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Legal Notice

Amador Business Computers (ABC) has prepared tisimientation for use by ABC personnel,
customers, and prospective customers. The infeemabntained herein shall not be reproduced
in whole or in part without ABC’s prior written apgval.

ABC reserves the right to make changes in inforomatontained in this documentation without
prior notice, and the reader should in all casessald ABC to determine whether any such
changes have been made.

The terms and conditions governing the sales ofAti®Point® Software product and/or other
products and the licensing of said software corssiktly of those set forth in the written contracts
between ABC and its customers. No representatiastteer affirmation of fact contained in this
documentation including but not limited to statetsenegarding suitability for use or performance
of the functions described herein shall be deernddeta warranty by ABC for any purpose, or
give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidentiadirect, special or consequential damages
whatsoever (including but not limited to lost ptsfiarising out of or related to this documentation
or the information contained in it, even if ABC Hasen advised, knew or should have known of
the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Coenpu

© Copyright Amador Business Computers, 2009

Conventions Used in this Manual

The following are explanations of the notationsdugethis manual to describe an action:

* A keystroke on the keyboard is described usind'tti@nd “>" characters. For example, the
TAB key is displayed as “<TAB>". The function keydong the top of the keyboard are
described as “<F5>" for FUNCTION key 5. Combinatioof keys using the CTRL, SHIFT
or ALT keys are described using prefixes to the #&t must be pressed at the same time.
For example, pressing the SHIFT and FUNCTION 5 keyfisplayed as “SHIFT-<F5>".

e For instructions that describe following a menwdatre, the “>” character separates the
menu selections. For example, to get to the S8iaekus Inquiry screen from the top “AM”
menu, go to “6. Inquiries™> “1. Stock Status Inquiry”. You can also jump tgarticular
program or menu from the “SELECT:” prompt by emgrthe menu entry numbers. In the
Stock Status Inquiry screen example, you can éAM0601".

» Program names are described in all upper caseexamnple, the Stock Status Inquiry Screen
is displayed as “AMSTOCKINQ". To bypass the meruml go into this program directly,
enter the program name in upper-case at the “SELE@®mpt in any menu, and press the
<ENTER> key.

« Extra information that further explains a step oogedure is in italic characters, preceded by
a“TIP:". A“NOTE:" will precede an exception or warning

e Screen prints are included with the instructionsémonstrate what you can expect to see on
the screen at a particular step in a procedureaselnote that your screen will not be exactly
the same, and will be slightly different.

AutoPoint Evolution — General Ledger XX XXXX. XX 5
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OVERVIEW

The General Ledger system allows you to efficiehdndle the collection, management, and
reporting of accounting information. The systermisnu-driven, with each processing menu
serving as a checklist of the proper procedurdettollowed. Information may be directly
passed from other systems into General Ledgeirtorglte repetitive data entry.

This easy-to-use package will help monitor accaativity, prepare balance and income
statements quickly and accurately, generate usegpalrts whose content and format you defing
yourself, and retrieve information that can helgkengour business run more efficiently. Gener
Ledger also provides the validity checks, auddlis;iand the adherence to generally accepted
accounting principles needed to verify and mainth@integrity of your accounting records.

GENERAL LEDGER MENU

You are now ready to begin work in the General lezdiystem. Its menu is pictured below. To
begin, simply double-click your selection or erdaereference number and press <ENTER>.

u Main Menu - raZ2menu) H= B
Hot Menu  AutoPoint  Purchasing  File Maintenance Reports  Work Order Processing  Accounts Receivable  Accounts Pavable  General Ledger
D oPeini mad
AutoPoint. a amadoor
Lo FEvolution amadar busingss computers inc
Select: [eelc) ’.} Program Name: ﬂ Run Recently Run Programs 'ﬁ
[ AutoPoint 2 Enter and Edit Joumal Tranzactions
[+ Accounts Payable [OPTIOM] : Changs Curent Company D
= General Ledger (OPTIOM) Title: e
E| 1. - doumal Ertry Processing : Enter and Edit Cash Receipts
® 1 - Cnier ono Edit Joumal | ransachions % PostCashReceipts
- 2 - Print Journal Edit List : Part Mumber Exception Maintenance
: 3 - Post to Permanent Ledger Reference: ;‘_, Fun Manthly Cloze-Out Process
R Gl 2 Print Statements
3 - Financial Statements : .
4 - Standard Reports and Listings % Faintof Sale
+|- 5 - End of Period Processing Description: 2 Price Schedule Maintenance
-Y'earEnd Processing : Quatation Ertry

+- 7 - File Maintenance
B 8 - Installation and Set Up Procedures

Favorite Programs

@ Frint/Delete Spooled Reparts
@ Frint/Delete Spooled Reparts
g Customer Maintenance

E Cuztamer [nguin

g Supplier Branch b aintenance
E Sales Analpsiz Graphs

E Purchass Order Maintenance
£ Invoice Histary Fepart

E Branch Maintenance

m Stock Status Inquiry

fovR [ oM [jzsfzona [tz em [amD soo s

L

al
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JOURNAL ENTRY PROCESSING

OVERVIEW

The options in this section are used to enter,distl post the journal entries you use to reflect
activity in your accounts. The journal entries yaill be working with come fronAutopoint

transactions that have been automatically trarexddei the General Ledger. When selecting this
option you will see the following menu:

As indicated on the menu, the normal steps to goIrnal entries are as follows:

1. Enter and Edit Journal Transactions
Enter journal transactions

2. Print Journal Edit List
Print a listing of the entries you just made ahdgicessary, go back to step 1 to make any
corrections.

3. Post to Permanent Ledger
Post the entries to your permanent ledger. Ontleeipermanent ledger the entries cannot be
changed, but their effect may be adjusted withlagrgournal entry.

AutoPoint Evolution — General Ledger XX XXXX. XX 7
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ENTER AND EDIT JOURNAL TRANSACTIONS

This program is used to enter new journal transastinto the system, change any non-posted
transactions, or delete any non-posted transactWhen selectingEnter and Edit Journal
Transactions', the following screen is displayed:

0 GL Journal Transaction Entry and Edit - {g2ljrlmnt) E

Hot Menu

framador G © £ vl R

Transaction #: B Transaction Type: IG - GEN JRML 'I
Description: DEPRECIATION EXPENSE Transaction Date: I 143107
1 I?EHD-UUU jﬁccuunl Mot On File DEPRECIATION EXPENSE I 10000 Save
Seq Account Humber  Account Description Reference Debit Credit
Account Mot On File DEPRECIATION EXPENSE
2 7932000 Account Mat On File DEPRECIATION EXPENSE 100.00
Mew Detail | | Delete Detai Proof: 0.00 Transaction Totals: 100.00 100.00
|Er|ter Transaction Description | INS MU (2252009 5:39:35 pm 500

You notice that the screen is split into a top armbttom section. The top portion of the screer
displays the identifying information for each traogon and is the working area where
information will be entered. The bottom portiontieé screen is a "window" of the lines you
have entered for the transaction.

This allows you to see your entire transactionyedévelop much as you would if you were
writing it on paper. This makes it easy to locatd aorrect a problem when your entry does ng
balance at the end.

—

To exit out of this program, you must first cleayalisplayed record off the screen by pressing
<ESC> (see below). You may then press8>to return to the menu.

We will briefly discuss the meanings of the fieldswn on the screen and then, in separate
sections, discuss how to add, how to change, amdddelete a transaction:

TRANSACTION #

This is the unique record "key" for each transac{gee File Maintenancé' for a discussion of
"keys"). The system assigns this four-digit numiken you add the transaction by using the
"Next Journal Transaction” number kept in the Control Record.

AutoPoint Evolution — General Ledger XX XXXX. XX 8
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TRANSACTION TYPE

This is the two character code used to defineype of journal entry as set in your
"Transaction Type' file. By assigning this type to each transactyon may account for each
journal type as a subsidiary journal if you desire.

TRANSACTION DATE
This is the date of the transaction. It should iered inMMDDYY format with no separators.

DESCRIPTION

This is the description you enter to explain theppse of the transaction. It may contain up to
characters. The top of the screen shows the coheaders for the detail information you will
enter for each account number and its amount.

TO ADD A TRANSACTION

To begin adding a new transaction preENTER> at the transaction number field and the

system will enter the next number from the ConRetord. You may then select from the dropt

down list one of the two-character type codes pehwour Transaction Type' file. Then enter
the date of this transaction ilViMDDYY format without slashes or dashes, or you may pres
<ENTER> to use the current date. If you enter a dateishadt within the current period, the
system will warn you that the date is outside tineent period:

.
, lr) WARNING - Date not in current period,
-

When you pressENTER> to enter the date the system will insert slashesake it easier to
read. Now you may enter the description of the psegfor this entry.

After you have entered the description, the cuvabrstop at the detail sequence number field.
you need to change any of the four fields enterkck on the field and the cursor will position &
that field and allow you to re-enter it.

When the four fields are correct predSNTER> at the cursor will stop at sequence number tg
enter the first detail line for the transactiontéfrthe account number (first four digits, therethr
digits, <ENTER>) for the first distribution of the transaction. & kystem will check and make
sure that the account number has been set up mGlrart of Accounts and will display its
description. The description will default to whaasventered earlier, but can be changed at thi
point. You may then enter the amount for this aotan the Debit column otENTER> to
move to the Credit column. If you want to back amtprevious field in this detail line you may
pressSHIFT-<TAB>. To move between the parts of the account numbethe left or right
arrow keys.

[92)

If

—

!

)
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After entering the amount for a detail line, clwk the “Save” button or pres&¥2>. If you
made a mistake in the line, predsSC> to cancel the line, or click on the field to cganbefore
clicking on the “Save” button. If the line is cocteclick on the “Save” buttorand the line will
be moved to the window at the bottom of the scréée.detail entry line in the middle will then
show the next line number to be added. Continuengdtktail lines until the journal entry is
complete. If you add more than ten distributiohgntthe scroll-bar in the window can be used
view them all.

The following is a screen showing a sample transact

Q GL Journal Transaction Entry and Edit - +{g2ljrnlmnt)
Hat Menu

gramador @ & 2w lH R

Transaction #: | 27 Transaction Type: IG - GEM JRNL 'I
Description:  |TEST Transaction Date: | 2726703
2 |U231 Rulii] jGDDDS & SERVICES Tax TEST I 3250

Seq Account Number  Account Description Reference Debit Credit
1 0100000 Ca4SH - CIBC TEST 100.00 -

=]
Mew Detail | Delete Detail Proof: 100.00 Transaction Totals: 100.00 0.00
[<F1z= | ove [ WM Rjzefzons [loissisam [ [B00

When you have added the last detail line for astaation the PROOF" total shown at the
bottom of the window should shaWD0" to indicate that your debits and credits areatabce.
Press<F8>when the cursor is positioned at the sequence nufigie to indicate that all
distributions have been entered.

If the transaction is not in balance you shoulchdt@ detail lines to find the error and then
correct it as explained in the section below. Ifi y@ave more than ten distributions and need tg
scan for an error, then scroll through the detajisising the scroll-bar to the right of the
window.

When the transaction is complete and in balancenyayi press theF8> key to finish the entry.
This will enter the transaction in the transacfiteand clear the screen in preparation for
another transaction. If the transaction is notatabce you will not be allowed to finish the
transaction. The messageRROR - Transaction out of balance - OVERRIDE? will display:

Question... E

g/ ERROR - Transaction out of Balance, Do you want to OYERRIDE it #

Normally you should answeNb" for No and edit the entry until it is in balance.

AMADOR SOLUTIONS
AutolRoint Evolution — G/L
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If an abnormal situation causes the file corrupod an out-of-balance entry is necessary to
correct the ledger, the system manager with a ggdevel greater than 7 may override an out-
of-balance condition. If your security level foidlsystem is 7 or less then you will not be able
override and must change the transaction to patialance before you can exit.

TO CHANGE EXISTING TRANSACTIONS

To change a transaction you have already entereddbyposted, display it on the screen by

entering itsTransaction Number or use the function key options described in tloenpt on the
screen (these are discussed unéée'Maintenance'). You will then be able to view the detailg
of the transaction and make changes to it.

To change the identifying information in the fiflds you may click on the field to change
them. You may not change tfieansaction Number. When you are done editing a field, press
<ENTER> to apply the change. To edit a distribution, deiteftom the list in the bottom of the
window, and then made changes to the fields imtidelle of the window. Click on the “Save”
button to apply the changes. The edit detail ot discussed below:

“New Detail” — Click on this button to add a new detail liethe transaction. You will see the
same entry line as when you add a transactionsy$tem will assign the next line number.

“Delete Detail’ — Click on this button to delete the selectedhddine from the transaction.

Press<F8>when you are through making changes to this traisad his will clear the
transaction from the screen. If your changes caasealit of balance condition in the transactig
you will receive an error message. See the disoassider To Add A New Transaction’
concerning how to handle out of balance conditions.

When you have more than ten distributions in asaation, you may scroll through all the
distributions using the scroll bar to the rightloé window and clicking on the detail to select it

TO DELETE AN EXISTING TRANSACTION

To delete an entire transaction you have alreatBred but not posted, display it on the screer
by entering itsTransaction Number or use the function key options described in troargat
(these are discussed undeilé Maintenancé'’). Click on the delete record icon from the menu
bar at the top of the window, and the following gt will appear:

Question...

\?/ Do you want to DELETE this transac tion and ALL DISTRIBUTIONS?

Click on “Yes' to delete the transaction and its distributiastherwise click on No” to cancel
the deletion.

AutoPoint Evolution — General Ledger XX XXXX. XX 11
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PRINT JOURNAL EDIT LIST

This option will produce an edit list of all tram$i@n information you have
entered since you last posted to the Permanenteledbis listing should be used
to verify data before posting to the Permanent keedg

Purpose:

You may select to print all transaction types oe bsting, or you may print a listing for each
Journal Type Code This allows you to balance your journals sepdyatelesired. You may
also select a range of transaction numbers to pnirgach listing.

To print the list, select it from the menu and cd®an output (se&tandard Reports and
Listings” for a discussion of output options).

lp Journal Edit List - {g2ljrnllst) [_ O] =]
framador rgrun

Range Selection: Beginning Ending
Journal I Type Code:  |JEAIRRTE
Transacl tion Number: |0000 All 0ooa

| 4

You will then be asked to selecfaurnal Type Codeor <ENTER> to print all codes. If you
want to balance each type as a separate subsjdianal you may print this listing once for
each for each type. You must then enter the rahgaresaction numbers you want to print.
Normally you will<ENTER> for all transaction records, because you want tdyall of your
data entry work. Click on “Run” or pres&¥2> to run the report with the options you have
selected.

If you are interfacing other Accounting softwarekages into the General Ledger, this listing
will show any distributions that have been postedifthese systems since your last posting td
the permanent Ledger.

These distributions are assigned a transaction aumben posted into the Journal, and may b
edited if necessary before posting to the Permareaiger.

4
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If the system manager entered an out-of-balanaagbentry to correct a corrupt file, that entry
and the report would show BALANCE ERROR " message. Entries with dates outside the
current period will show anrOUTSIDE CURRENT PERIOD" message. Proofs for each entry
and for the report are shown, and a recap of theh@nge to each affected account is printed at

the end of the report.

AutoPoint Evolution — General Ledger XX XXXX. XX 13
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POST TO PERMANENT LEDGER

Purpose: This selection takes the journal entries you hantered and posts them to your
permanent accounting records.

Once a journal entry has been posted it cannoh&eged. This posting should only be

done after dournal Entry Edit List has been printed and checked. If any errors amdfon
the Edit List these should be corrected throughH'Hrder and Edit Journal Transactions"
option before posting. A list of the transactiom®e posted will be printed before posting to
ensure that you have checked your data entry.

To post to your Permanent Ledger, select this agtiam the Journal Entry Processing'
menu and choose an output option for the edintisisee Standard Reports and Listings).
The listing should be kept for a hard copy of yaark.

If there are transactions out of balance, the Yalg prompt will appear:

Click on “Yes'’ to override the warning, otherwise click oNd” to abort the posting and make
the necessary changes Hriter and Edit Journal Transactions’.

AutoPoint Evolution — General Ledger XX XXXX. XX 14
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ACCOUNT INQUIRY

Purpose:

i} General Ledger Account Inguiry -
Hat Menu

gamador & & 2 »w

The Account inquiry option allows you to quicklyllcap an account on the CRT,
calculate its current balance, and if desired shosted transactions for any

available range of dates.
This selection may be used for an on-line reviewhefhistory of an account.

To run the Account Inquiry select it from the meand the following screen will appear:

{g2laccting)

Trans.
Type MNumber Description
A/R DISTRIBUTION POST

Detail Starting D ate:

Detail Ending Date:

Valid Dates: 1/N/06 to

Account: |0120-000 j ACCOUNTS RECEIVABLE

CURRENT ASSETS

101 /0]

2 A4/R DISTRIEUTION POST
3431406 AR 3 A4/R DISTRIEUTION POST
4/30/06 AR 4 &/R DISTRIEUTION POST
53106 AR 5 &/R DISTRIEUTION POST
6+30/06 AR E A/R DISTRIBUTION POST
E/30/06 AR 7 A&4/R DISTRIEUTION POST
7431406 AR 8 A4/RDISTRIEUTION POST
5/31/06 AR 9 A&/R DISTRIEUTION POST
9/30/06 AR 10 &/RDISTRIBUTIOM POST

Transaction Totals: #

|Enter beginning of Detail Date range

I s [ [om Rjzefzone [1ziizerem [ BO0

Dpening Balance:

I 12/31/06  Closing Balance:

12/31/08 Select Year |

$640,283.59

$950,323.29

Dehit Credit
21.088.57
74,089.62

20.252.36
480295
B4.91532
1.267.37
12367222

71.719.05

33613 |
506, 264.41 $196.230.71

TO VIEW AN ACCOUNT

will appear:

Q Select an Account -

Display the account you want to review by entertagiccount number, or search for the accot
with the<F1>, <F2> and<F3>keys (described inFile Maintenance'’). You can also perform
a lookup by clicking on the?” button to the right of the account field, and tbbowing prompt

(azglpopup)
General Ledger Accounts

Search: I

Account Number
01 00-000
01 00-00d
01 00-002
01 01-000
0102-000
0110-000
0120-000
0121-000
0122-000

Hame

CASH -ESE

CASH -WwWSE

ROYAL BAMEK -VISA

BAMK OF MONTREAL - MASTERCARD
BAMK OF NOVA SCOTIA

ACCOUNTS RECEMABLE

GST RECEIVABLE

TRANSFER OUT - AMD

Mare Selections

Cancel |

nt
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Enter the search term to look through the accoantas and pres&&NTER> to bring up a list
of matches. Double-click on the account in thetbsselect it, or click on it once to highlight it
and click on the Ok” button.

Press ENTER> to accept the account number, and the cursor sntovihe Detail Starting
Date”.. The default values (the dates the system sug)gestthis range include all dates since
the last closed period, but you may use any datgeur current period. If you are keeping
Detail History (as specified in you€ontrol Record) you may also inquire for any range of
dates in your fiscal year. Use the scrollbar tortglet of the window to view all the transactions
for the date range selected.

To select a different fiscal year, click on tt&etect Year”button to get the following pop-up:

f} Select General Ledger Year

Select Fiscal Year

Ok | Cancel

Double-click on the fiscal year to select it, acklon it once to highlight it and then click oreth
“Ok” button. Enter an account number, as describegiegland then enter a date range within
the fiscal year selected.

The<F8>key ends the inquiry program and returns you tanhen menu.
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FINANCIAL STATEMENTS

Purpose: This section allows you to create standard findreta&tements and custom
supporting schedules, to edit both types of repartd to process and print these
reports.

When selecting this section you will see the follagvmenu:

i} Main Menu - {aZmenu) H= B
Hot Menu  AutoPoint  Purchasing  File Maintenance Reports  Work Order Processing  Accounts Receivable  Accounts Pavable  General Ledger
o

CdistoPoint ~ ggamador
Lo Evolution

omader buslness comaitens inc,

Select: @)Go :? Prograin Name: (j Run Recently Run Programs 'ﬁ

1 - Maintain Report Farmats
2 - List Repart Formats
H 3 - Maintain Sales Summary Report Description:
3 - Select Reparts to Print
‘o 4 - Run Selected Reports
#- 4 - Standard Reports and Listings
#- B - End of Period Processing
#- E-Year-End Processing
3
3

Part Mumber Exception Maintenance
Run Manthly Close-0ut Process

[ AutoPoint : Account Inguing
[ Accounts Payable [OPTIOM] : Post to Pemmanznt Ledger
= G:enelal Ledger[IEHON] Title: 2 Print Joumal Edit List
& 1 - Joumal Entry Processing -
2 - Account Inquing 2 Erter and Edit Jourmal Transactions
: Change Current Campany D
Reference: : Erter and Edit Cash Feceipts
GLO302 2 Post Cash Receipts
-
-
-
-
-+
-

Frint Statemerits

- 7 - File Maintenance

- & - Installation and Set Up Procedures Favorite Programs

@ Frint/Delete Spooled Reparts
E Frint/Delete Spooled Reparts
g Customer Maintenance

E Cuztamer [nguin

g Supplier Branch b aintenance
g Sales Analpsiz Graphs

m Purchass Order Maintenance
m Invoice History Report

27 Branch Maintenance

m Stock Status Inquiry

- - -

I I fovR [ oM [jzefzona [1z:3g:49 pm [a8D so0 s

To be able to actually print statements you must Gireate them andiaintain” or edit them.
Then you createSelections or combinations of reports to process. The It & to fun" the
reports or tell the system to process and printeéperts you have selected.
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CREATE A NEW REPORT

Purpose: This option is used to initially create standardhficial statements and special
supporting schedules. You must create your findustaiements through this
option before you can print them.

Standard formats for financial statements are piexvby the system, and may be used to easily
create standard statements that can then be ¢dliseat your needs. If you want to create a
completely custom report you may select and sogea of accounts and then "dress up" the
report as desired.

FINANCIAL STATEMENT FORMAT FILE BUILD (1

.
‘_1) This program is not done yet, Please use the text version or call support.

FINANCIAL STATEMENT FORMAT FILE BUILD (1) TIME 12:56 TERM 96

SCREEN #1 xx%xHERDER INFORMATION %x%x REPORT NUMBER
1. STRTEMENT TvPE 1

2. REPORT TITLE

<I>ncome Stmt, <Bralance Sheet, <S»uppt Sched, <F>=Source/Appl of Funds

DESCRIBING THE REPORT

The first screen you see after selecting this optimntains descriptivelfeéader’) information
about the report. Specify ti&tatement Typeyou want to create by enterinf'‘for an income
statement,B" for a balance sheetS™ for a supporting schedule, dF*for a source and
application of funds (modified cash flow) statemdriten enter a descriptive title of the report
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you are about to create. This title will not appeathe report, but is used to help identify the
report you want to select it to run. You may chatigse fields through thé&hter Change
Number"” function, or presENTER> to proceed to screen # 2. Make a note of Repbrt
Number" assigned by the system for future reference.t®eéollowing 'Hints and

Guidelines' section for a further discussion of report nunsber

SELECTING ACCOUNTS AND STANDARD STATEMENTS

FINANCIAL STATEMENT FORMAT FILE BUILD (1) TIME 12:56 TERM 96
SCREEN #2 %%%ACCOUNT SELECTION  %x% REPORT NUMBER 4
Please specify values of accounts to include:
BEGIN END
1. ACCOUNT |

2. PROFIT CENTER

<F1> FOR ALL  <FB8> END

Screen # 2 allows you to select ranges of accamdgrofit centres to include in the report. This
process is designed to gather all the needed atctuhelp speed statement building. First enter
the range of account codes you want selectedRar for "All " account codes). Then enter the
range of profit centres you want selected<{bi> for "All”). The system will then look through
the Chart of Accountsfile and select all the appropriate account numb&mmessage at the

bottom will tell you how many accounts fit in theenges you specified. You will then be asked|to
select another set of ranges - you may select alenagrges on one report if necessary. When yjou
have selected all the ranges needé®>to end the selection process.

If you selectedI™, "B", or "F" Statement Types you will be aske®d'you want to generate a
standard report?" After you have selected the accounts in Scre2nkhe system can use the
account ranges yapecified in youControl Record to create an acceptable standard report. |If
you answer Y" for Yes, astandard report of the type selected will be cekatdich may then
be edited (seeHints and Guidelines’). If you answer N" for No you will be allowed to sort
the accounts you selected in a third screen andeti# them to create a completely custom
report.
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If you choose to create a supporting sched#e Statement Typg you will not be asked about
standard reports. You may still select ranges obawts in Screen # 2 and sort them in Screen #
3, then you may edit the format as discussed bdfoyu want to create a special or small
report without selecting any ranges you &8> at Screen # 2 an<F8> at Screen # 3 without
making an entry and then use ®Be&olling Maintenancescreen to enter a report a line at a tine.
(A "Dummy Record for End of File" line will be displayed irScrolling Maintenance The
system uses this line to identify the end of theoreand will require you to enter any lines
above it.)

SORTING THE SELECTED ACCOUNTS

FINANCIAL STATEMENT FORMAT FILE BUILD (1) TIME 13:17 TERM 96
SCREEN #3 %%xREPORT SEQUENCING  %¥x REPORT NUMBER 4
Please enter the number of the appropriate field:
(Enter most important fields first)
SORT SEQ FIELD# FLD DESC
1.

2. -

ENTER <2> TO SORT REPORT BY PROFIT CENTER, OTHERWISE <F8:>
FIELD MEANINGS: 1 = ACCOUNT, 2 = PROFIT-CENTER

=

Screen # 3 allows you to sequence the accountbgweelselected. It asks you to select whethe
you want the accounts selected to be sorted byuatcmmber within profit centre, or strictly by
account number. Pres§&8>to sort by account number only, or ent2t &nd then<F8>to sort
by profit centre.
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EDITING THE CREATED REPORT

After you have selected and sorted your accoumtggperated a standard report), and editing
screen §crolling Maintenance) is displayed which allows you to "Dress up” yogport as
needed.

FINANCIAL STATEMENT FORMAT FILE BUILD (2) TIME 13:©9 TERM 96
REPORT NO: 4 TEST PRINT NORMAL
LINEH FRAMEWORK/ACCOUNT DESCRIPTION/HEADING DETAIL BAL

1. PAGE FEED

2. HEADING  POS:CENT INCOME STATEMENT

3. LINEFEED  NO:2

4. HEADING  POS:LEFT SALES

5. 0300-000 SALES - AMD Y C
b. ©300-001 SALES - ESB Y C
7. ©300-002 SALES - WSB Y C
8. 0301-000 SALES - LABOR-BRAKES & ROTOR Y C
g. 0301-002 SALES - LABOR-BRAKES & ROTORS Y C
10, ©302-000 SALES - LABOR-CYL BLOCK BORING Y C
11, 0302-002 SALES - LABOR-CYL BLOCK BORING Y C
12, ©303-000 SALES - TRANSFERS Y C
13. 0303-001 SALES - TRANSFERS ESB Y C
14. 0303-002 SALES - TRANSFERS WSB Y C
15. ©304-000 SALES - LABOR-ROD RESIZING Y C

<A>dd Account <C>hange line <D>elete line <P>age feed <L>ine feed

<H>eading <U>nderscore <T>otal <R>atio basis

<F1>=Restart <F2>=Scroll fwd <F3>=Scroll bkwd <F4>=Next page <FB8>=End

Enter maint function N What line ? __ (Enter # of next line to ADD)

174

The headers across the top and the line numbers thmaside are fixed displays. Displayed ar¢
the first fifteen accounts of the report you hakeated. APAGE FEED is automatically
inserted at the top of the report so it will begma new page. To scroll through the selected ahd
sorted accounts you may2>to scroll forward one linesF3> to scroll backward one line, and
<F1>to redisplay the beginning of the report. You ra#sp use<F4>to scroll through the
report that the line numbers remain as fixed refege while the lines themselves change.

To edit the report, enter the appropriate lettescfassed below) in the blankfter maint
function _". After you enter the letter for one of the mamance functions, you are asked to
specify a line number. If you ar€C>hanging oxD>eleting, enter the exact line number. For
the other functions you are adding lines to theesty so you should enter the line number of the
entry that will be immediately below the line yoie @dding. Space will automatically be made
for the new entry.

The available maintenance functions are:

<A>dd Account - to be used when you want to enter an accourdlneady in the report. First
enter the account number. You then must answBriat"Detail " question with a¥Y" if you
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want to print this account on the report or &li If you want this accounts balance summarized
in a Level 5 total (as discussed following iFotals”). In the last column enter ®" or "C" to
indicate whether this account balance is normatlglait or a credit.

<C>hange Line- to be used when you want to change an existiregdn the report. After
selecting the line number to be changed you wilhlii@ved to re-enter the line.

174

<D>elete Line- to be used when you want to delete an existmgdin the report. Select the ling¢
to be deleted and the system will aSkife you want to delete this record?Answer "Y" to
delete the line.

<P>age Feed to be used when you want the next line of therejo start a new page. A page
feed will be inserted after you specify the linemher.

<L>ine Feed- to be used when you want to leave a blank lin@ishe report. You may specify
1 to 9 lines with each line feed.

<H>eading- to be used when you want to put a centred ofusfified heading in your report.
After you select the line you must enter &ari If you want this heading to be positioned at the
left margin or a C" if you want it centred. You may enter a 30 ch&égadescription for each
heading used.

NOTE - any centred headings on a report that comeickctly after the page feed on the first
page and before any other lines will automaticallappear at the top of all the pages on the
report.

<U>nderscore- to be used to underline headings, columns of rusland totals. You may
specify either a single of double underscore, antay be placed in either columns 1, 2, or 3 of
the report.

<T>otal - to be used when a total is desired. You may $padiotal as being one of four levels
and a fifth level of totals serves as an Accoumh®ary. A Level 1 total is the most inclusive
total, a level 4 total is the least inclusive totadr example on an income statement, a level 4
total could total sales accounts and cost of satesunts, a Level 3 total could calculate gross
profit, and a Level 1 total could calculate netamz. Each total may be placed in column 1, 2,
or 3 of the report, a thirty character descriptiomppear on the report may be entered, and th
normal type of balance should be specified.

D

The following is a pictorial example of the way fhetal levels work:
Account 1 10
Account2 10

Level 4 Total 20

Account 3 10
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Account4 10
Level 4 Total 20
Level 3 Total 40

Account 5 10
Account6 10
Level 3 Total 20
Level 1 Total 60

As you can see, each level of total will total #ueounts above until a Total equally or more
inclusive is encountered.

A Level 5 Total orAccount Summaryis used when you do not want to print all accoamntshe
report, but rather want to summarize several sgowaus into one group lump sum. To prevent
an account from printing on the report, put &F for No in the column headdeRINT

DETAIL . Below any group of accounts to be summarizediraskevel 5 Total. Its description
will print on the report beside the total of thdsaccounts above it.

<R>atio Basis- used to define the beginning and end of a rahgeaunts whose total is to be
used as the denominator in calculating ratios erré¢iport. For example, if total sales are to be
used as the basis for ratios, you should ins8taé Ratio Basisjust before the first sales
account and aknd Ratio Basisjust after the last sales account.

When you have finished editing the report<&8> will rebuild the report with changes and thgn
return you to the menu.
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HINTS AND GUIDELINES

REPORT NUMBERING

When you create a report, the system assigns aemigmber to identify that report. It assigns
these numbers in sequence, with a different nunsexqcience for each tyfle B, S, F).
Therefore there will be a Report # 1 thaamsincome Statementa Report # 1 that isBalance
Sheet etc. Because of this feature it is easy to aaseaill related reports if you build them in
the following sequence:

Create all reports that are consolidated statementr all profit centres.

Create all reports for your first profit centre.

Create all reports for your second profit centre.

Continue to create all reports one profit centre at time for any remaining profit
centres.

PwpbdPE

The results of this sequence is that all the cadast@d reports will be Reports # 1's, all the
reports for the first profit centre will be Rep#r®'s, all the reports for the second profit centre
will be Report # 3's, and so on. This makes it égaggnsure that the reports you set up in a
Selection are the proper related reports.

USING THE SYSTEM-CREATED STANDARD REPORTS

The standard balance sheet and income statemeléhsystem can create from yd@iinart of
Accountsand from yourControl Record are complete reports that can be used without &an
by many businesses.

Q

To generate one of these standard statements poidsiio the following:

1. Enter the type and description in Screen # 1.

2. Select the accounts in Screen # 2 - <F1> for All @@unts and select a profit centre or
<F1> for “All” profit centres if this is a consolid ated report. <F8> out of Screen # 2.

3. Answer the standard report question with a "Y" for Yes.

4. When you see the Scrolling Maintenance screen youayrmake changes or <F8>.

5. You are done!

A common change you might make would be inRhi@t Detail column. The standard format
assumes you want to print every account on thertepgou want to summarize some of your
information (such as on a report to be given tobidek), you could change th¥™s to 'N™s for
some of the accounts and use a Level 5 total toribesthe summary amount.

You should consider the use of centred headingppear on all pages of the report (as
described in<H>eading" above). If you enter any centred heading(s) dfterinitial page feed
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and before any other type of line, the system awitomatically put the heading(s) on every pag
of the report.

If the page numbers on your report are not corraake sure that you have inserted page feed
where needed in the report. Even though the systaynautomatically skip to a new page whe
it prints the maximum number of lines on a pagenly increments the page number when a
page feed is used.

The standar&ource and Applications of Funds Statemergenerated by the system is both a
SAF report and a cash flow report. YMUST make one change to the report when you initia
create it or the results will not be accurate. $ytem cannot tell which of your accounts are
"contra-asset type accounts (such as Accumulated Depreciatishich should be left off the
statement. You must manually delete the lines erSik- statement that contain such contra-
asset accounts. If you do not delete these liresemort will treat such non-cash items as
description expense as sources of funds, whileeasame time also treating the change in
accumulated depreciation as a source of funds.

A manual adjustment must be made toSleirce and Application of Funds Statemenif you
sell an asset during the current period and claimeat period non-cash expense (depreciation
amortization) for that asset. The manual adjustroensists of the amount you debited from
accumulated non-cash expense because of the $abd, i a use of funds. For example, if you|
sold a piece of machinery that had $1000 in accataedldepreciation at the time of the sale,
your adjustment is the $1000 that you had to renfimra accumulated depreciation at the sam
time you removed the asset from your books. Aimenter this adjustment is provided on the
bottom of theSAF statement.
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MAINTAIN AND LIST REPORT FORMATS

This section allows you to make changes to repaishave already created and
to list the reports and the detailed formats thes. u

Purpose:

When choosing this section you receive the foll@g\soreen:

{gzlfsmnt) [E3

Hot Menu

gramador @ & 2w lH B

I 2
IEaIance Sheet X

=

Report Number:

Statement Type:

Report Title:

Profit Centre:

Creation Date:

I 3/03/06
IAMADDH

Save Edit Detail I
[ms [ oM zjzsjzoos [iEmszem | [poo

Dperator:

MAINTAIN REPORT FORMATS

Select this option to edit the report formats yawdncreated. You may make changes by using
the Scrolling Maintenancemethod described in the previous section, or usgpénnal method
for quick changes. Enténe report number and statement type of the stateyo& want to
change, okF1>until the one you want idisplayed.

To make changes to, click on the field in the wiwdbat you want to change. If you want to
change the detail items in the report itself, cickthe Edit Detail” button:

FINANCIAL STATEMENT FORMAT FILE BUILD (2

.
‘-1) This program is not done yet, Please use the text version or call support.

A question Maintain Detail Records For This report?* will be asked. You magENTER> to
answer Y" for Yes, or answerN" for No to select another report.

If you choose to maintain detail records you wéldiven a choice of the type of Maintenance
editing you want to do. Select either 1 or 2, mgder changes, and pres68>when you are
ready to record the changes and return to the menu.

The first option isScrolling Maintenance which is the same full screen editing procedwsre a
described in the preceding secti@réate a New Report. This option should be used for all
major changes, and may be used for all changeadWsntage is that you can actually view
several lines of the report at a time and bettetupe the changes to be made. A characteristic
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this method that you may prove inconvenient foranichanges so that the system must resort
and renumber the entire report when you are throogking changes.

The second option is a special editing methodldtatyou manually enter th&ey" of

individual lines on the report you want to editid bption does not use the full screen editor o
require a re-sequencing of the report. This metlwab require a greater understanding of how
the system handles reports, and you may choogméod or defer the use of this option. See the
following "Optional Discussion for a description of the use of this feature.

OPTIONAL DISCUSSION

The General Ledger system sequences or arrangiésdaben a report by assigning sequence
numbers to each line during the report creatiorcgss. These sequence numbers are used as
"keys' (as discussed irFile Maintenance') to the lines on the report. The sequence numbers
are invisible during the full scre@crolling Maintenanceprocess, but the system is assigning
them and keeping track of lines added and del&#gkn you exit out of th8crolling
Maintenanceprocess, the system must resort and reassign naridball lines of the report.

The second maintenance option we have includdukisystem is a method for accessing the
report lines to be changed through the use of Hegjuence numbekéys'. When accessed this
way there is no need for the system to reassigrbeusto the lines.

To use this method first obtain a listing of theéaileecord lines for the report through use of the
"List Report Formats" option discussed in the next section. This repalitshow you the
sequence numbassigned to each line of the report, as well asther information you see on
the Scrolling Maintenancescreen. Now select thdfanual Key Entry " option under
"Maintain Report Formats" and you will seghe following screen:
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MAINTAIN FINANCIAL STMT FORMATS TIME 13:47 TERM 96

REPORT NO: 1 BALANCE SHEET LAST SEG@# REFERENCED:
1. SEGUENCE NO

TYPE OF ENTRY -

CLARIFICATION -

COLUMN NUMBER -

ACCOUNT NUMBER
DESCRIPTION
OVERRIDE DESC ? -
TYPICAL BALANCE -

(ool N« R ) N N FL I g

% YOU SHOULD LEAVE GAPS BETWEEN SEQ#'S
ENTER FILE KEY, USE <F1> FOR APPROXIMATE SEARCH OR <F8> TO END PROGRAM

1. Sequence No:
This is the four-digit sequence key to each line.

2. Type of Entry:
This is the one character code that defines wipet o entry is on this line. The valid codes (as
prompted at the bottom) are:

A - for an account

H - for a header

U - for an underscore

P - for a pagefeed to skip a page
L - for a linefeed to skip a line

T - for a total

R - for a ratio

| - for a net income account

See the previouLreate a New Report discussion for further explanation of the types.

3. Clarification:
This is the one character code that further expltie type code. The valid codes for each typé
will be prompted at the bottom when you enter {ipet For example, if you specify an
underscore the valid clarification codes agefor a single line andD" for a double line.

\174

AutoPoint Evolution — General Ledger XX XXXX. XX 28



AMADOR SOLUTIONS

Q O m Q d O r AutoPoint Evolution — G/L

4. Column Number:
This is the column number on the report whereéhisy will appear.

5. Account Number:
This is the account number foA™ type codes. Other types have zeroes here.

6. Description:
This is a description of the type code or, for accaint, the description of the account.

7. Override Desc?:

This is a Yes or No question that allows you to aseistom description for an account on this
report or to use the normal description in the €CaBAccounts. If this field containsy™ for

Yes, the report will use the description in fieldMhich may be changed for this report. If this
field contains N" for No, the report will use the description cantl in theChart of Accounts.
This feature allows you to change an account detsani for this report without changing it
elsewhere.

8. Typical Balance:
This should contain &D" for accounts that normally have a debit balanaka'C" for accounts
that normally have a credit balance.

Enter the sequence number of the line you wisthémge, okF1>through the records until you
find it. You may therxC>hange, <D>elete, or <R>enamhe line. If you wish to enter a new
line in the report, enter a new sequence numberfahs between the two records where the ngw
line should appear.

LIST REPORT FORMATS

This option allows you to print or display the refpmrmats that you have created. This should
be used only to print the report formats - thisas the option for printing reports with dollar
amounts (seeRun SelectedReports") You may list only the header information for eaepaort
to obtain a list of all reports you have createdyau may list the detail lines of your reports
much as you see them on the edit screen.

Select this option from the menu and answeérfor Yes or 'N" for No to the question whether
you want to print header information only:

Financial Statements Format File Listing

\?/ Do you want to only lisk Header records 7

If you answer Yes, the report will show the reparimber, statement type, profit centre, creatign
date, operator, and title for all the reports yauéhcreated. If you say No, you will be allowed {o
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n

enter a range of report numbers and a range @nséatt types to process. The report will contg
both the header and the detail line formats foheaport selected.

After specifying the report(s) to process you Wil asked to choose an output option. Select dn
option (as discussed ilstandard Reports and Listing$) and the report will run. When
finished, the menu will be redisplayed.

MAINTAIN SALES SUMMARY REPORT

All file searches usingF1>, <F2>and<F3> are standard in this maintenance program. Refef to
the training manual for instructions on how to tlsese keys.

STEP 1 Select Menu Options:
* General Ledger
» Financial Statements
* Maintain and List Report Formats
* Maintain Sales Summary Report

U GL Supplementary Sales Summary Maintenance - {gZlssmnt)

Hot Menu

gomador @ & 2l vw ld R W B @

Report Number: I_T

Description: DEMDO OFERATING SLIMMARY Delete Repart |
I 1 IINVENTDHY 0300-000 0300-000 0350-000 0350000 Savel
Seq Description Sales Accounts Cost Accounts
1 INVENTORY
2 MISCCHARGES [0301-000 0301-000 0351-000 [0351-000
3 LaBOUR 0302-000 0302-000 0352-000 0352-000
4 THANSFERS [0303-000 0303-000 0353-000 [0353-000
(=1
|Enter Report Description | NS MUM [2726/2009 1:58:35 pm B00

STEP 2 The top part of the screen you see after selettiisgoption contains the report
number and a description of the report. The deSoriloes not print on the report; if
is there to help you identify the report. Enteepart number and take note of this
number because you will need it to select this neipoyour financial statements run.

TIP: Use report number 1 for your first report, 2 for your second, etc.

STEP 3 Enter a description that will help you identifyshieport (e.g. “Peter’'s Operating
Statement”.)

STEP 4 The next screen that appears contains the salesoahdccounts to be included on
the report. Each detail line of the report musabsigned a unique sequence number.
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We suggest you assign sequence numbers in incremoihd in case you want to add
a detail line between two existing detail lines.

STEP 5 You may now enter a description that will appeattendetail line of your report. Eg
Industrial Sales.

STEP 6 Enter the beginning General Ledger sales accournhi® detail line.

STEP 7 Enter the ending General Ledger sales accounhi®detail line.
Each line on the report may contain a range ossadeounts or a single account. If
you want only one sales account on this line pr&dSTER> when entering the

ending account number and the system will autoralffienter the ending account.

STEP 8 Enter the beginning General Ledger cost accoubétanalysed in conjunction with
the sales account(s) on this detail line.

—F

STEP 9 Entering the ending cost accoun®NTER> if it is the same as the beginning cos
account. Click on the “Save” button to add the lia the report.

STEP 10 When you are done entering accounts for this repoess the ESC>. This will
return you to the first screen where you may satugther report of presd#=8> again
to return to the menu.

EXECUTING THE SALES SUMMARY REPORT

STEP 1 Select Menu Options
* General Ledger
* Financial Statements
» Select Reports to Print

STEP 2 Use the<F1>approximate search key to determine the next aaikelection
number (i.e. if the last selection in the file igmber 4, use 5 to create a new
selection.)

STEP 3 Enter a description of the report. This descriptoanly used to help you identify the
report and does not appear on the report.

STEP 4 Check the box next to “Run this Report?” dependingvhether or not you want to
include this report in your run of financial statemts.

STEP 5 Select from the drop-down lisA"- Sales Analysis Repoit

STEP 6 Select from the drop down list the report numbet §fou setup in thBlaintain
Sales Summary Reporprogram.
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Hot Menu

fromador & & 2wl R

£} Financial Statement Selection Maintenance -

(gzlfssel)

Selection Number:

Description:
Statement Type:

Report Humber:

Column Type:

Paramerter 1:

Paramerter 2:

Report Heading:

Column Type:

Paramerter 1:

Paramerter 2:

Report Heading:

=

IA - Sales Analysis 'I

" Run This Report ?
[T Use Rounding ?
[T Print Ratios / % Variance ?

Corporate Tax Percentage: | 0.00

| 1-DEMO OPERATING SUMMARY =l
Column 1 Column 2 Column 3
Ib - Current Period j Ic -7TD Balance j Ie - LastYear's Current Period ﬂ

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance j

Ia - Beginning Balance

I current

Column 4

j I a- Beginning Balance

Ivear Ta Date

Column 5

j Ia - Beginning Balance j

LasT Year

Column &

Il - Last Year's YTD Balance

=

& |

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance

Ia - Beginning Balance

| Last Year

j I a- Beginning Balance

—

[KHYEL R EY

j Ia - Beginning Balance

—

Cash Flow Report Number:

Balance Sheet Report Numhel:l - Mot Applicable

j Print Budgets on Balance Sheet: INo ¥

I - Mot Applicable

j [¥ Print Comparatives on Balance Sheet ?

Save |

[ms [ [um z7izone [Fizadem | [0z

Question...

Yes

\?/ Ready to run all reports selected 7

STEP 7 Exit the program by pressirg-8> at selection number. The system will then ask y
"Ready to run all reports selecte@” enter 'Y" or "N".
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SETTING UP YOUR SYSTEM TO INCLUDE ESTIMATED INCOME TAX
ON YOUR FINANCIAL STATEMENTS

STEP 1 Select Menu Options:

* General Ledger

* Financial Statements

e Maintain and List Report Formats
» List Report Formats

Print a listing of your income statement and bedasheet formats.
STEP 2 Select Menu Options:

* General Ledger

* Financial Statements

* Maintain and List Report Formats
* Maintain Report Formats

Use the<F1>approximate search key to locate your income statém

{gzlfsmnt) [E3

Hot Menu

gamador G & 2 v ld B

Report Humber: I 1
Statement Type: Ilncome Statement oY

Report Title: INCOME STATEMEMT

Profit Centre: I
Creation Date: I 2420003
Operator: IAMADDH

Save Edit Detail |
[ms [ oM zzzizoos Bammoem | oz

1)

STEP 3 Click on the ‘Edit Detail” button to change this report and when asked uf ywant to
"Maintain detail records for this report?" enter 'Y" and select maintenance type
"2" for "Manual Key Entry ".

FINANCIAL STATEMENT FORMAT FILE BUILD {2 [ ]

-
\_ll) This pragram is not done yet, Please use the text version or call support.

STEP 4 Use your<F1>search key or manually scan the listing createsiap 1 to locate the
sequence number of your total level 1 (should kentt income line near the end of
the report).
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STEP 5 Calculate and enter a sequence number that wilbédveen the total level 1
sequence number and the next entry in the file.

TIP: 2 records must be entered between the total¥el 1 and the next record, so we
suggest you increment the total level 1 sequencember by 2 for each new record.

STEP 6 Enter an X" for the type of entry.
STEP 7 Pres<ENTER> to take the default column number.
STEP 8 Enter a description which will appear on the refgerg. “Estimated Income Tax".)

STEP 9 Enter 'D" for typical balance because income tax is comsilan expense on the
income statement.

STEP 10 Calculate and enter the next sequence number bygédo the last sequence
number referenced as shown on the screen.

STEP 11 Enter a T" for the type of entry.
STEP 12 Enter a 6" for clarification of the total level.
STEP 13 Pres<ENTER> to take the default column number.

STEP 14 Enter a description that will appear in the regerg. Net Income After Estimated
Tax.)

STEP 15 Enter 'C" for typical balance because net income is noyraltredit balance.

STEP 16 Press<F8>to return to the first screen and use¢fd > search key to locate your
balance sheet report.

STEP 17 Enter a C" to change this report and when asked if you wariMaintain detail
records for this report?" enter 'Y" and select maintenance tyg# for "Manual
Key Entry".

STEP 18 Use your<F1> search key or manually scan the listing createxdap 1 to find your
current liabilities on the balance sheet. Entezqusence number to create a new
record after the last current liabilities account.

STEP 19 Enter an X" for the type of entry.

STEP 20 Press<New Line>to take the default column.

AutoPoint Evolution — General Ledger XX XXXX. XX 34



AMADOR SOLUTIONS
AutolRoint Evolution — G/L

£3amador

STEP 21 Enter a description that will appear on the balastwet report (e.g. “Estimated Tax
Payable”.)

STEP 22 Enter 'C" for typical balance because income tax is alitgtmn the balance sheet.

STEP 23 Enter<F8> when positioned at sequence number to returnetdinst screen and
press<F8>again to return to the menu.

STEP 24 Select Menu Options:

* General Ledger
* Financial Statements
» Select Reports to Print

STEP 25 Using your<F1>search key to locate your income statement.

STEP 26 Change the “Corporate Tax Percentage” field andréht corporate tax rate you
expect to be paying, as a percentage (e.g. 17.00).

i} Financial Statement Selection Maintenance - [g2lfssel}
Hat Menu

gomador @ & 2 v ld 8
Selection Number: |_1

Description:

¥ Run This Report ?
[” Use Rounding ?
™ Print Ratios / % Yariance ?

CONSOLIDA 1IN
Statement Type: Ilncome Statement 'I

Corporate Tax Percentage: [17.00

Report Number: | 1-INCOME STATEMENT |
Column 1 Column 2 Column 3
Column Type: Ib - Current Period j Ic -YTD Balance j Ie - Last Vear's Current Period ﬂ

Paramerter 1:

Paramerter 2:

Report Heading:

Column Type:

Paramerter 1:

Paramerter 2:

Report Heading:

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance j

Ia - Beginning Balance

I THIS PERIOD

Column 4

j I a- Beginning Balance

IYEAR TO DATE

Column 5

j Ia - Beginning Balance j

THIS PERIOD

Column &

Ih - Current Period Budget

j Ig - nnual Budget

H |

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance

Ia - Beginning Balance

| BUDGET

j I a- Beginning Balance

—

Lelel Lo

j Ia - Beginning Balance

—

Cash Flow Report Number:

Balance Sheet Report Numbel:l 1-BALAMCE SHEET

j Print Budgets on Balance Sheel: INU =

I - Mot Applicable

j [” Print Comparatives on Balance Sheet ?

Save |

[ms [ [ jz7fzoe [zeesaem | [z

values.

TIP: If you are not calculating estimated income ta on your financial statements,
enter a zero for the corporate tax rate because thifield may contain unknown
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Hat Menu

gromador @ & 2w | @

i} Financial Statement Selection Maintenance -

SELECT REPORTS TO PRINT

[g2ifssel)

This option is the process of choosing which ofdreated reports you want to run and
specifying what information you want to see onriggort. When selected from the menu you
will see the following window:

Selection Humber:

Description:

Statement Type:

I_.I

CONSOLIDATED RUM

Ilncume Statement 'I

[¥ Run This Report ?

[~ Use Rounding ?

[~ Print Ratios / % Variance ?

Corporate Tax Percentage: [17.00

Report Number: | 1-INCOME STATEMENT =l

Column 1 Column 2 Column 3
Column Type: Ih - Current Period j Ic -%¥TD Balance j Ie - Last ¥ear's Current Period j
Paramerter 1: Ia - Beginning Balance j Ia - Beqinning Balance j Ia - Beginning Balance j
Paramerter 2: Ia - Beginning Balance j Ia - Beginning Balance j Ia - Beginning Balance j
Report Heading: I THIS PERIOD IYEAR TO DATE THIS PERIOD

Column 4 Column 5 Column &
Column Type: Ih - Current Period Budaget j Ig - Annual Budget j I j
Paramerter 1: Ia - Beginning Balance j Ia - Beginning Balance j Ia - Beginning Balance j
Paramerter 2: Ia - Beginning Balance j Ia - Beginning Balance j Ia - Beginning Balance j

Report Heading:

I BUDGET

Balance Sheet Report Numhel:l 1-BALAMCE SHEET

B

j Print Budgets on Balance Sheet: INn it

j [ Print Comparalives on Balance Sheet ?

Cash Flow Report Number: I - Mot &pplicable

Save |

[ms [ [uom jezreone [zeemaem | [z

The purpose of this screen is to set up one or figekections, each of which is a combination
of one or more reports. The fields “Selection Nurfig®escription” and “Run this Report?”
pertain to the Selections as a whole, while theaiaing fields define the reports associated wi
this Selection, you may access an existing Selettyoentering its number or by using the
normal file search function keyd=1>, <F2> and<F3>as described inFile Maintenance'.

SELECTION NUMBER
Enter a number of up to two digits for this selectiThis number will serve as the key for the
selection.

DESCRIPTION
Enter a description (up to 30 characters that iflesthe general purpose for this Selection. F¢
example, a Selection containing combined statenfentl profit centres could be nameall"
ConsolidatedStatements$ or "All Profit Centres™.
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RUN THIS REPORT?

Check this box if you want this Selection processbédn the Run Selected Reportsoption is
run. When you actually choose teuin Selected Reportsthe system looks at each Selection o
see if this field has been checked. If it does réports described in the Selection are processéd.
If you leave the box unchecked, no reports in 8akection will not be processed.

INCOME STATEMENT or SUPPORTING SCHEDULE

Select Tncome Statement if this Selection is to include an Income Statem&elect
"Supporting Schedulé if this Selection is to include a Supporting Sghke. You may not have
both types in the same selection.

REPORT NUMBER
Select the report number for the type you seleatexve. The system will confirm that such a
report number exists and will display its name.

PRINT RATIOS / % VARIANCE?

Check this box if you want to calculate ratios be income statement. You must have entereg
Start and End Ratio lines on the report for thegdee to work. If you define a variance (the
difference between two numbers) a percent willddewated instead of a ratio (i. e. A minus B|=
Variance, Variance divided by B = percent). Ledvs box is unchecked if you do not want
ratios or variance percents on the report.

COLUMNS OF INFORMATION

These fields are used to define what informatiaio ise shown for the accounts and totals
included on the report. If you checked the box nexPrint Ratios / % Variance”, you will be
able to specify up to four columns of informatianoe shown on the report, which allows for
room to print the ratios. If you left this box urdiked, you will be able to specify up to six
columns of information. The fields for each coludigplays the following column types:

a = BEGINNING BALANCE (beginning balance for the period)

b = CURRENT BALANCE (activity for the period)

c = YTD BALANCE (balance for the year-to-date)

d = LAST YEAR’'S BEGINNING BALANCE (beginning balance for the period for same
period last year)

e = LAST YEAR’'S CURRENT PERIOD (period balance for the same period last year)
f = LAST YEAR'S YTD BALANCE (year-to-date balance for the same period lasf)year
g = ANNUAL BUDGET (total annual budget)

h = CURRENT PERIOD BUDGET (budget for the current period)

i = YTD BUDGET (budget for the year-to-date)

] = VARIANCE (difference between two of the previous options)

k = PERCENTAGE (one option amount divided by another option ampunt

Select from the drop-down list the letter of theiap you want in each column. Two lines of
default header information will be displayed, adiynay presSENTER> at each line to
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accept the default header or you may enter yourloader (maximum of 13 characters per
line).

If you enter j" for aVARIANCE , you must specify which two amounts are to be cmexb
through the format "a - b" where A and B are ang bption letters. You may use option letters
not printed on the report so that you can showrenee without showing the columns being
compared.

If you enter K" for aPERCENTAGE, you must specify the divisor and the dividendtfa
calculation through the format "a / b" where A d@dre any two option letters. You may use
option letters not printed on the report so that gan show a percentage without showing the
amounts used in the calculation.

BALANCE SHEET REPORT NUMBER

If you specified an Income Statement report typevabyou may enter the number of a
corresponding balance sheet in this field. If yairtbt specify to run an income statement you
may not process a balance sheet since it mustthaappropriate net income figure. You may
select “Not Applicable’in this field if you do not want a balance sheet.

PRINT COMPARATIVES ON BALANCE SHEET?
If you specified a balance sheet report number alyou must check this box if you want
comparatives on the balance sheet or leave it wkeldf you do not want comparatives.

CASH FLOW REPORT NUMBER

Enter the number of the appropriate Cash Flow st if you want to print one. You must
have specified anirficome Statement type report above, since the Cash Flow repontireg a
net income figure. You may select “Not ApplicalbEjou do not want a Cash Flow statement,

PRINT BUDGETS ON BALANCE SHEET?

Select “Yes” if you wish to include this year’s lged numbers on the balance sheet. Select
“Last Year” if you wish to use last year’'s budgetmbers. Select “No” if you do not wish to
include budget numbers.

After the information in these fields is corredick on the ‘Sav€ buttonat the bottom. If you
have specified reports in this selection with digf& profit centres, the system will beep and gi
you an explanatory error message. You must enpartraumbers that correspond to the same
profit centres, the system will beep and give yowesgplanatory error message. You must ente
report numbers that correspond to the same pratitre before you will be allowed to exit from
the Selection.

-
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RUN SELECTED REPORTS

This selection simply takes the reports selectedaland processes them for a specified period.
After choosing Run Selected Reportsyou must specify one of three output optionsddssed
in "Standard Reports and Listings').

You will then be asked if you want accounts printieat have zero balances as of the period
processed.

Run Financial Statements {build)

zj Do you want ko print zero balance accounts?

e | [

This allows you to suppress meaningless accoudessifed by clicking on “No”. However,
clicking on “Yes” to this question allows you toira created report to see how it looks even
you don't have balances for all the accounts yout wa the report.

—h

After answering this question you will be askeetder the range of dates to process. These
dates would normally be a standard accounting gexsoset up in your Accounting Periods file
(such as 1/01/09 to 1/31/09), but you can use atrages of dates (such as 3/01/09 to 3/15/09).
You can pressENTER> without making an entry to default to the periotiedaor the last
closed out period. Enter the beginning date anetiieng date for the period to be shown on the
reports. The dates entered here must be withioufrent fiscal year, and if you are not keepin$
history the dates must be standard beginning angrgkriod dates for any closed out periods.

lp Run Financial Statements (build}) - (g2Ifsrun) [_ O] =]

framador rgrun

Range Selection: Beginning Ending

Period Dates: | 01/01/09 101409

|Enter & Date 5

The period of dates entered will be shown as theenuperiod of the report. If you entered a
range of dates that is not a standard accountingdyeany budgets or comparatives shown will
be estimated and prorated based on a 30-day month.
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After you confirm that the dates entered are coy@ick on the “Run” icon or press <F12>, and
the statements will process. After printing is céetg the display will return to the menu.
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STANDARD REPORTS AND LISTINGS

Purpose: The options in this section are the standard regortl file listings available from
General Ledger.

When selecting this option you will see the follagimenu:

Q Main Menu - (a2menu) =]
Hot Menu  AutoPeint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable  Accounts Payable  General Ledger
W oroint mad
AutoPoint - ﬁ amQaor
FEvolution amader busingss compueers inc
Select: @C)Gn } Program Name: ﬂ Fun Recently Run Programs 'ﬁ
AutoPaint : Run Selected Reports
- Accounts Payable [OPTION) 2 Select Reparts to Print
=) General Ledger [OPTIOMN) ] Title: :: Paint of Sale
- 1 - Joumnal Entry Processing
- 2 - Account Inguity :_’, I aintain Fieport Formats
B 3 - Financial Statements : List Fieport Formats
IS8 4 - Standard Reports and Listings Reference: 2 MASTERStock Line Setups
1 -Print & Trial B alance e E
2 - Piint An Account Workshest GLod : AulUSlUCE ey liemdddiions
i+ 3 - Print History (Posted) Transactions + Create Frice Updale from AutoStock
4« Piint The Chart of Accourts Description: 2 Enter Edit Price Updates
i B - Print Recuring Journal Entries 2 Delete Price Update File
-
E - Print Transaction Types
7 - Piirt Contral Record Information
i B - Print Posted Journal Entry History

I+ 5 - End of Period Processing
E - VearEnd Processing
7 - File Maintenance
8 - Inztallation and Set Up Procedures

Favorite Programs

-
-

g Print/Delete Spooled Reparts
m Frint/Delete Spooled Reparts
ia Custorner Maintenance

ia Customer |nguiry

ia Supplier Branch Maintenance
g Sales Analvsiz Graphs

@ Purchass Order Maintenance
@ Invoice History Report

@ Branch Maintenance

@ Stock Status Ingquing

fovR [ [wom [rzzreone [ai3mEsem a0 oz g

ABOUT REPORTS AND LISTINGS

The first three selections are reports that arggded to provide useful management informatign.
The remaining selections are listings of the res@mhtained in the core of permanent files of
the system. Some of these reports are also aclegwibugh other sections in the General
Ledger menu structure.

12

All report and listing programs are designed torafgeconsistently for all Software. This mean
that once you learn the process of running onertgpo can know that every other report you
might run will function in a similar manner. Thiaavs you to concentrate on the information

the system can give you rather than on the operafithe system itself.

When selecting a report or listing option by doutlieking on it's menu entry, the first screen
will ask you to select the output option you wartte Software allows you to specify whether
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you want to print to your main system printer, $pdol" or print to a file on your disk, to print tg
an alternate printer, to display the report on ygareen, or to choose some combination of
display and print.

Printer: [

Spool File: DEMO3R33
| Opti
@ Mone

" Display

¢ Queue Frequency: |Ornce 'I Start Date: |03/02/09

Print | Spuoll QisplayDnIyl Eamcell

If you want to exit out of a report selection witha@unning it, simply press the=8> or click on
the “Cancel” button to return to the menu.

For a few reports and registers where a printe¢ pssential, only the first three options will
be displayed.

PRINT

Select this option to have the report printed oarywinter. Unless you have more than one
printer attached to your computer this will be tleemal and most direct way for you to print a
report. Select the printer from the drop-downaistl then click on the “Print” button.

SPOOL
This option allows you to store an image of theorepn your disk so that it can be printed latef
on paper. You should use this option when you cauase your printer but want to save a repoit
or when you want to print multiple copies of a repdClick on the “Spool” button and a file will
be created with the displayed Spool File name.

DISPLAY ONLY

This option allows you to display the report ditp@n your screen rather than printing it. You
would normally use this option when you want toiegva report for a certain piece of
information, but do not need a printed copy. Wheu gelect this option you will see the
following screen:
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i} Display Mode [_[O] <]
TREIALDL BLLANCE DATE- 3/02/09 17:20:52 AMADOR PABE 0001 ﬂ
FOR PERIOD:  1/01/07 10 1/31/07
ACCOUNT NUMBER ACCOUNT DESCRIPTION BEGINNING BALANCE DEEITS CREDITS ENDING BATANCE
DLTE  TIYPE 0. DESCRIFTION
0100-000 CASH - CIBC 3,333,139.96 3,333,139.96
0100-001 CASH - ESE 250,975.95 250,975,95
0100-002 CASH - WIE 101,361.87 101,361.87
0101-000 ROTAL BANK - VIS& .00 oo
0102-000 BANK OF MONTREAT - MASTERCARD .00 .0
0110-000 BANE OF NOVA SCOTIA 34,045.00 34,045, 00
01z20-000 ACCOUNTS RECEIVAELE 450,323,129 Q50,323,129
0121-000 55T RECEIVABLE 7,755.14 7,755.14
01zz-oon TRANSFER OUT - AMD .00 oo
0122-001 TRANSFER OUT - E3SB .00 ]
0122-002 TRANSFER OUT - WSEB .00 ] =
<- Previous Page | Mest Page -» | Home |ﬂ| Go To |mﬂ| File: lw Page:lm of IT ﬂl ﬂl

Click on the “Previous Page” and “Next Page” bustém change the page of the report
displayed. Used the scroll bar on the right tawibe entire page. Click on “Home” to return to
the top of the first page and click on “End” totgathe bottom of the last page. Click on “Go
To” to jump to a particular page number.

Click on the “Find” button to enter a search temd &lick on “OK™;

Find: |F\LTEF|I

Dk Cancel

The display will jump to the page where the texthaf report matches the search term, otherw|se
the display will stay on the current page if thare no matches.

ADDITIONAL OPTIONS

To print the report to the selected printer angldig it on your screen, select “Display” under
“Additional Options”. To schedule the report torunattended after backup, select “Queued”
(NOTE: queuing reports is not available for allodp, and so may not be available to select.)

Once you have specified the output option you wauaist reports allow you to indicate more
specifically what information you want on the rejpéior example, when printing@hart of
Accounts Listing you will be asked to specify a range of accouras ylou want on the report.
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Whenever you are asked for a range of recordsctade you may pressENTER> when the
cursor is positioned at the starting or beginnietglfto select ALL " the records in question.
Otherwise you should enter the beginning and engingrds for the range you want included gn
the report.

When you have entered all the specifications fi@pert you can press <F12> or click on the
“Run” icon to run the report. When the report fimes processing it will automatically return yo
to the main menu screen.

—_

AutoPoint Evolution — General Ledger XX XXXX. XX 44



£3amador

PRINT A TRIAL BALANCE

Purpose: The trial balance is the report normally used toene and check the activity for
ranges of accounts during the current period.dinghthe beginning balance, debits,
credits, and ending balance for each account orefbat. The debits and credits ma
be shown in detail or totalled for the period.

When selecting this report from the menu, the steshdutput options will be displayed. After
selecting an option, you will see the followingesen:

[[=] E3

U Trial Balance -

framador rgrun

Range Selection: Beginning

{g2ltrialbal)

Ending

Format: & Deigfed

Profit Center to Print: IW All
GL Account: I

7 Summan 1

Al

|Select a Report Format

FORMAT
Select “Detailed” if you want to show each indivadaebit or credit posted to each account.
Select “Summary” if you want to show only the tatékhe debits and credits to each account.

PROFIT CENTER TO PRINT
Enter the number of the profit centre you waniidude on the report, or presENTER> to
include ALL profit centres in the report.

GL ACCOUNT

Enter the range of account numbers you want tadecbn the report, or presENTER> to
include all the accounts for the profit centre(@) pelected in 2 above. If you selected one prof
centre, you will enter the 4 digit account numirethe range fields and the profit centre will
automatically be inserted. If you selected ALL (wWet<ENTER>) profit centres are not
selecting ALL accounts, it is a good practice te a€000 profit centre for the beginning accour
in the range and a 999 profit centre for the endiogpunt in the range.

NOTE - As explained in the "End of Period Processig" section the trial balance for a
period must be run before you run the "Update Summay File" selection at the end of the
period.
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PRINT AN ACCOUNT WORKSHEET

Purpose: The Account Worksheet is designed for use as ashesdt to help you make closing
period adjusting entries.

It shows you th&nding Balancesfor a range of accounts for a specified period egdiate, and
provides blanks to enter adjustments may then texemhthroughJournal Entry Processingd'.

To print the Account Worksheet select it from therma, enter the period ending date, enter a
profit centre number (6rENTER> for ALL ) and enter the range of accounts{BNTER> for
all accounts).

ip Account Worksheet - {g2lwrksheet) [_ O] =]

fyamador g run

Oz/2a/07

oo Al
fl Al

Click on the “Run” icon or press <F12>, and setbetdesired output option.

A grand total of th&nding Balancesfor the accounts selected will be printed at the: @inthe
report.
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PRINT HISTORY OR POSTED TRANSACTIONS

Purpose: This report allows you to analyse detail informoatabout the transactions that have
been posted to yolrermanent Ledger If you are not maintaining detail history (as
specified in youControl Record) you will only be able to retrieve information alto
transactions entered since the last closed outgberi

If you are maintaining detail history, you will laéle to access any transactions entered since|the
beginning of your fiscal year. The report can ruradety of ways and includes beginning and
ending balances for the date ranges selected.

To run the report, select it from the menu. Yoel txen prompted to use the current or previous

fiscal year(s).

Transaction History List

\?/ Processing Dates: 1/01/07 to 12{31/07. Do you want & Previous Year 7

Yes | ) I Cancel |

Click on “No” to use the current year or click o¥i€'s’ to select a previous year on file. After
selecting the year, the following report rangesdein displays:

h Transaction History List - {g2lhistlist)

framador rgrun

Range Selection: Beginning Ending

[omm
Sort By & Range: I'I - Tranzaction Type j
Transaction Type: l_ All
GL Account: I Al I

=}
=
a

Profit Center: (000 Al

Enter & Date (MM/DD;) A

DATE
Enter a date range to list transactions dated mvitiat range. The dates default to the fiscal ygar

beginning and ending dates.
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SORT BY & RANGE
You will then be able to select one of three seqastior the report:

1. Report by Transaction Type
2. Report by Account Number
3. Report by Profit Centre

The Report by Transaction Typewill let you to specify a range of types The rdpor
will print all transactions during the date range éach type selected and will be
sequenced by type.

The Report by Account Numberwill let you to specify a range of account numbers.
The report will print all transactions during thatel range for each account selected angl
will be sequenced by account number.

The Report by Profit Centre will let you to specify will ask you to specify ange of
profit centres, and a range of account numbers.r@pert will print all transactions

during the date range for each account selecteavdhioe sequenced by account number
within each profit centre.

Click on the “Run” icon or press <F12>, and setbetdesired output option.
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PRINT THE CHART OF ACCOUNTS

Purpose: This listing is actually four different reportsathallow you to print out various levels
of detail for the information maintained in the aagnt file. It may be used at set-up
time as an edit listing for building the chart ataunts and entering budgets and
comparatives (if used). It also may be printedmgttame for an up-to-date listing of
your Chart of Accounts.

To run the listing, select it from the menu:

b Chart OF Accounts List - {g2laccthist) [_ O] =]

framador rgrun

Range Selection: Beginning Ending

™ 1i No Options, do pou want to print Main Accounts only ?

Period Dptions: I'I - Print &mounts for the last period closed only j

GL Account: I Al

REPORT OPTIONS
You will then have the option of printing one oétfollowing four reports; choose the report
with the information you need.

1. No Options -Print Account Number, Description, and Type.

2. Print Account Balances -Print Account Number, Description, Type, and Batanc

3. Print Account Balances and Budgets Print Account Number, Description, Type,
Balance, and Budgets.

4. Print Account Balances, Budgets and Comparatives Print Account Number,
Description, Type, Balance, Budgets, and Compaestiv

Check the box next to “If No Options, do you wamptint Main Accounts only?” if you do not
wish to list sub-accounts on the first report.

AutoPoint Evolution — General Ledger XX XXXX. XX 49



£3amador

AMADOR SOLUTIONS
AutolRoint Evolution — G/L

PERIOD OPTIONS
Select the period option to print account balarioeslosed/open periods:

1. Print Amounts for the last period closed only.

2. Print Amounts for all closed periods.
3. Print Amounts to all periods.

accounts to list, or you magENTER> through the beginning account number field todist
accounts in your file.

Click on the “Run” icon or press <F12>, and setbetdesired output option.

After selecting your report and period options akoxou will then be allowed to enter a range
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PRINT RECURRING JOURNAL ENTRIES

Purpose: The listing prints out the repetitive journal ee$ you have entered in your Recurring
Transaction File.

Select the listing from the menu, and you will #eefollowing window:

‘”l Recurring Trx Edit List -

framador g run

Range Selection: Beginning Ending

Transac tion Number: [[E] a1 0000

| v

TRANSACTION NUMBER
Enter the range dfransaction Numbersto print (or pressENTER> for ALL ).

Click on the “Run” icon or press <F12>, and setbetdesired output option.
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PRINT TRANSACTION TYPES

Purpose: The listing is a simple report of the typesairnal transactions set up in your
Transaction Type File. The report will list a rargeypes or all types and their
descriptions.

To run the listing select it from the menu, andftlilowing window will display:

‘;:p Transaction Type File List - {gZltypelst)

framador g run

Range Selection: Beginning Ending

Transaction Type: | Al

| Y

TRANSACTION TYPE
Enter the range of types to print (EENTER> for ALL ).

Click on the “Run” icon or press <F12>, and setbetdesired output option.

AutoPoint Evolution — General Ledger XX XXXX. XX 52



AMADOR SOLUTIONS

Q Q m Q d O r AutoPoint Evolution — G/L

PRINT CONTROL RECORD INFORMATION

Purpose: This report prints out the information containedheControl Record, including the
accounting periods.

For an explanation of this information see theisaciSet Up the Control Record under
"Installation and Set Up Procedures.

To print the listing, select it from the menu ahdr select an output option.
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PRINT POSTED JOURNAL ENTRY HISTORY

Purpose: This report allows you to analyse detail informoatabout the journal entries that
have been posted to yoBermanent Ledger If you are not maintaining detail
history (as specified in yo@ontrol Record) you will only be able to retrieve
information about transactions entered since toiedlased out period.

If you are maintaining detail history, you will laéle to access any transactions entered since|the
beginning of your fiscal year. The report can ruragety of ways and includes the distribution
details for the posted journal entries.

To run the report, select it from the menu. Yoe txen prompted to use the current or previous

fiscal year(s).

Transaction History List m

:.:/ Processing Dates: 1/01/07 to 12/31/07. Do vou want a Previous Year 7

Cancel |

Click on “No” to use the current year or click oYié€'s’ to select a previous year on file. After
selecting the year, the following report rangesdain displays:

b G/L Journal Entry History Repork - {gZljrnlrpt)

framador [rgrun

Range Selection: Beginning Ending

Date: Im IW
Sort By & Range: |1 - Tranzaction Type j
Transaction Type: l— All l—
Journal Number: |0000 All 0000

Enter a Date (MM{DD)YY) A

DATE
Enter a beginning and ending date to select jowentiles dated within that range.

SORT BY & RANGE
Select “1. Transaction Type” to sort the reporutessby the journal entries’ transaction type or
select “2. Journal Number” to sort the resultshmy journal entries’ transaction number.
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TRANSACTION TYPE
Enter a range of transaction types or press <ENT#©Recept all transaction types.

JOURNAL NUMBER
Enter a range of journal numbers or press <ENTERactept all journal numbers.

Click on the “Run” icon or press <F12>, and setbetdesired output option.
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END OF PERIOD PROCESSING

Purpose: The options in this section pertain to the stepssfwould go through in the normal
closing out of a period. An example sequence ottaps in a period close-out wouldl
be as follows:

Select Recurring Journal Entries that should be proessed this period.

Edit and post all journal entries into the Permanen Ledger.

Print a detailed Trial Balance and, if necessary, mAccount Worksheet. Check for

accuracy and enter, edit, and post any adjusting enes necessary. If additional

entries are made, reprint your detailed Trial Balarce.

4. Once you are sure all transactions for the month a posted, run the Update
Summary File process.

5. Run your Financial Statements.

6. Change your Current Period.

wN e

This is the process of reviewing the Recurring Estyou set up in theMaintain Recurring
Transactions' section, selecting them for entry in the Jouraal]l making any changes to thenj
for this particular occurrence. This process igfiicient solution to the problem of repetitive
journal entries.

i.t GL Recurring Transaction Selection - {glrecursel)

Hat Menu

gomador & & 2 v la R

Transaction #: I 1 Transaction Type: IG - GEM JRML

Description: I Day of Month: kil
1 |0100-000 CASH - CIBC | 1000.00  Save

Seq Account Number  Account Description Reference Dehit Credit
1 000000

2 0558-000 JANITORIAL & GARBAGE 1000.00

=l

Proof: 0.00 Transaction Totals: 1000.00 1000.00

[<Fa= I o [ [ piz4jzone [Eosisem [ B0z

After selecting this process from the menu you s a screen similar to tRecurring
Transactions Maintenancescreen. The quickest way to review these transai®to<F1>
through the file, or you magnter theTransaction Number you assigned to a particular entry.
When you see a transaction that you warngrocess this period, click on the button “Add
transaction to Journal File”.
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i.t GL Recurring Transaction Selection - {glrecursel)
Hot Menu

gomador & & 2 v la R

Transaction #: | 71 New Tranzaction Transaction Type: IG - GEM JRML Ldd tranzaction to Journal File
Description: I Transaction Date: | 2/28/07 . :
Editing Transaction
1 |0100-000 [CASH - CIBC , | | 1000.00  Save

Seq Account Number  Account Description Reference Dehit Credit
0100-000 CASH - CIBC

2 0558-000 JANITORIAL & GARBAGE 1000.00

=l

Proof: 0.00 Transaction Totals: 1000.00 1000.00

|Enter Transaction Description | 'ﬁ ’_ ’_ 9f24i2009  |S:11:44 pm l_ ’ﬁ

You will then be asked if you want to change anyghabout the entry for this occurrence. If yT

don’t have any changes, press <F8> or exit the avinédnd you will then be prompted, “Do yo
wish to save your changes?”, to which you click"6es” save the transaction, or “No” to return
to the previous window and make any other charifgeu need to enter amounts or make

another change, you may select each line of tmsaction you want to edit and click on the
“Save” button. After all lines have been editeceg <F8> or exit the window, and answer

“Yes” to save changes.

When you try to selectRecurring Journal Entry to go into the Journal, the system will chec
and make sure that the entry is in balance andhkadate of the transaction falls within the
current period. If you have specified thaecurring Journal Entry should be made as of a
date outside the current period range (such asfgipecthe 31st day and then selecting in a
month that has less than 31 days) the system selltle last day of the period.

After selecting all th&ecurring Journal Entries that you want to go to the Journal this periog
<F8>to return to the menu. You will be given the oppaity to print an edit listing of the
entries you selected. Remember that you will nequbst these entries from the Journal to the
Permanent Ledger before they will be reflectedaanfinancial reports.

LIST ALL UNPOSTED TRANSACTIONS

This option is simply the same journal edit lisuyget when selecPtint Journal Edit List "
under ‘Journal Entry Processingd'. It is placed on this menu so you will rememlzelist all
unposted transactions (including aRgcurring Journal Entries) so they may be posted before
closing out the period.

Run this listing as described iRrfint Journal Edit List " to print the unposted entries.
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POST ALL UNPOSTED TRANSACTIONS

This option is the same process describedPwst to Permanent Ledget under ‘Journal
Entry Processing'. You must post all entries for the period you eligsing out or they will not
be reflected in youfinancial statements.

PRINT A TRIAL BALANCE

Print a final copy of a trial balance (as describader ‘Standard Reports and Listings) for
the period you are closing out. Make sure thatngmuint the trial balance if any adjustments afe
made. Be sure you choose to priDetail” on the trial balance, since once you run tbpdate
Summary File" option you will not be able to print a trial batze for this period.

IF NEEDED, ENTER ANY ADJUSTMENTS

This is a reminder to check your trial balance arake sure all transactions for the period are
properly reflected before proceeding. If you nedhke any adjusting entries select this optign
and you will see the regulaidurnal Entry Processing' menu. Enter, list, and post the
adjusting entries, then return to tiend of Period Processinymenu and rerun your trial
balance.

RUN FINANCIAL STATEMENTS

174

This option takes you to the sant@riiancial Statement$ menu previously discussed under the
"Financial Statements$ section. Select and run the appropriate statesrfenthis period.

UPDATE SUMMARY FILE

This process summarizes all the entries made to @amunt during the period being closed and
calculates a period ending balance for each account

CAUTION! This process clears out all detail for the periethf closed unless you are
maintaining Detail History, and should only be after you have printed a detailed Trial
Balance and ensured that all entries for the parectorrect.

When you select this option you will see an explarnamessage of what the program is about|to
do. The dates of the period about to be closedalgt be displayed. Make sure the proper perjod
is being displayed.
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will not be run.

i} Update Summary Balances - "Your Company Name™ {gls...

Thiz program will read all the Year-to-Date transactions
for the date range displayed below, and add the amounts
to the 5 y Balk in the GL A File. so that
financial statements can be run.

The next period which is due to be closed is shown
below:

Period Date Range: 30107 o 3431407

Are you ready to close out this period ?

“res, Close Out This Period Eancel|

Then answerYes, Close Out This Periotito the questionAre you ready to close out this
period?" If you decide you are not ready to run this optyet, click on No” and the program
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YEAR-END PROCESSING

Purpose: The options in this selection are used to closdlmiturrent accounting year and
prepare the records for a new year. These optiomsld be processed in the order
they appear or serious problems could result.

When selecting this section the following menu apbear:

PROCESS ANY YEAR-END ADJUSTMENTS

This is a reminder to enter any year-end accruatdéher adjustments that should be made befpre
closing out the year. If you need to make suchienthis selection will take you to thédurnal
Entry Processing' day of the last period before closing. Entet, Bsd post the year-end entrie.

PRINT FINANCIAL STATEMENTS

Although you should already have printed statemastsf the end of your last accounting
period, this option is a reminder that @WST run these final statements before running you
year-end program. If you select this option you i taken to the menu discussed under
"Financial Statements.

CLOSE OUT YOUR LAST FISCAL PERIOD

This option is a reminder to close out your lastoamting period before closing out the year. If
you entered any year-end entries these must bedrudcessed in the last period. This selectior
takes you to theEnd of Period Processing menu discussed earlier.

RUN THE YEAR-END PROGRAM

This process should be run after you have closétheuast period of your fiscal year and run
your year-end Financial Statements. Thear-End program performs the following functions:

1. Zeroes out the balances in all income statement ammts.

2. Carries all Summary File records forward as comparaives, moves the ending
balance for all balance sheet accounts forward aslginning balances, and clears out
the Summary File.

3. Increments the periods in the Accounting Period Fiel by one year.

4. Zeroes out the budget fields.
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FILE MAINTENANCE

Purpose: You should use the options in this section to naamtheChart of Accounts,
Transaction Type, andRecurring Transaction information kept in your General
Ledger.

The files in this sectionontain the relatively stable information that ®sras the core of the
system. These files are initially set upder the Installation and Set Up Procedure$ section,
and should only be accessed here to chandelete existing records or set up new ones.

ABOUT FILE MAINTENANCE

The File Maintenance options in all Software Paekkagre designed to operate and function
consistently. Once you understand how to entemaaidtain records in one file you can operat
any File Maintenance option. This allows you to@amtrate on the information to be entered
rather than the operation of the program.

D

After selecting one of the File Maintenance optigas will see a display of the fields of
information kept for each record in that file. Tiredds will be blank, where data is entered or
displayed.

When you wish to exit any file maintenance progsam need to clear off any record displayed
and press theF8> or exit the window. This will return you to the &iMaintenance menu.

The records in any file ar&éyed" or identified by the entries made in the keyd&lThe key
field(s) for any record are marked by asteriskthoside (for example, the Account Number is
the key to each record in the Chart of Accounts)Firhe key is the unique reference for each
record that allows the system to tell records apart

TO ADD A RECORD

To enter a new record into the file you should eat&ey" for that record that has not been used
before. A prompt will tell you that there is not existing record with that key and that a new
record will be created. (If you enter a key thatatly exists, the corresponding record will

display and the prompt at the bottom will ask ydwatwou want to do with that record. To clear
the record off the screen, just pre&NTER>.)

You will then enter the information for the new oed. After entering the data in a field press
<ENTER>. The cursor will automatically position at the hé&gld. If you enter an invalid
response in one of the fields, you will hear a baeg an error message will display at the
bottom. If the error message is not self-explanateee Appendix - for an explanation of the
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error. After filling in all the fields you will regive a message asking if you wish to change any of
the fields you entered. To make changes, clickerfield to be changed. After making the
change, pressENTER>. When you have no further changes to make, clicthe “Save”
buttonto enter the record in the file and return to thginal blank display you saw when you
entered the option.

Two other keyboard keys may come in handy whenayeuadding a record. If you recognize
that you made a mistake in a previous field andtw@back up to it, click on it or press the
SHIFT-<TAB> keys to back up one field at a time.

Note - to change key fields you must enter the "Remme" function described below. If you
do not want to enter data see the next paragraph fa discussion of the <F8> key.

The second key that may come in handy isth&> key. As described elsewhere #ie8> key
is the 'End" key used to exit out of menus and programs. Witerecord is displayed on the
screen thecF8> key will end the program and return you to the metmwever, when a record
is displayed th&F8> key serves as a\bandon Modifications” key. What this means is that if
you cannot properly finish entering a record orali just want to start over you may pre$s8>
and the record will not be processed - it esséytnall be thrown away.

TO ACCESS EXISTING RECORDS

You may access existing records in several waygufenter theKey" (the identifying code)
for an existing record, the record will be displdye e. - enter the Account Number for an
existing account in the Chart of Accounts File, g3, ENTER>, and the record will be
displayed). If you do not know the key you may tlee<F1>, <F2>, and<F3>keyboard keys
to scan through the file of existing records.

<F1>This key allows you to make an approximate sedratugh the file. If you pressF1>
without making any entry the first record in thie fivill be displayed, and each time you press
<F1>you will see the next record, sequenced by thefikdy(s). If you enter a key field or part
of a key field and pressF1>, the record with a key that most nearly matchesk#y field entry
will be displayed. This approximate search allows Yo quickly "flip through" your file of
records to find the one you wart2> This key is the Next Record' key, which performs the
same Flip through" function as<F1> with one difference. If you have a record on theen,
pressing<F2> displays the next record just liké-1> does. However, if you have pressed
<ENTER> and cleared a record off the screeR2>remembers that record and will display th
next one while<F1>does not remember and will start at the beginningefile.

(42

<F3>This key is the Previous Record key which allows you toflip through " the file in
reverse. PressingF3> will display the previous record (bkéy" sequence) to the one currently
displayed or to the one just cleared by pressiBNTER>.
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TO CHANGE AN EXISTING RECORD

To make changes to a record already on file, us@atless methods described above to display
the desired record. To change any field in theng¢except for thekey" field, which must be
"Renamed), click on the field, and the cursor will posii@t the field. You may then enter the
new data and presENTER>. If you enter an invalid response in one of tleéds you will hear
a beep and an error message will display. If ther enessage is not self-explanatory, see
Appendix for an explanation of the error. When yawe made all the needed changes to the
record, click on the “Save” button and the systeithassume that you have no further changes
to make and will enter the changed record intditee

One nice feature of the change mode is that thesysemembers what the original record
contained until you tell it to save the record.dTisi very useful if you inadvertently start to
change the wrong record or if you really mess upmathanging a record and want to start ovar.
By pressing theF8> key when the record is displayed you cando” the modifications you
just made. A prompt will ask you to save changegoul click on “No”, you may then access th
record again and you will see it in its originatrfo

=

D

REMEMBER - you may only "undo” your changes if you have not already entered the
changed record in the file: once it is entered theriginal record is gone.

TO DELETE AN EXISTING RECORD

To delete or remove a record from a file, accessdbord as described above and click on the
“Delete Record” icon in the menu bar.

NOTE - the system will not allow you to delete reads that contain financial information
needed for reporting purposes.

As a safeguard the system requires confirmatioarbeafeleting by asking the questiddd'you
want to DELETE the record?' Recheck to make sure this is the correct recmd,then click
on “Yes”.

TO RENAME AN EXISTING RECORD

Renaming a record is the process of changing thients of its key field(s). Since the system
uses theKey" as a name for each record, it cannot allow change record's name without
losing track of the data for that record. The omby to change key fields is to delete the existing
record and re-enter the data with the n&ey". The 'Renamé function is essentially a shortcut
for the delete - add back process. It is also datktor duplicating the data in one record into &
new second record. When you rename a record thensyemembers the data associated with
the original record and allows you tadd backK' the data in the new record without actually
having to enter it.
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To rename a record, access the record as deseatioee and click on the “Rename” icon in the
menu bar. A question will appeabD6 you want to DELETE this record?' Since you are
about to create a new record, the system wantsdw kf you also want to keep the old one. In
most cases you will answeYés', delete the record. If you happen to want to tereanew
record with the same data and also want to keepxiséing record, answeNb".

MAINTAIN THE CHART OF ACCOUNTS

The Chart of Accounts file is the nucleus of then@al Ledger system. All of the information
entered into and reported from the system is degp@rmh and organized by the account
numbers. In this option you are maintaining theoaots you need for your business.

Each "account” you use in your company's set okbgsuch asCash’, "Accounts Payablé,

of "Sale$) is treated as a separate account record. Tlmuataumber is thekey" or identifier
of each account record used (see the introduabidRike Maintenance' for a further
explanation of recordkéys'). You must assign a seven-digit account numbeatth record in a
manner that is consistent both with the 4 - 3 dptinat used by the system and with ranges you
entered in the Control Record. Throughout the systee seven-digit account number is viewed
as being made up of two parts - a four-digit act@oade and a three - digit profit centre (or
department) code. Pictorially it looks like this:

Account Code Profit Centre
The four-digit account codes given to your "accslishould be assigned so that they fit into the
structure outlined in your Control Record and st thhen arranged in ascending order they
should appear on financial statements. This is wapprtant because the system performs many
functions based on the sequencing of account nusnber

For example, suppose you had set up these asgesramyour Control Record:

Current Assets 0000-000 999-999
Fixed Assets 1000-000 1999-999

Now suppose you had these accounts to assign to:

Cash Accounts Receivable Inventory
Equipment Buildings Land

One acceptable way to code these accounts would be:

Account Code Account
100 Cash
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200 Accounts Receivable
300 Inventory

1100 Equipment

1200 Buildings

1300 Land

Notice that the account codes sequenced the ascouifite order they should appear on
financial statements and that both Current Assetraxed Asset accounts have codes within the
proper ranges.

The three-digit profit centre code is used by ty&em to allow you to keep separate sets of
books for profit centres within one company. Foaraple, if your company has two stores for
which you want to keep separate books, you shalldtore #1 profit centre 100 and Store # 2
profit centre 200. Continuing with our example abgou would then set up asset account
numbers as follows:

Store #1 Store # 2
Cash 100-100 100-200
Accounts Receivable 200-100 200-200
Inventory 300-100 300-200
Equipment 1100-100 1100-200
Buildings 1200-100 1200-200
Land 1300-100 1300-200

You will then be able to use the same general letigeecord and report separately for each
store. The advantage is using profit centres wathsistent account codes is that you can
generate consolidated statements that will comihieeccount codes for all profit centres.

You do not need to use the profit centre code if go not want to keep track of multiple profit
centres. You may presENTER> to enter zeroes as the profit centre whenevercilisd for in
the system.

When selecting this option from the menu you wek she following screen:
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Hot Manu

omador & & 2 v I
Account Number: ITZDD—DD

Description:

Account Type: CURREMT ASSETS

Period D ates Budget Amounts Same Period Last Year

-

0.00
0.00
0.00

1. 11/01/07 te 11/30/07
12, 12/001/07 te 12/31/07
3. 0/00/00 to  0/00/00

840,390 95
960,323.29
950,323.29

1. 10107 o 1/31407 I 0.00 I 0E7.381.42
2. 20107 o 2028007 I 0.00 I 580,449.99
3. 007 e 307 I 0.on I BE2 509 61
4. 401/07 o 4/30/07 I 0.00 I 642,267.25
5 50107 o B/FA07 I 0.00 I 647 .060.20
6. B6/01/07 to  B/30/07 I 0.0o0 I 71824289
FoOA00F e FAAAO7 I 0.on I 841.91611
8 8/01/07 to  B/31/07 I 0.00 I 770,196.06
9. 90107 o 9/30/07 I 0.00 I 73084493
10. 10/01/07 te 10431407 I 0.0o0 I 74980214

| |

| |

| |

-

Save | Default Budgets From First | Zero Comparatives |

[Enter Description [ [ms [ [ [iznveooe [szzaeem | Ot

To add a new account, enter the information asridbestbelow. To change or delete an existing
account, display the record by entering its Accadmtnber or use the function keys described
previously in this section. Then you may use theess Mode Functions to make the desired
changes.

1. Account Number:
Enter the account number (as discussed aboveydbdiave assigned to each record.

2. Account Description:
Enter the description of the account being entesag up to 30 characters. This description is
used instead of the number on several reportsr Aftey the name of the account group for thi
account (as specified in the Control Record) wajthy.

[92)

3 - 15. Budgets:

(These fields will not be displayed on your scraatess you answeredy&s' to Budgets in the
Control Record.) Enter the dollar estimate of tbevay for each period. You will be able to
print financial statements comparing these budgetuats with the actual amounts. If you are
entering the same figure in each period you magrehe first period and click on the button
labelled, “Default Budgets From Firstg have the system fill in the remaining budgets.

These Budgets are reset to zero during year-erapsmng.

16 - 28. Same Period Last Year:

(These fields will not be displayed on your scraatess you answeredy&s' to Comparatives
in the Control Record.) Enter the dollar amountadiivity for each period of the previous year
These comparatives may be printed on financiaéstants. If you do not want to set these up
but would like to keep comparatives in the futy@,) may leave these blank now and the yeatr
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end processing will automatically create compaegtirom this year's activity. You can click onp
the button labelled, “Zero Comparatives” to zerenthout.

MAINTAIN RECURRING TRANSACTIONS

This option allows you to change or delete exisRegurring Transaction records or add new
ones. Recurring Transactions are journal entriasrétur periodically, such as the end of the
month depreciation entries. You may review andctelry of these entries to go into the journal
without having amounts if desired and amounts negiitered each time the transaction is
selected. This capability is particularly useful émd of the period adjusting entries because it
reminds you of the usual entries necessary andsitpuick processing of them, but still leaves
you in complete control of your transactions.

When selecting this option you will see the follagiscreen:

u GL Recurring Transaction Maintenance - "Your Company Name" {glrecurmnt)

Hot Menu

gromador & & . »3 i

Transaction u:l [ Transaction Type: [5G -GENJRNL =
Description: | NI Day Of Month:  [31)
1 [1100-00 BANK OF NOWA SCOTIA 100.00 Save |
Seq Account Number  Account Description Reference Debit Credit
1 110000 BAMK OF NOVA SCOTIA 100,00
2 1200-00 ACCOUNTS RECEIVABLE 100.00
3 2100-00 LABOUR PAYABLE 200.00
[iamlBrea] | Delete Detal | Proof: 0.0 Transaction Totals: 200.00 200.00
[Enter Transaction Deseription [ s 12/17/2009 5:42:08 pm [a01

This screen is nearly identical to the one desdrioeder Enter and Edit Journal
Transactions'. This is logical since all you are doing heresésting up a journal entry that you
want the system to remember and process when {joutte

1. Transaction No:

Enter a one to four digit number that you wantde to reference this Recurring Transaction.

The number you assign will be a permanent "nams&d@ated with this record. Every time you
select this record as part &rid of Period Processing the system takes the data associated
with the Recurring record, assigns it tideXt Transaction Number' from the Control Record,
and thus creates a real journal entry.

2. Trans Type:
Enter one of the valid codes set up in theahsaction Typé€' file or press<ENTER> to default
to the General Journal code.
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3. Day of Month:

Enter the day of the month that you want giverhts transaction when it is selected. You
normally would use an end of the month day for siiljig entries and a first of the month day fc
reversals.

4. Description:

Enter up to a 30-character description of the psepaf this entry (e.g. - Monthly Depreciation™).

For an explanation of how to enter the accountsaanounts of the record see the sectiéntér
and Edit Journal Transactions'. You may enter account numbers without amout®¢ filled
in later) in Recurring ransactions, while this is not allowed in actuairpal entries.

MAINTAIN TRANSACTION TYPES

This option is used to add, change, or deleteyipestof journal entries that you want the syste

m

to track separately. There are six reserved codesnust have set up for use by the system, and

you may specify any number of other types. Thesiesallow you to enter an assorted batch
journal entries and then print an edit list forle&gpe that may be used as a subsidiary journal
There is also a history listing that allows yowstwt by Transaction Type. For example, if you
wanted to balance your Cash Receipts as a sepawmatal you could set up £R" Transaction
Type and be able to identify all Cash Receiptssaations.

When selecting this option you will see the follagiscreen:

Q GL Transaction Type Maintenance - "Your Company Name™ {gltypemnt)
Hot Menu

gamador G & 2w id 2

Type Code:

Description:

Short Description: (40

Save

|Acmunt Type Descri pkion |

IS 12/17/2009  [5:43:23 pm [pot

The following six reserved codes were set up in'8et Up and Installation Procedure$ for
the system to use:

f

Type Code  Description Short Description

AP From Accounts Payable Accts Pay
AR From Accounts Receivable Accts Rec
BB Beginning Balance Entry Beg Bal

G General Journal Entry Gen Jmnl

OE From Order Entry Inventory OE Inv

PR From Payroll Payroll

You may set up any other codes you desire.
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1. Type Code:
Enter a two-character code assigned to this Tréiosatype as discussed above.

2. Description:
Enter up to a 30-character description of this type

3. Short Description:
Enter an abbreviated (ten characters or less)igéscr of the type. This will be used on reports
and display when there is not room for the fullatgxgion.
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INSTALLATION AND SET UP PROCEDURES

OVERVIEW

The options in this section are the steps you heéake to prepare the General Ledger for use
with your company's data. The items that appedhemenu are organized to function as a step-
by-step checklist for you to follow. It is importattat you perform these steps in the order thely
appear, since some steps depend on previous oti@s.is your first experience working with al
computer, you should be pleasantly surprised haektyuyou become comfortable working
with a keyboard instead of a pencil. If you areeaperienced user you will appreciate the menu
flexibility and consistency of operation in thisssgm. Before continuing you should review
Chapter 0 describing how to use the menus and b@edess the on-line documentation.

Here is a quick overview of what you are aboutdokrst you will define in your Control
Record whether you want to use budgets and conmpesaand how you will arrange the
numbers for your different types of accounts. Tien will build your Chart of Accounts File by
entering each of the accounts that you will begisinrecord your financial information. Two
other smaller files will then need to be set ume wvith all the transaction types that you would
like to use in the system and the other with amproon recurring journal entries. Then you magy
load the beginning balances for each of your adspumint a list to check your work, and then
"post” or permanently record these balance in yiseem. The last step in preparing your system
is to set up the financial statement formats ooldy you desire.

To help make the Set up process as efficient asillesve have included OAD " sheets for
the files where you will normally be entering mplé records. You may copy and use these to
manually format the required information, as it i entered in the system. The Chart of
Accounts file requires you to have a seven digibaat number assigned to each account you
will use (see Set Up The Chart of Account$) as well as a description and budgets and
comparatives (if used). The Transaction Type figuires you to set up six system reserved
codes and there descriptions as well as any ottascyou want. The Recurring Transactions
file allows you to outline common entries (partey period-ending) that you can specify for
processing when desired. The Beginning Balance ioanply one special journal entry you
make to set up your initial balances in the system.

We suggest that you read the entirestallation and Set UpProcedures section and fill out
your "LOAD " sheets before actually starting your entry w@kce you have completed these
steps the General Ledger will be set up and readydu to start processing your daily work.
Since you probably are converting your General eedgcord keeping from some other existing
system, it is important that the changeover betesefore dropping your existing system
simultaneously for at least one full accountinggquto determine that they are yielding
equivalent results.

AutoPoint Evolution — General Ledger XX XXXX. XX 70



AMADOR SOLUTIONS

Q O m Q d O r AutoPoint Evolution — G/L

This double workload is cumbersome but necessagpsare that an accurate transition to the
General Ledger system is made. Once you are satréhih data has been accurately transferre
and that you are comfortable with the new proceslyocai may drop your old system.

[oX

SET UP THE CONTROL RECORD

The Control Record requires you to answer sometiqussabout the way you want the system
to operate. The answers you give here will be bsetthe system to determine what informatior,
you want to keep, and they help the system onlyaskguestions that are appropriate. For
example, if you specify that you do not want togkbedgets the system will not even display
blanks for you to put budgets in. Since this CdrfRecord does control some of the
functionality of your system, it is very importathiat you set it up carefully and properly. Undef
normal circumstances you will only set up this relconce and never need to change it.

If you do decide later on to change any of youpoeses you may access the record from the
same menu selection and make the desired charege$-(e Maintenance' for more
information).

A sample Control Record is displayed:

ﬁ General Ledger Control Record Maintenance - "“Your Company Name™ {glcntimnt)
ot Menu
£¥amador @
Mext Jounal Transaction Number: ¥ Keep Detail History?
AP Posting Method: Detail vl |Ig E::: g:i?;:lsa‘iives?
¥ Retain Previous Five Years?
I~ Dummy Company?
Beginning Account: Ending Account:

Curent Assets [1000-00 [T

Fixed Assets [1700-00 [199933

Current Liabilities IZUUU-UU |2439-93

Long-Term Liabilities IZEUU-DU IZEHH-HH

Capital [Dwners' Equity] |2SDD—DD |2999799

Revenue [Sales) |3000-00 |34as-sa

Cost of Sales [=00-00 44399

Operating Expenszes |45UU-DU IEHHH-HH

Dther Revenue [7o00-00 [7a33.9

Other Expenses |SUDD-UD |ssas-sa

Depreciation Expense |4?20-00 |4739-sa

Cash Accounts [1o00-00 [1093-99

Retained Earnings 2920-00

‘Next GL Journal Transaction Mumber ,W,_,_,W ’m,_,ﬁ

1. Next Jrnl Trans No:

This field is used by the system to keep trackefunique number it will assign to the next
journal entry made. This transaction number is'k&y" for each journal entry (see the
introduction to the File Maintenance' section for an explanation okéys'). When setting up
your system you should presENTER> at this field and the system will start numberyogir
journal entries with 1.
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2. Keep Detail History?
If you want the system to store the detail of @hsactions entered during your accounting year,
check the box next to it. If you leave the box wetkted, the system will keep only one summayy
amount for each account per accounting periodouf keep detail history you may inquire into
the history of an account and print a report reangaaccount balances as of any time during the
year.

NOTE - the detail history file becomes quite largas the year progresses, and if disk
storage space is a problem you probably should n&eep history.

3. Keep Budgets?:

If you want the system to allow you to keep budggirmation for each account, you must
check this box. You will then be able to enter ddrt amount for each period for each accourt.
If you leave it unchecked, the system will not ¢agpblanks when you add your Chart of
Accounts.

3. Keep Comparatives?:

If you want the system to allow you to keep compeealast year) information for each
account, you must check this box. You will therabée to enter a comparative amount for each
period for each account, and after you close out ficst year on the system the ending balanges
for each account will automatically be carried fardras comparatives. If you leave it
unchecked, the system will not allow you to entanparatives when set up accounts will not
automatically create comparatives at year end.

The remaining fields on the Control Record scresuire the entry of account numbers. For a
full explanation of account numbers see the disonsa "Maintain the Chart of Accounts”
under File Maintenance'. Briefly, each seven-digit account number is mapef two sections.
The first four digits are the account code thanhtdees the purpose for the account (i.e. - 100
might be the code for a Cash account). The lasetligits are designed to specify which profit
centre or department the account code appliesnalifiple profit centres or departments are
used. What you are asked to specify in the CoRealord is the range of account codes (first
four digits) that define each type of account (sasiCurrent Assets). When you enter the four
digit account code in a beginning field, the systeithautomatically insert000" in the profit
centre section. In an ending field the system mdkrt '999' in the profit centre section.

The purpose in defining these account types raisgas that the system will always know what
type of account you are working with when you eimean account number. The system can then
do very helpful functions for you like creating stiard financial statements with titles and
descriptions already filled in. The account numbermsach range througl®ther Expense
must be less than the account numbers in the folpwanges. For example, th€tirrent
Liabilities " number must be greater than ti@xéd Assets numbers and less than tHeohg-
Term Liabilities " numbers.
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5 - 6. Current Assets:
Enter the range of account codes you will assigyoto' Current Asset accounts. Current Asset
can include Cash, Accounts Receivable, and Invgmocounts.

7 - 8. Fixed Assets:
Enter the range of account codes you will assigyoto Fixed Asset accounts. Fixed Assets
include Land, Buildings, and Equipment.

9 - 10. Current Liabilities:
Enter the range of account codes you will assigyoto' Current Liability accounts. Current
Liabilities include Accounts Payable and Salariagd®le.

11-12. Long - Term Liabilities:
Enter the range of account codes you will assigyoto Long-Term Liability accounts. Long-
Term Liabilities include Notes and Mortgages Pagabl

13 - 14. Capital (Owner's Equity):
Enter the range of account codes you will assigyotor Capital accounts. These accounts wou
include Stock and Retained Earnings accounts.

15 - 16. Revenue:
Enter the range of account codes you will assigyoto Revenue or Sales accounts.

17 -18. Cost of Sales:
Enter the range of account codes you will assigyota Cost of Sales accounts.

NOTE - If you are in a service business and do naise Cost of Sales, press <ENTER> to
enter zeroes in these fields. This lets the systdmow that it should generate the standard
financial statements without a Cost of Goods Soldestion.

19 - 20. Operating Expenses:
Enter the range of account codes you will assigyoto Operating Expense accounts. These
accounts would include Salaries, Rent, and Utdlitie

21 - 22. Other Revenue:
Enter the range of account codes you will assigyotor Other Revenue accounts. These
accounts would include such non-operating accoastSain on Sale of Assets.

23 - 24. Other Expenses:
Enter the range of any non-operating expense atsolinese would include Casualty Losses
and Loss on Sale of Assets.
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25 - 26. Description:

Enter the range of non-cash operating expense atzothis would include all depreciation
expense and amortization expense accounts. Thensyseds to know these accounts in orde
to be able to generate a standard Cash Flow Stateme

27 - 28. Cash:
Enter the range of account codes that you willgms® Cash accounts. These are needed for the
Cash Flow Statement.

29. Retained Earnings:
Enter the account code assigned to your Retainedrigg account(s).

After filling in the fields, click on the “Save” Witon and you may then set up your Accounting
Periods. If you need to make a change seeRie Maintenance' section for an explanation of
how to change fields.

SET UP ACCOUNTING PERIODS

This option allows you to access your Accountingd®erecord and change the dates. When you
<F8> after initially setting up your Control Record yall automatically be asked to set up
these periods. After you have done that initialigetyou will use this option to access the recoid
and make corrections. By defining your Accountirggi®ds you make it possible for the systen
to keep up with current period you are working ma & summarize data by period for financia
statement purposes. When setting up or changinguktig Periods the following screen is
displayed:

—}

i} GL Accounting Period Maintenance - "Your Company Name" (glprdmnt)  [E3
Hok Menu

framador & & & o |

Current Period: Ii

Pesiod 1 Start: | 1701707 End: [ 173107 Defauk | 17 Closed 2
Period 2 Start: | 2/01/07  End: [ 2/28/07 [ cloved 7.
Period 3 Start: [ 2/01/07  End: [ 33107 I™ Closed 2
Period 4 Start: lw End: Im I=| Closed 2
Period 5 Start: [ 50107 End: [ 531707 " Closed 2
Period 6 Start: | /01707 End: | 6/0/07 I™ Closed ?
Period 7 Start: [ 7/01/07  End: [ 773107 I™ Closed 2
Period 8 Start: IW End: Im I=| Closed 2
Period 9 Start: | /01707 End: | 9/30/07 GekEloood 7
Period 10 Stark:[ 10/01/07  End: [ 10/31/07 etlosed 7
Pesiod 11 Start: | 11/07/07  End: [ 11/30/07 ol e
Period 12 Start: IW End: IW I=| Closed 2
Peiod 13Stat:| | End:| I Closed ?
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1. Current Period No:

Enter the number of the period (as defined beltysa) you will begin processing with. For
example, if period 3 below is March and you wilpbreyour processing as of March, ent8t ih
this field. This information is used throughout 8ystem when processing reports and posting.
This current period number may be changed by @i@hge the Current Period' selection
under End of Period Processiny

2 - 27. Start/End Period Dates:

Enter the beginning and ending dates of the pegodsuse in your record keeping. If you use
months for your accounting periods you will ente first and last day of each month by
appropriate period number.

For example, if you have a calendar fiscal yeatippeone would have January dates. If your
fiscal year starts in July, period one would havig dates. You need only make entries for the
fields you will use (unless you use four week actmg periods you mayENTER> through
period 13).

D

You can allow the system to fill in the dates auttinally by entering the first date and last dat
of period 1 and then clicking on the “Default” larit

When entering dates here and in any part of thgrpm, you should enter them ilVMDDY'Y
(month, day, year) format without any separatocs.éxample, December 1, 2007 should be
entered as120107. You do not need to enter a zero in front of tt@nth number for January
through September. After entering a date in thim&d the system will display it with slashes
(MM/DDI/YY ) to make it easier to read. If you need to chargeof the dates after initially
entering them, sed-lle Maintenance' for a discussion of how to change fields.

SET UP THE CHART OF ACCOUNTS

The Chart of Accounts file is the nucleus of then@al Ledger system. All of the information
entered into and reported from the system is degrgrmh and organized by the account
numbers. In this option you are maintaining theoaots you need for your business. Each
"account' you use in your company's set of books (suchCasH', "Accounts Payablé, of
"Sales) is treated as a separate account record. Thmuataumber is thekéy" or identifier of
each account record used (see the introductioRile Maintenance' for a further explanation
of record keys'). You must assign a seven-digit account numbesatth record in a manner that
is consistent both with the 4 - 3 split format ubgdhe system and with ranges you entered in
the Control Record.
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Throughout the system the seven-digit account numsbgewed as being made up of two parts
a four-digit account code and a three - digit grodéintre (or department) code. Pictorially it
looks like this:

Account Code Profit Centre

The four-digit account codes give to yoactounts should be assigned so that they fit into th
structure outlined in your Control Record and st thhen arranged in ascending order they
should appear on financial statements. This is apprtant because the system performs ma
functions based on the sequencing of account nisnB&rase refer to the discussion under
"Maintain The Chart of Accounts" in the 'File Maintenance' section for an explanation of
how to set up your accounts.

SET UP THE TRANSACTION TYPES CODES

This option is used to SET UP the types of jousrdties that you want the system to track
separately. There are six reserved codes you naustdet up for use by the system, and you
may specify any number of other types. These callew you to enter an assorted batch of
journal entries and then print an edit list forle&gpe that may be used as a subsidiary journal
There is also a history listing that allows yowstwt by Transaction Type. For example, if you
wanted to balance your Cash Receipts as a sepawmatal you could set up £R" Transaction
Type and be able to identify all Cash Receiptssaations.

The six codes yoMUST set up are:

Type Code Description Short Description
AP  From Accounts Payable Accts Pay

AR  From Accounts Receivable Accts Rec

BB  Beginning Balance Entry Beg Bal

G General Journal Entry Gen Jmnl

OE  From Order Entry Inventory OE Inv

PR From Payroll Payroll

After setting these up you may set up any otheesgwu desire. Please refer Mdintain
Transaction Types' under File Maintenancé' for an explanation of how to set up Transactio
Types.

SET UP ANY RECURRING TRANSACTIONS

This option allows you to set up journal entriegttfecur periodically, such as the end of the
month depreciation entries. You may then review sgldct any of these entries to go into the
journal without having amounts if desired and antsumay be entered each time the transacti

137,

>
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t

is selected. This capability is particularly usdtul end of the period adjusting entries because
reminds you of the usual entries necessary andsitpuick processing of them, but still leaves
you in complete control of your transactions.

Please refer toMaintain Recurring Transactions" under 'File Maintenance' for an
explanation of how to set up Recurring Transactittris not necessary to use any Recurring
Transactions, and if you do not want to set upatrfirst you may go ahead and complete the
other steps inlhstallation and Set Up Procedures You can always come back and enter
these later.

LOAD BEGINNING BALANCES

This option is used to set the initial balancegamir accounts. This is done by entering a specigal
type of journal entry, with the balance of eachoart in your Chart of Accounts as of the first
day of the period you begin using General Ledgéerek\selecting this option you get the
following menu:

Please perform the steps on this menu in the oheégrappear.

ENTER AND EDIT BEGINNING BALANCES

This option is used to enter the special Beginfatance type journal entry. The screen you sge
when choosing this option is identical to the ndrjoarnal entry screen irEnter and Edit
Journal Transactions'.

1. Transaction Number:
Press<ENTER> to obtain the next transaction number from the @bmecord. If you set up
your Control Record as recommended you should ohi@ number1".

2 & 3. Trans Type and Trans Date:

These fields will be automatically filled in by tegstem. The Transaction Type is necessarily
"BB". The Transaction Date is the Period Starting é@téhe Current Period you specified in
your Accounting Period record.

4. Description:

Press<ENTER> to fill in the description with Beginning Balancé, or enter your own
description (maximum 30 characters). At this pgmi may enter the account numbers and
beginning balances for all the accounts in yourrCbiagAccounts. If you have questions about
how to enter these please refer to thatér and Edit Journal Transactions' section. As
explained there, you may noE8>to complete the transaction until the debits ardlits are
equal.
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LIST BEGINNING BALANCE TRANSACTIONS

This option is simply an edit listing of tiBeginning Balanceentry you just made. Please refer
to the 'Standard Reports and Listings section for a discussion of how to print a ligtiwhen
you print out the listing look over it and makeestinat the entire entry is correct. If you spot afy
errors you may go back into thEriter and Edit Beginning Balance$ selection and change the
entry. After the next sted?bstBeginning Balance to Accountsyou cannot change the entry
and would have to correct an error with an adjgséntry.

Since this is the first edit listing you have exaed from this system, take special note of the
information on the report. It is important that yimum the habit of carefully examining your edit
listing before you post your data entry work intbl@ where it can not be changed. It is worth
the few extra minutes it takes to examine an &tihfy because it is always more difficult to
correct errors after posting.

POST BEGINNING BALANCE TO ACCOUNTS

This option takes the specBéginning Balancejournal entry and posts it to tiRermanent
Ledger as the starting balance for each account. Befasesshg this option make sure that you
have printed a list of the entry you made by chogéiist Beginning Balance Transactions.
Check the entry over carefully before posting.

This posting selection is different than the norpadting Post to Permanent Ledget. The
entry posted here is not posted into the currenbggebut is set up as the beginning balance fo
the current period. Make sure that this postingniy used during the initial loading of beginninL
balances. If you use this posting selection formadrjournal entries your records will be in errof
and you will need to restore your files from backup

CREATE FINANCIAL STATEMENT FORMATS

This option is merely a reminder that you needetoup the formats for your financial
statements. They do not have to be set up befarstgot processing on the system, but they
must be created before you can obtain financiésteants. You may let the system generate
standard formats for you, you may create completestom formats, or you may generate
standard formats and then customize them.

When you select this option the menu system wik&tut you directly to the options discussed
in the 'Financial Statement$ section. Again, you do not need to set up formigtst away, but
you should at least read through the discussidgheoprocess so that you understand what nedgds
to be done.

AutoPoint Evolution — General Ledger XX XXXX. XX 78



