when data is not electronically transferred from your
Company's data files. This option alows you to define a single entry code
that automatically fills in the rest of the repetitive data such as the, G/L #
and description required to complete a transaction. In addition the same
code may be used for all companies eliminating the need for the operator to
remember each company's specific G/L #s. For instance the code TEL
could be used to represents the G/L account telephone expense, and each
company you process could have a unique G/L # for telephone expense.
Y et, you would only have to remember TEL. Transaction Codes are a real
time-saver.

For Instance, assume that you are not using the Payables system to generate
dishursement checks for things like utilities, and instead are simply entering
the transactions for these checks in the Disbursement Journal manually.
Typically, the power company will aways be disbursed to the same G/L
account number, with the same check description. If that isthe case, set the
power company up as a Transaction code. With Transaction Codes, while
in Journal Entry, the operator only enters the code and the amount. The
system automatically will know from this maintenance what the check
description and G/L account number should be.
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Select Transaction
Codes

From the Setups Menu select Transaction Codes.

Transaction Codes Screen

Open Company Iy Reminders

System Reminders

Mylnfo Administration  Utilities Registration Logln LogOut Help

Exit System

General Ledger
Dl [ regent Baneal =

Diaily ok / Jounal Entry

Setups /ear End / Ulilties

Transaction Codes -

FReparts / Listings

Financisl Reports / Complliations

ATF Payioll /W2 #1093 Processing

[ Mew | [ Delete | [ Ondo | [ Emt

Transactions Codes List C:STD - Sample Company with Data
Transaction Code G/l Account#  Check / Risf. # Amount Debit / Credft_Transaction Description -
RENT 735 [ 0 125000 Debit Avida Properties - Rent |

a " Accounts Receivable

_=<! Accounts Payable

@ General Ledger

@ Inventory / Warehousing

;':‘Ef Sales Order Processing

n

n

II| Sales Analysis

WIDE INS

Zoom / Partid

Fig. 3-9. Enter transaction information relating to the code.

Code

Enter a code with which to identify this transaction. The code can be up to
10 characters (alpha-numeric) and should be representative of the
transaction in some way. For instance, PWR might be a good code for the
Power Company. The code will be entered in place of the G/L # during
Journal Entry.

G/L Account

Enter the General Ledger account number into which this transaction will
be posted or enter a part of the G/L # and Zoom to look it up. Once again,
using our Power Company example, you would select the G/L number for
Utilities, or whatever account is suitable in your chart of accounts.
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ESC Exit

Reference

The Ref field allows the operator to enter any 7-digit number (numeric
only) to track the transaction with. Typically, this field will be left blank.
In Journal Entry, the Entry screen can automatically generate the next check
number in sequence. However if there is any unique 7 digit tracking
number appropriate to this transaction, it can be entered here once, and will
not have to be re-entered in Journal Entry.

Amount

If the amount of the transaction is constant, or nearly always constant, enter
the transaction amount here (as in the case of a car loan). If the amount
fluctuates (as in the case of the check to the Power Company) leave this
field blank, and enter the amount during Journal Entry.

Debit or Credit

Select whether the transaction is typically a debit or credit amount. This
option is used to place the cursor in the appropriate DR or CR column
during Journal Entry.

Description

Enter the description to be attached to the transaction, up to 70 characters.
Most typically this would be payee. In the case of the Power Company, the
transaction could be debited to the Utilities Expense Account and the
Description would be Florida Power & Light.

Press the ESC key to exit to Transaction Code maintenance.
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Journal Entry / Posting / Unposting

This chapter explains how to edit electronically imported transactions from
the Accounting X pert Enterprise — Business Modules or other products, along
with entering and editing transactions manually. More and more accountants
are looking to import transactions from products such as Quicken,
QuickBooks, Peachtree, etc. to save entry time, and Xpert provides a variety
of import options.

Upon review of imported transactions if you decide to change an entry, be
advised that the change made here will not change the transaction in the
source program where the data came from.

This chapter will deal primarily with entering new transactions directly into
the General Ledger. The process of reviewing and editing journal
transactions created in the other modules is functionally similar, except the
Journa transactions must first be transferred from the other modules. The
process of retrieving Journal transactions from the other modules is covered
in detail in the G/L Transfer section of the Utilities/ Conversions chapter.

How does the information get entered?

Organizing Checks

Accounting firms may either enter the G/L transactions or import G/L
transactions from a client using Xpert. When importing, all that isrequired is
to verify the entries and make any required adjustments. When you print a
check out of the Xpert payables system, it knows to Dehit the expense
account and Credit the cash account (Expenses are on the Income Statement,
Cash is an asset on the Balance Sheet). There is nothing that you really need
do to make it work. If however, your Client presents you their data in the
form of checks, journals, ledgers, trial balances or reports from other
programs those entries will need to be entered manually.

What most accountants do is organize the data and "code" (write down the
correct general ledger account number on) the check stub or other paper
document and organize them in numeric order before sitting down at the
computer. If checks are placed in ascending order then the computer can be
set to automatically enter the check numbers. Then they will enter al the
disbursements (checks) and make one offsetting entry for the batch of checks
to the cash account. Remember debits (in this instance expenses, on the
Income Statement) must equal credits (cash on the Balance Sheet).
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Transaction Codes With Transaction Codes however fewer of the Company's actual G/L #'s will
need to be known since these unique numbers can be identified by more
generic and descriptive codes like "Rent" instead of 655. Asyou enter checks
you may build a database of payees so that subsequent entries for that payee
require nothing more than entering the payee and the amount if the amount is
not consistent. See Setups, Transaction Codes.

Select Journal From the General Ledger menu select Journal Entry.
Entry / Posting

Journal Entry Selection from Menu

Logln LogOut Help ExitSystem

Joumnal | Posting
Unpost Transactions

Joumal Re-Printing

P Create Recuring Entiies
Transfer Fiecurting Entriss

B&  Accounts Receivable

Aceounts Payzble.

ﬁ General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

Lﬂ.;' Sales Analysis

[ [Modity
Fig. 4- 1. Enter the G/L Account number balances from this screen.
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The process:

Journal Entry
Allows entry of new transactions, editing of existing transactions
and printing of audit trails.

Journal Posting

Allows posting of a selected journa or a range of journals into the
General Ledger. Automatically updates financial statements with
new or edited transactions.

Unpost Transactions
Removes transactions from the General Ledger and places them
back into Journals allowing corrections to be made.
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Journal Entry

These instructions for completing Journal Entry may be followed by those
entering new transactions manually or for transactions, which have been
imported electronically.

The JE Process:

For electronically imported transactions refer to the Utilities / Conversion
chapter for instructions.

1

2.

Decide from which journal transactions will be entered or edited.

Determine whether to Edit existing transactions, or Add new
transactions.

Enter transactions.

Exit Journal Entry - the system must be in balance (debits = credits)
in order to exit journal entry.

Print the Audit Trail for verification.
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Select Journal From the, Journal Entry / Posting Menu, select Journal Entry.
Entry

Journal Selection Screen

Wi Accounting Xpert vi8a
Open Company My Reminders  System Reminders  MyInfo  Administrati Utilities  Registrati Logln LogQut Help

Exit System

Display Managment Console

Dailywork ¢ Jounal Entry
Jeum Enty - Press 'FS' or Jownal # on Click Select

Joumal#t  Jounal Description
Receipts Journal
Dishursements Joumal

Select| General Joumal

1
2
3
4 Adiustment Joumal
1]
E
7

Setups /Vear End / Utilities

Reparts / Listings

Fayoll Joumal

Purchase Joumal

Sales Jaumal

ATF Paprall /W2 /1099 Processing 22 Disbursements Jounal - Nova Scatia

4] 934 Trial Balance Entry Joumal
Paproll Opering Balance Joumal
Automatic Reversing Entries Joumal
Automatic Accountant Define Joumal
Prior ears Adjustment Journal
Fiecuring Entries Joumnal

Financial Reports / Compiliations

-

“ Accounts Receivable
a Accounts Payable

t General Ledger
@ Inventary / Warehousing

@ Sales Order Processing

| ﬂ|| Sales Analysis

[ Modify ZOOM |

Fig. 4- 2. Select which Journal to enter transactions into.

In the select Journa Screen, you have the option of working with any of the
standard Journals created by the system, any new, unique journals which you
have created in Journa Setup or any of the special 900 number journals as
described starting on page 24.

Select the appropriate Journal to enter entriesinto.
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Add,

il Accounting_Xpert_v18a

Edit, Remove Journal Transactions

Open Company My Reminders  System Reminders My Info  Administrati Utilities  Registrati LogIn LogQut Help Exit System

General Ledger

Display Managment Console

Dailypwork / Jounal Entry

Joumal Entry -
Setups /ear End / Utilities
Reparts / Listings

Financial Reports / Compiliations

ATF Payrall /W2 /1099 Processing

4

|| |
C:S5TD - Sample Company with Data

Journal Entry Options

| Journal #t 2 -- Disbursements Journal

‘ Accounts Receivable

E Accounts Payzble

"3 General Ledger

4@ Inventary / Warehousing

@ Sales Order Processing

| |||| Sales Analysis

m

[ [Modity I [

Fig. 4

- 3. After selecting the journal, the system will request whether to edit exiting

transactions, or to add (create) new transactions, or to remove a batch.

You may ‘Add’ a new batch or select an existing batch for ‘Editing
transactions. Adding a batch automatically assigns a batch number which
follows the transactions in the ledger reports, journals, etc. Since any
transaction can be edited at any time, the batch # allows you to quickly recall
the entry in Journal Entry. ‘Removing’ a batch is typically used when you
have imported transactions from another product incorrectly and instead of
deleting every entry in that batch, you remove the entire batch with 1 click.
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Journal Defaults

Journal defaults allow you to select various input options based on your
preferences.

Journal Entry Default Options Screen

il Accounting Xpert viBa
Open Company My Reminders System Reminders My Info

General Ledger

Display Managment Console

Doaily Work £ Jounal Entry

Administration  Utilities Registration Logln LogOut Help Exit System

Joumal Enry -
oK .

- C:STD - Sample Company with Data

Setups / Year End ¢ Utiiies

- Check Fica Tax during Entry: @ired )Mo

Repotts / Listings
Enter Day only for Date: () Yes @ Mo

Financial Reports # Compiliations Automatically Calculate Net Check: ) Yes @ No

lly Dupli Description: () Yes @ No

ATF Payroll /W2 /1033 Piocessing

- Automatically Insert Decimal: 1 Yes @ No

Use Calculated Fica Default Amounts: @ Yes () No

Memorize Transactions for Quick Recall: @ Yes () No

Default to Memorized Amounts: 1 Yes @ No

“ Accounts Receivable

Lﬂ Aceounts Payzble

"' General Ledger =

Beset ToDefauls | [ Cancel |

@ Invertory / Warehousing

@ Sales Order Processing | |

1"'1 Sales Analysis

Options:

Check Fica Tax during Entry

This will check the fica calculation of the transaction and display
any variances. It provides the option of using the calculated
amounts where the variance of the Fica Tax is added or subtracted
from FWT. The net check always remains the same.
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Important CTRL D
Automatically
duplicates

Enter Day entry only for Date

This feature will jump to the day field in the date during entry. If the
transactions are for one month and on various days, it eliminates the
need to enter the month and year. Note: Make sure INSERT key is
OFF.

Automatically Calculate Net Check

This will automatically calculate and display the net check total
when there are multiple disbursements for a check. Setting this to
‘No’ dightly speeds up entry and allows you to press ‘Ctrl and N’
when needed to display the net check total. When printing journals,
the distribution of the check along with the net check total is always
shown.

Automatically Duplicate Description

If the description (payee, deposit, etc.) is the same for each entry
then having this set to ‘Yes will automatically duplicate the
description on the next line. Recommended setting = ‘No’

Pressing CTRL and D in any field will automatically duplicate the
previous lines information. Therefore if the description is the same,
by pressing CTRL and D it will duplicate the description right above
it. Thisis afeature used throughout Xpert where if you entered any
information on a line or page and then add a new line or page, you
can duplicate the previous information by pressing CTRL and D.
Thisisavery useful function to know.

Automatically insert decimal

This will automatically move the decimal two places. When on,
12500 would change to 125.00. If off, enter 125 and it turns to
125.00

Use Calculated Fica default amounts

When set to ‘Yes' , thiswill automatically calculate the correct Fica
Tax and make the adjustment to Fica and FWT without asking.
When set to ‘N0’ it will show you the amounts first and ask what
you would like to do. Recommend setting is ‘NO'.
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Memorizetransactionsfor quick recall

This feature memorizes each transaction and allows for quick recall
in journal entry when entering the same type of transaction in
following periods.

Default to memorized amounts

When recalling a memorize transaction you have the option of
having it insert the previous amount which may be overridden
during entry. Thisis a matter of preference. Requiring the entry of
the amount by setting this option to ‘No’ may eliminate accidentally
using the previous amount. Setting to ‘Yes' dlightly increases speed.
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Each Journal Entry session is tracked by a batch number. To enter a new
batch of transactions, select ADD Batch and skip to page 12.

Important: Mouse

not required during  Xpert was designed for speed of input and the use of a mouse is not

entry. required. ‘Enter’ goes to the next field and when you need to pop up a
list you can press the ‘F5 zoom key or ALT x as displayed on the
button. We recommend you get used to this and you will find that you
will be ableto input asfast asyou can type.

Editing Existing Transactions
Select Edit. A pop window will appear.

Zoom to Journal Batch Transaction List

il Accounting_Xpert_vl8a

Open Company My Reminders  System Reminders  Mylnfo  Administration  Utilities Registration Logln  Log Out Help  Exit System)
General Ledzer
S -
Display Managment Console Loioucteuy
Select| [Cancel
S Py (Gl Gl
Joumal Ertry - Batch Number ;=
4= Journal Entry Options e

Setups /Year End / Utilities 3

Journal Entry Option|

. E—

Repotts / Listings
Financial Reports / Compiliations

ATF Payroll /w2 /1039 Processing

‘ Accounts Receivable

E Accounts Payzble

" General Ledger =|

@ Inventory / Warehousing

@ Sales Order Processing

| ||-|| Sales Analysis

[ |Query [ INS

Fig. 4- 4. Thiswindow alowsyou to Zoom to alisting of all available Batches for this journal.
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Print Audit Report

ESC to Exit or Click
Exit

Existing Batch Number

Only journals that have not been posted, or that have been physically
unposted may be edited. For instructions on unposting journals refer to page
22. Select the appropriate batch to edit.

The Journal Entry Screen will appear displaying the batch of transactions.

Editing Existing Transactions

To edit existing transactions, move the cursor to the appropriate line and field
to be changed, and enter the corrected information. You may use the Page
Up and Page Down Keys, as well as the up and down arrow keys to quickly
scroll through the transactions.

If any amounts are edited, you must remember that in order to leave Journal
Entry, the Journal must be in balance (debits = credits). Don't forget to adjust
the offsetting entry.

To print an audit report of this batch, click the Print button. Remember at any

time you may re-print any report including journals, ledgers, etc. through the
reports menu for any date range.

Press the ESC key or click Exit to exit Journal Entry.
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Adding New Transactions

If creating a new batch of transactions, or adding new transactions to an
existing batch, the following Journal Entry Screen will appear.

Ctrl -D Ditto CTRL -D, ditto works only while creating entries not modifying.

Journal Entry Screen

Accounting Xpert vl

Open Company My Reminde tem Reminders  MylInfo  Administration  Utilities  Registration Logln  Log Out Help  Exit System
C:STD - Sample Company with Data
Disbursements Journal [Press " F5 " or " Dbl Click " for list of Memorized Transactions ]
M G/ Account # Enter  G/L Description Date Ref # Dehit Arount Credit Amount  BK. Description Infarmation -
|:| 70 (] Advertising E xpense 01/05/04 345 420.00 PhGraphix Full
|:| 70 ™) Advertising E xpense 01/06/04 346 1,878.00 MeBee-200 Bind
|:| 30 (] Misc. Geling Expenge 01/06/04 M7 126.00 Johnson+ Press
|:| 30 ()] Misc. Selling Expense 01/06/04 343 1.875.00 Warehouse-tel
|:| 720 ()] Tares & Inswrance 01/07/04 343 4,753.00 Metropolitian 1
|:| 730 |:/ Misc. Supplies Expense 01/07/04 3B0 54.00 ¢ Office Depot
|:| 1om ) Cash - Citicorp 01/07/04 il 411450 ck's 345350
|:| 670 ) Advertising E xpense 01/09/04 31 890.00 Practical Acct
|:| 70 =) Advettising E xpense 01/09/04 32 79500 Wat Public Acct
|:| 670 =) Advertising E xpense 01/11/04 353 46500 PhGraf 143 pg
|:| 730 = Misc. Supplies Expense 01/11/04 354 745.00 L PostMaster
|:| 670 |:/ Advertizing Expense 01/11/04 355 2.895.00 Mass Mail Man £
|:| 720 |:/ Taxes & Insurance 01411704 eis's 8.457.00 Sales Tan 12/83
|:| 1om [ Cash - Citicorp 01/11/04 il 1423740 Ck's 351-356
4E [.) [Pawal] Kigl Anderson 01/30/04 4585 1,001.86 L Kiell Andersan
2 [.] [Paweall] Johnathan Higgins 01/30/04 4557 538,90 € Johnathan Higgins
3E [.) [Pawal] Jeff Camington 01/30/04 4588 1,589.47 L Jeff Carington
5E [..) [Pawoll] Robin Malar 01/30/04 4589 1,263.88 C  FAabin Malar
|:| 1002 (] Cagh - Nova Scotia Bank 01/30/04 il 435518 Pay Jan 64
[0 [ [Payal 000000 D
\MI Iw @ Auto Increment Ck. # or () Duplicate Auto Duplicate GL#  Yes @ No
‘ Delete Line £ F3 | | Biint | m
‘ CancelLins | | Ext | Batch: HashTatal Jourmal Balance: l:l Net Check:
Create ZOOM WIDE _ |INS

Fig. 4-5. Usethisscreen to enter G/L transactions.
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Box before Account #

Memorize If the memorize option is turned on allittle box before the G/L Account # will
display. By pressing ‘F5' or double clicking the mouse in this field will pop
up alist of previous memorized transactions displays.

Previously Memorized Transactions Screen

i Accounting Xpert_vlg8a

Open Company Iy Reminders  System Reminders  Mylnfo  Administration  Utilities  Registration Logln LogOut Help  Exit System
C:STD - Sample Company with Data
Disbursements Journal [ Press " F5 " or " Dbl Click " for list of Memorized Transactions ]
& G/ Memorized G/L Transactions = || o
671
] e [ To Locate - Type in Description Field [case sensitive] 1 [ Press Enter to Select, or Esc to Cancel 1 [ getent | [ Cancel |
[] e Description GLaccount#  Debit Amaunt CreditAmount -
[ sa &0 126.00 000 |
[ 72 McBee-200 Bind. 670 1878.00 0.00
[ ra Metropolitian 1 720 4753.00 0.00
O n Office Depot 730 54.00 0.00
[ sn Ph-Graphis Ful 670 42000 0.00
[ e warchouse-tel E30 1875.00 0.00
[ sm
O 7=
[ em E
[ ra
O n
4 7
2
€
SE
O n
IE ]
New Li .
Delete Lj
[ Cancalline ] [ Ea Batch: HashTatal Jounal Balance: [ ] WetCheck:
Modify WIDE__[INS

Transactions are memorized by the Payee description field. When the previously memorized
transactions display, just type in the description field what you are looking for and the system
will automatically begin finding the transaction as you type. It is case sensitive so if you start
with an upper case, hit the shift key. Finding transactions should take less than 2 seconds.

Once you find the transaction, press enter to select it and you will be returned to the main
Journal Entry screen with the line filled in. You may override any information on the line if
required.

Note: Memorized transactions can aso be modified or deleted from this screen. To switch to
the Modify Mode, press CTRL and M together. To delete a line, switch first to Modify Mode
and then Press the delete key ‘F3'.
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Lookup / Add G/L
Account

Payroll Entries

Day Only

Date Sensitive

Wrong Date

Out of Balance

G/L Account #
Enter either the appropriate G/L number for the transaction, or enter a
Transaction Code.

To look up or add a G/L Account # you have 3 options. Press F5 or double
click in the G/L Account # field, or click the button to the right of the G/L
Account #.

For amore information on entering employee or recipient/vendor transactions
see chapter, After the Fact Payroll, Making Payroll Journal Entries.

Date

Enter the transaction date. This is the date that it will appear in the Genera
Ledger. If the Day only Default was selected earlier all you need enter isthe
two-digit day of the month. The very first date of course must be entered
with the month, day and year.

The G/L isa"Date Sensitive" system. This means that should you
ever need to correct a prior period, within the same fisca year,
simply enter the date in the appropriate period and that is the period
the transaction will post to. For instance, if amanual check was cut
in February, but not discovered until June, even though the current
fiscal period is June, simply enter the transaction with a February
date and February's financial data will be updated, and al balances
will roll forward accordingly.

If you accidentally enter a transaction to the wrong date, you may
edit that date, up to the time the transaction has been posted. If the
transaction has been posted before the error was found, you may
Unpost the batch with the error, edit the batch, and re-post.

If a computer failure loses a transaction (very rare) or you
inadvertently enter the balancing transaction into the wrong period,
you're out of balance. The Debits don't equal Credits for a particular
period. It's easy to narrow down which period is out of balance by
printing or viewing the Working Trial Balance for specific period
end dates. If the WTB is out of balance through the current period
say June, go back in time halfway to March and print the WTB. Isit
out of balance before or after March. If it is OOB after March it
must be out in April, May or June. Again with the WTB determine
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Zoom

Zoom
Optiona

which month and then print the Journals, then batches for that month
to find out which oneis out of balance, Unpost and correct.

Ref. #

The reference field is used to enter a check number. Typically, this reference
number is a check number but may be used for another numeric reference.
To help speed entry, the reference number can be set to auto duplicate (to
support multiple disbursements from one check) or to automatically
increment (if entering from a stack of checks in sequential order). The option
to set thisis at the bottom of the screen.

Either enter the reference number manualy, or press the ENTER Key to
automatically duplicate or increment the reference number as appropriate.

Debit

Credit

In order to help catch errors more easily the G/L uses separate Debit and
Credit columns. Enter the amount of the transaction in the appropriate
column. There is no need to enter a - sign for debits or a + sign for credits,
simply enter the data in the correct column. Using information from the
Chart of Accounts, Normal Balance field, the system will know how the debit
or credit transaction will ultimately affect the General Ledger account.

BK

Displays D for Deposit, C for Check, A for Adjustment or N for None
provided this journa has been defined as being associated with a particular
bank account, see Setups, Journal Setup. Then according to the Bank
Reconciliation rules the transactions will be marked as being a Deposit or
Check and update the bank transaction file automatically.

Description
The description scrolls as it is type or you may press the F6 Wide key to
display the full description. Thisisthe description that is memorized.
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To enter the next Journal Transaction

Display only

Display only

Display only

Auto or Ctrl N

Press the Down Arrow, Cursor Movement Key to advance to the next journal
Entry Line. Repeat the process as above.
To edit transactions on the screen

Use the Up, Down, Left and Right Cursor Keys to get to the field that
requires editing, and enter the corrections or use the mouse.

Ctrl -D Ditto Quick Tip
The Ctrl -D Ditto (repeat) Key is tremendously useful in Journa
Entry. If for instance you need to enter the same date from the line
above pressthe Ctrl -D Ditto Key. The Ctrl -D Ditto Key will work
similarly in every field in Journal Entry.

Hash

At the bottom of the screen are three display fields used to keep you aert to
the progress of the entry session. Hash Totals are the total of all G/L account
numbers. If you add the g/L numbers together, you should arrive at the same
Hash Tota as appears on the screen. |f the manual addition of the hash total
is different it means that a G/L number has been entered incorrectly, the
manual Hash total was calculated incorrectly or more or fewer transactions
were entered. Check your work.

Balance
The balance total is the sum all debits and credits. Before exiting the balance
must be ZERO (debits = credits).

Batch
Thisfield will display the batch number for this entry session.

Net Check

This is the net of the distribution for a check. If there are multiple
distributions on one check, it will display the net if the ‘Default’: Calculate
Net Check = ‘Yes. If it is ‘No’, then you can press ‘CTRL and N’ to
calculate when needed.
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When finishing the entries you may print an audit trail of the entry session to
verify the entries by clicking ‘ Print’ at the bottom of the screen.

Audit Trail Options

C:STD - Sample Company with Data
Disbursements Journal [ Press " F5 " or " Dbl Click " for Chart of Accounts Look-up ]
M G/l Account # Enter  G/L Description Date Ret. # Deebit Amount Credit Amount  BK. Description Information -
[1 s = Advettising E xpense 01/05/04 345 420,00 C  PhGraphi: Ful
[ s ()] Advertising Expense 01/06/04 346 1.678.00 C  MoBee-200Bind
O seo0 () Misc. Selling Expense 01/06/04 U7 126,00 € Johnson+ Press.
[ seo = Misc. Selling Expanse 01/06/04 348 1.875.00 C ‘Warshousets|
O 7o = Taxes & Insurance 01/07/04 349 4,753.00 C  Metopaliian 1
[ 730 = Misc. Supplies Expense 01/07/04 350 54.00 C  Dffice Depot
O vom ) Cash - Citicorp 01/07/04 ] 911450 ck's 345-350
[1 sm = Advettising E xpense 01/09/04 351 90.00 Practical Acct
&70 ™ Advertising Expense Mat Public Acct
o = kool Audit Trail Report =5
O s ()] Advertising Expense PhGraf 1/3 pg
[ 730 = Misc. Suppliss Expense £ PastMaster
O s &= Advertising Expense Report Options Mass Mail Man =
[ 720 [;j Tawes & Insurance Report Formet | IR ~ Sales Tax 12483
O vom ()] Cash - Citicorp - o O 14237.40 Ck's 351-355
— ont Drder. nput Order
4 ) [Pawall] Kiel Anderson " C  Kiellandersan
2E [..] [Pawroll] Johnathan Higgins ¢ -Johnathan Higgins
xE () [Pawall] Jeff Carmington Cancel C  Jeft Cartington
SE 2] [Payroll] Robin Molar C  Robin Molar
[[J ooz [ Cash - Mova Scolia Bank 01730704 0 439518 PapJan 84
Movline Al Yolid GL H - Quickbooks @ Auto Increment Ck. # o © Duplicate %) Aulo Duglicate GL#  Yes © No
[ Delete Line / F3 | [ Print ] Transaction Code Loolup
[ Conceltne | [ Eat | Batch: HashTota BEZA04000]  Jouinal Balance: [ NetCheck:
Runtime: Accounting Xpert_v18a Modify INS

Fig. 4- 6. The Audit Trail Options Screen Pops-Up.
Sort Order: (D)ate (C)heck (I)nput Order
The audit trail may be printed in Date, Check (Ref #) or chronologically in
the order they were entered.

Print or Cancel
Click to Print or Cancel to exit.

ESC to Exit Press the ESC Exit Power Key to exit Journal Entry.
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Out of Balance!

] If you try to exit the Journal Entry system out of balance, a warning
One Sided Entry message will display and you cannot exit. You should enter a valid off
setting transaction or a transaction to a suspense account. |f however
you need to force a journa out of balance, create a one sided entry
(debit or credit) to account 9999999999 (ten 9's). The amount of the
offsetting entry is shown in the Balance field at the bottom of the
screen.  Refer to page Error! Bookmark not defined., for
instructions on adding transactions to a batch (Create Mode Ctrl-C).

Journal Posting Upon exiting Journal Entry you will be ask if you want to post the
transactions. Refer to next section on Journal Posting.
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Journal Posting

The Journa Posting option moves al transactions from the Journa into the
General Ledger. In addition the posting routine will also update the financial
statement files based on the transaction date used for each transaction. The
G/L maintains a current year financial statement file plus historical files for
three years. Once a journal has been posted, the transactions in that batch
cannot be edited unless the journal is first unposted.

Select Journal From the, Journal Entry / Posting Menu select Journal Posting.
Posting

Journal Selection Screen

Display Managment Console

Daily work ¢ Jounal Entry
Joumal Pasting -
Journal Posting

Joumal#  Post  Joumnal Name
1) Post ALL Journals

Setups £ Vear End / Utilities

e

Fiepos / Listings Feceipts Joumal
Disbursements Joumal
General Joumnal
Financial Reports / Compiliations cfustment Joumal
Fayroll Joumal

Puichase Joumnal

1
2
3
4
5
E
7

ATF Paproll /%2 /1099 Processing Sales ) "
ales Jounal

22
934
995
936
997
938
933

Disbursements Jounal - Hova Scotia
Tiial Balance Entry Joumal

Payrall Opering Balance Joumal
Auttomatic Reversing Entries Journal
Automatic Accountant Define Jourmal

Prior ‘Years Adjustment Journal

G

Recuring Ertries Joumnal
‘ Accounts Raceivable

E Acecounts Payzable

"7 General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

|ﬂ|i Sales Analysis

[ [Modity |zoom |

Fig. 4- 7. Select which journal to post.
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In the select Journal Posting screen, you have the option of posting all
journas or selected journals, from the list of standard Journals created by the
system, or any unique journal you have established.

Typically you select the first option: Post ALL Journals.

Post Thru Period Screen

[ Accounting Xpert v18a

Open Company My Reminders  System Reminders My Info

Dizplay Managment Console

Dailywork ¢ Jounal Entry

Joumnal Pasting -
Journal Posting
Journal Posting - GSTD - Sample Company with Data

Administration  Utilities  Registration LogIn LogQut Help Exit System

Setups / Year End / Utilities

Reports / Listings

Post ALL Journals

Financial Reparts / Compiiations

T Period to Post Through: 1 E 01/31/04
1

ATF Payroll /w2 /1039 Processing

x Accounts Receivable
a Accounts Payzble

* General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

| ﬂ|| Sales Analysis

[ [Modify [

Fig. 4- 8. Enter the Period thru which to post transactions.

Current Period
Display only The system will automatically display the date ranges for the current fiscal
period.
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Current Period

Period to Post Thru

Indicate to the system through which fiscal period you would like to post.
The system will post al transactions prior to and including the ‘ Period to Post
Thru'. If your year-end is December 31 and you print 12 monthly statements
chances are your fiscal periods are calendar. That is, Juneisthe 6th period;
July is7 and so on. Inany event it doesn't matter if you make a mistake here
you can always Unpost and re-select the correct period.

The Post Thru Period becomes the Current Period from which al financial
statements are based. When a general ledger or some other working report is
printed it automatically defaults to print al transactions within the current
period. In addition the report generator bases reports off of the current
period. If transactions have been posted thru June then the "current” balance
sheet or income statement would reflect June's information. The Fiscal Y ear
End and the Current Period are different for each company/Company though
many may be the same.

Click OK to Post

When finished the system will return to the Journal Selection Screen. Either
select another Journal to post, or exit the screen to the menu.
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Unpost Transactions

The Unpost transactions functions is used to ‘Unpost’ transactions from the
General Ledger and to place them back into the Journal from which they
came. Though corrections can be made by adjusting entries, unposting
alows for editing the origina entry with full audit control alowing for an
uncluttered ledger full of unnecessary adjustments..

Select Unpost From the, Journal Entry / Posting Menu select Unpost Transactions.
Transactions

Unpost Transactions Options

Wil Accounting Xpert v18a
Open Company My Reminders  System Reminders My Info  Administration  Utilities  Registration  LogIn  Log Out Help  Exit System

Display Managment Cansole

Daily Work #Jounal Entry

Unpost Transactions -

Setups /Year End / Ulilities

Reparts / Listings

Financial Reports / Compiliations 2
" " C:STD - Sample Company with Data

Mote: Unposting simply returns the Entries ta the Journals to
ATF Paprall /W2 /1099 Processing allov editing with full sudit contral. Wwhen Re-Pasted the
. system will recalculate the Balances based on the corected
- information.

‘ Accounts Receivable
E Aceounts Payzble

6 General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

Iﬂ_|| Sales Analysis

[ [Modify I

Fig. 4-9. Begin unposts all transactions and brings them back into the Journals.
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Important Note:

Click Begin to start unposting process.

When finished the system will return to the Journal Selection Screen. Either
select another Journal to Unpost, or exit the screen to the menu.

Unposting transactions sets the current period back to fiscal period one.
Make any corrections if required in Journa Entry and then post through the
appropriate period when finished.

Another use of the unposting is the following.

There are many Financial Reports which are based off the Current Period. A
typical P & L is ‘Current Month to Year to Date’. Current Month is the
period you are posted through. So assuming a calendar year, if posted
through 3 (March), then the report would insert all the information into the
statement for March.

Let’s now assume that we are posted through period 12 which would then be
the current period. If we need to go back and print an interim financial
report (example June), we do not have to create a financial report for the
specific period. We simply ‘Unpost’, and then post through June. Juneis
now our current period and that same financial report will insert al of June's
information instead of December’s.

Once we have printed the reports, we can then post through 12 and are back
to the correct current period.

The unposting and posting is safe and can be run as often as needed.
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Recurring Entries

Time Saver

Recurring entries are a time saver eliminating much redundant entry of
transaction that must be recorded periodically. It may be used to
automatically record transactions with the same dollar expenditure each
month like "Rent" or to help enter transactions to the same G/L account with
the same description each period but with different dollar amounts. With the
bulk of the information automatically entered all that need be done is edit the
transactions for the differences.

Creating Recurring Entries is a two-step process, first creating the entriesin a
special maintenance and secondly transferring them into journa entry for
posting. Once the transactions are transferred into the special Recurring
Entries Journal (999) they may be edited and then posted. Selecting the Post
All Journals option under Journal Posting will post thisjournal.

Create Recurring Entries

The first of the two recurring entry screens simply displays for reference
purposes those recurring batches previously setup. To select an existing
batch place the cursor over the batch and press the enter key. To create a new
batch click and enter the new batch number and appropriate description.
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Create Recurring Entries Screen

i Accounting Xpert v18a =T
Open Company My Reminders  Systern Reminders MyInfo  Administration  Utilities  Registration LogIn  Log OQut Help  Exit System
CepcralLodesy [ 725: Depreciation Expense |
Dizplay Managment Console Trx Account # Ref. # Debit Amaount Credit Amount  Transaction Description -
200m [:] 0 210000 0.00 Monthly Building Deprecation
e d e Eily 21001 @ i 430000 0,00 Morthly Equipment Depreciation
Create Recuning E ntries v 75 E] 0 0.oo E400.00 Monthly Depreciation Expesne

Setups /Vear End / Utilities

Repaits / Listings

Financial Reports / Compiliations

ATF Pawroll /W2 /1099 Processing

- 2

g Accounts Receivable
1=‘_h Accounts Payzble

@ General Ledger =

@ Inventary / Warehousing
fé_%_j Sales Order Processing
Ii| Sales Analysis . <
Modify WIDE  |INS
Fig. 4-10. Thisisthefirst step in creating recurring entries.
Account
Zoom/ Partid The first column is used to enter either the appropriate G/L number for the
transaction.
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Ref. #

Zoom
Optiona

The reference field is used to enter a check number. Typically, this reference
number in this instance is left blank. 1t isfilled in later (while editing this
batch after it has been transferred to Journal Entry and) when the actual check
number is known.

Debit

Credit

In order to help catch errors more easily the G/L uses separate Debit and
Credit columns. Enter the amount of the transaction in the appropriate
column. Thereis no need to enter a - sign for debits or a + sign for credits;
simply enter the data in the correct column.

Description
The Description scrolls as it is typed and you can press the F6 Wide key to
display the entire description window.

Transfer Recurring Entries

The second step to recurring entries is to transfer them to Journal Entry for
additional editing (like adding the correct check number) and posting. Again
the list of existing batches displays from which to choose. Place the cursor
over the desired batch and press enter to select. A new screen will appear
asking that the appropriate date for these transactions be entered. When the
batch is approved for transfer the transactions will be placed into the 999
Recurring Entries Journal under Journal Entry.
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Reversing Entries

Reversing entries is a three step process requiring the creation of the entries
in a batch, transferring the entries for editing and posting into Journal Entry
and lastly "Reversing" the "Reversing Entries".

Create Reversing Entries

The first of the three reversing entry screens simply displays for reference
purposes those reversing batches previously setup. To select an existing
batch place the cursor over the batch and press the enter key. To create a new
batch click and enter the new batch number and appropriate description.

Reversing Entries Screen

Wi Accounting Xpert v18a
Open Company My Reminders  Systern Reminders My Info  Administration  Utilities  Registration LogIn  Log Out  Help  Exit System

General Ledger
(T sy

Tre &ccount # Ret. & Debit &Amaunt Credit Amaount Transzaction Description o

120 D o 0.00 1200000 Rewversal &R

530 J 1] 12000.00 000 FReversal Sales

Display Managment Console

Daily*wiork # Jounal Entry

Create Fieversing Entries -

Setups /Year End / Utilties

Repotts / Listings

Financial Reports / Compiliations

ATF Pawroll /W2 /1033 Frocessing

[

B  Accounts Receivable

[_=h Accounts Payzble

@. General Ledger

@ Inventory / Warehousing

[&] sales Order Pracessing

s Sales Analysis A

Modify WIDE INS

Fig. 4- 11. Thisisthefirst step to processing reversing entries.
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Zoom/ Partial

Ref. #

Zoom
Optional

Account
The first column is used to enter either the appropriate G/L number for the
transaction.

The reference field is used to enter a check number. Typically, this reference
number in this instance is left blank. It is filled in later (while editing this
batch after it has been transferred to Journal Entry and) when the actual check
number is known.

Debit

Credit

In order to help catch errors more easily the G/L uses separate Debit and
Credit columns. Enter the amount of the transaction in the appropriate
column. Thereis no need to enter a - sign for debits or a + sign for credits;
simply enter the datain the correct column.

Description
The Description scrolls as it is typed and you can press the F6 Wide key to
display the entire description window

Transfer Reversing Entries

The second step to reversing entries is to transfer them to Journal Entry for
additional editing (like adding the correct check number) and posting. Again
the list of existing batches displays from which to choose. Place the cursor
over the desired batch and press enter to select. A new screen will appear
asking that the appropriate date for these transactions be entered. When the
batch is approved for transfer the transactions will be placed into journal
number 996, the Reversing Entries Journal under Journal Entry.

Reverse Reversing Entries

The third step, and one that should be done immediately so it won't be
forgotten, is to specify the date on which the transactions should be reversed.
This step creates the reversing transaction along with the appropriate
reversing date and transfers it to Journal Entry. The transactions are then
posted the next time the Post ALL Journals or the Automatic Reversing
Entries Journal are processed.
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Trial Balance Entry

Trial Balance Entry is useful when you receive a trial balance for input as
opposed to the individual or summary journal entries.  Trial Balance Entry
allows you to enter in a trial balance as of a point in time. It compares the
amount entered to the previous balance and calculates / displays the amount
of the adjustment.  Once the trial balance entries are complete, the Trial
Balance Update program is run which creates the adjusting entries and places
them in the Trial Balance Journal for future review, editing or posting.

Must enter every account

If using the Trial Balance Entry you must enter an amount for each account.
If you leave an account zero and the previous balance was $ 5100.00 then it
would create an adjustment for $ 5100.00 because it compares the previous
balance with the current entered balance.

Trial Balance Entry Screen

Open Company Iy Reminders  System Reminders  MylInfo  Administration  Utilities  Registration Logln  Log Out Help Exit System
Croemllodecy T ok | [ You must Enter and Amount for Each Account ]
[ Balance Sheet Accounts - Current Balance | - [ P & L Ascounts -¥TD Amount |
Display Managment Cansale .
Trial Balance Entry C:STD - Sample Company with Data
Diaily Work # Jounal Entiy
G/ decaunt # G/L Accaunt Name Opening Balance Trial Balance dmount  Auto Adjusting Entry
Trial Balance Entry -
110.01 Cash - Citicorp £4000.00 £3000.00 -1000.00
Setups / Year End / Utilties 110.02 Cash - Nova Seolia Bank 39000.00 36000.00 -3000.00
- 120 Accounts Recsivabls 120000.00 107000.00 -13000.00
130 Ineventary 135800.00 (W 13560000
Reports / Listings 160 Land 84000.00 0.00 -64000.00
- 170 Buildings 325000.00 0.00 -325000.00
180 Equiprnt 95000.00 0.00 -85000.00
(R RIpent: & Comp = 200.01 Accum. Depr. - Building -30500.00 0.00 90500.00
- 210.01 Aceum. Depr. - Equipment -38000.00 0.00 38000.00
240 Oiganizational Casts 125000.00 0.00 -125000.00
ATF Payroll /W2 /1093 Frocessing 250 Goodwil 50000.00 0.00 _60000,00
- 280 Advances ta Dfficers 18000.00 0.00 -18000.00
290 Customer Deposits 56000.00 0.00 -SE000.00 | =
340 Notes Payable 76000.00 0.00 -76000.00
380 Accounts Papable 115000.00 0.00 11500000
360 Dividends Payable 33300.00 0.00 -33300.00
370 Advances from Customers 29000.00 0.00 -29000.00
385.03 Fica Payabls 0.00 0.00 0.00
. 7 385.06 Fed. ‘w/Holding Papable 0.00 0.00 0.00
$& Accounts Receivable 385.09 State WHolding Papable 000 0.0 fii]
B Accounts Payzble 38511 Loe. w/Holding Paable 0.00 0.00 0.00
420 Bonds Payable - 12/31/65 100000.00 0.00 -100000.00
@& General Ledger E 430 Unamortized Bond Discount -5000.00 0.00 5000.00
B Inveniony d Warshousing 510 and Dutstanding 295000.00 0.00 -295000.00
= = 520 Retained Eamings Begin 340000.00 0.00 -340000.00
[E] sales Order Processing 530 Current Eamings [Loss) 0.00 0.00 0.00
550 Sales 0.00 0.00 oo -
iln  sales Analysis i
Modify INS

Fig. 4-12. Thisisthefirst step to processing reversing entries.
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Trial Balance Update

Trial Balance Entry looks at the entered Trial Balance and creates the
appropriate adjusting entries and places them in the Trial Balance Journal for
review, editing, and posting.

Date for Adjustment

Enter the G/L Date you want to assign to these adjustments and click the
Begin button to create the transactions or Cancel to abort the update.

Trial Balance Update Screen

[ Accounting Xpert v18a
Open Company My Reminders  System Reminders  MyInfo Administration  Utilities  Registration LogIn LogOut Help Exit System

Display Managment Console

Daily Wwark £ Jounal Entry

Trial Balance Update -

Setups / Year End / Utilties

Reports / Listings
This program will update the Trial Balance Journal. Adjusting Entries will be created
- based on the difference between the previous Trisl Balance and the Mew Entered
Trial Balance. After updating, wou may go into Joumal Entry to Joumal 994 (Trial
Balance Joumnal] and review the transactions. The entries may be edited, removed
Financial Reports / Compiliations or posted lke any other entries.

ATF Payrall /W2 /1099 Processing

b Please enter the G/L date to assign to the Trial Balance Entries

G/L Posting Date : [{EVERE

| ‘ Accounts Raceivable  ~

E Accounts Payzable

t General Ledger

| @ Inventory / Warehousing

@ Sales Order Processing | |

|I||| Sales Analysis

[Modity I [ ins
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Inventory How To's

General Ledger Type (GT) accounts ‘Beginning Inventory’ and ‘Ending
Inventory’ do not accumulate account balances from period to period but
report them as of a point in time like balance sheet accounts. If the financia
being produced is monthly the transaction dates of these accounts is not
crucid and may be dated at any time within the month. However, if a
statement is anything but a monthly report, the Beginning Inventory figure
must be dated at the beginning of the period and the Ending Inventory at the
end of the period reported, see table below.

AT = Account Type: Coded as Expense, Revenue or Asset
NB = Normal Balance: Debit or Credit

AT | NB Account DR | CR | Monthly | Quarterly | Annual

E | DR Beginning Inventory 1000 1/1/94 1/1/94 1/1/94

E | DR | + Purchases

E | DR | = GoodsAvailable

R | CR | - Ending Inventory 900 | 1/31/94 3/31/94 | 12/31/94
E | DR | = Cost of Sales

A | DR Inventory Balance Sheet 100 | 1/31/94 3/31/94 12/31/94

Typically each month debit beginning inventory, credit ending inventory and
the difference is credited or debited to the inventory account on the balance
sheet. Always enter the current periods beginning and ending inventory even
if there is no change this period! If no transactions exist for a period it will
report the accounts as zero.
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Working Reports / File Listings

The General Ledger produces several useful working reports and file listings
to help insure the accuracy and audibility of your information. Since the G/L
is a date sensitive system many of these reports may be produced for varying
time frames within the current fiscal year.

Working Reports
The Working Reports provided by the G/L are as follows:

Journal Printing

General Ledger (80 Col.)
General Ledger (132 Cal.)
General Ledger Summary
Working Trial Balance
Opening Balance Report

Trial Balance with Adjustment
Custom G/L Transaction Report

The working reports can be printed at any time for any date range specified.
Account # ranges, posted, unposted transactions, zero balances, and other
options are selectable based on the report.

Hint: It is not necessary in Xpert to select a starting and ending G/L Account
#. Leavethe starting # blank and ending #* ~* as explained below.

If you leave the Starting G/L # account as blank, thisis considered the lowest
possible G/L # so it will insure the report starts from the very first G/L
Account.

If you leave the last G/L Account # as * ~ * this is considered the highest
possible # and will insure it prints the entire report.
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Working Reports/ File Listings

Select Working From the G/L Menu select Reports/ Listings
Reports

Reports / Listing Menu

Open Company My Reminders  Systemn Reminders

My Info

Utilities istrati Logln LogOut Help  Exit System

Display Managment Cansole

Daily wark #Jounal Entry

Trial Balance Update -

Setups / ear End / Utilities

Reports / Listings

Jourmal Printing
General Ledger Dietail [80)
General Ledger Detail (132]
General Ledaer Summary
“Working Trial Balance
Tiial Balance witdiustments
Opening Balance Report
Quick GAL Transaction Lookup
Custom G/L Transaction Report

[LISTINGS - GL ]
Chart of &ccounts List
Schedule List
Jourmal Mame List
Transaction Codes List

| ‘ Accounts Receivable

[a Accounts Payable
6 General Ledger

| @ Inventory / Warehousing

@ Sales Order Processing | |

M Sales Analysis

[ [Modity [
Fig. 5- 1. The menu selections for the G/L Working Reports.
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Journal Printing

Select Jour nal
Printing
Wil Accounting rt v18a

This option allows the printing of both posted and unposted journal
transactions. The datais available by batch, date or in check number order.

The ability to print the unposted transactions allows the audit trail to be
skipped immediately following journal entry and printed here.

From the G/L, Working Reports Menu select Journal Printing.

Journal Selection Screen

General Ledger

Display Managment Console

Dalywiork /Jounal Entry

Trial Balance Update -

Setups /Year End / Utilities

Repoits / Listings

Joumal Printing -

Financial Reports / Compiliations

ATF Paprall /%2 /1039 Processing

Joumnal # Select Joumnal Mame
1

Receipts Jaurnal

Disbursements Joumal

General Joumal

Adjustment Joumal

Payrall Jounal

Purchase Joumal

Sales Jounal

Dishursements Journal - Nova Scatia
Trial Balance Entry Joumnal

Payroll Opening Balance Jourmal
Automatic Reversing Entries Joumal
Aukomatic Accountant Define Joumal

Prior Years Adjustment Jaurnal

=]
&=
=)
()
=)
()
=)
-
&=
=)
()
=)
()
(=)

Recuning Entries Joumal

‘ Accounts Raceivable

E Acecpunts Payzsble

t'; General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

|ﬂ|| Sales Analysis

mn

[ |Query ZOOM | [INs

Fig. 5- 2. Select which Journal to print.
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In the select Journal Printing Screen, you have the option of printing any of
the standard Journals created by the system, or any new, unique, journa
established in Journal Maintenance.

Select the journal to print.

Select whether to print the 80-column report with debits and credits in the
same column or 132-column format with separate debit and credit columns.

Journal Printing Screen

Open Company My Reminders  System Reminders My Info  Administration  Utilities  Registration Logln  Log Qut Help  Exit System

Display Managment Console

Duailywork /Jounal Entry

Trial Balance Update -

Setups /Year End / Utilities
Repoits / Listings
Joumal Printing -

Financial Reports / Compiliations

ATF Payroll /W2 /1033 Processing

Joumal # Select Joumal Name

Recsipts Joumal

Dishursements Joumal

General Jounal

Adjustment Joumal

E Payroll Joumal

T

Report Options

Report Size

@80 Colurns ©) 132 Calumns

“ Accounts Receivable

@ Accounts Payzble

t’z General Ledger

@ Inventary / Warehousing

@ Sales Order Processing

| ﬂ|| Sales Analysis

[ [Modity I [

Fig. 5- 3. After selecting the journal, the system will request information on how to print the
requested Journals.
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Batch #
Enter the range of batch entry session numbersto be included in the report.

Date
Enter the range of transaction dates to include in the report.

Check #
Enter the range of check numbersto be included in the report

Print Transactions Posted, Unposted, or All
To print posted transactions only select Posted, to print Unposted
transactions enter Unposted, to print both Posted and Unposted, select All.

Print in Date, Check #, or Input Order
Print the report in Date, Check # or Input Order.

Division

Enter the range of divisions to include in this report. Either enter the
appropriate code, or Zoom calling a Look Up list, highlight the appropriate
code and press Enter to select. Enter Zero (0)to include all divisions.

Output Options

Select where you want to output the report. You may go to any printer,
preview the report, create a PDF, go to afile, convert the report into a PDF
file and attach to Outlook or other email systems.

OK or Cancel
Press OK to Print or Cancel to exit.

Accounting Xpert Enterprise Edition — Client Write-up 5-5



Working Reports/ File Listings

General Ledger (80 Col.) / (132 Col.)

Select General
Ledger Report

The General Ledger Reports will display the detail of all transactions for any
given G/L account or date range. The report can include both posted and
unposted transactions, or both depending on your preference, and
accommodates both narrow paper formats combining debit and credit
balances in the same column and the 132 Col. version (compressed print)
displays separate debit and credit columns. In Chart Of Account Setup, there
was an option to list summary information only in the General Ledger for a
specific account. That option can be overridden here if you need the detail on
an account that was defined as a summary account.

From the G/L, Reports/ Listing Menu select General Ledger (80 or 132 Col.)

General Ledger (80 Col.) / (132 Col.)

Ml Accounting Xpert viBa

Open Company My Reminders  System Reminders My Info Administration  Utilities  Registration Logln Log Out Help Exit System

General Ledger

| Display Managment Cansale

Daily Wwork # Jounal Entiy
Setups / Year End / Utilties
Repots / Listings
General Ledger Detail (B0) =

Financial Reports / Campilations

ATF Payoll /%2 /1099 Processing

G/L Ledger Report (80 Col) - C:STD - SamEle CnmEnE with Dﬁ—

Report Options

Gl | & w |

Select G/L Year: @ CumentYear ) LastYear ) Year2 (O

Print Zero Balance Accounts:
Print Transactions Posted, Unposted, or ALL.

Summarize Account [Jverride]:

Divisiors | 0 |

Output Options

‘ Accounts Receivable

=B Aceounts Payzahle

@ General Ledger

@ Inventory / Warehousing

[E] sales Order Pracessing

s Sales Analysis

-~ @) Print ©) Outlack,

© Preview [ =] () Other Email

ALL}

Cancel

ms

[ [Modify [zoom WiDE

Fig. 5 - 4. The system will request criteria on how to print the requested detail Ledger
Transactions.
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Starting Account —you can leave this blank as blank isthe lowest G/L #.
Ending Account

Enter the General Ledger Account ranges to include in the report. Either
enter the appropriate code, or Zoom calling a Look-up list, highlight the
appropriate code and press Enter to select.

Period Start Date

Period Ending Date

Define the transaction date ranges to include in the report. Note: The date
range defaults to the current period as determined by the Posting Thru Period
during Journal Posting.

Select the G/L Year
You can print ageneral ledger for the current year or any of 3 previous years.
Select the appropriate year.

Print Zero Balance Accounts
To Include accounts with a Zero (0) balance, select Yes, to exclude accounts
with a Zero Balance select No.

Print Transactions: Posted, Unposted or All
To print posted transactions only select Posted, to print Unposted
transactions select Unposted, to print Both, select All.

Summarize Override

To print detail transactions for an account that has been set to summarize as a
part of the Chart Of Accounts Options, select Yes. Select No to print in
accordance with the Chart Of Accounts Summary defaults.

Division

Enter the range of divisions to include in this report. Either enter the
appropriate code, or Zoom calling a Look Up list, highlight the appropriate
code and press Enter to select. Enter Zero (0)to include all divisions.

Output Options

Select where you want to output the report. You may go to any printer,
preview the report, create a PDF, go to afile, convert the report into a PDF
file and attach to Outlook or other email systems.

OK or Cancel
Press OK to Print or Cancel to exit.
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General Ledger Summary

The Genera Ledger Summary Report displays a summary report of all
transactions for any given G/L account or date range. The report can include
posted and unposted transactions, or both.

Select General Fromthe G/L, Reports/ Listings Menu select General Ledger Summary.
Ledger Summary

General Ledger Summary Selection Screen

il Accounting_Xpert v18a
Open Company My Reminders  System Reminders

MyInfo  Administration  Utilities Registration Logln Log Qut Help  Exit System

General Ledger

Display Managment Console
Doy wiork ¢ Jounal Entry

Report Options

Setups / Year End / Utilities

e G/L#: [ -

Fiepots /Listings DatsRangs: | 01/0/04 | 1o [ mssm |

General Ledaer Summary -

Financial Reports / Compiliations

Frirt Zero Balance Accounts: Mo -
ATF Fayroll /2 /1033 Processing Prirt Transactions Posted, Unposted, o ALL: Posted

=

Division: [ 0 |

Output Dptions

@ Print () File () Outlack.

Accounts Receivabl
8 Accounts Receivable ©) Preview ) POF © Other Emal

E Accpunts Payzble

&': General Ledger

mn

@ Inventary / Warehousing

@ Sales Order Processing

| |||| Sales Analysis

\Creﬂe

ZOOM WIDE

Fig. 5-5. The system will request criteria on how to print the requested Summary Ledger
Transactions.
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Working Reports/ File Listings

Starting Account —you can leave this blank as blank isthe lowest G/L #.
Ending Account

Enter the General Ledger Account ranges to include in the report. Either
enter the appropriate code, or Zoom calling a Look Up list, highlight the
appropriate code and press Enter to select.

Period Start Date

Period Ending Date

Define the transaction date ranges to include in the report. Note: The date
range defaults to the current period as determined by the Posting Thru Period
during Journal Posting.

Print Zero Balance Accounts
To Include accounts with a Zero (0) balance, select Yes, to exclude accounts
with a Zero Balance select No.

Print Transactions: Posted, Unposted or All
To print posted transactions only select Posted, to print Unposted
transactions select Unposted, to print Both, select All.

Division

Enter the range of divisions to include in this report. Either enter the
appropriate code, or Zoom calling a Look Up list, highlight the appropriate
code and press Enter to select. Enter Zero (0)to include all divisions.

Output Options

Select where you want to output the report. You may go to any printer,
preview the report, create a PDF, go to afile, convert the report into a PDF
file and attach to Outlook or other email systems.

OK or Cancel
Press OK to Print or Cancel to exit.

Accounting Xpert Enterprise Edition — Client Write-up 5-9



Working Reports/ File Listings

W o

Select Working
Trial Balance

Work

il Accounting_Xpert v18a

rking Trial Balance

The Working Trial Balance Report lists each General Ledger Account along
with its Debit or Credit Balance as of a particular date. This worksheet
provides separate columns in which to manually record any adjustments that
will later be entered by another staff member.

From the G/L, Reports/ Listings Menu select Working Trial Balance.

ing Trial Balance Selection Screen

Open Company My Reminders  System Reminders My Info  Administration  Utilities  Registration Logln  Log Qut Help  Exit System

General Ledger

Display Managment Console

Doy wiork ¢ Jounal Entry
Setups / Year End / Utilities
Reparts / Listings
‘Working Trial Balance -

Financial Reports / Compiliations

ATF Payroll /W2 /1039 Processing

=

Report Dptions

Trial Balance End Date:

Frirt Zero Balance Accounts: Mo -
Frint Transactions Posted, Unposted, or ALL: Posted
Spasing Between Accounts Single =

Print Adjustment Columns es  w

Drivisior: El

Dutput Options

@ Print ) File ) Outlack

“ Accounts Receivable

E Accpunts Payzble

&': General Ledger

@ Inventary / Warehousing

@ Sales Order Processing

| |||| Sales Analysis

) Preview ) PDF () Other Email

mn

[ (Create ] [INS

Fig. 5- 6. Enter the criteriawith which to print the Working Trial Balance Report.
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Trial Balance Period Ending Date
Enter the ending date for the report. All transactions prior to and including
this date will be included.

Print Zero Balance Accounts
To Include accounts with a Zero (0) balance, select Yes, to exclude accounts
with a Zero Balance select No.

Print Transactions: Posted, Unposted or All
To print posted transactions only select Posted, to print Unposted
transactions select Unposted, to print Both, select All.

Spacing between accounts

Enter the type spacing you prefer for the report. The wider the spacing, the
more room for adjustments and the easier it is to read. Options are single,
double or triple spacing.

Print Adjustment Columns
Prints adjustment columns for handwritten adjustments.

Division

Enter the range of divisions to include in this report. Either enter the
appropriate code, or Zoom calling a Look Up list, highlight the appropriate
code and press Enter to select. Enter Zero (0)to include all divisions.

OK or Cancel
Press OK to Print or Cancel to exit.

Accounting Xpert Enterprise Edition — Client Write-up 5-11



Working Reports/ File Listings

Trial Balance with Adjustments

Many software vendors provide this as a separate module. In Xpert it is a
standard part of our write-up program. If you enter entries into the
Adjustment Journal, you are able to print out a Trial Balance showing you
last year's balance, and unadjusted trial balance before the adjusting entries,
the adjusting entries in detail or summary, and the adjusted trial balance.

Select Fromthe G/L, Reports/ Listings Menu select Trial Balance w/Adjustments.

Working Trial Balance Selection Screen

pen Company My Reminders  System Reminders My Info  Administration  Utilities  Registration Logln  Log Qut Help  Exit System

General Ledger

Display Managment Consols

Dailywork # Jounal Entry

Working Trial Balance - Adjusted - C:STD - Sample Company with Data

Report Dptions

Setups /ear End / Utilities
- Accounting Period &=
14

Date Range:

to 03/31/04

Reparts / Listings

Trial Balance wiadustments

- Prirt Transactions in Detail o Summarize:  Summarize =
Financial Reports / Compiliations
Frint Zero Balance Accounts:

Frint Transactions that are:

ATF Paprall /W2 /1099 Processing Spacing Belwesn Accaunts:

-

Divisiar: El

Dutput Options

@ Print © File () Dutlook,

Accounts Receivable ol
‘ ©) Preview ©) PDF ©) Other Emall

E Accounts Payzble

"3 General Ledger

m

4@ Inventary / Warehousing

@ Sales Order Processing

| |||| Sales Analysis

[ [Modity I [INS

Fig. 5- 7. Enter the criteriawith which to print the Working Trial Balance Report.
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Accounting Period
Select the period you are working in. For example if you are in March and
you want to see how the adjustment affect March, select 3 (if calendar year).

Date Range
Thisisthe range of dates of adjusting entriesto include.

Print Zero Balance Accounts
To Include accounts with a Zero (0) balance, select Yes, to exclude accounts
with a Zero Balance select No.

Print Transactionsthat are: Posted, Unposted or All
To print posted transactions only select Posted, to print Unposted
transactions select Unposted, to print Both, select All.

Spacing between accounts

Enter the type spacing you prefer for the report. The wider the spacing, the
more room for adjustments and the easier it is to read. Options are single,
double or triple spacing.

Division

Enter the range of divisions to include in this report. Either enter the
appropriate code, or Zoom calling a Look Up list, highlight the appropriate
code and press Enter to select. Enter Zero (0)to include all divisions.

OK or Cancel
Press OK to Print or Cancel to exit.
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Working Reports/ File Listings

Opening Balance Report
This report displays a listing of al opening balances, entered through
Opening Balance Maintenance to be used to verify the entries.

Select Opening From the G/L, Reports/ Listing menu select Opening Balance Report.
Balance Report

Opening Balance Report Screen

il Accounting_Xpert v18a
Open Company My Reminders  System Reminders My Info  Administration  Utilities  Registration Logln  Log Qut Help  Exit System

Display Managment Console

Duailywork /Jounal Entry

Setups /Year End / Utilities
:STD - Sample Company with Data

Repoits ¢ Listings Report Dptions

Opening Balance Repart -

G/L Account # |

Financial Reports / Compiliations

ATF Paproll /W2 /1033 Frocessing
= Dutput Options

@ Print ) File ) Dutlock

) Freview © FOF () Cther Email

‘ Accounts Receivable

Accounts Payzble
6 General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

| ﬂ|| Sales Analysis

[ |Madify ZOOM WIDE _ [INS

Fig. 5- 8. Select the range of accounts to print in the report.
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Working Reports/ File Listings

Starting Account:

Ending Account

To print the report for the default, all accounts, press ENTER in each field.
Either enter the appropriate code, or Zoom calling a Look Up list, highlight
the appropriate code and press Enter to select.

OK or Cancel
Press OK to Print or Cancel to exit.
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File Listings

File Listings display basic setup definitions from the major control files
allowing easier verification of the information entered.

Journal Name Listing

This 80 column wide report simply prints a list of the journals along with the
G/L account with which they are associated for bank reconciliation purposes.
The report includes the journal number, description, G/L number and the
accounts description.

Chart Of Accounts Listing

This 80-column report actually provides for three separate listing. First a
Chart Of Accounts list with just the G/L account numbers and descriptions.
The second is to verify the COA. It displays all of the setup definitions. The
third option prints a Group Total Number (GN) worksheet to help with proper
totaling of the accounts.

Chart of Accounts Listing Screen

inders  System Reminders My Info  Administration  Utilities Registration Logln Log Out Help  Exit System

Dailyw/ork / Jounal Entry

Report Options

Setups / Year End / Ulilities

b G/AL Account it 4

Reparts / Listings

Chart of Accounts List -

Financial Reports # Compiliations
Print Calumn Options:

ATF Payrall W2 #1099 Pracessing Bratdniosting Accatints:

Division:

Output Options

& Accounts Receivable

=M Accounts Payzble

@ General Ledger

m

@@ Inventory / Warehousing

[E] sales Order Processing

\ila  Sales Analysis

|ZoOOM_|WIDE INS




Working Reports/ File Listings

Starting Account:

Ending Account

To print the report for the default, all accounts, leave the starting G/L
Account # ‘blank’ and the ending G/L Account # ‘ ~'. Or enter the
appropriate code, or Zoom calling a Look Up list, highlight the appropriate
code and press Enter to select.

Print Column Options

To print the Chart Of Accounts list with just the G/L account numbers and
descriptions select * Account # and Description’. To print verification listing
of definitions select ‘Format Codes . To print a Group Total Number (GN)
worksheet select ‘ Group Totals

Print Posting Accounts Only

To eliminate title and total accounts and just print the posting accounts (those
that carry monetary balances) select Yes. No monetary balances will print on
any of these reports but the posting accounts may be the only accounts you
wish to give to the Company.

Division:
To include accounts from all divisions enter (zero). To print a specific
division enter that division's number ( 1 - 998).

OK or Cancel
Press OK to Print or Cancel to exit.
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Transaction Code Listing

This 132 column wide listing is a verification of the Transaction Codes
entered. All the definitions are included and consist of the 10 character code,
the G/L account number and its description, the amount of the transaction and
whether it's a debit or credit, the reference number and the description of the
transaction.

Schedule Listing

This 132 column wide report is much like its COA counterpart, listing the
definitions of the schedule or schedules included.

Starting Schedule:

Ending Schedule:

To print the report for the default, all schedules, press ENTER in each field.
Either enter the appropriate code, or Zoom calling a Look Up list, highlight
the appropriate code and press Enter to select.

OK to Print or Cancel to Exit
Press OK to continue or Cancel to exit.
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Financials / Compilations

The General Ledger's financial statements are a combination of the company's
chart of accounts / schedules and the report generator template selected.
Financial statements are produced by printing a client's unique Chart of
Accounts or Schedule through a report template (much like a spreadshest)
defined here in the G/L's Financial Report Setup.  The template defines the
statement heading, footnote and each column of the report to be printed. Like
a word processor special codes (/CN) are replaced by a client's’company
name, unique statement headings or other information. This allows a single
Balance Sheet or Income Statement template to be used by al clients. This
greatly reduces setup costs as only unigue report templates need be defined.

A report may be up to 26 columns wide and consist of data spanning four
years; the current year's data plus three years of history. A column may be
defined to display account descriptions, monetary amounts, percentages,
dollar or percentage variances, combinations of other monetary columns or
even blank.

Xpert comes with approximately 40 different types of Financial Reports so no
setup is required unless you want to create a unique report that does not exist.

Financial reports are created in the Financia Report Setup program and
shown as follows.

Note: A typica P & L report is ‘Current Month to Year to Date’. The
columns would look like this.

Column 1 Column 2 Column3 Column4 Column 5
Description Money CMTH Percentt  Money YTD  Percent

Therefore any chart of accounts whether it is 50 accounts or 1000+ accounts
runs through the template and prints each account on the statement. If it'sa
Division or Schedule then just those accounts would print. Thisis why you
do not need to set up Financial Statements on a client basis as any report
automatically works on for any client, consolidated, divisional or schedule.

The basic formatting is done one time in the chart of accounts which includes
which accounts have $ signs, underlines, and other formatting features. Thus
when one chart of accounts is complete, you can use it for other clients and
the formatting is already completed.
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Select Financials/ From the menu select Financials Reports Setup.
Compilations

Financials / Compilation Menu

W Accounting Xpert_v18a
Open Company My Reminders  System Reminders My Info inistratir Utilities It i LogIn LogQut Help

Exit System

Display Managment Cansole

Daily work / Jounal Entry

Setups / Year End / Utilities

Reports / Listings

Financial Reports / Compiliations
Financial Report Printing

Financial Report Setup
Financial Fonts - Quick Setup

Comnpilation Letter Setup
Campiation Print Queue Setup
Compilation Letter Printing
Microsoft Word Interface
Microsoft Excel Interface

' Accounts Receivable
[i Accounts Payable

6 General Ledger
@ Inventory / Wareheusing

@ Sales Order Processing

I&] Sales Analysis

[ [Modify [

Fi

g. 6-1. Hereyou access either the financial printing or the financia generator.
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Financial Report Setup Program

Once the report setup is selected the financial statement templates already
defined appear as depicted on the screen below.

Financial/Schedule Report Templates

Open Company Iy fReminders  Sysiem Reminders  Mylnfo  Administration  Utilities  Registration LogIn  Log Out  Help  Exit System
General Ledzer Financial Report Generator
Display Managment Lonsole REPDRT # Seleet REPORT NAME B
R [T [ | CLICK HERE TO CREATE ANEW REFORT
T [.] B/ Curent
7 2 [ B/ ThisYear-LastYear
Setups /ear End ¢ Utiiies 3 [ B/S Cur-lsth 2nd Prior Years
N 4[] BfS Cu-1.283Piarveas
5 [ . FASECahFlow
Fisports / Listings & [.] . Changesin Components
- 9 [ . Souwes of Working Capial
Financial Reports / Compiliations 13| (e [PeL Curen
14 [ Pl Curent
Finencialfisport Setup = 15 [] Pl Cunent-LastMonth
ATF Payral /W2 /1099 Processing 16 [ ] PSL Current, % - Last Maonth, %
. 17 [ PaL Curent-vTD 1
18 [ Pl Curent%-YTD% 1
[ Pal Cur-LastYear Same Month
2 [ Pal Cu%-LastYear Same Month
22 [] Pl CurYTD-Last¥TD
33 [ Pl CurYTD %-LastYTD. %
2 [ Pl CurYTD.%-L¥ears Balance %
'a‘ Accounts Receivable & (o) PAL dstDuater
% [ Pl 2nd Ouater
=1 Accounts Payzble 7 [ Pl 3dQuarer
P —— L ® [ Pl 4thOuater
3 [ Pl fstOuater %-¥TDL%
o aIcha 0D B[] Pl TstGuarter % - 2nd Quatter %
[E] sales Order Processing 31 [ PAL 4 QuaterTrend %
32 [ Pil 3Month Trend (15t Quarter i

Ii| Sales Analysis

Query Z0OM INS

Fig. 6- 2. Select statement to be modified or select to create.

Click the select button to call up the financial template heading and footnote
screen.

OR

Create Report Press ENTER or Click on Report # 0 to create a new report.
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Report Headings and Footnotes Screen

Wil Accounting Xpert vi18a

Open Company My Reminders  System Reminders  MylInfo  Administration  Utilities Registration LogIn Log Out Help  Exit System

General Ledger
Financial Report Generator
Display Managment Console REPORT & _Select RAEPORT NAME -
Diaily etk 4 dounal Entty .+ Report Heading and Footnotes ==
- [ Report Name ]
~ | Pl Curert, % - V1D, % |
Setups /Year End / Utiitiss

Tupe of Report:  Income Statement
Financial Report Heading

- #of Lines to Use for Report Heading: B+ Heading Fort: | 34 | (L) Heading Colar: [ 0 | [L.]
Footnote Fort: | 34 ][] Footnote Color. | 0| [

Line 1: | |

Line 2. [/CN

Line 3 [/DN

Reports # Listings

Financial Feparts / Complliations

Financial Report Setup -

ATF Paprall /42 /1033 Processing

Line 4 [Income Statement

]

Line 5. |For the period ending /cc compared to Year la Date

|
|
|
|
Line6: | |
|
|
|

Line 7: |
Line 8 |
Line 8 |

| a Accounts Receivable

Financial Report Faotnotes:

(=¥ Accounts Payzble Line1: [Unaudited |

Line 2 [See Accountant's Compilation Letter |

@ General Ledger

n

R IR AN N R IR AR A A AN SRR IR Nl B B I AR A

Line 3 | |
| @ Inventory / Warehousing
= -
=] Sales Order Processing Delete Columns Beport Columns Setup
E ; Calculate Report width
il Sales Analysis o

Modify

Fig. 6- 3. Inthisfirst screen the type of report and it header and footer is defined.

Report Name

Enter up to 35-character s to describe this particular report template. Try to
distinguish one report as much as possible from another. It is a good idea to
include the fiscal periods covered by this report such as P&L Current, P& L
YTD, P&L Current compared to YTD, etc. This is not the name normally
printed on the report unless the /RN report code is used.

Type of Report
Select Balance Sheet, Income Statement or Cash Flow Statement.
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1to9

# of Linesfor Heading

Select the number of lines, which will be used by the Report Heading as
described below. A report may have up to nine lines at the top of the
statement with which to describe its contents. Usually headings include the
report type such as Balances Sheet, the name of company the report is for and
dates the report covers. The smaller the heading the more accounts that can
print on a page.

Note: Under the Financia Report / Compilation Menu is a menu option
called ‘Quick Financial Font Setup’. This option allows you to change the
Heading and Footnote fonts for all reports at the click of a button.

Heading Font
Pop up alist of the various fonts that can be used for your heading. Font # 34
isapopular font for headings and footnotes.

Footnote Font
Pop up alist of the various fonts that can be used for your footnote. Font #
34 isapopular font for headings and footnotes.

Heading Color

Typically colors are not used however various shadings may be used in a
report. Pop up alist of the various colors that can be used for your heading.
Usually Color isO.

Footnote Color

Typically colors are not used however various shadings may be used in a
report. Pop up alist of the various colors that can be used for your footnotes.
Usually Color isO.
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1to9

Report Heading

Enter up to a 9 line heading which describes this report in the nine lines of
space provided in the center of the screen. This heading appears at the top of
each page of the report and should be as generic as possible so that it might
accommodate many different companies. Note: If the # Of Lines For
Heading = 6 the heading cannot exceed 6 lines. A 6 heading might look like
this. Notice that the Report Codes, page 6, /CN, /CC and /CCB have been
replaced with the appropriate information.

—
>

Heading Entered Heading Printed (for ABC Corp.)

For the period beginning /CCB For the period beginning June 01, 2010

OO |N[O|O|BR|IWIN(F-

Income Statement Income Statement
/CN ABC Corporation

and ending /CC and ending June 30, 2010

Don't use a dlash “/”, within a report or the system will interpret it as an
invalid code.

Financial Report Codes

Use the Report Codes shown below as much as possible in order to
automatically insert dates or company/client information into headings,
footnotes, column headings or text processing. When a report is printed the
codes are replaced with the information specific to the company/client.
Though many of the codes are less than 4 characters in length including the
dash (/CC) adways add an extra space after any codes, which are less than 4
characters (/CC ). To print the date from the beginning of the period add a
"B" after the code (/CCB). These codes all also used in the Compilation
Letters.
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Code Replaced By Code Replaced By Code Replaced By
/CN Co. Name /DBA  Doing BusinessAs /TD Today's Date
/CA1 Co.Address1 /DN Name of Division /ITDA  Today's Date (aphabetic)
/CA2 Co. Address2 INS Name of Schedule IX for the X periods (numeric)
/ICA3  Co. City /XA for the X periods (al phabetic)
/ICA4  Co. State /RN Report Name
/CA5 Co.Zip
C F S T
First Second Third
Current Year Prior Year Prior Year Prior Year
/CC  Cur. Per. /FC  Cur. Per. /SC  Cur. Per. /TC  Cur. Per.
/ICL  Last Per. /FL  Last Per. /SL  Last Per. /TL  Last Per.
/C01  Period 01 /FO1  Period 01 /S01  Period 01 /TO1  Period 01
/C02  Period 02 /FO2  Period 02 /S02  Period 02 /TO2 Period02 | Qtrl
/C03  Period 03 /FO3  Period 03 /S03  Period 03 /TO3  Period 03
/C04 Period 04 /FO4  Period 04 /S04 Period 04 /TO4  Period 04
/C05 Period 05 /FO5  Period 05 /S05  Period 05 /TO5 Period05 | Qtr2
/C06 Period 06 /F06  Period 06 /S06  Period 06 /TO6 Period 06
/CO07  Period 07 /FO7  Period 07 /S07  Period 07 /TO7  Period 07
/C08  Period 08 /FO8  Period 08 /S08  Period 08 /TO8 Period08 | Qtr3
/C09  Period 09 /FO9  Period 09 /S09  Period 09 /TO9  Period 09
/C10 Period 10 /F10  Period 10 /S10  Period 10 /T10 Period 10
/C11 Period 11 /F11  Period 11 /S11  Period 11 /T11 Period11l | Qtr4
/C12  Period 12 /F12  Period 12 /S12  Period 12 /T12  Period 12
/C13  Period 13 /F13  Period 13 /S13  Period 13 /T13 Period 13

The report code Periods are al fiscal periods and as such will work for any client report.

Footnote
Enter up to a three-line footnote for the bottom of this report. A footnote
might look like this. Report Codes may aso be used here.

Line Heading
1 Unaudited
2 See Accountant's Compilation Letter
3
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Page 2

Scroll through
Templates

Report Size (width)

For standard paper portrait the system defaults to 150. For a report that is
usualy printed in compressed print it should be set to 250. The width
determines the centering for the Heading and Footnote. There is a button in
the Financial Report Setup ( Heading / Footnote) section ‘ Calculate Report
Width'. which automatically calculates the report width depending on the
number of columns in the report (based on non-compression). If you are
using specia paper for example 17 each, compressed, in landscape mode then
you're heading might be 400 and may require experimentation to match the
unique report.

Use the PgUp or PgDn keys while in this first maintenance screen to move up
and down through the report templ ates.
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Page 2 — Financial Report Generator

Wil Accounting Xpert_v18a

Financial

This screen is where you define what is in each column. Usually the first
column of a Financial Report is the G/L Account Description. This is
followed by Money Columns, Percentage Columns, Variance and/or Budget
Columns. When complete, this report is automatically useable by every
client with no additional setup. The clients chart or schedule is run through
the template and the appropriate information inserted during printing.

Report Column Definitions

=X
Open Company My Reminders  System Reminders MyInfo  Administration  Utilities Registration LogIn LogOQut Help  Exit System
General Ledger P&L Current, % - YID, %
Display Managment Cansole Column 1 Column 2 Column 3 Column 4
7= [ scription Type:  Maore Type: Percent Type: Mone
Daily wiork / Jounal Entiy & S b i M o M 5 y M
Dessiplon: | | Desaiplon Descipions [ | Desciption
M Discription: I:l Description: Description: l:l Description
L] e ] L ot
Selupe / Year End / Utiies Description: Description: |/ce Description: |2 Description: | fee
% Column | 0 %Column | 0 %Column 2 %Column | 0
-
Font: Font: El Font::
Fmaio L Calor l:l Calor I:l Color: I:l Color: l:l
- Colurnn Details Calurnn Details Colurnin Details Colurnin Detaik
Financial Reports / Compiliations
" Column 14 Column 15 Column 16 Column 17
Financial Report Setup -
Type: - Type: - Type: - Type: -
ATF Parall /w2 #1059 Processing Description: | | Descipfon: | | Descripfiors || Descripiors [ |
s Description; l:l Description: l:l Description; l:l Description: l:l
Description: l:l Description: l:l Description; l:l Description: l:l
% Columen | 0 % Colunn | 0 % Column |0 % Colunn | 0
Fort: E Fort: E Font El Fort: E
Calor I:l Calor I:l Color I:l Calor I:l
Column Details Column Details Column Details Column Details
g Accounts Receivable
.=‘E Aceounts Payable
@ General Ledger E
@ Inventory / Warehousing
fgﬂ Sales Order Processing
Ii| Sales Analysis
hva +
Modify

Fig. 6- 4. Herethe contents of the report are defined.
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Column Type

Description

Percentages

Type

Select the type of information to be printed in this column. A variance
column can be defined as a straight dollar variance by subtracting one column
from another, a percentage variance by dividing one column by another or as
a combination any math function (+ - * /) may be performed against various
columns.

Column TYPE
Account #
Description of Account
Money
Percentage
Variance (dollar, %, Combo)
Blank

Description —Line 1 of selected column

Description —Line 2 of selected column

Description —Line 3 of selected column

Enter up to three lines of 15 characters describing this column. Thisis the
column heading or column description above the column to distinguish one
column from another. Use the Report Codes as described on page 6, when
possible. If the column displays money from the current year and current
period the description might smply be / CC. / CC would then be replaced
with the current period ending date (June 30, 2010).

Column %

If this column ‘ Type' above has been defined to print Percentages the cursor
will be positioned in this field. So if Column # 2 is the ‘Current Month's
financial dollar amounts, then you would designate to print in Column # 3,
the percentages based off the money in Column # 2 by entering a 2.

Column Detail

If the column Type above has been defined as either Money or Variance then
the cursor should be positioned in this Detail field. Click ‘Details to display
the definition window for either the money or variance as shown below.
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Money Type Definition Window

il Accounting_Xpert v18a

- @3 X
Open Company My Reminders  System Reminders My Info  Administration  Utilities  Registration Logln  Log Qut Help  Exit System
General Ledger P&L Current, % - YID, %
Display Managment Console Column 1 Column 2 Column 3 Column 4
Tupe: Description = Type: Mone: - Type: Percent - Tupe: Mone -
Doy wiork ¢ Jounal Entry & P EE Y &2 b ¥
Dserpiion: [EMMMM] | |  Dessrption Dascriptior: [ | | Descrptior
; Dessipion: [ ] | Desciplion Desciipion [ ] Desciiption:
Setups fear End ¢ U Deseiiption Deseription: [fec Description: [ Description: [/cc
+ Period Selections
Reparts / Listings
[ P&L Current, % - YID, %
. Select which Year t{or Budget) to Print in this Column: =
Financial Reports / Com% Column: E M

Financial Report 5i

Select Amounts to Print in Selected Column
ATF Paproll /W2 /1 DSSj

-
Enter an *' next to the maney yau wish to have printed in this Column.  Ex. Place an X next ta YTD to print Year ta Date Amounts in this Columin.
Ex. Ta print the first quarter, enter an X nextto 1, 2, and 3
Period (Month 11| | Peiiod iMorth 43 || Period Morth 71| | Period iMonth 103 | Period (Month 137|_|
PeriodiMonth 2k | | Period iMorth 5 | | Period Morth @ | | Period Month 111 |

Period (Morth 35 || Peind [Morth 6 || Perind Morth 3): [ | Period (Manth 12} |

- CunenlMonth: Last Month: [l Year to Date: D
a Accounts Re

_=‘! Aceounts Paya

m_

@ General Ledger

@ Inventory / Warehousing

oy

!C:j Sales Order Processing

Ill_ Sales Analysis
7 Ifoogcl 0@

L = Accounting Xpert v18a
A | I 3

e —1
‘Yahoo! Search el C RSN PR LY

Fig. 6-5. Define the money from which period.

Select the Year (or budget) to print in this column
For Money column definitions first select the year from which to

pull the monetary figures. The current year's budget may aso be
selected here.

Money Type Column

Current  These are the current year's figures.
Last Thesearelast year'sfigures.
Year 3 Thesearethethird yearsor figures.
Year 4 These are the fourth year's monetary figures.
Budget These are the budgetary figures.
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Next select which period(s) of that year to print in this column.

X

Enter an X into each fiscal period that is to be printed in this column.
If the column is to report the current period’s figures place an X in
the CMTH box. If the column figures are for the first quarter place
an X inboxes 1, 2, and 3.

Remember the system bases many of the report off of the current
period (CMTH or C-PERIOD). When you post through a period,
that period becomes the current period. A year to date (YTD)
column would add up or combine monetary figures from the
beginning of the fiscal year through the current period (CMTH). To
produce a Y TD income statement or schedule from a past period do
not select YTD but rather add up the periods by placing an X in each
of the fiscal periods to be combined. Balance Sheets are altogether
different since balance sheets are by nature year to date balances and
the G/L stores the figures that way.
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Variance Type Definition Window

il Accounting Xpert vi8a

Open Company My Reminders System Reminders My Info _ Administration _ Utilities _Registration Logln Log Qut Help _Exit System
General Ledger
Display Managment Console Column 5 Column 6 Column 7 Column 8
Type: Percent -~ Type: Variancs - Type: - -
Daily Wwerk # Jounal Entry i ol i Type:
Description: [ | Description: [ ] Description: o
- iption:
Deseriptions | Descriptiors [ ] Description: [ | pescription: 1
Setups /vear End / Utities Description Descrpions [ ] Desciipon: [ | b ko L 1
- *%Column 4 ~ % Column [0 % Colurn [0 p— o
Font: [0 ] Fortz [B] Fort: [0] Fort B
e & LETEs Color: [ | Color: [ | Color: [ | Calor: [ 1
| column Definition n | S—ce

etails

Financial Reports / Eulehatan%

Financial Feport Setup

ATF Paroll # W2 /1039 ches%

Enter Formula to Add. Subtract and Divide Columns

Column Column __ Column Column Column Column Column Column Column Column -
4 2 o« [/] 4 = - - -] -] ~ ] -] - |
Erample: Column 2 minus 3 for Variance: Enter [2-3) |

Example: Column 2 minu 3 divided by 3 for Variance Percent: Enter (2-3 /3]

S Accounts Receivable

=B Accounts Payable

@ General Ledger

@ Inventory / Warehousing

[E] sales Order Processing

s Sales Analysis

n

Modify WIDE INS

Variance Type
Column

Fig. 6-6. First Installation Screen

4-2/4 - Thismeanscolumn 4 minus column 2 divided by Colum 4 for
avariance%. Similar to a spreadsheet formula.

A Variance column Type accommodates three different reporting options,
dollar variance, percentage variance and the combination of other columns
into one. The different variances or combinations are determined strictly by
performing various math formulas. For instance a dollar variance is simply
the difference in one column from another (col. 2 - col. 3 = col. 4). A
percentage variance is a one column minus another divided by one of the
columns (col. 2 - col. 3/ col. 3 = col. 4). A combination column could of
course be avariance or any other calculation. Don't forget to define the dollar
variance column description appropriately as "Dollar Variance", "Percentage
Variance', etc..
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Financial / Schedule Printing

Financial and schedule reports are distinct from other reports in the system
since they are processed through a user defined report template as opposed to
a predefined report. To print a report simply choose the report from alist of
available reports as shown below and select the criteria with which to print it.

Financial/Schedule Report Templates

Open Company My Reminders  System Reminders  MyInfo  Administration  Utilities  Registration Logln  Leg Qut Help  Exit System

General Ledger
Display Managment Console Financial Report Printing / Excel Export C:STD - Sample Company with Data
Dbk / Jounal Enity REPORT # Select REPORT NAME -
1 C] B/S Current
T 2 [L]  BYS ThisYear- Last'ear
Setups / Year End ¢ Uiities 3 (o] B/ Cur-Tst& 2nd Prior Years
4 [] B/ Cur-1.2%3FiiorvYears
T 5 =] F&4SE Cash Flow
s 4 il B C] Changes in Components
9 C] Sources of Warking Capital
hd 13 [ P Curent
Financial Reports / Compiliations 14 [ Pl Curent
15 [] P Curent-Last Month
Financial Fieport Frinting -
18 []  PIL Curent, % - Last Morth, %
ATF Payroll w2 /1098 Processing 17 [a]  PsL Curent-¥TD
5L Currert, % Y10, %
. 18 [.] F urren!
20 [] P& Cur-LastVear Same Month E
21 [] P Cu®-Last¥ear Same Month
22 [.]  PIL CuryTD -Last¥TD
23 []  PSL Cur'yTD%-LastyTD.%
24 (] Pl CurYTD, %- LYears Balance %
25 [] P&l st Quarter
2 [] Pl 2ndQuarter
| b - 4 " Accounts Receivable 27 [ PRl 3 Quatter
28 []  PEL dth Quaner
! Accounts Payable 28 [ PAL 1stOuater Z-¥TD. %
[ W p—— 1 30 [2]  PaL 1stQuarter % - 2nd Quarter %
1 Eil =] P 4Quate Trend %
| @ Inventory / Warehousing 2 [o]  PiL 3Month Trend [1st Quarter]
;’E}I Sales Order Processing i (&) | PaL BmonthsTiend
34 E] P&L Cur-¥TD Variance Analysis -
Ii. Sales Analysis i
Query WIDE _ [INS

Fig. 6- 7. Select statement to be printed.

6-14 Accounting Xpert Enterprise Edition — Client Write-up



Financials Reports/ Schedules - Printing

Select Report Select the Financial Report to be printed.

Financial and Schedule Report Options

System Reminders MyInfo  Administration Utilities Registration LogIn LogOut Help Exit System

Esit
Display Managment Cansol Financial Report Printing / Excel Export C:STD - Sample Company with Data
Daily ok #Jounal Entiy REPORT # Select REPORT MAME B
1 [.o] B/ Curent
M 2 a
3 Financial / Schedule Printing - C:STD - Sample Company with Data @
Setups /Year End / Utilities
4
= : | PAL Cunerl, %-¥TD, % |
[
IR # LT a Financial Printing Options
-
13
Divigion: [ D= Consolidated Statement |
Financial Reports / Compiliations 14
15 Print Schedule: -
Financial Report Printing -
16 Print Solid Underines: Yes -
ATF Paproll /W2 /1099 Processing 17 Frint Zero Balances: [T
18
o0 Frint Zero Totals Yes w =
2 Print 8l and Sub Acoourts: Noo w
22 Length of Underliring: 12 -
3 Send Repoart to Excel: Na =
24
% Use Compressed Printing: Na =
26
8% Accounts Receivable ~ k2
28
[_=W Accounts Payzble 23
@ General Ledger =| 30 |
N " PEC S OUEmer Trerd %
@ Inventory / Warehousing 2 (o] PeL 3Month Trend (15t Quarter)
ré] Sales Order Processing 3 L] PeL Gmanhs Trend
= 34 [ P&l Cur-¥TD Warance Analysis i
|I| Sales Analysis i

Fig. 6-8. Select statement to be printed.

Division
Enter the division to be printed. Division 0 (zero) means consolidated or all
divisions. The default isO.

Schedule #
If you are printing a Schedule, click the pull down to select the appropriate
schedule to print.
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Print Solid Underline

This should be set to ‘Yes as al Window printers have the capability of
printing solid underlines. If you have and older printer and odd characters or
symbols appear, then select ‘No’ instead

Print Zero Balances

If individual posting accounts have zero balances they will not appear on the
report when this field is set to No. To print zero balance accounts choose
'Yes. Thedefault is No.

Print Zero Totals

If total accounts which normally print, have a zero balance choose No to
suppress them from appearing on the report. The default is'Yes to alert you
that a problem might exist.

Print All Accounts

This should be set to ‘No’ so any sub-accounts you designated not to print
will be totaled buy not printed on the Financial Statement. |f something
needs to be checked, you can override the chart by choosing to print all
accounts (select Yes). Thiswill print al accounts on the Financial Statement
for review and then may be changed back to ‘No’ for subsequent printings.

Underline Length:

This option gives you extra control over the appearance of a statement
particularly when dollar totals vary greatly from report to report. This alows
you to maintain a consistent underline length or to reduce it when dollar totals
decrease.

OK or Cancel
Press Ok to continue or Cancel to exit.
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Year End Close

The Year-End close prepares the client /company for processing for the New
Year. However, there are a few choices of when to run the close based on
your processing preferences.

Option 1. Closing the booksright away befor e adjustments.

One of the advantages of Xpert is that you can run the close and still enter
entries into the prior year through the ‘Prior Y ear Adjustment Journal’.

After closing; using the ‘Prior Year Adjustment Journal’ will automatically
adjust the prior periods and roll the balances forward through the New Y ear.
If it's a Balance Sheet account in will roll the balance from the appropriate
period al the way through the current year. If itsa P & L account it will
adjust the appropriate period and re-calculate the ‘Current Earnings on the
Balance Sheet and roll that forward. You also have the ability to re-run most
reports for the current year plus 3 previous years.

Note: After closing, one double sided journal entry is required dated the first
day of the New Year. Inthe case of aprofit, the entry is to debit the ‘ Current
Earnings on the Baance Sheet and credit ‘Retained Earnings or the
appropriate account. The opposite in the case of a loss. Therefore the
‘Current Earnings' begins the New Year at zero. You do not want to date
this entry for the end of the previous year because then it would zero out the
current earnings in the 12" month and we want that balance available when
running prior year reports.

If after zeroing out the ‘ Current Earrings, adjustments are made to the prior
year; to P & L accounts then this affect the earnings for the previous year.
Xpert will roll that balance through the New Y ear so the beginning ‘ Current
Earnings may end up with a balance. Remember since you want the
‘Current Earnings to start with zero, look at the balance and make the
appropriate adjusting entry to reset it to zero.

Option 2: Keeping the books open into the New Year.

You may keep the books open and Xpert allows you to enter or transfer
entries into future years. These entries will remain Unposted until the books
are closed. Once the books are closed, run the posting and it will update the
current year and at that time you can begin running any current year reports.
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Summary: The Year-End Close program performs the following year-end
housekeeping chores:

Rollsall current G/L Transactionsinto a History Files.

Rolls Account Balances into History Files.

Sets Current Fiscal Period to 1.

Advancesfiscal year end by one year.

Requires adjusting entry to ‘Current Earnings' and ‘Retained
Earnings' or the appropriate account dated the first day of the
new year.

agr®ODdNE

The process is independent of the year-end performed in any of any of the
other Accounting Xpert Enterprise modules including AR, AP and Payroall.

The current period (C-Period) must be 12 (or 13 if you have established a 13
period fiscal year) in order to run the year-end close.

Print all Reports Print al G/L detail reports, Working Trial Baance etc. before closing
although Xpert alows you to reprint many reports for previous years at
anytime.

Transfer all Make sure all transactions have been transferred from all of the other modules

Transactions and al fina closing entries have been made before closing the GIL.

Transactions can be transferred from Xpert for future periods or years, but not
from past years.
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Year End Closing Screen

Open Company My Reminders  System Reminders My Info  Administration  Utilities Registration LogIn Log Out Help  Exit System

Display Managment Cansole

Daily work # Jounal Entry
Setups /Year End / Utilities

Year End Pracessing -
Reparts / Listings

Financial Reports / Campiliations

ATF Paprall /W2 /1099 Processing

‘ Accounts Receivable
E Aceounts Payzable

* General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

l_'_|| Sales Analysis

Fiscal Year End Close - C:STD - Sample Company with Data

General Ledger Year End Close

BACK UPYOUR FILES PRIOR TO PERFORMING THIS ACTION

Clazing Fiscal year: | 12/31/10

DO YOU WISH TO PROCEED WATH THE YEAR END CLOSING: EE8 -

[ [Modify

[

Fig. 7- 1. TheProcessisautomatic.

Back up your datafilesfirst

Also, if a problem of any kind (power failure, machine failure, etc.)
occurs during the procedure you can restore your files from the backup

and rerun the procedure.
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Zero Current
Earnings

Start Year End Close

The year-end processis very simple. Just answer Yesto this prompt. Be sure
that you have performed a backup first. Enter ‘Yes to continue with the
Year End Close, ‘NoO’ to abort.

The last step to complete the close is to zero out the current earnings
account(s) to the retained earnings account or the like through a Journal Entry
dated the 1% day of the New Year. . If for example, the opening balance for
retained earnings is $40,000 and the current earnings at year-end is $10,000
then debit ‘Current Earnings' $10,000.00 and credit ‘Retained Earnings
$10,000.00.
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Utilities

The General Ledger has various utility programs for importing data,
duplicating companies, clearing balances, keeping client notes, exporting to
tax programs, and a variety of other functions. Because some of these
functions interface with external programs that may constantly change, please
also refer to the Accounting X pert Enterprise — Supplemental Manual.

Select Utilities From the General Ledger Menu select Setups/ Y ear End / Utilities.

Setups / Year End / Utilities Menu

F
Ope inders  Systern Reminders Mylnfo  Administration  Utiies Registration Logn Log Out Help ~Exit System

Displey Managment Console

Daly Wtk / Jounel Enty

Setups /*vear End / Utities

Company Setup /Info
¢ Opering Balances Selup
Chat of Accounts Basic Setup
COA / Fnancials Setup
Cash Flow Setup
Bark Accounts
1 Journal Setup
Tiansaction Codes
History / Budgets Mainienance
Scheches Setup

¢ “Y'eat End Processin

Clear G/L Balances
Duplicate a Client / Company
uglicale aDivision
Tuickbooks Iport
112071085 Expon
/L Transter / Iport
Import Client Tratisactons

Company / Client Notes Enty
Compary / Client Note Printing

Time Keeper Repott
Tire Keeper Puge

8% Accounts Receivable *

[} Accounts Payzble

@& General Ledger £

@ Inventory | Warehousing

[E] sales Order Processing |

il Sales Analysis

Fig. 8- 1. These Utilities are uniqueto the G/L.
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Clear G/L Balances

This utility program, clears G/L balances, but does not affect any of the other
Accounting Xpert modules including the shared bank reconciliation files.

Time Saver The Clear G/L Balances program is primarily used to delete transactions and
account balances, employees, and other information from a company so that
the COA and other setup records may be copied for use by another company.

Caution
This program will permanently alter your data. Do not run this unless
you wish to eliminate the data. The data cannot be retrieved except by
restoring a copy of the data.

The Clear G/L Balances Screen

O rs Syste Reminders Mylnfo Administration  Utilties Registration LogIn Log Out Help _Exit System

Daily Work / Jounal Entry

Setups # ear End ¢ Uiiities

hd [ Clearing Balances for Company |

FM C:STD - Sample Company with Data

Zero G/L Balances 7 ATF Payroll
ATF Payroll /W2 /109 Pracessing 9

5z F | F|FFF
PR RCE R AR RRA AT

Delete AllEmplogees

Delete All Schedules:

F
‘

ssssss

|~' Accounts Receivable  *

[} Accounts Payzble

@ Geremliiedger

m

| 4@ Inventory / Warehousing

[E] sales Order Processing | |

i Sales Analysis

[
Fig. 8- 2. Thisprogram will permanently delete information from the G/L Data Files.
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The system defaults to the standard options that should be cleared. Y ou may
override any options if necessary.

Clear History Balances
To clear al G/L History Balances, Select ‘Yes. Select ‘No' to leave the
History Balancesintact. This does not affect other modules.

Clear Account Balances
To clear all G/L Account Balances (totals), Select ‘Yes. Select ‘No’ to leave
the Account Balances intact. Balances are recalculated during posting.

Clear Opening Account Balances

To clear al G/L Opening Account Balances, Select ‘Yes. Select ‘No’ to
leave the Opening Account Balances intact. This does not affect other
modules.

Clear Budget Account Balances
To clear all G/L Budget Balances, Select ‘Yes'. Select ‘No’ to leave the
Budget Balances intact.

Delete All Transactions
To delete al G/L Transactions, Select ‘Yes'. Select ‘No’ to leave the
Transactions intact. This does not affect other modules.

Delete Transaction Code

Transaction Codes contains static information that may be re-used on each
company. The transaction code ties a Code to a G/L Account #, along with
any other transactions information. If you wish to use the same transaction
codes on the new client, then say ‘No’. To remove select ‘Yes'.

Delete All Employees
To delete all Write-up after the fact employees, Select ‘Yes'. Select ‘No' to
leave the Codes intact. (Xpert Write-up version only).

Delete All Schedules
To delete al G/L schedules, Select ‘Yes'. Select ‘No’ to leave the Codes
intact.

After responding to the last prompt, the system will initiate the clear.
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Duplicate Company

The main purpose of duplicating a company is to make a new company by
duplicating an existing company. Duplicating a company makes an exact
copy of a company's data but with a different ID code and file names.
Another reason may be, is that you may want a copy of the company under a
different ID before you run the ‘Y ear End Close'.

Xpert steps you through the procedure.  First you select the New 1D, then
Xpert asks you whether you want to Zero any balances on the duplicated
company (since you may have duplicated a company with dollar amounts). It
then asks you for the new company information including the fiscal year end
and any payroll information. This process is quick and once complete; you
are now ready to begin processing the new company.

Duplicate a Company

Dol Work / Jounal ity

Setups  Year End / Uiles

Duplizie a Clert /Conpary ~

Flepots /Lisings

,,,,,,,,,,,
Financial Reports / Compiliations " >

ATF Payiol /W2 /1083 Processing

Select the Source Company (one you are copying from}: [ |

€570 - Sample.

[ Enter New Company Information |

~ CompanylD: [ ABC | Company D Aleady Evits

Y Accounts Receivable  *
=) Accounts Payzble

@& General Ledger

8 Inventory / Warehousing

Fig. 8-3.

In this screen you select the company you wish to duplicate (existing
company) and the drive you want to put the data on. At this time you also
enter in the new Company 1D and the name of the new company.
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Sour ce Company
Is the company you are duplicating (existing company).

Driveto put dataon
Select the drive on which to place the new copy of the data.

Company ID
The new Company ID you are creating.

Note: If you select an existing Company ID you will receive a warning
message that this company exist and if you want to overwrite it. If you

overwrite a company it will wipe out that company and replace it with the
company you are duplicating.

Next Steps

1. Clear G/L Baances

After duplicating a company the system then goes to the Clear G/L Balances
program and asks if you want to clear the balances of the new company. If
this is a new company then you want to select ‘Yes'. If thisis aan existing
company that you are duplicating from year to year for backup purposes then
you would not want to clear the balances and would say ‘No'.

2. Enter Company Information

This includes the new company name, address and fiscal year end.

3. Enter and Payroll Information
Thisincludes the Federal and State |d # s and payroll year.

This completes the steps for duplicating an existing company to create a new
company.
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Duplicate a Division

Xpert alows for 998 divisions per company. Each divisional account must
exist in the chart of accounts. The ‘Duplicate a Division’ program allows you
to select one division that was setup and automatically create all the accounts
for the new division.

For example: If we have account #s xxx.01, we can say create Division 2
based off of xxx.01 and automatically create al the xxx.02 accounts.

Duplicate a Division

il Accounting_Xpert v18a
Open Company My Reminders  System Reminders My Info Administration  Utilities  Registration LogIn Log Out Help  Exit System

Display Managment Console

Daily Work / Jounal Entry T
opy Chart for Divisions.

Setups / Year End / Utilties This program ereates a new Divsional G /L 3 fram an Existing Division. You need
to have a least 1 Division setup,
Duplicate 2 Division -
The program will ook at the Existing Divsion G/L # and Create a New G/L # with
the new Divsion Code . Example: 100.01 [originall, 100.02 [new)
Reports / Listings
Also the Division Column in the Chart of Accounts will be updated

“rou have the option to start Creating Mew Divsions from any point in the COA but
Financial Reports # Compiiations usually Divisions are for P & L Accounts.

Copy Division Options

ATF Payroll /W2 /1039 Processing
Existing Divison Code: Ex 1,2.3, up ta 399

The New G/L B will be appended with this Divison Code |

Mew Division Code: Ex1-01-001 (Mo Decimall

Usually the first P & L Account |

Staing Account . [ 830 | [
$& Accounts Receivable

(2 Accounis Payble

@ General Ledger

m

4@ Inventory / Warehousing

[E] sales Order Processing | |

ills  sales Analysis

[ [Modify [ —
Fig. 8- 4.

In this screen you select the division you wish to duplicate, the new division
suffix .01, .02. .001, etc. and the G/L Account where you want to start.
Typically divisions are for P & L Statements so you would select the first
Revenue account.
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G/L Transfer

This option transfers G/L transactions from the rest of Accounting Xpert
Enterprise modules that you may be using into the General Ledger. It you are
importing data from a client then you should use the Import Client
Transactions program also found under the Utilities Menu.

Y ou have an option of specifying a range of dates through which to transfer.
Any G/L transactions transferred will be flagged as transferred and will not
be transferred in future transfers.

From the G/L, Utilities/ Conversion menu select G/L Transfer.

G/L Transfer Screen

Display Managment Console

Daily*work # Jounal Entry
Setups /Vear End / Utilities

G/L Transter # Import -
Reports / Listings

Financial Rreparts / Campiliations

ATF Papoll £ W2 /1099 Processing

This function is used to automatically Transfer Gieneral Ledger Transactions from al
Rpeit indivdual Modules [Becounts Receivable, Accounts Payable, Fayrol, Inventory,
etc.]into the General Ledger Module

Each ransaction is Flagged as being transfered sa as to avoid a double posting.
Transactions fansferred may be removed and Ae-Transfened i necessary witht he Fe-
Transfer Option

The transactions tansfemed flow into the appropriate Joumals based on the wpe of
Transaction [Freciepts, Disbursements, etc.). Dnee Wransactions are ransfened they
may be 1eviewed, edited, removed and posted.

Date Range to Transfer

Start Date: | 0140010 | Thru | 12/31/10

Fie-Transter Previously Transfered Transactions:  [IER =

‘ Accounts Raceivable

[ =l Accounts Payzble

": General Ledger

@ Inventary / Warehousing

@ Sales Order Processing

|ﬂ|| Sales Analysis

<

m J 0

I [Modify I [

Fig. 8- 5. Thisutility transfers Journal transactions from the rest of the modulesinto the G/L.
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Notice
Once transactions are transferred from the other modules, they are
flagged in the source modules as transferred. If for some reason you
imported incorrectly, you may remove the batches that were imported
and use the ‘ Transfer Previously Transferred Transaction’ option.

Start Date

End Date

Enter the starting and ending dates to transfer from the other modules into the
G/L. Thiswill look at the date of the transactions and only transfer those that
fall with the date range that have not been previously transferred.

Note: If atransactions fall within the Start and End Date but was previously
transferred then it will not transfer again to the General Ledger. To Re-
Transfer you would select that option.

Re-Transfer Previously Transferred Transactions

If for some reason you removed transactions, you can re-transfer any
transactions by date range. Thisisausually not required. Select ‘Yes tore-
transfer or leave ‘N0’ to transfer only new transactions that have not been
transferred.

Begin
To begin transfer, click Begin.

Cancel
Cancelstransfer.
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Time Tracker

Use this simple time keeping option to track the amount of time spent on each
function of the General Ledger, by Company/Client and user. The reports
can then be used to better understand the costs involved in servicing your
clients. To remove these historical records when they are no longer needed
run the Time Tracker Purge below on page 11.

Time Keeping Printing Screen

Open Company My Reminders _System Reminders MyInfo Administration _ Utilities Registration Logln LogOut Help _xit System

Display Managment Consale
Diaily ‘work ¢/ Jounal Entiy

Setups ¢ ear End ¢ Utiiliss Printing Options
Toefeme s - R — L [
Rieports / Listings User From: o] To

Financial Feparts / Compiations
e Date From 00/00/00 To (081308

ATF Papral /W2 /1089 Pracessing —E
e ——— SaitReportby:  Company ~

Output Options
@ Piint @ File © Outlock.

© Preview (© FOF (© Other Email

8% Accounts Receivable  *

=} Accounts Payzble

n

‘ﬁ General Ledger

g8 Inventory / Warehousing ||

[E] sales Order Processing

il sales Analysis

v

L Greate [ wiDE ws

<

Fig. 8-6.

Starting Company:
Ending Company:
Select the starting and ending Company(s) to be included on the report.

Starting User
Ending User
Enter the starting and ending user/operator(s) to be included on this report.
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Starting Date
Ending Date
Enter the starting and ending dates to be included on this report.

Sort By (Company / Client) or User
Choose the order in which the report will print.

OK or Cancd
Press OK to Print or Cancel to Exit.
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Time Tracker Purge

Use this utility to delete historical timekeeper records from the system. This
is optional. It is not necessary to purge as the report can be run for any date
range. Run thisevery few years.

Time Keeping Purge

Wi Accounting Xpert_v18a
Open Company My Reminders  System Reminders My Info Administration  Utilities Registration LogIn LogQut Help Exit System

General Ledger

Display Managment Consols

Daily *Work / Jounal Entry

Setups /Year End / Utiliies Timekeeper Purge

Time Keeper Purge -
Company Range to Clear
Fieports / Listings

- Starting Compary: [ C:BBE | [L] [Sample - Standard Chart with Samole Data
Ending Compary  [C:MaS| 3 [Master Chart of Accounts

Financial Reports / Compiliations

Date Ranges to Clear
ATF Payroll /W2 /1039 Processing

Clear Transactians Fram: Ta

B&  Accounts Receivable

E Accounts Payable

m

& General Ledger

@ Inventory / Warehousing

@ Sales Order Processing

lils| sales Analysis

< | [T}

Fig. 8-7.

Starting Company:
Ending Company:
Select the starting and ending Company(s) to be included on the report.

Starting Purge Date:

Ending Purge Date:

Select the starting and ending date(s) through which, records should be
removed from the timekeeper datafiles.
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Company/Client and Notes Printing
This option is asimple method of keeping track of notes by date.

Company / Client Notes Screen

Open Company My Reminders  System Reminders  Mylnfo  Administration  Utilities  Registration Logln  Log Out Help  Exit System

General Ledger [ Mew | [ Dome | [ Und | [ Ewt

Display Managmert Consals Notes and Comments

Daily Work # Jounal Enty Date Time Comment
05/15/03 1041:32 Call Client ABE for missing March Bank Statemert

05/15/09 10:42:07 File extersion for clients ABC. 001 and XZ.

Setups /*ear End / Utiities 10:42:53 John will be on vacation next week.

Company / Client Mates Entiy = 10:43:32 Cheryl, please confim the Bank of America appoitnment on the Sth

Repoits / Listings

Financial Reparts / Compliations

i

ATF Paproll / /2 /1093 Processing

I

$% Accounts Receivable

=W Accounts Payzble

@ General Ladger

@ Inventory / \Warehousing

[E] sales Order Pracessing

Ml Sales Analysis

« (T r

Fig. 8-8.

Company / Client Notes Printing

Thiswill print out all notes within the system.
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Bank Reconciliation

Bank Reconciliation

Bank Rec Report
Adj. Clear Dates

Transactions
Go One Way

Assuming that the Bank Reconciliation program is being run in conjunction
with the rest of the Accounting Xpert Enterprise Modules, it requires no
additional setup. Bank Reconciliation is a process and a set of files that are
common to both Client Write-up and Xpert's business modules. If running
Bank Reconciliation stand-alone, you will need to set-up bank accounts as
described on page 5. You may have already completed this setup as
described in the Setups chapter under Bank Accounts Setup. Bank
transactions in Xpert's Write-up are automatically generated from
Journal Entries. Direct entries may also be entered directly into the Bank
Reconciliation module.

Bank Reconciliation is a straightforward series of programs used to maintain
up to the instant bank balances. Use the Bank Reconciliation Program to
indicate which checks have cleared your bank, and to enter adjustments to
transactions not accommodated in other Accounting Xpert modules. All
other modules automatically feed the Bank Reconciliation. If running the
Client Write-up / G/L Module, adjusting entries including bank charges,
interest should be made through Journal Entries

Be careful of entering transactions into Bank Reconciliation, as this program
does not update the Genera Ledger/Client Write-up. Therefore we
recommend you make adjustments through Journal Entry which updates both
the Bank and General Ledger. You may enter entries directly into the ‘Bank
Transaction Entry program’ but then you must aso be entered into the
General Ledger/Client Write-up through Journa Entry (must use non-bank
journal).
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Bank Reconciliation Rules

1 Any Debit recorded with Check # (Ref#) is considered a Check
except cash.

2. Any Debit entered to the same G/L # as the cash account with which
thisjournal is defined is considered a Deposit.

3. Any Credit to an expense account recorded with a check # (Ref #) is
considered a Check. [Void check]

4. Any transaction recorded manualy as an Adjustment is an
adjustment.

Transactions not falling into one of these four rules will not show up on or
affect the Bank Reconciliation Reports. Transaction may be forcibly
recorded as a check, deposit or adjustment.

Select Bank From the Main Menu choose Bank Reconciliation option.
Reconciliation

jmil_Accounting Xpert v18a

Utilities  Registration Login Log Out Help  Exit System

| . Inventory / Warehousing

[E] sales Order Processing

|uln| Sales Analysis

Bank Reconciliation

| " Checkbook Xpert

SB& W2/ 1099 Processing
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Daily Work

Daily Work consists of looking up Bank Balances,s, entering bank
transactions, marking checks and deposits that have cleared the bank, and
purging excess transactions. A brief description of each follows:

Bank Reconciliation Daily Work Menu

B Accounting Xpert v18a

Open Company My Reminders  System Reminders My Info inistration  Utilities istration LogIn  Log Out  Help

Dizplay Managment Canzole

Selups/Maintneance

Exit System

Daily work

Bank Transastion Entry
| ClearBank Transactions
Un-Clear Bank Transactions

-

Period End

@ Inventory / Warehousing B

@ Sales Order Processing

L.!] Sales Analysis

Bank Reconciliation

_~" Checkbook Xpert

B w2/ 1099 Processing

[ [Modify I

Fig. 9- 1. The Bank Reconciliation Daily Work Menu.
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Bank Accounts Setup

In Bank Accounts Setup, new Bank Accounts can be created, and the operator
has the ability to look up "Up to the Instant" bank account balances. Since
Bank Reconciliation can be used "stand-alone" you can even maintain Bank
Accounts that are not used by the rest of the modules (a petty cash fund for
instance).

Bank Transaction Entry

Transactions not generated by the Accounting Xpert business modules or
through Journal Entry in Xpert's write-up module may be entered here. The
only time you would use this screen is if you are not running the G/L or
certain other modules that create the bank transactions.

Clear Bank Transactions

Clear Bank Transactions is where you indicate which checks have cleared the
bank. If you make an error, checks can be uncleared in the Unclear Bank

Transactions menu option.

Bank Transaction Purge

This purge is used to purge transaction data that has cleared. The Purge only
removes the data from the Bank Reconciliation program; A/R, G/L, A/P, etc.
are not affected by running this purge.

In short, the Bank Reconciliation program takes the drudgery out of manually
reconciling the Bank Book. Bank Reconciliation is a virtually automatic
program. All checks and deposits will have already been entered either
through Accounting Xpert business modules or Journal Entry. All the
operator needs to do is to run the clear transactions indicating which checks
have cleared. Then the operator runs the Bank Reconciliation Report found
on the Bank Reconciliation Reports Menu.

Accounting Xpert Enterprise Edition — Client Write-up



Bank Reconciliation

Bank Accounts Setup

The Bank Accounts Setup Program supports two major functions. First, Bank
Accounts Setup allows you to establish new Bank Account records. Second,
Bank Accounts Setup allows you to view the current bank balance.

The Bank Account File is used throughout the system. Any Bank Accounts
set up in other Accounting Xpert Modules will display here.

If you are using the Bank Accounts Setup only to look up balances, advance
to page 6.

Select Bank From the Bank Reconciliation, Daily Work select Bank Accounts Setup.
Accounts Setup

Bank Accounts Setup

[ Accounting Xpert_v18a

Open Company My Reminders  Systern Reminders My Info  Administration  Utilities Registration Logln  Log Out Help  Exit System
BANK RECONCILIATION e [ e N e R ——r— Tl (P e
Display Managment Console Bank Accounts List C:STD - Sample Company with Data
Bank Code Description Bank Account # Cash G/L # Next Check # Balance =~
Setups/Maintheahce |1 Citi Bank 1039349215 110,01 C] 0 E] |
B ank Accounts Setup - 2 Mova Scotia Bank 4434862751 11002 [)] 0 [9)]
Diaily Wwork.

Fieparts / Listings

Period End

m

| @ Inventory / Warehousing ~

[E] sales Order Processing

Mla Sales Analysis

[7] Bank Reconciliation

m

" Checkbook Xpert

SRa W2/ 1099 Processing Accounting_Xpert_v18a } =

o & Accounti.. | WW9-BRE... “vahoo! Search PadRac =k ST DETHTFY]

Fig. 9-2. The Bank Accounts Setup screen.
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Optional

Zoom

To Fill Inthe Bank Accounts Setup screen:

Code
The account code is up to 3 alphanumeric characters you would like to use to
identify the particular bank account. Typically start at Code 1.

Description
Type the description (up to 30 alphanumeric characters) of this bank account.

Account #
Type the bank's account number (up to 15 characters). (This is the number
pre-printed at the bottom of your checks).

G/L Acct #
Enter the G/L cash account number that checks will be written from.

Last CK #
Enter the number of the last check printed.

BB

Zoom to display the "bank balance". This is the current balance of the
account. If thisis a new account, this window will obviously be blank. A
beginning or opening balance may also be entered here. A figure entered
here will override the balance as computed from all deposits and checks
written.
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Bank Reconciliation

Bank Transaction Entry

Transactions affecting the bank account come normally from Accounting
Xpert business modules or Journal Entry. This program may be used to enter
transactions, however it main function is to allow the date on which a check
or deposit cleared the bank to be adjusted. Warning: If a transaction is
entered here do not forget to record it also in Journal Entry. Recommended
adjustments should be made through Journal Entry if using the G/L module.

Select Bank From the Bank Reconciliation, Daily Work Menu, select Bank Transaction
Transaction Entry  Entry.

Bank Account List

- =0
Open Company  Ivly Reminders  System Reminders My Info  Administration  Utilities  Registration Log In  Log Out  Help  Exit System

BANK RECONCILIATION
Exit
Display Managment Console Bank Transaction Entry C:STD - Sample Company with Data
Bark Code Description Wiew / Edit Transactions -
Setups/Maintneance - T
1 Citi Bank [ Tiorsactons il
Bank Accounts Setup - " [ — ———
Diaily wéork
Bark Transaction Enty =

Fiepoits / Listings

Period End

I

@ Inventory / Warehousing ~

[E5] Sales Order Processing

illn sales Analysis

[7] Bank Reconciliation

" Checkbook Xpert

MR W2/ 1099 Processing

Click the ‘Transaction’ button to review or enter transactions for the
appropriate bank account.
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Bank Reconciliation

Bank Account Transaction Entry

MyInfo Administration  Utilities Registration Logln  LogQut Help  Exit System

BANK RECONCILIATION [ Hew | [ poe | [ umo | [ Emt Citi Bank- Balance
Display Managment Console Bank Transaction Entry C:STD - Sample Company with Data
Tvpe Check Mumber  Check Date  Check Description Check Amaunt Check Clear Date -
SN BT - a 12/31/98  Opening Balance 43525.90 12/31/98 |
Bark Accounts Setup = Deposit 0 0131499 January Deposit 10535 55 m/31/99
D wirk Depasit a 02/28/93  FebruaryDeposit 1200763 02/26/93
Depasit a 03/31/99  Maich Deposit 11645.32 00/00/00
Bork Tiensocton £ty = Check 350 01/07/04  Office Depot 54.00 00/00/00
Reparls / Listings Check 354 01/11/04  Post Master 745.00 00/00/00
- Check 4585 01/30/04  Kjell Anderson 100186 02426439
Check 4587 01/30/04  Johnathan Higgins 538,90 /31499
e Check 4588 01/30493  Ulitites 1583.47 02/28/33
- Check 4583 01/30/33  Robin Molar -Parol 126385 /3199
Check 4502 02/23/04  Kjell nderson 90765 0040000
Check 4503 02/23/04  Johnathan Higgins 535,11 00/00/00
Check 4504 02/23/04  Jeff Carringlon 179429 02426439 E
Cheek 4505 02/23/04  Robin Molar 137417 00/00/00
Cheek 4554 03/30/93  Kiell Anderson 935.23 00/00/00
Cheek 4655 03/30/33  Johnathan Higgins 781.82 00/00/00
Check 456 03/30/99  Jeff Carrington 2915.85 00/00/00
Check 4E57 03/30/99  Robin Molar 1780.42 00/00/00
@ Inventory / Warehousing b
f:?f Sales Order Processing
Ii| Sales Analysis
m Bank Reconciliation L
~ Checkbook Xpert

* W2 {1099 Processing

Modify

Fig. 9 - 3. The Bank Account Transaction Entry screen is used to adjust transaction's clear
dates.

Type
Indicate to the system what type of transaction you are entering. Your
Options are as follows:

Checks
Deposits
Adjustments
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Bank Reconciliation

Check #

Ref #
Enter the Reference number for the transaction. Thisis the check number.

Date
Enter the date of the transaction.

Description

Enter a narrative to help you identify the transaction (up to 30 characters).
This would normally be the payee on the check or a description of the
purchase.

Amount
Enter the amount of the transaction.

If the transaction is an adjustment, enter the amount as a positive. If the
adjustment is a negative amount (i.e. bank fees) enter the amount as a
negative (-16.00).

Clear Date

Enter the statement date that the transaction cleared the bank or the actua
date cleared for this particular transaction. If the transaction has not yet
cleared the bank, leave this field blank. Note: It is much faster to use the
Clear/Unclear Bank Transactions option than to enter each date individually.

NOTE

Changing atransaction in Bank Rec. will not update any other module.
For instance, if you change a check amount of a check generated in
A/P, A/P will not reflect the change; you will need to adjust A/P
manually. The General Ledger/Client Write-up will also not be
updated if you change a transaction in Bank Reconciliation. Therefore
it is recommended to use the appropriate module and not use
‘Transaction Entry’ unless you are running this as a standalone
module. Adjustments to Journal Entry, Void Checks, etc, will
automatically be reflected in the transaction entry.
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Bank Reconciliation

Clear

Bank Transactions

When the bank statement is received, flag which transactions have cleared.
The transactions will aready be in Bank Reconciliation from A/R, A/P,
Payroll, Journal Entry etc. This processisvery simple and makes reconciling
the bank both fast and easy.

Select Clear Bank Transactions
From the Bank Reconciliation, Daily Processing menu, select Clear Bank
Transactions.

[ Accounting Xpert v18a

Bank Account Look Up List

Open Company My Reminders  System Reminders  Mylnfo  Administration  Utilities  Registration  Looln  Log Out Help  Exit System
BANK RECONCILIATION

Display Managment Console

Setups/Maintneance

Daily wiork

Clear Bark Transactions -

Reports / Listings

Period End

@ Inventary / Warehousing

f."E-f Sales Order Processing

#la  Sales Analysis

] Bank Reconciliation

" Checkbook Xpert

* W2/ 1099 Processing

Clear Bank Transactions C:STD - Sample Company with Data

Bank Code  Clear  Description =

i [ | GitiBank |

2 [ ] Mava Scotia Bank,

m

WIDE INS

Fig. 9- 4. TheBank Account Look Up screen.

Zoom From the Bank Account Ligt, click the ‘Clear’ button for the bank account in
which you will be clearing.
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Bank Reconciliation

Clear Bank Transactions (Screen 1)

il Accounting_Xpert v18a

Open Company My Reminders  System Reminders  MyInfo  Administration  Utilities Registration LogIn LogOut Help Exit System
BANK RECONCILIATION
T e s Clear Bank Transactions C:STD - Sample Company with Data
Bark Code Cled - Clear Bank Transactions -C:STD - Sample Company with Data = -
Setups/Maintneance n C :l
[ Hew Slatement] [ LCancel ] [ Ezit ] 1 - Citi Bank
T 2 .
— Clear Date  Description Clear -
e 12/31/98  December Statement
e LNl i h 01731499 January Statement
Fiepols  Listings o E February Statement
Period End
-
@ Inventory / Warehousing b
jf.:?-j Sales Order Processing
II| Sales Analysis
m Bank Reconciliation
" Checkbook Xpert -
* W2/ 1099 Processing
Modify INS

Fig. 9-5. The Clear Bank Transactions Screen.

If this is a new statement, click ‘New Statement’ and enter the date of the
Bank Statement, and any narrative that will help identify this entry session.

Statement Date

Enter the date of the bank statement.

Comment

Enter any comment up to 30 characters to help identify this entry session.
After entering the comment, the Clear Bank Transactions Screen will appear.
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Bank Reconciliation

Clear Bank Transactions (Screen 2)

il Accounting_Xpert v18a

Open Company My Reminders  System Rem MyInfo Administration Utilities Registration Logln  LogOut Help  Exit System
BANK RECONCILIATION
(I 1 - i Bank
Display Managment Console Clear Bank Transactions C:STD - ng]ple Company with Data
Clear Check Check Type Check Mumber Check Date  Check Description Check Amaunt -
Setups/Maintneance — 3
@ MNo () Tes D a 03/31499 tarch Deposit 1154532
@ MNo ()Yes C 350 01/07/04 Office Depat 54.00
Daily \work @ No () Yes C 354 01/11/04 Post Master 745.00
Clear Bank Transactions = @ MNo () Yes C 4602 02/23/04 Kiell Andersan 90765
N @No @ Yes C 4603 02/23/04  Johnathan Higgins 538,11
= @ Mo e C 4ED5 02/23/04 Robin Malar 137417
@ Mo (O Yes C 4E54 03/30/33 Kiell Anderson 93523
Period End
R S Mo () Yes C 4655 03/30/%8  Johnathan Higgine 781.82
T @ No () Yes C 4656 03/30/33 Jeft Camington 2915.85
@ No () Yes C 4657 03/30/33 Robin Malar 1780.42
@ Inventory / Warehousing b
f‘?—j Sales Order Processing
e sales Analysis
m Bank Reconciliation 3
.~ Checkhook Xpert
* W2/ 1099 Processing
Modify

Fig. 9- 6. The Clear Bank Transactions Screen.

The Clear Bank Transactions screen will display only those transactions that
have not been previoudly cleared. There is only one action to take in this
screen.

Clear Check
Click *Yes' to clear any as reflected on the bank statement.
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Bank Reconciliation

If a transaction is accidentally marked as cleared, go to the Bank
Reconciliation, Unclear Bank Transactions menu option (page 14). If
however it is discovered that a transaction cleared at a different date,
go to the Bank Reconciliation, Bank Transaction Entry menu option
and change the date (page 7).
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Bank Reconciliation

Unclear Bank Transactions
Transactions are cleared as of a statement date. If a transaction was

accidentally marked as cleared, when in fact it hadn't cleared on that
statement, you may unclear using this function.

Select Unclear Bank From the Bank Reconciliation, Daily Processing menu select, Unclear Bank
Transactions Transactions. The Bank Account Look Up will appear.

Bank Account Look Up List

il Accounting_Xpert v18a

Open Company My Reminders  System Reminders  Mylnfo  Administration  Utilities  Registration Logln  Log Out Help  Exit System

BANK RECONCILIATION
Dl Nt Bases Un-Clear Bank Transactions C:STD - Sample Company with Data
Bark  Ur-Clear Description -
Setups/Maintrsance f ) coeek ‘
- 2 [ ] MovaScotiaBank
Daily work

Un-Clear Bank Transactions -

Reports / Listings

Period End

(]

® Inventory / Warehousing i

f..%] Sales Order Processing

Ii. Sales Analysis

r_j Bank Reconciliation

~ Checkbook Xpert

* W2/ 1099 Processing

Query WIDE INS

Fig. 9- 7. The Bank Account Look Up Screen.
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Bank Reconciliation

From the Look Up screen, select the bank account that contains the
transactions needing to be uncleared

Statement Date Screen

Wil Accounting Xpert v18a

Open Company My Reminders  System Reminders  MylInfo  Administration  Utilities  Registration Lo ln Log Out  Help  Exit System
BANK RECONCILIATION
- = Wi
Display Managment Console Ut Clear Bonk Transactians - CSTD - Sample Company with Data Sample Company with Data
~
Setups/Maints -
-
Clear Date  Description Un-Clear -
Daily work 12/31/98  December Statsment ]
Un-Clear Bank Transactions 01731733 January Statement :]
02/28/99  February Statement [
Reports / Listings 03/01/04 DR :]
-
Period End
@ Inventory / Warehousing i
@] Sales Order Processing
II| Sales Analysis
[1 Bank Reconciliation i
.. " Checkbook Xpert
* W2/ 1099 Processing

Modify WIDE INS

Fig. 9- 8. The Statement Date Entry Screen.

Select the statement date that contains the transaction needing to be
uncleared. Click the ‘Un-Clear’ button and the list of checks cleared on that

statement date will display
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Bank Reconciliation

Unclear Bank Transactions Screen

Wil Accounting Xpert v18a

Open Company My Reminders  Systemn Reminders  MyInfo  Administration  Utilities  Registration oo ln Log Out  Help  Exit System
BANK RECONCILIATION 1 - Citi Bank
BT I TR B Un-Clear Bank Transactions C:STD - Sample Company with Data
Check Clearsd Type  Check Number Check Date Check Description Check Amaunt -
Setups/Maintneance - L
@ e (0 Mo 8] 0 02/28/99  Februan'Deposit 12007 63
-
@ Yes ()Mo cC 4586 01/30/04  Kjell Andersan 100186
Daily wiork @ Yes (0 No C 4583 01/30/99  Utitites 1589.47
Un-Clear Bank Transactions = @ Yes ()Mo C 4E04 02/23/04  Jeft Camington 179429
Reparts / Listings
-
Period End
@ Inventory / Warehousing i
;(..v_"_:_j Sales Order Processing
II| Sales Analysis
[1 Bank Reconciliation A
" Checkbook Xpert
* W2/ 1099 Processing
Modify

Fig. 9-9. The Unclear Bank Transactions Screen.

Check Cleared
Click ‘No’ inthe Cleared field for the transaction needing to be uncleared.
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Bank Reconciliation

Transaction Purge

Select Bank
Transaction Purge

The Transaction purge never needs to be run. By not running it you will be
ableto print prior period / years bank reconciliation reports. However after a
few years we recommend you run it to keep the file manageable.

The Year-End Transaction Purge deletes only Bank Reconciliation
Transactions that have been cleared, up to a specified date. 1t does not affect
any other modules.  All transactions, which have not been cleared, will
remain after the purge.

From the Bank Reconciliation, Daily Processing menu select Year-End
Transaction Purge.

Bank Transaction Purge

rs  System Reminders My Info Administration Utilities Registration Logln LogOut Help Exit System

Display Managment Console

Setups/Maintneance
Dailywiork
Reports / Listings

Period End

Bark Transaction Purge =

S S | E—
Purge Thiu Date:

[E] sales Order Pracessing

|#la| Sales Analysis

Bank Reconciliation

" Checkbook Xpert

Ra w2/ 1099 Processing

@ Inventory / Warehousing

Fig. 9-10. The Bank Transaction Purge Screen.
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Bank Reconciliation

Zoom

Click Begin

Bank Account
Click to select the code of the bank from which to purge transactions.

Purge Thru Date

Enter the date through which to purge Bank Reconciliation transactions. |If
February 1 isselected, all cleared transactions up to and including Feb. 1, will
be purged (deleted). Transactions that have a date greater than Feb. 1 or
which have not been cleared will remain.

Click Begin to start purge.
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Bank Reconciliation

Reports and Listings

Bank Transaction Listing

The Bank Transaction Listing will list al transactions made to any particular
Bank Account. The Listing can be generated for all, or selected transactions,
for any range of dates. It isrecommended that thislist be run prior to running
the Year-End Bank Reconciliation Purge, as after the purge, the transactions
will no longer exist in the system.

Bank Reports and Listings Menu

Wil Accounting_Xpert_v18a

‘Open Company My Reminders  System Reminders My Info inistratic Utilities istrati LogIn

Log Out Help Exit System

Display Managment Console

Setups/Maintneance
Dl Y ork

Riepots / Listings

Bank Transactions List
I Bank Reconcilistion Repart l

AL RECONCILATION oy

@ Inventory / Wareheusing B

@ Sales Order Processing

L'_|] Sales Analysis

Bank Reconciliation

" Checkbook Xpert

Ma w2/ 1099 Processing

[ [Modity I

Fig. 9-11. Bank Reportsand Listings Menu
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Bank Reconciliation

Select Bank
Transaction Listing

From the Bank Reconciliation, Reports and Listings Menu;

The Bank Transaction Listing screen will appear and the Options Window

opens.

Bank Transaction Listing Screen

Wil Accounting Xpert v18a

Open Company My Reminders  System Reminders My Info  Administration Utilities Registration LogIn Log Out  Help

BANK RECONCILIATION
Display Managment Cansole

Selups/Maintneance

Bank Transaction Listing
Daily work

Report Options

Exit System

Bark Account: [

[Citi Bark.

Reparts / Listings
Date Range:

Bark Transactions List -

Print Bank Transactions
Period End

Outstanding, Cleared, or All

Output Oplions

@ Print ) File

©) Freview @) FOF

@ Inventory / Warehousing B

@ Sales Order Processing

| ﬂ|| Sales Analysis

Bank Reconciliation

~~ Checkbook Xpert

Ma w2/ 1099 Progessing

| o e |

Checks, Deposits, Adjustments or ALL:  Checks

Outstanding

(©) Other Email

[Modify ZOOM |WIDE__[INS

Fig. 9-12. The Bank Transaction Listing screen.

This screen gives the ability to define which transactions will display on the

listing.
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Bank Reconciliation

Bank Account
Select the code for the bank account for the transaction listing.

Date Range
Enter the starting and ending dates to be included in the listing.

Checks, Deposits, Adjustments, ALL
This listing can be generated only for checks, only deposits, only
Adjustments or for all transactions. Select the appropriate type.

Outstanding Checksor All

The listing can show only those checks that have Cleared, only those that are
gtill outstanding or all transactions, or al (ALL) transactions. Select the
appropriate code.

OK or Cancel
Select OK to continue or Cancel to exit.
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Bank Reconciliation

Bank Reconciliation Report

This is the report used to substantiate the bank account's ending balance. It
lists the following:

Bank Statement Ending Balance
Outstanding Checks as of a particular date
Outstanding Deposits

Interest Income

Service Charges

CheckBook Ending Balance.

Interest Income and Service Charges are entered as Positive or Negative
Adjustments in the Bank Reconciliation Transaction Entry screen.

Select Bank From the Bank Reconciliation, Reports and Listings menu select the Bank
Reconciliation

Report e
Bank Reconciliation Report

s MylInfo Adm s Registration LogIn Log Qut Help Exit System

Setups/Maintneance

Daily work
Reports / Listings Bank Account = [ ) [Eiti Bark
Bank Reconciliation Report = Statement Ending D ate: 0004 ~ [March Statement

(D)etail or [Slurmary: Dol —
A Statement Ending Balance: | 113500.00] 1359300 |

Period End

Output Options
(©) Dutlook.

(©) Other Email

® Inventory / Warehousing ~

[E] sales Order Processing

|aln| Sales Analysis

Bank Reconciliation

" Checkbook Xpert

1 I

Ba W2/ 1099 Processing

Fig. 9- 13. The Bank Reconciliation Report screen.
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Bank Reconciliation

Bank Account
Select the Bank Account that is to be reconciled.

Statement Ending Date
Enter the Statement Ending Date from the Bank Statement.

G/L Period
Select the G/L period in which to reconcile the Bank Statement to the General
L edger balance.

Detail or Summary:
To print a detail of al checks, deposits and adjustments enter select Detail.
To print asummary select enter Summary.

Statement Ending Balance

Enter the Ending Balance from the Bank Statement. Thisis not your ending
balance but the Balance on the Statement. The outstanding checks and
deposits will reconcile this balance to the General Ledger balance.

OK or Cancel
Click OK to continue or Cancel to exit.
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After The Fact Payroll

After the Fact Payroll

XPERT'SCLIENT WRITE-UP handles both employee (W-2's) and non-
employee (1099's) accounting. 1099 recipients are recorded against normal
expense accounts and as such require no specia handling.

The After-The-Fact Payroll option may be setup to print government reports
and formsincluding the 941, 940, W-2's, 1099's, Futa, Suta forms and
worksheets. Many forms are able to be printed on blank white paper where
Xpert prints both the forms and data.  Most reports are date sensitive and
may be printed for any date range at any time.

The payroll system is integrated with the general ledger and automatically
updates both the G/L and the Payroll records simultaneously when a payroll
entry ismade. In addition the system provides the means of entering payroll
records directly to payroll which do not affect the general ledger in the
situation where a client is started other then at the beginning of theyear. See
Payroll Opening Balance Journal.

Employees

Employees are setup in Xpert's Client Write-up under the ATF Payroll menu
and may be a so setup on the fly from Journal Entry. Payroll entries made
through journal entries automatic update the employee records, the General
Ledger, and al payroll reports.

1099 Recipients

Recipients Employees are setup in Xpert's Client Write-up under the ATF
Payroll menu and may be also setup on the fly from Journal Entry.
Recipients may be issued up to 10 different 1099 forms. After entering the
demographic information, simply define the expense G/L account number
and associated 1099 form (S, R, Misc,, etc.).

Accounting Xpert Enterprise Edition — Client Write-up 10-1



After The Fact Payroll

Unlimited Gross
Earnings +

7 Other Pays
Regular Deductions
+ 7 Other
Deductions

Xpert's Client Write-up alows for a unique gross earnings account for each
employee. Though most employees are lumped together on the Income
Statement under a couple of G/L expense accounts such as Wages, Sale
Salaries, Sales Commissions, etc., this ability to have a different gross pay per
employee allows gross payroll expenses to be allocated to different cost
centers. In addition a company's payroll may be defined with up to seven (7)
Other Pay accounts with which to record other employee earnings such
bonuses or other benefits. This method allows for an unlimited number of an
employee regular gross earnings accounts and 7 other pay accounts on a
company wide basis.

Xpert allows for the regular tax and deductions of FICA, FWT, SWT and
LWT and 7 other deductions accounts including insurance, uniforms,
pension, etc. .

10-2
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After The Fact Payroll

Minimum Payroll Accounts

To setup a chart of accounts to handle employees make sure each earnings
account and the deduction accounts, which reduce earnings, are include in the
chart. Minimally a cash account, one gross earnings account, and FICA, and
Federal Withholding account are required to process payroll (for states
without other taxes).

Account | Debit Credit

Type

Assets The net of earnings less
deductions equal s the cash

paid to the employee.
Normally no entry to cash is
made on a check basis rather
atotal of all checkswritten
are credited towards cash.
(EIC payments)

Liabilities Deductions from Employee
Earnings (Payroll Taxes,
Employee Contribution to
Health Insurance, 401Kk, etc.)

Expense | Employee Earnings (Wages,
Salaries, Commissions,
Bonuses.)
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After The Fact Payroll

Exempt Wages

Certain wages may be exempt from taxes other than pensions, cafeteria plan,
etc. Inthissituation you may have an account in the general ledger called
exempt wages and this would be set up in the other pay category. Inthe
genera ledger you may have the following.

500.01 Wages
500.02 Exempt Wages (exempt but totaled into Wage Expense for G/L)
500.99 Wage Expense (total)

Description Account [ G/L Type | GN [ Printon $
Type Consolidated
Wages Expense | Posting 3 No 100
Exempt Wages | Expense | Posting 3 No 80
Wage Expense | Expense | Tota 3 Yes 180

In the example above we have the Wages and Exempt wages totaling into
Wage Expense and have designated to only print the Wage Expense on the
Financial Report. Therefore the G/L reflects the total of all wages but the
particular formsincluding the 941, W2's, etc. have the option of excluding
exempt wages.
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After The Fact Payroll

Pensions

401K and other pensions are earnings to an employee though they typically
have atax deferred status and as such are not taxed like other earnings.

For example: If Wagesare $ 25,000 and the Pension is $ 2000.00, Xpert has
the ability to apply the pension liability against wages on government forms.
OnaW?2 form can show ‘Wages Tips other Compensation’ wagesat $
23,000, ‘ FICA Wages and Medicare Wages' at 25,000, etc. What to include
in each box on aformis user definable d in the Payroll Report Setup.

Pensions, 401k’ s, Cafeteriaplans, etc. are defined as liability accounts. Xpert
then has the ability in the ‘ Payroll Report Setup’ to apply the liability against
the appropriate wages to reduce the amount reported on the form.

EIC Payments

EIC payments are an Other Pay (earnings) to the employee and an accounts
receivable to the company. They are areceivable since the government will
reimburse the money. They cost the company nothing and are therefore not
an expense, as would most wages.

SUTA, SDI

State Unemployment and State Disability Insurance are two more common
deductions found in many states. These Other Deductions often need to be
reported separately and if so need to be accounted for separately with
different G/L accounts. With different accounts they can then be defined to
be placed as needed on the various payroll forms.
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After The Fact Payroll

Payroll Setup

Payroll includes both employees and 1099 recipient/vendors. Vendors,
require only demographic information, name, address etc. and the definition
of the G/L account in which to record the expense and which 1099 form to
print. Employee’s require the same basic information.

If some of your client companies are similar enough, setup these payroll
accounts and definitions once and duplicate / copy them for the next
client/company.

ATF Payroll Menu Screen

[ Accounting Xpert vi8a
Open Company iy System istratic istration Logln  Log Out Help  Exit System

Display Managment Console:

Daily Work / Jounal Entiy

Setups / Year End / Utiities
Feparts / Listings

Financial Aeparts / Compliations

ATF Payroll /%2 /1093 Processing

Emplaoyee List
Employee Earnings Report
941 Form Printing

m Printing
Sdl Form Printing

1098 Recipisnt Setup
1099 Recipient List
1099 Eamings Repart

Laser Module Installation
Downioad Soft Fonts

5 T [ Faa |

Payroll Year End Close

iy Sales Analysis
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After The Fact Payroll

Payroll Rate/Account Setup

The Payroll Rate / Account Setup is where the company's federal and state
payroll tax rates and limits are defined along with the payroll year being
processed. More importantly thisis where the earning and deduction
accounts entered into the COA are linked to the payroll system, whichisin
turn linked to each employee.

Payroll Rate/Account Setup - Screen 1

[l Accounting Xpert viga
Open Company My Reminders  System Reminders My Info  Administration  Utilities Registration Logln Log Out Help  Exit System

General Ledger
By W at Baeals LS B2
Dailywork. / Jounal Entiy | ‘ Federal ID:  |58-1234584 State ID: [58-8878.55 PaprollYear. [2009 |
Setups # Year End / Utilties [ (Eple oo Linds || (Erptocn ks
hd imil [Rate |
Ficar 0.06200]

Reports / Listings
Medicare Medicare: 0.0450)]

Financial Reports / Compiliations

State Disability

ATF Pagroll /w2 /1098 Pracessing SDI Limit 10,701 Rate:[0.00300  State:
Payroll Rates Setup - SO Limit Fiate: (000000 State: ||

5D Limit Rate State: ||

State Unemplopment |

SutsLimt#1: | 10700  Rate [0.00200]  State Taw ID: (4815124212
= Suts Linit #2: Rae: (000000 Stae | | TaD ]
w Accounts Receivable —

Suta Limit #3 Stats | | Tam[ ]
=B Accounts Payzble Suta Lt #4: state: || Tawd: |
‘ General Ledger Suta Limit #5; State: l:' Tax D l:l

n

4@ Inventory / Warehousing | |

[ Clolk to etup Payroll Accounts |

@ Sales Order Processing

iy Sales Analysis

Moaty [ WiDE

Fig. 10- 1. Rate/ Limit Setup.
Federal ID
Enter the company's federal employer identification number.

State ID
Enter the company's state employer identification number.

Year
Enter the year (20xx) for which you will be processing transactions. The year
will automatically be incremented when a year-end Payroll Closing is run.
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After The Fact Payroll

To change an incorrect year, unpost all transactions (see Journal Entry),
return here and change the year and rerun Journal Posting.

Employer FICA

Enter the upper limit after which no FICA taxes will be withheld. Enter the
current year's percentage Rate with which to compute the FICA taxes. For
6.20% enter .062.

Employer Medicare

Enter the upper limit after which no Medicare taxes will be withheld. Enter
the current year's percentage Rate with which to compute the Medicare taxes.
For 1.45% enter .0145.

Employer Unemployment

Enter the upper limit after which the employer will pay no more
unemployment taxes. Enter the current year's percentage Rate with which to
compute the unemployment taxes. For 21% enter .0021.

Employee FICA

Enter the upper limit after which no FICA taxes will be withheld. Enter the
current year's percentage Rate with which to compute the FICA taxes. For
6.20% enter .0620.

Employee Medicare

Enter the upper limit after which no Medicare taxes will be withheld. Enter
the current year's percentage Rate with which to compute the Medicare taxes.
For 1.45% enter .0145.

SDI State Disability Insurance

XPERT'S CLIENT WRITE-UP accommodates up to three different states
with disability insurance. Enter the upper Limit after which no insurance will
be withheld (10000), the Rate as a percentage with which to compute the
insurance (.002), and the two |etter state postal identification code (NY, FL,
CA).

SUTA

XPERT'S CLIENT WRITE-UP accommodates up to five different states
with unemployment taxes. Enter the upper Limit after which no
unemployment taxes will be withheld (10000), the Rate as a percentage with
which to compute the tax (.002), the two letter state postal identification code
(NY, FL, CA), and the employer's state EIN.

10-8
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After The Fact Payroll

Click to Setup Payroll Accounts

This next screen is where the payroll accounts for the company are defined.
In this screen we a designates the G/L account # s that pertain to ‘ Other
Pays', ‘Taxes' and ‘ Deductions

The other pay accounts are not the to be used for regular pay. The regular

pay is defined in each employee record. Therefore the type of regular paysis
unlimited. Other pays pertain to bonuses, commissions (non-1099), etc..

Payroll Rate/Account Setup

| Accounting Xpert_v18a

Open Company My Reminders ~ System Reminders  MyInfo  Administration  Utilities Registration LogIn Log Out Help  Exit System

General Ledger
Diso Mansgen Corsoe ool 1. hcct » Sevc,
Dy Work / dounal Enty Assign G/L #'s to Other Pay Types and Deductions
T Tips Account e 5 s | !
Setups 2 Year End / Utlties Mesls/Lodging ss2 [] [Hesls and Lodging ]
- Other Pag 1: [ee5 [.) [5ates Commissions ]
- Other Pay 2 [ & ]
Other Pay 2 [ & ]
- Other Pay & | & | |
Financial Reports / Compiiations Dther Pay 5: ‘ ‘D ‘ |
- Oherms | 8 |
ATF Pagroll / w2 /1038 Frocessing Clieiheyl \ ] | |
Paprall Rates Setp = FicaWihholdng:  [385.03 |l) FicaPapable ]
Federal Withholding: [385.08 [) [Fed wHolding Payable ]
Stale Wikholding.  [385.09 l-) [Etate wiHolding Payable ]
Local Withholding: | & | |
Other Deduction 1: (715 &) Employee Inswance |
Other Deduction 2~ | & [ |
|ﬂ’ Accounts Receivable = R ‘ ‘D ‘ |
— Other Deduction 4~ | & [ ]
£ Accounts Payable | I ‘ ‘B ‘ |
‘ General Ledger 1 Other Deduction &~ | & | |
@@ Inventory / Warehousing | | Dther Deuction 7. | & [ J
@ Sales Order Processing
|I| Sales Analysis i
[Modify [zoom [wiDE [INs.

[
Fig. 10- 2. Payroll G/L Account #Setup.

Tips Account #
Enter the G/L gross earnings account number for employee Tips, if this
employer has employee compensated by tips.
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After The Fact Payroll

Meals/L odging
Enter the G/L gross earnings account number into which meals or lodging are
to be recorded.

Other Pay 1-7

Enter any other company wide gross earnings accounts or benefits, which
would be in addition to an employee's normal gross earnings account.
Remember each employee may have a unique gross earnings account, which
is defined under Employee Maintenance. Additional earnings could be sales
commissions or bonuses and benefits could be the use of a company car etc.
Earnings are usually debit balance, expense accounts.

Federal, State & L ocal Withholding

Enter the general ledger number in which to record the federal income taxes
withheld from the employee's pay. This account like most other deductionsis
recorded as a credit balance, liability account since the company is collecting
these taxes on behalf of the government and must eventually pay them out.

Other Deduction 1 -7
Enter the G/L account # corresponding to any other deduction such as
employee portion of health insurance, uniforms, pensions, etc..

10- 10
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After The Fact Payroll

Payroll Reports Setup

The Payroll Reports Setup allow for flexibility to determine which of the
earnings accounts make up gross or exempt wages for the FUTA, SUTA,
SDI, 941, 944, W2 and other payroll forms.

Payroll Report Setup Screen

Open Company My Reminders ~ System Reminders My Info  Administration  Utilities Registration Login LogOut Help Exit System

Display Managment Consale

Diaily Work / Jounal Eniry

Setups / Vear End / Utlities

Fieports / Listings

Financial Rreparts ¢ Compiliations

ATF Paproll /W2 /1039 Processing

Payroll Feports Setup -

w Accounts Receivable

L_&.! Accounts Payzble

‘ General Ledger

@ Sales Order Processing

ila Sales Analysis

n

4@ Inventory / Warehousing | |

Payroll Reports Setup - PAGE 1

Futa Report Setup
Gross Wages:

Evempt Payments:

Suta Report Setup

Gross Wages

Exempt Payments

SDI Repart Setup

Gross Wages
EvomptPoyments: [

W2/1093/5tate/Local Setup
Click to Define Reports

Pay Types

cCrImmmoos R

[Gross Pay

[Tios

Meals and Lodaing

. [Gales Commissions

Deduction Types

K.

coanwIEopUTOoOEZEIC

Fica Payable

. [Fed WHolding Payable
. [tate WiHalding Payable

.. Employee Insurance

| Modity

|wiDE

[ip

Fig. 10- 3. First report setup screen.

The method for establishing any of the reportsisthe same so just the FUTA
report setup will be described. The box on the right side of the screen
displays al the possible definitions available. On the left are the report lines
or boxes, which must be defined.

Accounting Xpert Enterprise Edition — Client Write-up
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After The Fact Payroll

941 and W2 Setup

Gross Wages
Enter the letter corresponding to the earnings account(s) on the right which
when added together comprise gross wages on the FUTA report.

Exempt Payments
Enter the letter corresponding to the earnings account(s) on the right which
when added together comprise exempt wages on the FUTA report.

Suta and Futa Reports
These definitions are defined in the same manner by entering the proper
corresponding earnings and deductions account letters.

These definitions are defined in the same manner by entering the proper
corresponding earnings and deductions account letters.

Payroll Report Setup Screen

Wil Accounting Xpert v18a - x
My Reminders  System Reminders MyInfo Administration  Utilities Registration LogIn Log Qut Help  Exit System

Waf 941/ sttes Setp 201 2

Daily ‘whork / Jounal Entry W2/941/Report Definitions: Pay Types

‘Wages.Tips. Compensation: 28]

Open Company

General Ledger

Display Managment Console

Gross Pay

&,
Setups 4 ear End / Uiities Tanable FicaWages: e E.. [Tips
Tanable Tips: E C.. [Meals and Lodging
h Taxsble Medicare. Wwagss: [aC D.. [Sales Commissions
N — Dependent Care Income; E.
Federal Income Tax\withHeld I F
- Fica Tax Withheld: Ik G
State Wages Tips, Compenstaion: |85 H
Financial Reparts / Compiliations ST ey T m I
- Local Income Tax Withheld: N J
Local Wages. Tips, Campensation:
ATF Payrall /w2 /1099 Processing Box 12 A Code: T
Payroll Reports Setup - B ool 2Bl odes

... [Fica Payable
[Fed. W/Holding Payable
State W Holding Payable

Bow 12 C Code:
Bow 12D Code
Eox 14 Top:

Bow 14 Bottam:
Non Qualiied Plan: Employee Insurance

Allocated Tips:
Advanced EIC Pay:
Mame of Locality:

&% Accounts Receivable =

L= Accounts Payzble

I

@. General Ledger

@ Inventory / Warehousing | |

[E] sales Order Processing

My Sales Analysis

Modify WIDE INS

Fig. 10- 4. Second report setup screen.
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After The Fact Payroll

The letters on the right side of the screen show all the payroll accounts
defined for this company. On the |eft side of the screen are al the boxes that
go on the W2 and 941 forms.

The system automatically defaults to the standard report options. If for
exampleyou havean ‘Other ‘Pay’ - (Sales Commissions), you will notice
that in the previous screen it showsa’'D’ nexttoit on theright side. Since
this should be part of ‘Wages, Tips, Other Compensation’ instead of having
A,B,C wewould makeit A,B,C,D where‘D’ is Sales Commissions. So
when the W2 or 941 isrun, it will include this account in Wages, Tips, and
Other Compensation. Y ou would do the same for Fica, Medicare, State and
Local Wages.

Let’sassume that letter ‘O’ says‘Pension’. Pensions are aliability with a
credit balance. So we need to make sure thisis REDUCES ‘Wages, Tips
other Compensation’ which are expenses (debits). So we would say W,T and
other Compensation is A,B,C,D,0. What this meansisto add
A+B+C+D+0 but since ‘O’ isacredit it will reduce the amount in the ‘ Wage,
Tips and other Compensation’ box.

Since Fica and Medicare wages are not affected by Pensions, they would be
A,B,C,D.

So the |etters provide you the ahility to say what goes in which box on the
various forms.
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After The Fact Payroll

Employee Maintenance

Setting up an employee is asimple process as it depends on the payroll
accounts having been previously established under Payroll Rate/Account
Setup as described on page 7 above. Thefirst of the two separate employee
screensis simply a quick reference listing of employees already setup the
second screen is where the employee information is entered.

Employee List Screen

[l Accounting Xpert v18a
Open Company My Reminders  System Reminders  MylInfo  Administration  Utilities Registration LogIn  LogQut Help  Exit System

General Ledger
[ Select ] [ New ] [ Delete ] [ Exit ]
Display Managment Consale EMPLOYEE LIST C:STD - Sample Company with Data
Byt e T Employes Last Name: First Name Iniial Phone 4 B
‘ 2 D Hiagins Johnathan 305-545-4345
-
3 D Carrington Jeff 3035558751
Setups / Year End / Uliities 4 D Anderson Kiel 9095558475
v 5 D Molar Robin 3055551218
B D Mejah Jef 2125554564
Repotts / Listings
Financial Reparts / Compiliations
ATF Payrall /2 /1093 Processing
Employee Setup v E
a Accounts Receivable
EKE Accounts Payzable
@ General Ledger 1
@ Inventory / Warehousing
fE“ Sales Order Processing I
II| Sales Analysis Al
Query Z0OM INS

Fig. 10-5. List of al employees.

10- 14 Accounting Xpert Enterprise Edition — Client Write-up



After The Fact Payroll

Edit Existing Employees
To edit an existing employee click the button next to the employee #.
Creating New Employees
To create anew employee click ‘New’

Employee Setup / Information Screen

S Accounting Xpert v18a

Open Company My Reminders System Reminders MyInfo  Administration  Utilties  Registration LogIn Log Out Help Exit System

General Ledger
ey [ Select l l INew l [ Delete: l [ Exit l
Display Managment Consale EMPLOYEE LIST C:STD - Sample Company with Data
y
Dy Wark ¢ Joural Entiy Employee Setup / Information - C:STD - Sample Company with Data A
Setups /Year End 7 Utilies Byt Bl 5454345
. Fist Name: ~ [Johnathan | (] [Higgins | Soc Sec. f: [E74545444
Stoet [1400 Moui View Diive | Diisor | 0 |[2]
FRiepots / Lisings City, St Zip:  [Kaiw | [Ar] (95842 | FicaExempt Mo+
i Suta State: Aotive: Yes w
F | Repors / Compiia [ Duarter Histary ][ Lheck Histary ][ FBecuring Entries Setup ] Fension No «
inancial Reparts # Compiliations
-
Employee Pays Employee Deductions
P P A ey Gross: [710 |[".] [Ofice Salries - Fica Payable Enter |
Emplayes Selup 3 Fed. W/ Malding Payatle Enler = =
Sk v Stole WHokding Payable Sip v 3
E o +
I:l Skip w Skip
I | [
88 nccons Rcoivie — — T
(22 Accounts Payeble L s~ L s -
: o - T -
@& General Ledger
| @ Inventory / Warehousing
= .
é] Sales Order Processing [ New ] [ Concel ] [ Dekte ] [ Eut ] 3
|I| Sales Analysis r
T

Modify INS

Fig. 10- 6. Employee information may be added here or corrected.

Employee #

Enter up to a4-digit employee number with which this employee will be
referenced. This number will be used during journal entry instead of the
employee's name.
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Name, Address, Phone, SSN:
Enter the employees basic information.

Division
Enter the division with which this employeeis associated. The division code
here allows various reports to be generated for selected employees.

FICA Exempt
If this employee is FICA tax-exempt answer 'Y es here.

Active
If thisemployeeis still activeenter 'Yes. If ‘N0’ is selected this employee
will be excluded from many reports but not W-2's.

SUTA State
Enter the two-letter state postal code under which this employee filesfor state
unemployment.

Pension
Enter 'Yes' if this employeeis covered under a pension.

Quarterly History
Display Only. Zoom here to view a history of this employees records on a
quarterly basis.

Check History
Display Only. Zoom hereto view all checks paid to this employee.
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Recurring Entries Setup

Click to setup up arecurring entry for an employee. During Journal Entry /
Payroll Entry, when selecting an employee the entry screen will be filled out
with the employees recurring entry information. Thisinformation may be
overridden during entry.

Gross

Enter the regular gross earnings account with which to record this employees
normal earnings. Each employee may have a different gross account. If this
employee requires special exclusionary federal or state reporting then this
definition may need to be skipped and the earnings account defined under an
Other Pay account. For example a FICA exempt employee will need to be
defined under an Other Pay account.

Pays

This lower left side of the screen is where the other pay accounts appear.
Thisinformation was the G/L Account # sthat were defined in the Employee
Rate / Accounts Setup. Next to each account it hasa‘Skip’ or ‘Enter’ field
which pertains whether to allow entry to this account during payroll entry.
For example if an employee does not have an insurance deduction, setting
thisto ' Skip’ will skip thisfield during payroll entry thus speeding up entry
and eliminating accidental posting to this account.

Deductions

The lower right side of the screen displays all of the deduction accounts as
defined during the Payroll Rate/Account Setup detailed on page 7. The
‘Skip’ or ‘Enter’ applies here also.
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After The Fact Payroll

1099 Maintenance

Setting up a 1099 recipient/vendor is very easy. After the demographic
information is entered there's little more than defining one to 10 G/L Account
#sinto which to record these vendor expenses and to note the 1099 form.
Thefirst of the two separate vendor screensis simply a quick reference listing
of vendors already setup the second screen is where the vendor information is
entered.

1099 / Vendor List Screen

W Accounting Xpert_vi8a
Open Company Iy Reminders

Systern Reminders

MyInfo Administration Utilities Registration Login LogQut Help Exit System

General Ledger
Display Managment Console

DailyWark /Jounal Entry

Satups / ear End / Utilities

Reports / Listings

Financial Reports / Compiliations

ATF Payroll /%2 #1099 Processing

10939 Riecipient Setup -

[ geket | |

Mew | | Delte | | Eat |

1099 LIST

C:STD - Sample Company with Data

1093 #

First Name Initial Last Name Company Name

Fhone i #

oo [L]

Michael & Johnson

Hichael 4. Johnson Consulting

56155 |

|a " Accounts Receivable

==! Accounts Payzble

@ General Ledger

| @ Inventory / Warehousing

{:?‘I Sales Order Processing

Ii| Sales Analysis

m

10 [

Richard Siemens Siemens Richard

a10-414

m

Z00M INS

Fig. 10-7. List of al vendors.
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Edit Existing 1099 / Vendors

To edit an existing Vendor / 1099 click the button next to 1099 #.

Creating New Vendors

To add anew Vendor click ‘New’.

1099 / Vendor List Screen

Wil Accounting_Xpert vl8a

QpeTCompaTy =My Reminder=Systen Remndar=MyInfo=iminitatior=tiliis=Regitratior= Loy irrog Our=Help=ExitSystem
Seocralledecy (aeen) e [ooee] (B
Display Managment Console 1099 LIST C:STD - Sample Company with Data
Daily Wark ¢/ Jounal Ent 1099 Setup - C:STD - Sample Company with Data -y @
Selups  ear End / Utiles Recipent Phone
- Name: Michael ] . [Jehrison ‘ Taxld#:
A Sireet |15554 NE 80th Stieet Divison =
Company: |M\chae\A Johnson Congulting
Financial Reports / Compiliations [ pE==— ] [ Check Histay ]
-
ATF Paprll /W2 /1093 Frocessing RUSombelection
1033 Recipient Setup = [ Ga# ] [ AccountDescription || Form ] Box
[ee8 | [Eansulting Expense | Miscelaneous »  Mon Employes Compansation -
| e | \ - -
| (] | - -
| ] | - -
[ & | - -
| 8% Accounts Receivable | I ‘ T v
| &I | - -
.==! Accounts Payeble
. | (] | = >
@& General Ledger | |E | ‘ m o
@ Inventory / Warehousing | | |D | ‘ - -
{_é] Sales Order Processing
e ——— (e o] [Coeee ) [En )
|I| Sales Analysis al

' TModify
Fig. 10- 8. Add or edit vendors here.

1099 #

Enter up to a4 digit recipient number with which this Vendor will be
referenced. This number will be used during journal entry instead of the
Vendor's name.
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Name, Address, Company
Enter the Name, Address, and Company

Division
Enter the division with which this Vendor is associated. The division code
here allows various reports to be generated for selected Vendors.

Active
If thisVendor is till activeselect 'Yes'. If ‘No’ isentered this Vendor will
be excluded from many reports but not 1099's.

Quarterly History
Display Only. Zoom here to view a history of this vendor's records on a
quarterly basis.

Check History
Display Only. Zoom hereto view all checks paid to this vendor.

GIL #
Enter the G/L # with which to record payments to this vendor. Each vendor
may have up to 10 different accounts in which to record these expenses.

Form
Select the form number from the list of forms to the right of the screen on
which to print these expenses.

Box
Select the box number from the corresponding form in which to print these
expenses.
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Payroll Working Reports

We start with two sets of reports both of which present similar information in
detail and summary for employees or recipients.

Employee / 1099 Earnings Detail

Thisreport displays each check issued the range of employees selected. This
date sensitive report also include period, quarterly and year to day totals. If
the period chosen is within the second quarter the Quarterly totals will reflect
that quarter. Y ear to date totals are always just that, no matter the period
selected.

Employee / 1099 Earnings Summary

The summary displays the totals of the transactions with the specified period
plus the quarter and year to date figures. Year to dateisalways YTD no
matter the period selected. If the period specified iswithin the third quarter
then the quarterly totals reflect the third quarter's figures.

Employee Listing

This report prints the demographic information for a selected range of
employees as verification of the data entered. The report may be printed in
employee name or employee number order and by division.

1099 Listing
This report prints the demographic information for a selected range of
Vendors as verification of the data entered. The report may be printed in
Vendor name or Vendor number order and by division.

Accounting Xpert Enterprise Edition — Client Write-up 10-21



After The Fact Payroll

Payroll Forms Printing

Xpert can print formsin avariety of options. The Laser Module allows forms
to be printed on blank white paper where government approved. Certain
forms are required to be on pink pre-printed forms which Xpert
accommodates on both laser and impact printers.

Quarterly Forms — 941, 944, Suta, Futa

Selecting to print these formsis straightforward. Depending on the questions
presented choose the quarter and form desired. If a specific state form option
isavailable it may be chosen aswell.

Though payroll transactions may be entered through the 1% quarter of the new
year the prior year must be closed to allow the new year’ s transactions to be
posted and reports printed. See also Y ear-End Close.

When selecting any of these forms to print Xpert calculates the totals and
displays the form on the screen. Thisform may be edited before printing.
Once thisformisready, click the ‘Begin Printing’ button and the actual form
that prints will display on the screen.
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Printing the Actual Laser Form

When the actual form that will print is on the screen you are now in Xpert's
Laser printing module.

Laser Printing Module Screen

] PCLView - NAX\PFORM.PCL - Page 1 of 3] -] X
[ File Preferences Search Page Effects Window Help
- I
@ ¥ &l 2 14z n 2z]Z]F] B Ol 7
Form 941 for 2009:  Employer's Quarterly Federal Tax Return 9703
(Rev. January 2009) Department of the Treasury - Internal Ravenue Service OME No. 1545-0025
Report for this Quarter ., (Chock one.)
Employer idantification number 59-1234584 (] 1: January, Febeuary, March
M. (not your tr vy Sample Compaj .. ne
ame  (not your trage nam P pap 5
Trade name (1 any)
Address 19555 NE 531 Printer: System Printer [pofFactor) v Ok I
mber, December|
Miami, FL 33 -
—————————| | PintRange X cancel
Part 1: Answer these questions for this| A q |
including Mar. 12 (Quarter 1), June 12 (Quartel “# ielection
5F 1 Te| 3 ICE Help |
2 Wages, tips, and other compensation Pages From 10 Ta 3 Q.00
> Ranges =
3 Total income tax withheld from wages, tips, ai Q.00
4 I no wages. tips. and other compensation ar d go to line 6.
5 Taxable social security and Medicare wages 3 Print Quality: {1440 dpi :l'
Copiel 1=
5a Taxable social security wages. v o .
5b Taxable social security tips
5c Taxable Medicare wages & tips 0,00 xozm= | 0. 00 |
5d Total social security and Medicare taxes  (Column 2, lines 5a + Sb+ 5c=5d)  .........on. 5d Q.00
6 Total taxes before adjustments (NG5 3 + 50 =6B)  «uveuneiiiiiit i e [ Q.00
7 Taxadjustments (if your answer is a negative number, write itin brackel
7a Current quarter’s fractions of Cents  «ttssressiassssssaans . 0.00
Tb Current quarter’s sick pay  «+css et s tras ittt iiaait s - 0.00
7c Current quarter’s adjustments for lips and group-term life insurance 0.00
7d. TOTAL ADJUSTMENTS (Combine all amounts; lines 7a through 7¢.) 7d Q.00 -
CAPS |NUM |OvR

Click ‘File and ‘Print’.

Important: Before you click the*OK’ button to print make sure the ‘ Print
Range’ box says' ALL’ which meansto print all pages otherwise it will print
only the current page. Also, make sure the first line that says ‘ Printer’ isthe
printer you want to print to. Otherwise select the ‘ Setup’ button on the right
and select your printer. Once set then click *OK’ to Print or * Cancel’.
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Making Payroll Journal Entries

Payroll entries are comprised of both employees and 1099 recipients/
vendors transactions. These transactions are entered during journal entry by
clicking the ‘Payroll’ button. Both employee and recipient ID numbers are
entered in the same 4-digit Employee field. Depending whether an employee
or recipient ID number was entered the entry screen will change
appropriately. In addition new employees or recipient/vendors may be
created on the fly.

Journal

Entry/ Payroll

Screen

W Accounting_Xpert_v18a

Open Company My Reminders  System Reminders Mylnfo  Administration  Utilities Registration Looln  Log Out Help  Exit System
C:STD - Sample Company with Data
Disbursements Journal [ Press " F5 " or " Dbl Click " for list of Memorized Transactions ]
M G/L Account # Enter G Deseription Date el i DebitAmaunt CreditAmount  BK Description Information -
O s = Advettising Expense 010504 345 42000 Ph-Graphis Full
O s = Advettising Expense 01/08/04 348 1.578.00 HcBee-200 Bind
O s = Misc. Selling Expersse 01/06/04 u7 12600 Jahnsane Press
O e = Misc. Selling Expersse 01406404 £l 1,875.00 warehous-tel
O 7= = Taes b Insurance 01 /07404 49 475300 Metrapalifan 1
O a0 = Misc. Supplies Expense 01 /07404 0 54.00 C  Office Depot
O 1om =) Cash - Citicore o1/07/04 o 311450 ok's 345:350
O s =) Advertising Expense 01/09/04 G 830,00 Practical Acot
O s = Advertising Expense 01/09/04 =2 795,00 Nat Public Acct
O s =) Advertising Expense 01118 3 465.00 Ph-Graf 143 pg
O 7 = Misc. Supplies Expense 011108 354 745.00 C PostMaster
O s = Advettising Expense 011104 55 259500 Hass Mail Man =
O 7 = Tanes & Insurance 0111404 356 8.457.00 Seles Tax 12/83
O oo =) Cash - Citicorp 01118 0 14,237.40 Ci's 351356
4 () [Pagol] Kisll Anderson 01/30/04 4508 1,001.86 C Kiell Andersan
F3 () [Papal] Johnathan Higgins 01/30/04 4507 53890 € Johnathan Higgins
x () [Pagall] Jeff Camington 01/30/04 4508 1,583.47 C  Jeff Canington
E3 () [Fawol] Rosin Molar 01/30/4 4589 1,263.85 C Robin Molar
[0 11oe2 =] Cash - Nova Scatia Bank 01/30/04 0 4,395.18 PayJan 84
] [..) [Pawall 00700700 ]
(ettentive e (evotdBLsistuicibocian] | @ aulmrement . # o © Dupicte futo Duplcate BLI Yes ® Mo
[Delete Line /73] [ Frint | [ Transaction Code Loolup |
[ Concelline | [ Bt | Batch: HashTotal Joumal Balance: [ ] MelCheck:
Create ZOOM [WIDE __[INS

Fig. 10 - 9. Journal Entry / Payroll Entry
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Employees

The transaction entry screen for an employee displays all the accounts
defined for the employee as setup under Employee Maintenance. All gross
earnings accounts are shown on the left side of the screen and deductions on
theright. Gross accounts are typically debit balance accounts and deductions
credit balance accounts.

Employee Transaction Entry Screen

| Accounting_Xpert vi8a
Open Company My Reminders  Systemn Reminders  Mylnfo  Administration  Utilities Registration Logln Log Out Help  Exit System

DiailyWark 7 Jouril Entry

Jounal Entry

Setups 4 Year End / Utiltie]

Fiepotts / Listings

Financisl Reparts / Compil

ATF Payrall /%2 /1099 Prl

General Ledger

Display Managment Console

- Payroll Entry
Employee #1039 #: | 20 [Johnathan Hiaains Check# [ | Date [00/0000 ] Job [ 0]
Pays Deductions
Dehit Credit Credit | Diehit
Giross Wages 1,000.00 Fica Paysble 30.00)
Tips Fed. w/Helding Papable 150.00]
Meals and Lodging State w/Holding Payable 20,00
Sales Commissions ]
Employes Insurance 10.00]
Feserved
MET PaY: 740.00)

|w Accounts Recd

L‘_l'! Aceounts Payzl]

LCancel Changes

d General Ledger|

Mest Payioll Eniry / PaDn_|

[ Back to Main Screen / ESC

Hint: For speed of Entry a Mouse is not required in any of the Entry Screens. For Example; in the Employee # you can Press

| 48 Inventory / Wal

the 'F5" key to look up Employees / 1099's. After Finishing the Entry, you can press the "PgDn’ key to go to the next Payroll
Entry screen or hit "ESC' to go back to the Main JE Screen

@ Sales Order Pr

||| Sales Analysis

— - HEEEN———

|Create

- s

Fig. 10- 10. Enter employee checks and /or period balances.

If you do not know the employee or 1099 recipient ID you can click the
button next to Employee/ 1099 #. Y ou then have an option of looking up or

creating an employee or 1099 recipient.
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Employee / 1099 Recipient Look-up

Open Company My Reminders  System Reminders Mylnfo A Utilities R login LogOut Help Exit System

Diaily Work / Jounal Entiy

[ Display Managment Console

43 Payroll Entry

L;’J Accounts Payal

" General Ledger|

@ Inventory / Wa

@ Sales Order Prqg

_||| Sales Analysis

Joural Eniry Emplopes /1033 #: | 2] [Johnathan Hiagins | Crecktt [ 0 Da= [owooon | Job [
Setups /Year End / Utiite
. Pays Deductions
Debit - Employee /1099 Lookup Credit ] Debit
Reports / Listings Gross Wages 1.000.00] Payable 80.00
Tips (] Payable 150.00
Mesls and Ladaing i [ Emplopeelockup Payabls 20,00
Financial Repotts / Compil Sales Commissions f
R [l [ ioslockw | sursncs 000
ATF Paproll /w2 /1093 Py ]
Fieserved
NET PaY: 740.00
“’ Accounts Rece
Mewt PayollEnty /PgDn | [ Back to Main Sereen / ESC

Lancel Changes

Hint: For speed of Entry a Mouse is not required in any of the Entry Screens. For Example; in the Employee # you can Press

the 'F5" key to look up

Entry screen or hit 'ESC' to go back to the Main JE Screen.

Employees / 1099's. After Finishing the Entry, you can press the "‘PgDn* key to go to the next Payroll

|Modify |zoom |

To find and employee or 1099 recipient, select Employee or 1099 Look-up.
The Look-up screen aso allows you to add employees or 1099 recipients on

the fly.
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Fica Check

After entering a payroll check you may press PgDn to enter another check
or you may press ESC to return to the main Journal Entry screen. If the
FICA check in the Journal Entry Defaultsis set to ‘' Yes' then the system will
calculate and comparethe FICA amount to the calculated amount. The
system will give you the option to automatically adjust FICA by adding any
excess to Federal Withholding or taking out of Federal Withholding and
adding to FICA for any shortage. The net check balance does not change.

Fica Check Verification

S Accounting Xpert vig8a

Open Company

General Ledger

Display Managment Consols:

R
+= Payroll Ent
Daily werk / Jounal Enlry z 2

My Reminders System Reminders My Info  Administration  Utilities Registration LoglIn Log Out Help Exit System

Jounal Entry

Employes /1099 #: [ 2|[...] [Johnathan Higains

Check #:

Date

Job: [0

Setups / Vear End / Utiltie|

Pays

Rieports 7 Listings

Financial Reparts / Compil

ATF Payroll /42 /1099 Pi|

Gros

Meals and
Sales Cor

Fica Check

Debit

Fica Tax Calculation

[¥TD Amounts] [ Entered | [ Calculated |
Fica\Wages: [ 0.00/ | 1.000.00, | 1.000.00]
Medicare \Wages: | 000 | 1.000.00 | 1,000.00]
Federal Wwithholding: 150.00
Use Caleulated Tax Amounts: G2 ~

|ﬂ' Accounts Recd

=R Accounts Payal

LCancel Changes

[ or Press Tab Key ]

@& General Ledge

| 4 Inventory / Wa

[E] Sales Order Pr

Hint: For speed of Entry a Mouse is not required in any of the Entry Screens. For Example; in the Employee # you can Press
the "F5' key to look up Employees / 1099's. After Finishing the Entry, you can press the 'PgDn’ key to go to the next Payroll
Entry screen or hit "'ESC' to go back to the Main JE Screen.

[Modify

\
Fig. 10-11. FicaCheck
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1099 / Vendor Recipients

1099 Recipients are entered exactly the same way as employees. On the main
Journal Entry Screen click on the ‘Payroll’ button. Y ou can enter or look-up
a Recipient # by pressing F5 or double clicking in Recipient # field. You can
also add recipients on the fly.

The transaction entry screen for a 1099 recipient displays all the accounts
defined for the vendor as setup under 1099 Maintenance. Normally only one
expense account is defined for a vendor though up to 10 separate accounts
may be setup per recipient.

1099 Recipient Transaction Entry Screen

s Accounting Xpert vi8a -3 X
Open Company My Reminders System Reminders My Info_Administration _Utilities _Registration LegIn _Log Out Help _Exit System
Seporal Lodeer [soea ] [tiew ) [Cpose ] [ Em ]
Display Managment Consg| 1099 Setup - C:STD - Sample Company with Data | e ith Data
Day Work / dournalEnly | el R
51555
Jounel Enty Racpent #: Phone & o414
Setups / Year End / Liiiies | (e [Johnson ] =
Steet [15554 NE 80th Sueet ] Division: [ 0[]
Reparts / Listings =
1 Compary:  [Michasl A. Johnson Consulting ]
[ GuaterpHistay | [ CheckHistew |
Financial Reports / Compiliations]
1099 Form Selection
ATF Paprall / W2 11099 F'lm:assJ x| | Account Description ][ Form ] [ Box
665 | [Eonsutting Expense: | Miscelaneous v Non Emplove Compensation -
[ & [ ] - - =
[ & [ ] - -
[ )] ] - -
[ JE3 [ ] - -
[ G [ | - -
|'§‘ Accounts Receivabl ‘ B! l = -
[ JEI [ | - -
=¥ Accounts Payable [ 1= [ ] - -
@ General Ledger I = [ ] = -
| @ Inventory / Wareh
— ErelErrsl e
[E] sales Order Proces!
illa  Sales Analysis il o
Modify WIDE___iNs

Fig. 10- 12. Enter vendor/1099 payments here.
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Payroll Close (Year End)

The Payroll Close zeros out all employee and 1099 balances for the year to
get the system ready for the New Year. This process isdone after all W2,
1099 forms and payroll reports have been printed. Make sure all formsand
reports have been printed before proceeding.

Payroll Year End Closing Screen

Wil Accounting Xpert_v18a
Open Company My Reminders _ System Reminders My Info

Display Managment Cansale

Daily Work / Jounal Entiy

Administration Utilities Registration Logln Log Out Help _Exit System

Joumal Entry -

Setups / Year End / Utilities

FRieports / Listings

Please Backup Copmany Date before running the Payroll Close

Financial Feeports / Compiliations

Payroll Close is Run ONLY After all W2's & 1099°s Are Printed.

ATF Parol /W2 /1039 Processing

CLOSING PAYROLL FOR YEAR: 2004

Paproll Year End Close -

Start Payroll Close:

|" Accounts Raceivable  *

Aceounts Payzble

@ General Ledger

|‘ Inventory / Warehousing
@ Sales Order Processing | |

[illn sales Analysis

[ [Modify
Fig. 10- 13. Payroll Close
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Supplemental Section / Notes

Purpose of Supplemental Section / Manual

The Accounting Xpert Enterprise Edition — Client Write-up as well as its
business modules, interface with a variety of other companies products.

Some of these include Microsoft Word and Excel, Quicken and QuickBooks,
tax programs and other accounting programs.

In some cases Xpert exports information to be used in other products such as
tax software, and in other case Xpert imports data such as QuickBooks
transactionsinto Xpert's General Ledger.

In other cases Xpert works in conjunction with other software such as
Microsoft Word where X pert merges client information into Word documents
during printing.

This manual section is included in the main Accounting Xpert Client Write-
up Manua. Because of the changing nature of these externa products,
Micronetics, Intl. updates this as a separate manua and allows downloading
on amore frequent basis.

This manual also includes information on W2 / 1099 processing and because
of the changing nature of these government forms, it is included in this
manual aswell.

Additionally new features that are constantly being added in various updates
to Xpert are first included in the supplemental manual until the main manuals
are updated and re-printed at alater date.

Periodically when the Supplemental Manual is updated you will receive a
notice that it is available for downloading and printing. Y ou may also request
aprinted copy if necessary by contacting our Customer Service Department.
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Word Interface for Compilation Letters

Micronetics, Intl. is committed to interfacing the Xpert Product line with
Microsoft's Office products. Integrating Xpert with Microsoft Office
products opens up awhole new realm of power and benefits that will become
more and more apparent and necessary as time goes on.

Under the Financials Reports / Compilations menu select Compilation Letter
Setup to create cover pages, compilation letters, notes, etc. When you create
a letter it automatically launches Word and opens a specia blank document.
Embedded in this document is a pull down list of merge fields. By inserting
merge fields such as <CN> for Company Name, <CC> for Current
Month, etc., you can create one document which can be used by &l clients.
Xpert will automatically insert the appropriate Company’'s Name,
Address, Dates, etc. into the document during printing. These merge fields
are the same used for Financial Reports and may be found under the
Financials Reports section of the manual.

Another feature is that you can set up separate Print Queues per client. This
allows you to select pages typically printed for this client. Example: for one
client you may print a Cover Page, Compilation Letter, and some notes. For
another client you may print a different type of cover page, |etter, etc.

The final feature in Xpert allows you to Queue Clients for printing. This
will automatically print each client selected in the queue and print all
associated letters queued for that client. In the future, Xpert will enable you
to queue Financials and other Reports allowing you to print an entire collated
packet per client.
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I nstallation Issues

Because Microsoft Word requires you in advance to have a drive letter
designated for Mail Merge functions, Xpert defaults the system to C:\AX.
Even if you are processing Xpert on a Network, Word will use the C:\AX
directory for temporary files.

If Xpert isinstalled on a different Drive then 'C:" you will need to run the
Microsoft Word Interface Setup found in Financials Reports / Compilations
menu.

If you do not have a 'C:" drive available, please contact our Customer
Service Department so we can walk you through changing Microsoft's default
Merge drive letter.

Important Note: Microsoft provides mail merge and sgl functionality to
their office products which offers tremendous benefits. However, Microsoft
is extremely concerned about viruses being transmitted through macros and
sgl statements in email and word documents so as a default they have
disabled these advanced features. To take advantage of these features you
must enable these functions as explained below. Please contact Micronetics
Customer Serviceif you need assistance.

Enabling Microsoft Macros - Steps

1

Marco's are used for merging data and Word defaults to "High' which does
not allow merging of data. To enable do the following.

o
I k=2t

Click the Microsoft Office Button , and then click Word Options.

Click Trust Center, click Trust Center Settings, and then click Macro

Settings.

Click - Enable all macros.
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Enabling MSSQL

In order to merge data you must disable MSSQL security which requires
editing the Registry. Sincethe registry is very important in the operation of
your computer you may want to contact our Customer Service Department
for assistance.

Editing the Registry - Steps

1. Start Registry Editor by clicking * Start’, then *Run’ and typing in

‘REGEDIT'.

2. Locate and then click the following registry key:

HKEY_CURRENT_USER\Software\Microsoft\Office\11.0\Word\Options
(Note: the 11.0 above may be lower or higher, use the latest)

3. Click Edit, point to New, and then click DWORD Value.

4. Under Name, type:

SQL SecurityCheck.

5. Double-click SQL SecurityCheck.

6. In the Value data box, type:

00000000

7. Click OK.

Note: Because you are alowing these advanced features to be used, please
insure your virus software is up to date and is functioning properly.
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Processing Steps for each Computer

Creating or Editing a Letter

1

Are you running X pert from the 'C:" drive - If yesgo to Step 3.
Run the Microsoft Word Interface Setup in the Financials Reports /
Compilations menu.

Note: If you do not have a 'C' drive, contact Micronetics, Intl. Customer
service department for assistance.

To Createa Letter select Compilation Letter Entry.
Assign up to an 8-character file name and a description for the letter.

Pressing enter will automatically launch Microsoft Word and create a merge
document using the file name you entered.

You may now type your letter. Depending on the version of Word you will
find a pull down Merge Field box allowing you to select merge fields for
insertion into the document. Under Word 2007+ it is found under the
"Mailings' tab. For a complete list of what each code means, refer to Report
Codesin the manual under the Financials Section.

After completing your document, click File " Save" or click the" X" in the
upper right hand corner to save changes and/or additions. (Do not select File
" Saveas' because the document name must be the same as created in Xpert).

This brings you back into Xpert. To create ancther letter follow the same
procedures.
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Setting up a Client Print Queue

The Client Print Queue setup alows you to first select a client and then
select the letters used by this client.

1. Select Compilation Print Queue Setup.

2. To Create a Queue for a Client, ‘Click’ the button under ‘Select Client’ and
select aclient from the client list.

3. After selecting a Client, click on "Zoom" button to select letters to be used
for this client.

Printing Client Queues

Thefirst step isto establish for which clients you print letters for . Once your
list of clientsis defined, at printing time you can just check off which client to
print for the session.

1. Select Compilation Queue Printing.

2. Select under ‘Zoom’ to add a Client to your print Queue or check off the Print
box for clients already setup that you want to print in this session.

3. Click OK and the Queue will begin to print for each client selected.

Note: Letterswill automatically print to the default Windows printer. Before
printing letters, please insure that your default Windows printer is assigned to
the correct printer.
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Excel Interface

Xpert has the ability to easily export any Financia Report including
Divisional Reports to an Excel Spreadsheet for automatic Charting and
Graphics or other manipulation.

All Posting and Total Accounts are exported. Titles, underlines, dollar signs
and line advances are ignored since these are not needed and can affect the
proper aignment of the columns.

The datais exported in a columnar format.

The First Column aways consists of the Account Type. This alows you to
filter by Account Type. For example, you can select Account Type 1 (Assets),
2 (Liabilities), 3 (Equity) and create an instant pie chart.

The Second Column is the G/L Type. This allows you to select only posting
accounts or include totalsin your Graphs.

The rest of the Columns pertain to the report columns. For example the next
three columns might be the Account Description, Current Month, and YTD.

Interface Procedures

1

Go to Financials Reports / Compilations and select Microsoft Excel
Interface. You may aso the Excel option through the standard financial
printing menu.

Select aFinancial Report.

Financials must be in columnar format (Data for each period must be in only
one column) such as a comparative report. Any report over 2 columns
automatically becomes columnar. In the case of a Non-Comparative Balance
Sheet which has only 2 columns, you must add a "B” for Blank Column as
the 3" column in the Financial Report Generator which would turn it into a
columnar format. The First Column would be the Account Description, the
Second would be the Money, and the Third would be Blank.
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4. OntheFinancial Printing Options - Select "Yes' in the "Send to Excel" field.

Upon selecting this option Xpert will default Report Output Options to Disk
and create an XPERTx.XLS file (where x = the user # of the user running the
report). Your user # may be found under ‘My Info.” on the top menu bar.
For example user # 1 the file would be XPERT1.XLS.

Upon selecting "OK" to print Xpert creates the XPERTX.XLS and launches
Excel. (Note: Thisfile will overwrite any previous XPERTx.XLSfile.)

At this point the XPERTX.XLS file can be brought into Excel via the
File/Open. Thefilewill be created in the\AX directory.

Once the XPERTx. XL Sfileis selected, the Text Import Wizard will guide the
user through the remainder of the process.

Excel Rows

The First Row (A) is aways Header/Field Names

The Account Type, G/L Account Type, and the description columns come in
blank above the columns. Field names can and should be entered into the first
row. Money column field names will import as they were set up in the
respective Financial Report.

Xpert erases the XL Sfile each time a Financial Report is exported to Excel. If
you want to save afile for future reference you will need to save the file in
Excel with a different name in an XLS format with an XLS extension
(Default format is TXT with an XL S extension).

Please refer to your Excel Documentation for specifics on Formatting, Auto
Filters and Automatic Graphing.

Formatting

At this point the data can be graphed, used "Asis' or manipulated into other
formats.

Column Widths should be set by selecting the Columns to be resized then
select Format/Columns/AutoFit Selection.
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Auto Filter
This Excel feature can be utilized for query functions to the Excel
Spreadsheet. This feature will function best if data has been arranged and
formatted as discussed above. Y ou can then highlight the entire first row and
select Auto Filter. This will create pull-down boxes allowing you to filter
your selections.

Graphing

Once you have selected the data, you can just click on the graph button to
automatically create a variety of charts and graphs. Remember: If you want
to save the Graphs, click Save As and save under a name other than
XPERTx.XLS. Do not save as XPERTx.XLS as this file will be overwritten
the next time you do an Excel Export from within Xpert.
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1120/1065 Tax Interface

Generic Tax Export

Xpert provides the ahility to export G/L balances to an ASCII file, which can
then be imported into a variety of business tax programs. Xpert's export
function alows for flexibility in defining the export file to accommodate the
import requirements of most business tax programs.

The concept of the Tax interface is to export the G/L Account #, Description,
Closing or Y TD balances and Opening Balances to an ASCI| file. Y ou would
then go into your tax program and follow the steps for importing this
information into atax return.

Usually, the first time importing into your tax program you will have to assign
aTax Line# to each G/L Account #. When doing the actual import, your tax
software will match each G/L account with the proper line on the Tax Return.
If more than one G/L account is assighed to a tax line each account balance
will be added into that particular line. (See "Tax Export for Specific
Products' for exceptions).

Xpert normally exports all accounts as positive unless the current balance is
opposite its normal balance. Some tax programs require that all credit
accounts be negative, and then they reverse the sign automatically during the
import procedure. Xpert allows credit accounts to be exported as either
positive or negative.

The following information may be exported from Xpert.

G/L Account #

Account Description

YTD Balance (P & L) or Year End Balance Sheet
Balance Sheet Opening Balances

Tax Code 1 (Line# on tax return)

Tax Code 2 (Line # on tax return)

Tax Code 3 (Line # on tax return)

NouahkwdpE
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Tax Interface Steps

The 1120/1065 Tax Connection is found under ‘ Setups/ Y ear End / Utilities.

1. Thefirst step is'Tax Code Setup'. Most tax programs do not utilize
this feature; therefore, this step may be skipped on the Client Write-Up side.
Thisis primarily a feature for Lacerte users. If your tax program accepts tax
codes in the import file then refer to the Lacerte notes.

2. The next step is to export the G/L information to an ASCII file through the
'Tax Code Export - Custom' program. In this program you specify which
fields to export and the order in which they will be exported. Depending on
the requirements of the tax program, you define whether credit accounts
should have a normal positive or negative balance. The last item is to specify
the directory and file name to use for the exported file. See notes below
regarding information or various tax program requirements.

rs  System Reminders My Info Administration  Utilities Registration LogIn  Log Out Help Exit System

Daily Work 7 Jounal Enty

Setups /Year End / Utilties
1120/ 1066 Expart

Reports / Listings

[ Display Managment Consale |

Financial Reparts / Compiliatians

ATF Payroll / %2 #1033 Proce:

©) ProSeries @ [itherT ax Programsd

Column Definitions Export Folder and File Path

Export Dirsctory: [CAARL
Evport File Name: [CA6C

Column 1: G/L Account

Column 2:

m

Colurmn 3. YTD Balance File: E stensior

Opening Balance

Column 4

Column 5 Mone

Column 6 Hone

Column 7. Hone

BE  Accounts Receivable

=8 Acesunts Payzble

@ General Ledger

m

Jg® Inventory / Warehousing

[E] sales Order Processing | _|

il Sales Analysis i A
- \ =5 T e s
Tax Custom Export Screen
3. The last step is to start your tax program and use its import
function.
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Additional Tax Interface Notes
Y ou may need to contact your tax software vendor regarding the information
they dlow for importing. In most cases you can just export al the
information only specifying how to handle credits. Y our tax program should
then be able to handle the rest.
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Non- Standard Tax Imports

Lacerte Tax Users

Lacerte may be exported and imported the generic way as explained
previously and / or use the special export / import designed specificaly for the
Accounting Xpert Enterprise - Client Write-up.

Lacerte Users

A special export function is available for Lacerte users. Lacerte users must
complete the ‘Tax Code Setup’ as previously described. In this screen you
would use Tax Code 1 for Lacerte's Series #. Tax Code 2 would consist of
Lacerte's Closing Balance Sheet balances or the YTD P & L balances. Tax
Code 3 is used for Balance Sheet opening balances. The Tax Series Codes
and Tax Codes are available on Lacerte's input sheets.

The next step isto run the 'Tax Code Export - Lacerte'. Thiswill create an
ASCII file for Lacerte to read. Upon starting up your Lacerte Tax program,
Lacerte will automatically read this file and update the tax return. Lacerte is
the only program which does not require you to run an import function.

The Export function defaults to the normal Lacerte Tax Directory and File
extension. All you are required to do is assign a file name to the export file.
Thisisthe Client ID assigned in Lacerte for that user.

Example C:\lacerté\xxtax\cdata\X pert.chbx

This example shows the typical Lacerte Path for a corporate client called
Xpert where x values will default and vary depending on the version of
Lacerte you are running.

Remember: Lacerte will automatically import the data upon starting the
Lacerte Tax Program. (Note: if you do not want to update the information then
assign a new file name when exporting from Xpert, and Lacerte will create a
client using that name.)

...Procedure Automatic once Tax Codes are defined in Xpert.
...Negative Credits set to *N'. Credits are Positive.
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Intuit Pro-Series

Xpert's Tax Interface has a special options for Pro-Series.  Upon selecting
Pro-Seriesin the Tax Interface, all options are set automatically. You are only
required to assign a name to the Export File.

Fields automatically exported.
G/L Account #

GJ/L Description
Closing/ YTD Balance

wbh e

Use the Intuit Pro-Series procedure to import this data.

Accounting Xpert Enterprise Edition — Client Write-up 11 -15



Supplemental Section / Notes

State Laser Tax Modules

As a by-product of the ATF payroll entries, Xpert has the capability of
printing a State Unemployment Worksheet as well as a variety of State Laser
generated forms.

Currently Xpert produces laser forms or scanable forms for NY, CA, TX, and
FL, and MI. Additional states are being added so please check Micronetics to
find when your state will be available.

Important Note

All

Both California and Texas require a scanable form. Only the data will be
printed on blank white paper. No laser form is printed

Cdliforniais accessed through W2 / 1099 Processing Module under the State
Processing Tab. Note: The W2 / 1099 Module requires you to scroll the
menus down and isunder the Sales Analysis Module.

Florida, Texas and New Y ork are accessed through ATF Payroll in the Client
Write-up Module, from the SUTA Form Printing button.

State Modules - Gener al

Select applicable State (1,2,3,4, or 5) - State information comes from the
State Unemployment section of Payroll Rates Setup in ATF Payroll section.

Select Quarter you would like to process, verify the proper state and Select
Yesfor Laser printing (If “Yes’ isnot selected in the Laser field Xpert will
print out SUTA Workshest).

If "Yes' is selected for ‘Laser Printing’, Xpert will display the forms on the
screen. You must click on one of the blue boxes in order to move around or
edit the form. The Tab or the Enter key will also take you from field to field.

Buttons on the screens will guide you back and forth from page 1 to page 2
details where applicable. Click on "Exit" button to get to "Begin Printing".
Click on "Begin Printing" to print scanable form or laser form facsimile.
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State Tax Modules Notes- by State
New York

Prints both NY S-45 and NY S-45-ATT.

Columns D and E only print if Final Returnissetto ‘Y’ or if you are printing
the 4™ Quarter.

Please make sure you have defined the correct information in the Payroll
Reports Setup under the ATF Payroll Menu.

Part A
Thisis defined in Page 1 of the Payroll Report Setup.
Inthe SUTA Wage box define Gross Wages.

Parts B & C (Defined in Page 2 of the Payroll Report Setup)

State Income Tax uses the State Income Tax Box.
City of New York uses Local Tax withheld Box.
City of Yonkers Tax uses Box 13 Top on W2.

Texas C3 and C4 Forms

Texas requires that only data be printed in a scanable format (the form does
not print).

The CITY CODE must be input manually.
These are optional and not required. If you prefer to show these, the Ul

RATE and SMART JOBS ASSESSMENT rates must be input manually, and
Xpert will perform the calculations.

California DE6 Form

Cadlifornia requires that only data be printed in a scanable format (the form
does not print).
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Employer Account # comes from the SUTA rate setup section of Payroll Rate
Setup in ATF Payroll. Thisnumber must include the dashes.

Social Security number comes from Employee setup and must include the
dashes.

Florida UCT-6

Select Suta form printing from the ATF Payroll screen, select the State, then
Quarter and afacsimile form will display. Thisform may be edited if needed
and then printed.
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QuickBooks Import

Xpert has the ability to import G/L transactions from QuickBooks. Thisis a
quick, smple and powerful procedure that will eliminate the need for re-
keying these entriesinto Xpert.

The general procedure is to export the QuickBooks G/L transactions to an
ASCII file, import these transactions into Xpert, define the column headings
(GIL #, Date, Check #, Amount, and Description) and then let it update X pert
Journals for review, editing and posting. During the updating of Xpert's
Journals, Xpert automatically checks for invalid G/L account #'s and puts an
asterisk by the G/L account # on the Journal Entry screen.

Xpert allows you to automatically remove a batch and all the transactions
within that batch. If you accidentally import incorrect G/L transactions you
can easily remove them in seconds and then re-import the correct
information.

Important: Matching G/L Account #'s

For the QuickBooks interface to work efficiently, the most important aspect is
to insure that the G/L Account # sin QuickBooks match the G/L Account #'s
in Xpert. It is recommended that you change the G/L # s in QuickBooks to
match Xpert's G/L #s. If you change an account # in QuickBooks it
automatically changes the account # for all the associated G/L transactions in
QuickBooks.

It is not recommended to change Xpert to try to match the QuickBooks G/L
#'s because we have found that an accountant’s chart of accounts is more
standardized and is properly setup. It aso lends to consistency as most
accountants are somewhat consistent in their chart of accounts setup from
client to client.

If aclient adds ainvalid G/L Account #, it will be flagged during importing
SO you may add it into Xpert or have the client reclassify to a proper account
#.

The concept of using a cross reference file has been eliminated as we have
found it is not efficient in that it requires more maintenance then it is worth.
Having aconsistent COA isthe only efficient meansto use this feature.
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Steps within QuickBooks

a)

b)

d)

There may be some variation of the exact steps below depending on the

version of QuickBooks you are using. QuickBooks changes the names and

functions form version to version.

Make sure “Use account numbers’ is checked in:
Edit/Preferences/Accounting/Company Preferences

Go to Reports/Custom Transaction Detail.

Modify report as follows:

Select the proper date range of the transactions you want to export and refresh
the screen.

Select the required columns Account #, Name(or Memo), Date, Check # and
Amount.

Total by “Total Only”

Sort by “Date”

Print Report to file:

At Print To: select “File”

Click on down arrow to the right of “ASCII Text file” select “Comma
Delimitated”. Look for the ‘PRN’ output selection. This is the format
required and depending on the version of QuickBooks, the options selected
above may be dightly different.

Select “Print” and save to any location using any name. Remember the
location and file name you export so you can locate it for the import.
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Steps within Xpert

1

In Xpert’s Client Write-up under the Setups / Year End /Utilities select
'‘QuickBooks Import'.

Select the first button 'Import QuickBooks Data' and select the file to
import (thisis the file name you exported).

Select the next button, 'Define Column Headings', and specify what each
column is from the pull down list. Because QuickBooks exports information
Xpert does not need, you are required to define only columns for the G/L
Account #, Description, Date, Check # and Amount. All other columns will
beignored

Click the last button and 'Update Xpert’s Journal’. This will allow you to
specify which Xpert Journal to update.

After updating Xpert's Journals, you may then enter the Journal Entry
program, select the Journal and Batch you imported and review, modify or
delete any G/L transactions that have been imported. Any invalid G/L #'s
will be flagged with a ‘Red *’ next to the G/L Account #. These may be
corrected during ‘Journal Entry’ and once corrected, you may click the button
in the bottom of the Journal Entry screen to ‘ Re-check QuickBooks' to insure
all accounts have been corrected properly.

If everything is ok, run the normal posting procedure. If you need to remove
a batch, select the 'Remove’ option instead of Add or Edit a Journal
Batch.
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LASER INSTALLATION

Xpert can print tax forms to non-hp-pcl compatible printers including color,
inkjet, and al in one printers/fax/copiers.

You must install the Laser Module on each computer running Xpert by
running the ‘Laser Module Installation’ found in the ATF Payroll Menu or
the W2 / 1099 Processing Module found under the ‘Import / Utilities /
Closing menu option.

When running this function, a variety of questions pop-up.  The only
required entry is your name. Leave al the other questions with their
defaults and click ‘NEXT’ through each screen.

Utilities  Registration Logln Log Out Help _Exit System

Setup:

Report

ATF Paproll /w2 /1099 P

Display Managment Conss

Daily ok / Jounal Entry

s 4 rear End / Utilities

Quickbaoks Import

ts / Listings

Financial Reports / Compiliations

Laser Module Installation

ole

|||||

LASER INSTALLATION

LASER MODULE INSTALLATION

e [ This Program only needs to be Installed Once ]

-

|x Accounts Raceivable  ©

=

Accounts Payable

<

General Ladger

| @ Inventory / Warehousing | |

[E] sales Order Pracessing

iy

Sales Analysis

<

I
Laser Installation Screen

Do not change any of the defaults. Just click ‘Next’, ‘ Continue’ or ‘OK’
through each screen. Only enter in your name when asked.
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W2/1099 Processing

Micronetics prints W2's and 1099's on the following types of forms. These
forms may be ordered from CodaSystem Forms @ (800) 622-2794 and
have been certified as RS approved and Micronetics softwar e compatible.

It is recommended for W2 and W3 forms to use blank white perforated paper
where Xpert prints both the forms and data.

For 1099's the government requires ‘Red’ forms. Certain copies may be
printed on blank white as show below.

W2 Forms

1 Preprinted Laser form — 2 forms per page (not recommended)
a) Copiesl, 2, B, C, D (2 employees per page)
b) CopiesB & C (2 forms per page, same employee copy B & C)

Recommended to use options 2 and 3 below.

2. 2 Up Laser on Blank White Perforated (W2's only).
3. 4 Up Laser on Blank White Perforated. (W2's only).

1099 Forms
1 Preprinted Red forms are required for all Federal 1099 form
submissions.
2. Blank white paper can now be used on the 1099 Misc. for non-fed
copies.
W3 Forms

1. Blank white paper can be used to generate W3.
2. Preprinted Laser forms.

1096 Forms

Preprinted Laser forms.
Copies (file) are available on blank white.
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W2/ 1099 Processing Notes

W2's and 1099's may be processed in two ways using Xpert.  Payroll
information may be imported into the W2 /1099 Processing module from
Xpert's Write-Up or may be manually entered in batch for those clients
who are not being processed through Xpert’s Write-Up.

To process W2's and 1099's you would log into the client you want to
process. If the client does not already exist, you must first create it in the
‘Company / Client Selection’ screen.

After logging into the client you will be at the Menu System. YOU MUST
SCROLL DOWN ON THE MENU TO SEE THE W2 /1099
PROCESSING MODULE.

Scroll Buttons on bottom left to access the W2 / 1099 Processing

Module

Bl Accounting Xpert v18a
Open Company My Reminders Systern Reminders  MylInfo  Administration  Utilities  Registration Login Log Out Help Exit System

Display Managment Console

Setups/Maintrsance
I

W2 /W3 Processing

1099 /1096 Processing

State Forms

Import ¢ Utiities / Closings

| @ Inventory / \Warehousing 2

@ Sales Order Processing
&I Sales Analysis

Bank Reconciliation

.~~~ Checkbaok Xpert

Ma w2/ 1090 Pracessing

[ [Modify [

W2 /1099 Processing Menu
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Two options: After entering the module you have two options available:

1. If the client’s payroll data has been processed through Xpert’s Write-Up
then you would run the ‘Import — Write-up ATF Payroll’.

Select the Menu option ‘ Import / Utilities/ Closings'

i Account 8a
Open Comp: minders System Reminders My Info Administration Utiities Registration LogIn Log Out Help Exit System
W2 /1099 MODULE

Display Managment Consdle

SetupsiMaintneance

W2 /W3 Prossssing
Import XPert Wriie-up W2/1099
1099 /1096 Procsssing
This program updetes the W2 snd 1033 forms with the curent year end information from
the Clent rte-up AFT Pagrol
State Forms
Note:Iniporing REPLACES PREVIOUS INFORMATION with Cursnt ezrs.
Orce impotted, you may review, modfy, add or defete any forms before prirting
Impert / Utihies / Closings Note: Ay modfications in this Modules does nat affect the information in the Client Wiite-

up Module.

Import Wiiteup ATF Payroll v

[ Importing ]

Sample Company with Data

@ Inventory / Warehousing *

[E] sales Order Processing

il Sales Analysis

Bank Reconciliation

" Checkbook Xpert

e W211099 Processing

[
W2 /1099 Import Screen
Click OK to begin import.

This will import all the employees and 1099 recipients’ information into the
proper forms. At this point you may add, change or delete information. Any
changes made in the W2 / 1099 Processing module does not affect data in
Xpert's Write-Up module.

Warning: If you re-import Xpert’sWrite-Up payroll datait will replace
the old information with the newly imported information. Any changes
made in the W2 module will belost. Changes should always be madein
Xpert’s Write-Up module and then re-imported if necessary.
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2.

il Accounting_Xpert_v18a
Open Company My Reminder.

Another option is to enter employee and 1099 information directly into the
W2 / 1099 Processing module by filling in the forms (W2 Entry / 1099
Entry).

Once the dataisin the W2 /1099 Processing module a variety of options and
reports are available as well as forms printing.

W2 Entry Screen displays imported data and/or data entered

s System Reminders MylInfo Administration Utilities Registration Login Log Out Help Fxit System

W2 /1099 MODULE

Display Managment Consy

Setups/Maintneance
W2 /w3 Processing

W2 Entry
1099 / 1096 Processing J

State Forms 1

Import # Utilties / Closings

Import Write-up ATF Payroll

@ Inventory / \Wareh

W2 Entry P2t
[ Hew ) [ Lo ) [ Dok ] [ Esc ] [
C:STD - Sample Company with Data

i 5 Eploges s sonal secilty -unber | For Official Use Oy »

£egee veid [ | (74-54-5444 I OB No. 1545-000¢

b Emplcyor ent foation number [EN) T Wagee, J6a. aiho: compenaaior
591224584 199511

o =mplzyors ramo. dd-ces, ond 21 oode, 3 Scoa ssounty wago:

[Sample Company with Data | [

| 1| ] g
9555 NE 53d Streel ] — - —
[ieri [ [esieds |
TP b Acvance TG payment 10 Depacdent s
700 M
n cropley ~ame and initinl [ st narna [ surr |11 _Hancuelfisd plans 122 Frm insinisrioes “or onx 17
g Higains O [ 0o il 00
WDMVD """ T 15 Swder — Auwt Tioer | 1ap =
aul View Drve Ly H _
1 1 1 L] Cow B
[Kaiw ] 35642 | i b | —
— Y B

124

v LI Y

1 Emplzyecs asdresa anc Z P code

ré] Sales Order Proce:

II| Sales Analysis

15 e Coplayers siate 13 numbe 16 ale wigas, lze.sle. 17 Stale income ls | 15 Local wages, Ups, 2o, 19 Local icome 3 | 20 Lacaliy nare
T 56887655 Ta% [ ool || ool | .00 [0cTe |
[ 1 111 0.00] | 0.00] | 0.00] | 0.00] [ |

w z Wage and Tax E D D |:| Jspartment o the s, y—Intesnc) Bover us Sorv e

Form m Statement For Privacy Act snd Pagerwork Reduction

Capy A For Social Seaurity Administration — Send this entira page wth At Nabics, ¥ee back of Copy O

Form We3 Lo e Souia Securily Adminizlration: plolocopies are nol seoeplable, Cat. No. 101240

E‘l Bank Reconciliation

Do Not Cut, Fold, or Staple Forms on This Page — Do Not Cut, Fold, or Staple Forms on This Page

_/'u Checkbook Xpert

* W2/ 1099 Pracessing

I'\H [

W2 Entry Screen

Form Printing

W2 and W3 forms may be printed on blank white perforated paper. Red
copies are not required but may be printed (not recommended). 1099 and
1096 forms are required to be printed on pre-printed ‘RED’ copies for the
government. 1096 and Misc. copies may be printed on blank white or pre-
printed forms.
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W2 Magnetic Media

The W2 magnetic media module can be found in the W2 / W3 Processing
section in the W2 / 1099 Processing Module. There is required information
inall of thetabs. All required fields are marked with a**.

The Social Security Administration offers media testing software called
Accuwage. It ishighly recommended that users download this software
from http://www.ssa.qov/employer/software.htm to test their media file
before submission to ensure that all required information isincluded and
accur ate.

Accounting Xpert Enterprise Edition — Client Write-up 11 - 27


http://www.ssa.gov/employer/software.htm

Supplemental Section / Notes

Printing W2 Forms
The W2 form printing screen alows you to select a variety of ways to print
W2 forms. Forms may printed in sorted order, range of ID #'s, selected
states with options to print 2up or 4up style forms.

Although not recommended you may print on pre-printed laser or continuous
forms.

[ Accounti rt_v1Ba
Open Company My Reminders  System Reminders My Info  Administration  Utilities  Registration LogIn Log Qut Help  Exit System
W2 /1099 MODULE
Report Dptions
Setups/Maintneance Sort By: W
W2 /W3 Processing Social Secuty #: | ‘ D to | - ‘ E]
W2FemsPiing - Empoveett | 0 |[J) to| S9sssssg | ()
1093 / 1096 Processing
. Selected State (<4 or AL
W2 Form Printing Dptions
SR Frint on Pink Preprinted Laser Form;
M Print Laser Form on Blank ‘White Bond,
Import £ Utilties £ Clasings Select W2 Form Style to Print: W
4 Select the W2 Form Copy to Print:
Prirt Same Emplayee on Page:
Margin between Forms :
Top Magin 1/2 Spacing
Print Sub-total Page:
Frint State t/ages [Boses 16-21),
| @ Inventory / Warehousing o Standard Frinting

Frinter Name:

@ Sales Order Processing

Output Path: |\A><\FFEIHM.PEL

\Ilﬂ Sales Analysis

Bank Reconciliation J

/ Checkbook Xpert

/& W2/ 1099 Processing

[ | Modify [ [
W?2 Forms Printing Screen
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Print Form

Once the forms display on the screen, click ‘File' at the top and select ' Print’.

[) File Preferences Search Page Effects Window Help

JJJJJJE&UJLILHJ 07|

a Employee's social sacnnty numbe|
3

For Official Use Only »

Sample Company with Data

19555 NE 53rd Street

e2ed2 | v | 344-45-433 OMB No. 1545-0008

b Employer identification number 1 Wages, lips, other comp. 2 Fed. income tax withheld

59-1234584 5536.07 829.19

© Employer's name, address, and ZIP code 3 Social security wages 4 Soc. sec. lax withheld
5536.07 343.24

5 Medicare wages and fips
5536.07

6 Medicare tax withheld
§0.27

Miami, FL 33443-1444 7 Social security fips 8 Alocated tips
d Conirol number 9 Advance EIC payment 10 Dependent care benefils
5

e Employee’s first name and initlal | Last name Suft. 11 Nanqualified plans 122 See inst. for box 12
Robin Molar

] ] 13 S\aL‘;?L\; l\euremnl Eﬁ N 12b
234 Cedar Street |
Ft. Lauderdale, FL 33021 14 Other 12

12d

f Employes's address and ZIP code
15 Stato Employors stato 1D numbsr 16 State wages, tps,ats. | 17 Statolrcometax | 18 Local wages, tips, e, | 19 Loealincometax |20 o'V
FL 5 7 55 7 U(_,Tﬁ

Wage and Tax Department of the Treasury —- Internal Revenue Servi

formW-2  Statement

Copy A For Social Security Administration- - Send this entire
page with Form W-3 lo the Social Security Administration;
photocopies are not acceptable.

20xx

0000/1297
DONOT CUT, FOLD, STAPLE FORMS ON THIS PAGE _

For Privacy Actand Paperwork Reduction
Act Notice, see separate instructions

For Official Use Only »
OMB No. 1545-0008

a Employes's social security nurber]
456-45-4565

Void

g2cae

b Employer identification number

1 Wages, lips, other comp.

2 Fed. income tax withheld

Sample Company with Data

59-1234584 4453.49 688.04
¢ Employer's name, address, and ZIP code 3 Social security wages 4 Soc. see. lax withheld
4453.49 276.17

5 Madicare wages and lips

6 Medicare tax withheld

CAPS | NUM |CvR

Laser Module Print Screen
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| mportant Laser Printing Options

There are two options you need to pay attention to on the Print screen.

The first line shows your default printer where the W2 or appropriate form
will print. If thisis not the printer you want to print to, then click the * Setup’
button and select the proper printer.

Secondly, under ‘Print Range’ select ‘ALL’ to print all theforms. Leaving it
‘Selection’” will only print the current page displayed.

Note: At year end when printing many forms you may want to set your
default printer in the Windows printer setup to be the one you are printing the
forms to so you do not have to select it each time you print forms.

W?2 and other Forms ‘ Printing Screen

1] PCLView - DAX\PFORM.PCL - Page 1 of 3] =& X
[ File Preferer ch Page Effects Window Help
- A1 o]
G| 8l a uld=rin 2zl @ Ol 7
rint =)
Eial Use Only »
1545-0008
Printer: System Printsr [pdfFactory) 1 WWages, tips, other comp. 2 Fed, income tax withheid
5536.07 829.13
T S seeiry g ot e e
IR o2 5536.07 343.2
oAl Setup___l 5 Medicare wages and tips 6 Medicare tax withheld |
% Boemn 5536.07 80.2
7 Social security ips & Allocated lips
> Pages  Fom| 1 To 3 LEF Heln e v
» Ranges 9 Advance EIC payment 10 Dependent care benefils
11 Nongualified plans 12a S&E‘msl for box 12
Privt Qualty, [1440 dpi - — e I
Rty L - TR I R P |
12 Other 2¢ |
120 |
I_Employee’s address and ZIP code
15 Stata  Employars state 10 numbar 16 Stats wages, tips. atc. | A7 State Income tax 18 Local wages, s st | 19 Local incoma tax 20 [ocENTY
58-8878-55 .07 UCTe
Wage and Tax 20xx Department of the Treasury —- Inlernal Revenue Servi
ramW=2  Statement For Privacy Act and Paperwork Reduction
Copy A For Social Security Administration- - Send this entire Act Notica, see soparate instructians
page with Form W-3 to the Social Security Administration; / 7
phglacupwes are not acceplable. 0000/129
DO NOT CUT, FOLD, STAPLE FORMS ON THIS PAGE |
a Employes's social securily number|  For Official Use Only »
eeeee Vord 456-45-4565 OMB No. 1545-0008
b Employer ideniificalion number 1 Wages, lips, other comp_ 2 Fad incoma tax withheld
59-1234584 4453.49 888.0
© Employers name, address, and ZIP code 3 Sodlal securily wages 2 Soc. sec. tax withheld
Sample Company with Data 4453.49 276.1]
5 Medicare wages and tips & Medicare tax withheld o

CAPS |NUM | OVR

11- 30 Accounting X pert Enterprise Edition — Client Write-up



Supplemental Section / Notes

W3, 1099 and 1096 forms printing

The W3 form may be also printed on Blank White perforated paper. Copies
of the 1099 Miscellaneous form and 1096 form may be printed on blank
white paper however the government copy must be on a ‘Red’ preprinted
form.

Depending on the form, select in the appropriate printing program and
whether to print blank white or on pre-printed forms. Xpert will only display
the appropriate options allowed for a particular form.

The same method for printing W2 forms as explained previously is used for
these and all other forms including the 941, 940, Suta forms, etc..
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Frequently Asked Questions

What forms do | use and where do | get them?
Forms can be ordered from CodaSystem Forms @ (800) 622-2794.

The Federal Copy of W2 forms are usually printed on blank white perforated
laser paper in 2up format. Copies may be done the same or in 4up blank white
format. Xpert also supports printing W2's on Red pre-printed 2up laser forms
(not recommended).

The W3 Form may be printed on blank white laser forms (recommended) or
on Red pre-printed laser forms (not recommended).

The 1099 forms for Federal Copies are required to be Red pre-printed forms.
The copies for the 1096 and 1099 Miscellaneous forms may be printed on
blank white laser paper.

Wheredo | find the W2/ 1099 Processing module?
Y ou must scroll down on the Menu buttons on the bottom left as it is one of
the last menu buttons.

| do not see any data. Where are my employees?

You must first import the Xpert employee data into the W2/1099 Processing
module. This is done in the ‘W2 /1099 Processing Module’ under ‘Import /
Utilities/ Closings', ‘ Import — Write-up ATF Payroll’.

Why do | seefunny characters printing appearing on W2, 941, 940 or State
Laser forms?

This means that your printer is not pcl compatible and you must select the
‘Print’ option instead of the ‘Fast Print’ option. The ‘Print’ options formats
the form as an image and will work on any type of printer, including color,
inkjets, al in one, etc, however it isnot as fast as ‘ Fast Print’ which uses PCL
printing.
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$, 3-39, 3-48

0,331

100% Account, 3-45

1099 recipient check entry, 10-28
13 accounting periods, 3-27
401K, 10-5

Account, 4-14, 4-25, 4-28
account number, 3-14

account numbers, 3-28

Account Title Column, 3-38, 3-47
Account Types, 3-35, 3-45
accounting periods, 3-27

active employee, 10-16

active Vendor, 10-20

Address, 10-16, 10-20
Adjustments, 9-8

After The Fact Payroll, 10-6

as of, 3-42

audit trail, 4-17

backup, 7-3

Bank Account #, 9-6

Bank Account Balances, 9-5
Bank Account Record screen, 9-5
bank balance, 3-51, 9-6

Bank Balance, 9-3, 9-6

bank balances, 9-4

Bank Code, 9-6

Bank G/L #, 3-53

Bank Maintenance, 9-5

Bank Rec Rules, 9-2

Bank Statement, 9-11

Bank Statement Ending Date, 9-23
Bank Transaction Entry, 9-4, 9-7
Bank Transaction Listing, 9-19
Bank Transactions, 9-3

Batch Number, 4-11

batch of transactions, 4-16

BB, 9-6

beginning balance, 3-51, 9-6
Beginning Inventory, 3-31, 3-36, 3-46, 4-31
beginning/ending inventory, 3-42
benefits, 10-10

bonuses, 10-10

budget, 6-11

Budgets, 3-54

calendar month, 3-27

Chart of Accounts, 3-5, 3-14
Chart Of Accounts, 3-28

Chart of Accounts / Opening Balance Setup, 3-29

Check History, 10-16, 10-20

check number, 4-15, 4-26, 4-28
Checks, 9-8
Clear Account Balances, 8-3

Clear Bank Transactions, 9-4, 9-10, 9-11
Clear Budget Account Balances, 8-3

Clear History Balances, 8-3

Clear Opening Account Balances, 8-3

CMTH, 6-12

COA, 5-16, 10-7

COA List, 3-21

code checks, 4-1

combining columns, 6-13
company's earnings, 3-35
comparative statements, 3-54
contra account, 3-31

cost centers, 3-45
C-PERIOD, 6-12

creating a new journal, 3-53
credit balance, 10-10
current balance, 3-51, 9-6
current earnings, 7-4
Current Earnings, 3-15
current period, 7-2

current period counter, 4-23
D/C, 3-58

Date Sensitive, 4-14

date wrong, 4-14

Day Only, 4-14

debit balance, 10-10
deduction accounts, 10-17
deductions, 10-7

Defaults, 4-7

Delete All Employees, 8-3
Delete All Schedules, 8-3
Delete All Transactions, 8-3
Delete Transaction Code, 8-3
demographic information, 10-6
departmental, 3-12
Deposits, 9-8

Ditto Key F4, 4-16

DIv, 3-11

division, 6-15, 10-16, 10-20
Divisional Account, 3-40
Divisional Accounting, 3-10
divisional earnings, 3-35
dollar variance, 6-13
earning, 10-7

EIN, 10-8

employee entry, 10-25
employee ID, 10-24
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employee number, 10-15
Employees, delete, 8-3

Ending Inventory, 3-31, 3-36, 3-46
F4, ditto, 4-12

federal employer identification, 10-7
FICA, 3-15, 10-8

FICA exempt, 10-17

FICA tax exempt, 10-16

Financial Reports Name, 3-26
fiscal period one, 4-23

fiscal periods, 3-27

fiscal year, 3-27

Footnote Font, 6-5

FUTA, 10-11

G/L Acct re. bank account, 9-6
G/L balances, 8-7

G/L Transfer, 8-7

G/L Transfer Screen, 8-7

G/L Type, 3-36, 3-45

Genera Ledger, 5-6

General Ledger Type, 3-17
General LedgerTypes7 3-8, 3-31, 3-36, 3-46
GN, 3-18,5-17

gross earnings, 10-17

group total number, 3-21

Group Total Number, 3-36, 3-46, 5-17
Group Total Number worksheet, 5-16
Group Total Numbers, 3-18

Group Total Worksheet, 3-21

GT, 3-8, 3-42,4-31

Hash Totals, 4-16

Heading, 6-5

Heading Font, 6-5

Historical data, 3-55

historical files, 4-19

historical period balances, 3-54
History Maintenance, 3-54

How do I get going, 2-1

l,3-11

income taxes, 10-10

Inventory Beginning/Ending, 4-31
Inventory How To's, 4-31

Journal Setup, 3-52

Jrn, 3-53

Ledger Account Title, 3-35, 3-45
liability account, 10-10

Line Advance, 3-39, 3-49

math formulas, 6-13
Meals/Lodging, 10-10

Index - 2

Medicare, 10-8

Money Column, 3-38, 3-47
Multiple 100% Accounts, 3-45
Multiple Current Earnings, 3-35
Name, 3-53

net revenue, 3-45

new journal, 3-53

non-normal balance, 3-31
normal balance, 3-36, 3-45
Normal Balance, 3-36, 3-45, 4-15
one sided entry, 4-18

opening balance, 3-51, 9-6
Opening Balances, 3-29, 3-31
Organizing Checks, 4-1

Other Deductions, 10-10

other pay, 10-17

Other Pay, 10-10

out of balance, 4-14, 4-18
parentheses, 3-31

Payroll, 10-6

Payroll Closing, 10-7

Payroll entries, 10-24

Payroll Opening Balance Journal, 10-1
Payroll Taxes, 3-15

Pays, 10-17

pension, 10-16

pensions, 10-5

percentage variance, 6-13
period balances, 3-54

Posting Accounts, 3-17

Print Detail, 3-40

Print on Consolidated, 3-40, 3-49
Printers, 1-2

Purge, 9-17

purging, 9-3

Quarterly History, 10-16, 10-20
recipient ID, 10-24

recipient number, 10-19
Recipients, 10-1

Recurring Entries, 4-24

Ref, 3-58

repetitive transactions, 3-56
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